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Purpose

The Student Code of Conduct and Discipline Policy & Procedure establishes clear standards of behaviour,
rights and responsibilities for all MCIE students—both domestic and overseas while ensuring compliance with:

e Standards for RTOs 2025 (Clause 1.7)
e National Code 2018 (Standard 6)
e  Skills First Program Contract (Quality Charter)
It aims to foster a safe, inclusive and respectful learning community by:

e Defining the rights and responsibilities of every student to promote mutual respect, understanding and
professionalism.

e Affirming MCIE's commitment to diversity, equal opportunity and a supportive learning environment.

e Encouraging students to engage positively with their studies, peers, staff and the broader MCIE
community.

e Qutlining the disciplinary framework for managing behaviour that falls below expected standards,
including procedures for investigation, interim suspension (up to 10 working days) and, where
necessary, referral to external authorities.

Scope

This Code of Conduct has been developed for Domestic and Overseas Students enrolled at MCIE.
Responsibility

Trainer assessors, Heads of Department, the Student Administration Manager and admin team, Director of
Governance & Quality (DG&Q) and Compliance Manager are responsible for ensuring this policy and related
procedures are implemented.
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Policy Details

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 timeframes.

Academic Support and Reassessments

MCIE offers support services to students who require assistance to achieve their education goals including
academic support and re assessments. Where the student is failing to meet course progress requirements,
then the POL-36_04-1017 Monitoring Course Progress - Overseas Students Policy & Procedure will be applied
including the development and monitoring of an intervention plan.

a. Student Responsibilities
MCIE expects students to:

e Beaware of all rules concerning the terms and conditions of their enrolment and use of MCIE facilities
e Respect all MCIE property and facilities

e Respect the rights of others to use MCIE facilities

e Maintain educational integrity

b. Punctuality and Time Commitments

MCIE expects students to:

e Attend classes or sessions as required and submit on time
e Supply accurate personal and other required information as per deadlines

C. Educational Activities
MCIE expects students to:

e Be well informed about course requirements and plan appropriately

e Prepare for and actively participate in learning experiences such as discussion and debate

e Incorporate feedback into their learning experience and be aware of the specific rules and course
requirements applying to their course of study

e Conduct themselves in a professional manner while undertaking work placement and respect the
confidentiality of client information made available to them as part of their placement.

d. Participation and Feedback

MCIE expects students to provide honest and constructive feedback to MCIE and its staff on the quality of
training and delivery.
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Individual rights

MCIE expects students to:

a.

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 safely and follow all relevant health
and safety requirements

Follow the recognised policies and procedures for complaints and appeals

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 ill-mannered
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.

Breaches of the Code of Conduct

Students who breach this Code may be subject to disciplinary action through the disciplinary procedure
outlined below.

Disciplinary Procedure

Where a student’s behaviour breaches the Student Code of Conduct, disciplinary action will be taken, and the
following will apply.
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Investigation
All investigations will be conducted in a confidential manner.
Step 1.

The Head of Department will meet with the student to discuss the incident, provide the student with the
opportunity to present their perspective of the incident including any supporting evidence and discuss the
possible consequences.

Step 2.

The DG&Q. will meet with the Head of Department to review the incident and establish whether the incident is
considered a serious misconduct and determine actions to be taken, including the consequences for the
student.

Step 3.
Seriousness of misconduct determined

a) If theincident is not deemed as serious misconduct, the Head of Department will meet with the
student to discuss appropriate actions.

b) If the incident is deemed as serious misconduct, the Head of Department and DG&Q will meet with the
student to discuss appropriate actions.

Step 4.
All meetings are to be formally recorded in the Minutes of Meeting and filed on the student’s file.
Step 5.

Following the meeting, a Behaviour Warning Letter will be sent to the student identifying the issue and agreed
plan of action. This letter is to include the right to access the Complaints and Appeals procedure if the student
feels they have been unfairly treated. All communications must be filed on the student’s file.

Step 6.

A note will be placed on aXcelarate to identify that a disciplinary interview has taken place and that details are
filed in the student’s file.

Step 7.

Any repeated or serious misconduct will be dealt with by the DG&Q.
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Misconduct Investigation Flow Chart

Step 1
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See the International/Domestic Student
Handbooks for resubmission fees.

This process applies to an individual student's MCIE learning pathway, whether they are
undertaking a single qualification or multiple qualifications.
This process does not reset with each individual qualification undertaken by the student.
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Temporary Suspension

MCIE, after due consideration, may suspend a student for misconduct for a maximum of 4 weeks.
Expulsion

During the investigation, consideration will be given as to whether the student’s behaviour constitutes cause
for expulsion from MCIE. Factors that can be cited as reasons to expel a student include:

a) impact to the safety of the student or others

O

failure to respond to repeated action plans to correct behaviour or study issues

O

)
)
) wilful damage to others and/or property
)

d) disruptive behaviour that causes discomfort to others

Monitoring, Evaluation and Review

The Director of Quality and Governance and Compliance Manager monitors, evaluates and reviews this policy
and relevant procedures on an ongoing basis and suggests relevant changes to all relevant stakeholders

Related Documents:

POL-50 09-1005 Copyright Policy

POL-54 10-1001 Cheating, Plagiarism and Collusion Policy & Procedure

POL-36_04-1017 Monitoring Course Progress Overseas Students Policy & Procedure
POL-18_01-1041 Domestic Student Support Services Policy and Procedures

POL-14 01-1028 Student Intervention Policy and Procedure

POL-24 01-1108 Overseas Student Complaints and Appeals Process

POL-25 01-1112 Deferment Suspension or Cancellation of Overseas Students Enrolment Policy

06-2000 Behaviour Warning Letter
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Version History

Date Version No: | Changes Made Approved By | Next Scheduled
review
2018 1 First iteration BD
12/09/2024 2 Full review/; new template removed redundant SL 12/09/2025

position titles. removed redundant references
to Vet track, updated related documents with
current naming conventions, added the change
history table

27/05/2025 3 Update compliance requirements for RTO's DGRAQ. 27/05/2026
2025, National Code 2018 and Skills first
obligations
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