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INTRODUCTIONTO MELBOURNELANGUAGECENTRE

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 Au
Centre. At MLC we pride oursels on maximisingrour academic potential, while
understanding that this goes hanth-hand with Your welfare.

STUDENT SUPPORT

We provideservices toour students on the commitment ofontinuous carerhis is
reflected in the various support services progns and initiatives thatwe provide to You
before commencement &four studies, duringYour studies and wheryYou completeYour
studies.

Our student support officers are committed to support and ass¥&iu in various areas of
Your academic livesas well as Yur welfare You shouldcontact the following officers for
support services or for more information relating tgour courses

MANDY SIMONDS (REGISTRAR JULIA ZHANG(FORCHINESE STUDENTS
TeEL: (+613) 9663 3399 TEL: (+613) 96633399

EMAIL: REGISTRARDSTOTTSVIC.EDU.AU EMAIL: JULIAZAMELBLANGCOMAU

SUE PARKER(ADMINISTRATION OFFICE) WEN SHAN (FORCHINESE STUDENT)S
TEL: (+613) 9663 3399 TEL: (+613) 96633399

EMAIL: WEN@MELBLANGCOMAU
EMAIL: SUEPARKE®MELBLANGCOMAU

MAuURICIODIAZ (ADMINISTRATIONOFFICER MAURICIODIAZ (FORCOLUMBIAN STUDENTS
ELIZABETH STREET CAMPUY TEL: (+613) 9663 3399
TEL: (+613) 9663 3399
EMAIL: M.DIAZ@STOTTSVIC.EDU.AU
EmaiL: M.diaz@stotts.vic.edu.au
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CHIEN VU (FORVIETNAMESE STUDENT)$ ACADEMIC
PROGRAMMANAGERMLC & MELBOURNELANGUAGE
CENTRE

TEL: (+613) 9663 3399

EMAIL: CHIENVU@STOTTSVIC.EDU.AU

MikI TANAKA(FORJAPANESE STUDENTE&ENGLISH FOR
HEALTHPROFESSIONALY
TEL: (+613) 96633399

EMAIL: MIKI@MELBLANGCOMAU

HELENMA (DIRECTOR OFSTUDIES GE,EAP,EHP,
HSP)
TEL: (+613) 9629 9966

EMAIL: HELENMA@MELBLANGCOM.AU

ROSENGUYEN(FORVIETNAMESE STUDENJS
TEL: (+613) 96633399

EMAIL: ROSEHONGNGUYERMMELBLANGCOMAU

CHRISWILKINSON(HIGH SCHOOLPREPARATION
MANAGER SCHOOLLIAISONOFFICER
TEL: (+613) 9663 3399

TEL: (+613) 9899 2666

EMAIL: CHRISW@MELBLANGCOM.AU

HUONGPHAM (FORVIETNAMESE STUDENJS
TeEL: (+613) 96633399

EMAIL: MLCMKT@ @NETSPACENET.AU

NIKITA DuLic (IT SuPPORY)
TEL: (+613) 9663 3399/ 9867 1122

EMAIL: N.DULICSDSTOTTSVIC.EDU.AU

BENJAMINSAPORTA(FORINDIAN, NEPALESE AND
MIDDLE EASTERN STUDENJS
TeL: (+613) 96633399

EMAIL: B.SAFORTA@MELBLANGCOMAU

LIBRARIAN
TEL: (+613) 9663 3399

EMAIL: LIBRARIAN@STOTTSVIC.EDU.AU

RACHELTAN (FORINDONESIAN STUDENJS
TeEL: (+613) 96633399

EMAIL: RACHET@MELBLANGCOMAU

STUDENTSUPPORTSERVICESOFFICER
TEL: (+613) 96633399

JOHN CUMMING (HOMESTAYMANAGER
GUARDIANSHIPAUSTRALIA
TEL: (+613) 96633399

EMAIL: MLCHOMEDNETSPACENET.AU

DURING ENROLMENT

MLC will also provide you with a comprehensive orientation
program whereby you are introduced toyour c a mp u s ,

faciliti

es

and staff,

and the availability of student support services.

The following tableillustrates the types of specific academic support

provi ded
gener al

t o
support

student s.
ces

ML CO s
ser vi

open door policy relating to student consultation] NIS means,

proviced that the relevant staff is not busy or
unavailable, you can always come and talk to

them.
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Student Support SenadClass

Avalilability: Monday-Friday (ex
Tuesday)

Duration: 45 minutes

Accessibility Fully accessible by students
(whether referred by teachers or not)

The student services sessions/classes w
provide students with supports in the
following areas:

fReading and comprehension of
homeworks;

TWriting and listening skills;

10n 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.

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.

High School Preparation Manager

Avalilability: Monday-Friday
Accessibility: Opendoor policy

Students who are having issues or who
simply need to speak to someone about
their courses are able to speak to the HS
Manager. The following are some of the
areas of consultation:

1 Academic progress;

Academic difficulties;
Attendance;

Homestay/ guardianship issues;
General personal dayo-day issue
which might affe
study progress;

School pathways;

School visits;

School liaison;

Parents/Agents meetig or
consultation.

=) =) == =
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Homestay/@ardianship Australia
Manager

Avalilability: Monday-Friday

Accessibility Operdoor policy

Students/ agents/ parents/ relatives
wishing to discuss homestay or
guardianship related issues can approac
the homestay manager.

In some cases, if the student isxder the
care of Guardianship Australia, they are
able to contact the guardian outside of
office hours.



Full-time staffs are available at the centre Full-time staffs are available at the
when they are not teaching. centre when they are not teaching.

INFORMATION TECHNOLOGYSUPPORT

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 baic IT support.

CONSULTATION

Further, MLC has an operdoor 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 t&chers to identify the students and refer
them to the appropriate services more efficiently and effectively.

ML C6s st af factiveinlidentifbng ang 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 contin
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 beuirgd by
those external bodtespay service fees.



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 asdential
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 badkground 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

- Studentsd first | anguage advisor

- Homestay/ guardianadvisor 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,
studentsd kitchen area and cook
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;



- Transportation: type of valuable Metcard and where to
purchase, notices on usingetcard, parking in the city;
- Important telephone numbers.



INFORMATIONABOUT YOURENROLMENT

COMMENCEMENT ATMLC
For international student applicant
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 cannotcommence on time, you should contact our
registrar in order to avoid cancellation of your enrolment with
us.

REFUNDPOLICY
Applications for refunds must be made in writing to Melbourne Language
Centre within 20 working days of norcommencement of course,
except in cases of visa rejectiomRefunds 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:

A Enrolment Fees are only refundable upon gvider default;

A There will be no refund if cancellation occurs after course
commencement. (except in case of visa rejection)

A Homestay, homestay placement and airport transfer fees are
not refundable if cancelledessthan two weeks before arrival;

A Early termination of homestay is subject to a 10%
cancellation fee on monies paid,

A 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)

A Melbourne Language Centreeserves 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 Students2@@®, and the
ESOS regulations 2001 (as amended), one of thdéovahg
options will be offered:

1. Fees will be refunded in full, within two (2) weeks from
the date of default; or



2. An alternative course or part course can be arranged at
the providersd expense. I f a
payment of course fees will bpaid to the alternative
provider within two (2) weeks from the date of notice of
default.

A 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)a
2. A cancellation fee of 20% of course tuition fees.
A Tuition fees are not transferable to another person;
A Refunds will be paid to the person who enters into the
written agreement with the centre.

This policy and the availability of Melbourne Language
Cerire 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 OFENROLMENT
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 discong
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 obtaingermission
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
Centreds policies and procedures

NOTE: Melbourne Language Centreis a member ofEnglish Australia
Student Tuition Assurance Scheme. This scheme ensures that should
Melbourne Language Centrebecome unable to provide its courses,

10



English Australia will place students in an equivalent course at another
institution .

In the next couple of pages, youll wiind important
I nformation relating to MLCOs
that you should follow and that you are bound under.

11



OTHER IMPORTANTINFORMATION

ATTENDANCE

U If you are sick and going to be absent, you shoui to the
doctor and obtain a wtieal certificate

If you are under 18 andyou do not go to the doctor,
you must bring a letter from your parents / guardian /
homestagtating that you were sick or unable to come
to school.

U You must give the doctor certificate/ the letter to your
Principal/ Director of Studies/ Administration.

ATTENDANCEWARNINGS

1. If you do not come to school regularly and your attendance falls
below 90%, you will be given thestwarning letter.

2. If you continue to be absent and your attendance falls to 85%,
you will be given the 2d warning letter. You will be required to
meet the Principal/ Director of Studies to explain the reason for
non-attendance.

U You will be counselled and offered any necessary support.
U You may have to agree to do catehp study orchange yarr
accommodation or guardianship arrangement.

3. If your attendance falls to 80%, you will be given the '8
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 still 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 t ontamempmewl MLCOSs
Refer to Complaints and Appeals Procedures or speak to your
Principal/ Director of Studiesif you wish to do this.

12



WELFAREAND ACCOMMODATION ARANGEMENTPOLICY
If you are under the age of 18you are required to maintain
adequate velfare and accommodation requirements as a condition
of your student visa.lf you are not undethe care of a parent or
suitable relative, as defined by the Department of
Immigration and Citizenship, your accommodation
arrangements must be approved by dvaetie Language
Centre.

If you are under the age o018, you are also required to have a
guardian / responsible adult who is over the age of 21,
nominated byour parents / legal guardian and approved by

Melbourne Language CentreGuardianship Australia is
Mel bour ne Language Centreds prefe
provider.

CHANGEOF 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 yowesidential 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 conditioelating 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 ystudent visa.

Additional information on student visa issues is available on the
Department of Immigration and Citizenship  website:
https://www.diac.gov.au

13
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COURSEPROGRESS ANCOURSECOMPLETION
Melbourne Language cetre 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 youcontinue 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:

General English Week 5 “Week 10
Week 10

English for Academic Week 5 Week 10

Purposes Week 10

English for Health Ongoing Ongoing

Professionals Week 8

High School Ongoing Week 8

Preparation Week 8

Assessment tasks

0 Assessment tasks will cover all four macredRilading, Writing,
Speaking and Listening.

0 Assessment tasks may include:

0 In-class participation;
Homework tasks;
Formal and informal class tests;
Interview with a staff member;
Participation in group activities.

o O0OO0Oo

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

U You will makegood progress with your English language studies if
you use English as much as possible, participate regularly during

14



classes and complete all of your homework, course assignments, test
and activities.

Intervention strategies

If your teacher considdisat 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.

Your teacher might suggest the following to take place mt@rde
help you improve your English:

0 You may be given the opportunity to move to an easier class;

0 You may be given extra activities;

0 You might have to enter into a learning arrangement with your
teacher.

Melbourne Language Centre will do everything itochelp 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 includesimor mat i on on hot ac
appeals process if you disagree w

15



HIGH SCHOOLPREPARATIONGENERALINFORMATION
A Class Times

9:000610:30 Class
10:3010:45 Morning Break
10:4512:15 Class
12:151:15 Lunch
01:1502:15 Clas
02:1502:30 Afternoon break
02:3303:30 Class

A 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.

A Sport
Sport is playedonce a week. On Sports day, you must change
into your sports clothes at lunch timelt is important that you
stay close to the teachers at sport and do not wander off.

A Typequick
Students will also be taught the skills of touctyping once a
week.

A Homework
Your teacher will give at least one hour of homework each
night. It is important that you study at home every night.

A Student leave
If you wish to take leave for a holiday or any other purpose, you
must obtain permission from the Principal well in advarc If
you are under 18, you must have a letter from your guardian or
parents requesting leave.

A Reports
Your school report will be given to you every 8 weeks and a
copy will be sent to your faure high school.

A Office hours
The office is open from 09:00hato 05:00 pm Monday to Friday
and is situated on the ground floor. If you have any problems or
guestions relating to your student visa or medibank arthe
administration staff will be able to help you.

16



A Lunch, Food and Drinks
You can bring your own luich 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.

A Property
Ensure that you look after your own property and do not
damage or steal MLC/ othersd propel

17



GE,EAPAND EHP CLASSTIMES

General English Class Times

AM classes

08.3010.30 Session 1

10.3010.45 Morning Break

10.4512.45 Session 2

12.4513.15 Lunch Break

13.1514.00 Student Support Services
Pronunciation Class (se
noticeboard for details)

PM classes

13.1514.00 Student Support Services
Pronunciation Class (se
noticeboard for details)

14.1516.15 Session 1

16.1516.30 Afternoon Break

16.3018.30 Session 2

EAP Class Times

09.1510.45 Session 1
10.4511.00 Morning Break
11.0612.30 Session 2
12.3613.30 Lunch
13.3314.30 Session 3
14.3014.45 Afternoon Break
14.4515.45 Session 4

EHP Class Times

09.1510.45 Session 1
10.4511.00 Morning Break
11.0012.30 Session 2
12.3613.30 Lunch
13.3014.30 Session 3*
14.3014.45 Afternoon Break
14.4515.45 Session 4**

*Every Tuesday and Thursdaythere areonly 3 sessions per day

**Every Monday, Wednesday and Fridaysession 4 will be the rolplay

sesion.



HIGH SCHOOLPREPARATIONSCHOOLRULES
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 wea 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. Youmustkeeptheschoolah t he studentsd kitchen
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, westle, 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, iayresult in detention.
If you continue to break the rules even after you have been
warned, serious actions might be taken.| HAVE ANY

RIGHTS? You ask. YES, have a look at the next page.
19



MLC STUDENTSRIGHTS

As a Mel bourne Languagae Cent
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 courskidimg 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 manne(Complaints and Appeals Policy );

4. The right to exmss 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
delivery performance, student support services and facilities.

MLC STUDENTSCODE OFCONDUCT

The Code of Conduct stipulates the minimum standards that
students should adhere to at all times when studying at MLC.:

1.

o o

N

Students must treat MLCO6s staff |
fairly and without discrimination, regardlessrefigious, cultural,

racial and sexual differences, age, disability or smmaomic

status;

Students must ensure the safety and cleanliness of the study
environment;

Students must not intimidate or a
and other students;

Students must not damage or mi s u
studentsd properties;

Students must not use mobile phones during class times;

Students must not smoke in rEmoking areas.

Students are also expected to:

Inform themselves of, and comply widl, relevant laws and

ML CO s policies and procedures,;
Participate constructively in the learning process and experience;
Inform themselves of their courses and their unit requirements as
well as their individual academic progress;

20



4. Use facilities and seres 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.

21



COMPLAINTS ANDAPPEALS

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 extrnal 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
MLC, please follow the following procedures.

Step 1. Internal Informal Resolution

(Talk to the relevant oficers: 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 Manage
Step 3. Internal Appeal Process

(Lodgean Internal Appeal to the Appeal Panel)

Step 4. External Complaint Body (EA/ ACCC)
(Make a complaint to EA/ ACCC)

of

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

independent body and will provide mediation services to healpsolve 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 contactety calling 1300 302 502Australian callers) or+612
6243 130%overseas callers).

Electronic compliant can also be made using the complaints form

on

http://www.accc.gov.au

22
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DEFERMENT SUSPENSION ANOCANCELLATION
If yau need to:

c:

(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. lllness (medical certificate needs to be provided);

ii. Bereavement involving tose 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
psychol ogistsd reports)

U Your application will be assessed on their merit by the Principal/
Director of Studies.

U All applications will be considered within 14 wking days.

U In some cases, MLC might have to exclude you from class,
suspendor cancel your enrolment:

Exclusion from class
You may be excluded from class studies on the grounds of misbel
Your parents or guardians will be notified.
1 The length of theexclusion will be determined by the Principal/
Director of Studies.
1 You must abide by the conditions of your exclusion which might
include having to study or work during the period of exclusion.

=a =9

Suspension
1 You may be suspended on the grounds of misbehawi for
compassionate or compelling circumstances.
Your parents or guardians will be notified.
Depending on the length of the suspension, the Registrar might hg
to record it on PRISMS.

= =4
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You must abide by the conditions of your suspension which mig
include having to study or work during the period of exclusion.

If you are suspended for more than 28 dayise Department of
Immigration requiresyou to return to your home countryunless
special circumstances exist.

Cancellation
Your enrolment may be aailed if you fail to pay your course fees,
to maintain an approved welfare and accommodation arrangemer
to commence your course without an accompanying application
your studies or if you fail to maintain satisfactory course progress.
Cancellation of your enrolment with MLC might have a seriol
impact on your study in Australia

If any of the abovesituations 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 outfurther information as well asthe
availability of complaints and appeals processes.
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STUDENT TRANSFERPOLICY

U Overseas students are restricted from transferring from their
principal course of study within thefirst six months of the
course.

U 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 deemedbe
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 thatou were misled by
Melbourne Language Cerg or an education or migration
agentregardingMe | bour ne Langisaaises,Cent r e
which constitute a breach of the ESOS Act;

d. where an appeal (internal or external) on a matter that may
reasonably result inyou wishing to seek a transfer supports
your case or

e. any other reasorstated in the policies of Melbourne
Language Centre.

*Exceptional circumstances refer to circumstances beyond
your control These include but are not limited to:

1) illness, where a medical certificate states that the
studentwas unable to attend classes;

i) bereavement involving close family members such as
parents or grandparents (where possible, a death
certificate should be provided);

lii) major political upheaval or natural disaster in the home
country requiring emergency travethat 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 psychol

U 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 tg and
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b. if you are under 18 years of ageyou must have written
evidence thatyour parent or legal guardian supports the
transfer and, if appropriate, written confirmaion that the
new provider will accept responsibility for approvingour
student 0s accommodati on, suppolt
arrangements as per Standard 5 of the National Code.

U In some casedylLC will notprovide a letter of release tgou in
the first six months ofyour principal coursewhere

a. where your progress is likely to be academically
disadvantaged;

b. where the transfer may jeopardisgour progression through
a package of courses;

c. where the transfer may be detrimental tgour welfare;

d. whereyou haverecently started studying the course and the
full range of support services are yet to be provided or
offered toyou; or

e. whereyou are avoiding being reported to DIAC for failing
to me et ML CO s attendance or
requirements.

0 All applications for transfer will be considered within 20
working days andyou will be notified of the decision.

U A letter of release, if grantedwill be issued at no cost tgou.
MLC will also adviseyou of the need to contact DIAC to seek
advice on whether a new stient visa is required.

0 |If a letter of release is not issuedjou will be provided with
written reasons for the refusal to issu&.ou will also be advised
as to the possibility of appealin
Complaints and Appeals Policy.

U 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 studentds file

26



HOMESTAYGUIDELINESFOR 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 &vijoy
your stay in Australia immensely.

1. Payments/Times

0 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 weks, and always ask for a receipt.

o Do not hesitate to contact the Homestay Cordinator 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.
0 Students wishing to leave a Homestay, must givEWO weeks
noti ce, or the student wildl need

the Homestay.

o Students wishing to change Homestay must pay another
Placement fee of $100.

o All students under the age of 18 years aeguired 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 mustigise
your Homestay family after receivi
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 publtransport.

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.

0 Please note that overseas students aNOT ELIGIBLE for a
student concession rate on publitrtansport. (Most Homestays
live up to 40 minutes from the cityd 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 havesome 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 preferenceslt is important
to tell them what you like and dislike. Ask permissionif 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 differentstyles 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 tosupply 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 conditi.

o When using the Hostds kitchen,

Tidy your bed each morning.

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

o
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9. Smoking
All Homestays are norsmoking homes.
10. Telephone & Internet

0 You can buy $10/$2/$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 todownload 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 houseworkYou canoffer to helpto do small tasks,
ie. washing dishes, etc. as a member of your Host family.

o OPl easedyouddt,hamkay |l 6 and oOexcuse
appreciated by Australian people.

o0 Ensure you always lock doors and windowsfore leaving yar
Homestay.

o Be aware of peopleds privacy. Knocl
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 undée shower. Remember
water is very precious in AustraliaWhen 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 hotse
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 wis to bring a friend home and introduce them
to your Host. If they wish to join you for a meaplease ask your Host

olf you are going to stay at a frien
where you are going and how you can be contacted in an emergency.

o0 Ask your Host if you wish to have a friend stay overnight at your
home.

0 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. $idents 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 homewpdsk
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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