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About Australia School of Commerce  

Australia School of Commerce (also known as ASOC) is a Registered Training Organisation and an 
accredited Vocational Education and Training provider providing high-quality training to students in 
Australia. 

Australian School of Commerce aims to support students to achieve their lifelong educational and career 
goals by offering a range of vocational courses, all of which are accredited by the Australian Government. 
ASOC is committed to providing practical approaches to delivering quality education to International 
students. 

By focusing on both theoretical and practical knowledge, the Australian School of Commerce endeavours 
to bridge the knowledge gap between students and industry requirements. Committed to an outstanding 
ÓÔÕÄÙ ÅØÐÅÒÉÅÎÃÅȟ ÔÈÅ 3ÃÈÏÏÌȭÓ ÈÉÇÈÌÙ ÃÏÍÐÅÔÅÎÔ ÁÎÄ ÐÁÓÓÉÏÎÁÔÅ ÓÔÁÆÆ ×ÉÌÌ ÍÁËÅ ÅÁÃÈ ÓÔÕÄÅÎÔȭÓ ÅÄÕÃÁÔÉÏÎal 
experience a unique one. 

Australian School of Commerce offers Business and Cookery & Hospitality courses. For Commercial 
Cookery and Hospitality Courses, refer to the student Handbook available on website www.asoc.edu.au as 
this handbook provides information on BSB courses only.  

We are located at:  

 

Melbourne -Head Office 

Level 4, 123-129 Lonsdale Street, Melbourne, Victoria, 3000 Australia 

Phone: 1300 781 194 (Australia) 
 
 
 

Hobart Campus  

Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 Australia 

Phone: 1300 781 194 (Australia) 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

http://www.asoc.edu.au/
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Welcome to Australian School of Commerce (ASOC) 

From the Chief Executive Officer  
 

Thank you for considering the Australian School of Commerce (ASOC) for your educational study journey 
in Australia! 

We endeavour to make your stay in Australia productive and enjoyable. At ASOC, we believe that offering 
a high-quality education course is paramount to boosting your career opportunities and future plans. We 
would like the opportunity to welcome you into the Australian lifestyle and enable you to gain the most 
from your experience and interactions with our culture and way of living. 

The Australian School of Commerce aims to support students to achieve their lifelong educational and 
career goals by offering a range of vocational courses, all of which are accredited by the Australian 
Government. 

The School is committed to providing theoretical and practical approaches to deliver quality education to 
International students.  By focusing on both theoretical and practical knowledge, the Australian School of 
Commerce endeavours to bridge the knowledge gap between students and industry requirements. 

Committed to an outstanding study experience, the School's highly competent and passionate staff will 
make each student's educational experience a unique one. 

We look forward to welcoming you to our vibrant and diverse community within the Australian School of 
Commerce and the broader Australian environment. 

Sukhdeep Singh 

Chief Executive Officer 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

The 2022 International Student Handbook is a detailed informative guide to help students and their families to gain a clear insight into 
the courses delivered at Australian School of Commerce and to assist with making our student's time in Australia a truly memorable 
experience. 
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Our Vision  
 
Our vision is to offer courses that meet the expectations of students in line with flexibility of study, work 
focused material and assessment and reasonable cost. 
 
Our Mission  
 
We encourage our students to pursue meaningful study that will foster a strong contribution to their 
community within Australia and their home countries and to build a foundation for lifelong learning. We 
encourage free and open thinking, critical evaluation of knowledge and information and balanced opinion 
and conclusion. 
 
International student training is governed by the ESOS Act. Details: 
https://www.legislation.gov.au/Details/C2021C00586   
 
Objectives  
 
People-We strive to attract, recruit and retain talented, competent and committed trainers. We promote 
excellent performance through leadership and professional development. 
Safety equality - We are committed to providing an environment which is safe, equitable and which 
promotes a confident and productive training & assessment environment. 
Integrity ethics - We conduct ourselves in accordance with the shared and agreed standards of behaviour 
which holds ethical conduct and integrity as our highest priorities. 
Quality committed -We aspire to deliver consistent, high quality services and apply them. Quality systems 
which support training and assessment excellence. 
Student Focused-We thrive on providing training and assessment that is student focused and which 
supports lifelong learning. We respect our students and strive to attract them time after time by providing 
high quality training and assessment experiences. 
Industry Engagement -We recognise the value of industry engagement as the driving force in shaping our 
training and assessment strategies. We deliver training and assessment services which are founded on the 
industry needs and expectations. 
 
Australia  
 
Australia is an ethnic melting pot. It is a country known for its world-famous natural wonders, diverse 
landscapes and a vibrant multicultural society that practices almost every religion and lifestyle. Since 1945, 
more than six million people from across the world have come to Australia to live. 
 

https://www.legislation.gov.au/Details/C2021C00586
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There are 226 languages spoken in Australia ɀ after English, the most popular are Italian, Greek, Cantonese 
and Arabic. The island continent is almost as big as the USA, but has a population of approximately only 25 
million people (most of whom ÌÉÖÅ ×ÉÔÈÉÎ υπ ËÉÌÏÍÅÔÒÅÓ ÏÆ ÔÈÅ ÃÏÁÓÔɊȢ !ÕÓÔÒÁÌÉÁȭÓ ÃÏÁÓÔÌÉÎÅ ÓÔÒÅÔÃÈÅÓ ÁÌÍÏÓÔ 
50,000 kilometres and has more beaches (over 10,000) than any other country. Inland, there are vast areas 
of semi-arid and desert areas. 
 
All major cities, and the ÎÁÔÉÏÎȭÓ ÃÁÐÉÔÁÌȟ ÏÆÆÅÒ ÅØÃÉÔÉÎÇ ÌÉÆÅÓÔÙÌÅÓȟ ÇÒÅÁÔ ÃÕÌÔÕÒÁÌ ÁÔÔÒÁÃÔÉÏÎÓȟ ÁÎÄ Á ÓÁÆÅ ÑÕÁÌÉÔÙ 
of life. 

Melbourne City Campus  
 

 
 
Level 4, 123-129 Lonsdale Street Melbourne, Victoria, 3000 Australia   
Phone: 1300 781 194 (Australia)  
 
Conveniently located close to parks, gardens, restaurants, shopping centres and a wide range of sporting 
and recreational facilities, the Melbourne campus is only five to eight minutes away from Parliament 
Station and Melbourne central Train Station. 

 

Hobart Campus  

Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 Australia 

Phone: 1300 781 194 (Australia)  
The campus is located in heart of Hobart city and easily accessible by public transport. 
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Living in Australia  

Multiculturalism  

More than 100 ethnic groups are represented in Australia, making it one of the most culturally diverse 
ÃÏÕÎÔÒÉÅÓ ÉÎ ÔÈÅ ×ÏÒÌÄȢ !ÕÓÔÒÁÌÉÁȭÓ ÄÙÎÁÍÉÃ ÍÕÌÔÉÃÕÌÔÕÒÁÌÉÓÍ ÃÁÎ ÂÅ ÁÔÔÒÉÂÕÔÅÄ ÔÏ ÉÔÓ ÕÎÉÑÕÅ ÃÏÍÂÉÎÁÔÉÏÎ ÏÆ 
indigenous cultures, early European settlement and immigration from all parts of the world. 

Australians value the wealth of cultural diversity and social sophistication that international students bring 
to our campus and communities. ASOC takes great care in looking after international students and helping 
them to adjust to the Australian way of life. International students also gain great benefits from their 
education in Australia and make lifelong friendships. 

Language 

Although English is the official language, more than 4 million Australians speak a language other than 
English, more than 800,000 speak an Asian language, the most common being Mandarin, followed by 
Cantonese and Vietnamese, and another 800,000 speak a European Union language. English, as it is spoken 
in Australia, is easily understood by nearly all people from other English-speaking nations. As you improve 
ÙÏÕÒ %ÎÇÌÉÓÈȟ ÙÏÕ ×ÉÌÌ ÌÅÁÒÎ ÓÏÍÅ ÏÆ !ÕÓÔÒÁÌÉÁȭÓ ÃÏÌÏÕÒÆÕÌ ÁÎÄ ÏÆÔÅÎ ÈÕÍÏÒÏÕÓ ÓÌÁÎÇÓȟ ÁÎÄ ÈÁÖÅ ÆÕÎ 
explaining the meanings to friends and relatives. 

Religion  

Australia is predominantly a Christian country, however; all religions are represented. Australians respect 
the freedom of people to practice their choice of religion. Churches, mosques, temples and synagogues are 
located in most major cities. 

Healthcare  

Australia has a very good healthcare system. All Australians pay a Medicare levy (additional tax) to fund 
the public health system to ensure that everyone has access to public-system doctors, hospitals and other 
healthcare services. People who pay extra into private health insurance funds receive extra privileges when 
using private healthcare services. You will find the usual healthcare services available in Australian suburbs 
including GPs (doctors), dentists, osteopaths, chiropractors, psychologists, counsellors and many 
complementary healthcare practitioners too (traditional Chinese medicine, naturopathy, acupuncture, 
kinesiology, etc.). International students studying in Australia are required to have Overseas Student Health 
Cover (OSHC) for the duration of their student visa (refer to student visa obligations, in this section). 

Food 

Australia has a fantastic variety of food. Its top-quality meat, fish, fruits and vegetables are exported to 
markets worldwide. There is a large range of fruit and vegetables available at Australian produce markets. 

Students should have no difficulty finding the foods that they are used to at home. Students can have almost 
ÅÖÅÒÙ ÔÙÐÅ ÏÆ ÃÕÉÓÉÎÅ ÉÎ !ÕÓÔÒÁÌÉÁȭÓ ÍÁÎÙ ÒÅÓÔÁÕÒÁÎÔÓ ÁÎÄ ÃÁÆïÓȢ %ÔÈÎÉÃ ÒÅÓÔÁÕÒÁÎÔÓ ÏÆÆÅÒ ÃÕÉÓÉÎÅÓ ÆÒÏÍ ÁÌÌ 
around the world. Good food at reasonable prices can be found at bistros, cafés and Aussie pubs. For those 
who like takeaway, most of the major global fast food chains are well represented. 

Sports and recreation  

Australians are very keen on sports and outdoor activities and have gained a worldwide reputation as tough 
competitors in individual and team sporting events. Australia has more than 800 national sporting 
organisations and thousands of state and regional sporting bodies.  Australians are also enthusiastic about 
bushwalking, fishing, boating and water sports. 
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Transport  

Australia has an extensive public transport system that includes trains, buses, tramways, ferries, two major 
national airlines and a number of regional airlines. 

Driving  

Tourist students may drive in Australia on a valÉÄ ÏÖÅÒÓÅÁÓ ÄÒÉÖÅÒȭÓ ÌÉÃÅÎÓÅȟ ÂÕÔ ÉÆ ÔÈÅ ÄÏÃÕÍÅÎÔ ÉÓ ÎÏÔ ÉÎ 
%ÎÇÌÉÓÈȟ ÔÈÅ ÖÉÓÉÔÏÒ ÍÕÓÔ ÃÁÒÒÙ Á ÔÒÁÎÓÌÁÔÉÏÎ ×ÉÔÈ ÔÈÅ ÐÅÒÍÉÔȢ !Î ÉÎÔÅÒÎÁÔÉÏÎÁÌ ÄÒÉÖÅÒȭÓ ÌÉÃÅÎÓÅ ÁÌÏÎÅ ÉÓ ÎÏÔ 
sufficient. Different states in Australia have different driving licence conditions. 

For example, as per the new regulations, in state Victoria (includes Melbourne), International students can 
use their overseas licence for the first six months of living in Victoria (after that, students will need Victorian 
licence instead). This rule has been applicable from 29th October 2019. Hence, Students need to have 
Victorian licence to be able to drive in Victoria. 

Victoria- https://www.vicroads.vic.gov.au/licences/new -to-victor ia 

To convert an overseas license in Tasmania- please refer to the link given: Converting an overseas licence 
ɀ Transport Services 

Taxis  

Metered taxicabs operate in all major cities and towns. Students can find taxi ranks at transport terminals, 
main hotels or shopping centres or can hail taxis in the street. A light and sign on the roof indicate if a taxi 
is vacant. There is a minimum charge on hiring and then a charge per kilometre travelled. You do not need 
to tip taxi driv ers. 

Uber 

Uber services are also available at the airport and there is a designated pick up place available outside the 
airport for Uber customers. 

Telephones and Wi -Fi connections  

Australia has a modern telecommunications system with mobile and internet access generally available at 
low cost. Overseas calls can be made over the internet data which also includes video calling. 

Internet data: Free Wi-Fi, non-connections (paid) are available at majority of the places in and around 
Melbourne and Hobart. 

For example-Airport, few shopping malls have free Wi-Fi available. Most of the shared accommodations 
have Wi-Fi services available through which the students can make overseas phone calls, video calls. 

Students can avail pre-paid and/or post-paid Sims depending upon their suitability and requirements of 
the students. Lowest pre-paid Sims and plan costs around 12$-15$. The cost of pre-paid and post-paid plan 
keeps increasing as per your requirements, for example, more internet data and overseas calling minutes 
may cost you more than the plans with less internet and overseas calling minutes. 

However, there are many providers like Vodafone which give student discounts. 

Budgeting  

Students should work out a budget that covers accommodation, food, transport, clothing and 
entertainment. Childcare, if applicable, should also be taken into account. For more information on living 
in Australia, costs, visit www.studyinaustralia.gov.au. 

https://www.vicroads.vic.gov.au/licences/new-to-victoria
https://www.transport.tas.gov.au/licensing/interstate_or_overseas_licences/converting_an_overseas_licence#:~:text=Overseas%20provisional%20licences%20are%20only%20recognised%20in%20Tasmania,at%20Service%20Tasmania%20and%20attend%20a%20pre-learner%20course.
https://www.transport.tas.gov.au/licensing/interstate_or_overseas_licences/converting_an_overseas_licence#:~:text=Overseas%20provisional%20licences%20are%20only%20recognised%20in%20Tasmania,at%20Service%20Tasmania%20and%20attend%20a%20pre-learner%20course.
http://www.studyinaustralia.gov.au/
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Travel  

During the term breaks, students may like to venture beyond Melbourne and Hobart to experience more of 
!ÕÓÔÒÁÌÉÁȭÓ ÓÐÅÃÔÁÃÕÌÁÒ ÎÁÔÕÒÁÌ ÅÎÖÉÒÏÎÍÅÎÔ ÁÎÄ ÇÒÅÁÔ ÐÈÙÓÉÃÁÌ ÂÅÁÕÔÙȟ ÓÕÃÈ ÁÓ ÇÒÅÁÔ ÏÃÅÁÎ ÒÏÁÄȟ ÍÁÒÉÎÅ 
parks and national parks (The Great Barrier Reef, Kakadu, and Uluru), the Queensland rainforests and the 
pristine countryside and mountains of Tasmania. Student and backpacker travel agents in metropolitan 
cities offer cheap flights and package deals. 

Money and banks  

Australian currency is the only legal tender in Australia. When students first arrive, money from other 
countries can be changed at the exchange facilities located at international airports, banks and major hotels. 
4ÒÁÖÅÌÌÅÒÓȭ ÃÈÅÑÕÅÓ ÁÒÅ ÅÁÓÉÅÒ ÔÏ ÕÓÅ ÉÆ ÁÌÒÅÁÄÙ ÉÎ !ÕÓÔÒÁÌÉÁÎ ÄÏÌÌÁÒÓȟ ÈÏ×ÅÖÅÒȟ ÂÁÎËÓ ×ÉÌÌ ÃÁÓÈ travellersȬ 
cheques virtually in any currency. Major hotels and some shops, depending on individual store policy, will 
ÁÌÓÏ ÃÁÓÈ ÔÒÁÖÅÌÌÅÒÓȭ ÃÈÅÑÕÅÓȢ 

It is a good idea to set up an Australian bank account. You will need to provide visa details and evidence of 
residency. Banking services in Australia are extremely competitive. All major banks have branches in cities 
and regional centres. Major Banks include ANZ, Westpac, National Bank, Commonwealth Bank. Community 
banks, like Bendigo Bank, are a popular alternative. Most shopping centres have Automatic Teller Machines 
(ATM) facilities. These machines can be used for deposits and, in many instances, withdrawals 24-hours-a-
day. Many department stores, supermarkets and specialist shops have electronic transfer terminals 
(EFTPOS) where cash withdrawals can also be made in addition to purchasing goods. 

More information on banking is available at www.studyinaustralia.gov.au. Normal bank trading hours are 
from Monday to Thursday - 9.30 am ɀ 4.00 pm, Friday - 9.30 am ɀ 5.00 pm and some banks are open 
Saturday mornings. The timings may vary. 

Credit Cards 

Credit cards are widely accepted around Australia. The most commonly accepted credit cards are Visa and 
MasterCard. 

Currency  

Australia uses a dollars and cents system of decimal currency with 100 cents in a dollar. The bank notes in 
use are $5, $10, $20, $50 and $100. Coins used are the silver-coloured 5 cent, 10 cent, 20 cent and 50 cent 
coins and the gold-coloured $1 and $2 coins. 

Tipping  

Tipping is not the general custom in Australia and service charges are not added to accounts by hotels and 
restaurants. 

Finding Accommodation  

The following types of accommodation are available for international students. 

Home Stay 

This option is an opportunity for students to live in a private home, with a local family, couple or single 
person and learn about Australian life. You may need to compromise with living arrangements as you will 
ÎÅÅÄ ÔÏ ÆÉÔ ÉÎ ×ÉÔÈ ÔÈÅ ÈÏÕÓÅÈÏÌÄȭÓ ÒÏÕÔÉÎÅÓ ÁÎÄ ÅØÐÅÃÔÁÔÉÏÎÓȢ 9ÏÕ ×ÉÌÌ ÎÅÅÄ ÔÏ ÔÈÉÎË ÁÂÏÕÔ ÔÈÅ ÔÈÉÎÇÓ that 
are important to you. You may need to ask about how adaptable meal times are in relation to your studies 
and other commitments. There are different types of home stay arrangements: 

Cost: $235 to $325 per week 
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Full Board  

Usually includes a furnished room (bed, desk, lamp, and wardrobe), three meals per day and bills 
(electricity, gas and water, but not telephone and internet). Some home stay providers may even do your 
laundry. 

Cost: A$110.00 - A$270.00 per week 

Half Board  

Usually includes a furnished room (bed, desk, lamp, and wardrobe) and bills (electricity, gas and water, but 
not telephone and internet). You can use the cooking and laundry facilities in the house. 

Cost: A$ 80.00 - A$ 100.00 per week 

Lease/Rent  

Renting an apartment or house ÉÓ ÄÏÎÅ ÔÈÒÏÕÇÈ Á ÒÅÁÌ ÅÓÔÁÔÅ ÁÇÅÎÔȢ 9ÏÕ ÍÕÓÔ ÓÉÇÎ Á ÃÏÎÔÒÁÃÔ ÃÁÌÌÅÄ Á ȰÌÅÁÓÅȱ 
to rent the house, either month-by-month, or sometimes a 6-month, 12-month or 2-year lease is required. 
The lease entitles you to private use of the property for the duration of the lease. The advantage of this is 
privacy and independence. 

9ÏÕ ÍÕÓÔ ÐÁÙ Á ÂÏÎÄ ɉÔÈÅ ÅÑÕÉÖÁÌÅÎÔ ÏÆ ÏÎÅ ÍÏÎÔÈȭÓ ÒÅÎÔȟ ÔÏ ÃÏÖÅÒ ÁÎÙ ÄÁÍÁÇÅ ÙÏÕ ÍÁÙ ÄÏ ÔÏ ÔÈÅ ÐÒÅÍÉÓÅÓɊȢ 

You are responsible for paying all bills (except water and council rates), maintenance of the property and 
providing all your own furniture and household items. 

If you choose a house or apartment in a popular area, there will be much competition. The real estate agent 
selects the tenants who they believe are the most stable and able to meet the requirements of the lease. 

Cost (shared accommodation): A$185.00 - A$440.00 per week (unfurnished) 

Useful internet sites for student housing are: 

https://student-accommodation.com/ 

http://homestaydirect.com.au  

http://gumtree.com.au  

http://flatmatefinders.com.au  

http://www.studymelbourne.vic.gov.au  

https://www.studytasmania.tas.gov.au/  

Useful rental accommodation websites are: 

www.realestate.com.au 

www.domain.com.au 

www.realestateview.com.au 

 

https://student-accommodation.com/
http://homestaydirect.com.au/
http://gumtree.com.au/
http://flatmatefinders.com.au/
http://www.studymelbourne.vic.gov.au/
https://www.studytasmania.tas.gov.au/
http://www.realestate.com.au/
http://www.domain.com.au/
http://www.realestateview.com.au/
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Living in Melbourne  

 
 

Melbourne  
 
Melbourne is the capital city of Victoria with a population of over 4 million people.  It is !ÕÓÔÒÁÌÉÁȭÓ ÓÅÃÏÎÄ 
largest city. The city offers wonderful experiences, a great climate, friendly people and quality education.  
Situated on the Yarra River and around Port Phillip Bay, the city has beautiful beaches and excellent water 
sport facilities.  It is a spacious city with many parks & gardens, sporting venues, and scenic attractions. 
 
/ÎÅ ÑÕÁÒÔÅÒ ÏÆ -ÅÌÂÏÕÒÎÅȭÓ ÐÏÐÕÌÁÔÉÏÎ ×ÁÓ ÂÏÒÎ ÏÖÅÒÓÅÁÓȟ ÍÁËÉÎÇ ÉÔ ÏÎÅ ÏÆ ÔÈÅ ×ÏÒÌÄȭÓ ÍÏÓÔ ÍÕÌÔÉÃÕÌÔÕÒÁÌ 
cities. Melbourne is among top 10 most liveable cities in the world as surveyed by CNN travel index.  
 

Climate  

 
Melbourne has a temperate climate with four distinct seasons: 
¶ Winter (June - August)  

Temperatures range from 10-15°C 
¶ Spring (September - November)  

Temperatures range from 17-22°C 
¶ Summer (December - February)  

Temperatures can rise above 35°C 
¶ Autumn (March - May)  

Temperatures range from 17-24°C 
 
Events and Entertainment  
 
Melbourne is a cosmopolitan city that is full of life.  The city hosts a variety of festivals, cultural and sporting 
events, including the Australian Grand Prix, the Australian Open, the Spring Racing Carnival, Melbourne 
International Arts Festival, Melbourne Food and Wine Festival, Spring Fashion Week and the Melbourne 
Fringe Festival, Melbourne International Comedy Festival, Chinese New Year Parade, Moomba Parade. 
 
-ÅÌÂÏÕÒÎÅ ÉÓ !ÕÓÔÒÁÌÉÁȭÓ ÆÅÓÔÉÖÁÌ ÃÁÐÉÔÁÌȟ ×ÉÔÈ ÆÒÅÅ ÅÖÅÎÔÓ ÈÅÌÄ ÉÎ ÃÉÔÙ ÁÎÄ ÃÏÍÍÕÎÉÔÙ ÖÅÎÕÅÓ ÅÁÃÈ ÍÏÎÔÈȢ 
4ÈÅ ÃÉÔÙȭÓ ÂÅÁÕÔÉÆÕÌ ÇÒÅÅÎ ÁÎÄ ÓÐÁÃÉÏÕÓ ÓÕÒÒÏÕÎÄÓ ÁÒÅ ÖÅÒÙ ÁÔÔÒÁÃÔÉÖÅ ÆÏÒ ÓÏÃÉÁÌȟ ÓÐÏÒÔÉÎÇ ÁÎÄ ÏÔÈÅÒ ÏÕÔÄÏÏÒ 
activities. There are plenty of opportunities for international students to have an enjoyable time with 
friends. 
 
Study 
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Melbourne boasts an abundance of fine universities and colleges with international reputations. For this 
reason, Melbourne is considered !ÕÓÔÒÁÌÉÁȭÓ ÐÒÅÍÉÅÒ ÕÎÉÖÅÒÓÉÔÙ ÁÎÄ ÅÄÕÃÁÔÉÏÎ ÃÉÔÙ ÁÎÄ ÁÎ ÉÄÅÁÌ ÐÌÁÃÅ ÔÏ 
study. 
 
Transport  
Melbourne has an excellent public transport system with trains, trams and buses providing an extensive 
network throughout the city and suburbs. Taxis are plentiful and safe, and are available 24 hours a day. 
 
Useful Websites  
www.ptv.vic.gov.au  
www.studymelbourne.vic.gov.au  

www.studyinaustralia.gov.au  

http://www.border.gov.au/Trav/Life  
 

Living in Hobart  

 
 

Hobart offers a contrasting blend of heritage, scenery and culture, with world class activities and 
attractions nearby. Nestled amongst the foothills of Mt Wellington, Hobart combines heritage charm with 
a modern lifestyle in a setting of exceptional beauty. It's no wondeÒȟ ÔÈÅ Ȱ,ÏÎÅÌÙ 0ÌÁÎÅÔȱ ÈÁÓ ÃÁÌÌÅÄ (ÏÂÁÒÔ 
as one of the top ten spots to visit in the world right now. 
 
(ÏÂÁÒÔ ÉÓ 4ÁÓÍÁÎÉÁȭÓ ÃÁÐÉÔÁÌ ÃÉÔÙ ÁÎÄ ÔÈÅ ÓÅÃÏÎÄ ÏÌÄÅÓÔ ÃÁÐÉÔÁÌ ÉÎ !ÕÓÔÒÁÌÉÁȟ ÁÆÔÅÒ 3ÙÄÎÅÙȢ ,ÏÃÁÔÅÄ ÁÔ ÔÈÅ 

entrance to the Derwent River, its well-preserved surrounding bushland reaches close to the city centre 

and beaches line the shores of the river and estuary beyond. 

With its captivating history, picturesque waterways, rugged mountains and gourmet experiences, the city 
has something for everyone. 
 
Award-winning restaurants offers fine dining experiences using the best Tasmanian produce recognised 
ÂÙ ÔÈÅ ×ÏÒÌÄȭÓ ÂÅÓÔ ÃÈÅÆÓȟ ×ÈÉÌÅ ÏÎ ÔÈÅ ×ÁÔÅÒÆÒÏÎÔ ÐÕÎÔÓ ÁÎÄ ÆÉÓÈÍÏÎÇÅÒÓ ÓÅÌÌ ÔÈÅ ÆÒÅÓÈÅÓÔ ÓÅÁÆÏÏÄ ÓÔÒÁÉÇÈÔ 
from the Southern Ocean. 
 
Enjoy the contrast of elegant heritage sandstone alongside modern architecture. Explore Salamanca Place, 
a short walk from the waterfront, with its galleries, theatres, craft shops and restaurants in 1830s Georgian 
warehouses and on Saturdays enjoy the food and entertainment of Salamanca Market 
http://www.salamanca.com.au/ȟ 4ÁÓÍÁÎÉÁȭÓ ÂÅÓÔ ËÎÏ×Î ÌÁÎÄÍÁÒË ÁÌÏÎÇ ×ÉÔÈ #ÒÁÄÌÅ -ÏÕÎÔÁÉÎȟ -ÏÕÎÔ 
Wellington, Port Arthur, Freycinet, Bruny Island Strahan and MONA. 
 
4ÁËÅ Á ×ÁÌË ÁÌÏÎÇ (ÏÂÁÒÔȭÓ ÉÃÏÎÉÃ waterfront, explore the Tasmanian Museum and Art Gallery or take a 

http://www.ptv.vic.gov.au/
http://www.studymelbourne.vic.gov.au/
http://www.studyinaustralia.gov.au/
http://www.border.gov.au/Trav/Life
http://www.salamanca.com.au/
http://www.discovertasmania.com.au/attraction/tasmanianmuseumandartgallery
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ferry up river to  MONA for an out-of-this-world modern art experience. 
 
)ÔȭÓ ÅÁÓÙ ÔÏ ÆÁÌÌ ÆÏÒ ÔÈÅ ÍÁÎÙ ÃÈÁÒÍÓ ÏÆ ÔÈÉÓ ÑÕÉÅÔÌÙ ÂÕÚÚÉÎÇ ÃÉÔÙ ÔÈÁÔ ÈÉÔÓ ÆÅÖÅÒ ÐÉÔÃÈ ÁÔ ÆÅÓÔÉÖÁÌ ÔÉÍÅȢ 
 
(ÏÂÁÒÔ ÉÓ ÁÌÓÏ ÃÌÏÓÅ ÔÏ ÍÁÎÙ ÏÆ ÔÈÅ ÓÏÕÔÈÅÒÎ 4ÁÓÍÁÎÉÁȭÓ ÂÅÓÔ ÔÒÁÖÅÌ ÅØÐÅÒÉÅÎÃÅÓȟ ÆÒÏÍ historic Port Arthur  
and the rugged Tasman Peninsula to Bruny Island, the Huon and Derwent Valleys and Mount Field National 
Park. 
 
Climate  
 
Hobart experiences four distinct seasons, each with its own beauty and charm so, plan ahead with this 
information on temperature and rainfall. During summer in Hobart, average temperatures range from 11.5 
ɀ 21°C (52.7 ɀ 69.8°F). The months of January and February are also the driest, and beaches are warm 
enough to swim. 
 

 
 

Hobart living  

Student accommodation is generally plentiful, which helps make up for a lack of good public transport in 
the city. Buses can be hard to find away from the main roads. Students often live in share houses between 
ÔÈÅ ÕÎÉÖÅÒÓÉÔÙ ÁÎÄ ÃÉÔÙȟ ÍÁËÉÎÇ ȰÅÖÅÒÙÔÈÉÎÇȱ ×ÉÔÈÉÎ ×ÁÌËÉÎÇ ÄÉÓÔÁÎÃÅȢ 
 
Hobart can be an inspiring place to live. Most of the houses are built on hillsides, giving often spectacular 
views of the harbour. Mount Wellington, which is usually snow-capped in winter, is a constant backdrop to 
city life. 
 
There are a wide range of bars, clubs and restaurant extending from the Uni Bar and Sandy Bay through to 
Elizabeth St Mall in the CBD. They cater to students as well as many tourists from mainland Australia. North 
Hobart is another busy area for dining and going out. 
 
Hobart really comes into its own during the summer months. It is the scene of post-race celebrations for 
the Sydney to Harbour Yacht Race. It also hosts the Taste of Tasmania festival at Salamanca Markets near 
the docks. 
 
Useful Websites  
https://www.metrotas.com.au  
https://www.hobartcity.com.au  
https://www.education.tas.gov  

http://www.discovertasmania.com.au/attraction/museumofoldandnewartmona
http://www.discovertasmania.com.au/home/top-10-attractions/attraction-4
http://www.discovertasmania.com.au/about/national-parks-and-wilderness/mt-field-national-park
http://www.discovertasmania.com.au/about/national-parks-and-wilderness/mt-field-national-park
https://www.metrotas.com.au/
https://www.hobartcity.com.au/
https://www.education.tas.gov/
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Services and Facilities  

 

The Australian School of Commerce is committed to the success of its international students. The School 
offers a wide range of support services for students throughout their studies at Australian School of 
Commerce. 
 
Cost of Living  
 
Australia provides good quality and affordable accommodation options. Students will need $21, 041per 
year (excluding tuition) to cover living expenses including accommodation, food, transport, entertainment, 
clothing and books. 
 

¶ Hostels and Guesthouses - $90 to $150 per week 
¶ Shared Rental - $95 to $215 per week 
¶ Homestay  - $235 to $325 per week 
¶ Rental  - $185 to $440 per week 
¶ Boarding schools  - $11,000 to $22,000 a year 

Other living expenses 

¶ Groceries and eating out  - $140 to $280 per week 
¶ Gas, electricity  - $10 to $20 per week 
¶ Phone and Internet  - $15 to $30 per week 
¶ Public transport  - $30 to $60 per week 
¶ Car (after purchase)  - $150 to $260 per week 
¶ Entertainment  - $80 to $150 per week 

Student Banking  
 
International Students can now open a bank account before they arrive in Australia. Most leading banks 
offer a comprehensive range of personal, business and institutional banking products and services. By 
choosing a major Australian bank, students can be assured their money is safe; and bank branches, ATMs 
and other banking services are conveniently accessible. 
 
For further information on how to open a bank account online, simply visit any of the major four banks 
listed below or one of the smaller banks: 
 
Commonwealth Bank of Australia  
https://www.commbank.com.au/personal/can/moving -to-australia.html 
 

 
 
 
 
 
 
 
 
 

 
Westpac Bank 
http://www.westpac.com.au/personal -banking/student -banking/s-international -students/organise-
australian-bank-acc/ 
 
ANZ Bank 

https://www.commbank.com.au/personal/can/moving-to-australia.html
http://www.westpac.com.au/personal-banking/student-banking/s-international-students/organise-australian-bank-acc/
http://www.westpac.com.au/personal-banking/student-banking/s-international-students/organise-australian-bank-acc/
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http://www.anz.com/personal/bank -accounts/banking-for-life-changes/international-students/  
 
National Australia Bank (NAB)  
https://www.nationalaustraliabank.com/nabglobal/en/banking/migrant -banking/study -in-australia 
 
&ÕÒÔÈÅÒ ÉÎÆÏÒÍÁÔÉÏÎ ÍÁÙ ÂÅ ÓÏÕÒÃÅÄ ÁÔ Ȭ3ÔÕÄÉÅÓ ÉÎ !ÕÓÔÒÁÌÉÁȭȡ 
http://www.studiesinaustralia.com/studying -in-australia/banking -in-australia 
 
Education and Childcare  
 
Students who are coming to Australia with family members need to be aware of the costs associated with 
education and childcare in Melbourne and Hobart. Students are advised to research the resources available 
prior to arrival in Australia. The following websites offer detailed information: 

¶ https://www.studyinaustralia.gov.au/  
¶ Find an Early Childhood Service or School:  

ü https://findakinder.educationapps.vic.gov.au/  
ü https://www.education.tas.gov.au/parents -carers/early -years/ 

 

Why Study at ASOC? 
 

Better Career Outcomes  

!3/#ȭÓ ÇÏÖÅÒÎÍÅÎÔ ÁÃÃÒÅÄÉÔÅÄ ÁÎÄ ÉÎÔÅÒÎÁÔÉÏÎÁÌÌÙ ÒÅÃÏÇÎÉÓÅÄ ÃÏÕÒÓÅÓ ×ÉÌÌ ÈÅÌÐ ÙÏÕ ÁÃÈÉÅÖÅ ÙÏÕÒ ÃÁÒÅÅÒ 
goals. Graduates of ASOC are equipped with skills and qualifications that are in high demand by employers, 
leading to real jobs. 

*ASOC does not guarantee any job or employment outcomes. 

Experienced Staff  

ASOC employs experienced, industry-aware teaching staffs who are committed to promoting a culture of 
learning, achievement and ambition. Many teaching staff also work actively in the fields they teach, are 
aware of changes in market forces across all industries and are quick to reflect such development in their 
classes. 

VET Qualification  

Vocational Educational and Training is a distinctive style of learning. It teaches practical, trade relevant 
skills that are highly prized by employers. Class sizes are kept to a minimum to ensure close attention from 
lecturers. Assessment is based on achieving competency levels. Adheres to the Standards for NVR 
Registered Training Organisation. 

1. ASOC provides quality training and assessment across all of its operations. 

2. ASOC adheres to principles of access antiquity to maximise outcomes for clients. 

3. Management systems are responsive to the needs of clients, staff and stakeholders and the environment 
in which ASOC operates. 

Student Service Focus 

Staff at ASOC understands the many challenges students face when studying away from their home country. 
Every effort is made to assist students to make the transition to their new surroundings and help them to 

http://www.anz.com/personal/bank-accounts/banking-for-life-changes/international-students/
https://www.nationalaustraliabank.com/nabglobal/en/banking/migrant-banking/study-in-australia
http://www.studiesinaustralia.com/studying-in-australia/banking-in-australia
https://www.studyinaustralia.gov.au/
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feel at home. We regularly consult with students to gather feedback on their experience at ASOC and 
continuously develop and improve our services accordingly. The result is a supportive and safe 
environment that enables students to perform at their best. 

Registration  

Australian School of Commerce is a registered Training Organisation (RTO) under the national regulator 
ÆÏÒ !ÕÓÔÒÁÌÉÁȭÓ ÖÏÃÁÔÉÏÎÁÌ ÅÄÕÃÁÔÉÏÎ ÁÎÄ ÔÒÁÉÎÉÎÇ ÓÅÃÔÏÒȟ !31! ɉ4ÈÅ !ÕÓÔÒÁÌÉÁÎ ÓËÉÌÌÓ 1ÕÁÌÉÔÙ !ÕÔÈÏÒÉÔÙɊȢ 
ASQA regulates courses and training providers to ensure nationally approved quality standards are met. 
ASOC meets all the requirements for registration and adheres to the VET Quality Framework that 
comprises the Standards for NVR Registered Training and the Australian Qualification Framework (AQF). 
These standards are used by ASQA as an instrument in protecting the interests of all students undertaking 
vocational education and training in Australia. 

ESOS, National Code and CRICOS 

Australia has a reputation of a safe, progressive and dynamic place to study, and we maintain the reputation 
by providing quality education to overseas students. The Education Services for overseas Students (ESOS) 
act 2000 and associated legislation such as the National Code 2018 is the legal framework governing the 
responsibility of education institutions towards overseas students. The framework provides a consistent 
national approach to the registration of education providers so that the quality of the training, and the care 
of students, remains high. 

Pathways 

Students who successfully complete a Diploma level course may be eligible to apply for entry into various 
Australian University courses with exemptions based on their study at ASOC. ASOC has no special 
arrangements with any Australian university and there is no guaranteed entry into university programs.

Enrolment Information  

This Students Handbook has been developed in order to provide prospective students with important and 
detailed information which will allow them to make an informed decision about their future study plans. It 
contains information about the courses we offer, the location where these courses will be delivered, 
duration of the courses including holiday breaks, the modes of delivery, fees and costs, admission 
procedures at ASOC, training arrangements and other vital information. It also provides different processes 
and procedures which will help you understand more about your rights and responsibilities as a 
prospective or current student at ASOC. 

Students must read this Handbook carefully in full before making an application. Students are encouraged 
to contact ASOC and talk to one of our friendly, informed staff members if they are unsure about any 
information included in this handbook or have any questions. 

3ÔÕÄÅÎÔÓ ÍÕÓÔ ÃÏÍÐÌÅÔÅ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÁÐÐÌÉÃÁÔÉÏÎ ÆÏÒÍ ÁÎÄ 0ÒÅ-Training Review form (provided inside the 
application form as Appendix 1) and send the completed forms along with all the relevant documents and 
the Application fee to ASOC. You can also submit your application through one of our authorised agents. A 
list of approved agents can be found on our website www.asoc.edu.au. 

!3/# ×ÉÌÌ ÁÓÓÅÓÓ ÔÈÅ ÌÅÁÒÎÅÒȭÓ ÎÅÅÄÓ ÂÙ ÃÏÎÄÕÃÔÉÎÇ 0ÒÅ-Training Review (PTR). PTR will be conducted prior 
to the enrolment to review student's current competencies, student needs, English level, and support 
requirements including their oral communication skills, in order to enrol them in the most appropriate 
course to achieve their intended outcomes. 

Applicants are required to fill up the PTR form along with the application form and answer all the questions 
in a true and correct manner. Any competencies previously acquired will be identified during PTR and the 
most appropriate qualification for that student to enrol in will be ascertained, including consideration of 
the likely job outcomes from the development of new competencies and skills (Recognition of Prior 

http://www.asoc.edu.au/


M.S Aviation Pty Ltd T/A Australian School of Commerce 
RTO NO. 41089 I CRICOS NO.: 03489A 
Melbourne Campus: Level 4, 123-129 Lonsdale Street Melbourne, Victoria 3000 Australia 
Hobart Campus:  Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 Australia 
Ph: 1300 781 194 I E: Info@asoc.edu.au I W: www.asoc.edu.au 
ABN: 80 614 287 179 
 

M.S Aviation Pty Ltd trading as Australian School of Commerce                                  Page 16  of 77  

Student Handbook 

Version no: 8.2 

Learning (RPL) or Credit Transfer). One of our staff will conduct a PTR call to verify the answers provided 
by the students. ASOC may also verify evidence provided by you of your IELTS /equivalent test score and 
secondary school certificate. 

ASOC will issue Letter of Offer to successful applicants after all the documents have been verified. The offer 
letter will include all detailed instructions and conditions for accepting the student agreement. You must 
carefully read anÄ ÓÉÇÎ ÔÈÅ ×ÒÉÔÔÅÎ ÁÇÒÅÅÍÅÎÔȟ ÐÁÙ ÔÈÅ ÆÅÅ ÒÅÑÕÅÓÔÅÄ ÉÎ ÔÈÅ ×ÒÉÔÔÅÎ ÓÔÕÄÅÎÔȭÓ ÁÇÒÅÅÍÅÎÔ 
and send it to ASOC. ASOC will not accept any course fees without a written student agreement. 

Students undertaking the course must possess sound Numeracy skills since it requires them to do 
calculations or any other course related work. To determine this, all students wanting to study at ASOC are 
required to undertake LLN Test prior to the commencement of the course.  Based on the test outcome, 
students may be identified as requiring internal support and/or external support. 

LLN test will be conducted on campus by using an ACSF mapped online LLN assessment tool - LLN Robot-
under the supervision of qualified LLN assessor. 

Students for each course will be selected in a mannÅÒ ÔÈÁÔ ÒÅÆÌÅÃÔÓ !3/#ȭÓ ÁÃÃÅÓÓ ÁÎÄ ÅÑÕÉÔÙ ÐÒÉÎÃÉÐÌÅÓȢ 
#ÏÍÐÌÅÔÉÏÎ ÏÆ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÁÐÐÌÉÃÁÔÉÏÎ ÆÏÒÍ ÄÏÅÓ ÎÏÔ ÉÍÐÌÙ ÔÈÁÔ !3/# ×ÉÌÌ ÍÁËÅ ÁÎ ÏÆÆÅÒ ÔÏ ÙÏÕȢ 9ÏÕ ×ÉÌÌ 
also be notified if you do not meet the entry requirements. 

/ÎÃÅ ÔÈÅ ÃÏÍÐÌÅÔÅÄ ×ÒÉÔÔÅÎ ÓÔÕÄÅÎÔÓȭ agreement and the fee is received (and cleared by the bank) ASOC 

will issue a confirmation of Enrolment (COE) with a condition that you must take LLN test before the course 

ÃÏÍÍÅÎÃÅÍÅÎÔȢ 4ÈÉÓ ×ÉÌÌ ÁÌÌÏ× ÙÏÕ ÔÏ ÁÐÐÌÙ ÆÏÒ ÙÏÕÒ !ÕÓÔÒÁÌÉÁÎ ÓÔÕÄÅÎÔȭÓ ÖÉÓÁȢ 

Courses Offered 

Course Code and 
Name 

Study 
Periods  

(24  
weeks 
each) 

CRICOS 
Code 

Duration (Weeks)  
Including holiday 

breaks)  

Total 
Tuition 

fee 
(AUD) 

Non-Tuition 
Fees (includes 
material fees)  

Total 
Course Fee 

BSB40920- 
Certificate IV in 

Project 
Management 

Practice 

1 study 
period 

107346G 
26 weeks (including 

2 weeks holiday 
break) 

$10,000 $900 $10,900 

BSB50820- 
Diploma of Project 

Management 

2 study 
period 

107347F 
52 weeks (including 

4 weeks holiday 
break) 

$12,000 $900 $12,900 

BSB60720- 
Advanced Diploma 

of Program 
Management 

2 study 
period 

107348E 
52 weeks (including 

4 weeks holiday 
break) 

$15,000 $900 $15,900 

BSB80120-
Graduate Diploma 

of Management 
(Learning) 

2 study 
period 

107349D 
52 weeks (including 

4 weeks holiday 
break) 

$16,000 $1,200 $ 17,200 

BSB50120-
Diploma of 
Business 

2 study 
period 

108692C 
52 weeks (including 

4 weeks holiday 
break) 

$ 12,000 $ 1000 $ 13,000   
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Any education institution that recruits enrols or teaches overseas students must be registered on the 
Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) for every course offered to 
overseas students. 
 

Course Information  

BSB40920 - Certificate IV in Project Management Practice         

CRICOS code 107346G 

Course 
Description   

This qualification reflects the role of individuals who apply project management skills and 
knowledge in a wide variety of contexts. The job roles that relate to this qualification may include 
Contracts Officer, Project Administrator and Quality Officer. 

Individuals in these roles work autonomously, and might be members of a project team, with no 
direct responsibility for overall project outcomes. Primarily, these roles would support wider 
project operations. They may use project tools and methodologies selectively to support 
organisational or business activities. 

Delivery Mode  Classroom based Face to Face theory learning 

Location  Delivery Location (Melbourne Campus): Level 4, 123-129 Lonsdale Street, Melbourne, Victoria, 
3000 Australia 

Delivery Location (Hobart Campus): Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 
Australia 

Course Fees Total fees: $10,900 

Non-Tuition Fees: $900 

Tuition Fees: $10,000 

 
Duration of the 
training  (Including 
Holidays & 
breaks)  

26 weeks (including 2 weeks holiday breaks) 

BSB60120-
Advanced Diploma 

of Business 

2 study 
period 

108693B 
52 weeks (including 

4 weeks holiday 
break) 

$ 12,000 $ 1000 $ 13,000   

Application Fees: $300 
Delivery Mode : Classroom based Face to Face theory learning 
Delivery Location : 
Melbourne Campus: Level 4, 123-129 Lonsdale Street, Melbourne, Victoria, 3000 
Hobart Campus: Level 4, 18 Elizabeth Street, Hobart Tasmania 7000  
Material Fees  will only include printed reading materials and handouts provided by the school. 
I study period = 24 weeks each  
$ÅÔÁÉÌÓ ÏÆ ÃÏÕÒÓÅ ÉÎÆÏÒÍÁÔÉÏÎ ÃÁÎ ÁÌÓÏ ÂÅ ÆÏÕÎÄ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅȡ http://asoc.edu.au/  or can be made 
available at the reception.  Please Note: Students are required to attend a minimum 20 scheduled course 
contact hours per week. 

http://asoc.edu.au/
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Amount of 
training:  

20 scheduled course contact hours per week. 

Delivery Schedule 
for face to face 
component  

24 weeks 

Units  Students are required to complete total number of 9 units (3 core units plus 6 elective units) 

Unit Code  Unit Name   Core / Elective 
unit   

BSBLDR413   Lead effective workplace relationships  Elective  

BSBXTW401   Lead and facilitate a team  Elective  

BSBTEC404   Use digital technologies to collaborate in a work environment  Elective  

BSBPMG420   Apply project scope management techniques  Core  

BSBPMG421   Apply project time management techniques  Core  

BSBPMG422   Apply project quality management techniques   Core  

BSBPMG424  Apply project human resources management approaches  Elective  

BSBPMG427   Apply project procurement procedures  Elective  

BSBPMG426   Apply project risk management techniques  Elective  

 

Assessment 
methods  

Assessment methods used for this course are practical demonstrations-(Role plays and 
Presentations), case studies, projects, reports and knowledge test. 

Pathways Units in this qualification reflect the knowledge and skills of individuals with significant 
experience in: 

¶ Contracts Officer,  
¶ Project Administrator 
¶ Quality Officer 

 
However, above pathway information is in line with qualification description on National 
Training Register (https://training.gov.au/Training/Details/BSB40920 ), it doesn't imply any 
job guarantee or job role at the end of the course. 

ASOC doesn't claim any employment outcome or job guarantee associated with its courses as it 
will be misleading. 

 

BSB50820 - Diploma of Project Management  

CRICOS code 107347F 
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Course 
Description   This qualification reflects the role of individuals who apply project management skills and 

knowledge in a variety of contexts, across a number of industry sectors. The job roles that relate 
to this qualification may include Project Manager and Project Team Leader. 

Individuals in these roles have project leadership and management roles and are responsible for 
achieving project objectives. They possess a sound theoretical knowledge base and use a range 
of specialised, technical and managerial competencies to initiate, plan, execute and evaluate their 
own work and/or the work of others. 

Delivery Mode  Classroom based Face to Face theory learning 

Location  Delivery Location (Melbourne Campus): Level 4, 123-129 Lonsdale Street, Melbourne, Victoria, 
3000 Australia 

Delivery Location (Hobart Campus): Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 
Australia 

Course Fees Total Fees: $12,900 

Non-Tuition Fees: $900 

Tuition Fees: $12,000 

Duration of the 
training    

(Including 
Holidays & 
breaks)  

52 weeks (including 4 weeks holiday breaks) 

Amount of 
training:  

20 scheduled course contact hours per week. 

Delivery Schedule 
for face to face 
component  

48 Weeks 

Units  Students are required to complete total number of 12 units (8 core units plus 4 elective units) 

 Unit Code Unit Name   Core / Elective 
unit   

BSBCMM511   Communicate with influence  Elective  

BSBCRT511   Develop critical thinking in others  Elective  

BSBLDR523   Lead and manage effective workplace relationships  Elective  

BSBTWK503   Manage meetings  Elective  

BSBPMG534   Manage project human resources  Core  

BSBPMG535   Manage project information and communication  Core  
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BSBPMG530   Manage project scope  Core  

BSBPMG531   Manage project time  Core  

BSBPMG532   Manage project quality  Core  

BSBPMG533   Manage project cost  Core  

BSBPMG536   Manage project risk  Core  

BSBPMG540   Manage project integration  Core  

 

Assessment 
methods  

Assessment methods used for this course are practical demonstrations-(Role plays and 
Presentations), case studies, projects, reports and knowledge test. 

Pathways Pathways from the qualification: After achieving this qualification, candidates may undertake 
other qualifications at Advanced Diploma level or above in project management. 

Employment Pathway: Units in this qualification reflect the knowledge and skills of individuals 
with significant experience in: 

¶ Project Manager  
¶ Project Team Leader 
¶ Project Contracts Manager 

However, above pathway information is in line with qualification description on National 
Training Register (https://training.gov.au/Training/Details /BSB50820), it doesn't imply any 
job guarantee or job role at the end of the course. 
 
!3/# ÄÏÅÓÎȭÔ ÃÌÁÉÍ ÁÎÙ ÅÍÐÌÏÙÍÅÎÔ ÏÕÔÃÏÍÅ ÏÒ ÊÏÂ ÇÕÁÒÁÎÔÅÅ ÁÓÓÏÃÉÁÔÅÄ ×ÉÔÈ ÉÔÓ ÃÏÕÒÓÅÓ ÁÓ ÉÔ 
will be misleading. 

 

BSB50120  - Diploma of Business  

CRICOS code 108692C  

Course Description   This qualification reflects the role of individuals in a variety of Business Services job roles. 
These individuals may have frontline management accountabilities. 

Individuals in these roles carry out moderately complex tasks in a specialist field of expertise 
that requires business operations skills. They may possess substantial experience in a range 
of settings, but seek to further develop their skills across a wide range of business functions. 

Delivery Mode  Classroom based Face to Face theory learning 

Location  Delivery Location (Melbourne Campus): Level 4, 123-129 Lonsdale Street, Melbourne, 
Victoria, 3000 Australia 

Delivery Location (Hobart Campus): Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 
Australia 
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Course Fees Total Fees: $13,000 

Non-Tuition Fees: $1000 

Tuition Fees: $12,000 

Duration of the 
training    

(Including Holidays & 
breaks)  

52 weeks (including 4 weeks holiday breaks) 

Amount of training:  20 scheduled course contact hours per week. 

Delivery Schedule for 
face to face 
component  

48 Weeks 

Units  Students are required to complete total number of 12 units (5 core units plus 7 elective units) 

 Unit Code Unit Name   Core/ 
Elective 
unit   

BSBCRT511  Develop critical thinking in others Core 

BSBFIN501  Manage budgets and financial plans Core 

BSBOPS501  Manage business resources Core 

BSBSUS511  Develop workplace policies and procedures for 
sustainability 

Core 

BSBXCM501  Lead communication in the workplace Core 

BSBLDR523 Lead and manage effective workplace relationships Elective 

BSBOPS502 Manage business operational plans Elective 

BSBPMG530 Manage project scope Elective 

BSBPMG430 Undertake project work Elective 

BSBTWK502 Manage team effectiveness Elective 

BSBTWK503 Manage meetings Elective 

BSBPMG535 Manage project information and communication Elective 
 

Assessment methods Assessment methods used for this course are practical demonstrations- (Role plays and 
Presentations), case studies, projects, reports and knowledge test. 

Pathways Pathways from the qualification: After achieving this qualification, candidates may undertake 
other qualifications at Advanced Diploma level or above in project management. 

Employment Pathway: Units in this qualification reflect the knowledge and skills of 
individuals with significant experience in: 

¶ Business Development Manager 
¶ Business Services Manager 
¶ Compliance Officer 
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¶ Human Resources Manager 
¶ Organisational Development Advisor 

However, above pathway information is in line with qualification description on National 
Training Register (https://training.gov.au/Training/Details/BSB50 120), it doesn't imply 
any job guarantee or job role at the end of the course. 
 
!3/# ÄÏÅÓÎȭÔ ÃÌÁÉÍ ÁÎÙ ÅÍÐÌÏÙÍÅÎÔ ÏÕÔÃÏÍÅ ÏÒ ÊÏÂ ÇÕÁÒÁÎÔÅÅ ÁÓÓÏÃÉÁÔÅÄ ×ÉÔÈ ÉÔÓ ÃÏÕÒÓÅÓ ÁÓ 
it will  be misleading. 

 

BSB60720 - Advanced Diploma of Program Management  

CRICOS code 107348E 

Course 
Description   

This qualification reflects the role of individuals who apply specialised knowledge and skills, 
together with experience in program management across a range of enterprise and industry 
contexts. The job roles that relate to this qualification include Program Manager. 

Individuals in these roles are responsible for managing or directing a program to achieve 
organisational objectives. A program is defined as a set of interrelated projects, each of which has 
a project manager. 

Individuals at this level use initiative and judgement to direct, plan, and lead a range of program 
functions, with accountability for personal and team outcomes within broad parameters. They 
use cognitive and communication skills to identify, analyse and synthesise information from a 
variety of sources and transfer their knowledge to others, and creative or conceptual skills to 
express ideas and perspectives or respond to complex problems. 

Delivery Mode  Classroom based Face to Face theory learning 

Location  Delivery Location (Melbourne Campus): Level 4, 123-129 Lonsdale Street, Melbourne, Victoria, 
3000 Australia 

Delivery Location (Hobart Campus): Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 
Australia 

Course Fees Total Fees: $15,900 

Non-Tuition Fees: $900 

Tuition Fees: $15,000 

 
Duration of the 
training    

(Including 
Holidays & 
breaks)  

52 weeks (including 4 weeks holiday breaks) 

Amount of 
training:  

20 scheduled course contact hours per week. 

Delivery Schedule 
for face to face 

48 weeks 
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component  

Units  Students are required to complete total number of 12 units (4 core units plus 8 elective units) 

Unit Code  Unit Name   Core / Elective unit   

BSBSTR601  Manage innovation and continuous improvement  Elective  

BSBLDR601   Lead and manage organisational change  Elective  

BSBOPS601  Develop and implement business plans  Elective  

BSBCRT611   Apply critical thinking for complex problem solving  Elective  

BSBSUS601  Lead corporate social responsibility  Elective  

BSBFIN601   Manage organisational finances  Elective  

BSBLDR602   Provide leadership across the organisation  Elective  

BSBPEF502   Develop and use emotional intelligence  Elective  

BSBPMG634  Facilitate stakeholder engagement  Core  

BSBPMG635   Implement program governance  Core  

BSBPMG630   Enable program execution  Core  

BSBPMG636   Manage benefits  Core  
 

Assessment 
methods  

Assessment methods used for this course are practical demonstrations-(Role plays and 
Presentations), case studies, projects, reports and knowledge test. 

Pathways Employment Pathway: Units in this qualification reflect the knowledge and skills of individuals 
with significant experience in: 

¶ Program Manager. 

However, above pathway information is in line with qualification description on National 
Training Register (https://training.gov.au/Training/Details/BSB60720 ), it doesn't imply any 
job guarantee or job role at the end of the course. ASOC doesn't claim any employment outcome 
or job guarantee associated with its courses as it will be misleading. 

 

BSB60120 - Advanced Diploma of Business  

CRICOS code 108693B 

Course Description   This qualification reflects the role of individuals in a variety of Business Services job roles. 
These individuals may have general management accountabilities. 

Individuals in these roles carry out complex tasks in a specialist field of expertise. They may 
undertake technical research and analysis, and will often contribute to setting the strategic 
direction for a work area. 

The qualification is suited to individuals who are responsible for the supervision and 
leadership of a team or work area (including by managing staff performance and making 
staffing decisions). 

Delivery Mode  Classroom based Face to Face theory learning 

Location  Delivery Location (Melbourne Campus): Level 4, 123-129 Lonsdale Street, Melbourne, 
Victoria, 3000 Australia 

Delivery Location (Hobart Campus): Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 
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Australia 

Course Fees Total Fees: $13,000 

Non-Tuition Fees: $1000 

Tuition Fees: $12,000 

 
Duration of the 
training    

(Including Holidays 
& breaks)  

52 weeks (including 4 weeks holiday breaks) 

Amount of training:  20 scheduled course contact hours per week. 

Delivery Schedule 
for face to face 
component  

48 weeks 

Units  Students are required to complete total number of 10 units (5 core units plus 5 elective units) 

Unit Code  Unit Name   Core / Elective unit   

BSBCRT611  Apply critical thinking for complex problem solving Core  

BSBFIN601  Manage organisational finances Core  

BSBOPS601  Develop and implement business plans Core  

BSBSUS601 Lead corporate social responsibility Core  

BSBTEC601  Review organisational digital strategy Core  

BSBLDR601  Lead and manage organisational change  Electives 

BSBSTR601  
Manage innovation and continuous 
improvement  

Electives 

BSBSTR602  Develop organisational strategies  Electives 

BSBLDR602 Provide leadership across the organisation Electives 

BSBPMG634 Facilitate stakeholder engagement Electives 
 

Assessment methods Assessment methods used for this course are practical demonstrations-(Role plays and 
Presentations), case studies, projects, reports and knowledge test. 

Pathways Employment Pathway: Units in this qualification reflect the knowledge and skills of 
individuals with significant experience in: 

¶ Senior Manager 
¶ Managing Director 
¶ Senior Human Resource Generalist 

However, above pathway information is in line with qualification description on National 
Training Register (https://training.gov.au/Training/Details/BSB60 120), it doesn't imply any 
job guarantee or job role at the end of the course. ASOC doesn't claim any employment 
outcome or job guarantee associated with its courses as it will be misleading. 
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BSB80120 - Graduate Diploma of Management (Learning)  

CRICOS code 107349D 

Course 
Description   

This qualification reflects the role of individuals who apply highly specialised knowledge and 
skills in the field of organisational learning and capability development. Individuals in these roles 
generate and evaluate complex ideas. They also initiate, design and execute major learning and 
development functions within an organisation. Typically, they would have full responsibility and 
accountability for the personal output and work of others. 

This qualification may apply to leaders and managers in an organisation where learning is used 
to build organisational capability. The job roles that relate to this qualification may also include 
RTO Manager and RTO Director. 

Delivery Mode  Classroom based Face to Face theory learning 

Location  Delivery Location (Melbourne Campus): Level 4, 123-129 Lonsdale Street, Melbourne, Victoria, 
3000 Australia 

Delivery Location (Hobart Campus): Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 
Australia 

Course Fees Total Fees: $17,200 

Non-Tuition Fees: $1200 

Tuition Fees: $16,000 

Duration of the 
training    

(Including 
Holidays & 
breaks)  

52 weeks (including 4 weeks holiday breaks) 

Amount of 
training:  

20 scheduled course contact hours per week. 

Delivery Schedule 
for face to face 
component  

48 weeks 

Units  Students are required to complete a total number of 8 units (3 core units plus 5 elective units) 

Unit Code  Unit Name   Core / Elective unit   

BSBHRM613  
Contribute to the development of learning and 
development strategies  

Core  

BSBLDR811  Lead strategic transformation  Core  

TAELED803  Implement improved learning practice  Core  

BSBLDR812  
Develop and cultivate collaborative partnerships and 
relationships  

Elective  

BSBINS603  Initiate and lead applied research  Elective  

BSBMKG621  Develop organisational marketing strategy  Elective  



M.S Aviation Pty Ltd T/A Australian School of Commerce 
RTO NO. 41089 I CRICOS NO.: 03489A 
Melbourne Campus: Level 4, 123-129 Lonsdale Street Melbourne, Victoria 3000 Australia 
Hobart Campus:  Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 Australia 
Ph: 1300 781 194 I E: Info@asoc.edu.au I W: www.asoc.edu.au 
ABN: 80 614 287 179 
 

M.S Aviation Pty Ltd trading as Australian School of Commerce                                  Page 26  of 77  

Student Handbook 

Version no: 8.2 

BSBHRM614 Contribute to strategic workforce planning  Elective  

BSBSTR801  Lead innovative thinking and practice  Elective  
 

Assessment 
methods  

Assessment methods used for this course are practical demonstrations-(Role plays and 
Presentations), case studies, projects, reports and knowledge test. 

Pathways Units in this qualification reflect the knowledge and skills of individuals with significant 
experience in: 

¶ Executive Manager or Director 
¶ Manager, Human Resources (Strategy) 
¶ Senior Executive 
¶ General Manager 
¶ RTO Manager 
¶ RTO Director 

However, above pathway information is in line with qualification description on National 
Training Register (https://training.gov.au/Training/Details/BSB80120), it doesn't imply any 
job guarantee or job role at the end of the course. 

ASOC doesn't claim any employment outcome or job guarantee associated with its courses as it 
will be misleading. 

 

Entry Requirements and Prerequisite (including English language Requirements)  

Enrolment information  
 
!3/#ȭÓ ÅÎÒÏÌÍÅÎÔ requirements for these courses are: 

 A completed Application form and signed agreement 
 Identification documents, one of which is a photo of the student such as a passport. 

 
Pre-training Review (PTR)  
 

The Pre-Training Review (PTR) is conducted prior to the enrolment into your course of studies to ensure 
that the training and assessment provided by Australian School of Commerce (ASOC) is able to meet the 
ÓÔÕÄÅÎÔȭÓ ÉÎÄÉÖÉÄÕÁÌ ÎÅÅÄÓȢ 

!3/# ÒÅÖÉÅ×Ó ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÃÕÒÒÅÎÔ ÃÏÍÐÅÔÅÎÃÉÅÓȟ ÓÔÕÄÅÎÔ ÎÅÅÄÓȟ %ÎÇÌÉÓÈ ÌÅÖÅÌȟ ÓÕÐÐÏÒÔ ÒÅÑÕÉÒÅÍÅÎÔÓ 
and oral communication skills, in order to enrol them in the most appropriate course to achieve their 
intended outcomes. 

Guidelines for PTR -To be filled up by Students  
 

1. Students are required to fill up the PTR form and submit it along with the application form. 
2. Students are required to read all the details of their course, policies and procedures of the School 

before filling up the answers. Information can be made available from the Student Handbook 
ÁÎÄȾÏÒ !3/#ȭÓ ×ÅÂÓÉÔÅȢ 

3. Students are required to answer the questions in a true and correct manner. 
4. Enrolment officer will conduct Pre-Training Review Interview via Telephonic Conversation or via 

Face to Face.  
¶ PTR Interview conducted via Telephone -If PTR Interview is conducted via telephone, 
%ÎÒÏÌÍÅÎÔ ÏÆÆÉÃÅÒ ×ÉÌÌ ÃÁÌÌ ÔÈÅ ÓÔÕÄÅÎÔ ÁÎÄ ÃÈÅÃË ÓÔÕÄÅÎÔȭÓ ÉÄÅÎÔÉÔÙ ÌÉËÅ ÎÁÍÅȟ ÄÁÔÅ ÏÆ ÂÉrth 
and/or course undertaken to ensure that the student has genuinely completed the information 
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by himself/herself. For telephonic Conversation, a communication log will be retained by 
making notes of the response of the discussion by Enrolment Officer. 

¶ PTR Interview conducted Face to Face - During face to face PTR interview, Enrolment officer 
will verify with the student if all the answers have been completed by the student.  Discussion 
notes will be maintained and recorded by Enrolment Officer.  

5. During both Telephonic and/or Face to face PTR Interview, Enrolment officer will verify the 
answers provided by the student and check: 
Ɇ if the student is aware of the policies, procedures and other information necessary for the 

students. 
Ɇ if the student has received true and accurate information and if they are suitable to undertake 

the course/s. 
6. Enrolment officer will ensure that PTR form received along with the application form is completed 

by the student intending to apply for the course.  
7. If students have  not received sufficient information i.e. are not aware of the policies, 

procedures and other information necessary for students to make enrolment decision to study at 
ASOC, Enrolment officer will provide necessary information to the student required to make 
enrolment decision. 

8. &ÏÒ ÅØÁÍÐÌÅȡ )Æ ÓÔÕÄÅÎÔÓ ÈÁÖÅ ÁÎÓ×ÅÒÅÄ Ȱ.Ïȱ ÏÒ ÈÁÖÅ ÎÏÔ ÁÎÓ×ÅÒÅÄ ÔÈÅ ÑÕÅÓÔÉÏÎÓ ÉÎ ÔÈÅ 042 
form, Enrolment officer will provide students with true and accurate information so that students 
can make an informed decision about their enrolment in the courses at ASOC. 

9. While conducting PTR, Enrolment officer will take information from the Application form and Pre 
training review form to identify any support and needs required by the student which includes 
(but is not limited to) disability support, RPL/CT, English language support, etc. 

10. At the final stage of the PTR, the Enrolment officer will fill up the pre training evaluation checklist 
to ensure that the student is enrolled in a course suitable to his/her needs, abilities, and 
study/career goals, and to recommend appropriate learning or other support.  

 
%ÎÒÏÌÍÅÎÔ ÏÆÆÉÃÅÒ ×ÉÌÌ ÔÁËÅ ÈÏÌÉÓÔÉÃ ÁÐÐÒÏÁÃÈ ×ÈÉÌÅ ÁÓÓÅÓÓÉÎÇ ÓÔÕÄÅÎÔȭÓ ÁÎÓ×ÅÒÓ ÄÕÒÉÎÇ 0ÒÅ-Training 
Review by ensuring that all the answers provided by students aligns with their educational and future 
goals.  
 
Enrolment officer will have a thorough discussion with the student and will offer support or guidance if 
required. 
 
Application Rejection  
 
3ÔÕÄÅÎÔȭÓ !ÐÐÌÉÃÁÔÉÏÎ ×ÉÌÌ ÂÅ ÒÅÊÅÃÔÅÄ ÉÆȡ 
 
Ɇ Student does not have appropriate work experience, level of skills and the ability to undertake the 

course successfully. 
Ɇ %ÎÒÏÌÍÅÎÔ ÉÎ ÔÈÅ ÃÏÕÒÓÅ ÉÓ ÎÏÔ ÁÌÉÇÎÅÄ ×ÉÔÈ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÅÄÕÃÁÔÉÏÎÁÌ ÇÏÁÌÓȟ ×ÏÒËȾÃÁÒÅÅÒ ÇÏÁÌÓ 

and/or previous experience in that particular area (if any). 
Ɇ Student does not meet the entry requirements specified for the course including English 

requirements, academic requirements, age, and does not have the ability to undertake this course 
successfully. 

Ɇ Student does not have appropriate listening and oral communication skills as interpreted during 
PTR Interview. 

 
Enrolment officer will inform the student before cancelling and discuss reasons for cancellation. 
 
0ÌÅÁÓÅ ÒÅÆÅÒ ÔÏ !3/#ȭÓ %ÎÒÏÌÍÅÎÔ +ÉÔ ÆÏÒ ÍÏÒÅ ÉÎÆÏÒÍÁÔÉÏÎ ÁÖÁÉÌÁÂÌÅ ÏÎ ×ÅÂÓÉÔÅ ÁÎÄ ÃÁÎ ÁÌÓÏ ÂÅ ÍÁÄÅ 
available at the reception. Students are encouraged to contact ASOC administration on 1300 781 194 to ask 
any doubts they may have. 

The pre-training  review ensures that ASOC: 

¶ 5ÎÄÅÒÓÔÁÎÄÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÒÅÁÓÏÎÓ ÆÏÒ ÕÎÄÅÒÔÁËÉÎÇ ÔÈÅ ÃÏÕÒÓÅ 
¶ ensures the suitability of the training to the students 
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¶ ÕÎÄÅÒÓÔÁÎÄÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÃÕÒÒÅÎÔ ÃÏÍÐÅÔÅÎÃÉÅÓ ÁÎÄ ÔÈÅÒÅÆÏÒÅ ÐÒÏÖÉÄÅÓ ÏÐÐÏÒÔÕÎÉÔÉÅÓ ÆÏÒ ÔÈÅÓÅ ÔÏ 
be assessed 

¶ )ÄÅÎÔÉÆÉÅÓ ÐÏÓÓÉÂÌÅ 2ÅÃÏÇÎÉÔÉÏÎ ÏÆ 0ÒÉÏÒ ,ÅÁÒÎÉÎÇ ɉ20,Ɋ ÁÎÄȾÏÒ #ÒÅÄÉÔ 4ÒÁÎÓÆÅÒ ɉ#4Ɋȟ ÓÔÕÄÅÎÔȭÓ 
English level, oral communication skills, knowledge on Language Literacy and Numeracy skills. 

¶ ÃÈÅÃË ÉÆ ÔÈÅ ÔÒÁÉÎÉÎÇ ÁÎÄ ÁÓÓÅÓÓÍÅÎÔ ÓÔÒÁÔÅÇÉÅÓ ÅÍÐÌÏÙÅÄ ÔÏ ÄÅÌÉÖÅÒ ÔÈÅ ÃÏÕÒÓÅ ÓÕÉÔÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ 
needs, and 

¶ Provides relevant support required for the student to succeed in the course. 

If a student is granted with RPL or course credit, ASOC will give a written record of the decision to the 
overseas student to accept and will retain the written record of acceptance and payment receipts for two 
years after the overseas student ceases to be an accepted student. 

)Æ ÓÔÕÄÅÎÔ ÉÓ ÇÒÁÎÔÅÄ ×ÉÔÈ 20, ÏÒ ÃÏÕÒÓÅ ÃÒÅÄÉÔ ×ÈÉÃÈ ×ÉÌÌ ÒÅÄÕÃÅ ÏÖÅÒÓÅÁÓ ÓÔÕÄÅÎÔȭÓ ÌÅÎÇÔÈ ÃÏÕÒÓÅȟ 

¶ Students will be informed of the reduced course duration following granting of RPL and 
ensure the confirmation of enrolment (CoE) is issued only for the reduced duration of the 
course. 

¶ Any changes in course duration will be reported in PRISMS, if RPL or course credit is 
granted. 

English Language Requirements for International students:  

 
International students applying for this course either off-shore or on-shore will require: 

i)  Either a minimum IELTS (General) test score of 5.5 or equivalent for direct entry into a VET 
course; 

or, IELTS score of 5.0 or equivalent with an ELICOS course (up to 10 weeks) to be taken before the 
main VET course; 

or, IELTS score of 4.5 or equivalent with an ELICOS course (up to 20 weeks) to be taken before the 
main VET course; 

Note: Results older than two years are not acceptable. 
OR 
ii)  to provide evidence that they have studied in English for at least five years in Australia, Canada, 

New Zealand, Republic of Ireland, South Africa, United Kingdom or United States 
OR 
iii)  to provide evidence that, within two years* of their signed written agreement date, they have 

successfully completed in Australia a foundation course or a Senior Secondary Certificate of 
Education or a substantial part of a Certificate IV or higher-level qualification, from the Australian 
Qualifications Framework. 

 
Test evidence table:  
 

English Language Test 

Providers  

Minimum 

Test Score 

Minimum Test Score 

where combined with 

at least 10 weeks 

ELICOS 

Minimum test score where 

combined with at least 20 

weeks ELICOS 

International English 

Language Testing System 

5.5 5 4.5 
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*Test of English as a Foreign 

Language (TOEFL) paper 

based 

527 500 450 

TOEFL internet-based test 46 35 32 

 

The test must have been taken no more than two years* before you apply to study at ASOC. 
 
*The date when ASOC receives the signed written agreement (either through Email or in hand) 
 
Academic Requirements  
 

Qualification  Academic Requirement  

BSB40920- Certificate IV in Project Management 
Practice,  
BSB50820- Diploma of Project Management,  
BSB50120 - Diploma of Business,  
SIT30816-Certificate III in Commercial Cookery,  
SIT40516-Certificate IV in Commercial Cookery,  
SIT50416-Diploma of Hospitality Management    

To enter into these courses delivered at ASOC, applicants 
should have successfully completed year 12 or secondary 
ÓÔÕÄÉÅÓ ÉÎ ÁÐÐÌÉÃÁÎÔȭÓ ÈÏÍÅ ÃÏÕÎÔÒÙ ÅÑÕÉÖÁÌÅÎÔ ÔÏ !ÕÓÔÒÁÌÉÁÎ 
senior secondary school examination. 

BSB60720 - Advanced Diploma of Program 
Management 

Successful completion of one of the following qualifications is 
required:  
BSB50820 Diploma of Project Management; or  
BSB51415 Diploma of Project Management (or a superseded 
equivalent version). 
or 
Have completed two years equivalent full-time relevant 
workplace experience at a significant level within a project or 
program environment within an enterprise. 

BSB80120 - Graduate Diploma of Management 
(Learning) 

Successful completion of minimum Diploma level qualification 
from any training package is required. 

BSB60120 - Advanced Diploma of Business Must have completed a Diploma or Advanced Diploma from the 
BSB Training Package (current or superseded equivalent 
versions). or 
Have two years equivalent full-time relevant workplace 
experience in an operational or leadership role in an enterprise. 

 
Language, Literacy and Numeracy test (LLN)  
 
Students undertaking the course must possess sound Numeracy skills since it requires them to do 
calculations or any other course related work. To determine this, all students wanting to study at ASOC are 
required to undertake LLN Test prior to the commencement of the course.  Based on the test outcome, 
students may be identified as requiring internal support and/or external support. 
 
LLN test will be conducted on campus by using an ACSF mapped online LLN assessment tool - LLN Robot - 
under the supervision of qualified LLN assessor. 
 
All students are required to undertake a language, literacy and numeracy test (LLN) according to the 
following qualification:  
 

BSB40920-Certificate IV in Project Management Practice ACSF Level 3 

BSB50820-Diploma of Project Management ACSF Level 3 

BSB50120 - Diploma of Business ACSF level 4 
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BSB60720-Advanced Diploma of Program Management ACSF Level 4 

BSB80120-Graduate Diploma of Management (Learning) ACSF Level 4 

BSB60120 - Advanced Diploma of Business ACSF level 4 

 
Students are required to achieve expected level of working  component as per the required level. Where a 
student does not achieve the required  LLN scores  for the qualification into which they are seeking 
enrolment, LLN support* will  be provided to the student, providing  the student achieves the required 
performance level in at least three of the core skill  elements and only fails to achieve the required score in 
the other 2 areas by 1 level. However, if  student fails to demonstrate performance level in more than two 
core skills or fails to achieve required scores by more than level 1 in any of the skills, this will  result in 
rejection of the application. A student failing to demonstrate this LLN level does not have the required skills 
to successfully obtain the qualification applied for and will  be referred to explore other training  pathways. 
 
*LLN support-If students do not meet the recommended English and/or  LLN requirements, students will  
be referred for additional support  which will  be provided by the institute  with  ACSF Support Plan or 
students will  be asked to take further  Language, literacy and numeracy training, such as ELICOS programs 
(ASOC does not offer ELICOS program). ASOC will  offer support and guidance to students who require LLN 
Support. 
 
ACSF Support  plan  is a plan developed for students who are facing difficulties  in meeting LLN 
requirements. This plan is implemented for student to achieve expected learning outcome. Support 
learning outcomes will  be provided in the areas where students have been identified as facing difficulty.  
Support will  be provided if a ÓÔÕÄÅÎÔȭÓ exit level is less than the required level. Support plan for students 
will  be developed on individual  case by case basis. 
 
Support plan can be created in areas namely: 
 
1. Learning 
2. Reading 
3. Numeracy 
4. Writing  
5. Oral Communication 
 
If required, students can also be provided with  support in Grammar, Vocabulary, and Pronunciation. 
Students must contact ASOC to seek assistance or support in LLN. Refer to LLN policy for more details. 
 
Note:  
ASOC does not: 
¶ ÃÌÁÉÍ ÔÏ ÃÏÍÍÉÔ ÔÏ ÓÅÃÕÒÅ ÆÏÒȟ ÏÒ ÏÎ ÔÈÅ ÓÔÕÄÅÎÔ ÏÒ ÉÎÔÅÎÄÉÎÇ ÓÔÕÄÅÎÔȭÓ ÂÅÈÁÌÆȟ Á ÍÉÇÒÁÔÉÏÎ 

outcome from undertaking any course offered by ASOC. 

¶ claim any job guarantees or employment with its programs. 

¶ guarantee a successful education assessment outcome for the student or intending student. 

 
Computer Literacy Requirements  

 
All students enrolling into ASOC programs must have basic computer skills. Student are required to fill in 
the questions related to computer and internet skills in the Pre-Training Review form provided along with 
the application form. 
 
Students who do not possess basic computing skills will be provided with basic computer using support. 
Students can contact ASOC for any further information or assistance. 
 
Minimum age requirements  
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Students must be above 18 years of age while filling up the application form. 
 
Materials and Equipment Required  
 
Although ASOC will provide access to computers with required resources including access to internet 
during classroom hours, however, to work on the assignments and tasks for self-study, all learners are 
expected to have access to a laptop or computer with the Windows 7 operating system or higher. Students 
must have an active email address for communication and be contactable by phone (mobile or landline) 
and by mail (postal address). 
 
All learners are expected to have access to MS office application such as Microsoft Word, an email 
platform. 
 

TRAINING AND ASSESSMENT 

 
!ÕÓÔÒÁÌÉÁÎ 3ÃÈÏÏÌ ÏÆ #ÏÍÍÅÒÃÅȭÓ ÔÒÁÉÎÉÎÇ ÁÎÄ ÁÓÓÅÓÓÍÅÎÔ strategies and practices, including the amount 
of training we provide, are consistent with the requirements of training packages and VET accredited 
courses and will enable each learner to meet the requirements for each unit of competency or module in 
which they are enrolled. 
 
The amount of training provided to each learner is in regard to: 
 
¶ the existing skills, knowledge and the experience of the learner 
¶ the mode of delivery 
¶ where a full qualification is not being delivered, the number of units and/or modules being 

delivered as a proportion of the full qualification. 
 
Competency based training and assessment  
 
In vocational education and training, people are considered to be competent when they are able to 
apply their knowledge and skills to successfully complete work activities in a range of situations and 
environments, to the standard of performance expected in the workplace. Classroom assessment, 
project, reports are adopted by ASOC and assessment practices aims to make sure that the individuals 
participating in the training and assessment has the competence to undertake their work role to the 
standard expected in the relevant workplace. 
 
Those being assessed are often referred to as learners or students. The method and timing of 
assessment will vary depending upon the assessor, the student and the competency being assessed. In 
specific cases, where student support and special needs are identified, the method and timing of assessment can 
be adjusted. However, the requirements of the unit of competency including requirements of knowledge evidence 
and performance evidence will remain unchanged.  The adjustment will be applied to evidence gathering 
techniques and due dates of assessment without changing training package requirements and unit outcome 
requirements. 
ASOC ensures that all the assessments are valid, fair, reliable, authentic and flexible and that 
assessments are conducted in accordance with the Principles of Assessment and the Rules of Evidence. 
 
MODE OF DELIVERY/ APPROACH 
 
All the courses at ASOC are delivered classroom-based face to face theory learning with access to a 
simulated environment for a minimum of 20 hours face to face schedule course per week usually over 
three days. 
 
Australian School of Commerce (ASOC) courses are delivered using a variety of different methods. 
Delivery methods include classroom delivery, lectures, group discussions, presentations, case study 
analysis. 
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During class times, students will be expected to participate by answering questions, giving opinions, 
demonstrating tasks, working with others in groups, making presentations and role-playing situations. 
 
Course Assessment and Methods 
 
All assignments will be in accordance with the principles of assessment and rules of evidence (these 
can be found at https://www.asqa.gov.au/standards/chapter -4/clauses-1.8-1.12). 
 
Principles of Assessment  
 
i. Fairness: 
4ÈÅ ÉÎÄÉÖÉÄÕÁÌ ÌÅÁÒÎÅÒȭÓ ÎÅÅÄÓ ÁÒÅ ÃÏÎÓÉÄÅÒÅÄ ÉÎ ÔÈÅ assessment process. Where appropriate, 
reasonable adjustments will be applied by the Australian School of Commerce to consider the 
ÉÎÄÉÖÉÄÕÁÌ ÌÅÁÒÎÅÒȭÓ ÎÅÅÄÓȢ 
Australian School of Commerce will inform the learners about the assessment process and provide the 
learner with the opportunity to challenge the result of the assessment and be reassessed if necessary. 
 
ii. Flexibility:  
Assessment is flexible to the individual learner by: 

· ÒÅÆÌÅÃÔÉÎÇ ÔÈÅ ÌÅÁÒÎÅÒȭÓ ÎÅÅÄÓ 
· assessing competencies held by the learner no matter how and where they have been 

acquired, and 
· drawing from a range of assessment methods and using those that are appropriate to the 

context, the unit of competency and associated assessment requirements, and the 
individual.  

 
iii. Validity:  
Any assessment decision of Australian School of Commerce is justified, based on the evidence of 
performance of the individual learner. Validity requires: 

· assessment against the unit(s) of competency and the associated assessment 
requirements covers the broad range of skills and knowledge that are essential to 
competent performance. 

· assessment of knowledge and skills is integrated with their practical application. 
· assessment is based on evidence that demonstrates that a learner could demonstrate 

these skills and knowledge in other similar situations 
· Judgement of competence is based on evidence of learner performance that is aligned to 

the unit(s) of competency and associated assessment requirements. 
iv. Reliability: 
Evidence presented for assessment is consistently interpreted and assessment results are comparable 
irrespective of the assessor conducting the assessment. 
 
Rules of Evidence 
 
v. Validity  
 
The assessor is assured that the learner has the skills, knowledge and attributes as described in the 
unit of competency and associated assessment requirements. 
 
vi. Sufficiency 
 
The assessor is assured that the quality, quantity and relevance of the assessment evidence enable a 
ÊÕÄÇÅÍÅÎÔ ÔÏ ÂÅ ÍÁÄÅ ÏÆ Á ÌÅÁÒÎÅÒȭÓ ÃÏÍÐÅÔÅÎÃÙȢ 
 
vii. Authenticity  
The assessor is assured ÔÈÁÔ ÔÈÅ ÅÖÉÄÅÎÃÅ ÐÒÅÓÅÎÔÅÄ ÆÏÒ ÁÓÓÅÓÓÍÅÎÔ ÉÓ ÔÈÅ ÌÅÁÒÎÅÒȭÓ Ï×Î ×ÏÒËȢ 
 
viii. Currency 

https://www.asqa.gov.au/standards/chapter-4/clauses-1.8-1.12
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The assessor is assured that the assessment evidence demonstrates current competency. This requires 
the assessment evidence to be from the present or the very recent past. 
 
Detailed procedures of how assessments will be conducted are given in the Assessment Policy which 
is available on the website and can be made available from the reception. 
 
Assessment methods  
 
A range of assessment methods will be used to ÁÃÃÏÍÍÏÄÁÔÅ ÔÈÅ ÄÉÖÅÒÓÉÔÙ ÉÎ ÓÔÕÄÅÎÔȭÓ ÌÅÁÒÎÉÎÇ ÓÔÙÌÅÓ 
and preferences. These assessment methods may include but are not restricted to: 
Å Case studies 
Å Projects 
Å Presentations 
Å Role plays 
Å Reports and 
Å Knowledge Test 

 
Re-assessment 
 
Learners unsuccessful at achieving competency in first attempt will be given two further opportunities 
for re-assessment at a mutually agreed time and date (total 3 attempts*). If a learner fails the re-
assessment after three attempts, they will be advised to re-enrol in the unit. 
*Students will be given total 3 attempts including 1 original plus 2 reassessments.  
Cost of reassessment will be as follows: 
¶ 1st Original submission: Free of cost 
¶ 2nd Reassessment fee: Free of cost 
¶ 3rd Reassessment fee: $300 

If student fails in the 3rd reassessment, then students will have to repeat unit. Repeat unit fee- $300.  
Not attending for an assessment will be counted as one assessment attempt for each occurrence 
unless: 
¶ the student can provide a certificate from a registered medical practitioner indicating that the 

student was medically unable to attend the assessment; or 
¶ the student can provide independent evidence of exceptional compassionate circumstances 

beyond the students control, such as serious illness or death of a close family member to 
explain the non-attendance at the assessment. 

 
To view the Assessment Policy and Procedure, please visit www.asoc.edu.au. 
 
Assessment Outcome 
 
%ÁÃÈ ÕÎÉÔ ÏÆ ÃÏÍÐÅÔÅÎÃÙ ÉÎÃÌÕÄÅÓ ÍÕÌÔÉÐÌÅ ÁÓÓÅÓÓÍÅÎÔ ÔÁÓËÓ ÁÎÄ ÁÆÔÅÒ ÅÁÃÈ ÁÓÓÅÓÓÍÅÎÔȟ ÔÈÅ ÓÔÕÄÅÎÔȭÓ 
submission will be marked Satisfactory (S) or not satisfactory (NS). After each assessment, verbal and 
written feedback is provided. Final unit results are recorded as Competent (C) and Not Yet Competent 
(NYC). 
 
Assessment Appeals 
 
If students are dissatisfied with an assessment outcome, they can appeal the assessment decision. In 
the first instance, students are encouraged to appeal informally by contacting the trainer/assessor and 
discussing the matter with them. If students are dissatisfied with the outcome of such discussion, 
students can appeal further to either Administration Manager or training manager. If students are still 
dissatisfied, students can appeal formally and in writing to have the result reviewed. Students can refer 
to Complaints and Appeals policy foÒ ÍÏÒÅ ÄÅÔÁÉÌÓȢ )Ô ÉÓ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅ www.asoc.edu.au, 
and can also be made available from the Reception. 
 
Qualifications to be issued  
 

http://www.asoc.edu.au/
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Qualifications gained at ASOC are based on the principles, guidelines and standards set by the 
Australian Qualifications Framework (AQF) and VET Quality Framework and are recognised 
nationally. Students who successfully complete all assessment requirements for a qualification will be 
awarded a certificate corresponding to the completed course. Those completing assessment 
requirements for part of a qualification will receive a Statement of Attainment for completed 
competencies. 
 
Qualification, Statement of Results or transcript of results will only be issued once all the outstanding 
fees have been paid in full. ASOC will issue certification in a timely manner, so students can provide 
proof of their competence to employers (or potential employers) and obtain any industry licences or 
accreditation they may need. Providing all fees have been paid, all AQF certification documentation 
×ÉÌÌ ÂÅ ÉÓÓÕÅÄ ×ÉÔÈÉÎ σπ ÃÁÌÅÎÄÁÒ ÄÁÙÓ ÏÆ ÔÈÅ ÓÔÕÄÅÎÔ ÅØÉÔÉÎÇ ÔÈÅÉÒ ÃÏÕÒÓÅ ÏÒ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÆÉÎÁÌ 
assessment being completed.  
 
0ÌÅÁÓÅ ÃÏÎÔÁÃÔ !3/#ȭÓ !ÄÍÉÎÉÓÔÒÁÔÉÏÎ ÄÅÐÁÒÔÍÅÎÔ ÆÏÒ ÍÏÒÅ ÄÅÔÁÉÌÓȢ 
 
Academic Misconduct  
 
Acts of plagiarism, collusion and cheating are not permitted in any work completed for assessment 
and will result in a written warning and repeating the VET unit of competency, as well as incurring any 
associated charges. If a Student is caught engaging in these acts, their assessment will be deemed Not 
Yet Competent. If students are engaged in such act for a second time, they may be suspended or 
ÅØÐÅÌÌÅÄ ÆÒÏÍ ÔÈÅ ÃÏÕÒÓÅȢ !ÌÌ ×ÏÒË ÓÕÂÍÉÔÔÅÄ ÍÕÓÔ ÂÅ ÁÎ ÁÃÃÕÒÁÔÅ ÒÅÆÌÅÃÔÉÏÎ ÏÆ ÔÈÅ 3ÔÕÄÅÎÔȭÓ ÌÅÖÅl of 
competence. 
 
All plagiarism is unacceptable and each case of plagiarism should be treated on its own merits. 
Educational procedures will be in place to assist students to avoid submitting assessment work that 
does not meet the required standards of evidence-based writing. 
 
Inappropriate practices in the use of referencing, citations, quotations or attributions for formative 
assessment may be dealt with and by the assessor, who may refer students to appropriate resources 
to improve their academic skills. Suspected incidents of plagiarism involving summative assessments 
will be dealt with seriously: 
 
Å 4ÈÅ ÓÔÕÄÅÎÔȭÓ ÁÓÓÅÓÓÍÅÎÔ ×ÉÌÌ ÂÅ ÄÅÅÍÅÄ .ÏÔ 9ÅÔ #ÏÍÐÅÔÅÎÔ ɉ.9#ɊȢ 4ÈÅ ÓÔÕÄÅÎÔ ×ÉÌÌ ÂÅ 

given a warning and will be required to redo the assessment. Additional charges may 
apply for re-assessments. 

Å If students are engaged in such act for a second time, they may be suspended or expelled 
from the course. 

Å !ÌÌ ×ÏÒË ÓÕÂÍÉÔÔÅÄ ÍÕÓÔ ÂÅ ÁÎ ÁÃÃÕÒÁÔÅ ÒÅÆÌÅÃÔÉÏÎ ÏÆ ÔÈÅ 3ÔÕÄÅÎÔȭÓ ÌÅÖÅÌ ÏÆ ÃÏÍÐÅÔÅÎÃÅȢ 
The evidence used to make a decision at Australian School of Commerce about 
competence will be valid, sufficient, authentic and current. 

 
-ÏÒÅ ÄÅÔÁÉÌÅÄ ÉÎÆÏÒÍÁÔÉÏÎ ÃÁÎ ÂÅ ÆÏÕÎÄ ÏÎ 0ÌÁÇÉÁÒÉÓÍ ÁÎÄ ÃÈÅÁÔÉÎÇ 0ÏÌÉÃÙ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅ 
and/or at the reception. 
 
PLAGIARISM and CHEATING 
 
Australian School of Commerce (ASOC) is committed to upholding standards of academic integrity and 
honesty. 
 
Plagiarism and Cheating in any form is unacceptable and will be treated seriously by ASOC. Students 
will be advised at the beginning of their course about the plagiarism policy and procedures; and the 
provisions in the School about cheating. 
 
PLAGIARISM 
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0ÌÁÇÉÁÒÉÓÍ ÍÅÁÎÓ ÔÏ ÔÁËÅ ÁÎÄ ÕÓÅ ÁÎÏÔÈÅÒ ÐÅÒÓÏÎȭÓ ÉÄÅÁÓ ÁÎÄ ÏÒ ÍÁÎÎÅÒ ÏÆ ÅØÐÒÅÓÓÉÎÇ ÔÈÅÍ ÁÎÄ ÔÏ 
pass these ÏÆÆ ÁÓ ÏÎÅȭÓ Ï×Î by failing to give appropriate acknowledgement, including the use of 
material from any source, staff, students or the internet, published and unpublished works. Plagiarism 
occurs when students fails to acknowledge that the ideas of others are being used.  
 
Specifically, it occurs when: 
Å ÏÔÈÅÒ ÐÅÏÐÌÅȭÓ ×ÏÒË ÁÎÄȾÏÒ ÉÄÅÁÓ ÁÒÅ ÐÁÒÁÐÈÒÁÓÅÄ ÁÎÄ ÐÒÅÓÅÎÔÅÄ ×ÉÔÈÏÕÔ Á ÒÅÆÅÒÅÎÃÅȠ 
Å ÏÔÈÅÒ ÓÔÕÄÅÎÔÓȭ ×ÏÒË ÉÓ ÃÏÐÉÅÄ ÏÒ ÐÁÒÔÌÙ ÃÏÐÉÅÄȠ 
Å ÏÔÈÅÒ ÐÅÏÐÌÅȭÓ ÄÅÓÉÇÎÓȟ ÃÏÄÅÓ ÏÒ ÉÍÁÇÅÓ ÁÒÅ ÐÒÅÓÅÎÔÅÄ ÁÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ Ï×Î ×ÏÒËȠ 
Å phrases and passages are used verbatim without quotation marks and/or without a 

reference to the author or a web page; 
Å Lecture notes are reproduced without due acknowledgement. 
Å Plagiarism may take the form of similar work submitted by students who may have 

worked together 
 

COLLUSION 
 
Collusion means unauthorised collaboration on assessable written, oral or practical work with another 
person. 
 
CHEATING 
 
Cheating may include (but is not limited to): 
Å Someone copying from others work. 
Å Someone pretending that it is their own work  

 
Consequences-Plagiarism and Cheating  
 
Å All plagiarism is unacceptable and each case of plagiarism should be treated on its own merits. 

Educational procedures should be in place to assist students to avoid submitting assessment 
work that does not meet the required standards of evidence-based writing. 

¶ All assessment work submitted by a student should be assessed in accordance with its 
academic merit. If a student receives a reduced grade or fails an assessment task because of 
the absence of appropriate citations and references it may be a consequence of the student 
failing to meet the state criteria for the task, rather than as a punishment for plagiarism. 

¶ Inappropriate practices in the use of referencing, citations, quotations or attributions for 
formative assessment may be dealt with by the assessor, who may refer students to 
appropriate resources to improve their academic skills. Suspected incidents of plagiarism 
involving summative assessments must be dealt with according to the guidelines of the 
Plagiarism and cheating policy. 

¶ The penalties associated with plagiarism are designed to impose sanctions that reflect the 
ÓÅÒÉÏÕÓÎÅÓÓ ÏÆ ÔÈÅ !3/#ȭÓ ÃÏÍÍÉÔÍÅÎÔ ÔÏ ÁÃÁÄÅÍÉÃ ÉÎÔÅÇÒÉÔÙȢ 0ÅÎÁÌÔÉÅÓ ÍÁÙ ÉÎÃÌÕÄÅ ÒÅÖÉÓÉÎÇ 
and resubmitting assessment work, receiving a result of zero for the assessment task, failing 
the course, expulsion and/or the imposition of a financial penalty. 

¶ 4ÈÅ ÓÔÕÄÅÎÔȭÓ ÁÓÓÅÓÓÍÅÎÔ ×ÉÌÌ ÂÅ ÄÅÅÍÅÄ .ÏÔ 9ÅÔ #ÏÍÐÅÔÅÎÔ ɉ.9#ɊȢ 4ÈÅ ÓÔÕÄÅÎÔ ×ÉÌÌ ÂÅ ÇÉÖÅÎ 
a warning and will be required to redo the assessment. Additional charges may apply for re-
assessments. If students are engaged in such act for a second time, they may be suspended or 
expelled from the course. 

¶ The Training Manager will keep a record of all suspected incidents of plagiarism brought to 
attention by the trainers. Procedural aspects of these records will be reviewed to ensure that 
they have been dealt with fairness. 

¶ If trainer and/or the Training Manager finds that a student has committed multiple and/or 
systematic acts of plagiarism, or admits to, or is found to have committed, conduct that 
prejudices the interests of other students or the integrity of an assessment scheme itself, then 
the case will be dealt with as a complaint of student misconduct under the Student Code of 
Behaviour at ASOC, and a further penalty may be imposed. 

 



M.S Aviation Pty Ltd T/A Australian School of Commerce 
RTO NO. 41089 I CRICOS NO.: 03489A 
Melbourne Campus: Level 4, 123-129 Lonsdale Street Melbourne, Victoria 3000 Australia 
Hobart Campus:  Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 Australia 
Ph: 1300 781 194 I E: Info@asoc.edu.au I W: www.asoc.edu.au 
ABN: 80 614 287 179 
 

M.S Aviation Pty Ltd trading as Australian School of Commerce                                  Page 36  of 77  

Student Handbook 

Version no: 8.2 

+ÉÎÄÌÙ ÒÅÆÅÒ ÔÏ 0ÌÁÇÉÁÒÉÓÍ ÁÎÄ #ÈÅÁÔÉÎÇ ÐÏÌÉÃÙ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅ ÁÎÄȾÏÒ ÁÔ ÔÈÅ ÒÅÃÅÐÔÉÏÎ ÆÏÒ 
more details. 
 
Credit Transfer  
 
Credit transfer is a process that provides students with agreed and consistent credit outcomes for 
components of a qualification based on the identified equivalence in the content and learning 
outcomes between the matched qualifications. Such as: 
 
1. Unit/module is the same i.e. same code and title 
2. Unit/module has been reviewed and this results in minor changes to the unit/module code e.g. B 

to C. This indicates that the learning outcomes of the unit/module have remained the same. 
3. Unit/module has been transferred from another training package/curriculum and recorded; 

however, the learning outcomes remain the same. 
4. If the course credit is given, the confirmation of enrolment (COE) issued for that student will 

indicate the actual net program duration (as reduced by course credit) for that program. 
5. If course credit is granted, and it results in shortening of the student's program duration, the 

School will report the change of program duration in PRISMS. 
 

Students who have completed identical units to those in the course they are beginning at other 
institutions can be given recognition/credit on presentation of a verified transcript, Award or 
Statement of Attainment issued by any other RTO or AQF authorised issuing organisation. 
 

- Students are requested to apply for credit transfer before enrolment but no later than 2nd 
week of the first term of study in their enrolled course. 

 
- Students must complete the Credit Transfer Application form, and submit the application 

to the Administration department or at the Reception. 
 

- The application must include copy of verified Award or statement of attainment copies, 
all original documents and must identify the units successfully completed including unit 
codes, unit name and dates of completion. 

 
- Training Manager or Administration Manager will verify the Award or Statement of 

Attainment, and other original documents submitted along with the Credit transfer 
application form and will grant credit transfers for identical units that have been 
identified as being completed at another Registered Training Organisation. 

 
- Verified copies of Qualifications and Statements of Attainment and other documents 

provided by the students and used as the basis for granting Credit Transfer will be placed 
in the student files. 

 
- Granting of Credit Transfer will be recorded as a unit outcome and kept in the students 

file. 
 

- If Credit transfer is granted, ASOC will provide a written record of the decision to the 
students to accept and will retain the written record of acceptance for two years after the 
overseas student ceases to be an accepted student. 

 
Application forms and more information about creÄÉÔ ÔÒÁÎÓÆÅÒÓ ÁÒÅ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅ ÏÒ ÃÁÎ 
ÂÅ ÏÂÔÁÉÎÅÄ ÆÒÏÍ !3/#ȭÓ ÒÅÃÅÐÔÉÏÎȢ 
 
Recognition of Prior Learning (RPL)  
 
RPL involves the assessment of previously unrecognised skills and knowledge an individual has 
achieved outside the formal education and training system. RPL is defined as an assessment-only 
pathway of determining the competence of a person. RPL is an assessment process that assesses the 
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ÉÎÄÉÖÉÄÕÁÌȭÓ ÎÏÎ-formal and informal learning to determine the extent to which that individual has 
achieved the required learning outcomes or competency standards. To support this type of application 
evidence of where and how the skills were obtained is required. 
 
Australian School of Commerce (ASOC) recognises the prior learning of students based on: 
 
¶ previous training, (includes overseas qualifications); 
¶ formal study and acquisition of a qualification and statements of attainment from another 

RTO; 
¶ practical experience in a work environment; 
¶ projects undertaken; and 
¶ life experience. 

 
Students who believe they already have some of the competencies in the course they wish to study 
may apply for RPL. An essential requirement of RPL is proof of competency. This may involve 
providing copies of your resume and/or work performance appraisals, job descriptions and any 
certificates of in-house or formal training. You may be asked for contact details of people who can 
vouch for your skill level such as supervisors from current or previous workplaces, clients or personal 
character references from the community. 
 
Procedures  
 

- Students are requested to apply for Recognition of Prior Learning before enrolment but 
no later than 2nd week of the first term of study in their enrolled course. 
 

- An RPL application for students will include all relevant evidence of work experience and 
where the learning has occurred. Applications will not be accepted unless all required 
information is included. Students who request an RPL assessment will be advised of the 
evidence required and suggestions on how to obtain it (e.g., supervisor evidence, previous 
projects, transcripts of qualifications completed, work experience, in-service training, 
distance education or open learning, community- based learning, or overseas education, 
training or experience etc.) 

 
- All RPL Applications are to be submitted to the administration department/Reception in 

the first instance along with verified supporting documents. The application and 
ÓÕÐÐÏÒÔÉÎÇ ÄÏÃÕÍÅÎÔÁÔÉÏÎ ×ÉÌÌ ÂÅ ÃÏÐÉÅÄ ÁÎÄ ÐÌÁÃÅÄ ÉÎÔÏ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÆÉÌÅȢ 7ÈÅÒÅ 
originals are required for verification, authorised ASOC staff from the Administration 
ÄÅÐÁÒÔÍÅÎÔ ÏÒ ÒÅÐÒÅÓÅÎÔÁÔÉÖÅ ×ÉÌÌ ÓÉÇÈÔ ÁÎÄ ÉÎÄÉÃÁÔÅ ÏÎ ÃÏÐÉÅÓ ȰÏÒÉÇÉÎÁÌ ÓÉÇÈÔÅÄȭ ÁÎÄ ÓÈÁÌÌ 
return originals to the student. ASOC will at no time accept and retain original certificates. 

 
- The application will be forwarded to the Training Manager orrepresentative to be 

assessed and outcomes will be determined by RPL/qualified assessor. 
 

- It will be ensured that the evidence provided is valid, authentic, current and sufficient and 
that the process is fair, flexible and valid. 

 
- If the outcome of the evidential documentation is not sufficient, then the student will be 

advised to provide further documentation to validate his/her skills/experience. The 
Training Manager or representative will set a date for the additional documents to be 
submitted. 

 
- The applicant will be notified of the outcome of the RPL. On the basis of the assessment, 

the student will be advised that: 
 

Ɇ the application has been granted; or 
Ɇ the application has been denied; or 
Ɇ further evidence is required 
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- Where an application for RPL or Course Credit is received by ASOC, The Training 

Manager or representative will assess the application and provide an outcome to the 
application within 14 working days of receipt or as soon as practicable where further 
information is required to determine the outcome. If RPL is approved, the applicant will 
ÂÅ ÍÁÒËÅÄ ÁÓ Ȱ#4 ÏÒ 20,ȱ ÒÁÔÈÅÒ ÔÈÁÎ Ȱ#ÏÍÐÅÔÅÎÔȱ ÉÎ ÔÈÅ ÔÒÁÎÓÃÒÉÐÔ ÏÆ ÒÅÃÏÒÄÓȢ 

 
- Where either of the above, credit transfer or RPL applications are received or course 

credit is approved, the following must occur: Enrolment Officer or representative will 
ÃÈÁÎÇÅ ÓÔÕÄÅÎÔȭÓ #/% ÔÏ ÒÅÆÌÅÃÔ ÒÅÄÕÃÔÉÏÎ ÉÎ ÐÅÒÉÏÄ ÏÆ ÓÔÕÄÙȢ !3/# ×ÉÌÌ ÐÒÏÖÉÄÅ ÓÔÕÄÅÎÔ 
with the outcome of the credit application. The students must sign a letter to indicate the 
agreement with the outcomes of credit transfer or RPL applications and a copy will be 
kept in the students file. 

 
- !3/#ȭÓ !ÓÓÅÓÓÍÅÎÔ ÐÏÌÉÃÙ ×ÉÌÌ ÂÅ ÆÏÌÌÏ×ÅÄ ×ÈÅÎ ÕÎÄÅÒÔÁËÉÎÇ 20, ÁÓÓÅÓÓÍÅÎÔÓȢ 
 
Application form for RPL can be oÂÔÁÉÎÅÄ ÆÒÏÍ ÔÈÅ ×ÅÂÓÉÔÅ ÏÒ ÆÒÏÍ !3/#ȭÓ ÒÅÃÅÐÔÉÏÎȢ -ÏÒÅ 
ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ 20, ÉÓ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅ www.asoc.edu.au. Students can also speak to ASOC 
Staff for enquiries. 
 
Currency of training  
 
ASOC implements an effective course validation procedure to ensure that it delivers current AQF 
training package qualifications and accredited courses. ASOC ensures appropriate transition 
arrangements in case a qualification or an accredited qualification is superseded. 
 
Pathways to Higher Education  
 
Graduates of ASOC may seek credits to the relevant degree programs in Australian universities. ASOC 
has no special arrangements with any Australian university and there is no guaranteed entry into 
university programs. 
 
Reasonable Adjustment  
 
3ÔÕÄÅÎÔÓ ÈÁÖÅ ÄÉÆÆÅÒÅÎÔ ÎÅÅÄÓ ÁÎÄ ÏÆÔÅÎ ÔÒÁÉÎÉÎÇ ÎÅÅÄÓ ÔÏ ÂÅ ÁÄÊÕÓÔÅÄ ÔÏ ÍÅÅÔ ÉÎÄÉÖÉÄÕÁÌ ÓÔÕÄÅÎÔȭÓ 
needs. Adjustments can be made to assessment process, resources, facilities, delivery style and 
structure of training sessions. 
 
By definitioÎȡ Ȭ2ÅÁÓÏÎÁÂÌÅ ÁÄÊÕÓÔÍÅÎÔ ÒÅÆÅÒÓ ÔÏ ÍÅÁÓÕÒÅÓ ÏÒ ÁÃÔÉÏÎÓ ÔÁËÅÎ ÔÏ ÐÒÏÖÉÄÅ Á ÓÔÕÄÅÎÔ ×ÉÔÈ Á 
disability or special needs, the same educational opportunities as everyone else. To be reasonable, 
adjustments must be appropriate for that person, must not create undue hardship for ASOC and must 
ÂÅ ÁÌÌÏ×ÁÂÌÅ ×ÉÔÈÉÎ ÒÕÌÅÓ ÄÅÆÉÎÅÄ ÂÙ ÔÈÅ ÔÒÁÉÎÉÎÇ ÐÁÃËÁÇÅȢȭ 
 
Unique Student Identifier (USI)  
 
The Unique Student Identifier (USI) is a mandatory requirement for anyone wishing to complete 
Nationally Recognised VET qualification as of 1 January 2015. Each time a student completes 
nationally recognised training, the RTO collects and verifies their USI before they can issue a 
ÑÕÁÌÉÆÉÃÁÔÉÏÎ ÏÒ ÓÔÁÔÅÍÅÎÔ ÏÆ ÁÔÔÁÉÎÍÅÎÔȢ )Î ÁÄÄÉÔÉÏÎȟ !3/# ÉÓ ÒÅÑÕÉÒÅÄ ÔÏ ÉÎÃÌÕÄÅ ÓÔÕÄÅÎÔȭÓ 53) ÉÎ ÔÈÅ 
data submitted to NCVER. 
 
All students undertaking vocational education and training must hold a Unique Student Identifier (USI) 
and provide it to the ASOC during the enrolment process. If students do not provide an USI, ASOC will 
not be able to issue a Certificate, Statement of Attainment or Transcript for the training. 
 
If you wish for Australian School of Commerce (ASOC) to create a USI on your behalf, be aware of the 
following:  

http://www.asoc.edu.au/


M.S Aviation Pty Ltd T/A Australian School of Commerce 
RTO NO. 41089 I CRICOS NO.: 03489A 
Melbourne Campus: Level 4, 123-129 Lonsdale Street Melbourne, Victoria 3000 Australia 
Hobart Campus:  Level 4, 18 Elizabeth Street, Hobart Tasmania 7000 Australia 
Ph: 1300 781 194 I E: Info@asoc.edu.au I W: www.asoc.edu.au 
ABN: 80 614 287 179 
 

M.S Aviation Pty Ltd trading as Australian School of Commerce                                  Page 39  of 77  

Student Handbook 

Version no: 8.2 

 
ASOC will collect information about you for the purpose of creating a USI, this information is collected 
under the Student Identifiers Act 2014 
 
This information can only be used for: 
Å Applying, verifying and giving a USI 
Å Resolving problems with a USI; and 
Å Creating authenticated vocational education and training (VET) transcripts; 

 
This information may be shared with: 
Å Commonwealth and State/Territory government departments and agencies and 

statutory bodies performing functions relating to VET for: 
Å The purpose of administering and auditing VET, VET providers and VET programs; 
Å Education related policy and research purposes; and 
Å To assist in determining eligibility for training subsidies 
Å VET regulators to enable them to perform their VET regulatory functions; 
Å VET admissions Bodies for the purpose of administering VET and VET programs, 
Å Current and former Registered Training Organisations to enable them to deliver VET 

courses to individual, meet their reporting obligations under the VET standards and 
government contracts and assist in determining eligibility for training subsidies; 

Å Schools for the purpose of delivering VET courses to the individual and reporting on these 
courses; 

Å The National Centre for Vocational Education Research for the purpose of creating 
authenticated VET transcripts, resolving problems with USIs and the collection, 
preparation and auditing of national VET statistics; 

Å Researchers for education and training related research purposes; 
Å Any other person or agency that may be authorised or required by law to access the 

information;  
Å Any entity contractually engaged by the Student Identifies Registrar to assist in the 

performance of his or her functions in the administration of the USI system; and 
Å Will not be disclosed without your consent unless authorised or required by or under law. 

 
If you would like ASOC to apply for a USI on your behalf, you must authorise us to do so. You must also 
provide some additional information as noted below so that we can apply for a USI on your behalf. 
Students will be required to fill up USI Application form during induction prior to the course 
commencement. 
 
For details on USI, visit www.usi.gov.au. ASOC Student Services staff can assist you to obtain your USI 
on request. 
 
Note: 
 
ASOC does not guarantee that: 
 
¶ a learner will successfully complete a training product on its scope of registration, or 
¶ a learner will obtain a particular employment outcome. 

 

Campus Facilities and Resources 
 

Training Location  
 
!3/# ÈÁÓ ÉÔÓ ÔÒÁÉÎÉÎÇ ÆÁÃÉÌÉÔÙ ÌÏÃÁÔÅÄ ÁÔ Á ÃÏÎÖÅÎÉÅÎÔ ÌÏÃÁÔÉÏÎ ÉÎ -ÅÌÂÏÕÒÎÅ ÃÉÔÙȢ !3/#ȭÓ (ÏÂÁÒÔ ÃÁÍÐÕÓ 
is located in the #"$ ÏÆ (ÏÂÁÒÔȢ !3/#ȭÓ ÌÏÃÁÔÉÏÎ ÉÓ ÁÃÃÅÓÓÉÂÌÅ ÆÒÏÍ ÁÌÌ ËÉÎÄÓ ÏÆ ÐÕÂÌÉÃ ÔÒÁÎÓÐÏÒÔÁÔÉÏÎȢ 
 

Melbourne Campus : Level 4, 123-129 Lonsdale Street Melbourne, Victoria 3000 Australia 
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Hobart Campus:   Level 4, 18 Elizabeth Street, Hobart, Tasmania 7000 Australia 

Phone: 1300 781 194 

Email: info@asoc.edu.au 

Website: www.asoc.edu.au 

 
How to reach us:  
 
By Public Transport  
 
By Train  
 
Nearest Train Stations: 
Melbourne Campus: Parliament Station, Melbourne Central Station, 
Hobart Campus: No trains (buses mainly) 
 
By Tram  
Melbourne Campus: Tram No 86, 96, 59, 57, 19 
Hobart Campus: No Trams (buses mainly) 
 
By Bus: 
 
Melbourne Campus Bus no 251, 250, 3560, 207 
 
Hobart Campus: There are plenty of bus options available near campus. 
Southern Suburbs: Bus no 401, 409, 410, 411, 710, 712, 714, 716 
Eastern Suburbs: Bus no:606, 676 
Northern Suburbs: Bus no 511, 512, 513 
 
Students may seek assistance from our friendly Support staff if there is any difficulty in understanding routes. 
 
By Uber 
Uber services are available round the clock. 
 
By Taxi 
TAXI services are available round the clock. 
 

By Car 

If you are driving, you can use public parking or paid parking available in nearest place. For any assistance, 
please contact ASOC on 1300 781 194. 
 
Modern Campus Facilities and Equipment (For both the campuses i.e. Melbourne and Hobart)  

¶ Fully equipped classrooms with table, chairs (flipped chairs), projectors and/or Interactive screens. 
¶ Computer lab with Desktops with LED monitors 
¶ Chairs with Tables where students can keep their notebooks or laptops. 
¶ Quiet Study area with computers for students to work on assignments and/or study 
¶ Library  
¶ Climate control Air Conditioning 
¶ High speed internet 
¶ Access to many cafés and restaurants. 
¶ Photocopy and printer facilities for students. 

Student recreational area and lunch room  

mailto:info@asoc.edu.au
http://www.asoc.edu.au/
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ASOC campus has a dedicated student lunch and recreational area with access to kitchen facilities where 
students can relax and meet with others during breaks. 
 
Classrooms 
 
All training rooms are modern, fitted with whiteboards, Interactive screens or projectors to transfer trainers 
notes directly to your Pc/laptop or mobile device, air-conditioned facilities that is well equipped including 
projectors, conferencing facilities and internet connection and computer systems. ASOC aims to provide 
inclusive learning environment for its learners. 
 
Class times and reception hours  

¶ ASOC Melbourne campus will be open for classes from 7:00 a.m-10:00 p.m. from Monday to Sunday 
¶ !3/#ȭÓ (ÏÂÁÒÔ ÃÁÍÐÕÓ ×ÉÌÌ ÏÐÅÎ ÆÏÒ ÃÌÁÓÓÅÓ χȡππ ÁȢÍ-10:00 p.m. from Monday to Sunday 

 
¶ ASOC Melbourne Campus: Reception will be open from 9.00 a.m.-5.00 p.m. from Monday to Sunday. 
¶ !3/#ȭÓ (ÏÂÁÒÔ ÃÁÍÐÕÓȡ 2ÅÃÅÐÔÉÏÎ ×ÉÌÌ ÂÅ ÏÐÅÎ ÆÒÏÍ ωȢππ ÁȢÍȢ-5:00 p.m. from Monday to Friday. 

 
There will be at least 1 or more student support officer depending upon the scheduled classes during weekend 
class hours. 
 
Students will not be scheduled for more than 8 hours class in a day. Classes will run in 4 hours session. 
Students are requested to call ASOC to receive information on the class timetable. 
 
Library  
 
ASOC has a library where students can gain access to books, printed materials etc.  Students can complete their 
assignments or study in their free time in the library. 
 
Fully equipped IT labs  
 
ASOC has fully equipped computer lab with Microsoft Office ɀ Word, Excel, and PowerPoint. Students can 
request for printing and photocopying facilities at the reception at no extra cost. 
 
Student Administration and Support Services  
 
Student Administration and Student Support Services are available for all students. Reception is your first point 
of contact for any queries. 
 
Material s and Equipment  
 
ASOC will provide access to computers with required resources including access to internet during classroom 
hours, however, to work on the assignments and tasks for self-study, all learners are expected to have access 
to a laptop or computer with the Windows 7 operating system or higher. Students must have an active email 
address for communication and be contactable by phone (mobile or landline) and by mail (postal address).  
All learners are expected to have access to MS office application such as Microsoft Word, an email platform. 
 
Book and Reading Materials  
 
ASOC provides the handouts and reading material for students to read and keep (Cost for handouts and reading 
material is already included in Material fees). 
 

Studying at ASOC 
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A ÎÕÍÂÅÒ ÏÆ ÁÐÐÒÏÁÃÈÅÓ ÔÏ ÃÏÕÒÓÅ ÄÅÌÉÖÅÒÙ ÁÒÅ ÕÓÅÄ ÂÙ !3/#ȭÓ ÓÔÁÆÆȢ #ÏÕÒÓÅ ÄÅÌÉÖÅÒÙ ÁÐÐÒÏÁÃÈÅÓ ÉÎÃÌÕÄÅȡ 
supervised study, case studies, tutorials, trainer led classroom delivery, practical activities like role play and 
presentations. 
 
During class time, students will be expected to participate by answering questions, giving opinions, giving 
assessments in the form of projects, assignment etc., demonstrating tasks, working with others in groups, 
making presentations, participate in role-play scenarios. 
 
The duration of the course specified in the course information includes only formal training. Students are 
required to dedicate a minimum of 20 hours per week towards their study. This will include class attendance, 
self-paced learning (not included in the minimum 20 hours per week), research, learning activities and 
assessment activities. 
 
Course Assessments 
 
4ÈÅ !ÕÓÔÒÁÌÉÁÎ 3ÃÈÏÏÌ ÏÆ #ÏÍÍÅÒÃÅ ÕÓÅÓ ÓÅÖÅÒÁÌ ÍÅÔÈÏÄÓ ÏÆ ÁÓÓÅÓÓÍÅÎÔ ÔÏ ÍÅÁÓÕÒÅ ÓÔÕÄÅÎÔÓȭ ÃÏÍÐÅÔÅÎÃÙ ÁÓ 
mentioned above in the Assessment Methods section. Assessment methods used for this course includes 
practical demonstrations (presentations and role plays), case studies, projects, reports and knowledge test. 
 

Our Obligation to You  

 
ASOC is responsible for the quality of the training and assessment in compliance with the Standards for 
Registered Training Organisations 2015, and for the issuance of the AQF certification documentation.  This 
means that the School is obligated to deliver and assess students in accordance with the course requirements 
and to issue appropriate credentials to students who have met the assessment requirements and have been 
assessed as competent in the units of competency. 
 
Transfer Between Registered Providers  
 
The National Code 2018 restricts the capacity of students to transfer to other providers prior to completing six 
months of their principal course. ASOC will not actively recruit a student where this clearly conflicts with 
obligations under standard 7 of the National Code 2018 (Overseas student transfers). 
 
ASOC will not allow students to transfer to another provider within six months of the commencement of their 
principal course of study in circumstances where the transfer would be detrimental to them. 
 
If students wish to apply for a transfer, they will need to apply to the School for a release. There is no cost 
attached to apply for a release; however, students will need to contact the Department of Home Affairs to seek 
advice on whether a new visa is required. 
 
All applications will be assessed on the bÁÓÉÓ ÏÆ ÔÈÅ !3/#ȭÓ ÔÒÁÎÓÆÅÒ ÂÅÔ×ÅÅÎ ÐÒÏÖÉÄÅÒÓ 0ÏÌÉÃÙȟ ÃÏÎÄÉÔÉÏÎÓ ÏÆ 
Enrolment, the Fee Payment and Refund Policy, the study plan and declaration submitted by the student in 
their application. 
 
Documented evidence supporting circumstances/reasons for seeking release must be included with this 
ÁÐÐÌÉÃÁÔÉÏÎȢ 0ÌÅÁÓÅ ÒÅÆÅÒ ÔÏ ÔÈÅ !3/#ȭÓ ÔÒÁÎÓÆÅÒ ÂÅÔ×ÅÅÎ ÐÒÏÖÉÄÅÒÓ ÐÏÌÉÃÙ ÆÏÒ ÍÏÒÅ ÄÅÔÁÉÌÓ ÁÖÁÉÌÁÂÌÅ ÏÎ ÔÈÅ 
website. 
 
Deferral, Suspension and Cancellation  
 
Students may initiate a request to defer commencement of studies or suspend their studies on the grounds of 
compassionate or compelling circumstances. Students wishing to defer the commencement of studies or 
suspend their studies must apply to do so in writing to the School. Reasons for suspending your enrolment are 
limited to extenuating circumstances such as: 

¶ Personal illness (e.g. you are going into hospital) 
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¶ Bereavement (death of an immediate member of family) 
¶ Serious illness of an immediate member of family. 

If you know that you will not be attending classes during the study period, you should contact the School and 
arrange an appointment to discuss your circumstances. Subsequent to your meeting and after providing 
documented evidence, supporting circumstances/reasons for seeking suspension or cancellation of enrolment, 
you will be required to formally apply for the deferral or suspension. 
 
4ÈÅ 3ÃÈÏÏÌ ÍÁÙ ÄÅÃÉÄÅ ÔÏ ÓÕÓÐÅÎÄ ÏÒ ÃÁÎÃÅÌ Á ÓÔÕÄÅÎÔȭÓ ÅÎÒÏÌÍÅÎÔ ÏÎ ÉÔÓ Ï×Î ÉÎÉÔÉÁÔÉÖÅ ÁÓ Á ÒÅÓÐÏÎÓÅ ÔÏ 
misbehaviour by the student. Deferral of commencement, suspension of enrolment and cancellation of 
enrolment has to be reported to the Department of Home Affairs through the PRISMS by the School and this 
may affect the status of a student visa. 
 
0ÌÅÁÓÅ ÒÅÆÅÒ ÔÏ !3/#ȭÓ $ÅÆÅÒÒÁÌȟ 3ÕÓÐÅÎÓÉÏÎ ÁÎÄ #ÁÎÃÅÌÌÁÔÉÏÎ 0ÏÌÉÃÙ ÆÏÒ ÍÏÒÅ ÄÅÔÁÉÌÓ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ 
website or can also be made available from the reception. 
 

Student Obligations  
 

Overseas Student Health Cover 
 
If you are a student from overseas on a temporary student visa it is a condition of your visa to maintain 
adequate health insurance for the duration of your visa. This means you need to purchase Overseas Student 
Health Cover (OSHC) and keep your policy up to date as long as you hold this visa. 
 
OSHC assists international students to meet the costs of medical and hospital care they may need while in 
Australia. OSHC also includes ambulance cover and limited pharmaceuticals. 
 
Some exceptions may apply if you are a student from Sweden, Norway, or Belgium. If this applies to you, 
you may have special arrangements under your own national schemes - check with the Department of 
Home Affairs to find out if special arrangements apply to you and if you are exempt from the requirement 
to purchase OSHC. 
 
As holding OSHC is a visa requirement, take care to maintain your cover at all times. If you do fall behind in 
payments or renewing your cover, you will be able to continue your cover but you may not be able to claim 
for services you received while you were in arrears. 
 
If your visa status or Medicare eligibility changes at any time, inform your insurer as soon as possible to 
find out whether your level of cover is still suitable. When your student visa expires, then you are no longer 
eligible to hold OSHC.  You can then swap over to a residents' cover or to an Overseas Visitors Health Cover 
plan. 
 
OSHC assists international students to meet the costs of medical and hospital care they may need while in 
Australia. OSHC also includes ambulance cover and limited pharmaceuticals. The OSHC premium cover 
must be paid before a student visa is issued. Australian School of Commerce can assist you in organising an 
OSHC cover for you if you wish. Contact our Student Services. 
 
You can find out more about OSHC at 
https://www.privatehealth.gov.au/health_insurance/overseas/overseas_student_health_cover.htm 
 
Some of registered health insurers that offer OSHC are: 
 

Health Insurer Insurers website 

ahm OSHC www.ahmoshc.com 

Allianz Global Assistance (Peoplecare 
Health) 

www.allianzassistancehealth.com.au/en/student-visa-oshc/  

https://www.privatehealth.gov.au/health_insurance/overseas/overseas_student_health_cover.htm
http://www.ahmoshc.com/
https://allianzassistancehealth.com.au/en/student-visa-oshc/
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BUPA Australia www.bupa.com.au/health-insurance/oshc 

CBHS International Health www.cbhsinternationalhealth.com.au/overseas-students-
oshc  

Medibank Private www.medibank.com.au 

NIB OSHC www.nib.com.au 

 
 

Full Time Study  
 
Overseas students are required to be enrolled in a full-time registered course to undertake study. 
Australian law requires international students to study a full-time study load. A full-time study load is 
normally a minimum of 20 scheduled course contact hours per week. 
 

Academic Course Progress 

Students at ASOC are required to regularly attend classes and achieve satisfactory course progress. If 
students do not make satisfactory academic progress, they may be reported to the Department of Home 
Affairs which may affect their visa status.  
 
Unsatisfactory progress is defined as not successfully completing or demonstrating competency in at least 
50% of the units in that study period.   
 
A failure of units in any study period will trigger a review of academic progress by the school and the 
implÅÍÅÎÔÁÔÉÏÎ ÏÆ ÁÎ ÉÎÔÅÒÖÅÎÔÉÏÎ ÓÔÒÁÔÅÇÙȢ &ÁÉÌÉÎÇ Á ÕÎÉÔ ÍÅÁÎÓ ÂÅÉÎÇ ÁÓÓÅÓÓÅÄ ÁÓ Ȭ.ÏÔ 9ÅÔ #ÏÍÐÅÔÅÎÔ 
ɉ.9#Ɋȭ ÆÏÒ Á ÃÏÍÐÌÅÔÅÄ ÕÎÉÔ ÁÆÔÅÒ ÏÎÅ ÏÒ ÍÏÒÅ ÏÐÐÏÒÔÕÎÉÔÉÅÓ ÆÏÒ ÒÅ-assessment has been provided or a result 
appeal process has been undertaken. In order to have the best chance of maintaining satisfactory progress 
you must:  

¶ Attend all theory and practical classes and pay attention to the work and activities undertaken in 
class; 

¶ Study the theory and practice the skills that are taught in class; 
¶ Ensure that you are present for all assessment activities scheduled by the trainers; 
¶ Make an appointment with the Student Support Officer or Training Manager if you are having any 

difficulties with your studies.   

In addition to the above minimum requirement, the School will implement counselling procedures and an 
intervention strategy when you think you may be in danger of not meeting the requirements.  
Counselling and intervention strategy may be triggered by any of the following events (including but not 
limited to):  

¶ Failing any units in a study period  
¶ Not attending compulsory classes 

0ÌÅÁÓÅ ÒÅÆÅÒ ÔÏ ÔÈÅ !ÔÔÅÎÄÁÎÃÅ ÁÎÄ ÃÏÕÒÓÅ ÐÒÏÇÒÅÓÓ ÐÏÌÉÃÙ ÁÖÁÉÌÁÂÌÅ ÏÎ !3/#ȭÓ ×ÅÂÓÉÔÅ ÁÎÄȾÏÒ ÓÔÕÄÅÎÔ 
administration for more details on Intervention strategy, academic progress, extension of course duration 
etc. 
 
Attendance Requirements  
 
ASOC gives strong emphasis on attendance requirements. ASOC collects and monitors attendance on 
regular basis, contact students who are not attending classes and identify appropriate support that can be 
provided to the students. ASOC will ensure that students are provided with full support by implementing 
intervention strategies so that students can complete their course on time. 
 
Students must maintain satisfactory attendance (i.e. minimum 80% of attendance) throughout the course. 
Low attendance implies that students might not be able to complete their course on time and this will lead 

https://www.bupa.com.au/health-insurance/oshc
https://www.cbhsinternationalhealth.com.au/overseas-students-oshc
https://www.cbhsinternationalhealth.com.au/overseas-students-oshc
http://www.medibank.com.au/Client/StaticPages/OSHCHome.aspx
http://www.nib.com.au/home/newtonib/overseasstudents/Pages/overseasstudents.aspx

