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I NTRODUCTION TO MELBOURNE LANGUAGE CENTRE 
 

Melbourne Language Centre (MLC) was established in 1988 and has a proud history of 

providing international students with quality English language training. English 

language courses are offered from beginner to advanced levels and are taught by fully 

qualified and experienced staff who are not only of the highest caliber but are experienced 

and sensitive to the needs of international students. 

 

 

We have the enviable reputation of being Australiaõs premier High School Preparation 

Centre. At MLC we pride ourselves on maximising Your academic potential, while 

understanding that this goes hand-in-hand with Your welfare. 
 

STUDENT SUPPORT 
We provide services to our students on the commitment of continuous care. This is 

reflected in the various support services programs and initiatives that we provide to You 

before commencement of Your studies, during Your studies and when You complete Your 

studies. 

Our student support officers are committed to support and assist You in various areas of 

Your academic lives as well as Your welfare. You should contact the following officers for 

support services or for more information relating to Your courses:  

 

ADMINISTRATION AND COURSE OFFICERS BILINGUAL COUNSELORS 
MA N D Y SI M O N DS (RE G I STR A R)  
TE L:  (+613)  9663  3399  

EMA I L :  R E G I STR A R@ST OT TS.V I C.E D U.A U 

JU LI A  ZH A NG  ( F O R CH I N ES E  S TU D EN TS)  
TE L:  (+613) 9663 3399 

EMAI L:  JU L I A Z@ME LB L AN G.C O M.A U  

 

SUE  PA R KE R  (AD M I NI STR A TI O N OF F I CER)  
TE L:  (+613)  9663  3399  

EMAI L :  SUE P A R KE R@ME L B L A NG.C O M.A U 

WE N SH A N ( F OR  CH I N ES E S TU D EN TS)  
TE L:  (+613) 9663 3399 
EMAI L:  WE N@ME LB L AN G.CO M.AU  

 

MA U R I C I O  D I A Z (A D MI NI ST R A TI O N OF F I CE R-  

EL I Z A BE TH STR E ET  CA MP U S)   
TE L:  (+613)  9663  3399  

EMA I L :  M.diaz@sto t ts.v i c .edu .au   

MA U RI CI O  DI AZ  ( F O R CO LU MB I AN S TU DE N TS)  
TE L:  (+613) 9663 3399 

EMAI L:  M .DI A Z@S TO T TS.VI C.E DU.AU  

Our focus is You 

We believe in Your future 

We will work with You to find the right pathway to get where You 

want to go 

 

mailto:registrar@stotts.vic.edu.au
mailto:juliaz@melblang.com.au
mailto:sueparker@melblang.com.au
mailto:wen@melblang.com.au
mailto:M.diaz@stotts.vic.edu.au
mailto:m.diaz@stotts.vic.edu.au
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CH I E N VU  ( F OR  VI E T NA ME SE  ST UD E N T S) /  ACA DE M I C  

PR OG R A M MA NA G E R  MLC &  ME L B OUR NE  LA NG UA G E  

CE NTR E 
TE L:  (+613)  9663  3399  

EMA I L :  CH I E N.V U@S T OT TS.V I C.E DU.A U  

MI K I  TA N AK A ( F O R JA P AN ES E S TU D EN T S, ENG LI S H  F OR 

HE A LT H  PROFES S I O NA L S)  
TE L:  (+613) 9663 3399 

EMAI L:  M I K I@M E LB LA NG.C OM.AU 

HE L E N MA  (D I R E C TO R  OF ST UD I E S:  GE, EAP, EHP, 
HSP) 
TE L:  (+613)  9629  9966  

EMA I L :  HE L E N.M A@ME L B L A N G.C O M.A U 

ROS E  NG U Y E N ( F O R VI E TN AM ES E  S TU D EN TS)  
TE L:  (+613) 9663 3399 

EMAI L:  RO S E H O NG NGU Y E N@M ELB L AN G.C OM.AU 

CH R I S  W I L K I NS O N (H I G H  SC HO OL  PR E P A R A TI O N 

MA NA G E R, SCH O OL  L I A I SO N OFF I CE R)  
TE L:  (+613)  9663  3399  

TE L:  (+613)  9899  2666  

EMA I L :  CH R I S.W@ME L BL A N G.CO M.A U 

HU O NG PH A M ( F O R VI E TN AM E S E S T U DE NT S)  
TE L:  (+613) 9663 3399 

 

EMAI L:  M L C MK TG2@NE TS P A C E.N E T.A U 

NI K I T A  DUL I C  ( IT  SUP P OR T)  
TE L:  (+ 613)  9663  3399/  9867  1122  

EMA I L :  N.D UL I CS@S T OT TS.V I C.E DU.A U 

BEN JA MI N  SA PO R TA  ( F O R I N DI AN, NEP A LE S E  A N D 

MI D D LE  EAS T ER N S T U DE NT S)  
TE L:  (+613) 9663 3399 

EMAI L:  B.S A PO RT A@M E LB LA N G.CO M.AU  

L I BR A R I A N 
TE L:  (+613)  9663  3399  

EMA I L :  L I B R A R I A N@S T OT TS.V I C.E D U.A U 

RA CH E L TAN  ( F OR I N D ON ES I A N S TU D EN TS)  
TE L:  (+613) 9663 3399 

EMAI L:  RA C H E LT@ME LB L AN G.CO M.AU 

  STU D EN T SU P PO R T SE R VI C ES  OF F I CE R 
TE L:  (+613) 9663 3399 

 JO H N CU MM I NG  (HOM ES T AY  MAN AG E R/  

GU A R DI ANS H I P  AU S TR A LI A)  
TE L:  (+613) 9663 3399 

EMAI L:  M L CH O ME@N E TS PA C E.NE T.AU  

 

DURING ENROLMENT 
MLC will also provide you with a comprehensive orientation 

program whereby you are introduced to your campus, MLCõs 

facilities and staff, MLCõs policies and Code of Conduct/ school rules 

and the availability of student support services.  

 

The following table illustrates the types of specific academic support 

provided to MLCõs students. These services are in addition to the 

general support services provided to all students by virtue of MLCõs 

open door policy relating to student consultation. This means, 

provided that the relevant staff is not busy or 

unavailable, you can always come and talk to 

them. 

 

mailto:chien.vu@stotts.vic.edu.au
mailto:miki@melblang.com.au
mailto:helen.ma@melblang.com.au
mailto:rosehongnguyen@melblang.com.au
mailto:noel@melblang.com.au
mailto:mlcmktg2@netspace.net.au
mailto:n.dulics@stotts.vic.edu.au
mailto:b.saporta@melblang.com.au
mailto:librarian@stotts.vic.edu.au
mailto:rachelt@melblang.com.au
mailto:mlchome@netspace.net.au
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General English, English for Academic 

Purposes, English for Health Professionals 

High School Preparation (English for 

Secondary Schools) 

 

Student Support Service Class 

Availability : Monday-Friday (ex 

Tuesday) 

Duration: 45 minutes 

Accessibility: Fully accessible by students 

(whether referred by teachers or not) 

The student services sessions/classes will 

provide students with supports in the 

following areas: 

¶ Reading and comprehension of 

homeworks; 

¶ Writing and listening skills; 

¶ On going practise of presentation and 

   conversing in English; 

¶ Developing the confidence and esteem  

of the students to be able to assimilate 

into, enjoy and comprehend their future 

classes. 

 

 

 

High School Preparation Manager 

Availability : Monday-Friday 

Accessibility: Open-door policy 

Students who are having issues or who 

simply need to speak to someone about 

their courses are able to speak to the HSP 

Manager. The following are some of the 

areas of consultation: 

¶ Academic progress; 

¶ Academic difficulties; 

¶ Attendance; 

¶ Homestay/ guardianship issues; 

¶ General personal day-to-day issue 

which might affect the studentõs 

study progress; 

¶ School pathways; 

¶ School visits; 

¶ School liaison; 

¶ Parents/Agents meeting or 

consultation. 

 

Pronunciation Class 

Availability : Monday-Friday (ex Tuesday) 

Duration: 45 minutes 

Accessibility: Fully accessible by students 

(whether referred by teachers or not) 

The class focuses on pronunciation and 

speaking skills. 

 

 

 

 

Homestay/Guardianship Australia 

Manager 

Availability : Monday-Friday 

Accessibility: Open-door policy 

 

Students/ agents/ parents/ relatives 

wishing to discuss homestay or 

guardianship related issues can approach 

the homestay manager. 

In some cases, if the student is under the 

care of Guardianship Australia, they are 

able to contact the guardian outside of 

office hours. 
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Full -time staffs are available at the centre 

when they are not teaching. 

Full -time staffs are available at the 

centre when they are not teaching. 

 

I NFORMATION TECHNOLOGY SUPPORT 
The Information Technology (IT) support officer will be available at 

the campus twice a week. The scheduled availability times will be 

posted on the computer lab door. In addition, the librarian can also 

provide students with basic IT support. 

 

CONSULTATION 
Further, MLC has an open-door policy in its dealings with students. 

Students are always welcomed and encouraged to speak or consult 

the relevant staff of the centre once they have an issue or concern. 

This enables staff and teachers to identify the students and refer 

them to the appropriate services more efficiently and effectively.  

 

MLCõs staff will be pro-active in identifying and referring students 

who need support services from within or outside of the centre.  

 

GRADUATING 
Students who are about to finish their studies with MLC will also 

have the opportunity to consult the HSP Manager/ Director of 

Studies/ Registrar about their school (or other) pathways or their 

opportunities for further study within or outside of MLC.  

 
COSTS 

As part of our commitment of continuous care, MLCõs Student 

Support Services classes and services can be utilised by students at 

no cost. It should however be noted, when MLC refers students to 

external agencies or organisations, students might be required by 

those external bodies to pay service fees. 
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STUDENT ORIENTATION 
You should ensure that you attend the MLC New Student 

Orientation session. It is your opportunity to find out what it takes 

to be a successful student, and learn about the Centre and essential 

information regarding your study.  

Orientation typically runs for 20-30 minutes in the designated area 

of the respective campuses. You will generally be provided with the 

following information: 

 

1. Introduction to Melbourne Language Centre: 

- MLC background information; 

- MLC campuses; 

- MLC courses. 

 

2. Class time and learning duration: 

- Class time; 

- Learning duration for each level; 

- How and when students are promoted to the next level; 

- How to achieve the designated learning duration. 

 

3. Attendance policy 

- Attendance requirements for international students; 

- Consequences of poor attendance; 

- Some notices for attendance in class; 

- Application for leave in case of compelling circumstances. 

 

4. Students support 

- Studentsõ first language advisors at MLC; 

- Homestay/ guardian advisor at MLC; 

- Pathway services at MLC; 

- Interpreter service of Victoria; 

- Student facilities: reading room, lab room with information 

on user name and password for computer and printing, 

studentsõ kitchen area and cooking facilities, boiling water 

facility , hot and cold water facility, toilets. 

 

5. Useful information 

- Report on change of telephone and address; 

- Student ID procedure; 

- Student Medibank Card procedure and tips; 

- Banking; 
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- Transportation: type of valuable Metcard and where to 

purchase, notices on using Metcard, parking in the city; 

- Important telephone numbers. 
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I NFORMATION ABOUT YOUR ENROLMENT 

COMMENCEMENT AT MLC 
For international student applicants, Melbourne Language Centreõs 

Registrar will notify the Department of Immigration within 14 days 

of expected course commencement date of the details of a student 

who does not commence course when expected, including whether a 

visa has been granted to the student, whether the student has 

arrived in Australia and any other relevant information. 

If you cannot commence on time, you should contact our 

registrar in order to avoid cancellation of your enrolment with 

us. 

 
REFUND POLICY 

Applications for refunds must be made in writing to Melbourne Language 

Centre within 20 working days of non-commencement of course, 

except in cases of visa rejection. Refunds will be issued within 28 

days of receipt of a written application and will include a statement 

including how the refund was calculated. Please note the following 

clauses: 

Á Enrolment Fees are only refundable upon provider default; 

Á There will be no refund if cancellation occurs after course 

commencement. (except in case of visa rejection) 

Á Homestay, homestay placement and airport transfer fees are 

not refundable if cancelled less than two weeks before arrival; 

Á Early termination of homestay is subject to a 10% 

cancellation fee on monies paid; 

Á Fees will be refunded in full if proof of visa rejection is 

provided; Visa refusal refunds are calculated in accordance 

with ESOS Regulation 3.19(2) & (3) 

Á Melbourne Language Centre reserves the right to cancel or 

not offer a program.  If any program is cancelled and/or not 

offered, in accordance with sections 27 and 29 of the 

Education Services for Overseas Students Act 2000, and the 

ESOS regulations 2001 (as amended), one of the following 

options will be offered: 

 

1. Fees will be refunded in full, within two (2) weeks from 

the date of default; or 
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2. An alternative course or part course can be arranged at 

the providersõ expense.  If accepted by the student the 

payment of course fees will be paid to the alternative 

provider within two (2) weeks from the date of notice of 

default. 

 

Á Notice of student cancellation must be received in writing 

before course commencement, fees will be refunded less: 

1.  Fees paid to a representative (if applicable); and 

2.  A cancellation fee of 20% of course tuition fees. 

Á Tuition fees are not transferable to another person; 

Á Refunds will be paid to the person who enters into the 

written agreement with the centre. 

 

This policy and the availability of Melbourne Language 

Centre Complaints and Appeals Policy do not remove from 

you the right to take further action under Australian 

Consumer Protection laws or to pursue other legal remedies. 

 
CONDITIONS OF ENROLMENT 

It is understood that you have read and understood the following 

Conditions of Enrolment (as found in your Letter of Offer and 

Written Agreement) and agree to accept them. Any further 

amendments will be advised to you as they occur. 

The conditions are as follows: 

1) Melbourne Language Centre reserves the right to discontinue 

or alter any course date, tuition or service fee, location, 

timetable or staffing without prior notice.  (This will 

constitute as provider default) 

 

2) Arrival as per the course commencement date at Melbourne 

Language Centre unless the student has obtained permission 

for late arrival from the Centre. 

 

3) Students agree to abide by the rules and regulations of 

Melbourne Language Centre as well as being bound by the 

Centreõs policies and procedures. 

 

NOTE: Melbourne Language Centre is a member of English Australia 
Student Tuition Assurance Scheme. This scheme ensures that should 
Melbourne Language Centre become unable to provide its courses, 
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English Australia will place students in an equivalent course at another 
institution . 

 

In the next couple of pages, you will find important 

information relating to MLCõs rules, policies and procedures 

that you should follow and that you are bound under. 
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OTHER I MPORTANT I NFORMATION 

 
ATTENDANCE 

ü If you are sick and going to be absent, you should go to the 

doctor and obtain a medical certificate.  

 

If you are under 18  and you do not go to the doctor, 

you must bring a letter from your parents / guardian / 

homestay stating that you were sick or unable to come 

to school.  

 

ü You must give the doctor certificate/ the letter to your 

Principal/ Director of Studies/ Administration.  

ATTENDANCE WARNINGS 
 

1. If you do not come to school regularly and your attendance falls 

below 90%, you will be given the 1st warning letter. 

 

2. If you continue to be absent and your attendance falls to 85%, 

you will be given the 2nd warning letter. You will be required to 

meet the Principal/ Director of Studies to explain the reason for 

non-attendance.  

ü You will be counselled and offered any necessary support.  

ü You may have to agree to do catch-up study or change your 

accommodation or guardianship arrangement.  

 

3. If your attendance falls to 80%, you will be given the 3rd 

warning letter. This is the final warning letter. You will again 

be counselled and where necessary, your parents/ agent will be 

notified. 

 

4. If you sti ll do not make the effort to come to school regularly, 

MLC will send you a letter indicating its intention to report you 

to the Department of Immigration. This can result in you being 

sent back to your home country. 

 

5. You have 20 days to appeal MLCõs intention to report you. 

Refer to Complaints and Appeals Procedures or speak to your 

Principal/ Director of Studies if you wish to do this. 
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WELFARE AND ACCOMMODATION ARRANGEMENT POLICY 
If you are under the age of 18, you are required to maintain 

adequate welfare and accommodation requirements as a condition 

of your student visa. If you are not under the care of a parent or 

suitable relative, as defined by the Department of 

Immigration and Citizenship, your accommodation 

arrangements must be approved by Melbourne Language 

Centre.  

 

If you are under the age of 18, you are also required to have a 

guardian / responsible adult who is over the age of 21, 

nominated by your parents / legal guardian and approved by 

Melbourne Language Centre. Guardianship Australia is 

Melbourne Language Centreõs preferred guardianship service 

provider.   

 
CHANGE OF ADDRESS 

Upon arriving in Australia you are required to advise Melbourne 

Language Centre of your residential address and telephone number 

and of any subsequent changes to your residential address.  

This is extremely important. Under Section 20 of the Education 

Services for Overseas Students (ESOS) Act 2000, Melbourne 

Language Centre is obliged to serve a notice at your last known 

address if you breach a student visa condition relating to attendance 

or academic performance.  

It is your responsibility to ensure that you always update your 

address details at Melbourne Language Centre to ensure you 

receive important information about your course, fees and 

possible breaches of your student visa. 

Additional information on student visa issues is available on the 

Department of Immigration and Citizenship website: 

https://www.diac.gov.au. 

https://www.diac.gov.au/
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COURSE PROGRESS AND COURSE COMPLETION 
Melbourne Language centre is required to check and monitor your 

course progress to ensure that you are doing well with your English 

studies. This is important for you because you are in Australia to 

study and some of you need solid preparation of your English skills 

before you continue your studies further. 

 

Monitoring course progress 

An assessment of course progress will take place at the middle and end of 

each module of ELICOS courses: 

Course(s) Assessment Feedback- Report 

General English Week 5 

Week 10 

Week 10 

English for Academic 

Purposes 

Week 5 

Week 10 

Week 10 

English for Health 

Professionals 

Ongoing 

Week 8 

Ongoing 

High School 

Preparation 

Ongoing 

Week 8 

Week 8 

 

Assessment tasks 

ü Assessment tasks will cover all four macroskills- Reading, Writing, 
Speaking and Listening. 
 

ü Assessment tasks may include: 
o In-class participation; 
o Homework tasks; 
o Formal and informal class tests; 
o Interview with a staff member; 
o Participation in group activities. 

 

ü Your teacher will also be assessing your language skills during class.  
 

ü You will make good progress with your English language studies if 
you use English as much as possible, participate regularly during 
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classes and complete all of your homework, course assignments, test 
and activities.  
 

Intervention strategies 

ü If your teacher considers that you are not making satisfactory course 
progress because your attendance is low or for any other reasons, he 
or she will meet you to talk about it or refer you to an appropriate 
counsellor. 
 

ü Your teacher might suggest the following to take place in order to 
help you improve your English: 
 

o You may be given the opportunity to move to an easier class; 
o You may be given extra activities; 
o You might have to enter into a learning arrangement with your 

teacher. 
  

ü Melbourne Language Centre will do everything it can to help with 
your studies. However, if you still do not achieve satisfactory 
progress after being assisted by your teacher or counsellor, we must 
report this to the Australian government. You will receive a notice of 
intention to report which includes information on hot access MLCõs 
appeals process if you disagree with MLCõs decision. 
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HIGH SCHOOL PREPARATION GENERAL I NFORMATION 
Á Class Times 

Time Activity  

9:00 ð 10:30 Class 

10:30-10:45 Morning Break 

10:45-12:15 Class 

12:15-1:15 Lunch 

01:15-02:15 Class 

02:15-02:30 Afternoon break 

02:30-03:30 Class 

 

Á Uniform 

Your school uniform is a white shirt and an MLC tie. The 

uniform must be worn to and from school as well. Your shirt 

must be tucked in and you must keep a neat appearance. 

 

Á Sport 

Sport is played once a week. On Sports day, you must change 

into your sports clothes at lunch time. It is important that you 

stay close to the teachers at sport and do not wander off. 

 

Á Typequick 

Students will also be taught the skills of touch-typing once a 

week. 

 

Á Homework 

Your teacher will give at least one hour of homework each 

night. It is important that you study at home every night.  

 

Á Student leave 

If you wish to take leave for a holiday or any other purpose, you 

must obtain permission from the Principal well in advance. If 

you are under 18, you must have a letter from your guardian or 

parents requesting leave. 

 

Á Reports  

Your school report will be given to you every 8 weeks and a 

copy will be sent to your future high school. 

 

Á Office hours 

The office is open from 09:00 am to 05:00 pm Monday to Friday 

and is situated on the ground floor. If you have any problems or 

questions relating to your student visa or medibank card, the 

administration staff will be able to help you. 
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Á Lunch, Food and Drinks 

You can bring your own lunch or buy from the shops or 

restaurants near the campus. Please be careful in crossing 

streets. Also ensure that the kitchen area, foyer, classrooms and 

any other areas are kept clean.  

 

Á Property 

Ensure that you look after your own property and do not 

damage or steal MLC/ othersõ property. 
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GE, EAP AND EHP CLASS T IMES 
General English Class Times 

Time Activity  

AM classes  

08.30-10.30 Session 1 

10.30-10.45 Morning Break 

10.45-12.45 Session 2 

12.45-13.15 Lunch Break 

13.15-14.00 Student Support Services/ 

Pronunciation Class (see 

noticeboard for details) 

PM classes  

13.15-14.00 Student Support Services/ 

Pronunciation Class (see 

noticeboard for details) 

14.15-16.15 Session 1 

16.15-16.30 Afternoon Break 

16.30-18.30 Session 2 

  

EAP Class Times 

Time Activity 

09.15-10.45 Session 1 

10.45-11.00 Morning Break 

11.00-12.30 Session 2 

12.30-13.30 Lunch 

13.30-14.30 Session 3 

14.30-14.45 Afternoon Break 

14.45-15.45 Session 4 

 

EHP Class Times 

Time Activity  

09.15-10.45 Session 1 

10.45-11.00 Morning Break 

11.00-12.30 Session 2 

12.30-13.30 Lunch 

13.30-14.30 Session 3* 

14.30-14.45 Afternoon Break 

14.45-15.45 Session 4**  
*Every Tuesday and Thursday, there are only 3 sessions per day 

**Every Monday, Wednesday and Friday, session 4 will be the role-play 

session. 
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HIGH SCHOOL PREPARATION SCHOOL RULES 
If you are going High School Preparation, you should read and follow the 

following rules carefully: 

1. Class starts at 9:00 am. Please do not be late. 

 

2. You are permitted to speak ONLY ENGLISH in class. 

 

3. You must wear your uniforms AT ALL TIMES during school hours. 

Your shirt must be tucked in. Students who do not wear the uniform 

correctly will be given a detention. 

 

4. You are NOT PERMITTED TO SMOKE during school hours.  

 

5. Smoking IS NOT PERMITTED IN ANY PART of Melbour ne 

Language Centre. 

 

6. If you are in Carlton Campus, you are not allowed to be in the 

BASEMENT PARKING AREA.  

 

7. Any HOMEWORK set by your teacher MUST be completed. 

Students who do not complete their homework will receive detention. 

 

8. You must keep the school and the studentsõ kitchen area clean. Please 

use the RUBBISH BINS provided. 

 

9. You are not to use offensive or bad language. 

 

10. You are TO RESPECT your friends, your teachers and other people 

who come into contact with you at MLC. 

 

11. You are not allowed to run, wrestle, push or do anything WHICH 

CAN BE DANGEROUS TO YOURSELF OR OTHER PEOPLE 

especially inside the campus. 

 

12. Listen to the instructions of your teachers and MLC staff at all times. 

 

13. Be courteous to other people. 

 

If you fail to follow the above rules, it may result in detention. 

If you continue to break the rules even after you have been 

warned, serious actions might be taken. DO I HAVE ANY 

RIGHTS? You ask. YES, have a look at the next page.  
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MLC STUDENTS RIGHTS 
As a Melbourne Language Centreõs student, You are 

afforded the following rights: 

 
1. The right to study in an environment free from unlawful 

discrimination, bullying, intimidation or harassment; 

 

2. The right to be provided with accurate and accessible information 

about all relevant aspects of a course including unit learning 

outcomes, content, assessment and timetables in a timely manner 

before the start of each study period; 

 

3. The right to have any disputes settled in a fair, efficient and 

rational manner (Complaints and Appeals Policy ); 

 

4. The right to express and share ideas and the right to ask questions 

in class rooms or in individual consultations with educators; and 

 

5. The right to provide feedback on unit or subject quality, educatorsõ 

delivery performance, student support services and facilities. 

 

MLC STUDENTS CODE OF CONDUCT 
The Code of Conduct stipulates the minimum standards that 

students should adhere to at all times when studying at MLC: 

1. Students must treat MLCõs staff and other students with respect, 

fairly and without discrimination, regardless of religious, cultural, 

racial and sexual differences, age, disability or socio-economic 

status; 

2. Students must ensure the safety and cleanliness of the study 

environment; 

3. Students must not intimidate or attempt to intimidate MLCõs staff 

and other students;  

4. Students must not damage or misuse MLCõs property and other 

studentsõ properties; 

5. Students must not use mobile phones during class times; 

6. Students must not smoke in non-smoking areas. 

 

Students are also expected to: 

 

1. Inform themselves of, and comply with, all relevant laws and 

MLCõs  policies and procedures; 

2. Participate constructively in the learning process and experience; 

3. Inform themselves of their courses and their unit requirements as 

well as their individual academic progress; 
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4. Use facilities and services in a honest and responsible manner; 

5. Recognise that cheating, plagiarism and fabrication or falsifications 

of data are not acceptable; 

6. Recognise, embrace and promote diversity; 

7. Adhere to the proper use of copyrighted material and the internet. 
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COMPLAINTS AND APPEALS 
 

MLC is committed to dealing with student problems/complaints 

quickly and fairly.  

Members of staff will try to help you with your problem or 

complaints. If you are still not satisfied, you have the right to take 

your problems to an external body if required.  

You may bring someone with you to any of the meetings. 

If you would like to make any complaints or appeals any decision of 

MLC, please follow the following procedures. 

 

Step 1. Internal Informal Resolution  

(Talk to the relevant officers: Teacher, Principal, Director of Studies, Bilingual 

Counsellor or staff member concerned) 

Step 2. Internal Formal Resolution  

(Talk to the Principal/ Director of Studies/ Head of Department/ Homestay Manager) 

Step 3. Internal Appeal Process  

(Lodge an Internal Appeal to the Appeal Panel) 

Step 4. External Complaint Body (EA/ ACCC) 

(Make a complaint to EA/ ACCC)  

EA is the industry association for English Language colleges. It will act as an 

independent body and will provide mediation services to help resolve any dispute 

between the student and MLC. 

The written complaint should be directed to: 

English Australia 

PO Box 1437 

Darlinghurst NSW 1300 

Tel: (02) 9264 4700 

 Or 

Australian Competition and Consumer Commission (ACCC)  

The Infocentre can be contacted by calling 1300 302 502 (Australian callers) or +612 

6243 1305 (overseas callers). 

Electronic compliant can also be made using the complaints form on 

http://www.accc.gov.au 

http://www.accc.gov.au/
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DEFERMENT, SUSPENSION AND CANCELLATION 
ü If you need to: 

 

(a) Defer the commencement of your study; or 

(b) Suspend your study 

 

You must have a valid compassionate or compelling reason to do 

so. This can include but are not limited to: 

i. Illness (medical certificate needs to be provided); 

ii.  Bereavement involving close family members such as parents 

or grandparents (where possible, a death certificate should be 

provided); 

iii.  Major political upheaval or natural disaster in the home 

country, requiring emergency travel, that has impacted on 

studies; or 

iv. A traumatic experience which has impacted on the student 

(where possible, these should be supported by policy or 

psychologistsõ reports)  

 

ü Your application will be assessed on their merit by the Principal/ 

Director of Studies. 

ü All applications will be considered within 14 working days. 

ü In some cases, MLC might have to exclude you from class, 

suspend or cancel your enrolment: 

Exclusion from class  

¶ You may be excluded from class studies on the grounds of misbehavior. 

¶ Your parents or guardians will be notified. 

¶ The length of the exclusion will be determined by the Principal/ 

Director of Studies. 

¶ You must abide by the conditions of your exclusion which might 

include having to study or work during the period of exclusion. 

 

Suspension 

¶ You may be suspended on the grounds of misbehavior or for 

compassionate or compelling circumstances. 

¶ Your parents or guardians will be notified. 

¶ Depending on the length of the suspension, the Registrar might have 

to record it on PRISMS. 
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¶ You must abide by the conditions of your suspension which might 

include having to study or work during the period of exclusion. 

¶ If you are suspended for more than 28 days, the Department of 

Immigration requires you to return to your home country unless 

special circumstances exist. 

 

Cancellation   

¶ Your enrolment may be cancelled if you fail to pay your course fees, fail 

to maintain an approved welfare and accommodation arrangements, fail 

to commence your course without an accompanying application to defer 

your studies or if you fail to maintain satisfactory course progress. 

¶ Cancellation of your enrolment with MLC might have a serious 

impact on your study in Australia 

 

If any of the above situations occurs and MLC sends you a letter of 

intention to defer, suspend or cancel your enrolment, then please 

contact the Principal, Director of Studies/ the Registrar as soon as 

possible in order to find out further information as well as the 

availability of complaints and appeals processes.  
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STUDENT TRANSFER POLICY 
 

ü Overseas students are restricted from transferring from their 

principal course of study within the first  six months of the 

course.  

 

ü However, you can nevertheless apply for a letter of release to 

transfer to another education provider in the following 

circumstances: 

a. where the basis of application for release is deemed to be 

exceptional circumstances* relating to your welfare; 

b. where Melbourne Language Centre deems that you would 

be better placed in a course that is not available at the 

Centre;  

c. where you can provide evidence that you were misled by 

Melbourne Language Centre or an education or migration 

agent regarding Melbourne Language Centreõs or its courses, 

which constitute a breach of the ESOS Act;  

d. where an appeal (internal or external) on a matter that may 

reasonably result in you wishing to seek a transfer supports 

your case; or 

e. any other reason stated in the policies of Melbourne 

Language Centre.  

 

*Exceptional circumstances refer to circumstances beyond 

your control. These include but are not limited to: 

i) illness, where a medical certificate states that the 

student was unable to attend classes; 

ii)  bereavement involving close family members such as 

parents or grandparents (where possible, a death 

certificate should be provided); 

iii)  major political upheaval or natural disaster in the home 

country requiring emergency travel that has impacted 

on studies; or 

iv)  a traumatic experience which has impacted on the 

student (these cases should be, where possible, 

supported by police or psychologistsõ reports). 

 

ü In addition, before the letter of release is produced, you have to 

provide MLC with: 

a. a valid enrolment offer (Letter of Offer) from the provider 

you are transferring to; and 
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b. if you are under 18 years of age, you must have written 

evidence that your parent or legal guardian supports the 

transfer and, if appropriate, written confirmation that the 

new provider will accept responsibility for approving your 

studentõs accommodation, support and general welfare 

arrangements as per Standard 5 of the National Code. 

 

ü In some cases, MLC will not provide a letter of release to you in 

the first six months of your principal course where: 

a. where your progress is likely to be academically 

disadvantaged; 

b. where the transfer may jeopardise your progression through 

a package of courses; 

c. where the transfer may be detrimental to your welfare; 

d. where you have recently started studying the course and the 

full range of support services are yet to be provided or 

offered to you; or 

e. where you are avoiding being reported to DIAC for failing 

to meet MLCõs attendance or academic progress 

requirements. 

 

ü All applications for transfer will be considered within 20 

working days and you will be notified of the decision. 

 

ü A letter of release, if granted, will  be issued at no cost to you. 

MLC will also advise you of the need to contact DIAC to seek 

advice on whether a new student visa is required. 

 

ü If a letter of release is not issued, you will be provided with 

written reasons for the refusal to issue. You will also be advised 

as to the possibility of appealing MLCõs decision according to its 

Complaints and Appeals Policy. 

 

ü MLC will maintain records of all requests from students for a 

letter of release and the assessment of, and decision regarding, 

the request on the studentõs file. 
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HOMESTAY GUIDELINES FOR STUDENTS 
Your Host family will assist you with any information that will make 

your stay in Melbourne more enjoyable and help you understand the 

Australian way of life (which you will find to be quite different from the 

lifestyle you have in your home country). 

We wish you every success with your studies and we know you will enjoy 

your stay in Australia immensely.  

1. Payments/Times 

 

o As you have already paid for your first four weeks Homestay at 

the time of application, Melbourne Language Centre will issue the 

cheque on your behalf to the Homestay family.   

o After the first payment, you are responsible for paying your 

Homestay family every four weeks in advance (except for those 

students who have paid Homestay for the complete duration of 

their course).   

o Please ensure you pay your Host when your next payment is due, 

each four weeks, and always ask for a receipt.   

o Do not hesitate to contact the Homestay Co-ordinator at 

Melbourne Language Centre if you have any questions concerning 

your Homestay. 

o Additional Days are to be paid to the Homestay direct, at a rate 

of $40 per day. 

o Students wishing to leave a Homestay, must give TWO weeks 

notice, or the student will need to pay an extra 1 weekõs rent to 

the Homestay. 

o Students wishing to change Homestay must pay another 

Placement fee of $100.   

o All students under the age of 18 years are required as part of their 

VISA to be in MLC Homestay or other "MLC Approved 

Accommodation".  

 

2. Holiday Payment 

o Leave must be approved by Melbourne Language Centre before 

making holiday arrangements.   

o If you are going to be away from your Homestay you must advise 

your Homestay family after receiving your òLeave approvaló.   

o A fee of $100 per week will hold your room for the period of your 

holidays. 
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3. Travel Directions 

o Upon arrival, you will be given clear travel directions to 

Melbourne Language Centre on public transport.   

o Your Homestay will ensure that you know how to get to and 

from Melbourne Language Centre as well as to purchase the 

appropriate transport ticket.   

o Please note that overseas students are NOT ELIGIBLE for a 

student concession rate on public transport. (Most Homestays 

live up to 40 minutes from the city ð 12 - 18 kilometres). 

o Please make sure that you carry your home address, phone 

number and the address of Melbourne Language Centre with you 

at all times. 

4. Luggage 

We are noticing students have some difficulty handling large cases.  

Smaller, soft covered bags/suitcases may be preferable. 

5. Meals 

o As Homestay provides room and full board, three meals a day 

will be provided: breakfast, lunch and dinner.   

o Your Host will not know your food preferences.  It is important  

to tell them what you like and dislike.  Ask permission if you 

would like to help yourself to the food in the cupboards. 

o Meals will not be exactly the same as you have been used to in 

your country, but in Australia we have many different styles of 

food.  You will be able to adapt to this after a short time. 

6. Laundry 

Homestay families will do your washing.  You will be responsible for 

your own ironing.  If you are not sure how to do this, ask your Host and 

they will explain. 

7. Toiletries 

You are expected to supply your own toothpaste and shampoo.  Your 

Host will supply such items as toilet paper, soap and towels for your use. 

8. Cleaning 

o While living with an Australian Homestay family, you are 

expected to keep your room in a tidy and clean condition.   

o When using the Hostõs kitchen, please keep it clean and hygienic.   

o Tidy your bed each morning.   

o When you leave the bathroom please leave it clean, dry and tidy.    
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9. Smoking 

All Homestays are non-smoking homes. 

10. Telephone & Internet 

o You can buy $10/$20/$50 telephone cards at newsagents and 

convenience stores, these cards should be used to make your 

international and interstate calls.  Always ask your Host if you 

may use the telephone. 

o When you have access to the Internet at your Homestay you are 

NOT to download Music or Movies.       

11. Some Advice 

Good manners in Australia are the same as in other countries.  Listed 

below are some suggestions for you to follow. 

o In Australia women and men are considered equal and all members of 

a family share the housework.  You can offer to help to do small tasks, 

ie. washing dishes, etc. as a member of your Host family. 

o òPleaseó, òthank-youó, òmay Ió and òexcuse meó are courtesies 

appreciated by Australian people. 

o Ensure you always lock doors and windows before leaving your 

Homestay. 

o Be aware of peopleõs privacy.  Knock on the door before you enter the 

bathroom, toilet and bedrooms. 

o Always treat your Host family the way you would like to be treated.  

Communicate with your Host. 

o Do not spend more than five (5) minutes under the shower.  Remember 

water is very precious in Australia.  When finished in the bathroom, 

leave it clean and as in any other room always turn off the lights.  Use 

exhaust fans in the bathroom. 

o Do not make noise, play loud music or wander around the house too 

early in the morning or late in the evening.  This may disturb your 

Host family. 

o If you are ever cold in your Homestay at night, tell your Host. They 

will provide you with more blankets. 

o Australians are very concerned about hygiene.  Please wash your 

hands before meals and after using the bathroom. 
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o If you are going to be home late please inform your Host.  This is very 

important.   

o If you are not going to be home for dinner, advise your Host in the 

morning or the night before. 

o Tell your host if you wish to bring a friend home and introduce them 

to your Host.  If they wish to join you for a meal please ask your Host.   

o If you are going to stay at a friendõs house overnight, tell your Host 

where you are going and how you can be contacted in an emergency.   

o Ask your Host if you wish to have a friend stay overnight at your 

home. 

o Breakages by students must be paid for before leaving Australia. 

 

12. High School Students 

High school students are to stay with their Homestay families during the 

school weeknights.  Students may stay overnight with friends on Friday 

or Saturday nights providing the student gives the Homestay the 

friend(s) name, phone number and address.  This is necessary in case of 

emergency. 

High school students should show the Homestay their homework, ask 

them to check it and sign that they have seen it.  From Sunday to 

Thursday all students should be home by dinner time. 
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