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Welcome
to

MCIE

Studying at MCIE is an
investment in your future

William St.

Melbourne City Institute of Education (MCIE)
is located in Melbourne, Australia. MCIE is a
quality Registered Training Organisation
providing vocational education services to
students from Australia and overseas. We
seek to empower students with the skills and
confidence to become contributing members
of the business community and society in
general. Our aim is to train, build and prepare
each student for their relevant industry.

• Fun and dynamic learning environment
• Accredited, nationally recognised programs
• Personalised teaching
• Flexible courses
• Convenient location
• Career focused training
• Experienced trainers
• Our central location lends itself to shopping,
dining, touring, recreational activities and all
the lifestyle options this wonderful city has
to offer

Fun
and dynamic

culture
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Training

INFORMATION
Training location

Elizabeth St.

The main campus is located on Level 5 and 9,
250 Collins Street Melbourne, Victoria 3000.

La Trobe St.
Melbourne
Central Station

Student amenities include a kitchen with microwave
and refrigerator, common room, and modern computer
lab with internet access.
Facilities are centrally situated in Melbourne´s CBD
and can be easily accessed via public transport.

Lonsdale St.

The training commercial kitchen is located at:
28-30 Fanning Street Southbank VIC 3006
The training kitchen has been purpose built to support
the practical components of the hospitality courses
and includes industry standard ovens, burners and
extractor canopies. All our equipment and resources
are mapped to each qualification, enabling our
students to learn effectively.

Bourke St.

Collins St.

Flinders Ln.

Flinders St.

Flinders Station

Map key:

Federation
Sq.
Tram stop
Tram line
Train station

Access and equity

Russell St.

Swanston St.

Little Collins St.

The aim of this Policy is to ensure MCIE meets the
needs of individuals and the community as a whole
through the integration of access and equity guidelines.

The key principles of this policy are:
• MCIE recognises the need for implementation of
equity principles via the fair allocation of resources
• all students will be recruited in an ethical and
responsible manner, consistent with the requirements
of the training program
• MCIE recognises the right to equality of opportunity
without discrimination for all members of the
community

With these principles in mind, the objectives
of the policy are to:
• incorporate non-discriminatory student selection
procedures that encourage fair access for members of
under-represented groups
• ensure access and equity issues are considered
when developing training programs
• provide access to staff development courses, if
required, in orden to assist Trainers who deliver
courses to under-represented groups, including
Aboriginal, ATSI and children

05.

Enrolment
All students are required to complete an enrolment
form prior to commencing training. The information in
the enrolment form will be used to assess student
eligibility, as well as providing key information for our
records.

Induction
All students will be provided with an induction. This
involves a familiarisation with the program requirements and, where appropriate, a tour of training
facilities and introduction to MCIE staff. Inductions
may be completed as part of a group or on a one to
one basis.

Personal presentation
As part of the students´vocational preparation, MCIE
requires students to be dressed appropriately and
respectfully when attending classes. Students attending theory classes should be dressed in smart casual
clothing, which does not display obscene, racist or
politically incorrect comment. Footwear may be either
open on closed toe, however thongs and bare feet are
potential hazards and are not permitted. Trainers have
the right to refuse students permission to attend class
if their clothing is deemed inappropriate.
Students are required to wear workplace uniforms or
appropriate uniforms or appropriate industry attire as
directed for any scheduled sessions in workplacement.

Student disciplinary action
Where a trainer identifies a student disciplinary
action and is unable to resolve it, it will be escalated
to the relevant Head of Department. If the behaviour
or problem continues, a meeting between the Head of
Department and MCIE Manager - VET, the trainer and
student will be called to determine an appropriate
corrective action.
MCIE reserves the right to withdraw a student from a
training program should a resolution not be achieved.
See the full student disciplinary policy on our website
at: www.mcie.edu.au/student-code-ofconduct-and-discipline-policy/

Student duty of care
Australian educational institutions and workplaces are
subject to complying with the Occupational Health and
Safety Act. We are committed to providing you with a
safe study environment and we encourage you to
report anything which could become a hazard to
yourself or others.
You have a ¨duty of care¨ to conduct yourself in a way
that does not cause harm to people around you. Please
be aware of how behaviour could impact on the safety
of others.

There are a number of general rules relating to
use of and access to MCIE buildings:
• always take care, use commonsense and consider
others
• consumption of food and drink should not occur in
lecture rooms and other academic areas
• smoking, alcohol and drugs are prohibited in all MCIE
buildings
• equipment and fittings should not be tampered with
• minimise litter by using the bins provided
• keep noise down, particularly in or near study areas
such as teaching rooms and offices
• protective clothing and footwear may be required for
entry to some areas, such as kitchens
• observe all signs and instructions relating to access
to and use of college buildings
• MCIE has a no tolerance policy toward bullying,
sexual harassment or discrimination of any sort
• consumption or being under the influence of alcohol
or illicit substances during training hours is unacceptable and will result in you being asked to leave the
premises. Continued abuse of this policy may result in
your removal from your course

Course information
Course assessment

In general terms assessment during training will
involve assessment of your practical skills and
knowledge:
• observation of performance
• case studies/projects/assignments/presentation/role plays
• written assessments
• integrated assessment of some units may occur
Students will be given advance warning of the time
and form of any summative assessment and will not
be expected to sit an assessment they have not
prepared for.
At the start of the assessment the Assessor will read
through the instructions/assessment task with you
and you will be given the opportunity to ask any
questions regarding your assessment task, prior to
commencement.
Students will be given an opportunity for at least one
reassessment for any competencies not achieved on
the first attempt. If a student is marked Not Yet
Competent in the assessment, they can apply to
undertake the assessment for a second time, at no
additional cost. However, if competence is again not
achieved, a student can request to be re-assessed
again but will be required to pay a fee of $250
(Theory) and $300 (Practical) for each unit. If competency is not achieved in either student is entitled to
appeal to MCIE if they feel that their result is not as
they expected.
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STUDENT
WELFARE

guidance and support

MCIE aims to assist you to achieve
the required level of competencies
in the course undertaken. Your
trainer/assessor is the first point of
contact to discuss any difficulties
you are experiencing.

There could include:
• time management
• difficulties in understanding resource
materials
• self motivation
• job search skill development
• welfare issues
You are encouraged to contact the
trainer/assessor to discuss any training
issues you may have.

Student support services

Michelle Cassell

Student Welfare Coordinator

03 9655 0600
michelle.cassell@mcie.edu.au

All students enrolling at MCIE have access
to the Student Welfare
Coordinator. This person has the role of
helping students cope with the many
challenges students face when studying
away from home.
The Students Welfare Coordinator can be
contacted for any support you may need
or referral to other appropriately qualified
people. At Orientation students are given
the phone number for contact.
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COMPLAINTS
and appeals

The purpose of this policy and procedure is to
ensure that students have a complaints and
appeals process that includes access to an
independent external body if necessary. This
policy is a tool for MCIE to:
• manage and respond to allegations involving the
conduct of its students, trainers, assessors and all
other staff.
• manage requests for a review of decisions, including
assessment decisions made by its assessors
• ensure the principles of natural justice and procedural fairness have been adopted at every stage of
the complaint and appeals process

Procedure

Handling complaints involves:
Step one: Local resolution
Any parties who have a complaint in the first instance
are encouraged to approach the respondent with the
object of informal resolution. However, it is
recognised that this is not always appropriate, e.g. in
cases of sexual harassment. If the complaint is not
able to be resolved at this stage, the individual with
the complaint can consult, in confidence, any one of
the following persons:
• Trainer
• Manager - VET
• Head of Department
• Managing Director

The staff member approached by the
complainant will:
• Discuss the details of the complaintor problem with
the complainant
• Discuss the options available for resolution
• Help obtain any necessary information
• Assist the complainant in dealing with the problem
themselves if this seems appropriate and acceptable or
• If the staff member believes he or she is not the most
appropriate person to assist the complainant, they will
refer and/or accompany the complainant to the Head
of Department or the Manager of VET if it considered
that the involvement of an external agency is warranted.
Where it has not been possible to resolve the
complaint informally, the complainant(s), together with
the person assisting, may seek the advice and assistance of the relevant Head of Department. With the
concurrence of the complainant(s), the Head of
Department may take appropriate steps to resolve the
matter informally or, with the concurrence of the
complainant(s) and the respondent(s), the Head of
Department may call together those persons involved in
the problem to the satisfaction of the complainant(s).
A nominee of the student may be included at any stage
at any stage of informal resolution processes if the
student so chooses with the nominee being appointed
by the student.

Step two: Escalate to MVET
If the matter is unable to be resolved at this level, the
complaint can be formalised in writing to the Manager
of VET. The complaint can be made online at
www.mcie.edu.au/student-complaints-form/ or
emailed to complaint@mcie.edu.au both options are
confidential. If the complaint is made verbally, the
Manager VET must summarise the complaint in writing
and have it signed off by the person making the
complaint. The Manager of VET will respond in writing
within three working days acknowledging that he/she
has received the complaint.
Manager of VET will investigate the matter and the
complainant will be given an opportunity attend an
interview and to formally present his or her case
which may include the respondent.
A nominee of the student may be included at any
stage of formal resolution processes if the student so
chooses with the nominee, who is not a legal practitioner, being appointed by the student.

Communicate outcome to student

At the end of the hearing the outcome will be communicated in writing, including reasons for the decision,
to all concerned parties. Under normal circumstances
the complainant can expect an outcome within three
working days, however if an outcome takes longer the
complainant will be kept informed on the progress.

Resolution time

If an any instance the complaint takes more than 60
calendar days to be resolved, the complainant or
appellant will be advised in writing the reasons for the
delay and regular written updates will be provided
until a resolution is achieved.

Step three: Escalate to MD
In the event that the complainant is not satisfied with
the outcome, he/she can appeal in writing to the
Manager Director, using the complaint@mcie.edu.au
email address.

Step four: Refer to Hotline
If the complainant finds no satisfactory outcome with
the internal MCIE Complaint and Appeals process,
then they can request mediation through the National
Training Complainst Hotline. The direct phone number
for the hotline is listed below:

NATIONAL TRAINING
COMPLAINTS HOTLINE: 133873
Step five
If the internal or any external complaint handling or
appeal process results in a decision that supports the
complainant, MCIE will immediately implement the
decision, and/or corrective and preventative action
required.

Issues which can lead to system improvements
are tabled at MCIE Management Meetings.
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Other

APPEALS
Appeals Matrix: send appeal in writing to complaint@mcie.edu.au
Assessment

• Approach the Trainer/Assessor and try to resolve the issue in an informal manner
• Escalate to the relevant Head of Department
• Appeal in writing to the MAnager - Vocational Education & Training within 20 days
• If not satisfied with the outcome of the appeal, seek resolution via the National Training
Complaints Hotline

MCIE initiated
suspension or
cancellation of
enrolment

• Approach the relevant Head of Department to try to resolve the issue in an informal manner
• Escalate to the Manager of Vocational Education and Training
• Appeal in writing to the Managing Director within 20 days
• If not satisfied with the outcome of the appeal, seek resolution via the National Training
Complaints Hotline

Non approval of student
initiated suspension of
enrolment

• Approach the relevant Head of Department to try to resolve the issue in an informal manner
• Escalate to the Manager of Vocational Education and Training
• Appeal in writing to the Managing Director within 20 days
• If not satisfied with the outcome of the appeal, seek resolution via the National Training
Complaints Hotline

The investigation may involve contacting the parties
who were involved in making the decision and allowing
them to respond in writing in relation to the appeal,
alternatively a meeting may be arranged with all
parties involved. The student will have the right to
appoint an independent nominee to attend all discussions. At the end of the investigation the outcome will
be communicated in writing, including reasons for the
decision, to all concerned parties (within three
working days). If the student disagrees with the
outcome of the appeal, they can request mediation
through the National Training Complaints Hotline.

Additional notes

All matters will be treated with utmost confidentiality,
and professional respect at all times.
The original writing complaint/appeal together with a
copy of the acknowledgment and any responses or
correspondence related to the complaint/appeal is
retained in the student´s hard file record and the
record of Complaints and Appeals.
The students enrolment is maintained and the student
advised to continue attending classes, while the
appeal is in progress.
This process will be at no cost to the student.

Responsibility

It is the Managing Director´s responsibility to provide
a healthy and positive learning environment free from
discrimination and harassment. In doing so, the
Managing Director must ensure that all staff and
students are aware of their rights and responsibilities.
It is incumbent upon the Managing Director to act
where unacceptable conduct is observed or brought to
his attention.

Student is unhappy with
MCIE action or decision
Step 1
Student discusses the issue with their
Trainer or Education Consultant

Step 2
If not satisfied with solution escalate to the Manager of VET

Step 3
If still not satisfied with solution escalate to the Managing Director

Step 4
If student remains dissatisfied with the
solution - refer to the National Training
Complaints Hotline 133873

Step 5
Forward details of the issue and item for
continuous improvement to cir@mcie.edu.au
Add item to agenda for Management Meeting
and create tasks for action and
implementation items.
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RELEVANT
legislation

Legislation that significantly affects
participation in vocational education
and training are the:
• Occupational Health and Safety
Act 1985
• Privacy Act 2000
• Racial & Religious Tolerance Act 2001
• Disability Discrimination Act 1992
• Vocational Education & Training
Act 2000
• National Vocational Education and
Training Regulator Act 2012
• Accident Compensation (WorkCover
Insurance) Act 1993
• Commonwealth Privacy Act
• Education Services for Overseas
Students Act 2000
• Education Services for Overseas
Students Regulations Act 2000
• Equal Opportunity Act 1995 (Vic)
• Food Act 1970
• Occupational Health and Safety
Act 1985
• The Australian Student Visa Program
administered by the Department of
Immigration and Multicultural Affairs
• The National Code of Practice for
Overseas Students
• Vocational Education and Training
Act 1990

For further information on
legislation visit:

www.asqa.gov.au

Standards for registered training
organisation (RTOs)
Training organisation delivering Nationally Recognised
Training must be registered and must comply with the
Standards for Registered Training Organisations
(RTOs) 2015. MCIE is a RTO and is legally authorised
to issue a nationally recognised training qualification
to students who successfully complete all aspects of
training and assessment for their course. The
Standards underpin vocational education and training
ensuring national consistency and high quality
education and training services.
Successful completion of a course will result in the
issuance of the relevant certificate for the student´s
chosen qualification. Students who do not successfully
complete a full qualification will be issued with a
Statement of Attainment for any unit/s of competency
in which they have been deemed competent.

Recognition of other qualifications
All Australian Qualifications Framework (AQF) qualifications and statements of attainment issued by RTOs
will be recognised by MCIE. Where qualifications and
units of competencies are held by candidate which are
current and equivalent they may be recognised by
MCIE to reduce a student´s study load.
Recognition is typically applied where participants
produce a pre-requisite qualification for a course they
are currently wishing to undertake. Ideally candidates
will provide the original certificate or a certified copy
to the Educational Consultant on or before enrolment,
however, an application for recognition of another
qualification or unit/s of competence may also be
submitted to the relevant Head of Department at any
time during the course.

Certificate issuance and the USI
MCIE will not issue a Cetificate or Statement of
Attainment if a Unique Student Identifier has not been
provided by the student unless the student has been
granted a USI Individual Exemption as it applies under
the Student Identifiers Act 2014. If an exemption to
the USI has been applied, the results of the training
will not be accessible through the Commonwealth and
will not appear on any authenticated VET transcript
prepared by the Registrar.
Certificates are issued within 4 to 6 weeks from last
assessment submission date provided all assessment
tasks have been deemed satisfactory. Certificates are
issued to students who achieve Competent results for
all units, who have provided a USI and who has paid
all outstanding fees.

Payment of enrolment fees
Enrolment fees must be paid as per goverment
regulation or individual arrangement. Under certain
circumstances; a payment plan can be negotiated.
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COMPETENCY

based assessment
What is competency based
assessment?
Competency is the ability to meet particular standards
of performance required in the workplace. The
standards are developed and endorsed by industry
and the specific learning outcomes are detailed in
national training packages and accredited courses.
Assessment is the process of determining whether a
participant has acquired the competency offered by a
particular accredited course and by establishing
whether or not they have achieved the standards of
performance set down as outcomes of that course.
Where relevant, assessment will focus on the performance standard and skill level required in a workplace
environment.
Assessment practices are in line with:
• National Principles of Assessment
• The assessment requirements of the endorsed
training package
• The current standards for the Australian Qualifications Framework
In order to ensure that candidates are competent in
each element criteria, differing assessment methods
will be deployed throughout the course duration
incorporating the principles of assessment and the
rules of evidence.
MCIE will, in all due diligence, ensure that competency
based assessment is...
Valid by ensuring that assessment is true to the
context of the unit elements.
Reliable by ensuring consistency of context and
application of assessment to all candidates
Flexible by ensuring assessment conditions are
planned to accommodate for any differences in sites
and also participant needs.
Fair by ensuring that all participants are placed on
equal terms for assessment.
Formative and summative assessment is conducted
throughout the course. These assessment may take
the form of written tests, assignment/project work or
assessor observation. Assessment is conducted
throughout and/or after delivery of the unit. Individual
assessement tasks are marked Satisfactory or Not Yet
Satisfactory. To complete a task satisfactorily all
aspects of an assessment submission must be correct.
When all assessment tasks for a unit have been
completed the student´s competence is graded as
either Competent or Not Yet Competent.
Students will be given 2 opportunities for reassessment before the final assessment outcome of Competent or Not Yet Competent is recorded.

The methods of assessment used at MCIE include:
• practical demostration / tsk / presentation
• questioning / investigating - oral or written
• portfolio
• scenario - problem solving
• role play
• case study - fault finding
• written test / assignment / project / exam
Some assessment may require student access to a
workplace. In MCIE´s courses this requirement is
recognised and a formal process of Work-placement
has been put in place. MCIE students are supported by
MCIE to find a placement place with one of our
industry partners.
Students already working and who wish to undertake
placement at their workplace should discuss this with
MCIE´s relevant Work-placement Coordinator.
If you are undertaking work-placement, MCIE will also
ask your workplace supervisor for evidence that your
competencies meet industry standards. The third party
report used in this case is supplementary evidence,
and while it may inform an assessor´s determination of
competence it is not a formal method of assessment.

Plagiarism, collusion and cheating
Acts of plagiarism, collusion or cheating
are not permitted in any work completed
for assessment. If identified, a student
will received written warning, they will be
required to repeat the unit of work, and
incur associated charges.
If a student is caught engaging in acts of plagiarism,
collusion or cheating a second time, they may be
suspended or expelled from the institute. All work
submitted must be an accurate reflection of the
student´s level of competency.
Plagiarism means taking or using another person´s
ideas or work and passing them off as your own ideas
or work. Plagiarism is also failing to acknowledge
adequately any ideas that are not your own.
Collusion is when two people work together to
intentionally gain an unfair advantage in their assessment by, for axample, authoring a task jointly that
should be completed individually, or allowing someone
to pass off your information as their own.
Cheating means preparing information in a way that
gives you an unfair advantage: for example, copying
someone´s work during a test, or copying another
student´s assignment, or allowing another student to
use your work for their own assessment task.
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Student code

OF BEHAVIOUR
Student´s have a ¨duty of care¨to conduct themselves
in a way that does not cause harm to people around
them. Please be aware of how behaviour could impact
on the safety of others.

MCIE has a no tolerance policy
toward bullying, sexual harrassment
or discrimination of any sort.

MCIE´s expectations of the student
study conduct
MCIE strives all students to graduate from MCIE with
a positive experience both academically and socially.
To achieve this, all students should attend all scheduled classes or sessions on time and complete and
submit assessments within the expected time-frames.

Academic support and
reassessments student
responsibilities
MCIE expect students to:
• be aware of all rules concerning the terms and
conditions of their enrolment and use of MCIE
facilities
• respect all MCIE property and facilities
• respect the rights of others to use MCIE facilities
• maintain educational integrity

Punctuality and time commitments
MCIE expect students to:
• attent classes or sessions as required and submit on
time
• supply accurate personal and other required information as per deadlines

Educational activities

MCIE expect students to:
• be well informed about course requirements and
plan appropriately
• prepare for and actively participate in learning
expreriences such as discussion and debate
• incorporate feedback into their learning experience
and be aware of the specific rules and course requirements applying to their course of study
• conduct themselves in a professional manner while
undertaking work placement and respect the confidentiality of client information made available their
placement.

Participation and feedback

MCIE expects students to provide honest and
constructive feedback to MCIE and to them as part of
its staff on the quality of training and delivery.

Individual rights

MCIE expect students to:
• treat staff and other students with respect and
courtesy
• not endanger the safety of other members of the
community
• show awareness of and sensitivity towards other
cultures
• respect the opinions of others and engage in rational
debate in areas of disagreement
• maintain privacy as per the Privacy Act
• be free from bullying and harassment (including
sexual harassment) on campus or during any MCIE
activity (sponsored or controlled)
• receive fair and equitable assessment and report
complain without fear or recrimination
• be provided with, and have access to, MCIE policies,
procedures and student rights

Standards of behaviour

This Code of Conduct establishes the following
standards of behaviour as requirements of all students
throughout the learning experience. At all times
students must:
• abide by all rules and requirements of MCIE and
respond to all lawful and reasonable directions from
staff
• be aware that all forms of academic dishonesty or
misconduct are unacceptable
• use all equipment and resources appropriately,
legitimately and safety and follow all relevant health
and safety requirements
• follow the recognised policies and procedures for
complaints and appeals

The student code of conduct
establishes the following as
unacceptable
• wilfully unlawful and/or violent and/or unsafe
disruptions of training and delivery activities
• bullying, assaulting, harassing, intimidating or
displaying aggressive, disruptive or illmannered
behaviour towards others
• interfering with, or causing wilful or negligent
damage or defacing to any MCIE property
• theft of MCIE property or any personal property
• attending training under the influence, or in possession, of alcohol, drugs or any prohibited substance
• attending training with weapons or items likely to
cause harm or intimidation to others at any time
• smoking within the building, in the lifts or in fire
exits
• discriminating against anyone on the grounds of
gender identity, sexual orientation, marital, parental or
carer status, pregnancy, breastfeeding, age, physical
features, impairment, race, ethnicity, political or
religious belief or activity, or industrial activity.
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Privacy and breaches of the student

CODE OF BEHAVIOUR
In the event of breach of the Student Code of
Behaviour, the following three-step procedure
for discipline is applied.

Step 1:
A staff member will contact students in the first
instance to discuss the issue or behaviour and to
determine how the issue might be rectified. This
meeting and its outcomes will be documented, signed
by all parties and included on the student´s personal
file.

Step 2:
If the issue or behaviour continues, students will be
invited for a personal interview with the Student
Welfare Coordinator to discuss this further. This
meeting and its outcomes will be documented, signed
by all parties and included on the student´s personal
file on the student management system.

Step 3:
Should the issue or behaviour continue, the student is
given a final warning in writting and a time frame in
which to rectify the issue. A copy of this letter will be
included on the student´s personal file.
If the unacceptable behaviour continues after the
three steps have been followed, training services will
be withdrawn and the student will be notified in
writing that their enrolment has been suspended or
cancelled.
At any stage of this procedure, students are able to
access MCIE´s Complaints and Appeals Procedure to
settle any disputes that may arise.
Students may send their complaint to:
complaint@mcie.edu.au this is a confidential address
only accessed by MCIE management.

Unique student identifier (USI)

Commonwealth Government identifiers (Medicare
number, tax file number or the Unique Student
Identifier) will only be used as directed by specific
departments of the Australian Government.

Privacy policy

MCIE will not release the personal details, assessment results or details of grievances/complaints of
any student to a third party without the written
consent of the student. Where written consent is
provided, only information relating to the administration of the course may be provided. The full version of
this policy is available at:
www.mcie.edu.au/privacy-policy/

Privacy of students’ personal
information
Students´ personal information will be collected by
fair and lawful means which is necessary for the
purpose of enrolment and administration at the
institute. MCIE is committed to ensuring the confidentiality and security of all student information provided
in accordance to the Commonwealth Privacy Act
(2000).
In addition, MCIE Privacy Policy provides procedures
for how MCIE collects, stores, uses and disseminates
student information with reference to the record
management system and the Victorian Freedom of
Information Act (1982).

Use of personal information

Information provided by students may be made
available to relevant Commonwealth and State
agencies MCIE adheres to the National Legislation for
Privacy regarding a student´s personal information. All
personal information collected by MCIE is securely
stored and MCIE will not provide their personal
information to any third party other than government
agencies or regulatory authorities as required by law.

Student training records

It is a requirement of the VET Quality Framework that
RTOs ensure the security of student data and records,
that VET students can access their personal information held by the institute that and that they may
request corrections to information that is incorrect or
out of date.

Access to personal information

Students can have access to their personal information including their assessment records if required.
You can lodge a request on-line at:
www.mcie.edu.au/student-requests-form/
Access to your student record is provided free of
charge.

Use of student images

During their learning journey with MCIE students are
likely to participate in many of our events, presentation and promotions. MCIE may photograph students
at these events and may use these images on our
website or in promotional material. Students provide,
or decline provide, MCIE permission to use photos in
which they appear, by signing an acceptance notice
during the MCIE enrolment process.
You can withdraw your permission for MCIE to use
your photo in our marketing or promotional material
by sending us advice via our on-line Student Request
Form at:
www.mcie.edu.au/student-requests-form/
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Refund

POLICY
All refund requests are conditional
on the following:
• the institute must have received funds in order for
any refunds to be made available (i.e. cheques are
cleared, telegraphic transfers have been received)
• any debts to the institute must be paid in full or the
outstanding amounts will be deducted from the
refund.
• MCIE reserves the right to apply administrative
processing fee of up to $200 for any refund.

Refunds where MCIE is unable to
start or deliver the course
In an unlikely event that the institute is unable to start
or deliver the course, the student can choose to
accept either:
• a refund of course fees, which will be issued to the
student within 14 days.
• or be placed in an alternative course with the
institute or another provider. If the student chooses
this option, they must sign a new written agreement
to indicate they have accepted the placement.
If the student chooses to receive a refund of course
fees, the institute will calculate the unspent portion of
tuition fees paid to date (i.e. tuition the student has
paid for, but which has not been delivered by the
institute). The refund will be paid within 14 days after
cessation of the course.

Student withdrawal/cancellation
from the course
On or before course commencement

If the student provides written notice of their intention
to withdraw from the enrolled course more than 28
days before (state either) course commencement (or
the next scheduled tuition fee installment due date),
the charge will be 25% of all fees due plus an administration fee of up to $200.
If the student provides less than 28 days written
notice of their intention to withdraw from the enrolled
course before (state either) course commencement (or
the next scheduled tuition fee installment due date)
the charge will be 70% of the due installment plus an

Want to know
how to request
a refund?

administration fee of up to $200. Students must
withdraw in writing and apply for a refund from MCIE
by completing and submiting their request via the
online student request form.

After course commencement

If a student withdraws from a VET unit of study after
the unit commencement date, no refund will be
provided.
If the student wishes to change courses enrolled with
MCIE mid-course, approval for a refund of up to 50%
of the paid instalment may be tranferred to the new
course, subject to approval.
Students must withdraw in writing and apply for a
refund in writing. This should be done by completing
and submiting their request via the online student
request form.

Special circumstances

Where a student withdraws from the course because
of exceptional and extenuating circumstances of a
compassionate nature, such as a death or severe
illness in the immediate family, 100% of all the unspent
fees paid will be refunded less and administration fee
of up to $200.

Short course refunds

• If MCIE postpones a program for more than 4 weeks
from original start date. A full refund will be provided,
on request.
• If the student terminates their enrolment, no refunds
will be provided, the student may transfer their course
to another student.
• If the student is unable to attend to the class on the
original start, the student may be able to transfer to
the next available class by giving at least five working
days´ notice in writing.
The application must be approved by MCIE, and
minimum $20 administration fee applies.

Cooling off period

MCIE recognises a cooling off period for enrolment
into full qualifications, in line with State regulations.
Where a statutory cooling off period applies within the
State where the education program is delivered, a
refund will be applicable in accordance with state
statutory requirements. (The cooling off period in the
state of Victoria is 10 business days from the day of
acceptance of the enrolment agreement).

Send us a request for further information
or request a refund online at:
www.mcie.edu.au/student-requests-form
or email: support@mcie.edu.au
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Refund

POLICY (CONT)

Refund procedure

The student must complete a Student Request online
at: www.mcie.edu.au/student-requests-form/ to apply
for a refund and attach all evidence and supporting
documents. Such documents may include, but are not
limited to:
• a completed MCIE Course Withdrawal Form
• proof of extenuating circumstances of a compassionate nature
Refunds will be made within 14 working days of the
student´s written notification being received by MCIE.
The Finance Manager (or his nominated officer) must
approve all student refunds.
Refunds will be paid in Australian dollars to the
student or to the person nominated by the student on
the refund application.
Details of refunds provided will be maintained in the
student´s financial record managed by the Finance
Department.

Student’s rights to appeal

• any student who is refused a refund by the institute
may appeal within 14 days in writing to the Student
Administration Manager.
• the institute´s appeal process does not restrict the
student´s right to pursue other legal avenues.
The availability of a complaints and appeal processes,
does not remove the right of the student to take
action under Australia´s consumer protection laws.

Student guidelines

MCIE will
• ensure that you are provided with access to the
Complaints and Appeal Process
• pay refunds in Australian dollars only, and refund
onshore by cheque or offshore by telegraphic transfer
• pay refunds within two weeks of the Refund Form
and any required documentation being submitted
The availability of a complaints and appeal processes,
does not remove the right of the student to take
action under Australia´s consumer protection laws

Changes to agreed services

Where there are any changes to agreed services, MCIE
will advise students in writing as soon as practicable,
including in relation to any new third-party arrangements or a change in ownership or changes to existing
third-party arrangements.
Note Students will not be entitled to a refund of any
course fees if they are removed from the course for
any breach of the MCIE Student Code Behaviour or
other serious misconduct.

Calculating fee refunds

MCIE may in its absolute discretion, refund some or all
courses fees where it determines that there are
extenuating or compassionate circumstances. A refund
for part course fee will be calculated on a pro-rata
basis less an administration fee of up to $200. The
pro-rata fee is calculated on fees paid excluding the
enrolment fee. The enrolment fee is a portion of fee
not eligible for refund.
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QUALIFICATIONS
All students successfully
completing a course with
MCIE will receive a:
• full AQF Certificate, or
• Statement of Attainment
The following terms are used to record unit outcomes
on a Statement of Attainment and the reverse side of
a qualification certificate:

Competent:
The student has demostrated competency in all
learning outcomes for that unit.

Not Yet Competent:
The student has been assessed and has not yet
demostrated competency in all the learning outcomes
for an individual unit.

An AQF Certificate:
Is issued when the student has completed all requirements for a qualification as listed in the curriculum
document. The certificates lists the modules or units
of competency completed.

A Statement of Attainment:
Is issued where candidates have partially completed a
qualification.

Credit Transfer (CT)

Credit Transfer is available to all participants enrolling
in any of our training programs on our scope of
registration.
Credit Transfer - means credit towards a qualification
granted to participants on the basis of competency
outcomes gained through participation in a nationally
recognised training package qualification with another
Registered Training Provider as outlined in NVR
Standard 12.2.
All credit transfer applicants must sign a permission
for enabling MCIE to verify any qualification with the
original issuing party or ASQA.

Recognition of prior Learning (RPL)
RPL is a process that allows the
skills and abilities you already have
to be recognised. This might include:
• courses you studied informally
• skills obtained during your working life
• other life experiences
RPL usually means that you are able to skip certain
competencies from your program because you are
already competent in those areas.

MCIE is committed to providing up to
date and relevant RPL information to all
students at enrolment and whilst enrolled.
MCIE staff will provide support and guidance regarding RPL enquiries in a timely
manner.
If you are given RPL prior to commencing the course
MCIE will issue a Training Plan that reflects the new
duration of the course. If you are given RPL after
commencing the course that leads to a shortening of
the duration of your course, you will be provided an
updated Training Plan to reflect the shortened
duration.
To apply for RPL students must complete and submit
the relevant application forms available from MCIE.

This may be done if:
1. The student did not complete the full requirements for the qualification, or
2. Units or modules have been delivered from an
accredited and registered program
If your certificate or equivalent document is
misplaced or damaged, contact MCIE reception
to order a replacement. A fee of $20 is charged
for replacement certificates and Statements of
Attainment.

Want to know more
or apply for RPL?
If you require further information or to apply for RPL
please contact your MCIE Trainer/Head of Department
or alternatively you can contact the MCIE office on
1300 737 004 or online
www.mcie.edu.au/student-requests-form/
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A safe
environment
for all
students!

Student
SAFETY POLICY
MCIE has a number of processes to
provide a safe and secure learning
environment to all students. These
include hours of operation and
access to staff to assist students
where required.
• MCIE does not schedule classes outside of 08:00 hrs
to 22:00 hrs.
• MCIE does not allow students to attend scheduled
classes for more than eight hours in any one day.
When travelling to and from the MCIE premises it is
important to ensure your own safety at all times. The
following are some tips to follow to ensure your
safety:
• Do not openly carry valuables, including iPods,
tablets, mobile phones, laptops. etc.
• Try to find routes that are well-lit and busy.
• Avoid confrontation - it is better and safer to walk
away if you are being provoked.
• If you feel you are being followed, cross the street,
and if you are still worried, move as quickly as possible
to a public area (such as a restaurant) and then
telephone for help.
• At night, walk in pairs in well-lit areas and on busier
streets, not dark alleyways and side streets.
• Have your keys ready well before you reach the door
of your car of house.
• If travelling by bus or tram at night, try not to wait
alone at the bus or tram stops. Arrange for others to
meet you at your home.
• If travelling by train at night, do not sit in an empty
carriage. Try to sit near groups of people in a well-lit
area.
• Check the time of the last train, bus or tram home to
avoid being stranded at night.
• Avoid walking alone after getting off public transport
at night.

Emergency
Number 000

Always remember - Safety First!

Child safety policy:
All students under eighteen (18) years of age who are
supported by MCIE have a right to feel and be safe.
We want children to be safe, happy and empowered.
We support and respect all children. We are committed to the safety, participation and empowerment of
all children. See our website for a full version of our
policy on child Safety.

Learn.
Achieve.
Succeed.
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Key contacts
Emergency

Police, Fire & Ambulance (Emergency)
Lifeline 24 hour Telephone Counselling
Victorian Poisons

000
13 11 14
13 11 26

Legal services
Victorian Legal Aid

(03) 9269-0234

Medical and health services

The Alfred (Hospital), Prahran
100 Collins St Medical Centre
Lifeline 24 hour Counselling Service
Direct Line - 24 Hour Drug and Alcohol Counselling
Information and Referral Service
Drug Line - Buoyancy Foundation
Alcoholics Anonymous
G-Line - assisstance with compulsive gambling problems
Gamblers Anonymous
Grief Line (12 pm to 12 am)
Poisons Information Centre (Australia Wide)
Sexual Assault - Centre Against Sexual Assault
Women´s Domestic Violence Crisis Service of Victoria
St Vincent´s Private Hospital, Fitzroy
Epworth Freemasons Hospital, East Melbourne
Melbourne Private Hospital, Parkville

(03) 9076-2000
(03) 9654-5600
13 11 14
(03) 9416-1818
(03) 9429-322
(03) 9429-1833
(03) 9696-2112
(03) 9696-6108
(03) 9596-7799
13 11 26
(03) 9344-2210
(03) 9329-8433
(03) 9417-1055
(03) 9418-8188
(03) 9349-3566

Contact MCIE
Melbourne City Institute of Education

1300737004
info@mcie.edu.au
www.mcie.edu.au
MCIE.Learning
@MCIE_
mcie_
Level 5, 250 Collins Street
Melbourne VIC 3000

1300737004
info@mcie.edu.au
www.mcie.edu.au
MCIE.Learning
@MCIE_
mcie_
Level 5, 250 Collins Street
Melbourne VIC 3000

Melbourne City Institute
of Education Pty Ltd,
as trustee for MCIE Unit Trust

CRICOS Provider no: 03024A
RTO Provider no: 22172

