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The College at Western Sydney University is the 
perfect bridge for international students wanting to 
undertake tertiary education in Australia.

Our English language and pathway programs 
are designed to prepare you for both further 
University study and working life. All our programs 
are delivered by skilled, passionate and dedicated 
teachers at each of our vibrant campuses.

As a student of The College, you are a member of 
the Western Sydney University community and 
have access to a range of services and facilities.

This handbook provides timely information on 
support services, programs and workshops, as 
well as policies and procedures relevant to your 
time here as a student. If you have any questions 
you need answered, your first point of contact is 
Student Central.

We look forward to welcoming you to The College 
and helping support you on your journey to success.
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STUDENT  
CENTRAL

Student Central is your first point of contact 
for information, advice and referrals to other 
services. Each campus has a Student Central 
where you can get general advice and help 
regarding a range of issues including enrolment 
and fees, issuing your student ID card, lodgment 
of forms and other non-academic issues.

Find out more at  
westernsydney.edu.au/studentcentral

Contact Student Central 

Phone: 1300 668 370 or 02 4736 0431
Email: studentcentral@westernsydney.edu.au
(All email enquiries must be sent from your  
Western Sydney University student email account)

Standard hours of operation

Monday to Friday 8:00am to 3:30pm.

Student Central’s operating hours may be 
extended during peak times at the beginning 
of term and during the exam period.

Student Central is closed on public holidays.
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Activate your Western account 

You must activate your Western account. Once you 
have activated your Western account, log into MySR 
and update your contact details. 

International students: remember, you are not 
enrolled at The College and cannot attend class or 
receive a SID Card or your Overseas Student Health 
Cover (OSHC) until your fees are paid. We may ask 
you to provide proof of payment of your fees. 

Student Identity Card

You will be issued with a Student Identity (SID) Card. 
You will need your SID Card at both The College and 
Western Sydney University to:

 ≥ borrow books from any Western Sydney 
University library

 ≥ pay for printing, photocopying, laminating and 
binding

 ≥ pay library fines

 ≥ prove your identity at exam times

 ≥ access computer labs

Looking after your Student Identity Card 
If you damage or lose your SID Card, The College may 
charge you a replacement fee.

Privacy Policy
Under the Privacy Act 1988, The College will only 
use your personal information to answer your 
enquiries, process your application, and provide 
you with services. We will not use your personal 
information for any other purpose unless you 
authorise us in writing to do so. However, in 
certain circumstances, the information we collect 
about you can be provided to the Australian 
Government and other designated authorities. 

For additional information on The College policies, 
refer to The College website at  
westernsydney.edu.au/thecollege/policies

ENGLISH LANGUAGE PROGRAMS  
YOUR FIRST WEEK
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Course fees

When should I pay my fees? 
Your fees must be paid before the start of your 
course. 

What happens if I do not pay my course fees? 
If you do not pay your fees, your enrolment will 
be cancelled. By law, The College must tell the 
Department of Home Affairs (DHA) if an international 
student does not pay their fees. 

For more information, please read your Offer Letter, 
Acceptance Terms and Conditions, and International 
Offer Information.

Changing address

If you change your address or phone number, you 
must tell The College and the DHA immediately. You 
must update your address by logging into MySR. It is 
a legal requirement that The College has the correct 
address and telephone contact details for all of our 
students. 

If you are under 18 years old 
All international students under age 18 must see the 
Student Welfare Officer before making arrangements 
to change their accommodation.

Leave 

If you need to take leave from The College because of 
exceptional circumstances, you must get permission 
from the Head of Program and then complete a Leave 
of Absence Form. 

What if I am sick and cannot come to class?
If you cannot attend class, you must provide a 
medical certificate with a Provider Number on your 
first day back from sick leave.

The College will not accept a medical certificate that 
is late or without a Provider Number.

Medical certificates and assessments
Medical certificates must state the extent of your 
illness and the extent of its probable impact on your 
performance in the assessment task. 

You will also need to apply for special consideration if 
you miss an assessment task. The medical certificate 
is to be attached to the Special Consideration Form, 
which you can find at The College website.

Attendance record
Under the DHA  regulations, you will be marked 
absent from class even with a medical certificate. It 
is up to you to check the requirements of your visa 
before taking leave. For more information, please 
refer to p.25.
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Campus Safety and Security ensures a safe and 
secure environment for all students, staff and visitors.

24 hour Security hotline – 1300 737 003
Emergencies – Call 000 for ambulance, police and 
fire 24 hours a day.

Security can assist you in the following ways:

 ≥ 24/7 patrols of all Western Sydney University and 
The College campuses

 ≥ First aid—in a first aid emergency, call  
02 4736 0431 or internal extension 2300

 ≥ Lost and found register on each campus.

Remember to do your bit by securing your valuable 
items. You should report any accidents or injuries to 
Student Central or a College staff member.

Any criminal incidents, such as theft, assault or 
property damage, as well as any suspicious activity, 
should be reported to the Police on the Police 
Assistance Line – 131 444.

Find out more information about campus security 
online at westernsydney.edu.au/security

Personal safety

Some tips on how to stay safe:

 ≥ always take care when walking at night

 ≥ be aware of your surroundings – try to walk with 
other people rather than by yourself

 ≥ walk along well-lit streets and main roads

 ≥ avoid long conversations on your mobile phone 
when walking at night

 ≥ when travelling, conceal all valuables including 
your wallet or purse, phone and laptop

 ≥ don’t carry large amounts of money

 ≥ when using ATMs, be conscious of strangers 
nearby and put your cash away quickly

 ≥ when travelling by public transport at night, sit 
close to the guard’s compartment (indicated with 
a blue light) if you are on a train, and sit close to 
the driver’s seat or other passengers if on a bus

 ≥ always tell someone where you are going and 
when you expect to return

 ≥ be aware of your campus security services, and

 ≥ save relevant security numbers as contacts in 
your phone.

Emergency contact points

Emergency contact points have a 24/7 link to 
Campus Safety and Security. When an emergency 
contact point is activated, the nearest security officer 
immediately goes to that contact point and the 
security staff in the control room continue to talk to 
the person who raised the alarm.

CAMPUS SAFETY 
AND SECURITY
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Western Sydney University Village

Western Sydney University Village offers a range 
of high quality accommodation on six university 
campuses. From Parramatta to Nirimba, you’ll have 
access to affordable, self-catered, on-campus options, 
just minutes from classes and lecture theatres.

Accommodation varies from campus to campus, 
and may include residential halls, townhouses, 
cottages and apartments, as well as facilities such as 
swimming pools, volleyball courts, student lounges 
and communal kitchens. All accommodation is fully 
furnished, so you can move in with minimal hassle 
and focus on settling into your new community.

At Western Sydney University Village, the focus is on 
helping you meet new people, learn new life skills and 
support your studies. A Live, Learn, Grow residential 
life program at each campus ensures there are 
plenty of exciting events to help you focus on these 
important aspects of university life. 

First-year students automatically join the award-
winning V1 – First Year Uni program, designed to help 
you transition to independent living and start uni life 
on the right foot.

For more information and to join the community, visit 
westernsydneyuv.com.au

STUDENT  
ACCOMMODATION
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Western Account

Your Western account gives you access to Western 
Sydney University online services, including Student 
Email, MySR (your online student record) and the 
Western Central student portal – a central online 
information hub for students.

Your Western account is secure with a username and 
password.

To activate your Western account, go to 
westernaccount.westernsydney.edu.au

Western Central Student Portal

The Western Central student portal is the central 
online information hub for students. You need to log 
into Western Central to access your Student Email, 
MySR, vUWS (online learning), Career Hub and the 
Library website.

Important notices and announcements are also 
displayed in Western Central, so make sure you check 
it regularly!

Western Student Email

All students have an official Western Sydney 
University student email account. This is the official 
communication channel between you, Western 
Sydney University and The College – so you must 
check it regularly! All emails from Western Sydney 
University and The College will be sent to your 
student email account and you must use your student 
email account to contact the University and The 
College by email.

If you don’t check your student email regularly, 
you may miss important messages which can have 
serious consequences, such as cancellation of your 
enrolment.

The College Facebook page

Become a fan of the official The College Facebook 
page and join the online discussion with students and 
staff. facebook.com/westsyduthecollege

IT Support Services

All students have access to IT support services
including free software downloads, e.g. Microsoft
Office, ZOOM, Adobe.

ONLINE SERVICES 
AND SYSTEMS
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e-learning (vUWS)

vUWS (pronounced “views”) is the online learning 
environment at Western Sydney University and The 
College. Your course and units may have a vUWS 
site, which may include your unit or course outline, 
information about your assessment tasks, study 
resources and announcements related to your unit 
or course. Make sure you check your vUWS sites 
regularly during term as they may be updated at any 
time.

Library

Check out the Library website for services and 
resources, as well as help with the assignment writing 
process and referencing. There’s an online librarian 
who can answer your questions and a series of online 
and face-to-face tutorials to help you get the most 
out of your research. There is  also an online tutorial 
on how to use Turnitin. For more information, please 
visit library.westernsydney.edu.au

Student responsibilities and policies

While you’re a student at The College, you need to 
make sure you are aware of the policies that affect 
you and your responsibilities.

A list of the student-related policies is available online 
at westernsydney.edu.au/future/study/application-
pathways/the-college/english-programs.html
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STUDENT 
SUPPORT

Grievance Procedure

The College is committed to an effective Grievance 
Procedure that gives students the opportunity to 
communicate any problems that have arisen and 
promotes a fair resolution with realistic outcomes.

For details on the Grievance Procedure process and 
what steps to follow, please refer to p.28.

Counselling Services

Our counselling services can help you with personal, 
emotional, social and relationship difficulties or 
if you’re just having trouble adjusting to College 
life. Our professional staff can provide a range of 
strategies to help you do your best during your time 
at The College. Counselling is free and confidential.
 
Study and life skills workshops are also run 
throughout the term. They can help you develop the 
study, life and professional skills you need to succeed 
in your studies. A range of topics are covered such as:

 ≥ Do Presentations, Stress Less

 ≥ Manage Your Time

 ≥ Master Your Memory, and

 ≥ Manage Exam Anxiety.

To find out more information about any of these 
workshops, please speak to Student Central staff or 
your Student Welfare Officer. 

To make an appointment to see a counsellor, call  
1300 668 370, visit Student Central or email 
counselling@westernsydney.edu.au.
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Student Welfare Officer

The College has Student Welfare Officers on each of 
our campuses to offer assistance in a range of areas 
such as:

 ≥ Personal issues impacting learning

 ≥ Course eligibility, transfers, extensions, 
deferments, leave of absence, registration and 
discontinuation of studies

 ≥ Attendance issues

 ≥ Student accommodation

 ≥ Applying to or transitioning to the University

 ≥ Student advocacy

 ≥ Financial assistance eligibility and assessment

 ≥ Careers and scholarship advice

 ≥ Referral to other internal and external support 
services such as counsellling and disabilities 
support

 ≥ Under 18 referrals

To make an appointment to see a Student Welfare 
Officer call 1300 668 370 or visit Student Central.

Disability Service

The Disability Service provides students who have 
a disability or a chronic health condition with 
assistance, support and services to make sure they 
can access Western Sydney University and The 
College campuses and facilities, and participate and 
compete equally in their studies. 

They work with The College staff to implement all 
necessary reasonable adjustments for each student 
registered with them, which can involve providing 
note takers, sign interpreters and class notes in 
alternative formats, as well as assistance for all exams 
and tests.

To make an appointment to see a Disability Adviser 
call 1300 668 370 or visit Student Central. 

First Aid at The College 

If you have any minor medical problems, please see 
Student Central for assistance. 

The College is not permitted by law to give students 
any medicine, including headache tablets. 

Emergency contact

For immediate crisis intervention when a life may 
be in danger, call 000 or go to your local hospital 
emergency department.

Lifeline is also available 24 hours a day on 13 11 14.

Equity and Diversity

Western Sydney University is a fair go university that 
celebrates and respects the diversity of its students 
and staff. Equity and Diversity’s role at Western 
Sydney University is to develop a range of policies, 
procedures and structures that encourage and 
support students and staff of diverse backgrounds to 
participate fully as members of the Western Sydney 
University community.

Western Sydney University provides and supports 
programs that promote a peaceful, equitable and safe 
environment, and host various events that are open 
to students, including:

 ≥ Women’s Seminars – a forum where women from 
different areas of the University and the College 
can meet, network, share information and discuss 
issues of particular interest to women.

 ≥ Open Forums – a platform for exploring a range 
of social issues of relevance to Western Sydney 
University, The College and wider Greater 
Western Sydney community.

 ≥ Ally Network – a forum for Western Sydney 
University and College staff and students who 
support gay, lesbian, bisexual, transgender and 
intersex (GLBTI) staff and students by promoting 
greater visibility and awareness of GLBTI issues.
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Sydney Olympic Park Campus
The Sydney Olympic Park campus is a brand new 
state-of-the-art facility  located just 20 minutes from 
Sydney CBD and next to Sydney Olympic Park train 
station, as well as many connecting bus services. 
The campus is in the heart of Sydney’s famous 
Olympic precinct, with a bustling cafe and restaurant 
district, renowned stadiums and sporting facilities, 
entertainment venues, parks, medical centres, banks, 
retail shops and open spaces that will allow you to 
enjoy the true Australian lifestyle.

Bankstown Campus
Western Sydney University Bankstown campus 
is home to both Western Sydney University and 
The College. Special facilities include The College 
building (5 star green rated building), an early 
childhood centre, the MARCS Institute, the Centre for 
Educational Research (CER), psychology laboratories, 
the Badanami Centre for Indigenous Education, the 
Religion and Society Research Centre, the Writing 
and Society Research Centre, and the Centre for 
Positive Psychology and Education.

Library
The College students have borrowing privileges and 
access to the collections and services of Western 
Sydney University’s libraries on all Western Sydney 
University campuses. The modern library holds over 
50,000 volumes as well as providing access to the 
vast Western Sydney University online collection of 
over 106,000 print and e-journals, 456 databases and 
over 91,000 e-books.

Food outlets
Students can enjoy a wide range of affordable 
cafes on the Bankstown campus and international 
restaurants only a short walk away from both 
Bankstown and Sydney Olympic Park campuses. 

Student clubs 

There is a number of student clubs at Western 
Sydney University. Whether you’re interested in sport, 
culture, politics, social aspects, leisure or religion, 
there’s a club for you. Campus Life are always keen to 
help new clubs get started. 
Take a look at the list of current student clubs on 
the Campus Life website at westernsydney.edu.au/
campuslife 

Lost property
Never leave any valuable possessions or class 
assessments (on USBs or in hard copy) unattended. If 
you lose something or have something stolen, please 
tell your teacher immediately and see staff at Student 
Central.

Security
In case of an emergency or suspicious behaviours 
on-campus, please telephone:

 ≥ Western Sydney University Emergency & Security 
Hotline (24 hours) on 1300 737 003.

General safety
The emergency number for serious accidents or 
incidents that may require the police, fire service or 
ambulance is 000.

STUDENT 
FACILITIES
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Getting to your campus

Which campus are you travelling to?
Find out about your transport options at  
westernsydney.edu.au/campuses_structure/cas/
campuses 

Transport Access Guides
Each time you travel to campus, you can save money, 
improve your health, avoid parking hassles and 
reduce pollution simply by using public transport, 
cycling or walking.

There is a Campus Transport Guide (CTG) for each 
Western Sydney University and The College campus 
that includes all the information you need to get 
to and from campus using low energy forms of 
transport. CTGs are available from Student Central. 

Getting around by car

Australia has strict road rules and driving rules. You 
must be familiar with Australian road and safety rules 
if you are using public roads. The driver of a car and 
all passengers must wear seat belts or they will be 
fined. For more information about road safety rules, 
visit rms.nsw.gov.au

Getting around by public transport

Trains, ferries and buses will take you most places you 
need to go.

What ticket do I need?
You need to use an Opal card if you travel by public 
transport. You can purchase an Opal card at selected 
train stations, shops or online. Information about how 
to order and reload the Opal card can be found at 
opal.com.au. Add money to it as you use. 

Safety
When you are traveling by train at night, get into the 
carriage nearest to the blue light. A guard always 
travels in this carriage so, if you have any problems, 
they can help you.

Be very careful on trains and stations at night.

For information about public transport and 
timetables for trains, buses and ferries, visit 
transportnsw.info or call 131 500 or TTY Infoline 1800 
637 500 (teletypewriter service for hearing and 
speech impaired customers).

GETTING AROUND 
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Shopping

There are lots of places in Sydney where you can buy 
food, clothing and other necessary items. Trading 
hours vary from shop to shop, but most outlets are 
open from 9:00am to 5:00pm Monday to Friday, 
except on Thursday when many shops are open 
until 9:00pm or later. Many shops are also open on 
Saturdays.

Major department stores in Sydney include: 

 ≥ David Jones

 ≥ Big W

 ≥ Target  

 ≥ K Mart

 ≥ Priceline

 ≥ Myer

 ≥ Best & Less

Major supermarkets include: 

 ≥ Woolworths 

 ≥ ALDI

 ≥ Coles

 ≥ IGA 

Major shopping centres near The College campuses 
include: 

 ≥ Castle Towers (Castle Hill) 

 ≥ Macquarie Centre (Marsfield) 

 ≥ Market City (Sydney City) 

 ≥ Rhodes Shopping Centre

 ≥ DFO Homebush Direct Factory Outlets  

 ≥ Parramatta Westfield 

 ≥ Penrith Westfield 

Specialty food stores 

Halal products
If you need information about Halal products, your 
Student Welfare Officer has a list of butchers who sell 
Halal meat.

Restaurants
There are many restaurants near The College 
campuses. You can enjoy Korean, Japanese, Mexican, 
Italian, Chinese, Thai, Singaporean, Malaysian, Indian 
and Mediterranean food in Sydney Olympic Park, 
Parramatta, and Bankstown. Fast food outlets are 
also available in most places.

Food markets
The Sydney Fresh Food Market™ (Sydney’s largest 
weekly food market) sells fruit and vegetables, 
farm eggs, seafood, honey, deli meats, bread, nuts, 
legumes, condiments, herbs and spices. You can buy 
in small quantities or in bulk. 

The Fresh Food Market™ is open every Saturday from 
6:00am to 2:00pm at Flemington, near Parramatta 
Road and a short train ride from the Sydney Olympic 
Park campus. 

Ask the Student Welfare Officer on your campus for a 
map of how to get to there.

LIVING 
IN SYDNEY
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Consumer Rights and Guarantees 

The Australian Competition & Consumer Commission 
is for consumers who experience problems such as:

 ≥ shopping problems (e.g. refunds, warranties and 
faulty goods)

 ≥ misleading or deceptive advertising

 ≥ overcharging

 ≥ poor quality products or services, or

 ≥ tourist scams (e.g. unfair employment schemes).

The ACCC has consumer help information at: accc.
gov.au/consumers

NSW Police Force Eye Watch

The NSW Police Force has a number of Facebook 
pages, including an eye watch page covering local 
areas close to the Western Sydney University 
campuses. These pages provide information about 
crime, warnings and crime prevention tips.

Please see the links below for your local eye 
watch page close to our campuses:

Nirimba facebook.com/BlacktownPLAC

Bankstown facebook.com/BankstownPLAC

Sydney 
Olympic Park/
Parramatta

facebook.com/ParramattaPLAC

Penrith facebook.com/PenrithPLAC

Campbeltown facebook.com/CampbeltownPLAC

Hawkesbury facebook.com/hawkesburyPLAC

Government Assistance 

Some domestic students may be eligible for the 
Youth Allowance, Abstudy, Austudy, or Rent 
Assistance. These are means-tested allowances 
provided by the Australian Government to eligible 
residents.

For more information, please visit 
centrelink.gov.au or call Centrelink on 132 468.

Opening a bank account

To open a bank account, you must prove your identity 
and your address. To meet the bank’s 100 points of ID 
qualification, you can show the bank your:

 ≥ passport 

 ≥ driver’s licence 

 ≥ proof of home address 

(e.g. bills sent to your home address), and 

 ≥ any other form of official identification the bank 
may request.

You should check with the bank what identification 
to provide. Remember, some banks offer student 
accounts with reduced bank fees, so it is a good idea 
to research before you make your decision.

Please see Student Central staff for assistance.

Phoning and writing home

Telephone calls
Public telephones take coins or telephone cards that 
can be purchased from newsagents. 

International phone calls
There are several international call providers in 
Sydney. It is up to you which provider you choose. 
Newsagents, post offices and some convenience 
stores sell international call cards for cheap calls from 
private or public telephones. Rates and quality of 
connections vary between call card providers. 

For an overview of call cards available, visit 
phonecardselector.com.au and  
aussiephonecards.com.au or speak to your local 
newsagent.

If you are thinking of getting your own mobile phone 
or a landline, visit phonechoice.com.au for more 
information.

Tips for international calls
Check whether provider rates are charged each 
second, each minute or each call, and whether there 
is a connection fee. 
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Australia Post

Australia Post services include lettergram, facsimile, 
letter and parcel posting, money orders (similar to a 
bank cheque) and a bill paying service where you can 
pay most government bills and charges, including 
electricity, telephone, gas and water bills.

There are Australia Post shops in most suburbs. 
Trading hours are usually from 9:00am to 5:00pm, 
Monday to Friday.

There are no mail deliveries on weekends or public 
holidays.

Australia Post shops close to the Sydney Olympic 
Park and Bankstown campuses are: 

 ≥ Australia Post in Rhodes 
Waterside Shopping Centre –  
33/1 Rider Boulevard, Rhodes

 ≥ Australia Post Shop 1,  
22-28 Victoria Avenue, Concord West

 ≥ Australia Post Sydney Markets 
17/250-318 Parramatta Road, Homebush

 ≥ Australia Post Milperra LPO 
2/126 Ashford Ave, Milperra

 ≥ Australia Post Bankstown Central 
Shop 12/99 North Terrace, Bankstown

For more information about Australia Post 
services, visit austpost.com.au or telephone 
13 76 78.
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Overseas Student Health Cover

All new international students must pay for their 
Overseas Student Health Cover (OSHC) before they 
are issued with a student visa.

Students transferring from other Australian 
institutions, or coming from an Australian high school 
are responsible for renewing their OSHC.

OSHC medical or legal help

OSHC is currently provided by Allianz Global 
Assistance OSHC. For any medical, legal and other 
assistance, telephone Allianz Global Assistance 
OSHC 24 Hour Emergency Helpline on 1800 814 781. 
Interpreters are available 24 hrs a day, seven days a 
week!

How do I renew my OSHC?

It is a condition of your student visa that you have 
current OSHC. When your OSHC is due for renewal, 
you must contact Allianz Global Assistance OSHC and 
pay the required fee. Up-to-date information about 
fees is available at oshcallianzassistance.com.au

Am I covered by medical insurance?

If you are on a tourist visa, you should take out 
private travel insurance before you come to Australia. 
Please follow the procedures on your insurance 
policy.

Medical insurance on a student visa

If you have paid The College for OSHC, you need to 
register online at oshcallianzassistance.com.au to 
receive your OSHC card.

Which doctors can I go to?

You may go to any doctor who has a Provider 
Number, e.g. your homestay family’s doctor or one of 
the doctors near The College. You will need to make 
an appointment with most local doctors; however, 
some medical centres do not require you to make an 
appointment.

Do I have to pay the doctor?

Many doctors will ask you to pay the full amount 
for the consultation at the time of your visit. You 
can then claim the fee back from Allianz Global 
Assistance OSHC by presenting your receipt. You 
need to make sure the doctor or the medical centre 
gives you a receipt for the money you have paid.

How do I make a claim?

There are three ways to make a claim. For further 
information, please visit the Allianz Global Assistance 
OSHC website at oshcallianzassistance.com.au

If you have not received your OSHC card before you 
need to visit a doctor in Australia, keep your receipts 
until you have received your card. You can then claim 
the money back.

What’s covered?

Refer to the Allianz Global Assistance OSHC website 
for information about what services are covered at 
oshcallianzassistance.com.au
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General Practitioners

General Practitioners (GPs) are your first point  
of consultation if you need medical help.

GPs or “family doctors” can treat you for most 
ailments, give you medical certificates, write 
prescriptions for medicines, and refer you to a 
specialist doctor. If you need hospital services,  
your GP will refer you.

The nearest GPs to the Sydney Olympic Park and 
Bankstown campuses are: 

 ≥ Olympus Medical Centre, 
5 Australia Avenue, Sydney Olympic Park 
Telephone (02) 9746 3377

 ≥ Lidcombe Family Medical Centre, 
38/92 Parramatta Rd, Lidcombe 
Telephone (02) 8022 8442

 ≥ Ashford Avenue Family Practice 
3/126 Ashford Ave 
Milperra NSW (02) 9774 3388

Hospitals

Hospitals deal mainly with emergencies and do not 
provide general consultation for minor illness such 
as cold or flu. There are two types of hospitals in 
Australia: public hospitals operated by the state 
governments and private hospitals operated on a 
commercial basis.

The nearest hospitals to the Sydney Olympic Park 
Bankstown campuses are: 

 ≥ Concord Hospital 
Hospital Road,  
Concord, NSW  
Telephone (02) 9767 5000

 ≥ Liverpool Hospital 
Elizabeth & Goulburn Sts 
Liverpool NSW  
Telephone (02) 8738 3000

Please take your current Medicare Card or OSHC 
card with you when you visit a doctor or hospital.
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ATTENDANCE 
POLICY AND 
PROCEDURE
International Student Attendance  
Policy and Procedure

The DHA states that international students must 
attend at least 80% of their classes to fulfil their visa 
requirements. The College must also inform DHA if 
a student does not comply with the requirements of 
their student visa. 

The College expects all domestic and international 
students to meet this requirement. Failure to do so 
may result in failure to meet course requirements. 

Your teacher will mark a class roll every lesson. These 
rolls will be monitored and recorded on a central data 
base. The College has the responsibility of monitoring 
the attendance level of every international student. 
Attendance is calculated daily.

If you are absent from classes for medical reasons, 
you must get an official medical certificate from your 
doctor, and present it to Student Central immediately 
on your return to The College. If you do not get a 
medical certificate, you will have no basis for appeal 
if the College intends to report you to DHA. 

You will be informed of The College’s Attendance 
Policy on your first day of study. The policy will be 
explained to you during Orientation and is available 
on The College website.

Students who have a medical condition which 
requires more than five (5) days absence must  
report their illness and expected absence to the  
Head of Programs. If the illness is expected to be  
for an extended duration, The College may withdraw 
the student from study. The student’s visa may  
be cancelled, and the student will be required to 
contact DHA.

A student whose attendance falls below 80% will 
have received two written warnings, posted to the 
student’s email address. Students will be interviewed 
by the Head of Programs and counselled as to any 
existing problems. Where possible, students will be 
interviewed in person or by telephone to emphasise 
the consequences of continued failure of attendance, 
and for students aged under 18, the Student Welfare 
Officer will contact the student’s guardian.

If a student’s attendance does not improve, after 
consultation, a final warning letter which indicates 
The College’s intention to report the student is issued. 
This letter gives 20 working days for the student to 
appeal the decision. After this date, if no appeal has 
been received or the appeal was unsuccessful, the 
student’s Confirmation of Enrolment will be cancelled 
after reporting for poor attendance on PRISMS.

Students who complete study at The College are 
given an attendance certificate for each teaching 
session they have been enrolled in at The College.

Students who are absent from class on the day of an 
assessment task will receive zero unless a valid reason 
is given and evidence is provided. Medical certificates 
must state that you were so unfit that you could not 
sit an exam or submit an assessment.

It will be difficult for students to pass the academic 
requirements of their course if they have missed 
many classes.
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Students must be correctly enrolled before they can 
attend classes. Students are admitted to class only if 
their name is on a class roll or on an admission slip for 
late starters.

Attendance calculations start on the first day of a 
student’s arrival. Every absence or lateness counts 
toward a student’s attendance calculation.

Students are expected to attend all of their scheduled 
classes. If a student is absent from class due to illness, 
attendance at religious ceremonies or for any other 
reason, they will be marked absent for the classes 
they have missed. 

If you know you are going to be absent for any time 
during the term, please talk to Head of Programs. 
While The College cannot alter your attendance 
figure, it is helpful if there is, at least, an explanation 
for absences.

The College will keep students informed of their 
attendance by:

 ≥ providing weekly updates to students about their 
attendance for each teaching session.

 ≥ emailing attendance warning letter to student’s 
email address detailing attendance, which indicate 
a student is at risk.

International students must maintain an attendance 
level above 80% in order to fulfil The College course 
and visa requirements.

ATTENDANCE  
PROCEDURE  
CHART

100%

 ≥ Perfect Attendance

 ≥ Keep up your hard work to 
make progress in your English 
studies 

 ≥ Remember to attend every 
class and arrive early to class

90%

 ≥ First Warning + Interview 

 ≥ You have used half of of the 
time you can be absent from 
class

 ≥ You need to meet with the 
Head of Programs

80%

 ≥ 2nd Warning + Interview

 ≥  You have used ALL of the time 
you can be away from class

 ≥  You are at risk of being 
reported to the Department 
of Home Affairs and you must 
meet with Head of Programs

Less 
than 
80%

 ≥ Intention to report

 ≥ You have used ALL of the time 
you can be away from class 

 ≥ You have 20 days to respond 
in writing

70%

 ≥ Reported to the Department 
of Home Affairs for poor 
attendance

 ≥ Your visa can be cancelled 
and any University offers 
withdrawn
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YOUR AGREEMENT 
WITH THE COLLEGE
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Our part of the agreement 

At The College, we guarantee we will:

 ≥ provide you with high quality academic programs 
and services

 ≥ treat you as an individual, with respect, courtesy, 
consideration and cooperation

 ≥ abide by published standards of service in the 
delivery of our courses and services

 ≥ always try to solve any problem you have with  
our services

 ≥ respond as soon as possible to issues you raise 
with us

 ≥ welcome your feedback on our services, and

 ≥ comply with our published policies.

Your part of the agreement

We ask you to observe the following rules:

 ≥ You must attend at least 80% of your classes and 
study time, as your attendance is part of course 
assessment. This is a requirement of a student 
visa for international students enrolled in English 
Language Programs, the University Foundation 
Studies and Diploma programs.

 ≥ If you’re absent from class this means that you 
have missed an assessment task or examination, 
please refer to the assessment/examination policy 
for your program.

 ≥ You must keep your address and contact details 
up to date. Students can update their details in 
MySR.

 ≥ You must attend all classes and activities on time. 
If you are late, the teacher will record the time you 
are away from class. Any late time will accumulate 
and be included in your total attendance figures.

 ≥ You must behave in a courteous, considerate and 
cooperative manner towards The College staff and 
other students.

 ≥ You must observe the requirements of Australian 
and New South Wales law.

 ≥ You must present your SID Card to any authorised 
The College staff member on request.

 ≥ Please use all The College equipment with care. 
You may be required to pay for any loss or 
damage.

Smoking is prohibited on all Western Sydney 
University and The College campuses. For more 
information, visit westernsydney.edu.au/whs/whs/
health_and_wellbeing/smoke-free_campuses.

When you return to class after an illness you 
will need to provide a medical certificate that lists 
the Provider Number of your doctor.

 ≥ Alcohol or drugs that are not prescribed 
medication must not be brought onto 
any College campus or Western Sydney  
University campus.

 ≥ If students behave in a manner regarded as 
being contrary to the principles and ethos of 
The College, the matter will be dealt with as 
misconduct in relation to College policies  
and Western Sydney University’s Student  
Code of Conduct. 

 ≥ The College reserves the right to refer any matter 
of misconduct to the University, in accordance 
with the University’s Student Misconduct Rule. 

 ≥ The College follows sustainability principles. You 
will be expected to use the appropriate recycling 
equipment on campus.

 ≥ Each of The College campus is a shared site. The 
College students will be expected to comply 
with rules governing the use of facilities on this 
campus, eg. parking in designated areas, use of 
the canteen, library etc.

If you break the agreement 

If you break The College rules you may:

 ≥ be asked to leave The College premises by an 
authorised member of staff

 ≥ be suspended for a period of time, as decided by 
the Director, English Language Centre

 ≥ have your enrolment cancelled. Verbal and written 
warnings will be given before an enrolment is 
cancelled

 ≥ be expelled without warning if you engage in any 
criminal activity. Criminal activity includes physical 
assault of staff and/or other students, and

For more information, read The College policies on 
misconduct at westernsydney.edu.au/thecollege/
policies.
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All students are advised to read English Language 
Programs Complaint Handling and Resolution Policy  
available on our website at  
westernsydney.edu.au/thecollege

The standard procedure for resolving a grievance is:

 ≥  discuss your problem with the appropriate 
member of staff 

 ≥ if you still have a problem after speaking to the 
appropriate member of staff, you should write a 
letter to the Director, English Language Centre.  
If a satisfactory outcome is still not achieved,  
you can write to the Chief Executive Officer  
of The College

In all of these discussions, you can bring a 
support person.

The flowchart on the left sets out the steps that will be 
followed if a grievance is brought to The College.

ENGLISH LANGUAGE PROGRAMS

THE COLLEGE  
GRIEVANCE 
PROCEDURE

Contact the Overseas Students Ombudsman

Phone: 1300 362 072
Web: ombudsman.gov.au/How-we-can-help/over-

seas-students (Online complaint form)
Email: ombudsman@ombudsman.gov.au

Problem not resolved

Write a letter to the CEO

Problem not resolved

Write a letter to the Director, English Language Centre 

Problem not resolved

Problem not resolved

Speak with Head of Programs, English Courses

Speak directly with teacher or Course Coordinator

If you have a problem 
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2020 YEAR AT A GLANCE

29



NOTES

30



Western Sydney University is 
a registered provider under 
the Commonwealth Register 
of Institutions and Courses for 
Overseas Students (CRICOS). 
Provider Number 00917K.

Western Sydney University  
The College is a division of 
Western Sydney University 
Enterprises Pty Ltd ABN 44 
003 474 468 (CRICOS Code 
02851G) (RTO 90319) – a wholly 
owned entity of Western Sydney 
University (CRICOS Code 00917K). 
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Contact information
1300 897 669 

studyenglish@westernsydney.edu.au

Western Sydney University The College 
PO Box 224 

Quakers Hill NSW 2763

WESTERNSYDNEY.EDU.AU/THECOLLEGE


