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w e l c o m e  
 
 
 
 
Welcome to  the Abor ig ina l  Heal th  & Medica l  Research Counci l  o f  NSW (AH&MRC) 
Abor ig ina l  Heal th  Col lege.   Th is  Student  Handbook is  des igned to  g ive you an 
overv iew of  what  you need to  know whi le  s tudy ing at  the Abor ig ina l  Heal th  Col lege.  
 
The Col lege of  Abor ig ina l  Heal th  has been estab l ished to  ensure that  there are 
cu l tura l ly  va l id  educat ion programs avai lab le  and access ib le  to  Abor ig ina l  people 
and to  workers  in  the Abor ig ina l  communi ty  cont ro l led heal th  sector  and that  these 
programs meet  the indust ry  needs of  the Abor ig ina l  communi ty  cont ro l led heal th  
sector .  
 
The pr inc ip les,  goals  and act iv i t ies  o f  the Abor ig ina l  communi ty  cont ro l led heal th  
sector  are very  d i f ferent  f rom the pr inc ip les,  goals  and act iv i t ies  o f  the publ ic  
heal th  sector .   Consequent ly  the funct ion of  Abor ig ina l  Communi ty  Contro l led 
Heal th  Serv ices (ACCHS) and the ro le  o f  s ta f f  employed in  them are qu i te  d i f ferent  
f rom that  o f  pub l ic  and pr ivate  heal th  sectors .    
 
ACCHS are requi red by the Abor ig ina l  communi ty  to  ensure prov is ion of  cu l tura l ly  
appropr ia te  pr imary heal th  care and to  enable equi tab le  access to  cu l tura l ly  
sens i t ive secondary and ter t iary  heal th  serv ices.   Th is  par t icu lar  emphasis  resu l ts  
in  the need to  funct ion at  d i f ferent  leve ls  and to  v iew heal th  f rom d i f ferent  
perspect ives to  those genera l ly  appl icab le  in  o ther  heal th  sectors ,  whi le  a t  the 
same t ime mainta in ing a h igh qual i ty  o f  serv ice prov is ion.  
 
I  hope that  through your  s tudy wi th  the Abor ig ina l  Heal th  Col lege you wi l l  ach ieve 
your  career  goals  and improve your  job sat is fact ion in  the prov is ion of  heal th  
serv ices to  Abor ig ina l  people.  
 
 
 
 
 
Sandra Bai ley 
Chie f  Execut ive Of f icer  
Abor ig ina l  Heal th  & Medica l  Research Counci l  o f  NSW 

Version 1 · March 2004 Page 3  
 



AH&MRC Aboriginal Health College Student Handbook 
 
 
 

 
 

 
 
 
 
 

c o d e  o f  p r a c t i c e  
 
 
 
AH&MRC’s Code of  Pract ice assures c l ients  and s tudents  o f  i ts  commitment  to  the 
de l ivery  o f  qual i f ica t ions wi th in  i ts  scope of  reg is t ra t ion as a Regis tered Tra in ing 
Organisat ion which are cons is tent  wi th  the s tandards endorsed by State and 
Terr i tory  Min is ters  under  the Aust ra l ian Qual i ty  Tra in ing Framework.  
 
The Code of  Pract ice focuses on:  
 

Pol ic ies and procedures  

 

 

 

 

 

 

 

 

 

 

 

 

Staf f  respons ib i l i t ies  

Prov is ion of  t ra in ing and assessment  serv ices 

Issu ing of  qual i f icat ions and s ta tements  o f  a t ta inment  

Market ing of  t ra in ing and assessment  serv ices 

Access and equi ty  

In format ion for  s tudents  

F inanc ia l  s tandards 

Prov is ion of  in format ion 

Recru i tment  o f  s ta f f  

Compla in ts ,  gr ievances and appeals  processes 

Record keeping 

Cont inuous improvement .  
 
 
A copy of  AH&MRC’s Code of  Pract ice is  ava i lab le  f rom the Col lege’s  
Admin is t ra t ive Of f ice.  
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c o n t a c t s  
 
 
 
The fo l lowing are contact  deta i ls  for  the Abor ig ina l  Heal th  Col lege and i ts  t ra in ing 
and assessment  s ta f f :  
 
 
Abor ig ina l  Heal th  Col lege 
Abor ig ina l  Heal th  & Medica l  Research Counci l  o f  NSW (AH&MRC) 
102 George St reet  
Redfern  NSW  2016 
 
 
Te l :  (02)  9698 1099 
Fax:  (02)  9690 1559 
Emai l :  ahmrc@ahmrc.org.au
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r i g h t s  a n d  
r e s p o n s i b i l i t i e s  
 
 
 
 
s t u d e n t  r i g h t s  
 
 
 
Students  o f  the AH&MRC Abor ig ina l  Heal th  Col lege have r ights  and 
respons ib i l i t ies .   Your  r ights  inc lude to :  
 
 

Study in  a  program or  course which meets  current  indust ry  s tandards and 
accred i ta t ion requi rements  

 

 

 

 

 

 

 

 

 

Be g iven in format ion about  assessment  requi rements  and ass ignment  due dates 
at  the beginn ing of  your  s tudy program 

Have your  work assessed as prompt ly  as poss ib le  and to  rece ive feedback 
about  your  progress 

Be t reated fa i r ly  and wi th  respect  by s ta f f  and other  s tudents  

Learn in  an env i ronment  f ree of  d iscr iminat ion and harassment  

Have personal  records kept  pr ivate  and made avai lab le  on ly  to  author ised users  

Learn in  a  suppor t ive and safe env i ronment .  

Appeal  resu l ts  and access the rev iew process 

Have access to  academic and personal  counsel l ing.  
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s t u d e n t  r e s p o n s i b i l i t i e s  
 
 
 
Your  respons ib i l i t ies  as a  s tudent  inc lude to :  
 
 

Pay your  course fees by the due date  

 

 

 

 

 

 

 

 

 

 

 

Manage your  own learn ing 

Complete a l l  assessment  tasks honest ly  and wi thout  any form of  cheat ing or  
p lag iar ism 

Complete a l l  assessment  tasks by the due date 

Fol low normal  safety  procedures 

Not  damage or  s tea l  proper ty  

Treat  o ther  s tudents  and s ta f f  w i th  respect  and fa i rness 

Behave as to  not  o f fend,  embarrass,  or  threaten others  

Behave in  a  non-d iscr iminatory ,  non-harass ing manner  to  o ther  s tudents  and 
s ta f f  

Not  use mobi le  phones or  pagers  in  c lassrooms or  s tudy cent res 

Not  enter  the co l lege wi th  any i l lega l  drugs or  weapons,  or  to  be under  the 
in f luence of  i l lega l  drugs or  a lcohol  

Be aware of  and comply  wi th  AH&MRC ru les when appl icab le .  
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S t a f f  r i g h t s  
 
 
AH&MRC Abor ig ina l  Heal th  Col lege s ta f f  have a r ight  to :  
 
 

Expect  s tudents  to  present  the i r  best  work   

 

 

 

 

 

 

 

 

 

Expect  s tudents  to  adopt  acceptab le  behav iour  

Expect  s tudents  to  a t tend a l l  t ra in ing sess ions un less there are conf l ic t ing or  
unavoidable c i rcumstances 

Exc lude a s tudent  f rom any c lass who is  adverse ly  a f fect ing the learn ing of  
o thers  or  who is  behav ing in  an unsafe or  dangerous way 

Be t reated fa i r ly  and wi th  respect  by o thers  

Be adv ised of  compla in ts  which re la te  to  them. 
 
 
 
S t a f f  r e s p o n s i b i l i t i e s  
 
 
Responsib i l i t ies  o f  AH&MRC Abor ig ina l  Heal th  Col lege s ta f f  inc lude to :  
 
 

Prov ide s tudents  wi th  in format ion about  the i r  learn ing and assessment  program 
and act iv i t ies  

Not i fy  s tudents  o f  the i r  ava i lab i l i ty  to  prov ide ass is tance and feedback 

Work fa i r ly  and equi tab ly  wi th  s tudents  and co l leagues and t reat  o thers  wi th  
respect  

Conduct  t ra in ing and assessment  act iv i t ies  accord ing to  the requi rements  o f  the 
course.  
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s t u d e n t  i n f o r m a t i o n  
 
 
 
a s s e s s m e n t   
 
 
At  the beginn ing of  your  par t ic ipat ion in  an AH&MRC course,  your  t ra iner  wi l l  
prov ide assessment  in format ion about  the fo l lowing:  
 

Course a ims and ob ject ives  

 

 

 

Assessment  s t ra teg ies and mater ia ls  

Work based pro jects  

Col lec t ion of  ev idence.  
 
 
 
a p p e a l s  
 
 
A l l  s tudents  are ab le  to  appeal  to  the Col lege Di rector /Chie f  Execut ive Of f icer  
about  dec is ions made by the t ra in ing and assessment  s ta f f .   Appeal  fees may apply  
upon submiss ion of  an appeal .   These fees wi l l  be re funded i f  the appeal  is  upheld.   
Students  wi l l  be prov ided wi th  an appeal  outcome in  wr i t ing.   
 
 
 
c o n f i d e n t i a l i t y  
 
 
AH&MRC compl ies wi th  the Pr ivacy Act  1988  in  the protect ion of  a l l  s tudent  
in format ion.   AH&MRC wi l l  seek the wr i t ten permiss ion of  s tudents  before any 
in format ion about  that  is  re leased to  a  th i rd  par ty ,  such as an employer .  
 
 
 
f e e d b a c k  
 
 
AH&MRC act ive ly  encourages feedback f rom students  about  i ts  po l ic ies  and 
procedures,  and t ra in ing and assessment  products  and serv ices.   P lease comment  
on any aspect  o f  our  products  and serv ices to  he lp  us to  cont inuous ly  improve our  
t ra in ing and assessment  serv ices.  
 
Feedback rece ived wi l l  be incorporated in to  AH&MRC’s cont inuous improvement  
processes.  
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s a f e t y  
 
 
 
p e r s o n a l  p r o p e r t y  
 
 
AH&MRC Abor ig ina l  Heal th  Col lege doesn’ t  accept  l iab i l i ty  for  any loss or  damage 
to  personal  proper ty  on Col lege premises.   The fo l lowing po in ts  prov ide gu idance 
in  he lp ing to  prevent  loss o f  personal  i tems:  
 

Do not  leave your  handbag,  wal le t ,  purse or  o ther  personal  i tems unat tended or  
unsecured 

 

 

 

 

 

 

 

 

Do not  car ry  large amounts  o f  cash 

Mark your  personal  proper ty  c lear ly  

Carry  your  handbag or  purse c lose to  you at  a l l  t imes 

Repor t  thef ts  to  the Col lege Admin is t ra t ion Of f ice and to  the po l ice 
immediate ly .  

 
 
 
 
h e a l t h  a n d  s a f e t y  
 
 
 
In  addi t ion to  the s tudent  respons ib i l i t ies  s ta ted ear l ier ,  you have a responsib i l i ty  
for  your  own heal th  and safety .   Th is  inc ludes:  
 

Us ing equipment  in  l ine wi th  ins t ruct ions for  use 

Protect ing yourse l f  f rom any overuse in jur ies  f rom repet i t ive  work and tasks 
(such as s t ra in  f rom repet i t ive  use of  the keyboard) ,  by  tak ing breaks,  rests  and 
shor t  walks when necessary  

Not  do anyth ing that  creates a r isk  or  increases an ex is t ing r isk  to  the heal th  
and safety  o f  yourse l f  or  o ther  persons wi th in  the AH&MRC premises or  
learn ing env i ronment .  
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e n r o l m e n t  
 
 
 
a p p l i c a t i o n  
 
 
To apply  for  a  course or  program of fered by the AH&MRC Abor ig ina l  Heal th  
Col lege,  you wi l l  f i rs t  need to  complete an appl icat ion form.   P lease re turn the form 
by mai l ,  emai l  or  fax ,  or  d i rect ly  to  the Course Admin is t ra tor .  
 
I f  you in tend to  d iscont inue your  reg is t ra t ion you must  adv ise the Course 
Admin is t ra tor  as soon as poss ib le .   Fee ob l igat ions are deta i led in  the sect ion on 
page 11 of  th is  document .  
 
 
 
w i t h d r a w a l  
 
 
A l l  s tudent  wi thdrawals  f rom course or  programs should be prov ided in  wr i t ing to  
the Course Admin is t ra tor .   Page 11 of  th is  document  re fers  to  the fee re fund 
po l icy .  
 
 
 
r e c o g n i t i o n  
 
 
Recogni t ion of  your  cur rent  sk i l ls  and knowledge can be achieved through:  
 

Cred i t  t ransfer   

 

 

Mutual  recogni t ion 

Recogni t ion of  Pr ior  Learn ing (RPL) .  
 
 
You may have sk i l ls  or  knowledge which are appropr ia te  to  the course be ing 
of fered by AH&MRC which you have obta ined through indust ry  or  l i fe  exper ience,  
or  formal  t ra in ing.  
 
 
c r e d i t  t r a n s f e r  
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You may apply  for  ‘c red i t  t ransfer ’  for  equiva lent  programs you have under taken at  
o ther  ins t i tu t ions.   Your  Course Admin is t ra tor  can he lp  wi th  th is  process.  
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m u t u a l  r e c o g n i t i o n  
 
 
 
AH&MRC recognises Aust ra l ian Qual i f icat ion Framework (AQF) qual i f ica t ions and 
Statements  o f  At ta inment  issued by o ther  Regis tered Tra in ing Organisat ions as 
par t  o f  i ts  ‘mutua l  recogni t ion ’  po l icy .   Advanced s tanding wi l l  be awarded for  the 
successfu l  complet ion through another  RTO of  nat ional  un i ts  o f  competency which 
are inc luded in  programs of fered by AH&MRC.  
 
 
 
r e c o g n i t i o n  o f  p r i o r  l e a r n i n g  
 
 
I f  you have work exper ience,  l i fe  exper ience or  formal  s tudy which cannot  be 
recognised by cred i t  t ransfer ,  you can apply  for  ‘Recogni t ion of  Pr ior  Learn ing ’ .   
Th is  process recognises the sk i l ls  and knowledge you have and can current ly  
demonst ra te .  
 
AH&MRC wi l l  prov ide you wi th  a  “Recogni t ion Appl icat ion”  to  ass is t  you to  
under take a se l f  assessment  process to  apply  for  Recogni t ion of  Pr ior  Learn ing 
(RPL) .   Th is  process accounts  for  work  exper ience,  l i fe  exper ience or  formal  s tudy 
which cannot  be recognised by cred i t  t ransfer .   
 
I f  you cons ider  that  through pr ior  learn ing and/or  exper ience you have ga ined the 
sk i l ls /competenc ies requi red for  un i ts  o f  competency wi th in  course/s  o f fered by 
AH&MRC, you may be granted cred i t  upon substant ia t ion o f  that  c la im.  
 
You should complete the Recogni t ion Appl icat ion pr ior  to  gather ing necessary  
ev idence to  suppor t  your  c la im for  recogni t ion.   
 
 
 
 
a c a d e m i c  p r o g r e s s  
 
 
At  the end of  each semester  o f  s tudy you wi l l  be sent  a  fu l l  resu l t  not ice for  that  
semester .   In  addi t ion,  a t  any t ime dur ing the course of  the semester  you may wish 
to  obta in  an ‘unof f ic ia l  t ranscr ip t ’ .   These can be prov ided on appl icat ion to  the 
Col lege Admin is t ra t ion Of f ice.  
 
An ‘o f f ic ia l  academic t ranscr ip t ’  may a lso be prov ided before complet ion of  a  
course or  program, for  example to  inc lude wi th  a  job appl icat ion.   Again,  you need 
to  apply  to  the Col lege Admin is t ra t ion Of f ice.  
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f e e s  
 
 
 
 
 
p a y m e n t  
 
 
Once you have been accepted in to  an AH&MRC course or  program you wi l l  be 
issued wi th  a  s tudent  invo ice.  The s tudent  invo ice c lear ly  sets  out  the amount  due 
and the payment  due date.  
 
Your  s tudent  invo ice l is ts  the fees which apply  to  your  course of  s tudy.   You are 
respons ib le  for  fee payment  by the due date.   Fa i lure  to  do so may resu l t  in  your  
reg is t ra t ion be ing cancel led.  
 
 
 
 
r e f u n d s  
 
 
 
Refunds may be pa id  to  s tudents  i f :  
 

A course or  program is  cancel led  

 

 

You wi thdraw f rom a course or  program before the payment  due date 

Other  c i rcumstances requi re  payment  o f  a  re fund accord ing to  the AH&MRC 
refund po l icy  and dec is ion by the Col lege Di rector /Chie f  Execut ive Of f icer .  

 
 
P lease see the Course Admin is t ra tor  for  fur ther  deta i ls .  
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Extract  f rom “AH&MRC Financial  Pol ic ies and Procedures” 
 

1 0 .  S t u d e n t  f e e s  a n d  r e f u n d s  
 
 
S tudent  fees  a re  payab le  fo r  the  te rm/year  in  advance .   A  tax  invo ice  w i l l  be  
i ssued to  the  s tudent  s ta t ing  the  course  code,  fees  inc lus ive  o f  GST,  name,  
address  and  due  da te  payab le  w i th in  7  days .  
 
Re funds  may be  pa id  to  s tudents  i f :  
 

a  course  o r  p rogram is  cance l led   

 

 

the  s tudent  w i thdraws f rom a  course  o r  p rogram be fo re  the  payment  due  da te  

o ther  c i rcumstances  requ i re  payment  o f  a  re fund  as  de te rmined  by  the  
Co l lege  D i rec to r  and /o r  Ch ie f  Execu t i ve  Of f i ce r .  

 
A  separa te  account  w i l l  be  se t  up  fo r  s tudent  fees  to  p ro tec t  fees  pa id  in  
advance.  
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Appeals and complaints 
 
S tudents  and  c l ien ts  o f  the  co l lege  have  a  r igh t  to  appea l  o r  compla in  about  i ssues  o r  
even ts  when they  fee l  they  have  been:   

 unfa i r l y  t rea ted  
 d isadvantaged by  co l lege  p rocesses  o r  p rocedures  o r  s ta f f  ac t ion  o r  inac t ion  
 abused o r  harassed  
 th rea tened o r  in t im ida ted  
 assessed un fa i r l y  
 g iven  inaccura te  o r  m is lead ing  in fo rmat ion  
 t rea ted  in  an  unpro fess iona l  manner  

 
In  the  f i r s t  ins tance  you  a re  encouraged to  ra ise  your  concerns  w i th  the  s ta f f  member  
invo lved .  I f  unab le  to  reso lve  the  i ssue  to  your  sa t i s fac t ion  o r  in  cases  where  you  fee l  the  
compla in t  i s  too  s ign i f i can t  to  a t tempt  one  on  one  reso lu t ion  then  you  can  compla in  to  the  
CEO o f  the  AHMRC us ing  the  a t tached compla in t  fo rm as  a  gu ide .  Your  compla in t  w i l l  a t  
a l l  t imes  be  taken  ser ious ly  and  where  appropr ia te  w i l l  be  re fe r red  to  the  Deputy  CEO o f  
the  o rgan isa t ion .  The  Deputy  CEO (o r  the i r  de lega te )  w i l l  then  ac t  as  an  in te rna l  med ia to r  
to  inves t iga te  and  reso lve  the  compla in t  to  the  par t ies ’  sa t i s fac t ion .  Any  in te rna l  
compla in t  p rocedure  does  no t  de t rac t  f rom any  r igh ts  you  may have  to  seek  redress  
th rough ex te rna l  compla in t  reso lu t ion  op t ions .  You can  con tac t  the  Co l lege ’s  Bus iness  
Manager  to  d iscuss  the  p rocess  in  more  de ta i l  i f  you  w ish .  
 
The  compla in t  p rocess  i s  ou t l ined  in  the  D iagrams be low:  
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Flow Chart for Complaints Process: Standard 1.5 

Student 
complains  
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Corrective 
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documented 
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CEO determines the 
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CEO 
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Mediation 
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Flow Chart for Assessment Appeals Process: Standard 1.5 

Student 
appeals  

Staff Member completes the 
Corrective Action Record on 

behalf of Assessment 
Moderation Panel 

Appeal is sent 
to AH&MRC 

CEO

AH&MRC 
documents 

complaint on a 

CEO reviews the 
documented appeal 

CEO determines the 
appeal is valid 

CEO refers appeal and 
documentation to 

independent external 
Assessor 

Independent external 
Assessor reviews 

assessment 
documentation 

Review of 
assessment 
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Independent 
external 

Assessor arrives 
at decision 

Independent 
external Assessor 
notifies parties of 

decision 
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Complaint form 
 
To:  CEO 
AHMRC  
 
 
Redfern  
PH:  
 
 
Name of  the complainant :  
 
Contact  detai ls :  
 
Nature of  the complaint :  
 
 
Br ief  descr ipt ion of  the complaint / issue:  
 
 
 
 
 
Any s igni f icant  dates in re lat ion to the complaint :  
 
 
 
 
Expected outcomes:  
 
 
 
 
 
Signature:   
 
 
 
Date:  
 
 

 


