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Introduction

Welcome to the Ella Baché College of Skin and Beauty Therapy! We hope your time with us is enjoyable
as well as being very rewarding. As a student at Ella Baché College of Beauty Therapy, you will have
the very best tuition in theory and practical classes as well as the professionalism of a dedicated and
caring team of educators.

Ella Bache College Pty Ltd (referred to as “Ella Bache College”) is a Registered Training Organisation
(RTO) (RTO ID: 6704), which meets administrative, delivery, staffing, facility, marketing, financial, quality
assurance and assessment standards regulated by the Australian Skills Quality Authority (ASQA) which
monitors & subjects Ella Bache College to regular external audit to verify adherence to these standards.

Ella Bache College is responsible for the quality of the training and assessment you will receive in
compliance with Standards for RTOs 2015, and for the issuance of the Australian Qualifications
Framework (AQF) certification documentation. The Standards set out the requirements that an
organisation must meet in order to be an RTO and ensure the integrity of nationally recognised training
provided by registered training organisations.

About This Student Handbook

This information booklet is designed to provide you with information about the services provided by Ella
Bache College and its approach to providing you a safe, fair, and supported environment to participate
in training and assessment. This booklet does not provide you with specific information about a particular
course offered by Ella Bache College. This information is contained in the Course Guide supplied

separately.
SHB50121 Diploma of Beauty Therapy ——
. . ——
Ella Bache College offers two modes of delivery for this course. i
—

EdFlex™ Campus (Sydney)

NATIONALLY RECOGNISED

and TRAINING

EdFlex Blended (Online/Mixed Mode)

SHB50216 Diploma of Salon Management
EdFlex Blended (Online/Mixed Mode)

EdFlex Student Handbook
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Qualification

Program

Course
length

Flexible
monthly
start dates

Dedicated
Trainer
support

Study
theory
online

Attend on-
campus

SHB50121 Diploma
of Beauty Therapy

EdFlex™ On
Campus

16 months
(4 x 16 week terms plus
breaks)

February - June -
September

v

v

2.5 days per week / per
term

EdFlex Student Handbook
RTO ID: 6704

SHB50121 Diploma of
Beauty Therapy

EdFlex™ Blended

16 months
(4 x 16 week terms plus
breaks)

v

v

v

16 practical sessions per
term. One day per week, or a
two day block per fortnight

Version 5 January 2024

SHB50216 Diploma of
Salon Management

EdFlex™ Blended

16 months
(4 x 16 week terms plus
breaks)

v

v

4 hours structured online
learning and assessment per
week: and

4 hours per week self-study
including learning and
assessment tasks

N/A

Page 6 of 77
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Qualification SHB50121 Diploma
of Beauty Therapy

Program EdFlex™ On
Campus

Practical On-campus

training & (During 2.5 days per

assessment ~ Week/perterm)

Campus Sydney
training Learn more

location(s)

Ella Baché
external \/
work

experience
(150 hours)

EdFlex Student Handbook
RTO ID: 6704

SHB50121 Diploma of
Beauty Therapy

EdFlex™ Blended

- Supervised on-campus N/A
practical sessions (64 days
minimum in course); and

- Supervised training in
student’s workplace if
employed in a Beauty Salon;
- Supervised training during
work placement/experience.
Note: Students are required
to complete other
assessments on top of the 16
days per term/64 days total
for course. These other
assessments can be
completed remotely or on
campus.

Students completing
assessments remotely will be
required to have appropriate
equipment, product and
video conference hardware
(PC with camera and
microphone).

The days are given as
guidelines, some students
will take more or less time.

Sydney, Melbourne, Online
Brisbane
Learn more

\/ N/A

Version 5 January 2024

SHB50216 Diploma of
Salon Management

EdFlex™ Blended

Page 7 of 77
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Company History and Overview

An Inspirational Brand

The Hallas Trading group of companies and the Ella Baché salon network have contributed to Ella
Baché’s success. Ella Baché has become one of Australia’s most respected skincare brands for several
reasons:

° It was the first skincare franchise in Australia and remains the largest

° It is one of the oldest family owned skincare companies in the world

) It was the first to introduce a cold epil wax product to Australia

° It was the first renowned skin care range to use fruit-acid (tomatoes), lanolin, cod liver oil and

grenoble walnut in its formulas

° It developed the first renowned locally produced suncare range promoting the Australian sporting
lifestyle and trialled on Sydney’s northern beaches

° It has a strong, loyal salon network where Ella Baché products and treatments are recommended
and sold by superior beauty therapists

) Ella Bache College of Skin & Beauty Therapy trains quality therapists for the Ella Bache network
(Salons & David Jones stores) as well as the wider industry

Synonymous with integrity and results, Ella Baché products and treatments are recognised the world
over for their quality and effectiveness. Created in France in 1936 by Madame Ella Baché, the brand has
grown from a small shop on 8 Rue de la Paix, Paris, which still exists today, to an international skincare
brand available in fifty-three countries.

At Ella Baché, we are strong believers in the philosophy that ‘no two skins are alike’ and are dedicated
to finding non-invasive long term solutions for improving the condition and health of the skin. We
prescribe skincare solutions for individual skin conditions, not just skin types. Our different solutions
target various skin conditions such as dehydration, wrinkles, and acne prone skins. Each solution
combines a series of products prescribed to achieve a desired result within the skin.

Madame Ella Baché

In Paris 1936, Madame Ella Baché, trained in pharmacy, was a cosmetic chemist and a determined
businesswoman. She believed in improving the ‘canvas of the skin,” rather than just creating a
marketable product. Her philosophy of ‘no two skins are alike’ epitomises the Ella Baché approach to
skincare and product development even today.

Her interest lay in the quality of the ingredients, the strength of the formula, and knowing the right skin
to apply it to. Madame Baché firstly created a range of ‘Classic’ moisturisers, each one perfect for the
range of different skin conditions regardless of ethnicity, or gender.

EdFlex Student Handbook
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Edith Hallas

Edith Hallas, who was married to Madame Ella Baché’s cousin George Hallas, loved Ella Baché’s
formulas. She also possessed a special passion for beauty therapy and believed that Australia needed
educating in skincare and Ella Baché products for it to be truly understood. She brought Ella Baché
products from Paris to Sydney in 1954 and walked straight into David Jones with the first cold epil wax
in the world. She also remained committed to her ideal of beauty education throughout her lifetime and
as a foundation pillar of the business she established in Australia opening the first Ella Baché College of
Beauty Therapy in Sydney in 1963.

Education

“...to educate beauty therapists on the importance of understanding the skin before recommending
skincare products. Know your product but first know your skin.”

Edith M. Hallas

Education has always been at the very heart of Ella Baché. Edith Hallas established the first Ella Baché
College of Skin and Beauty Therapy in 1963 to teach aspiring beauty therapists her techniques and to
provide career opportunities in the beauty therapy industry. The College not only built the foundation for
Ella Baché’s excellent reputation for training beauty therapists, but it raised the standards of the entire
beauty industry within Australia and continues to do so today.

The Ella Baché College of Skin and Beauty Therapy is recognised nationally and internationally for
providing unsurpassed vocational qualifications in beauty therapy. The College offers flexible study
options, including full-time study on campus and Edflex Blended, which allows students to study in a
mixed mode of online study and practical sessions. Ella Baché also offers regular postgraduate courses
and seminars on beauty therapy and skincare technigues. We also provide management and marketing
strategy information to keep salon owners and their staff up to date with the latest trends in product,
treatments and the skills required to develop the business.

In every state, we also provide continuing professional education for the therapists in our Ella Bache
salons and David Jones stores. Our energetic and expert team of Field Trainers are responsible for
coaching and training salon teams so they deliver superior service and treatments. We offer an annual
Post Graduate training calendar including product schools, specialised workshops and product launches
in addition to on-going In Salon training.

Together the college trainers and assessors and the Field Trainers constitute Ella Bache’s Education
and Training Team, across both the Undergraduate and Postgraduate programs. This synergy allows
for college trainers to engage and interact with salons through regular visits with Field Trainers and for
the Field Trainers to feedback salon expectations, market demands and other information vital to
ensuring that the college graduates highly employable students with real time currency qualifications and
capability which enables them to add value to a salons business from day one.

Recognising Excellence

Hallas Trading has a long history of recognising the excellence of graduating students. A number of
awards are generously sponsored on an annual basis. Of note, the Edith Hallas Award is the most
coveted award within the college and within the whole Ella Baché network. This award is given to the
student who displays a real passion for skin care, is a demonstrated team player, puts others before self,
is a self-starter/motivator and is well groomed and courteous at all times. The Edith Hallas Award

EdFlex Student Handbook
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commends the student who adds value to Ella Baché network and for their potential to be an outstanding
therapist. This award commemorates the tremendous respect that Edith Hallas had amongst beauty
therapists, and still does to this day.

In addition, Hallas Trading sponsors the Small Business Award. This award recognises an excellent Ella
Bache franchise based business plan, which is submitted as the assessment for the small business suite
of subjects in the Diploma of Salon Management. Students need to demonstrate innovative and
intelligent ideas that show realistic potential to blossom into a successful Ella Bache Salon.

The Small Business Award recipient receives a $10,000 grant which remains in a trust account. When
the recipient is ready, it may be accessed for use in any capacity towards opening their own Ella Baché
franchise. Ella Baché has a strong culture of successful women in business and this award
commemorates the entrepreneurial nature of Ella Bache and Edith Hallas, the founders of the company.

Community Engagement

Hallas Trading generously sponsors the college to be able to host an annual pamper day in support of
the Northern Sydney Breast Cancer Network. Statistically 1 in 3 Australian men and 1 in 4 Australian
women will be directly affected by cancer before the age of 75 (Australian Cancer Research Foundation),
and the diagnosis of cancer is life-changing for a person. Ella Bache College students are provided with
an opportunity to extend their skills and understanding of this specialisation. This empowers them with
the confidence to play a vital role in the circle of care that is needed by people who are living with cancer
- using techniques to help a person cope with cancer, its treatment, side effects and to feel better.

The Ella Bache Point of Difference

Ella Bache is the only College in Australia that is fully integrated with a global skincare brand

. Our students gain access to over 140 Ella Bache Salons and selected Ella Bache David Jones
counters nationally offering work experience opportunities.

. Our team of highly qualified and experienced educators are dedicated to sharing their passion
for skincare, and ensuring that our students are inspired to the best they can be.

Career outcomes - our course provides many career pathways and opportunities for our graduates.
Many of our graduates are currently working as beauty therapists, salon managers and trainers. All
students will find that an Ella Bache qualification is widely respected in many countries.

Career pathways - Ella Bache College qualifications offer a huge range of career options in the skincare
and beauty related industries including beauty salons (including Ella Baché salons), day spas, medical
spas, and wellness centres.

Academic pathways - Ella Bache College has had an articulation pathway agreement with Victoria
University since 2009. Graduates gain credits from their Diploma of Beauty Therapy into the Bachelor of
Dermal Sciences.

EdFlex Student Handbook
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Organisational Arrangements

Administration Team

Head of Education

Jennifer Hayes

Education Manager

Meredith Schaerf

Course and Careers Advisor

Sondrya Dixon

Student Services Manager Kitty Li
Education Team
Senior Educator Student Learning Louisa Milton

Trainer and Assessor (NSW)

Jodi Keys-Jones

Trainer and Assessor (NSW)

Louisa Milton

Trainer and Assessor (VIC)

Angela Dezan

Trainer and Assessor (QLD)

Meredith Parkinson

The Head of Education of Ella Bache College acts as the administrative Head of Ella Bache College.

The Education Manager co-ordinates training to students and supervises the training team. She is
responsible for ensuring the quality of the learning experience for students and maintaining compliance

with the Standards for Registered Training Organisations, 2015 and the National Code.

The Chief Financial Officer is responsible for financial management of the college.

The Student Services Manager undertakes administrative duties, including data entry of student results
and deals with student enquiries. She is responsible for ensuring the smooth functioning of reception,
telephone and email enquiries and registrar duties. Student Services Manager also provides student
support and welfare assistance to students as required.

EdFlex Student Handbook
RTO ID: 6704
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Student Relations: Student Service Charter

Ella Bache College’s Student Service Charter commits us to:

— being friendly, helpful, and respectful

— identifying ourselves when we speak to students

— listening carefully to what the students say to us

— providing efficient and prompt service

— providing accurate and consistent information in a way that is easily understood by students

— explaining step by step what students need to know and do to enable them to pursue their career
pathways

— provide information or referrals to students on other services appropriate to theirneeds

— make it easier for students to access services

— maintaining appropriate confidentiality

— assistance to fix mistakes, where possible.

Ella Bache College Student Policies, Procedures and Forms

This Student Handbook contains information and a summary of Ella Bache College policies and
procedures for students who are seeking enrolment into the College. Students may request
access to any or all of the College policies and procedures and forms related to Students at any
time by contacting the Student Services at studentservices@ellabachecollege.edu.au.

The following Forms, Policies and Procedures are available on the College website here
Ella Bache College Policies and Procedures:

Complaints, Grievances and Appeals Policy and Procedure

Course Progress and Attendance Policy — Domestic Students

Critical Incident Policy and Procedure

EEO and Discrimination Policy and Procedure

Fees Policy

Privacy Policy

Recognition of Prior Learning (RPL) and Credit Transfer (CT) Policy and Procedure
Refunds - Fee Paying Students Policy and Procedure

Refunds — Vet Student Loans and VET Fee Help Policy and Procedure

Remission of Fees Under Special Circumstances Policy and Procedure

Student Conduct Policy

Student Withdrawal, Deferral, Suspension and Cancellation from Study Policy and Procedure

EdFlex Student Handbook
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Ella Bache College Forms

e Application for Credit Transfer Form

e Application for Special Leave or Deferment Form — Domestic Students
e Application to Withdraw Form — Domestic Students

e Application for Refund Form

e Application for Remission of Fees Under Special Circumstances Form
e Complaints, Grievances and Appeals Form

Forms, Policies and Procedures available on request

Students may request access to any or all of the RTO policies and procedures and forms at any time by
contacting the Student Services at studentservices@ellabachecollege.edu.au
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Introduction to Australian Vocational Education and Training

What is VET?

Australia’s Vocational Education and Training (VET) system is based on nationally endorsed industry
training packages which identify specific skills and knowledge applied in the workplace. Students’
undertaking a VET qualification must demonstrate the skills and knowledge identified in a training
package and be assessed as ‘competent’ in the selected units of competency to be eligible for the award
of the qualification.

National Recognition

The qualifications and Statements of Attainment issued by Ella Bache College must be automatically
recognised by all Registered Training Organisations (RTOs) across Australia. Inturn, Ella Bache College
recognises the qualifications issued by RTOs in all other States and Territories. This allows people to
move around Australia from different employers being confident that their qualification will be equally
recognised.

What is competency based training?

Competency based training is training that develops the required knowledge and skills to the standard
of performance required in the workplace. It embodies the ability to transfer and apply skills and
knowledge to new situations and environments. Competency is achieved by being assessed against
requirements of the unit of competency. Your assessor will make a judgment of your competency after
reviewing all the different types of assessment evidence you provide.

Training Packages

Training Packages represent the national industry benchmarks for Vocational Education and Training.
Training packages set out the competency to be achieved but do not state how the training should be
delivered. This means that students may complete their qualification in different ways between various
training organisations. The training package also specifies the relevant qualification rules including the
compulsory core units are included in a course and the elective units which are available.

Delivery of Training

Students will receive all the training for which they have enrolled. To be awarded a qualification, all
assignments and assessments must be completed to a satisfactory level and submitted in accordance
with instructions and within timeframes prescribed. Students are advised of the specific requirements to
receive a qualification in their area of study as part of enrolment and when training delivery commences.
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Results and certificates

On completing the training program with Ella Bache College, you will receive a nationally recognised
gualification. The qualification is recognised within the Australian Qualifications Framework.
Qualifications are formatted to a uniform standard to ensure they are valid documents and will be
instantly recognised throughout Australia. A qualification issued by Ella Bache College will be
accompanied by a transcript which will detail the units of competence issued within the qualification.

Where a student does not complete the entire course requirements, they may be entitled to receive a
Statement of Attainment. A Statement of Attainment is issued by a Registered Training Organisation
when an individual has completed one or more accredited units. A Statement of Attainment can be used
as a basis for recognition of your current competence with other Registered Training Organisations within
Australia.

A statement of results will be available to you upon request throughout your training. This will provide you
information of your progress.

The Unique Student Identifier

If you are studying nationally recognised training in Australia, you will be required to have a Unique
Student Identifier (USI). Your USI links to an online account that contains all your training records and
results (transcript) that you have completed from 1 January 2015 onwards.

When applying for a job or enrolling in further study, you will often need to provide your training records
and results (transcript). One of the main benefits of the USI is the ability to provide students with easy
access to their training records and results (transcript) throughout their life. You can access your USI
account online from your computer, tablet, or smart phone anytime.

It is free and easy to create your own USI and will only take a few minutes of your time. Alternatively, we
can create your USI on your behalf. To do this we will need some additional identification information
from you such as your driver’s license number and/or passport. Our enrolment process will clarify what
you need to know.

There are several unique circumstances where a person may be exempt from requiring a USI. These do
not apply to the vast majority of learners in Australia. The USI Exemption Table is available from the USI
website which explains these circumstances. Individuals who have a genuine personal objection to being
assigned a USI can apply for an exemption to the Student Identifiers Registrar. Individuals who have
been exempted must show the original of this notice to their training organisation. Training organisations
will not need to collect a USI in order to issue a VET qualification or statement of attainment to exempt
individuals. If the student later wants a USI the training completed under exemption cannot be added to
their USI account retrospectively. Further details can be accessed at www.usi.gov.au.
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Course Entry Requirements

There are no entry requirements stated in the Training Package rules for SHB50121 Diploma of Beauty
Therapy or SHB50216 Diploma of Salon Management. Ella Bache College however has the following
entry requirements for entry into these qualifications:

Age
Students aged between 16-18:

Students under 18 can apply to enrol into either the EdFlex On campus or EdFlex Blended, but must
meet the following criteria:
e Attending an Under 18’s screening Interview with the college and/or
e Providing supporting evidence such as year 10 school report and/or recommendation from a
Principal / Employer / Community group
e Must provide evidence of parental / guardian approval

Students over 18 years of age:

Students over 18 years of age, may enrol into either the EdFlex On campus or EdFlex Blended course.

Students are required to provide evidence of the following published entry requirements as
stated below:

Academic Entry Requirements:

e Year 10 or equivalent and above

e VSL students must meet one of the following academic entry requirements to be eligible for
enrolment through VSL funding:

o Completion of any Certificate 1V in the Australian Qualifications Framework (with
gualification delivered in English); or

o Completion or year 12, a Higher School Certificate and provision of a copy of an
Australian Senior Secondary Certificate of Education; or

o Completion of Language, Literacy and Numeracy assessment to validly and reliably
assess a student’s competence at or above ‘Exit level 3’ in both reading and numeracy
in the Australian Core Skills Framework (ACSF), using the ACER Core Skills Profile for
Adults assessment tool. The assessment is conducted with honesty and integrity by
providing each student with a unique login, supplied to their provided email address.

Note: If a student completes an ACER assessment as a part of their enrolment, the results
will be reported to:
= The student (via email) as soon as practicable after the assessment, and
» The secretary in the form, manner and by the time requested by the Secretary

= Results are required to be stored for 5 (five) years.

EdFlex Student Handbook
RTO ID: 6704 Version 5 January 2024 Page 16 of 77



dE1la Bacheé coLLEGE 0OF SKIN AND BEAUTY THERAPY

EdFlex ™ Student Handbook

Language and Literacy Entry Requirements:

All prospective students are required to complete an ACER LLN assessment to assess their suitability &
capacity to undertake the course to ensure they have an ACSF level at or above ‘Exit level 3'.

Physical capabilities:

e Physical capability to perform the role of a beauty therapist, this includes the ability to stand for
lengthy periods of time.

e |t is important to note that prior to practicing on clients, students are expected to perform
treatments on each other during practical training sessions throughout the course.

Technology/Technology Literacy:

Students are required to provide their own laptop computer or device that is loaded with Microsoft Office
365 software or Open Office 365 (open source). Microsoft Office 2007 or above, and Microsoft Windows
8 or above or Mac OS X, Adobe Acrobat Reader and Macro Flash Media. In addition, students are
required to provide their own scanning device, capable of imaging multiple files and compiling into a
single PDF document (e.g. a smart phone with Adobe scan app or similar). Access to the internet is
required.

Intermediate level computer skills are required that include using intermediate level Word features. Ability
to produce and present word-processed documents/ reports and undertake internet research. This is
self-assessed by the applicant and as the enrolment process is online this contributes to the assessment
of digital literacy.

Entry and Enrolment Process

These entry requirements will be confirmed and collected during the enrolment process.

All prospective students are required to participate in an interview with one of the Student Support
Officers. The interview may be in person or via the phone/skype. The outcome of this interview
together with the outcome of the ACER LLN test report with the completed interview will be forwarded
to the Education Manager to assess their suitability & capacity to undertake the course.

The aim of the pre-enrolment process is to

= Provide sufficient information to prospective students to ensure that they make informed decisions
regarding enrolment with Ella Bache College.

= Determine whether the program is appropriate for the student.
»= Ensure the student meets the course entry requirements.
= |dentify the student’s prior learning, skills, and experience

= Ensure that all prospective students have the appropriate level of Language Literacy and Numeracy
(LLN) skills to successfully complete the program

= |dentify if student has any support needs

This is achieved via the student interview, enrolment form responses and English language LLN test.
Depending on the nature of the student needs, Ella Bache College may arrange the following educational
and support services:
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o Referral to Language, Literacy and Numeracy programs

e Student Intervention Program

¢ Equipment, resources and/or programs to increase access for learners with disabilities and other
learners in accordance with access and equity policy

e Counselling services or referrals to these services

¢ Information and communications technology (ICT) support

¢ Learning materials in alternative formats, for example, in large print

e Any other services Ella Bache College considers necessary to support students to achieve the
competency.

Enrolment for aged 16 - 18 years of age

All applicants younger than 18 years old require an interview. These questions are generally emailed
prior to enrolment to assist with suitability screening:

Under 18’s Interview Questions

Please describe your living situation throughout the duration of the course (e.g. at home with parents or
staying with family in Sydney):

Please describe your motivation for leaving high school and transitioning to vocational learning:
Have you completed your year 10 certificate?

Have you undertaken any online learning at high school?

Are you confident with computers?

Do you have a stable internet connection at home?

Do you own a computer / laptop?

Have you had any work experience e.g. in retail or hospitality/

How will you travel to the college daily?

Under 18 Consent procedure:

All applicants under 18 are required to undergo a consent procedure and require written consent from
parents/guardians before taking part in the following units:

SHBBFASO006 - Provide specialised facial treatments (T2)

This must be signed by the student and the parent/ guardian prior to performing and/or receiving this
treatment as part of your learning.

Course Breaks

Course breaks are scheduled at the end of each Unit of Study and vary according to Intake Dates. To
verify your course break times please check the Census Dates Calendar on the college website.
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Key College and Course Information

Course Information for SHB50121 Diploma of Beauty Therapy

This qualification is for those who wish to be or are employed as beauty therapists in beauty salons,
cosmetic clinics, medi-spas, and day spas, to provide consultation with clients to provide beauty advice,
recommend beauty treatments and services, and sell retail skin-care and cosmetic products.

In this qualification you will learn how to provide a broad range of beauty therapy treatments and services
including:

e Facial treatments

e Body massage and treatments

e Hair removal

e Lash and brow treatments

¢ Nail and make-up services

e Aromatherapy
Graduates of this qualification will acquire the skills to work autonomously, to be accountable for personal

outputs and to apply sound judgement when planning and selecting appropriate equipment, services,
and techniques.
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Qualification requirements and Delivery Schedule

Successful completion of the SHB50121 Diploma of Beauty Therapy, will provide graduates with 29 units

of competency - 20 core units and 9 electives.

Pre-requisite Unit

Unit Code and Title Unit Type Must be assessed as competent prior
to commencement of this unit
Cluster 1
SHBBHRSO010 Provide waxing services Core
SHBBMUPOQQ9 Design and apply make-up Core
SHBBNLSO011 Use electric file equipment for nail services Core *
SHBBNLS007 Provide manicure and pedicare services Core SHBBNLSO011
SHBBFASO004 Provide lash and brow services Core
SHBXCCS007 Conduct salon financial transactions Core
SHBXWHSO003 Apply safe hygiene, health, and work practices | Core
Cluster 2
SHBXCCS006 Promote healthy nutritional options in a beauty Core *
therapy context
SHBBSSCO001 Incorporate knowledge of skin structure and *
X . Core
functions into beauty therapy
SHBBSSCO002 Incorporate knowledge of body structures and *
X . Core
functions into beauty therapy
SHBBFASO005 Provide facial treatments and skin care Core SHBBSSCO001 SHBBSSCO002
recommendations
SHBBFASO006 Provide specialised facial treatments Core
SHBBINF002 Maintain infection control standards Elective *
SHBBSKSO009 Provide micro-dermabrasion treatments Elective 2:552“3@852 SHBBSSCO01
Cluster 3 —
SIRXSLS001 Sell to the retail customer Core
SHBBCCSO005 Advise on beauty products and services Core
SHBXCCSO008 Provide salon services to clients Core
SHBXCCSO(_)S Maintain health and wellbeing in a personal Core
services setting
SIRXOSMO002 Maintain ethical and professional standards Core
when using social media and online platforms
SHBXINDO003 Comply with organisational requirements within Core
a personal services environment
SHBBRESO003 Research and apply beauty industry Core
information
BSBSUS501 Develop workplace policy and procedures for .
o Elective
sustainability
Cluster 4 —
SHBBBOS009 Provide aromatherapy massages Elective SHBXCCS006
SHBBBOSO010 Use reflexology relaxation techniques in Elective SHBBSSCO001 SHBBSSC002
beauty treatments SHBXCCS006
SHBBBOSO008 Provide body massages Core g:gﬁgggggé SHBBSSC002
SHBBSPAO007 Provide stone therapy massages Elective SHBBBOS008
SHBXPSMO002 Manage treatment services and sales .
! Elective
delivery
SHBXPSMO001 Lead teams in a personal services .
- Elective
environment
SHBXPSMO003 Promote a personal services business Elective
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Mode of Delivery: EdFlex™ Blended Course

The training program EdFlex™ Blended Course is delivered using online delivery and assessment
through the ‘My Ella Bache’ Learning Portal LMS, work-placement and self-directed study to provide a
rich and engaging learning experience.

Duration:

The program runs over 4 x 16 week terms with breaks between terms , over a 16 month period.

How the program works:

This online training program is delivered as follows:

Online students are required to complete the following:

¢ Online study: Complete 4 hours structured online learning per week over a sixteen (16) month
period.

e Face to face practical labs: Participate in Practical Labs at the Ella Bache campus, 16 days
per term over 4 terms.

o Self-study: Complete approximately 8 hours self-study per week to absorb knowledge for
practical application and research, prepare and complete assessments over 64 weeks.

o Work-placement: Complete 150 hours of work placement, one day per week (6 hours) over 25
weeks during the course.

Mode of Delivery: EdFlex™ Campus Course

The training program is delivered using face to face classes, work-placement and self-study to provide
a rich and engaging learning experience.

Duration:

The program consists of four (4) x 16 week trimesters, conducted over a 64 week period.
How the program works:

This full-time training program is delivered as follows:

Full-time campus students are required to complete the following:
e Classes: Attend the Ella Bache College campus for 2 ¥2 days per week (20 hours per week) of
face to face classes for four (4) x 16 week terms over 16 month period.
o Self-study: Complete approximately 4 hours per week self-study including learning and
assessment tasks over 64 weeks

o Work-placement: Complete 150 hours of work placement, one day per week (6 hours) over 25
weeks during the course.
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Student Course Requirements:
All students participate in the following:
Practical beauty salon sessions

Practical beauty salon sessions are integrated with theory sessions, providing an environment for
students to work on practical learning for each unit. Demonstrations, scenarios, and role plays are
provided in these small group settings and students are encouraged to learn with each other in pairs and
small groups to integrate working with diverse groups and people on all units of competency.

Student Salon

e Student Salon commences week 4 with the general public and students have the opportunity to
practice their skills and underpinning knowledge on clients.

e Participants in the EdFlex On-Campus program attend at least 240 hours of Practical Training
each 16-week Term, a total of 960 hours over the program. This is in addition to the 150 hours
of work placement.

e Participants in the EdFlex Blended program should attend 16 single days (or blocks of 2 days) of
Practical Training Labs and Student Salon for each 16 week terms , a total of 512 hours over the
one year program. This is in addition to the 150 hours of work placement.

e Access to paying members of the public is a requirement for the most of the practical assessment
components of the units of competency in the SHB50121 Diploma of Beauty Therapy.

e The College Student Salon is a fully operational franchised salon of the Ella Baché network,
servicing paying members of the public at discounted rates at the campus training facility.

e Students receive feedback on their practical skills from the trainer.

e Students who are engaged in the Salon are treated as normal employed staff but without payment
of wages. As such, all students working in the College salon are required to abide by the systems,
procedures and policies set out in company policies and procedures manuals. Students must
present themselves during working hours in a manner appropriate to their position. This means
a high standard of personal grooming which is appropriate for the work they perform and the Ella
Baché brand image.

Additional Practical training and assessment LABS and Student Salon

EdFlex Campus students may also opt to participate in the Practical Training and Assessment sessions
afforded to the EdFlex Blended participants if they require additional training or assessment. These are
conducted as 1-day LABS, provided on designated days every week in Sydney, Melbourne and Brisbane
are primarily for practical skills training, not assessment. Alternatively, 5-day intensive LABS may be
provided periodically throughout the year and are for both practical training and assessment purposes.
EdFlex participants are responsible for booking themselves into the 1-day and 5-day LABS. A LAB
booking application is available to students in the Learning Portal to allows them to pre-book all sessions
in advance.
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Self-directed Study

Self-directed study forms an integral part of this course To ensure successful completion of this course
by the course end date as stated in the letter of offer, the student is required to engage in self-directed
study time per week. This is undertaken in the student’s own time, outside scheduled class hours.

Students are provided with a Study Guide on the learning management system for each unit of
competency that guides them through the unit requirements The guide contains learning activities
including such things as quizzes, case studies and written exercises. The Study Guide is structured to
assist the student to:

e review and reinforce the learning content covered in class
¢ deepen understanding through the completion of learning activities
e undertake research in preparation for assessment completion
The students’ completion of the-Study Guide assessments is monitored by the trainer. This is done in

class, at the beginning of the session, with the completed assessments used as the basis for group
discussion to engage in critical dialogue in comparing student activity responses.

The amount of time students need to spend varies upon the individual but generally 4-8 hours per week
during term time is appropriate.

Course Work Placement Requirements

- All students are required to complete 150 hours of external work experience in a beauty salon.
- This will enable students to gain invaluable practical experience.

- Work experience can be undertaken at any salon; it is not a requirement that work experience
be completed at an Ella Bache salon, although most Ella Bache salons are keen to take take
students for work experience and often leads to employment outcomes for students. Please note:
Ella Bache salons are independently owned and operated.

- Work experience hours are in addition to the course hours.
- Work experience does not count towards the assessment of the course.

- Work experience will be done concurrently with study and may commence during Trimester 2 or
later in the course. Incomplete work experience hours can be completed at the end of the course
as required.

- Our Trainers can assist students to prepare for work experience and where possible to find a
work experience placement.

- All students placed through Ella Bache’s Work Placement Program are insured by the Voluntary
Workers Insurance policy.
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Work Placement Process

Workplace arrangements commence in Trimester 2 and must be completed before the end of Trimester
3. The following workplace nomination process commences in Trimester 1.

Step 1: The student or Ella Bache trainer nominates a suitable workplace

Step 2: Ella Bache Trainer verifies the workplace arrangements and resources

Step 3: Ella Bache Trainer conducts suitability check

Step 4: Ella Bache Trainer approves student workplace

Step 5: Student commences work placement

Step 6: Ella Bache Trainer monitors the student’s work placement

Step 7: Student completes work placement

Academic pathways

Ella Baché College has had an articulation pathway agreement with Victoria University since 2009. This
academic pathway opportunity provides graduates of the SHB50121 Diploma of Beauty Therapy will
receive 8 subjects of credit, which is equivalent to the first year of the 4-year Bachelor of Health Science
(Dermal Therapies) degree.

Graduates of the Diploma who meet the University entry requirements are eligible to apply and
may be offered a place and can enter the program at the start of the second year. The Dermal
Therapies degree at Victoria University can be attempted and completed online from the second
year onwards.

For more information on the Bachelor of Dermal Sciences please visit the Victoria University Website —
click here.
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Course Information for SHB50216 Diploma of Salon Management

This qualification is for those who wish to become employed as a senior manager or small business
owner of personal services business. Salon managers operate with autonomy to make strategic
business management decisions, they are responsible for coordinating the day-to-day operation

of the business and for planning, monitoring and evaluating the work of the team.

In this qualification you will learn a broad range of salon management skills including:
e Human Resource Management
o Work Health and Safety
e Sustainable Work Practices
e Small Business Planning, Marketing and Promotions
e Leadership
e Sales Management
Course Information for SHB50216 Diploma of Salon Management Successful completion of the

SHB50216 Diploma of Salon Management, will provide graduates with 10 units of competency - 7 core
units and 3 electives.

Unit Code and Title Unit Type

Cluster 1
BSBHRM404 Review human resource functions | C
Cluster 2

SBHRM506 Manage recruitment selection and induction processes | C
Cluster 3

SHBXWHS002 Provide a safe work environment

SIRXOSMO002 Maintain ethical and professional standards when using social media
and online platforms

BSBSUS501 Develop workplace policy and procedures for sustainability

Cluster 4

BSBSMB403 Market the small business

BSBSMB404 Undertake small business planning

SHBXPSMO002 Manage treatment services and sales delivery

SHBXPSMO003 Promote a personal services business

SHBXPSMO001 Lead teams in a personal services environment
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Mode of Delivery: EdFlex™ Blended Course

The training program EdFlex™ Blended Course is delivered using online delivery and assessment
through the ‘My Ella Bache’ Learning Portal LMS, and self-directed study to provide a rich and engaging
learning experience.

Duration:
The program runs over 4 x 16 week terms with breaks between terms, over a 16 month period.
How the program works:

This online training program is delivered as follows:

Online students are required to complete the following:
e Online study: Complete 4 hours structured online learning per week over a sixteen (16) month
period.

o Self-study: Complete approximately 4 hours self-study per week to absorb knowledge for
practical application and research, prepare and complete assessments over 64 weeks.

Self-directed Study

Self-directed study forms an integral part of this course . To ensure successful completion of this course
by the course end date as stated in the letter of offer, the student is required to engage in 4 hours of self-
directed study time per week. This is undertaken in the student’s own time, outside scheduled class
hours.

Students are provided with a Study Guide on the learning management system for each unit of
competency that guides them through the unit requirements The guide contains weekly learning
activities including such things as quizzes, case studies and written exercises. The Study Guide is
structured to assist the student to:

e review and reinforce the learning content covered in class
¢ deepen understanding through the completion of learning activities
e undertake research in preparation for assessment completion
The students’ completion of the-Study Guide assessments is monitored by the trainer. This is done in

class, at the beginning of the session, with the completed assessments used as the basis for group
discussion to engage in critical dialogue in comparing student activity responses.

The amount of time students need to spend varies upon the individual but generally 4-8 hours per week
during term time is appropriate.
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Registration and Orientation

Registration and orientation is the essential first step for Ella Bache College’s students to ensure they
clearly understand the requirements for a successful educational experience.

On the first day at Ella Bache College students attend a registration and orientation session and covers
the following topics:

— Registration to complete the required forms

— Welcome session including meeting key staff

— Student Handbooks

— Grooming Guidelines

— Uniforms

— Information on support services

- WHS

— Timetable and Assessment Schedule for the trimester

— Academic and general administrative matters

— Students’ rights and responsibilities

— Unique Student Identifier (USI)

— Course attendance and course progress requirements

— Grievance procedures

— Maintaining current contact information

— Issuing student cards

— Campus tour
Students are introduced to the college academic and administration team, and also meet our Education
Manager to talk about work experience.
Students are shown how to access the following information on My Ella Bache learning portal:

e Introduction and orientation videos on how to navigate the learning portal to access to the
learning materials, activities, demonstration videos, student assessment guide, and assessment
submission.

o Trimester Delivery and Assessment Schedule

Students are required to complete the Post Orientation Survey at the end of Day 1 to enable students to
provide feedback to the College. Students commence their learning for their first trimester the next day.

Students who do not commence on the published start date and commence by the default date will be
registered and undergo individual orientation.

Graduation

The Ella Baché Graduation ceremony is normally held in February each year in Sydney. Graduation is
a highly anticipated event for our students and students are encouraged to bring family and friends to
help celebrate their successful journey. Graduation ticket cost varies each year.

Refer to Schedule of Fees and Charges; — Click Here.
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College Policy Guidelines

Course Fees and Refunds Policy and Procedure

Course Payments

— On accepting the offer students must pay the first payment instalment as listed in the Course Fees
Breakdown in the Letter of Offer that includes:

e First instalment - tuition fees

— First payment instalment must be paid by the due date in week 4 after the course commencement
date. No more than $1500 is required for payment prior to course commencement.

— The remaining tuition fees are paid in instalments and must be paid by the due date as listed in the
Course Fees Breakdown.

— A late fee of 10% will be applied for all payments received after the scheduled due date.

— Non-financial students will not be included on the class attendance sheet until outstanding fees have
been paid

Refer to Schedule of Fees and Charges - Domestic; — Click Here

VET Student Loans

Some Australian domestic students may be eligible for VET Student Loans. Find out more — Click Here.
Terms and Conditions

For terms and conditions of enrolment refer to the Terms and Conditions of Enrolment Domestic — Click
Here.

This document contains important information for all applicants and forms part of your enrolment
agreement with Ella Bache College.

Refund and Cancellation

All requests for refund of fees must be made in writing using either the Refund Request Form (fee paying
students only) or the Application for remission of fees under special circumstances form (VSL students
only) which may be obtained from Ella Bache College Reception or from the college website. The form
must be signed by the student and the cancellation fee will be calculated as shown in the table below.

Refer to the Refunds Policy and Procedure for Fee Paying Students, Refunds Policy and Procedure for
VSL Students, and the Schedule of Fees and Charges; Click Here
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Cancellation and Refund Conditions — Student Default

Student Default applies in the case where the course starts on the agreed start date but the student
does not start on the agreed start date and has not previously withdrawn from the course in writing
within an agreed time period prior to the course start date or the student cancels or withdraws from
the course either before or after the agreed starting date.

The following refund conditions apply.

— 100% refund of paid tuition fees applies if the student cancels 28 or more days before the course
starts.

— No refund of tuition fees applies if the student cancels after the census date of the unit of study..

Note: In the case of compassionate or compelling circumstances the College may waive the above
conditions and fees. The student must notify the College as soon as possible and submit a request in
writing within 28 days of the date of their withdrawal / deferral.

The agreed starting date is the date the course was scheduled to start or a later date agreed between
Ella Bache and the student. This does not apply to approved deferment and leave of absence when
the student applies for refund after the application was approved.

Ella Bache College will make a refund within 28 days of receiving a written claim by the student in
accordance with the Terms and Conditions as outlined in the course information.

Refer to the Refunds Policy and Procedure for Fee Paying Students, Refunds Policy and Procedure
for VSL Students, and the Schedule of Fees and Charges; www.ellabache.com.au/pages/college-
resources

Cancellation and Refund Conditions — Provider Default

If Ella Bache College defaults, that is, if the course does not start on the agreed starting date or the
course ceases to be provided before it is completed, Ella Bache College will make every effort to
transfer the students’ enrolment to another college or pay a refund of the unused portion of the course
money received from the student.

In such a case Ella Bache College will pay the student a refund which equals the amount of the total
tuition fees paid for the remainder of the course not completed at the time of default if an alternative
placement with another provider cannot be found to the student’s satisfaction. Such refunds will be
made within 2 weeks following the default date with a statement explaining how the refund amount
has been calculated.

Ella Bache College reserves the right to deny a student access to Ella Bache College’s premises and to
withdraw its other services if their conduct disrupts the normal operation of Ella Bache College. Ella
Bache College’s grievance resolution processes do not circumscribe the student’s right to pursue other
legal remedies.

Refund payments will be made in Australian Dollars (AUD). All refunds agreed to by Ella Bache College
will be made within four weeks of receiving Ella Bache College Student Request for a Refund Form.

This agreement, and availability of Complaints, Grievances and Appeals processes, does not remove
the student’s right to take action under the Australian Consumer Protection laws.
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Recognition of Prior Learning (RPL)

Ella Bache College has in place systems to offer Recognition of Prior Learning (RPL) to assess an
individual’s formal, non-formal and informal learning to determine the extent to which that individual has
achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial
or total completion of, a VET qualification.
Ella Bache College ensures that assessment undertaken for Recognition of Prior Learning:

— Meets the requirements of the relevant training package

— Is conducted in accordance with the principles of assessment and rules of evidence

— Meets workplace and, where relevant, regulatory requirements;and

— is systematically validated

Students may apply for Recognition of Prior Learning either before commencement or as soon as studies
commence.

Ella Bache College provides the student with a ‘Confirming Outcome of Credit Application’ letter. The
students must sign this letter to indicate agreement with the outcomes of Recognition of Prior Learning
applications and a copy is to be kept on the student’s file.

National Recognition (Credit Transfer)

National recognition is the recognition of learning achieved through formal education and training. Under
the VET Quality Framework, qualifications and statements of attainment issued by any RTO are to be
accepted and recognised by all other RTOs. National recognition allows a student to be awarded a unit
of competency based on successful completion of the unit, which has been previously awarded.

Evidence requirements for national recognition

An applicant will be required to present his or her statement of attainment or qualification for examination
by Ella Bache College. These documents will provide the detail of which units of competence the
applicant has been previously issued. Applicants must provide satisfactory evidence that the Statement
of Attainment or qualification is theirs and that it has been issued by an Australian RTO. Statements of
Attainment or qualifications should be in the correct format as outlined in the Australian Qualifications
Framework Implementation Handbook. The applicant is required to submit copies only which are certified
as a true copy of the original by a Justice of the Peace (or equivalent).

National recognition guidelines

The following guidelines are to be followed in relation to national recognition:

— Students may not apply for national recognition for units of competence or qualification which are
not included in Ella Bache College’s scope of registration.

— Students are encouraged to apply before commencing a training program. This will reduce
unnecessary training and guide the student down a more efficient path to competence.
— The student does not incur any fees for national recognition.
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— National recognition may only be awarded for whole units of competence. Where a mapping
guide identifies a partial credit, this will not be considered for credit transfer and applicants will be
advised to seek recognition.

— National recognition is only applicable when the units of competency being claimed are issued by
an Australian RTO and they are nationally endorsed within the National Skills Framework.

Ella Bache College provides the student with a ‘Confirming Outcome of Credit Application’ letter. The
student must sign this letter to indicate agreement with the outcomes of their application and a copy is
to be kept on the student’s file.

Applying for RPL and Credit Transfer

Students should complete either the ‘RPL Application form’ or the ‘Credit Transfer Application form’. The
application forms are available:

¢ From the ‘My Course Information’ subject in the learning portal, or
e From the Appendix in this Student Handbook, or
¢ By contacting Student Support on studentservices@ellabachecollege.edu.au

RPL Application:

1. Students should complete the ‘RPL Application Form’ and email it to
studentservices@ellabachecollege.edu.au

2. The Form should be accompanied with the following supporting documentation:
a. C.V. or Resume detailing relevant work history
b. Any references from relevant workplaces which support the CV/Resume

c. Academic transcripts and/or Statement of Attainments relevant to the units of
competency

Credit Transfer Application:

1. Students should complete the ‘Credit Transfer Application Form’ and email it to
studentservices@ellabachecollege.edu.au

2. The Form must be accompanied with the following supporting documentation:

a. Academic transcripts and/or Statement of Attainments relevant to the units of
competency

b. Qualification Testamurs/Certificates
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Assessment Policy and Procedure

Assessment Outcomes

The evidence students submit will be assessed and they will be given written and verbal feedback. Each
individual assessment task will be marked as either Satisfactory or Unsatisfactory.

A mark of Competent or Not Competent will be given for the whole unit. If the student is assessed as
Not Competent, they will be given some suggestions for improvement & asked to resubmit their material
and/or redo their assessment.

If the student does not agree with the assessment result or thinks that the assessment process is not valid
or disagrees with the decision once it is made, or believes that they have been treated unfairly, they can
appeal. Refer to Complaints, Grievances and Appeals Policy and Procedure — Click Here.

Re-assessment

Participants will be allowed two (2) further attempts at an assessment for which the outcome is Not
Satisfactory, within the timeframe of a unit of competency. An additional fee applies to the third attempt.

Refer to Schedule of Fees and Charges; — Click Here.

Participants who require re-assessment beyond the delivery timeframe of a unit or due date of an
assessment, unless it is due to medical reasons, will be given the opportunity to request an additional
time to resubmit and in this time, they can request a mentoring session if required. After that they may
be charged a re-sit fee for the relevant unit of competency.

To successfully complete a unit of competency i.e. achieve a Competent result for the unit, you must
achieve a Satisfactory Result for all assessment tasks for that unit. For each assessment task, you will be
provided with 3 opportunities to achieve a Satisfactory Result. Should you be unable to achieve a
Satisfactory Result by your 3 attempt, you will be required to undertake a re-assessment. Re-
assessments are organized by Student Services — there is no cost for thisservice. Should you be unable
to fulfil the unit of competency requirements following a re-assessment, you will be required to repeat
the unit of competency in line with Ella Bache College’s Student Assessment, Reassessment and
Repeating Units of CompetencyGuidelines policy.

There is a cost for repeating a unit of competency and is subject to timetable availability.

Refer to Schedule of Fees and Charges; — Click Here.
Assessment Requirements

Students are assessed in a variety of ways. The selection of appropriate assessment(s) instruments is
guided by the requirements of the Unit of Competency.
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Written Exercises

Written exercises may be open or closed book activities which may involve multiple choice questions,
short answer questions, case studies and reports.

Case Study/Written Report

Case studies and reports require the student to analyse, problem solve and apply their learning from the
course to the situation described and which demonstrates appropriate levels of research and
understanding.

Presentations/Role Plays

Assessment tasks may involve group work and presentations of information as a method of assessing
teamwork and communication skills.

Demonstration — Skills Observation in Practical Labs and Salon

Student Salon commences week 4 with the general public and students have the opportunity to practice
their skills and underpinning knowledge on clients and be assessed on practical skills.

Workplace Demonstration — Third Party Report

During the work placement the student’s demonstration of skills is observed by the workplace supervisor.
Although this is not formal assessment, the third party report forms part of the portfolio of assessment
evidence for the student.

Assessment Submission

Students will receive an assessment summary at the beginning of each module. The assessment
summary contains all the required information to ensure that students can achieve competence. One of
these details is the due date for each assessment. Students MUST submit all assessments by the due
date. Any assessment NOT submitted by the due date will be deemed ‘not competent’ and recorded as
a missed assessment.

Missed Assessment

In cases where a student has not submitted an assessment, the Education Manager and Trainer will
meet with the student to decide on the appropriate intervention strategy to ensure successful academic
progress. The Education Manager will consider the:

— The student’s history in submitting assessments
— Attendance record
— Compassionate or compelling circumstances
Students may be required to pay the published missed assessment fee prior to undergoing the

assessment. Students may access Ella Bache College grievance and appeals process if they are not
satisfied with the outcome.

EdFlex Student Handbook
RTO ID: 6704 Version 5 January 2024 Page 33 of 77



dE1la Bacheé coLLEGE 0OF SKIN AND BEAUTY THERAPY

EdFlex ™ Student Handbook

Student Assessment Obligations:

e Students are to ensure they are aware of when their practical and theory assessments will
occur.

e There are set submission dates for any assessment task — Students are to take responsibility
for ensuring that the assessment task requirements for each subject are submitted for
grading. Students can view the status of their submissions and any outstanding assessment
tasks by viewing the ‘Grade’ Report from their My Course Information page in the portal.

e Students are required to attempt and/or submit all assessments within the trimester when
the subject occurs.

Assessment Attendance

To provide and conduct assessments Ella Baché College of Skin and Beauty Therapy requires all
assessors and students to adhere to the following policy and procedures, for all assessment activities:
A student will be awarded a ‘Not Satisfactory’ grade for any assessment if they fail to attend and
participate in a Practical LAB Assessment that they have booked to attend in the learning portal.

In the situation where a student fails to attend, or submit an assessment without an acceptable reason
the Student will:

e Be issued with a ‘Missed Assessment Notice’

o Receive a Not Satisfactory grade

e Use up one (1) of the three (3) possible attempts at successful completion of the
assessment.

Grading and results

All students are provided with multiple opportunities to demonstrate competence in an assessment;
Students have a maximum of three (3) attempts to demonstrate competence in an individual assessment
task. There are two outcomes of assessments: S = Satisfactory, and NS = Not Satisfactory:

e A student will be awarded C = Competent on completion of the unit when all assessment
tasks have been completed satisfactorily, which includes providing the appropriate
evidence required to meet all assessment criteria.

o If a student fails to satisfactorily complete all assessment tasks in a unit of competency they
will receive the result NC = Not Competent.

e If a student is deemed Not Competent in a unit of competency they will be required to re-
enrol in the unit.

Re-assessment and Extensions

Requests for extension - Practical, Workplace, Role-Play, Simulation and Third-Party Assessments.

If a student is unable to attend a Practical, Workplace, Role-play, Simulated or a Third-Party observation
assessment, the student must complete a ‘Request for Extension’ form and provide it to their Assessor,
by email or in person, at least two (2) weeks prior to the assessment:

¢ |If the ‘Request for extension form’ is provided at least two weeks (2) prior a deferred date
for assessment will be issued by the trainer.
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¢ If the ‘Request for extension form’ is NOT provided at least two (2) weeks prior, a deferred
date for assessment cannot be guaranteed. If a deferred date for assessment cannot be
organised the Student will be graded as Not Satisfactory for the assessment and will be
required to re-attempt the assessment.

Second and third attempts and re-assessment fees

If a student is deemed Not Satisfactory in their first attempt at any assessment, they are able to
undertake a second attempt at the assessment with no penalty.

Second attempts

If a student is graded as Not Satisfactory in their second attempt, or does not undertake or submit their
assessment on the agreed date and time provided on the ‘Missed Assessment Notice’, and fails to
produce a medical certificate for that date, the result for the assessment will be recorded again as Not
Satisfactory

Third and final attempt — re-assessment fee

Students who are graded as Not Satisfactory in their second attempt at an assessment will be able to
undertake a third and final assessment. There is a fee for a third and final re-assessment.
Refer to Schedule of Fees and Charges; — Click Here.

Not Competent result

If a student achieves a Not Satisfactory result in the third and final attempt, they will be graded as Not
Competent for the unit of competency, and will be required to re-enrol and repeat the entire unit of
competency when it is next offered in the College. This could be the following year depending on the
subject. This will include re-payment of the entire unit fee.

Reasonable adjustment

All students are responsible for clearly indicating to their assessor any concerns or requests that could
potentially disadvantage them in their efforts to demonstrate their competence during the assessment
process and be willing to negotiate a strategy/outcome that will meet their needs and is acceptable to
the College.

In accordance with the Disability Standards for Education (2005), education providers are under a
positive obligation to make changes to reasonably accommodate the needs of a learner with a disability.

Reasonable adjustments can be made as required, as long as competence is not compromised. For
example, such a learner could be asked to demonstrate a work process rather than being asked to
explain it in writing.

However, reasonable adjustments will not be applied if the adjustment will compromise the rigour of the
assessment process (e.g. if there is a requirement to complete documentation in a unit of competency,
oral assessment would not be appropriate), or if there is an unjustifiable expense placed on the College.
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Challenging results

Students may challenge their results at any time if they feel that they have been unfairly treated or
assessed, or if they do not agree with the outcome of an assessment. Students who wish to be re-

assessed should contact their assessor in the first instance. Students who are not satisfied with the
outcome of a re-assessment may appeal the result in accordance with the Complaints, Grievances and
Appeals Policy and Procedure; by completing the form which is available from the ‘My Course
Information’ subject in the learning portal.

Refer to the Complaints, Grievances and Appeals policy, — Click Here.

Academic Misconduct: Plagiarism Policy and Procedure

Academic misconduct or plagiarism occurs when a person reproduces someone else’s words, ideas, or
findings and presents them as their own without proper acknowledgment. It includes attempts by
students to cheat or act dishonestly in an examination, test, assignment, essay, or any other assessment
task. There are many forms of academic misconduct or plagiarism, including the following:

¢ Direct copying of sentences, paragraphs or other extracts from someone else’s published
work (including on the Internet and in software) without acknowledging the source

e Paraphrasing someone else’s words without acknowledging the source
e Using facts and information derived from a source without acknowledging the source
e Using ideas directly derived from an identifiable author without acknowledging the source

e Producing assignments that should be your own independent work in collaboration with
and/or using the work of other people (e.g. a student or tutor)

e Copying from another student’s work
e Submitting someone else's work as your own

Plagiarism will not be tolerated. Information, ideas etc. quoted or paraphrased from another source,
must be acknowledged with “quotation marks” around the relevant words/ sentences or ideas and
cited at the end of the document. Sources of information, ideas etc. must be provided in alphabetical
order by author’s surname (including author’s full name, name of document/book/ internet etc. and
year and place of publishing) or may be included in brackets in the text.

Students who assist others to have access to their assignment material will be deemed as equally
guilty of plagiarism.

Students who are found cheating or guilty of plagiarism in any form of assessment will be deemed
NS-Not Satisfactory for the relevant assessment task on confirmation of the breach. All confirmed
cases of cheating or plagiarism are recorded on the Student Management System and remain
permanently on the student’s file. Students will be disciplined and at the discretion of the Head of
Education will incur a payment fee to resubmit an assessment.

Students found cheating a second time will receive a formal written warning from the Head of
Education plus incur a payment fee to resubmit an assessment. Continued academic misconduct
and/or involvement in plagiarism will result in expulsion from the College.

Refer to the Policy for Student Conduct on Ella Bache College website — Click Here.
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Course Progress Policy

Ella Bache College implements a Course Progress and Attendance Policy and Procedure. Ella Bache
College Course Progress and Attendance Policy and Procedure outlines the conditions and intervention
strategy for any student who is at risk of not meeting satisfactory course progress requirements.

Students must read this policy in full as it forms the basis of monitoring academic progress at Ella Bache
College.

Refer to the Resource page on the website for the Course Progress and Attendance Policy & Procedure
— Click Here.

Satisfactory course progress is defined as a student successfully completing all required subjects in their
program in order to achieve the qualification. A student who is identified as falling behind in successful
assignment completion will be managed via a range of intervention strategies.

Satisfactory course progress requires that the student has:

— patrticipated in the training as set out in the training and assessment strategy, including (where
the strategy requires) participating in scheduled classes, course-related information sessions,
supervised study sessions, and mandatory and supervised work-based training

— completed all required assessments up to that point of time.

Ella Bache College retains evidence that students are attending scheduled classes in order to show that:
— its practices are consistent with the training and assessment strategies
— the amount of training being provided is suitable for each student
— students are participating in tuition activities
— students are satisfactorily progressing through their course.

Identifying a student as being ‘at risk’ of making unsatisfactory academic progress prior to the submission
of their assessments can be a subjective process. However, indicators are typically that, the student:

¢ is not attending class regularly and/or not participating actively in class
e is not completing formative assessment tasks
e is not completing their self-study or work-placements

e |s experiencing some personal issues or difficulties
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Intervention Strategy

An intervention strategy is an individual student Academic Intervention Study Plan developed by the
Education Manager which aims to improve the academic progress and attendance of a student.
Intervention strategies may include additional learning support, counselling, training to develop study
habits or adjustment to study program. Ella Bache College will do everything it can to assist students
who want to learn and progress.

The intervention may include, but not be limited to:
e Advising students to attend classes regularly

¢ Where appropriate, advising students on the suitability of the course in which they are
enrolled

¢ Assisting students by advising them of opportunities for a student to be reassessed for
tasks in units or subjects where they have previously been assessed Not Yet Competent
(NYC), or demonstrate the necessary competency in areas in which they have not
previously been able to demonstrate competency

¢ Additional supporting for practical lab and salon work including work placements

¢ Providing extra tuition and support and or LLN Support

¢ Providing assistance to deal with the personal issues which are influencing progress
¢ Providing support where personal issues are affecting attendance or progress
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Withdrawal, Deferment, Suspension or Cancellation of Student Enrolment
Policy and Procedure

Refer to Student Withdrawal Deferral Suspension and Cancellation from study Policy and Procedure
(Domestic students)

Ella Baché College of Skin and Beauty Therapy will conduct the withdrawal and deferral procedure in
compliance with VET Student Loans Act 2016, the Standards for Registered Training Organisations
(2015), and the VET Provider Guidelines 2015.

Census Dates

e The Census Date is the last day a student can withdraw their enrolment without incurring
tuition fees.

e Each of the three (3) Fee Periods will contain one (1) Census Day at least 20% progression
through each Fee Period.

e |tis the responsibility of all students to inform themselves of the Census dates for their course.
e The Census Dates for each Fee Period are displayed on the College Website Click Here:

Student Request for Special Leave of Absence, Deferral or Withdrawal
Deferral

Applications for deferment are accepted at the discretion of the College. The maximum period of
deferment is a total of one year over the duration of the course. All applications for deferment will be
considered and the decision provided in writing to the student within 10 working days from the date of
application. Ella Bache College may choose to grant or decline any student’s request for deferment of
studies. All documentation including reasons is to be kept on the student file.

e Students deferring their studies prior to the census date will not be liable for fees incurred
in that fee period and will be transferred to the agreed recommencement date (within 12
months) and new census dates will apply.

e All students deferring their studies post census date of each fee period will remain liable for
fees incurred and will be transferred to the agreed recommencement date (within 12 months)
and new census dates will apply for subsequent fee periods.

o If a student who has deferred has not recommenced their studies within 12 months of
deferral and the College has been unable to contact the student, they will be deemed to
have withdrawn from the course and fees paid are not transferable. Students wishing to
recommence studies after the 12-month limit will be considered as a new enrolment with
relevant course fees payable.

Deferral prior to commencement

e Students may request a deferral prior to course commencement. Requests must be in
writing via email to Student Services (sent to studentservices@ellabachecollege.edu.au). If
approved the student will receive a revised Student Written Agreement of enrolment.
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Withdrawals — Fee Paying Students

Applications for withdrawal are at the discretion of the student. Ella Bache College appreciates that there
may be a range of circumstances which cause a student to withdraw from their course of study. These
often include personal or family difficulties. When considering withdrawing from their course of study,
students should seek information/advice on the possible options available to them.

Where a student has withdrawn from Ella Bache College they can re-instate their enrolment for up to 12
months by contacting the college and requesting, in writihng via email (sent to
studentservices@ellabachecollege.edu.au), to re-activate their enrolment. After 12 months, a student is
required to complete the enrolment process again. The college will not re-instate or re-enrol a student
without their written permission being received.

Withdrawals — VSL Students

Any student may cancel their enrolment during the course or part of the course, if they follow the
College’s procedure for withdrawal:

o Where a student indicates they wish to withdraw from the course they will be contacted by
the Education Manager to discuss their options including further support from the College.

¢ Where a student proceeds to withdraw from the course they must notify the College in writing.
Written notification must be made by following the process outlined in this Student
Withdrawal, Deferral, Suspension and Cancellation from Study Policy and Procedure
(Domestic).

¢ The date of withdrawal will be the date of receipt of written notice, and the enrolment will be
terminated on that date.

¢ If no written withdrawal request is received from a student, the student will remain enrolled in
the course for that Fee Period and be liable for fees after the Census Date has passed.

¢ If a student withdraws before the Census Date for the course or part of the course, the student
will not incur a VSL debt for the course or part of the course, and will receive a refund for any
tuition fees already paid for the course or part of the course.

¢ Where a student has withdrawn from Ella Bache College they can re-instate their enrolment
within 12 months by contacting the college and requesting in writing via email (sent to
studentservices@ellabachecollege.edu.au) to re-activate their enrolment. After 12 months a
student is required to complete the enrolment process. The college will not re-instate or re-
enrol a student without their written permission being received.
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Withdrawal and Deferral Procedure — Fee Paying and VSL Students

Where a student proceeds to Defer or Withdraw from their course they must notify the college in writing.
Written notification may be by completion and return of the ‘Application for Leave, Deferral or Withdrawal
Form’, available from the ‘My Course Information’ subject in the learning portal, by requesting a copy
from Student Services; or by email clearly stating name, address, and course title, date of Deferral or
Withdrawal and reason for Deferral or Withdrawal.

Compassionate or Compelling Circumstances

Students may apply to the College for special leave, deferment or withdrawal of their studies for
compassionate or compelling circumstances.

‘Compassionate or compelling’ circumstances are generally those beyond the control of the student and
which have an impact upon the student’s course progress or wellbeing. These could include, but are not
limited to:

e serious illness or injury, where an appropriate medical certificate from a relevant medical
specialist states that the student was unable to attend classes.

e bereavement of close family members such as parents or grandparents (where possible a
death certificate should be provided).

e atraumatic experience, which could include:
o involvement in, or witnessing of a serious accident or

o witnessing or being the victim of a serious crime, and this has impacted on the student
(these cases should be supported by police or psychologists’ reports).

Ella Bache College will use our professional judgement to assess each case on its individual merits.
Documentary evidence will be required to support any compassionate/compelling application. All
evidence/notes/comments will be kept on the student file.

Ella Bache College Initiated Suspensions or Cancellations of Enrolment

Suspension

= Ella Bache College may initiate a suspension of studies on the grounds of misbehaviour of a
student, in accordance with Ella Bache College’s Student Code of Conduct.

= Attendance will not be recorded during a period of suspension.

= Ella Bache College may recommend that a student who will be absent for an extended period of
time for genuine reasons 'suspend' their enrolment until they are able to return to class. Medical
evidence etc. would be required prior to any consideration by Ella Bache College.

Cancellation

Ella Bache College may initiate the cancellation of a student’s course.
= on the grounds of misbehaviour, in accordance with Ella Bache College’s Student Code of
Conduct
= due to the student’s failure to pay course fees
» a student not being a genuine/bona fide student, being, they do not attend class or progress in
their course as further defined below.
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A non genuine/non bona fide student is defined by Ella Bache College as a student with erratic
(irregular/ inconsistent) course progress or does not progress in their course and does not
attend/does not participate in regular classes. Ella Bache College will ensure that prior to enrolment;
students are made aware of the grounds on which cancellation of enrolment may occur, as provided to
them via the Student Handbook.

Ella Bache College can suspend or cancel a student’s enrolment against the student’s wishes, provided
that the suspension or cancellation is consistent with Ella Bache College policies and/or Australian Law.
Before suspending or cancelling a student’s enrolment, Ella Bache College must notify the student of its
intention to take such action and allow the student 28 working days to access the complaints and appeals
process. (See: Complaints, Grievances and Appeals Policy).

Students who have their enrolment suspended/cancelled are subject to the rules of the refund policy
regarding any refund of fees.

Where Ella Bache College has reason for concern for the welfare of the student or those with whom the
student may come into contact, Ella Bache College will cancel the student’s enrolment prior to completion
of any appeals process.

Students have 28 working days in which to initiate the Ella Bache College Complaints and Appeals
process.

Fee Paying Students must also refer to:
Terms and Conditions of Enrolment — Click Here

Refunds — Fee Paying Students Policy and Procedure — Click Here

VSL Students must also refer to:
VET Student Loans Enrolment Information — Click Here
Terms and Conditions of Enrolment — Click Here

Refunds — Vet Student Loans and VET Fee Help Students Policy and Procedure — Click Here

Refer to: Student Withdrawal, Deferral, Suspension and Cancellation From Study Policy & Procedure
(Domestic Students)
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Complaints, Grievances and Appeals Policy and Procedure
What is a complaint?

A complaint is generally negative feedback about services, other students or staff which has not been
resolved locally. A complaint may be received by Ella Bache College in any form and does not need to
be formally documented by the complainant in order to be acted on. Complaints may be made by any
person but are generally made by a student.

The complaint may be about the student’s dealings with Ella Bache College, the RTO’s education agents
or any related party it has an arrangement with to deliver the student’s course or related services.

What is an appeal?

An appeal is an application by a student for reconsideration of an unfavourable decision or finding during
training and/or assessment. An appeal must be made in writing and specify the particulars of the decision
or finding in dispute. Appeals must be lodged within 28 days of the decision or finding is informed to the
student.

Early resolution of Complaints, Grievances and Appeals

In all cases, issues that arise during training and assessment that are the source of frustration or are in
dispute should be resolved at the time they occur between the personsinvolved.

Complaint and appeals handling

Before an issue becomes a Formal Grievance

Students are encouraged, wherever possible, to resolve concerns or difficulties informally with the
person(s) concerned. There are support staff available to assist in the resolution of issues at this level:

e The student should contact the class trainer who will endeavour to resolve the problem in the first
instance without the need for a formal complaint.

e If the complaint is of a general nature, the student may fill out the Complaints, Grievances and
Appeals Form’ and submit it to the Education Manager or seek an appointment with the Head of
Education for an informal discussion.

o Ifthe problem is of a personal nature that may need professional help, the trainer or the Education
Manager will help the student to find an appropriate professional person in their local area.
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Stage 1 - Formal Grievance or Complaint

If the grievance, complaint, or appeal is not able to be resolved through informal discussion with the
parties involved, then a formal complaint should be made. The person making the complaint or appeal
should follow this process:

1. Students should complete the ‘Complaints, Grievances and Appeals form’. The form is available:
a. From the ‘My Course Information’ subject in the learning portal, or
b. By contacting Student Support on studentservices@ellabachecollege.edu.au

2. Lodging the complaint or appeal:
a. Students should complete the form and email it to: studentservices@ellabachecollege.edu.au

b. The form should be accompanied with all supporting documentation and evidence which
supports the claim

Receipt of the complaint will be acknowledged within 5 working days. The formal grievance handling
process will commence within 10 days of the receipt of the formal complaint, and all reasonable
measures will be taken to finalise the process as soon as practicable. The Head of Education will then,
if necessary, seek to clarify the outcome that the complainant hopes to achieve. Such clarification may
be sought by written or verbal request or by a face-to-face interview with the complainant. When such
clarification occurs in a face-to-face interview the complainant or respondent may ask another person to
accompany them.

The Head of Education will then endeavour to resolve the grievance and provide a written report to the
complainant on the steps taken to address the grievance, including the reasons for the decision, within
10 working days. The report will also advise the complainant of their right to access the internal appeals
process if they are not satisfied with the outcome of their formal grievance. At all meetings, the minutes
are taken and outcomes recorded. All parties will receive a written copy of the minutes.

Stage 2 — Internal Appeal

If the complainant is dissatisfied with the outcome of their formal grievance or complaint they may lodge
an appeal with the Head of Education within 20 working days of receiving notification of the outcome of
their formal grievance. The appeal should present relevant information not considered during the original
complaint. Appeals must be submitted in writing marked to the attention of the Head of Education as
follows:

Post: Head of Education Email: studentservices@ellabachecollege.edu.au

Ella Bache College of Skin and Beauty Therapy
2-4 Lambs Road,
Artarmon, NSW 2061

The Head of Education will consult with the complainant and other relevant parties within 10 working
days of the appeal being lodged. Each case can be heard by the Head of Education, independent person
or a panel and always with two persons present.
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Where possible such consultations should take the form of face-to-face interviews. The internal appeal
process will include the following:

= ensure the complainant has an opportunity to present their case at no cost, and the ability to be
accompanied and assisted by a support person at any relevant meetings;

= conduct the assessment of the complaint or appeal in a professional, fair and transparent manner;
and

= following the consultation, the Head of Education will provide a written report within 10 working days
to the complainant advising the reasons for the decision, including further steps taken to address the
grievance. The report will also advise the complainant of their right to access the external appeals
process if they are not satisfied with the outcome of their internal appeal.

Timeframe

Ella Bache College Pty Ltd will attempt to resolve complaints / appeals as soon as possible. A timeframe
to resolve a complaint / appeal within thirty (30) days is considered acceptable and in the best interest
of Ella Bache College Pty Ltd and the person making a complaint or seeking an appeal. A person making
a complaint or seeking an appeal will be provided with regular updates to inform them of the progress of
the complaint / appeal handling. Updates will be provided to the person making a complaint or seeking
an appeal at a minimum of two (2) weekly intervals.

Stage 3 — External Appeal — review by an external and independent person or body with
appropriate expertise

Ella Bache College Pty Ltd provides the opportunity for the person making a complaint or seeking an
appeal who is not satisfied with the outcome of the internal complaints, grievances and appeals handling
process to seek a review by an external and independent person or body with appropriate expertise. To
request such a review, the complainant or the person making an appeal should inform the Education
Manager, who will initiate the process with the Chief Executive Officer.

Where Ella Bache College Pty Ltd appoints or engages an external and independent person or body
with appropriate expertise to review a complaint/appeal, Ella Bache College Pty Ltd will meet the full cost
to facilitate the independent review.

In these circumstances, the Ella Bache College Pty Ltd Chief Executive Officer will advise of an
appropriate party independent of Ella Bache College Pty Ltd to review the complaint, and its subsequent
handling, and to provide advice to Ella Bache College Pty Ltd in regard to the recommended outcomes.
The independent third-party is required to respond in writing with their recommendations within fourteen
(14) working days of the review being requested.

Advice received from the independent person/body will be accepted by Ella Bache College Pty Ltd as
final and will be implemented promptly and without prejudice. The person making a complaint or seeking
an appeal will receive a written notice of the decision including reasons for the decision. The written
notice will also include information on other agencies the person may contact if they are unsatisfied with
the outcome of the independent review.

Where a complaint is received by Ella Bache College Pty Ltd and the Chief Executive Officer feels that
they may be biased or there is a perception of bias, then the complaint will be referred directly to an
independent third-party for consideration and response as outlined above.
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Opportunity for review by an external agency

Where the person making a complaint, or seeking an appeal is not satisfied with the handling of the
matter by Ella Bache College Pty Ltd, they have the opportunity for an agency that is external to Ella
Bache College Pty Ltd to review their complaint or appeal following the completion of the complaints,
grievance and appeal process.

Students who are not satisfied with the process applied by Ella Bache College Pty Ltd may refer their
grievance to the following external agencies:

* Representatives of state or territory government departments

* Commonwealth and State or Territory offices of the Ombudsman

* The Anti Discrimination Board

* The Office of Fair Trading — Click Here

* National Training Complaints Hotline https://www.dese.gov.au/national-training-complaints-hotline
* Private conciliators or dispute resolution counsellors

* International students can appeal to the Overseas Ombudsman Office — Click Here

* Complainants may lodge an external appeal to the Australian Skills Quality Authority — Click Here

ASQA

In the first instance students must first follow the Ella Baché College of Skin and Beauty Therapy College
internal appeals process prior to lodging a complaint with ASQA. If after the completion of the complaint,
grievance and appeal process, a complainant still believes the RTO is breaching or has breached its
legal requirements, they can submit a complaint to ASQA by completing the complaint about a training
organisation operating under ASQA’s jurisdiction form. A student can lodge a complaint about the RTO
at; https://www.asga.gov.au/complaints/complaints-about-training-providers.

Except in exceptional circumstances, students must attach evidence to the complaint form showing:
e They have followed the RTO’s formal grievance procedure; and
e The RTO’s response.

ASQA'’s processes require students to identify themselves as a complainant and ASQA is bound by the
provisions of the Privacy Act 1988, including the Australian Privacy Principles (APPs). The personal
information will be handled in accordance with ASQA's obligations under this Act. If however a student
wants to request to keep their identity confidential throughout the investigation, they need help with the
Complaints, Grievances and Appeals process or if they are unsure whether ASQA can help with the
complaint, they can call the ASQA Info line on 1300 701 801 or email complaintsteam@asqga.gov.au for
further information.

The College will act accordingly when an outcome is reached, and will ensure that all parties are treated
fairly and without bias. While the complaint, grievance and appeal process is in motion, the College will
maintain the student’s enrolment throughout the ongoing matter until it is resolved.

The Secretary of the Department of Education and Training may re-credit a student’s VET Student Loan
balance in relation to special circumstances if an approved course provider is unable to act or is being
wound up or has been dissolved; or has failed to act and the Secretary is satisfied that the failure is
unreasonable.

Records arising from complaints, grievances and appeals will be able to be accessed by those involved
in the process, but otherwise all records will be confidential in accordance with our Privacy Policy.
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Appeals against an Assessment Decision

Students can appeal against an assessment result. It is important that the appeal is settled as quickly as
possible. This may include:

Resubmission or a second assessment

In the first instance, the trainer will consult with the Head of Education and, depending on the
circumstances, will provide an opportunity to re-sit the exam or resubmit the piece of work. It will then
be re-marked. The request and reasons will be recorded in writing.

Marking by a second assessor

The trainer should immediately inform the Head of Education if a re-sit or re-submission is recommended
or if the student has a grievance, disagreement, or dispute about the results. The appeal will be
discussed with the student and trainer and recorded in writing, considered by the Head of Education and
if appropriate, arrangements will be made for re-assessment by another assessor.

A written assessment appeal

If the student is still not satisfied with the re-submission process and second marking the student must
put their appeal in writing as per the Complaints and Appeals Policy. The Steps under “Stage 2 — Internal
Appeal” of the Complaints and Appeals Policy will then be followed.

Refer to the Complaints, Grievances and Appeals Policy and Procedure; — Click Here.
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Student Support Services Policy and Procedures

Ella Baché College of Skin and Beauty Therapy will ensure that all students are given appropriate
orientation, and are given reliable and up-to-date advice on course requirements, counselling, work
experience, support services and welfare facilities.

o The College will demonstrate regard for the cultural, social, and special needs of disabled
students and those from different backgrounds.

e The College will monitor the progress of students and ensure individual support and
counselling for those having difficulties with a course.

¢ Ella Bache will ensure that all students receive adequate orientation, information and advice
on accommodation, counselling, health and welfare services, and assistance in accessing
bridging courses or additional educational support.

Students can access support services from reception or via email at

studentservices@ellabachecollege.edu.au . Students may seek advice on additional support services or
welfare services outside the scope of the College, through the Head of Education.

Ella Bache College is committed to the provision of support for all of its students regardless of their existing
level of experience, skill or LLN ability.
To ensure we meet the specific needs of our students, Ella Bache College will:

— determine the support needs of individual students during the enrolment process

— ensure trainers are fully informed of student support needs prior to commencement of training

— provide all students with access to the educational and support services necessary for them to

meet the requirements of the training product as specified in the training packages

Ella Bache College will provide assistance to support students to make sure they have the opportunity
to successfully complete their training and assessment program by:

— ldentifying particular requirements (such as literacy, numeracy, English language, or physical
capabilities) students would need to complete each course

— Developing strategies to make support available where gaps are identified
— Implementing individualised strategies to suit the student (as applicable)
This may include providing:
— Language, Literacy & Numeracy (LLN) support
— Assistive technology
— Additional tutorials/training, eLearning, resource materials — including podcasts and YouTube
clips

Ella Bache College will seek to maximise opportunities for access, participation, and outcomes for all
students by implementing inclusive practices throughout the delivery of all its courses.
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This will be achieved by providing ongoing access to:

— All resources (physical or virtual) necessary to complete training

— Trainers and assessors through the training program

— Records held by Ella Bache College
Ella Bache College will make every reasonable effort to ensure that it can accommodate a student’s
needs. However, sometimes those needs are beyond the assistance that can reasonably be provided
by Ella Bache College. In these circumstances, individuals who require substantial additional help with

their literacy and numeracy or other needs will be referred to access specific assistance. Any costs
incurred will be the responsibility of the student.

The Student Support Officer is charged with the responsibility for the care and maintenance of student
welfare and the effective implementation of the organisation’s obligations as a Registered Training
Organisation (RTO). The Student Support Officer is also obligated to assist students in support of their
domestic circumstances, within reason, and to help the student maintain course performance. These
support services are provided without cost to the students.

The Student Support Officer has the authority and responsibility to assist in addressing student welfare
requirements, which may include the following:

— Absenteeism/attendance

— Accommodation

— Complaints, Grievances and Appeals

— Employment rights

— Facilities and resources

— Family matters/relationship concerns

— Financial concerns

— Legal assistance

— Sexual harassment

— Telephones & communication
The Student Support Officer can also refer the student to a trainer or the Education Manager regarding
the following academic student support matters:

— Assessment failures

— English proficiency

— Flexible delivery

— Learning difficulties

— Performance and course progression

— Reasonable adjustment

— Study habits and problems

— Transitioning course/provider
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In each matter, the student shall be encouraged to meet with the Student Support Officer and to provide
an outline of the nature of their problems. Ella Bache College, through the Student Support Officer will
seek to provide a supportive, empathetic, and proactive environment in which the student’s problems are
identified by appropriate persons, who can assist the student to obtain a satisfactory outcome.

A register of support services is maintained by the Student Support Officer. A listing of resources is also
in this Student Handbook.

All students will be required to attend an induction at the commencement of their studies at Ella Bache
College. These inductions give an overview of Ella Bache College policies and procedures including the
Student Handbook, administration procedures, government requirements, cultural matters, basic
housekeeping issues, introduction to staff and a tour of facilities.

Counselling

Student wellbeing is important to all of us at the Ella Bache College. If a student has an issue of a
personal nature they may consult the class trainer or the Education Manager. Support is offered to all
students. The College has an independent counsellor who is available on request.
The following steps will apply:

1. Consult with the class trainer

2. Class teacher or Education Manager and student may discuss the issue

3. Class teacher or Education Manager and student may decide on the best course of action
i.e. referral to the College Counsellor.

4. All counselling/private information will remain confidential at all times.
Any notes, records and referrals made during discussions with the Education Manager will be dealt with

in accordance with the General Privacy Statement set out in this handbook. All records kept by the
College Counsellor are confidential to the counsellor and student.
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External Counselling Services and Assistance

Problem ‘Website Phone no. ‘

/Alcoholism https://aa.org.au/ 938 777 88

Anxiety www.angelfire.com/co/serenitynsw/ (9740 9539

Anxiety (including phobias & Obsessive- Compulsivehttps://wayahead.org.au/ 9879 5351

Disorder)

Asthma https://asthma.org.au/ 1800 645 130

Crime stoppers (report crime anonymously) https://crimestoppers.com.au/ 1800 333 000
https://www.lifeline.org.au/ 131114

Crisis counselling (Wesley Mission)

Lifeline Crisis Support

Free 24-hour help

Depression (National Initiative) www.beyondblue.org.au/ 1300 22 4636

Beyond Blue — anxiety and depression

Free 24 hours a day, 7 days a week

Disabilities support and advocacy www.ideas.org.au/ 1800 029 904

Domestic violence (National) Respect help-line (federal 000 (emergency)
government initiative) Or

1800 737 732 (24 hours)

Domestic violence (NSW) www.facs.nsw.gov.au/domestic- (1800 65 64 63 (24 hours)
violence/helpline

Drug addiction (Christian help) WwWw.naranon.com.au/ 9418 8728

Drug addiction: Narcotics Anonymous WVWW.na.org.au/multi/ 1300 652 820

Drugs and mental health (Sydney) www.waysidechapel.org.au/ 9358 6577

Eating disorders http://www.edf.org.au/ 9412 4499

Eczema www.eczema.org.au 1300 300 182

Financial rights legal centre/ Consumer credit and debt  |https://financialrights.org.au 1800 808 488

Emergency services (police, fire, ambulance) 000

EdFlex Student Handbook
RTO ID: 6704

Version 5 January 2024

Page 51 of 77


https://aa.org.au/
http://www.angelfire.com/co/serenitynsw/
https://wayahead.org.au/
https://asthma.org.au/
https://crimestoppers.com.au/
https://www.lifeline.org.au/
https://www.beyondblue.org.au/
http://www.ideas.org.au/
http://www.facs.nsw.gov.au/domestic-violence/helpline
http://www.facs.nsw.gov.au/domestic-violence/helpline
http://www.naranon.com.au/
http://www.na.org.au/multi/
http://www.waysidechapel.org.au/
http://www.edf.org.au/
http://www.eczema.org.au/
https://financialrights.org.au/

dE1la Bacheé coLLEGE 0OF SKIN AND BEAUTY THERAPY

EdFlex ™ Student Handbook

Work Health and Safety Policy and Procedures

The College aims to achieve the highest attainable level of work health and safety (WH&S) for its
employees, students, and other persons throughout all areas of its activities. The College will achieve
this by strict attention to all aspects of work health and safety. It is the responsibility of all College
personnel and students to ensure the implementation of safety systems appropriate to their operational
responsibility and in accord with current technology.

Safety in the Workplace

¢ Students must not run at any time in the College or engage in behaviour that is risky to self
and others.

e Students must ensure that all spills are cleaned up immediately.

¢ All chemicals are to be stored in correctly labelled containers, and disposed of according to
manufacturer instructions.

e Each student is responsible for the safety of themselves and others.
e The premises must be kept clean and hygienic at all times.

e Students must keep themselves and their clothing clean and have no exposed cuts,
abrasions and/or wounds.

o Passage-ways and traffic areas are to be kept free from obstacles.

Emergency Evacuation Procedure

During the event of an emergency that requires the evacuation #
of any Ella Bache College campus, all students should follow

the instruction of their trainer and the fire safety warden.

At all times, the class MUST stay together to ensure the safety and
wellbeing of the staff and students. Once students have evacuated
the building, they must proceed to the designated area so that

the attendance sheets can be checked to ensure that all students

have left the building. Students must stay with their trainer till the
building is safe to re-enter or they have been dismissed.

Emergency exits are signposted with diagrams located in classrooms, hallways and other areas that
indicate the appropriate exit to use and the meeting place. These procedures may be updated from time
totime.
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Ella Bache College follows the requirements of the Work Health and Safety Act 2011 to protect the health,
safety and welfare of staff and students through the provision of safe learning environments and
equipment.

Emergency Procedure is as follows:
— Fire alarm sounds and the class prepares to evacuate immediately
— Students must line up ready and not waste time collecting belongings

— Floor warden (with red or yellow hard hat) will give the signal to the trainer to evacuate with the
class, clearly pointing out the evacuation pathway

— Trainer and students proceed to the designated assembly area using the fire stairs only (no lifts
to be used in fire emergencies)

— Attendance will be taken at the assembly area to ensure that all students and staff are present and
no one is left on campus

— Wiait in the assembly area to receive further instructions and do not leave until told to do so by
the Chief Warden.

Critical Incidents Policy and Procedure

Ella Bache College is committed to maintaining a safe and supportive environment for staff and students.
The Critical Incidents Policy underpins our approach to responding to critical incidents that may occur
and impact on the people both studying and working at the College.

A Critical Incident: is any sudden or progressive development (event) that requires immediate attention
and decisive action to prevent / minimise any negative impact on the health and welfare of one or more
individuals. Critical incidents may include (but are not limited to) events such as:

— Death/suicide;

— Serious accident or injury;

— Domestic violence;

— Physical and sexual assault;

— Death or serious illness of a student’s family or friends;

— Removing an individual’s liberty under duress, threats of violence, assault, rape/sexual assault,
aggravated burglary, biological or chemical weapons found/present;

— Fire, bomb, explosion, gas/chemical hazards, discharge offirearms;
— Threat of widespread infection or contamination;
— Civil unrest;
— Serious damage to essential facilities and or extreme disruption to operations at Ella Bache
College; and
— Information which has the potential to negatively affect the reputation of Ella Bache College in
the media and/or wider community.
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Ella Bache College has a detailed policy and procedure to appropriately address any incident with
assigned tasks and responsibilities, which depending on the nature of the critical incident, may involve

organising debriefing, counselling, andfollow-up.

Refer to www.ellabache.com.au/pages/college-resources for Critical Incident Policy and Procedure.
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Student Requests Policy and Procedure

Change of Session Request

Students will not be permitted to change their session after week one when the classes have been
allocated unless there is sufficient evidence to support the change. Student employment does NOT
constitute a valid reason for change of session.

Change of Address or Contact Details

Students must notify Ella Bache College of changes to their contact details as soon as possible to ensure
clear and accurate information can be sent to the student.

Student Request Forms

Students may request information from reception. The appropriate forms and required evidence will be
explained by reception to ensure that students receive information and support in a timely manner.

Leave Application Procedure

Where students require special leave, the Application for Leave, Deferral or Withdrawal Forms are
available from reception and/or www.ellabache.com.au/pages/college-resources and must be completed
with supporting documentation attached. The student is then required to have a face to face or phone
meeting with the Education Manager.

Depending upon the degree of urgency the leave application will be processed as follows:
e Serious matters will be processed immediately
¢ Minor matters worthy of approval will be processed within 5 business/working days

¢ In cases where a leave application has not been approved and the student takes leave without
approval, the process for attendance monitoring and course progress will be initiated as per Policy
for Course Progress.

Refer to Course Progress and Attendance Policy & Procedure — Click Here.
Special Leave

Students may apply for special leave under specified compassionate or compelling circumstances.
Compassionate or compelling circumstances are generally those beyond the control of the student and
which are likely to have an impact upon the student’s course progress or wellbeing and could include,
but are not limited to:

— serious iliness or injury, where a medical certificate states that the student will be unable to attend
classes;

— death or iliness of close family members such as parents or grandparents (doctor’s or death
certificate should be provided);
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— atraumatic experience which could include:
o Involvement in, or witnessing of a serious accident; or

o Witnessing or being the victim of a serious crime, which has impacted on the student
(these cases should be supported by police or psychologist’s reports);

Students are required to provide compelling documentary evidence to support their request and are
advised of the circumstances and consequences regarding suspension of study as aresult of special leave.
The maximum time allowed for a deferment or voluntary suspension of study for special leave is 12 months
(1 year).

Refer to www.ellabache.com.au/pages/college-resources for Domestic Student Withdrawal, Deferment,
Suspension and Cancellation of Studies Policy & Procedure.

Sick leave

Students who are absent due to medical reasons MUST provide a medical certificate (in English) from a
registered doctor in Australia. Where iliness is for an extended period of time the student must notify Ella
Bache College as soon as practicable.

In all cases where a student is absent with or without approval or seeks retrospective approval for an
absence, Ella Bache College records the period as absent and retains a copy of the medical certificate
on the student file and includes notes in the student diary in the Learner Management System (LMS).

Holidays

Ella Bache College has timetabled in suitable holidays for students undertaking vocational courses, so
students are not permitted to have additional holidays. Ella Bache College closes on all official Federal
and State Public Holidays.
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Privacy

The purpose of this policy is to ensure compliance of Ella Baché College of Skin and Beauty Therapy
with the Information on Privacy Principles set out in the Privacy Amendment (Enhancing Privacy
Protection) Act 2012, the Privacy Regulation 2013 and with the VET Quality Framework.

The policy is also intended to ensure that everyone dealing with the College is treated professionally and
respectfully.

It deals with the collection, use, disclosure, storage, security and access to personal information being
held at the Ella Baché College of Skin and Beauty Therapy.

It applies to all teaching and non-teaching staff and to all current students and prospective students who
have provided personal information to the College.

Privacy Policy

Ella Baché College of Skin and Beauty Therapy is committed to the privacy of students and staff and
works diligently to ensure that everyone is treated respectfully and professionally:

e The College will respect the privacy of all individuals with whom it communicates.

e Personal information is collected by the College solely for the purpose of operating as a
Registered Training Organisation under the VET Quality Framework and which is
administered by the Australian Skills Quality Authority, who is the registering authority.

e The College also collects student information to continually improve the services they offer
to all students.

e The requirements of the registering authority may mean the release of students’ personal
information for the purposes of audit, or for collection of data by Commonwealth and State
Government departments and agencies.

e Access to student records may be provided where the Standards for Registered Training
Organisations or an officer of the law requires the College to do so. The College staff will
comply with all external reporting responsibilities where required to do so.

e The College will ensure that all personal information given to the College by employees and
students is held securely and safely.

e Only staff directly involved with student welfare and or student results will have access to
personal student details. Trainers and the College administrative staff will provide students
with access to their own files and personal information held by the College upon request
according to procedures, including access to their participation and progress, and they may
request corrections to information that is incorrect or out of date.

e Upon receipt of written consent by a student, the College staff will provide a third party with
student’s personal details.
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National VET Data Policy and Privacy Notice

As part of your enrolment, you will be asked to declare your acceptance of the terms of the service
contract and the refund conditions and confirm that you have been fully advised of the fees, refund
conditions and conditions of enrolment and agree to be a student at Ella Bache College.

You agree that it is your responsibility to retain a copy of this written agreement as supplied by Ella
Bache College and receipts of any payments of tuition fees or non-tuition fees.

You agree that under the Data Provision Requirements 2012, Ella Bache College is required to collect
personal information about you and to disclose that personal information to the National Centre for
Vocational Education Research Ltd (NCVER).

Your personal information (including the personal information contained on the enrolment form and your
training activity data) may be used or disclosed by Ella Bache College for statistical, regulatory and
research purposes.

Ella Bache College may disclose your personal information for these purposes to third parties, including:
— Employer —if you are enrolled in training paid by your employer;
— Commonwealth and State or Territory government departments and authorised agencies;
— NCVER,;
— Organisations conducting student surveys; and
— Researchers.

Personal information disclosed to NCVER may be used or disclosed for the following purposes:
— issuing a VET Statement of Attainment or VET Qualification, and populating Authenticated VET
Transcripts;
— facilitating statistics and research relating to education, including surveys;
— understanding how the VET market operates, for policy, workforce planning and consumer
information; and
— administering VET, including program administration, regulation, monitoring and evaluation.

You may also receive an NCVER student survey which may be administered by an NCVER employee,
agent or third-party contractor. You may opt out of the survey at the time of being contacted.

NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy Act
1988 (Cth), the VET Data Policy and all NCVER policies and protocols (including those published on
NCVER’s website at www.ncver.edu.au ). You can refer to the full Privacy Notice at;
https://www.dese.gov.au/national-vet-data/resources/national-vet-data-policy .
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Collection of Information

The College requests information from students as part of the pre enrolment, enrolment and any re-
enrolment processes. The College staff will not collect personal information at any time by unlawful or
unfair means. The College will always take reasonable measures to ensure that the individual is made
aware of why personal information is being collected and what it could be used for.
The College will only collect students’ personal information for the following purposes:

e For essential communication for the student’s safety and comfort during their studies

e When it is necessary for the College to make contact with a student’s nominated family

member in the case of emergency or accident.

Selected student details are also collected and used for:

e Processing enrolments

e Enquiries regarding courses available and sending out course information

¢ Communicating accurately with students

e Assisting students with courses they may be interested in

e Assisting students with RPL applications

e Student account details

e Assessing an individual student’s entittements for VET Student Loans and other
government funded areas. The College will ensure that when personal information is
collected it will not intrude to an unreasonable extent into the personal affairs of the
prospective student / individual and that the information is up to date and complete.

Disclosure of Information

Information from the student
= Students have access to all information kept on their file based upon a written request
= Email requests from students for documents will not be processed. Students must write a formal
letter with their signature for verification, then the information/ documents will be processed.
= |nformation requests about students from a third party will be denied unless there is written
consent from the student.

= [nformation about students will not be provided to any other third party without the prior written
consent of the student with the exception of government departments, when the information will
be provided with or without the consent of the student.

= A copy of information shared with a third party will be kept on the student's file.

In all cases, conditions of the Privacy & Personal Protection Act 1998 will be followed and adhered to by
staff members and students at Ella Bache College and operate in accord with Australian Privacy
Principles.

Personal information will not be released without the consent of the student or staff member. The College
does not release or sell student’s personal details to any external companies for the purposes of
marketing.
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The College may from time to time be required to provide personal information to external organisations
including the Australian Government and other designated authorities in order to provide specific
services as required by law. These may include but are not limited to:

Australian Government Department of Education (DET)
Australian Skills Quality Authority (ASQA)

Ensuring the Data Quality

The College relies on its students and staff to advise the College of changes that may occur
in personal information in order to keep all records up to date and of good quality.

All students have a legal obligation to inform the College of any change to their personal
details such as postal address, contact phone numbers and emergency contacts in
Australia.

The College will ensure that the students’ records are kept updated by making the changes
in the student personal files, in the student management system and in the student soft
copy register as soon as they are provided by the student.

Access to Data and Making Corrections

All students, clients and staff have the right to inspect their own personal information and
files held by the College.

Prospective students are informed that upon giving the College their personal contact
details, the College will use these details to process their enquiry and send them course
information.

Upon reasonable request and 5 working days’ notice, the College administrative staff will
provide a student with access to their personal records and if required, reissue statements
of attainment or qualifications achieved. The College will not allow this to take place without
an appointment being made.

A student’s personal records cannot be released to parents, partners or any external party
without the written consent of the student.

When a record is found to be incorrect, this will be corrected; when a student requests that
a record be corrected because it is not accurate or correct, the details of the request for
amendment with the evidence supplied for change will be noted on the records.
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Students Rights and Responsibilities

Ella Bache College staff and students participate equally in ensuring that Ella Bache College provides a
safe and effective learning environment and where student’s rights and responsibilities are transparent
and communicated through a wide range of ways including but not limited to:

— Orientation and induction

— Student Handbook contents

— Policy access through the Ella Bache College website
— Direct written communication

— Special notices

— Posters

— Flyers etc.

Student Card

In order to obtain a student card, students must go to reception to take a photo for Student Identification,
which will be ready within 5 business/working days. Students must carry their student card at all times
when on Ella Bache College campus.

Ella Bache College’s student card can be used as a concession card at museums, theatres, cinemas
etc. If a student loses a student card and requires a replacement, a fee will be charged as per published
fees available on the website.

Usernames and passwords

Upon enrolment every student will be provided a unigue username and password to access the College
Learning Management System. This learning portal provides access to the training and assessment
resources for the student’s chosen course of study, and assessment submission portals.

To assist with the monitoring and management of the College plagiarism policy, students must not share
their username or password with any other student. Students that have been found to have shared their
username and password with other Students may face disciplinary action.

Access to academic progress records

Students may access the real-time records of their course progress including all assessment results in
the learning portal. The learning portal does not contain detailed personal information on each student.
Detailed personal information is contained in the Student Management System. Students may at any
time request access to view their personal information in the Student Management System.
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Procedure to Access Personal Information Records by a Student

To access personal information the student must complete a Request to Access Personal Information
form. The form is available from the ‘My Course Information’ subject in the learning portal:

e This form once completed and signed must be submitted to the Student Services Manager.

e The Student Services Manager will ensure an appointment is made for the student to view
their files.

e The Student Services Manager must also ensure a copy of the request form is stored in the
student's personal file as a record

e Once a student has reviewed the files and requested corrections, the Student Services
Manager will make the changes if approved, and sign and date the changes.

Attendance — On-Campus students

All On-Campus students are obliged to attend a minimum of 80% of all classroom lessons to achieve an
Ella Bache qualification. Attendance is monitored in every class. Poor attendance may result in
disciplinary action and/or impact the achievement of satisfactory results in some units of competency.

If a student is unable to attend College or is running late, the student is required to contact the College
by telephone or email if they are unable to attend for any reason. If a student is absent due to illness on
the designated day of a practical assessment or a theory examination, they must bring a medical
certificate validating their illness when they return to college. Upon returning to College after illness, the
student must report to the office and make plans to complete the missed assessment or examination.

Inactive Students

¢ If an enrolled student does not participate in their course of study in the pre census period
and is unable to be contacted by the College their enrolment will be cancelled.

¢ If an enrolled student does not participate in their course of study in the post census period
and is unable to be contacted by the College they will be held in inactive status.

e The College will make all reasonable attempts to contact the student and will notify the
student of their inactive status.

o If the student does not contact the College within the inactive period or prior to the next
period of study the student will be deemed to have withdrawn from the course and remains
liable and will forfeit fees for the preceding fee period.
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Student Feedback for Continuous Improvement

The Ella Baché College encourages students to provide feedback regarding course content and delivery
and any other comments or suggestions as part of the ongoing continuous improvement process. If
students have any feedback, we recommend they make an appointment with their class trainer or Head
of Education to discuss their feedback points.

The Ella Baché College also undertakes systematic surveys of students to obtain their feedback. These
surveys provide essential input into the operations and strategic direction of the College. The Ella Baché
College undertakes two types of student surveys. Students will complete the following at the end of each
term:

— Learner Engagement Questionnaire - Quality Indicator
— Ella Bache College Student Feedback

Students are requested to answer these feedback forms honestly to assist Ella Bache College to
undertake continuous improvement of training, assessment, facilities, services, etc. This feedback is
welcome and treated as a valuable opportunity to ensure student views are formally addressed and
acknowledged for action.

If a student identifies an improvement that can be made at Ella Bache College, this information can be
provided directly to the trainer or Head of Education at any time.

Confidentiality

The Ella Baché College provides students with an assurance that their responses remain confidential.
The Ella Baché College encourages students to provide open and honest feedback that can help support
the future development of the college.

Work Experience

Students undertaking the Diploma of Beauty Therapy at the Ella Baché College of Skin and Beauty
Therapy are required to complete 150 hours of external work experience in a commercial salon before
they can be awarded with their qualification. The limitations and requirements of the Work Experience
program are as follows:

¢ Domestic students are required to find their own salon for work experience. The College
may assist if required.

¢ Not all salon situations will be acceptable places for the completion of work experience.
Students will need to seek advice from College trainers as to the suitability of salons, spas
and other commercial enterprises for completion of their work experience placement.

e Students are covered by insurance whilst participating in work experience.

e Work experience is non-paid work designed for the professional development of College
students. Unscheduled work experience cannot be recognised by the College and the
student will not be credited for it.

e Students can be employed by salon owners at any time during their studies; this work is
classified as part-time work and not work experience.
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Part-time work cannot be changed to work experience without prior notice given to the
student, and it must fall within the work experience schedule.

Work experience is scheduled into the study year at specific times as designated by the
College. This is conducted at the beginning of Trimester 2 and during Trimester 3 for all On
Campus students.

Whilst students are encouraged to practice on family and friends, for any of the skills being
learnt during training due to legal restrictions, students must not accept payment or charge
the general public, before graduation except under supervision as part of their salon training
and field placement/work experience program.

Students must be made aware that if they practice any skills learned during training before
completion of the course without supervision they may be risking claims for damages
against them if any harm is caused to the client.

Client records should not be removed or copied in any way from any salon. Client records
are confidential medical and legal documents and remain the property of the salon.
Students are required to accurately record the client’s histories and treatments.
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Student Code of Conduct

Code of Conduct

¢ Students will maintain high standards of behaviour and appearance in all areas and strive
to maintain the good reputation of the Ella Baché College of Skin and Beauty Therapy

¢ Students will not engage in any form of physical or verbal abuse towards staff members,
other students or members of the public

e Students will not engage in inappropriate behaviour such as chewing gum, smoking or
eating during class or when wearing the College uniform

e Aggressive behaviour is not acceptable at any time, be it verbal, physical or via social media

e Students will behave in a safe manner whilst moving around the college facilities or
buildings or using the College equipment

¢ Discrimination of any kind will not be tolerated

e Students will not engage in bullying or harassment of another student either on campus, off
campus or via social media

¢ Students will not engage in disruptive behaviour that prevents other students from learning
e Students will not cheat, plagiarise or .engage in any form of academic misbehaviour.
e Students are expected to engage in the College social and extra-curricular activities.

Any breach of these codes may result in dismissal or suspension from the College.

Refer to the Student Code of Conduct — Click Here

Disciplinary Procedures

The Ella Baché College of Skin and Beauty Therapy will ensure all students receive fair and equal
treatment.

Students who do not comply with the College Code of Conduct, Rules and Regulations including
Computer Resource Use and Social Media, Grooming and Appearance Standards, or engage in
general or academic misconduct will be asked to a meeting with the Education Manager.

If a student is unable to abide by the College Code of Conduct and Rules and Regulations including
Computer Resource Use and Social Media, they may be requested to leave college premises and not
return until further action is taken by the Head of Education.

General and academic misconduct will be dealt with according to the nature and extent of the misconduct
and may include reporting any criminal behaviour. Penalties imposed will take into account the nature
and the extent of the misconduct.
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General Misconduct

The Ella Baché College of Skin and Beauty Therapy will not tolerate any general misconduct. General
misconduct is that which;

Contravenes the College Code, College Rules and Regulations and Grooming and
Appearance Standards

Contravenes any legislation
Prejudices the good name or reputation of Ella Baché College of Skin and Beauty Therapy

Acts dishonestly in relation to admissions to the College or fails to comply with conditions
agreed to in the contract

Fails to comply with any penalty imposed for breach of discipline
Obstructs any member of staff in the performance of their duties
Alters any documents or records

Harasses or intimidates another student, a member of staff, a visitor to the College or any
other person while the student is engaged in study or other activity as an act student,
because of race, ethnic or national origin, sex, marital status, sexual preference, disability,
age, political conviction, religious belief or for any other reason

Misuses any facility in a manner which is illegal or which is or will be detrimental to the rights
or property of others including the misuse in any way, of any computing, communications
or other College equipment

Steals, destroys or damages a facility or property of Ella Baché College of Skin and Beauty
Therapy and/or

Is guilty of any improper conduct.

Penalties for General or Academic Misconduct

If the student admits to the alleged misconduct, the Education Manager may impose one or both of the

following:
[ ]

A charge for the cost of damage to facilities and equipment
Expulsion from the College
Reporting to the police in the case of breach of law or criminal behaviour.

Suspension or Expulsion from the College

The College reserves the right to suspend or expel a student for:

Theft of any kind

Non-payment of fees

Non attendance

Continued disruptive behaviour, rudeness to staff and fellow students
Violence and bad language

Attending college under the influence of drugs or alcohol

Not complying with the college Code of Conduct, regulations and policies
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e Racist behaviour or comments
¢ Bullying or harassment
e Academic or general misconduct

A student will be suspended for varying lengths of time depending on the severity of the incident and at
the discretion of the Head of Education. No refunds are given to students who have been suspended or
expelled from the College.

On-Campus College rules and student obligations

Mobile Phones

No mobile phones are allowed in class, for On-Campus students at any time for personal use. These
are to be switched off and placed in the student’s locker. If students need to be contacted at the College
during the day, a Student Support officer will pass on any important messages to students while in class.

Trainers will advise where mobile devices may be used for study related purposes such as research
activities.

Cleaning Roster

o All students are required to take part in cleaning duties at the College.
e All areas of the College must be cleaned and tidied at the end of each lesson.

e These rostered duties may include sweeping and mopping of floors, cleaning bench tops
and sinks, cleaning and sanitising of equipment and folding and storing of towels and other
linen.

Please note the student kitchen is a communal space and must be kept clean and tidy at all times. All
students are responsible for keeping this area clean and tidy.

Lockers

All lockers that are used need to be cleaned out each day. Keys are not permitted to be taken home by
students at any time. Locker keys are student’s responsibility.

Lost locker keys will incur a cost of $25 replacement fee.
Taking Photos

Students are not permitted to take photos in the college or of fellow students and treatments without the
permission of the college staff. At no time are students allowed to publish any photos on websites or
social media pages as this may conflict with our privacy laws and those of our company and of fellow
students.
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Alcohol/ Drugs

Any student found under the influence of illicit drugs or alcohol will be asked to leave the campus
immediately. Any student that repeatedly attends campus under the influence of drugs or alcohol will be
disciplined and may be expelled from the College.

Smoking

In the beauty industry smoking is not encouraged as it is not a professional example for health and good
skin care. There will be NO SMOKING in the Ella Baché uniform at any time. Should students wish to
smoke, then they must change out of the Ella Baché uniform.

e This means that if any person chooses to smoke during a break, they must bring a change
of clothing and move away from the Ella Baché building.

e The time required to do this must not exceed the break time allocated. Smoke must not be
detected on any student at any time and suitable oral hygiene precautions must be
implemented to avoid the detection of cigarette smell. If a student comes to class with the
smell of cigarette on them, they may be asked to leave that lesson in which case they will
be marked absent for that lesson.

Access to Building

Students are not permitted to enter the Head Office Building outside the hours of 08:30 and 17:00
Monday to Friday, unless accompanied by a member of staff. If a student needs to meet with a trainer
outside class hours they must make an appointment through the Education Manager.

Social Media

The College embraces the use of social media by students to connect with staff, researchers, peers,
clubs, etc. However, given the public nature of social media, it is important that students who use social
media understand the College’s expectations. You must be aware that the same standards that apply
for interacting within and outside the Ella Baché community in real life also apply online. The same
respect, courtesy and professionalism expected in real life interactions should be displayed online.
Likewise, the consequences that apply to a breach of College rules by students apply to breaches of
rules for online conduct.

Rules for Use of Social Media

When using social media in the context of education or research, students must:

e Only disclose and discuss information about the College or its activities that is not
confidential and is publicly available

e Take reasonable steps to ensure that content published is accurate and not misleading

e Ensure that the use, including content published, complies with all relevant rules of the
College

e When making a statement on a matter of public interest, students must expressly state that
the views expressed are their views and not those of the College (unless they are officially
authorised by the College)
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Be respectful and courteous in communications
Adhere to the Terms of Use of the relevant social media provider; and

Comply with the law, including laws about copyright, privacy, defamation, contempt of court,
discrimination and harassment.

Specific Prohibitions

When using social media in the context of education or research training, and when making identifiable
personal use of social media, Students must not:

Make any comment or post material that is, or might be construed to be, racial or sexual
harassment, offensive, obscene (including pornography), defamatory, discriminatory
towards any person, or inciting hate.

Make any comment or post material that creates, or might be construed to create, a risk to
the health or safety of a student, contractor, staff member or other person, including material
that amounts to bullying, psychological or emotional violence, coercion, harassment, sexual
harassment, aggressive or abusive comments or behaviour, and/or unreasonable demands
or undue pressure.

Make any comment or post material that infringes copyright, is fraudulent, breaches
intellectual property rights, constitutes a contempt of court, constitutes stalking, breaches a
court order, or is otherwise unlawful.

Imply that they are authorised to speak as a representative of the College, or give the
impression that the views they express are those of the College (unless they are officially
authorised by the College).

Use the identity or likeness of another student, contractor, staff member or other
stakeholder of the College.

Use or disclose any College confidential information obtained as a student of the College.

Sell, purchase or offer to write assignments or other assessable work, or to request help
with such work. Furthermore, students are required to take steps to minimise opportunities
for others to cheat by, for example, not saving work to a shared network drive that is
accessible by others and not sharing work on social media sites.

Make any comment or post material that might otherwise cause damage to the College’s
reputation or bring it into disrepute; and

Use the College’s logo without permission, or use the College’s name in a manner that is
likely to be misleading or bring the College into disrepute.

Using images and video

In most cases, prior permission (i.e. a release) must be obtained to post, share or distribute images of
individuals whose images are identifiable. Students should not post content that might be embarrassing
to an individual or that could be construed as placing an individual in a negative or false light.

Students must not post content that might cause someone to believe that his/her name, image, likeness
or other identifying aspect of his/her identity is being used, without permission, for commercial purposes.
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Ella Bache College Classroom Guidelines

During theory and practical classes students will:
e Turn off mobile phones
e Develop group and co-operation skills in the learning process
¢ Maintain a positive attitude when learning becomes difficult
e Participate in all activities
e Ask for assistance if needed
e Follow the trainer’s instructions
e Respect the right of all classmates to learn
e Respect the right of the trainer to train and assess
o Request the trainer’s permission if it is essential to leave the classroom
e Submit formative and summative assessments on time

Grooming and Appearance Standards

While the following rules specifically refer to female students, male students are equally required to be
neat and tidy and present an image of impeccable grooming at all times.

Student Uniforms

For male students, the uniform consists of black trousers, with a short sleeved T-shirt. Black leather
shoes must be worn, with black cotton socks. Jeans are not permitted. For female students, the uniform
consists of Ellery navy trousers and an Ellery navy tunic top that will be provided by the college. This
must be worn at all times.

All Student uniforms should be kept clean, pressed and worn as a complete outfit. Tunic tops provided
by the College must be worn without any other garment showing underneath. In winter, a student may
wear a plain navy cardigan for extra warmth if needed. The uniform is not to be mixed or matched with
other pants or tops. Uniforms may be updated or changed by the College from time to time.

The Ella Baché Image

While the following rules specifically refer to female students, male students are equally required to be
neat and tidy and present an image of impeccable grooming at all times.

Hair

For all students in the college:

e Long hair must be tied back away from the face. Hair must be worn off the collar and should
not come in contact with clothing.

e Hair must be neat and project a professional image, suitable to beauty therapy.
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e For short hair styles that cannot be tied back, hair must be neat and kept away from the
face, using bobby pins and/or a thin plain, black headband.

e Any hair clips or adornment should be black and discrete.
¢ Natural hair colours only are allowed and no extreme haircuts are permitted.

Shoes

Shoes must be enclosed, leather or vinyl plain black and have soft soles. Open toes, canvas shoes, sling
backs, strappy sandals or boots are not allowed.

e Bows, fancy embellished designs, and heels are not allowed.

e Students must ensure that heels and soles are in good state of repair at all times. Shoes
are to be kept polished.

Stockings

For females, flesh-coloured knee high stockings must be worn at all times. No other socks are allowed.

Make-up

¢ All students are required to wear some light day makeup

e Eyes, cheeks, and lips are to be highlighted

¢ Make up should be reapplied during the day but not in public or in the working environment.
Nails

Wearing of coloured or clear nail polish is not permitted

Nails should be short, clean, and well-manicured

No acrylic or gel nails to be worn.

Accessories
¢ No necklaces, bracelets and bangles are to be worn with the uniform

e The only jewellery permitted is one pair small gold or silver earrings
e A wrist watch is acceptable but must be removed during practical lessons

General Hygiene for all students

e Breath fresheners should be used and teeth cleaned/flossed regularly

e Students are to be aware of unpleasant odours due to perspiration or after eating strongly
flavoured foods

e Uniform should be washed dalily.

Cleanliness

It is imperative that we have high standards of cleanliness in all work areas including the practical training
areas and student kitchen/recreation areas. In particular, attention should be paid to the following:
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e No food is to be kept in any lockers at any time.

o At the end of the week, any food items or containers must be thrown away or taken home
e Any food and containers left in the fridges at the end of the week will be thrown away.

o All surfaces should be regularly wiped free of fingerprints, dust, and grime.

e Glass surfaces should be free of smearing, and walls cleaned of scuff marks.

o Kitchen areas should be kept clean and tidy at all times - if cutlery and crockery is used it
should be washed and put away after use. Food should not be left lying around.

¢ No food is to be consumed in any of the practical rooms.
¢ Routine hygiene duties are to be carried out according to the duty roster every day

o All students are reminded to leave valuable possessions at home. No responsibility will be
taken for lost items. Personal items are not to be left on tables.

Ella Bache Legislative and Regulatory Responsibilities

Ella Bache College Legal Responsibilities

Ella Bache College is required to operate in accordance with the laws of Australia. This means we comply
with the requirements of legislative and regulatory requirements. The following legislation is a list of the
Acts that Ella Bache College has recognised for which it has compliance responsibilities.

During your day-to-day work and when patrticipating in training, you will need to be aware of the relevant
legislation (Acts of Parliament) that may impact on you.

While Ella Bache College has an obligation to meet certain requirements of these Acts, you also should
make yourself fully aware of the legislation that affects you.

Copies of State and Federal legislation can be found at https://legislation.nsw.gov.au/ (State)

https://www.legislation.vic.gov.au/ https://www.legislation.qgld.gov.au/(State) and www.comlaw.gov.au
(Federal).

Following is a summary of the legislation that will generally apply to your day-to-day work and training.

Statutory Cooling Off Period

Under the Australian Consumer Law, most products and services bought in Australia come with
automatic guarantees that it will work and do what you asked for. Businesses must provide these
automatic guarantees regardless of any other warranties they give to you or sell you. If a business fails
to deliver any of these guarantees, you have consumer rights for:

. repair, replacement, or refund
. cancelling a service
. compensation for damages and loss.
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See the NSW Fair Trading website for specific information on guarantees, contracts, and warranties as
it applies in NSW. https://www.fairtrading.nsw.gov.au/buying-products-and-services/guarantees,-
contracts-and-warranties/contracts

Please also see the information in this Student Handbook and on the website for Ella Bache College’s:
o Complaints, Grievances and Appeals Policy and Procedure - Click Here

e Fees Schedule - Click Here
¢ Refunds - Fee Paying Students Policy and Procedure - Click Here
e Refunds - VSL Policy and Procedure- Click Here

The Standards for Registered Training Organisations require a person to be informed of their right to a
statutory cooling off period. A statutory cooling off period is defined within the Australian Consumer Law
which was introduced in 2011. A statutory cooling off period (which is 10 days) is a period of time
provided to a consumer to allow them to withdraw from a consumer agreement, where that agreement
was established through unsolicited marketing or sales tactics. These include tactic such as door-to-door
sales and telemarketing. A statutory cooling off period allows a consumer to withdraw from a sales
agreement within 10 days of having received a sale contract without penalty. All students are
recommended to refer to the Australian Consumer Law, Sales Practices Guide for further details about
a statutory cooling off period and our general obligations for consumer protection during the enrolment
process.

It must be noted that Ella Bache College does not engage in unsolicited marketing or sales and therefore
a statutory cooling off period is not likely to be applicable to our students who have enrolled into a
program. For refund options in other circumstances, students must refer to the relevant refund policy;

o Fees Schedule - Click Here
¢ Refunds - Fee Paying Students Policy and Procedure - Click Here
¢ Refunds - VSL Policy and Procedure- Click Here

Work Health and Safety (WHS) Act 2011

The main object of this Act is to provide for a balanced and nationally consistent framework to secure the
health and safety of workers and workplaces by protecting workers and other persons against harm to
their health, safety and welfare through the elimination or minimisation of risks arising from work or from
particular types of substances or plant.

The WHS Act covers most workers in Australia who are protected by nationally uniform work health and
safety laws. This includes employees, contractors, sub-contractors, outworkers, trainees, work
experience students, volunteers and employers who perform work.

The WHS Act also provides protection for the general public so that their health and safety is not placed
at risk by work activities.
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Duties of other persons at the workplace (section 29). Any person at a workplace, including customers
and visitors, must take reasonable care of their own health and safety and that of others who may be
affected by their actions or omissions. They must also cooperate with any actions taken by the person
conducting business or undertaking to comply with the WHS Act and WHS Regulation.

Privacy Act 1988

An organisation must not collect personal information unless the information is necessary for one or
more of its functions or activities.

An organisation must not use or disclose personal information about an individual for a purpose (the
secondary purpose) other than the primary purpose of collection unless:
a. both of the following apply:

(@ the secondary purpose is related to the primary purpose of collection and, if the personal
information is sensitive information, directly related to the primary purpose of collection;

(i) the individual would reasonably expect the organisation to use or disclose the information for
the secondary purpose; or

b. the individual has consented to the use or disclosure.

VET Data Use

Under the Data Provision Requirements 2012 and National VET Data Policy (which includes the National
VET Provider Collection Data Requirements Policy), Registered Training Organisations are required to
collect and submit data compliant with AVETMISS for the National VET Provider Collection for all
Nationally

Recognised Training. This data is held by the National Centre for Vocational Education Research Ltd
(NCVER), and may be used and disclosed for the following purposes:

— populate authenticated VET transcripts
— facilitate statistics and research relating to education, including surveys and data linkage
— pre-populate RTO student enrolment forms

— understand how the VET market operates, for policy, workforce planning and consumer
information, and

— administer VET, including program administration, regulation, monitoring and evaluation.

As a student you may receive a survey which may be administered by a government department or
NCVER employee, agent or third party contractor or other authorised agencies. You have the right to
opt out of the survey at the time of being contacted.

NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy Act
1988 (Cth), the National VET Data Policy and all NCVER policies and protocols (including those
published on NCVER's website at www.ncver.edu.au).
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Anti-Discrimination Act 1991

The main purpose of the Act is to promote equality of opportunity for everyone by protecting them from
unfair discrimination in certain areas of activity, including work, education, and accommodation. Anti-
Discrimination applies to a person's race, religion, colour, sex, physical and/or mental capacity.

Disability Discrimination Act 1992

re 8, BE £

Vv g (

v 0
. tda - - {![ C— l} . - \‘ "

A person discriminates against another person on the grounds of a disability if, because of the person’s

disability, they treat or propose to treat the person with a disability less favourably than, in circumstances
that are the same or are not materially different, they treat or would treat a person without the disability.

Circumstances in which a person treats or would treat another person with a disability are not materially
different because of the fact that different accommodation or services may be required by the person with
a disability.

Sex Discrimination Act 1984

The purposes of the Act are to

e to eliminate, so far as is possible, discrimination against persons on the ground of sex, marital
status, pregnancy, or potential pregnancy in the areas of work, accommodation, education, the
provision of goods, facilities and services, the disposal of land, the activities of clubs and the

e administration of Commonwealth laws and programs; and

¢ to eliminate, so far as possible, discrimination involving dismissal of employees on the ground of
family responsibilities; and

¢ to eliminate, so far as is possible, discrimination involving sexual harassment in the workplace,
in educational institutions and in other areas of public activity; and

e to promote recognition and acceptance within the community of the principle of the equality of
men and women.
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Copyright Act 1968

Copyright is a type of property that is founded on a person's creative skill and labour. It is designed to
prevent the unauthorised use by others of a work, that is, the original form in which an idea or information
has been expressed by the creator.

Copyright is not a tangible thing. It is made up of a bundle of exclusive economic rights to do certain acts
with an original work or other copyright subject-matter. These rights include the right to copy, publish,
communicate (e.g. broadcast, make available online) and publicly perform the copyright material.

There is no general exception that allows a work to be reproduced without infringing copyright. Where a
part of a work is copied, the issue is whether a substantial part of that work has been reproduced and
thus an infringement has occurred.

However, there is a 10% rule which applies in relation to fair dealing copying for the purposes of
research or study. A reasonable portion of a work may be copied for that purpose, and a reasonable
portion is deemed to be 10% of a book of more than 10 pages or 10% of the words of a work in
electronic form.
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How to Find us:

The Sydney College is located at 2-4 Lambs Road Artarmon NSW 2064
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How to get to Ella Bache College via public transport:

Moovit app -click here

From the City

Bus: Catch the 320 Bus from Town Hall Station Park St, Stand K. Buses leave every 15 minutes.
Train: Catch the train to Artarmon Station and walk to the College (15 minute walk)

From Chatswood (station/ concourse)

Bus: Catch the 533 Bus from Chatswood Station Victoria Avenue, Stand F. Get off at Pacific Hwy at
Dickson Ave. Buses leave every 15 minutes.

Train: Catch the train to Artarmon Station and walk to the College (15 minute walk)

Click Here Melbourne and Brisbane Training Rooms
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