
 

 

STUDENT 
GUIDE 2010 



 

 

Table of Contents 

ENROLMENT/RE-ENROLMENT INFORMATION ......... 4  

COURSE INFORMATION ............................................... 7 

FINANCIAL INFORMATION ............................. ............ 15 

INFORMATION RESOURCES ..................................... 19 

GENERAL INFORMATION ............................... ........... 25 

APPENDIX I .................................................................... 1 

APPENDIX 2 ................................................................... 1 

APPENDIX 3 ................................................................... 7 

 



 

 
 



 4

Enrolment/Re-enrolment Information 

ENROLMENT POLICY .................................. ....................................................................... 5 

OUTSTANDING DEBTS .......................................................................................................... 5 

NEW ENROLMENTS ............................................................................................................ 5 

RE–ENROLMENTS .............................................................................................................. 5 

FEE PAYMENT METHODS .................................................................................................. 6 

PAYMENT OF FEES BY A THIRD PARTY .................................................................................. 6 
FEE PAYMENT BY MAIL ........................................................................................................ 6 

WITHDRAWAL FROM COURSE AND REFUND OF FEES ......... ........................................ 6 

HOW TO REQUEST A REFUND OF FEES ................................................................................. 6 

 



 5

Enrolment Policy 

Longerenong College undertakes to enrol those students who have applied in the appropriate manner, 
have been given a formal offer to enrol for an award course of study and are available to enrol at the 
time prescribed by the College. 

Enrolment is conditional upon:  

�  accurate and complete information being supplied by the applicant to the College; 

�  approval of the Manager of Academic Programs; 

�  completion of the required enrolment and statistical information; 

�  undertaking by the student to abide by the policies and procedures and standards of conduct of 
Longerenong College; and 

�  payment of any prescribed Tuition Fee, Student Services and Amenities Fee (and/or course 
materials fees where applicable). 

Outstanding Debts 

The College will not enrol  students who have any outstanding debts with the College; including 
course fees, residential fees, and library fines, until the debts are paid in full or arrangements for their 
payment have been made.  

Further Information 

More information can be obtained from the Student Administration Officer. 

New Enrolments 

To enrol, new students are usually required to attend an enrolment session at Longerenong College. 
Details of time and location are included in the enrolment package posted to students.  

All students who are considering applying for Recognition of Prior Learning (RPL) or applying for a 
credit transfer should speak to their course coordinator, as they may need to vary their enrolment. 
Also see information in the Course Information section of this guide about RPL and Credit Transfers. 

At the enrolment session, students are advised of enrolment details and advised and assisted in the 
completion of their Training Plans. Students have their fees calculated at this point, and are directed to 
Reception to pay their fees. To complete the enrolment process, fees must be paid on the day of 
enrolment or a Payment Plan must be organised and approved prior to enrolment day. 

Students who wish to apply for a Fee Concession or Fee Exemption should do so at enrolment. More 
information can be found in the Financial Information section of this guide about Fee Concessions and 
Fee Exemptions. 

Students also receive information about the student orientation and induction activities at or prior to 
enrolment.  

Further Information 

More information can be obtained from the Student Administration Officer. 

Re–Enrolments 

Students continuing their current course may be asked to re–enrol in class, or during a designated re–
enrolment session. Continuing students are required to complete an Enrolment Form. Fees are 
calculated, and payment is required at Reception, in order for re–enrolment to proceed. 

Students who wish to apply for a Fee Concession or Fee Exemption should do so at enrolment. More 
information can be found in the Financial Information section of this guide about Fee Concessions and 
Fee Exemptions. 

Once payment is received, students’ Enrolment Forms are processed. An Enrolment Advice is mailed 
to students as confirmation of their re–enrolment. 

Further Information 

More information can be obtained from the Student Administration Officer. 
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Fee Payment Methods 

Enrolment fees can be paid by cash (if paying in person), cheque, credit card or EFTPOS. Your 
enrolment cannot be processed and you may not be able to attend classes until your fees have been 
paid in full or an Instalment Plan has been organised and approved. 

Payment of Fees by a Third Party 

If your fees are being paid for you (by an employer or other third party) please bring their written 
authority with you to enrolment so that the College can send them an invoice for your fees.  Note that 
if the third party does not pay the fees the debt will be referred back to you for payment. 

Where a Government appointed job search agency is paying fees on behalf of a student they are not 
entitled to concessions on fees. 

Fee Payment by Mail  

Students who are enrolling or re–enrolling by mail are required to enclose payment by cheque or by 
supplying full credit card details, with the paperwork.  

Instructions regarding calculating fees are included with the Enrolment Form. Students who are having 
trouble calculating their fees can contact the Student Administration Officer for advice.  Enrolment 
cannot proceed where payment is not received with the Enrolment Form.  

Further Information 

More information can be obtained from the Student Administration Officer or College Reception. 

Withdrawal from Course and Refund of Fees 

To be eligible for a refund of fees you must officially withdraw from your course:  

�  within four (4) weeks of commencement of classes in the course (for full time courses); or 

�  prior to the commencement of the course (for single unit enrolments or short courses).  

Please note: If eligible for a refund, a minimum fee will be retained for total course withdrawal except 
for when the course is cancelled by Longerenong College or where you can provide a copy of a letter 
of offer from another tertiary institute.  

How to Request a Refund of Fees 

To receive a refund of fees, you must formally request a refund in writing. This may be done by 
completing an official form e.g. Withdrawal from Course form, Amendment to Enrolment form or 
Application for Fee Concession etc.  

Administration will notify you if you are to receive a refund. Refunds usually take between 3–4 weeks 
to process.  

Further Information 

More information can be obtained from the Student Administration Officer or in the 2010 Fees and 
Charges Brochure.  
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Academic Calendar 

The Academic Calendar is the College Calendar and lists key dates such as semester and term start 
and end dates, examination dates etc. 

The most up to date Academic Calendar can be obtained from College Reception. 

Amendment to Enrolment 

Before You Amend Your Enrolment 

Students who are considering amending their enrolment should speak with their course coordinator to 
discuss any educational implications of the proposed change.  The course coordinator’s approval must 
be gained before the amendment can be made. 

Students Who Wish to Add or Remove Modules from The ir Original Enrolment 

To add or remove modules from your original enrolment students must complete an Application for 
Change of Enrolment form available from College Reception.  Where students wish to withdraw from 
modules, they must indicate on the Application for Change of Enrolment form whether or not they 
have attended a class or participated in the module.  This will not affect any eligibility for refund of 
fees. 

Notification after Amendment has been Processed 

Students will be notified, by way of an updated Enrolment Advice when an amendment has been 
processed.  This will also include a new invoice for any newly incurred fees. 

Deadlines for Amendments to Enrolments with Refund of Fees 

Students in full time and part time courses who wish to withdraw from a module in their course 
enrolments must do so within four (4) weeks of commencement of classes in the course in order to be 
eligible for a refund of fees if applicable. 

Students are advised to check with the Student Administration Officer for information in regard to the 
latest date for withdrawal. 

Further Information 

More information can be obtained from the Student Administration Officer. 

Assessment and Appeals Procedure 

Assessment of student performance (competency) is carried out in accordance with the Learning and 
Assessment Plans for each unit of study. 

Students who are dissatisfied with any aspect of their assessment should first discuss the matter with 
the relevant member of the teaching staff to discuss the matter informally.  If they are still dissatisfied 
they should contact their course coordinator within 14 days of the day on which they were notified of 
the result.  If no resolution is achieved, the student may submit, in writing, a formal request for the 
assessment to be reviewed.  The request should indicate the grounds on which the assessment 
review is being sought, and specify any issues which are alleged to have affected the determination of 
the result.  It should include the outcome of any informal discussions with the relevant teacher and/or 
course coordinator for the program.  The student should include the original copies of any written work 
which was used for the assessment, and retain copies of the work. 

The Manager of Academic Programs shall arrange for the assessment to be reviewed by another staff 
member, and this may require the student to be interviewed.  The student has the opportunity to be 
accompanied by a third party if desired.  The Manager of Academic Programs will determine the 
outcome of the review, and notify the student in writing within five (5) working days. 

If the student is not satisfied with the outcome of this process, application can be made to the General 
Manager, Longerenong College to review the case and provide a response within 14 days of receiving 
the application. 

Further Information 

More information can be obtained from the Student Administration Officer. 
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Attendance Required 

Student Participation 

Students must attend within the first two weeks of their course or contact the College by phone if 
unable to attend.  Failure to do this may result in their place being offered to another applicant.  Most 
courses/units of study have specific published attendance requirements which students must fulfil.  
Students who foresee a problem meeting these requirements should contact their course coordinator 
as soon as possible.  Failure to attend classes on a regular basis without acceptable evidence of 
incapacity may result in not meeting the assessment requirements for a course or unit of study. 

Excursion Attendance 

Students attending an excursion as part of their study should be notified about it in advance, including 
the start and finish times.  If students leave an excursion early for any reason, then the responsible 
teacher must be informed so that they can be marked off the attendance roll. 

Further Information 

More information can be obtained from the Student Administration Officer. 

Awards, Certificates and Graduation Ceremonies 

Students who have completed a Certificate II course or above (and who are not progressing onto a 
higher award that is part of the same course), or an Apprenticeship, can attend an annual graduation 
ceremony. 

Students who have completed an appropriate course and become eligible to be admitted to an award 
are sent an Invitation to Graduation Package that they must complete and return in order to attend the 
graduation ceremony.  Note that students with outstanding debts with the College will not receive an 
Invitation to Graduation Package.  

Further Information 

More information can be obtained from the Student Administration Officer. 

Confidentiality of Personal Information and Privacy  Statement 

Longerenong College acknowledges and respects the privacy of individuals.  We advise that much of 
the information that you may have provided, or may be asked to provide; to Longerenong College is 
'personal information'. 

This information will only be used for the purpose that it is collected and all records and electronic data 
are protected from unauthorised access.  As a general rule, personal information is not released by 
Longerenong College to other organisations, except in response to legal requirements such as a 
subpoena, and information regarding an individual will not be disclosed to a third party without the 
individual's consent, except where the third party is directly acting as an agent of Longerenong 
College. 

Access to Information about Students 

Students have a right of access to, and alteration of personal information concerning them held by the 
College, in accordance with Government Legislation.  

Privacy Policy  

Longerenong College’s full privacy policy is available on request from College Reception  

Credit Transfer 

Students who have completed the same or equivalent module/competency in past studies, either in a 
different course, or at another Registered Training Organisation, are eligible for a Credit Transfer. 

Students who wish to apply for a Credit Transfer should meet with their course coordinator to discuss 
their case and then complete an Application for Credit Form.  Students will need to provide evidence 
to support their application such as past Results Transcripts with their application. 

On approval of transfer by the course coordinator, the application is processed. 
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Further Information 

More information can be obtained from the Student Administration Officer. 

Examinations 

Some units of study include examinations which are held at the end of each semester.  Check the 
latest Academic Calendar for the exact dates.  Examination timetables are provided prior to 
examination time. 

Examinations are used as part of the total assessment of competency for relevant units of study as 
published in their Learning and Assessment Plans. 

Further Information 

For information on assessment refer to the Assessment and Appeals Procedure section of this guide.  
More information can also be obtained from your course coordinator. 

Flexible Study Options 

Many courses and units of study at Longerenong College include study options that make it easier to 
fit learning into work and family life.  Many courses allow students to take a few units of study at a 
time, completing the course on a part time basis. 

Courses may include the opportunity to undertake study in the student’s workplace or at home.  Some 
units of study may include both on campus classes, workshops or seminars as well as off campus or 
remote study that allows for study at home using e-mail or telephone to contact teachers. 

Further Information 

More information can be obtained from the Student Administration Officer. 

General Grievance Procedure for Students 

A non-academic grievance arises when students cannot obtain redress through normal channels for 
what they consider to be unfair or discriminatory treatment.   

To initiate a formal grievance complaint, application should be made to the General Manager, 
Longerenong College.  Upon receipt of the application, an appropriate investigator will be appointed 
within 10 working days.   

The investigator will determine an appropriate course of action and provide recommendation to the 
General Manager within 10 working days of appointment. 

Upon receipt of the investigator’s report, the General Manager will implement a course of action, 
informing the complainant and the respondent within 5 working days of receipt of the investigative 
recommendation.  Should any mediation or meetings take place, both parties will be permitted to be 
accompanied by a third party if desired. 

If the General Manager is directly involved with the alleged grievance, an appropriate WORKCO 
representative will be appointed to manage the grievance process.  

Further Information 

More information can be obtained from the Student Administration Officer. 

Plagiarism 

It is College policy that cheating by students in any form is not permitted, and that work submitted for 
assessment purposes must be the independent work of the student concerned (or, where joint work is 
permitted, of the students concerned).  It is critical therefore, that students make themselves familiar 
with the concept of plagiarism and avoid any breaches, as alleged breaches will be thoroughly 
investigated. 

Plagiarism, or copying and use of another‘s work without proper acknowledgment, is not permitted, 
nor is it permissible for anyone to allow another person to copy their work for the purposes of 
assessment. 
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Plagiarism may take several forms. Any of the following, without full acknowledgment of the debt to 
the original source, counts as plagiarism:  

�  direct duplication, by copying (or allowing to be copied) another’s work, whether from a book, 
article, Web site, another student’s assignment, etc;  

�  paraphrasing of another’s work closely, with minor changes but with the essential meaning, form 
and/or progression of ideas maintained;  

�  piecing together sections of the work of others into a new whole;  

�  submitting one’s own work which has already been submitted for assessment purposes in 
another subject;  

�  producing assignments in conjunction with other people (e.g. another student, a tutor) which 
should be your own independent work.  

Cheating and plagiarism is dealt with under the “academic misconduct” provisions of the Student 
Discipline Policy.  Penalties for academic misconduct include a reprimand, a fine, loss of credit for the 
subject or component of the subject to which the academic misconduct relates, exclusion from the 
College temporarily or termination of enrolment. 

Enabling plagiarism contributes to plagiarism and therefore is treated as a form of plagiarism by the 
College.  Enabling plagiarism means allowing or otherwise assisting another student to copy or 
otherwise plagiarise work by, for example, allowing access to a draft or completed assignment or other 
work. 

Joint Work 

Whilst there is no objection to preliminary discussion of an assignment, joint planning and/or execution 
of work is not permitted except where specifically prescribed.  Students must acknowledge the names 
of other students with whom they collaborated in any piece of work. 

Computer Fraud 

Discipline rules on plagiarism and cheating also apply to electronic information and the College treats 
offences of this kind very seriously.  You must also be aware that misuse of computers in general can 
attract criminal charges. 

Further Information 

Refer to the Student Discipline Policy is reproduced at Appendix II. 

Postal Address 

It is essential that students ensure that their correct postal address is registered with the College.  
Students should note that much official correspondence from the College is sent to students’ “Postal 
Address”. 

Students who fail to notify of a change of address may jeopardise their chances of meeting deadlines 
and observing other special requirements. 

Changing Address Details 

Changes to address and other contact details should be notified to College Reception on a Change of 
Personal Details form. 

Recognition of Prior Learning (RPL) 

Recognition of Prior Learning (RPL) is the process by which your prior work history, life experience 
and previous study are measured against the course that you are undertaking.  If what you have learnt 
is relevant to your course, you may not have to complete certain units of the course. 

You will need to apply for RPL by contacting the Student Administration Officer and completing the 
application form.  The RPL process involves an assessor who will consider an applicant’s case.  The 
applicant is entitled to recommend an advocate who will support their application. 
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Further Information 

For information on the fees applicable to RPL refer to the Financial Information section of this guide.  
More information can also be obtained from the Student Administration Officer or your course 
coordinator. 

Results Certificate and Academic Transcripts 

Statement of Attainment 

Statements of Attainment are posted to students at the end of the year.  Students whose results are 
being withheld due to outstanding fees, fines, or library charges will not be able to access their results 
until the matter is resolved.  Once all fees, fines or charges have been paid, results will be released. 

Replacement or Reissue of Statement of Attainment 

A fee is charged for a replacement Statement of Attainment.  To apply for a replacement Statement of 
Attainment, contact the Student Administration Officer. 

Further Information 

For more information refer to the Awards, Certificates and Graduation Ceremonies topic in this guide 
or consult the Student Administration Officer. 

Semester Dates (Standard Semesters) 

Refer to the topic Academic Calendar in this guide.  

Special Consideration 

Students whose work during the academic year or whose performance in an examination or other 
assessment has been affected by illness or other serious cause may ask for ‘special consideration’.  
Students who believe they are entitled to ‘special consideration’ must discuss their case the Manager 
of Academic Programs for a decision.  

Further Information 

More information can be obtained from the Student Administration Officer. 

Standards of Progress 

All students are expected to maintain a minimum academic standard to be allowed to continue their 
studies.  Student progress is discussed at the mid year and end of year Board of Examiners meetings.  
More information can be obtained from your Course Coordinator or Manager of Academic Programs. 
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Student Charter 

Student Rights 

Students are entitled to: 

�  expect the best quality education the College can provide; 

�  be provided with an innovative, equitable and supportive environment that challenges students to 
achieve their full potential; 

�  be provided with current and clear guidelines regarding course content, time demands and 
assessment details; 

�  expect impartial, constructive and prompt assessment of work.  Information of assessment 
criteria and expected standards must be made available; 

�  have access to the required facilities and resources necessary for the students’ academic goals 
to be achieved; 

�  be treated with respect by both staff and fellow students; 

�  expect that scheduled classes will take place, or to be informed of alternative arrangements; 

�  have access to staff to whom questions and difficulties can be referred. 

Student Responsibilities 

Students are expected to: 

�  take an active role in planning and pursuing their studies; 

�  be well informed about the requirements of the course that is being undertaken, to attend all set 
classes; 

�  discuss with staff any problems that may be encountered; 

�  make the best possible use of the opportunities and facilities that the College provides; 

�  submit work, which is wholly their own, on time; 

�  respect the rights and welfare of College staff and students; 

�  respect College property; 

�  comply with the College rules and regulations 

 

Timetables 

Timetables for each of the courses and units of study are distributed to students at the start of each 
semester and are displayed on the various course noticeboards.  Changes to timetables will be 
displayed on the same noticeboards and will be notified to students via e-mail. 

Further Information 

For more information refer to the Communication Methods topic in this guide. 

VETiS (VET in Schools) 

The VETiS program offers students a chance to complete years 10, 11 and 12, at their secondary 
colleges, whilst undertaking Vocational Studies at Longerenong.  The outcome is that students gain 
their VCE and a TAFE qualification at the same time.  In some cases the VETiS program has been 
given approval to directly contribute to the student’s ENTER score for the VCE. 

Longerenong College offers VETiS courses in the agriculture and conservation and land management 
areas.  Over the years it has become obvious that there are a number of advantages to students such 
as: 

�  it improves the student’s opportunities of gaining employment, in their chosen area of interest, by 
providing links with industry; 
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�  the student gains two qualifications (the VCE qualification and the VET qualification); and 

�  assists students in articulating into further study at a Certificate IV or Diploma level at TAFE. 

Further Information 

More information can also be obtained from the VETiS Coordinator or the Student Administration 
Officer. 

Withdrawal from Course 

Students must formally withdraw from their course if; they decide to accept another offer, from 
Longerenong College or another institute or, for any other reason, they decide to discontinue their 
course. 

Before You Withdraw 

Students who are thinking of withdrawing from their course should talk with their course coordinator or 
someone else appropriate to discuss any support or alternative arrangements which could be made to 
allow them to continue their studies. 

How to Withdraw  

To withdraw from a course, students must complete a Withdrawal from Course form, available from 
the Student Administration Officer.  The student’s Student ID card must be submitted with the 
Withdrawal from Course Form. 

Students who are taking up another offer from an educational institute must include the date they last 
attended classes or submitted a piece of work and a copy of the letter of offer from the other institute 
with the form.  The Withdrawal from Course Form must be approved and signed by the relevant 
course coordinator before being forwarded to the Student Administration Officer.  This will reduce the 
processing time and speed up any refunds of fees due.  

Fee Refunds 

To be eligible for a refund of fees you must formally withdraw from your course, within four (4) weeks 
of the official course commencement date. 

Further Information 

For information on the fees refunds refer to the Refunds topic in this guide.  More information can also 
be obtained from the Student Administration Officer. 
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Fees and Charges – General 

Fees and charges to students vary depending on the nature of their enrolment. Details of the financial 
charges payable by students towards their education are issued at enrolment/re-enrolment.  

Refer to various topics in this section about fees and charges.  

Fees in TAFE Government Funded Courses  

The fee payable by students enrolled in TAFE may be made up of the following: 

�  Tuition Fees, as prescribed by Ministerial Directions; 

�  Student Services and Amenities Fee (SSAF) set by the College; and 

�  Materials Charges (where applicable) 

 

The 2010 Fees and Charges Brochure gives full details on Fee Concessions, Fee Exemptions and 
Refunds.  

Tuition Fees  

Refer to the 2010 Fees and Charges Brochure.  

Student Services and Amenities Fees (SSAF)  

The Student Services and Amenities Fee (SSAF) is a compulsory fee charged by Longerenong 
College.  It is a contribution to the range of services of direct benefit to students. 

Further information on the SSAF can be found in the 2010 Fees and Charges Brochure.  

Materials Costs  

Various units in some courses require a fee to cover the cost of materials used. Details of these fees 
will be provided for the units and courses involved prior to you enrolling.  

Ancillary Fees  

In some cases there may be an inclusion of an ancillary fee to cover excursion fees, field trips and 
other non-tuition goods and services provided in the support of the learning program. Details of these 
costs will be provided prior to the provision of these activities, goods or services. 

Further Information 

More information on fees can be obtained from the 2010 Fees and Charges Brochure or from the 
Student Administration Officer. 

Fee Concessions  

Concessions on tuition fees are available for government funded training places in all course 
categories except Skills Deepening (Diplomas and above).  In each case, the concession fee is the 
same as the minimum fee set down in the fee schedule for the relevant course category.  

Eligibility for a Concession 

The fee concession is available to people in the following groups: 

�  Commonwealth Health Care Card holders, and their dependant children and dependant partners. 

�  Pensioner Concession Card holders, and their dependant children and dependant partners. 

�  Veteran’s Gold Card holders (but not their dependants). 

 

Under an Indigenous Completions Initiative, Indigenous students pay only the minimum or concession 
tuition fee for all courses, including courses in the Skills Deepening category. 
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How to Apply for a Concession 

To be eligible the card must be current at the time of enrolment. To apply for the concession you must 
complete the application form and present it to the Student Administration Officer at enrolment. 

You will also need to present the card or a benefit statement or letter from Centrelink as evidence of 
receipt of benefit for verification.  Note that students with Health Care Cards which carry an eligibility 
code of ‘LI’ (Low Income) are eligible for concessions. This evidence must be presented at the time of 
enrolment. If this can’t be done then full fees will be charged. Seniors Cards are not proof of eligibility 
for concession of fees. 

These benefits may be subject to change. Students who are unsure as to their eligibility should 
contact the Student Administration Officer. 

Further Information 

Further information on fee concessions can be obtained from the 2010 Fees and Charges Brochure or 
from the Student Administration Officer.  

Fee Exemptions  

Exemptions apply to courses at all levels, including Skills Deepening (Diploma courses and above).  
Fee exemptions may be granted for the following reasons: 

Late eligibility for concession 

If you have paid the full tuition fee for courses at the Skills Building level or below, but then later 
become eligible for a concession, you do not have to pay any tuition fee for additional training you take 
in the same calendar year. 

Special funding arrangements 

It may be a condition of special government funding that a student not be charged fees. In that case, a 
student would be exempt from any fee payment. 

Prisoners and detainees 

Prisoners and detainees, people held on remand, or people who have been ordered by a Court to 
undertake a training course do not have to pay any tuition fee. 

Further Information 

Further information on fee exemptions can be obtained from the 2010 Fees and Charges Brochure or 
from the Student Administration Officer.  

Financial Assistance/Advice  

Longerenong College does not employ financial advisors however there are staff that students can 
talk to for advice on where they can go for assistance or for help with dealing with Centrelink of other 
agencies.  More information can be obtained from College Reception.  

Youth Allowance 

You may be eligible for Youth Allowance  if you are:  

�  16–20 years old and looking for full-time work or undertaking a combination of approved 
activities, or have a temporary exemption from the participation and activity test requirements. If 
you do not have a Year 12 certificate or an equivalent qualification (Certificate level II or above) 
you will generally be expected to undertake study or training to meet the activity test, or  

�  16–24 years old and studying or undertaking an Australian Apprenticeship full-time.  

If you turn 25 you can keep getting Youth Allowance until you finish your course or Apprenticeship. 

 

Further Information 

For more information call the Centrelink Youth and Student Services line on 132490 or visit the 
Centrelink web site at http://www.centrelink.gov.au/. 
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Further Information 

For more information call the Centrelink Youth and Student Services line on 132490 or visit the 
Centrelink web site at http://www.centrelink.gov.au/. 

ABSTUDY 

Students may be eligible for ABSTUDY if they are an Indigenous person and they:  

·  are doing secondary school studies, or  

·  are studying full-time or part-time at a TAFE, university or tertiary institution, or  

·  are undertaking a full-time Australian Apprenticeship, or  

·  are doing a distance education or correspondence course, or  

·  are studying for a Masters or Doctorate degree. 

 Further Information 

For more information call the Centrelink ABSTUDY line on 132317 or visit the Centrelink web site at 
http://www.centrelink.gov.au/. 

Refunds 

Eligibility for Refunds 

There are a number of reasons why a student may be or become eligible for a refund of fees: 

�  Eligible for concession of tuition fee (Holders of Government Health Care Card) 

�  Changes to enrolment (full time to part time) 

�  Withdrawal from course 

Tuition Fee Concession 

In some circumstances refunds of tuition fees can be granted to students who provide evidence that 
they are in receipt of an appropriate Government Benefit at the time of enrolment.  See Fee 
Concessions for more information. 

Changes to Enrolment 

Where changes to a student’s enrolment mean that the tuition fee payable becomes less than the 
tuition fee originally paid or a student withdraws from a unit for which materials fees have been paid a 
refund of fees may be granted.  The Student Administration Officer will notify students who are entitled 
to a refund in these circumstances. 

Withdrawal from Course 

To be eligible for a refund of fees you must officially withdraw from your course:  

�  within four (4) weeks of commencement of classes in the course (for full time courses); or 

�  prior to the commencement of the course (for single unit enrolments or short courses).  

Please note: If eligible for a refund, a minimum fee will be retained for total course withdrawal except 
for when the course is cancelled by Longerenong College or where you can provide a copy of a letter 
of offer from another tertiary institute.  

Further Information 

Further information on refunds can be obtained from the 2010 Fees and Charges Brochure or from the 
Student Administration Officer.  
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Information Technology (IT) Systems Acceptable Use Policy  

Longerenong College takes a serious view of any misuse of College property by students and will 
regard any misuse as a breach of College policy. 

Responsibilities of students include the proper use of computers, computer software and other IT 
equipment.  College IT equipment must not be used:  

�  where copyright would be infringed (including use of CD or DVD burners to illegally copy data, 
software, audio and video CD’s or DVD’s); 

�  to obtain unauthorised access to systems and data; 

�  to send electronic mail (e-mail) for other than legitimate College purposes; 

�  to store, transmit or display material that is obscene, offensive, slanderous or illegal; 

�  for personal gain. 

Further Information 

More information can be obtained from the Information Technology Officer. 

Network Accounts and Passwords 

Students are given an account on the Local Area Network (LAN) upon enrolment.   

The account provides access to Longerenong College’s network and storage space for files.  Students 
are issued with an initial password which they are required to change as soon as possible. 

Students should save their documents and other files to their own personal share (directory) on the 
LAN server.  This share will be designated as drive G: on the computer.  All files saved onto the LAN 
(G: Drive) are backed up each weeknight (except public holidays).  However, this is not a guarantee 
against loss of data and the College will accept no responsibility for any such loss.  Students are 
therefore advised to keep a back up copy of their important documents and files on suitable media 
such as memory sticks.   

Student E-mail Accounts 

Every student will have a College e-mail account created for them and will receive instruction on how 
to access and use this account.  Use of the College e-mail should be confined to course related 
purposes. 

E-mail Protocol and Etiquette 

Much of “doing the right thing” with e-mail is just commonsense, but it is important to highlight a few 
matters here: 

�  Be selective in who you send mail to – don’t be a junk mailer. 

�  First names are usually acceptable, more so than in paper communication. 

�  Avoid sending attachments (also known as enclosures) when possible: don’t assume that the 
person you are writing to has the same type of computer or the same software as you have. 

�  Keep it short – people reading mail sent by you may be connected to the system by slow or 
expensive links, and they won’t be pleased with long-windedness. 

�  Avoid writing in ALL CAPITAL LETTERS.   

�  If you are angry or upset by something someone has written to you, don’t reply immediately.  
Take some time to calm down, and be aware that in plain-text e-mail, a lot of the visual and other 
cues that help us understand each other in informal conversation are missing.  E-mail is not a 
good medium for a hot-blooded argument. 

�  If you want to respond to something sent to a group, it is usually best just to send your response 
to the sender, not the whole group (especially if it is a large mailing list.) 

 

 

E-mail Rules 
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All use of College IT and communication facilities are governed by relevant College rules and 
regulations and by Victorian and Australian law.  Breaching these rules, regulations and laws may 
leave you liable to disciplinary or legal action.  Particular attention is drawn to: 

�  The laws of defamation.  Electronic mail is subject to defamation law and legal action has been 
successfully taken in Australia as a result of messages sent via the Internet. 

�  College purposes.  The College provides computing and communications facilities to students 
(and staff) for College purposes only.  You may use the e-mail service for anything reasonably 
connected with your course of study or research, but not for unrelated purposes.  College 
facilities should not be used for private commercial purposes. 

�  Sexual Harassment.  Use of College e-mail services in any way which contravenes the College’s 
policy on this issue is unacceptable and will not be tolerated. 

Respect for the rules and guidelines here will avoid trouble and avoid inadvertently offending or 
antagonising your colleagues, teachers or the wider community. 

Internet Access 

The Internet is available from all College computers and its use should be restricted to course related 
use.  Students have a weekly internet download limit (quota) that applies for websites external to the 
College network.  If you access a lot of external websites, you may rapidly use up your quota.  Please 
note that your internet quota is not time-based.  It is a measure of all the information from external 
sites (text, images, video, files, etc) that is displayed on your screen, played on your computer or 
downloaded to your computer.  The weekly internet quota is 50Mb.  Access is automatically denied for 
the remainder of the week if the quota is exceeded. 

Further Information 

More information can be obtained from the Information Technology Officer. 

Virus Scanning Software 

In a shared computing environment there is always the chance that computer viruses may be present.  
Preventive measures should be used to minimise the chance of infection and transmission.  Anti-virus 
software is installed on all College computers and students should scan all files on removable disks, 
CD’s, DVD’s, memory sticks or other media before they copy them onto the network. 

The College also recommends that students install virus scanning software on their personally owned 
computers. 

Further Information 

More information can be obtained from the Information Technology Officer. 

Student Computer Laboratory 

The Student Computer Laboratory is located in the Agribusiness Centre.  This facility comprises 20 
personal computers running Windows XP all connected to the local area network (LAN).  

Software 

Once logged onto the LAN the available software will be shown on the desktop of the computer.  This 
software includes Microsoft Office 2007 Professional, Internet Explorer as well as various other 
agricultural and accounting related applications.  Reference books for many of the software packages 
used may be found in the Library. 

All software held by the College is copyright.  Students may use any of the software available provided 
copyright conditions (these are displayed in the computer laboratory) are not breached. 

Printing 

There is a black and white laser printer in the Student Computer Laboratory and all computers in the 
laboratory are configured to use this printer as the default printer.  There is also a colour laser printer 
available for use in the Library.  Printing is logged and students are charged 15 cents per each A4 side 
and 30 cents per each A3 side for black and white laser printing and 60 cents per A4 side and $1.20 
per A3 side for colour laser printing.  This charge is made at the end of each semester. 
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Students can minimise the cost of their printing and help the environment by limiting their printing.  For 
example, editing documents on screen rather than printing the documents for correction will not only 
save students money it will also help the environment by saving paper.  Please note that all waste 
paper must be placed in any of the recycling bins provided around the College. 

Student Computer Laboratory Rules 

Network computers may be used by current Longerenong students and staff.  College computing 
facilities may only be used for legitimate College purposes. All other use is forbidden.  

The following rules apply in the Student Computer Laboratory: 

�  users must behave in an orderly manner, respecting other users; 

�  users must not engage in electronic harassment of any kind; 

�  users must not alter the standard configurations of any software package or computing setup and 
will not engage in any other “hacking” within the computer system; 

�  users must cooperate in maintaining the laboratory in a clean and tidy state and dispose of any 
rubbish they have as they leave the laboratory; 

�  users must report any computing problems or breaches of laboratory security to the appropriate 
staff; 

�  users must not eat or drink in the laboratory; 

�  users must not use unlicensed or illicit software. 

Anyone found in breach of these rules will be removed from the laboratory and continued breaches 
will see access to the computer network suspended or withdrawn indefinitely. 

Acts of vandalism and/or theft will be reported to the police and may result in expulsion from the 
College.  

Student Computer Laboratory Hours 

During semester, the student computer laboratory is open from 8:00am to 11:00pm Monday to Friday 
excluding public holidays.  Access after 4:30pm is dependent upon students not abusing the privilege 
through misuse of equipment, vandalism and theft or leaving the room untidy. 

Weekend and public holiday access must be arranged with the Campus Manager and is also 
dependent on students not abusing the privilege. 

Students must check with the Campus Manager for availability of the computer facilities during 
semester and summer holiday periods. 

Back-up Media 

The College recommends memory sticks as the most reliable media for making back-ups of important 
files.  All computers in the computer room are equipped with USB ports and memory sticks can be 
purchased from the Book Room. 

Further Information 

More information can be obtained from the Information Technology Officer. 

IT Help and Support 

The IT Officer, located in the Agribusiness Centre, can help with issues students have with the 
Student Computer Laboratory including password resets and other College related IT issues.  
Students in need of urgent assistance should go to the Library if the IT Officer is not available.  

Library 

The Longerenong Library is a convenient, quiet and relaxed place to study.  Large table settings are 
an ideal environment for group discussions and a great place to spread out when identifying insects 
and plants, or working on whole farm plans. 

Take advantage of the expertise of the friendly, committed staff who take a genuine interest in the 
needs of the students. 
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The Library holds around 10000 books and multimedia materials and subscribes to journals and 
newspapers designed to support the information and research needs of Longerenong’s students and 
staff.  The automated Library catalogue can be accessed from any computer on the College network. 

Library hours are: 

9:00am – 5:00pm (Monday-Thursday)  
9:00am – 4:00pm (Friday) 

Book Ordering Service 

Books on any subject can be ordered through the Library where students and staff will benefit from a 
minimum 10% discount and pay no postage or delivery costs. 

Vertical File 

A vertical file of current newspaper clippings and pamphlets on a variety of topical subjects is 
maintained by Library staff.  Files are arranged alphabetically according to subject and can be 
borrowed overnight. 

Newspapers and Journal Collection 

Newspapers include The Weekly Times, Stock & Land, The Land, The Stock Journal, The Herald Sun, 
The Age, The Wimmera Mail Times, and The Weekly Advertiser.  Journals include the latest issues 
and back issues on a range of topics relevant to the programs offered. 

Fiction Collection 

Students and staff can borrow from the fiction collection on loan from the Wimmera Regional Library 
based in Horsham.  

Historical Collection 

The Library maintains a collection of memorabilia including historical photos, college magazines, and 
farm and student records collected since Longerenong’s inception in 1889. The collection is 
incomplete due to the 1940 fire that destroyed most of the records. The collection cannot be borrowed. 

Book Room 

The Book Room sells basic stationery items, prescribed texts, computer consumables, stamps and 
Longerenong memorabilia.  Students can pay cash for their purchases or run an account that must be 
settled at the end of each term.  A $100 credit limit applies. 

Other Facilities and Services 

The Library also offers the following facilities and services: 

�  Personal assistance  – staff will attend to all users in a prompt and professional manner. 

�  Photocopying  - can be arranged with Library staff.  The cost is 15 cents per A4 side. 

�  DVD Burner – videos can be burnt onto DVD’s.  A small fee applies and copyright laws must be 
adhered to. 

�  Scanners  - items can be scanned to the student’s file/disk or printed at cost. Disks and CD’s can 
be purchased from the Book Room. 

�  Colour and Black & White printing  – students can use the black and white laser and colour 
printers in the Library.  Black and white printing is charged at 15 cents per A4 side and 30 cents 
per A3 side and colour printing is charged at 60 cents per A4 side and $1.20 per A3 side. 

�  Video/DVD player  –available for student use during Library hours except when scheduled for 
class use. 

�  Spiral Binder  – great for making your assignments look professional.  Students will be charged 
for the binding materials. 

�  Digital Cameras  – are available for students to borrow overnight. 

�  Handheld GPS Systems  – available for short term loan. 

�  Binoculars  – available for short term loan. 

�  Tea and coffee making facilities  - This free service is funded by the Longerenong Student 
Association through Student Services and Amenities fees. 



 24

�  Water dispenser  – also provided by the LSA. 

�  Microwave  – located in the kitchenette. 

Further Information 

More information can be obtained from the Library. 

Library – Conditions of Use 

The Library may be used by current Longerenong College students, staff and other users.  Students 
require their current Student Card to borrow materials from the Library.  To maintain the desired 
environment the following rules apply: 

�  eating and drinking is only allowed in the designated area; 

�  Library materials are not to be removed without borrowing procedures being observed; 

�  noisy or disruptive behaviour is not permitted.  Quiet discussion is permissible except in the quiet 
study area; 

�  borrowers are required to pay for lost or damaged materials; 

�  fines will be imposed for overdue loans. 

Further Information 

More information can be obtained from the Library. 
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Academic Support Services 

Learning, Literacy and Numeracy Support  

Students requiring learning, literacy or numeracy support should consult the Manager of Academic 
Programs who will arrange appropriate support where possible. 

Further Information 

More information can be obtained from the Manager of Academic Programs. 

Accident Reporting 

Under current Occupational Health and Safety Legislation, all workplaces must have an Accident 
Report Register.  All accidents/incidents should be reported to Reception regardless of whether a 
student needs treatment or not.  If treatment is necessary then an accident form can be filled out at 
Reception.  

Further Information 

More information can be obtained from college Reception. 

Accommodation 

On Campus Accommodation  

Accommodation and meals are available on a long term, medium term or casual basis. 

Further Information 

More information can be obtained from the 2010 Guide to Residential Fees or the Residential 
Supervisor. 

Banking Services 

There is an EFTPOS machine in Reception and students can use this facility to pay accounts and 
withdraw money between 8:30am and 4:00pm on working days.  A minimum of $10 and maximum of 
$100 applies to withdrawals. 

Further Information 

More information can be obtained from College Reception.  

Book Room 

The Book Room, located in the Library, sells basic stationery items, prescribed texts and Longerenong 
College memorabilia items.  Students can either pay cash for their purchases or run an account, which 
must be settled at the end of each term.  Note that credit limits apply to student book room accounts. 

Further Information 

More information can be obtained from Library Staff.  
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Cafeteria 

The Cafeteria located in the Dining Room operates each weekday (except public holidays) serving 
morning tea, take-away lunches, snacks, ice creams, drinks etc. 

Further Information 

More information can be obtained from Cafeteria Staff.  

 

Changing Personal Details 

Students who have moved address, changed their name, wish to change emergency contacts or 
employer details (for Apprentices and Trainees) must notify Longerenong of the change.  This is done 
by completing a Change of Personal Details form and handing it to Reception.  Note that in the case of 
a name change, documentary evidence of the change of name is required.  

Further Information 

Change of Personal Details forms can be obtained from Reception and more information can be 
obtained from the Student Administration Officer.  

College Administration 

College Administration comprises management and administrative services including Reception, 
Student Administration. 

Reception 

Reception is located at the main Administration Office in the Administration Building and is open daily 
(excluding Public Holidays and weekends) from 8.30am to 4.30pm. Reception staff can help you with 
most enquiries and you can pay your College Accounts, withdraw money from your bank or other 
account using EFTPOS and speak to the following administration staff. 

Student Administration Officer 

If you have a question or a problem regarding tuition fees, course procedures, appeals, deferments, 
exemptions, credit granted, recognition of prior learning, results or courses, you should speak to the 
Student Administration Officer. 

Residential Supervisor 

If you have a question or a problem regarding on-campus accommodation, you should speak to the 
Residential Supervisor. 

Further Information 

More information can be obtained from College Reception.  

College Farm 

The College farm is divided into two main enterprises.  A description of these enterprises follows. 

Broadacre (Cropping and Grazing) Enterprise 

The Broadacre Farm is a diverse property consisting of 1358 hectares of land including 270 hectares 
at Darlot Swamp.  It comprises a cropping program of 700 hectares, livestock enterprises of a merino 
flock, crossbred ewes for prime lamb production and a beef cattle enterprise. 

While the farm maintains a commercial focus its main purpose is as an educational facility where our 
students get “hands on” experience during the practical elements of our courses.  Access to the farm 
can be obtained through appropriate teaching staff or the Farm Manager.  The farm facilities are 
widely used by students, staff, agricultural companies and research organisations.  It is most important 
that care be taken around paddocks as many research trials are scattered throughout the property. 

Further Information 

More information can be obtained from the Farm Manager and from teaching staff.  
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Communication Methods 

E-mail 

E-mail is the preferred method for staff to communicate with students.  Critical information such as 
timetable changes will be sent via e-mail so it is important that students check their e-mail at least 
once each day. 

Students should use e-mail wherever possible to communicate with staff and other students.  E-mail is 
fast, reliable and enables a permanent electronic record of communication to be maintained. 

Student Mailboxes 

Students have their own private mailbox and key.  The mailboxes are located in the external wall of 
the Mail Room in the Administration building and are accessible 24 hours a day.  The mailboxes are 
used to distribute internal communications to students as well as incoming mail.  Incoming mail is 
normally sorted and placed in the mailboxes by 11:00am each working day.  Students should check 
their mailbox frequently. 

Staff Mailboxes 

Staff mailboxes are located in the Mail Room in the Administration building.  Students wishing to have 
something placed in staff mailboxes should arrange this at Reception.  Students are not permitted to 
enter the Mail Room.  

College Newsletter 

A monthly newsletter entitled “Longerenong College News” is posted on relevant notice boards.  The 
Longerenong College News can also be accessed on the Longerenong Intranet at 
http://172.30.5.105/weeklynews/WeeklyNewsletter.pdf. 

Notice Boards 

There are several notice boards used to convey information to students at the College.  The titles, 
locations and content of them are shown in the table below. 

NAME LOCATION CONTENT 

Residential Walkway 
Notice Board 

Walkway between Student 
Residential Facility and Dining 
Room 

Staff photos, emergency and other 
contacts.  General information. 

LSA Notice Board Dining Room LSA information, general 
information, buy and sell notices. 

Residence Notice Board Floor 200, near senior resident’s 
room 

Residential notices and 
emergency information 

Residence Notice Board Floor 300, near senior resident’s 
room 

Residential notices and 
emergency information 

Further Information 

More information, including staff lists and contact details, can be obtained from College Reception.  
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Complaints and Feedback 

Students who wish to make a complaint or provide feedback should seek advice from reception 
regarding the most appropriate person to contact, regarding the best ways to resolve the issue or on 
how to provide feedback.  Positive feedback is also most welcome as it enables the College to 
promote good practices. 

Further Information 

For more information refer to the General Grievance Procedure for Students topic in this guide.   

Also refer to the Discrimination, Harassment and Bullying topic in this guide.  

Contact Details - General 

The main contact details for Longerenong College are: 

Address: 229 Longerenong Road 

 LONGERENONG  VIC  3401  

Telephone:  03 5362 2222 

Toll Free: 1800 814 294 

Facsimile: 03 5362 2213 

E-mail: info@longy.com.au 

Web: www.longy.com.au 

Library  

Telephone:  03 5362 2236 

Facsimile: 03 5362 2232 
E-mail: longylib@longy.com.au 

Agricultural Engineering Centre  

Facsimile: 03 5362 2259 

College Farm 

Telephone: 03 5362 2258 

Mobile: 0427 875 842 

Further Information 

More information can be obtained from College Reception.  

Disability Support  

When students with a disability have been offered a place in a course they should contact their course 
coordinator to discuss any special support they will require to assist with their studies. 

Discrimination, Harassment and Bullying 

Longerenong College is committed to providing a fair and equitable study environment.  Discrimination 
and harassment in education against individuals and groups on grounds specified in legislation is 
prohibited and will not be tolerated by the College which has staff trained in the resolution of 
complaints and in the provision of advice. 

Discrimination  

Discrimination exists where aspects such as gender, race, disability, religious or political belief, sexual 
preference, marital or de-facto status, pregnancy or parenthood are used to limit a person’s access or 
opportunity to be treated equitably. 

Harassment 

Harassment includes unwelcome physical or verbal actions that are abusive, offensive, embarrassing 
or vilifying. It may also constitute discrimination on protected grounds.  



 32

 

Bullying 

Bullying is repeated, unreasonable behaviour directed towards an individual or group of individuals 
that is victimising, humiliating, undermining or threatening. 

Sexual Harassment 

Sexual harassment’ includes unwelcome sexual advances, unwelcome requests for sexual favours, 
and any other unwelcome conduct of a sexual nature in circumstances in which a reasonable person 
(having regard to all the circumstances) would have anticipated that the other person would be 
offended, humiliated or intimidated.  It could also be the display of offensive pictures or publications, 
the use of offensive language in the classroom or workplace. 

Complaints of discrimination and harassment are taken seriously and handled promptly and 
impartially. 

Further Information 

More information and assistance can be obtained from the following Equal Opportunity advisors: 

·  Greg Radford 

·  Fiona Jasper  

All requests for assistance will be handled in the strictest confidence. 

Disciplinary Procedures for Students  

Students are expected to comply with the policies, procedures and rules of the College at all times.  
Breaches of good order or discipline are dealt with under the Student Discipline Policy.  Such 
breaches include inappropriate behaviour (including sexual harassment), breaches in relation to the 
use of computers or intellectual property, damage to property, failure to comply with directions and 
academic misconduct, all of which are defined under the policy. 

Penalties for breaches of discipline or good order include reprimand, community service, a fine, 
payment for the cost of damage, exclusion from College premises or suspension from the College 
temporarily or permanently. 

Students who are involved in a matter where they are subject to a student disciplinary process should 
read the policy which outlines their rights and obligations in the process. 

Further Information 

More information can be obtained from the Student Discipline Policy or the General Manager.  

Emergency 

Emergency numbers for Longerenong are detailed in the following table: 

ALL EMERGENCIES  

AMBULANCE, FIRE, POLICE 0 - 000 

POLICE (Non-emergency - Horsham 24 hours) 0 - 5382 9200 

COLLEGE AFTER HOURS EMERGENCY CONTACTS  

Resident Caretaker - Only during teaching semesters 
(between 6pm and 8am Sunday to Thursday and 10pm 
and 8am Friday and Saturday) 

Internal 
External 

6068 
0427 516 559 

Campus Caretaker 
Mr. Nick Wachsmann 

Internal 
External 

276 
5362 2276 or 
0428 330 959 

Where people are at risk of harm students must call 000 (0-000 from College extensions) to notify the 
appropriate emergency services (police, fire brigade or ambulance).  After calling 000, students must 
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also contact College Reception by dialling 9 (or 5362 2222 if calling from an outside line or mobile 
phone) to report full details of the incident including whether or not the police will be attending. 

 

After Hours 

Where an emergency occurs after hours, you will not be able to contact College Reception so after 
calling 000 you must also notify the Resident Caretaker or Campus Caretaker on the number shown in 
the table above. 

Further Information 

For more information refer to the Longerenong College Emergency Procedures. 

Equal Opportunity Policy and Equity 

Longerenong College is committed to a work and study environment free of discrimination on the 
grounds such as gender, race, disability, religious or political belief, sexual preference, marital or de-
facto status, pregnancy or parenthood.  In all their dealings, staff should abide by these policies. 
Behaviour or actions which constitute sexual harassment, or physical or any form of intimidation, are 
unacceptable.   

Discrimination exists where aspects such as gender, race, disability, religious or political belief, sexual 
preference, marital or de-facto status, pregnancy or parenthood are used to limit a person’s access or 
opportunity to be treated equitably. 

Sexual harassment is any unwelcomed, non-reciprocated, repeated and offensive behaviour of a 
sexual nature. The College is committed to providing an environment free from sexual harassment 
and will treat instances very seriously.  

Further Information 

For more information refer to the Discrimination, Harassment and Bullying topic in this guide 

Evacuation  

Evacuation procedures and evacuation maps are located throughout the College.  Students should 
familiarise themselves with these procedures.  Evacuation drills are conducted throughout the year. 

If an evacuation alarm is sounded, or an evacuation is ordered by a Warden, students are advised to 
observe the following procedures to ensure their own safety and the safety of others: 

�  Cease work and stay calm. 

�  Shut off equipment (where possible). 

�  Close all doors and windows. 

�  Assist people in immediate danger, if safe to do so. 

�  Leave promptly by the nearest exit. 

�  Go to the Assembly Point as directed by the Warden. 

�  Await directions from Warden or Emergency Services. 

Further Information 

For more information refer to the Longerenong College Emergency Procedures. 

Health Services 

There are no health services at the College but students are able to access the Health Services 
located in nearby Horsham.  

Hospital 

After hours or emergency medical attention may be obtained from the Outpatients Department at 
Wimmera Base Hospital, Baillie Street, Horsham.  The hospital can be contacted by telephone on: 

(03) 5381 9111. 
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Doctors 

Medical services are available in Horsham.  Students needing to visit local medical services are 
responsible for arranging their own transport except in an emergency when an ambulance should be 
called.  If the student’s ability to undertake normal class commitments or assessments may be 
affected it is advisable to report this to Reception as soon as possible. 

Ambulance Cover 

Students are advised to ensure they have Ambulance Subscription, as the College does not provide 
this. 

Student Insurance Cover 

Students with questions or concerns about student insurance cover should contact the General 
Manager. 

Further Information 

More information can be obtained from College Reception.  

Infectious Diseases 

Immunisations/Vaccinations  

Students should check with their course coordinator or College Reception regarding any required or 
recommended immunisation against preventable diseases and then consult their doctor. 

Further Information 

More information can be obtained from the Victorian Government Public Health Division web site at 
http://www.health.vic.gov.au/ideas/.  

Longerenong Student Association (LSA)  

The Longerenong Student Association (LSA) is the student representative body at Longerenong 
College.  The executive of the LSA is elected annually.  All currently enrolled students of the College 
are eligible to participate in these elections. 

Apart from representing the student body on campus, the LSA provides sporting equipment for student 
use and organises social functions for students. The LSA also represents students off campus. 

The LSA also maintains two leisure areas for students.  The Bristol Building and Squash Centre 
complex comprises a squash court and gymnasium facility and a lounge area with a pool table, table 
tennis table and television.  There is also a student lounge in the Dining Room Annex. 

The LSA has office is in the Squash Centre Building and further information on LSA activities can be 
obtained from the LSA Executive. 

Further Information 

More information can be obtained from the LSA. 

Mail 

Incoming Mail 

Students are allocated their own private mailbox and key.  A deposit of $15.00 is required on the 
mailbox key.  This deposit will be forfeited if the key is lost and a new deposit will be charged for 
replacements.  The deposit will be refunded upon return of the key at the end of each year. 

Mail is normally sorted and distributed into post boxes by 11.00am each weekday.  Students will be 
notified of articles that are too large for their post box and these can be collected from Reception 
between 8.30am and 4.30pm each weekday. 

To ensure that incoming mail can be sorted and delivered into the mailboxes quickly, students should 
note that their address while at the College is: 

Student’s Name 
Longerenong College 
229 Longerenong Road 
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LONGERENONG  VIC  3401 

Outgoing Mail 

Outgoing mail can be posted in the mailbox located on the outside wall of the Administration building.  
The mailbox is cleared each weekday.  Stamps can be purchased from the Book Room. 

Further Information 

More information can be obtained from College Reception. 

Map 

A map of the College is at Appendix III.  

Mobile Phones 

Students who own and/or use mobile phones must ensure that they are turned off or silenced during 
classes (or practical demonstrations or lessons). Students who fail to observe this rule by talking on a 
mobile phone or allowing it to ring during class may be asked to leave the class for the remainder of 
the class.  

Occupational Health and Safety  

The College’s Occupational Health and Safety Policy requires that students: 

�  are responsible for adopting safe work and study practices; 

�  must not wilfully place at risk the health or safety of any other person at the College; and 

�  must not wilfully or recklessly interfere with or misuse anything provided in the interests of health, 
safety or welfare at the College. 

Further Information 

More information can be obtained from the General Manager. 

Orientation 

Orientation is an important introduction to College life and all students are encouraged to get involved. 
Orientation is held during the week prior to the commencement of Semester 1, with many tours and 
fun activities.  Orientation also includes the Induction and Information sessions for new students.  
Information about Orientation is distributed at enrolment.  

Further Information 

More information can be obtained from College Reception. 

Parking  

Students require a Parking Permit for every motor vehicle or motorcycle they wish to bring onto the 
College.  Application forms are available from College Reception.  Resident students are entitled to 
one space in the covered car park and day students are able to park in the Student Car Parks at the 
Agribusiness Centre and the Agricultural Engineering Centre.  These are the only areas that students 
may park. 

Infringement of Parking Rules  

Parking without a Parking Permit or parking in the wrong areas could incur a Parking Fine.  Students 
who continually infringe parking rules may have their Parking Permit(s) withdrawn either temporarily or 
permanently. 

Further Information 

For more information refer to the Student Vehicle rules in the Policies, Procedures and Rules topic in 
this guide.  
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Personal Safety  

While Longerenong is an extremely safe place to live and study, students are advised to implement 
the following strategies to protect their own and others personal safety: 

�  Report areas where the lighting is not functioning or effective (such as overgrown shrubbery or 
trees blocking light) to College Reception. 

�  Report any suspicious persons or behaviour on the College to College Reception. 

�  Report any threats or assaults to College Reception or to one of the College’s Equal Opportunity 
Advisors.  

Further Information 

For more information refer to the Discrimination, Harassment and Bullying topic in this guide.  

Policies, Procedures and Rules  

All students are bound by Longerenong College’s policies, procedures and rules.  Students are 
particularly asked to note the Student Discipline Policy. 

No Visitors in Student residences (First Two Weeks of Semester 1) 

The Student Residences and other residential areas (laundry area and the dining room after hours) 
are out of bounds at all times to non-resident students and other visitors during the first two weeks of 
first semester.  After this time visitors (including non-resident students) are permitted between 9:00am 
and 11:00pm provided there are no objections from other residents. 

Firearms 

The rules relating to students wishing to possess or transport a firearm on the College are: 

1. Any student who wishes to possess or carry a firearm on the College must: 

�  hold a current Victorian Shooters Licence; and 

�  be a current registered member of a local Gun Club. 

2. The student must obtain a permit from the General Manager to have a firearm on campus. The 
General Manager reserves the right to refuse permission to any student to have a firearm in 
his/her possession during residence. 

3. Firearms must be stored in the armoury at all times except when in use or being transported to 
the local Gun Club. 

4. Firearms may only be removed from the armoury by the person designated as responsible for the 
particular firearm. 

5. Access to the armoury is only available in company with designated staff of the College. 

6. At no time may a student’s firearm be taken to or left unattended in the halls of residence or 
anywhere other than designated shooting areas (refer point 10 below). 

7. Ammunition and other accessories must be stored in a locked container separate from the 
firearm.  The locked ammunition container should be located in the armoury or, with prior 
permission, in a locked wardrobe in the student’s room. 

8. At no time may a firearm be loaded with any form of projectile while on campus except in 
particular areas where prior permission has been obtained – refer point 10 below. 

9. Firearms must not be loaded with any form of projectile while in vehicles, including during 
transportation to and from the campus. 

10. No shooting is allowed on campus except with prior permission from the General Manager.  Such 
permission will be effective only for the date, times and areas specified in the signed permit. 

11. The College reserves the right to inform the police of any matter concerning firearms. 

12. Failure to comply with College rules concerning firearms will result in immediate termination of 
residence and loss of firearm permit.  These may be reinstated if further investigation shows that 
such action is appropriate. 
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Alcohol and Drugs 

To protect the interests, health and safety of all residents, a breach of any of the following guidelines 
by students or their guests will be subject to disciplinary action and may result in the immediate 
termination of residency and, in severe cases, termination of the student’s enrolment. 

Alcohol 

The consumption of alcohol within the constraints of Victorian Law is permitted only in designated 
areas  providing this does not infringe upon the rights of others.   

Longerenong College also has Alcohol and Drug Policy and Procedures and it is strongly 
recommended that students familiarise themselves with these. 

Additional Guidelines Relating to Alcohol Consumpti on  

1. During orientation, students are not permitted to bring alcohol onto the campus or to consume 
alcohol on campus other than at authorised College functions.  After this time resident students  
are permitted to have a quiet drink in the designated areas of the campus (see 4 below). 

2. Non-resident students  are not permitted to bring alcohol onto the campus at any time. 

3. Alcohol in glass  containers is not permitted on the campus. 

4. Alcohol may not be opened or consumed in the halls of residence and any public space or 
teaching area of the campus except in designated areas.  Public spaces include car parks, 
lounge/dining room surrounds and sports facilities.  Designated areas at this campus are as 
follows: 

�  Student Lounge at the Bristol Building; 

�  BBQ area at the Bristol Building; and 

�  for resident students, their own room in the halls of residence. 

5. It is illegal for a student to provide alcohol to a fellow student or guest who is under the age of 18 
years. 

6. Alcohol should not be provided to any person who is, or appears to be, intoxicated. 

7. Social gatherings, which interfere with other people or property, are not permitted.  In particular, 
gatherings involving the consumption of alcohol in residential areas (dormitories, lounge/kitchen 
areas, laundry area, outdoor areas (other than the Bristol Building BBQ area) and the dining 
rooms) will be viewed as serious breaches of discipline. 

8. Applications for any special dinners or functions at which alcohol is to be served must be made in 
writing to the General Manager at least one week before the proposed function. 

9. Any breach of the Victorian liquor regulations will be dealt with under the provisions of the 
Student Discipline Policy or may be referred to the police or other relevant authority. 

Drug Use 

The possession and/or use of any illegal drug or substance, or the misuse of prescribed drugs, will be 
viewed as a serious breach of discipline and may result in immediate termination of residency or 
enrolment.   

Possession or use of illegal drugs or prohibited substances is a criminal offence and the College 
reserves the right to inform the police regarding any matter involving these. 

Drug and Alcohol Policy when Operating Machinery or  Equipment 

Students must not be affected by alcohol or drugs when operating machinery or equipment of the 
College whether as part of their training or for any other reason.  This includes when they are taking 
prescription or over the counter drugs that specifically warn against using machinery or driving etc. 

Student Vehicles 

Students wishing to bring private motor vehicles or motorcycles on to the College require a Parking 
Permit for each vehicle.  This requirement applies to all students whether resident or non-resident.  
Application forms are available from College Reception.  Where a student changes vehicles, or 
acquires a vehicle during the course of the year, a new application must be lodged immediately.  
Failure to obtain a Parking Permit may result in the privilege of bringing a vehicle onto the College 
being withdrawn. 
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Guidelines for the Use of Student Vehicles on Campu s 

1. All vehicles are to be used in accordance with the road laws of Victoria and must be registered 
and maintained in a roadworthy condition.  All vehicles on College roads are subject to these 
laws. 

2. All speed limit and other traffic signs on campus must be observed. 

3. Student vehicles may be parked only in the designated areas as follows: 

�  Resident Students – covered car park opposite Laboratory buildings. 

�  Non-resident Students – car park adjacent to tennis courts and car park at Agricultural 
Engineering Centre. 

4. At no time may student’s vehicles be parked in any other car park or area of the campus. 

5. The General Manager may direct students to park in other areas from time to time (e.g. during 
Field Days, Open Day) 

6. Students may drive into the halls of residence area for the purpose of collecting or depositing 
heavy luggage.  Parking is not permitted in these areas for longer than 10 minutes. 

7. Students may use only those parts of the College road system necessary for the above 
purposes.  Driving elsewhere on campus is not allowed, except for specific purposes and where 
permission has been obtained from the General Manager or delegate. 

8. College facilities and tools are not to be used for the maintenance or washing of students' 
vehicles. 

9. Infringements against the parking regulations on campus will result in a fine. 

Student Use of College Vehicles 

The College has a number of fleet vehicles on campus for use by staff.  Students may seek approval 
to use these vehicles, on the recommendation of a member of staff, provided this is for College 
business only. 

Guidelines for Student Use of College Vehicles 

1. Any student driving a registered College vehicle must have a current driving license, valid for the 
State of Victoria. 

2. Approval for students to drive College vehicles will only be made on the recommendation of a 
member of staff, and with authorisation from the General Manager or delegate. 

3. All drivers of College vehicles must be registered as authorised.  Application forms can be 
obtained from Reception. 

4. Students driving College vehicles must be familiar with all policies and procedures relating to the 
use of College vehicles. 

5. Any breach of law, which results in a penalty being imposed, is the responsibility of the student. 

Any damage to College vehicles must be reported immediately.  Where the damage is due to 
negligence on the part of the student, he/she may be held responsible for any necessary repairs. 

Interference with other Visitors to the College 

From time to time the College provides residential accommodation for visitors other than students.  
Students are prohibited from entering accommodation areas or other facilities while they are being 
used by visiting groups or individuals. 

Pets 

Students are not entitled to bring or keep pets of any kind on campus. This applies to both resident 
and non-resident students. 

Further Information 

More information can be obtained from College Reception. 
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Privacy 

Longerenong acknowledges and respects the privacy of individuals.  Much of the information that 
students provide, or are asked to provide, is of a personal nature and will not be disclosed to a third 
party without a student’s consent.  Longerenong may, however, be asked to provide this information in 
response to legal requirements, such as receipt of a subpoena, or to Police, Centrelink or a related 
Government Department.  Please read the declaration before signing the enrolment form. 

Access to Records 

All students have access to their own personal records and should Contact the Student Administration 
Officer for advice in this regard. 

Further Information 

For more information refer to the Longerenong College Privacy Policy. 

Smoking  

Smoking is prohibited in all buildings and College motor vehicles.  

Social Activities 

A range of social activities are provided throughout the year for students who are interested in 
becoming involved.  Most of these events are organised and supported by the Longerenong Student 
Association. 

Further Information 

For more information contact the Longerenong Student Association. 

Sporting Facilities 

Swimming Pool 

The swimming pool is open from 7:00am to 10:00pm daily during the warmer months of the year. 

The swimming pool is for the use and enjoyment of currently enrolled students, staff and their families, 
campus residents and guests of and visitors to the College.  Noise at the pool should be kept to a 
minimum and games must not be played there.  Under no circumstances are alcohol or glass 
containers allowed in the pool area.  Detailed regulations are displayed at the pool. 

Entry to the swimming pool enclosure is via a coded lock.  The lock combination will be provided to 
students at the commencement of their course.  Students should not provide entry for unauthorised 
users. 

College finances do not extend to the payment of a pool attendant.  It is, therefore, a community 
responsibility to ensure safety and cleanliness of the pool and its surroundings and to ensure only 
authorised use of the facility. 

Gymnasium 

Access to the gymnasium is only available to current members of the Longerenong College Gym Club.  
To join the Gym Club students must complete an Application for Gym Club Membership form and a 
Health Questionnaire available from Reception.  Approved applicants will receive a membership card.  
Note that, in some cases, clearance from a doctor or other health professional may be required before 
membership can be approved. 

Entry to the gymnasium is by key only and keys can be obtained from Reception by showing your 
membership card.  A $10.00 deposit is required, which will be refunded when the key is returned. 

No gym attendant is available.  It is therefore recommended that students have another person with 
them when using the gym.  In particular, use of free weights is discouraged unless accompanied by 
another student. 
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Squash Court 

The squash court is open between the hours of 7:00am and 10:00pm daily.  The court is for the use of 
currently enrolled students as well as staff and their families.  Bookings are not required but users are 
asked not to use the court for periods longer than one hour if others are waiting. 

Tennis Courts 

Two outside, asphalt tennis courts are available for use from 7:00am daily.  The courts are not lit so 
play after sunset is not possible.  The courts are for the use of currently enrolled students and staff 
and their families.  Bookings are not required but users are asked not to use the courts for periods 
longer than one hour if others are waiting. 

Football Oval 

The oval is open to use from 6:00am for running and 7:00am for ball sports daily.  The oval is not lit so 
playing of football etc. is not possible after sunset. 

Basketball/Netball Court 

A combination basketball and netball court is available for use from 7:00am daily.  The court is 
outdoors and is constructed of asphalt.  It is not lit so play is not possible after sunset. 

Badminton and Volleyball Courts 

Badminton and volleyball courts are marked in the College Hall.  These courts are only available at 
times when the hall is not being used for other purposes and their use must be arranged with the 
Residential Supervisor. 

Locally, there are over 200 sporting clubs encompassing football, cricket, netball, basketball, tennis, 
water skiing, fishing, shooting, soccer, hockey, golf and many others.   

Further Information 

Further information can be obtained from Reception or from the Longerenong Student Association. 

Student Identity Card 

Issue of Student Identity Cards 

Student Identity (ID) Cards are issued to students enrolled in full time courses who have paid their 
fees.  Student ID Cards will be issued to other students only on request.  The Student ID Card is also 
the Library Card. 

Further Information 

Further information can be obtained from the Student Administration Officer. 

Student Lounges 

The student lounges are available for use by all students.  The student lounge in the Bristol building 
has pool and table tennis tables, television, VCR, DVD and large screen with a data projector.  There 
is also a student lounge in the Dining Room Annex. An outdoor eating area is available adjacent to the 
dining room. 

Student Support and Counselling 

Longerenong College employs a Student Counsellor who is available to students.  Students can 
simply telephone or call in to make an appointment. You do not need to explain anything when making 
an appointment. 

The Role of the Student Counsellor 

Anything affecting your ability to study at Longerenong can be shared with the Student Counsellor.  
Issues such as financial difficulties, maintaining your accommodation (on or off campus), health, 
personal or academic difficulties are just some of the things the Student Counsellor can help you with.  
Even if you are simply not sure about something or just want someone to talk to you can drop in and 
see the Student Counsellor. 

Studying at Longerenong College should be a rewarding and enjoyable experience and the Student 
Counsellor is here to help you achieve your goals. 
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When and Where 

The Student Counsellor has an office in the Administration building near the back entrance to the 
Dining Room however is only located there some of the time.  To make an appointment to speak with 
the Student Counsellor it is best to make contact as follows: 

Mobile: 0407 059 671 

All discussions with the Student Counsellor are treated in the strictest confidence. 

In case of emergency after hours or when the Student Counsellor is not available: 

Lifeline: 131 114 (24 hours for personal emergencie s) 

Further Information 

Further information can be obtained from the Student Counsellor or College Reception. 

Telephones 

There is no public telephone or other payphones at the College.  Emergency calls can be made from 
the phones located on each floor of the Student Residences or the telephone located at Reception. 

Further Information 

Further information can be obtained from College Reception. 

Travel Concessions  

Public Transport Concession Cards  

Currently enrolled full-time students who are Australian citizens or permanent residents may wish to 
purchase a Public Transport Tertiary Student Concession Card from metlink. 

Student Concession Card Application forms are available from railway stations or at 
http://www.metlinkmelbourne.com.au/fares_tickets/concessions.  Completed forms with two colour 
passport size photographs attached should be brought to College Reception for authorisation.  

The authorised form must then be lodged with payment at a Public Transport Corporation Office. 

Further Information 

More information can be obtained from the metlink web site at 
http://www.metlinkmelbourne.com.au/fares_tickets/concessions. 
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1. Title 

Longerenong College Alcohol and Drug Policy and Procedures.  

2. Purpose  

The purpose of the Alcohol and Drug Policy and Procedures is to provide guidelines for the 
management of the use of alcohol and drugs within the College community.  

3. Application  

The Alcohol and Drug Policy and Procedures apply to all members of the College community and to 
all activities undertaken on the College campus. This includes:  

�  All enrolled students.  

�  Employees whilst they are working for, or representing the College in any capacity.  

�  Residents, contractors, honoraries, visiting fellows and visitors to the College.  

�  Activities in residential accommodation.  

4. Legislation  

�  Occupational Health and Safety Act 1985  

�  Liquor Control Reform Act 1998  

�  Drugs, Poisons and Controlled Substances Act (Vic) 1981  

5. Policy  

Longerenong College is committed to:  

�  Encouraging and assisting staff and students to realise their full academic and personal potential 
within an environment that actively promotes their health, wellbeing and safety.  

�  Minimising alcohol and other drug related harm to individuals, property and the reputation of the 
College.  

�  Encouraging moderation and a responsible attitude toward the consumption of alcohol.  

�  Meeting legal and compliance responsibilities across all College activities.  

�  Comprehensive alcohol and drug policies and procedures that address the reality of drug use 
and associated problems in the community generally and reflect a commitment to the health, 
safety and welfare of the College community.  

�  Members of the College community not being adversely affected by alcohol or other drugs whilst 
engaged in College business.  

�  Members of the College community observing local, state and federal laws in relation to using, 
possessing, giving or selling alcohol or drugs.  

�  Identifying alcohol and drug misuse as a social and health problem, which is responsive to 
prevention, and appropriate diagnosis and treatment.  

�  The appropriate, responsible and lawful use of alcohol or drugs, acknowledging that 
inappropriate use can adversely affect academic performance, health, safety and personal 
relationships and result in damage to property, and potentially affect the rights and enjoyment of 
others.  

�  Ensuring all members of the College community share responsibility for protecting the academic 
environment by exemplifying high standards of professional and personal conduct.  

�  Taking appropriate action if alcohol or drug use is adversely affecting health, safety or 
performance of an individual or group within the College, or such action brings the College into 
disrepute.  
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Longerenong College does not condone or support the use, possession, cultivation or trafficking of 
illicit drugs or the misuse and abuse of prescription or other medication.  

Longerenong College will contribute to the provision of a healthy and safe environment in relation to 
alcohol and drugs by:  

�  Encouraging a responsible approach toward the serving and consumption of alcohol.  

�  Ensuring an inclusive environment for staff and students who choose not to consume alcohol.  

�  Promoting awareness of personal safety and security.  

�  Providing support to staff and students who wish to address their patterns of alcohol or drug use.  

�  Longerenong College will effectively manage risk through these policies and procedures that will:  

�  Outline the responsibilities of staff, students and event managers.  

�  Specify emergency and security procedures to be followed in the event of an adverse alcohol or 
drug related incident.  

�  Specify event management procedures where alcohol is being provided.  

6. Responsibilities  

6.1 Students  

Students must ensure that they do not attend the College if adversely affected by alcohol or drugs.  

Students are encouraged to seek assistance if they require support in dealing with an alcohol or drug 
problem.  Confidential help is available from the Student Counsellor.  

Where a student fails to seek assistance for an alcohol or other drug problem and their behaviour is 
improper, unsafe or impacts upon the wellbeing or enjoyment of others, disciplinary action or other 
College procedures may be instituted.  

6.2 Staff  

Staff must ensure that they do not attend the College if adversely affected by alcohol or drugs.  

If the College determines that a staff member is impaired by alcohol or drug use, the College will direct 
that staff member to cease work immediately.  Where a staff member has been encouraged to seek 
assistance for an alcohol or other drug problem but fails to do so and his or her actions impact of the 
safety or enjoyment of other staff or students, disciplinary action or other College procedures may be 
instituted.  

Staff members who are taking prescription or over-the-counter drugs that have specific warnings on 
use (i.e. that impact upon the workplace) should bring the matter to the attention of their Supervisor 
prior to commencing work.  Staff in charge of College vehicles and machinery, handling hazardous 
chemicals or undertaking hazardous activities must not be under the influence of alcohol and/or drugs 
and must at all times comply with relevant Victorian laws.  

Managers and supervisors are responsible for identifying and addressing safety issues or impaired 
performance resulting from alcohol or drug use.  They must take action if there is a risk to the 
wellbeing or welfare of the person or others.  

Staff members are responsible for setting parameters for acceptable behaviour and addressing 
inappropriate behaviour in students.  Academic staff are not expected to diagnose or counsel students 
who appear to be misusing alcohol or drugs.  However they do have a responsibility, where 
appropriate, to confidentially encourage students to seek assistance if they believe misuse of alcohol 
or drugs is occurring.  

Where the behaviour of a student is influenced by drug or alcohol use and this behaviour is improper, 
unsafe or constitutes a risk to themselves or others, this issue must be addressed immediately.  Staff 
members are to avoid acting in a manner that may itself be unsafe or aggravates the situation, and 
must bring the matter to the attention of their immediate supervisor or Manager.  Where there is an 
issue of safety, the General Manager must be contacted to determine an appropriate management 
plan.  

Staff members working alongside a colleague whose wellbeing or job performance they perceive to be 
adversely affected by alcohol or drug use are encouraged to support them in seeking appropriate 
assistance.  
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Under Occupational Health and Safety legislation it is a requirement that all incidents, including those 
involving alcohol and drugs, are documented and reported.  

7. Procedures Relating to the Management and Use of  Alcohol  

7.1 Event Manager  

All activities involving alcohol must have at least one person nominated as an Event Manager who will 
be responsible for the planning and management of the event.  

Event Managers are responsible for the safe conduct of the event.  They must ensure that they do 
everything that is reasonable and practicable to reduce or eliminate risk and minimise harmful 
consequences arising from the conduct of the event.  This includes ensuring that the event is held in 
accordance with relevant Federal and State laws and College policies and regulations.  

Event Managers must ensure that the consumption of alcohol is a social adjunct to, and not the 
purpose of, the event.  They should ensure that the event is fully inclusive and welcoming of staff and 
students who are not of legal drinking age or who choose not to drink.  

7.2 Events Involving Alcohol  

College events involving alcohol fall into one of two categories:  

�  Informal College Events involving Alcohol 

These are informal gatherings of staff members and invited guests.  

�  Formal College Events involving Alcohol 

These are events that are hosted and endorsed by, or affiliated with, the College regardless of their 
size, location or participants.  

All events and activities involving enrolled students are classified as Formal College Events.  

7.2.1 Informal College Events involving Alcohol  

Event Managers organising Informal Events involving Alcohol must ensure the following:  

�  The event is fully inclusive and welcoming of all invitees including those who are not of legal 
drinking age and those who choose not to drink  

�  The event has designated times between which alcohol will be served  

�  Non-alcoholic drinks including plain water are freely available  

�  Appropriate food which does not encourage further drinking is provided  

�  Alcohol is only consumed in the area designated for the event  

�  Alcohol is not served to a person under the age of eighteen  

�  Alcohol is not served to an intoxicated person  

�  An appropriate standard of conduct is encouraged to ensure the safety and enjoyment of those 
attending the event.  

Event Managers of Informal Events involving Alcohol are encouraged to familiarise themselves with 
the principles outlined in the attached ‘Formal Events Involving Alcohol Management and Safety’ 
checklist and use these principles to plan and structure the event (see Attachment 1).  

7.2.2 Formal College events involving alcohol  

Event Managers of ‘Formal College Events involving Alcohol’ must complete the attached ‘Formal 
College Events involving Alcohol - Management and Safety’ Checklist (see Attachment 1).  

This checklist must be completed to the satisfaction of the General Manager at least two weeks prior 
to the event occurring.  

If the checklist is not submitted or not completed to the satisfaction of the General Manager, the event 
is not permitted to take place.  

7.3 Use of College Grounds   

Event Managers wishing to utilise College Grounds for their function must contact the General 
Manager. 
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7.4 Liquor Licensing   

Under the Victorian Liquor Control Reform Act 1998, it is an offence to sell alcohol without a liquor 
licence, either directly or indirectly.  These laws apply to all property owned or leased by Longerenong 
College.  

Event Managers wishing to sell alcohol on College property must obtain permission of the General 
Manager, via the Liquor Licence Request form.  If permission is granted, the General Manager will 
arrange to submit a formal request to Liquor Licensing Victoria for a temporary or permanent liquor 
licence.  

7.5 Ensuring appropriate behaviour  

An appropriate standard of conduct must be maintained to ensure the safety and enjoyment of those 
attending the event and other members of the College.  

Event Managers must ensure there are safe means of managing difficult situations resulting from 
consumption of alcohol.  Appropriate strategies to manage behaviour must be determined well before 
any event takes place.  

Event Managers may need to consider an appropriate course of action in specific instances such as 
where someone:  

�  becomes grossly intoxicated at the event  

�  arrives at the event already grossly intoxicated  

�  passes out or becomes ill  

�  becomes violent  

�  leaves an event intoxicated  

Event Managers must ensure they have a charged mobile phone along with Emergency contact 
numbers.  

Symptoms of moderate to severe alcohol intoxication can include:  

�  slurred speech  

�  inability to stand  

�  mumbling  

In such circumstances, an appropriate course of action is usually to:  

�  gain assistance where possible  

�  call an ambulance  

�  avoid body fluids if not wearing rubber gloves  

�  turn the patient on their side and tilt their head back to avoid inhalation of vomit  

�  cover them with a blanket  

�  reassure the person  

�  do not leave them unattended until professional assistance arrives  

7.6 Security  

Security issues should be discussed with the General Manager prior to the event taking place.  

Security personnel assist in maintaining a secure environment and should be the first point of contact 
in threatening situations.   

7.7 Emergency Assistance  

In the event of an emergency occurring at an event involving alcohol, the Event Manager should 
contact the Ambulance, Fire Brigade or Police Services as appropriate by dialling (0) 000 from all 
College internal phones or 000 from a public phone.  

If a situation is life threatening, the Ambulance should be contacted first.  After emergency services 
have been contacted, the General Manager should be contacted and advised of the situation. 
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8. Tobacco Use  

Smoking is not permitted in any College building or vehicle.  

9. Drug Use  

9.1 Suspected Overdose  

If someone is suspected of having overdosed, it is vital that they receive professional help as soon as 
possible.  Quick responses can save lives.  

�  Call an ambulance immediately.  Dial (0) 000 from any College internal phone or dial 000 from a 
public phone.  

�  Stay with the person until the ambulance arrives.  

�  In all emergency situations it is also essential that the General Manager be contacted.  During 
office hours dial 9 (from College phones) or 5362 2222 (from external phones) to advise 
Reception who will advise the General Manager.  After hours the Campus Caretaker should be 
contacted in the first place, dial extension 276 (from College phones) or 5362 2276 (from external 
phones) or 0428 330 959.  

�  If possible, call your local first aid officer.  It is also worth determining if anyone at the scene 
knows mouth-to-mouth resuscitation or cardiopulmonary resuscitation (CPR).  

�  Ensure adequate air by keeping crowds back and opening windows. Loosen tight clothing.  

�  If the person is unconscious, don’t leave them on their back – they could choke. Turn them on 
their side and into the recovery position.  Gently tilt their head back so their tongue does not 
block the airway.  

�  If breathing has stopped, mouth-to-mouth resuscitation is required.  If there is no pulse, CPR will 
need to be applied.  

�  Provide the ambulance officers with as much information as you can – drugs taken, how long ago 
and any pre-existing medical conditions.  

9.2 Needle Disposal Units  

People using syringes and needles are strongly encouraged to dispose of these responsibly using the 
needle disposal units provided.  

In the event that a used syringe is found, notify the General Manager immediately.  No attempt should 
be made to remove the syringe and the person reporting the matter should wait until assistance 
arrives.  

9.3 Needle and Syringe Exchange Programs  

Needle and Syringe Exchange Programs are available at: 

Wimmera Health Care Group  
90 Baillie Street  
HORSHAM 3400  

Phone: (03) 5381 9111 

Local health service information can be found in Longerenong College Student Guide.  

10. Counselling Resources 

The Student Support Worker can provide assistance with drug and alcohol related issues and 
problems will refer to specialist and community agencies where requested or required.  

11. Additional Information and Resources  

If unsure about implementing this Policy and Procedure, contact the General Manager.  

11.1 References  

�  The University of Melbourne, ‘Alcohol and Drug Policy and Procedures’. 
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�  Turning Point Alcohol and Drug Centre Inc., ‘Campus Alcohol and Other Drug Policy Issues’.  

�  Commonwealth Department of Health and Ageing ‘National Action Plan on Illicit Drugs 2001–
2002/03 ‘.  

�  Commonwealth Department of Health and Ageing ‘Alcohol in Australia: Issues and Strategies’.  

�  Commonwealth Department of Health and Ageing ‘National Alcohol Strategy: A Plan for Action 
2001 to 2003-04’.  

11.2 Useful Websites  

The following websites may also be useful:  

�  Drugs and Alcohol in Victoria http://www.health.vic.gov.au/drugs/   

�  Australian Drug Information Network http://www.adin.com.au   

�  Better Health Channel http://www.betterhealth.vic.gov.au   

�  DrugInfo Clearing House http://www.druginfo.adf.org.au   

�  Infoxchange Australia: Drug and Alcohol 
http://www.links.infoxchange.net.au/group/ixlinks/Drug_and_Alcohol/   

January 2010 

 



 

 

12. Attachment 1 

12.1 Formal Events involving Alcohol: Management an d Safety Checklist  

Longerenong College is committed to protection the safety of its staff, students and members of the public participating in Formal Events involving Alcohol.  The Event 
Manager must complete and submit this checklist at least TWO WEEKS prior to the event date.  This checklist must be completed to the satisfaction of the General 
Manager.  If not submitted or completed to his or her satisfaction, the event cannot take place. 
1. The event will be fully inclusive and welcoming of all participants including those who are not of legal drinking age and those who choose not to drink   
2. The event will not include any activity that encourages the excessive or inappropriate consumption of alcohol such as pub crawls and drinking competitions   
3. Advertisements for the event will not emphasise the availability of alcohol or encourage in any way the excessive consumption of alcohol. Reference will 
be made to the availability of non-alcoholic drinks  

 

4. The event has an advertised start and finish time. No alcohol will be served prior to the start time or after the finish time   
5. Attendance at the event will not be induced or encouraged by the offer of alcoholic drinks at reduced or no cost   
6. Alcohol will not be served to a person under the age of eighteen   
7. Alcohol will not be served to an intoxicated person   
8. If alcohol is being sold directly or indirectly (including via an event cover charge) a liquor licence has been obtained.   
9. Clear prominent signage will be provided reminding people that alcohol will not be sold to persons under 18 years of age or to intoxicated persons   
10. All persons managing the event, serving alcohol or monitoring alcohol consumption will not themselves consume alcohol immediately prior to or during 
the event  

 

11. At least two persons serving alcohol at the event have undertaken training in Responsible Serving of Alcohol prior to the event, or alternatively 
professional servers with this training have been hired for the event  

 

12. A system has been implemented to monitor and limit the number of alcoholic drinks served or consumed by individuals   
13. The consumption of alcohol is a social adjunct to, and not the focus of the event   
14. Attractive, high quality non-alcoholic drinks will be available and displayed as prominently as alcoholic drinks. Non-alcohol and low-alcohol drinks will be 
served in preference to full strength alcoholic drinks and plain water will be freely available  

 

15. Substantial snacks (not salty snack food which encourages drinking) will be provided   
16. Alcohol will only be consumed in the area designated for the event   
17. An appropriate standard of conduct will be encouraged to ensure the safety and enjoyment of those attending the event, and of anyone who may be 
affected in consequence of the event  

 

18. Safe means of managing difficult situations resulting from excess consumption of alcohol will be discussed well before the event takes place   
19. If possible, a person with at least Level 1 competency in First Aid (Emergency First Aid) will be on hand at the event (or details of nearest First Aid 
resource will be maintained by the Event Manager)  

 

20. Security issues will be discussed with the relevant person prior to the event taking place   
21. A mobile phone and emergency and security contact numbers will be available at the event   
22. All incidents involving personal injury or damage to property will be reported immediately to the General Manager or the Campus Manager.  
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1. Title  

Longerenong College Student Discipline Policy and Procedures.  

2. Purpose  

The purpose of the Student Discipline Policy and Procedures is to provide guidelines for the 
management of student discipline at Longerenong College.  

3. Application  

The Student Discipline Policy and Procedures apply to all enrolled students of the College.  

4. Policy 

4.1 Academic Misconduct  

Longerenong College believes that students should not be able to gain any academic advantage 
through academic misconduct.  For the purposes of this policy, “academic misconduct”  includes, but 
is not limited to: 

(a) cheating,  

(b) plagiarism, and  

(c) any other conduct by which a student seeks to gain for himself or herself, or for any other person, 
any academic advantage or advancement to which he or she or that other person is not entitled.  

4.2 Breach of Discipline or Good Order  

Longerenong College believes that student conduct should not breach discipline or good order.  For 
the purposes of this policy, a "breach of discipline or good order " includes, but is not limited to, 
conduct or behaviour which: 

(a) is lewd or obscene,  

(b) impairs the ability of any person to participate in any activity of College life sanctioned by the 
College,  

(c) unreasonably prevents or attempts to prevent any person authorised by the College to speak at 
any lecture, class, seminar or other academic activity, or any political, social or similar gathering,  

(d) causes any person to hold reasonable fears for his or her safety or physical or psychological well-
being,  

(e) causes any person to feel intimidated, threatened or in fear of being attacked,  

(f) breaches the College's policy against sexual harassment,  

(g) breaches any provision contained in an Act of the Commonwealth or of the State of Victoria to 
which the College is subject, such as those relating to occupational health and safety,  

(h) breaches the College's policy with respect to the use of computers and computer facilities,  

(i) breaches the College's policy with respect to intellectual property,  

(j) interferes with, or causes damage to, or loss of, any property or facilities owned or controlled by 
any person whilst such property or facilities are lawfully on any premises owned or controlled by 
the College,  

(k) constitutes a failure to comply with any lawful direction or order given in order to ensure the 
safety of any person, the preservation of any property or the maintenance of good order,  

(l) involves the impersonation of another person or the use, whether deliberately or not, of forged, 
false or falsified evidence of academic standing or immigration status or any other relevant matter 
in order to gain or maintain enrolment,  

(m) involves concealing or withholding, whether deliberately or not, the whole or part of a student's 
academic record, or submitting incorrect details of his or her academic record or immigration 
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papers or any other relevant matter, or relying on the academic record or immigration papers or 
any other relevant material of another person or persons, in order to gain or maintain enrolment,  

(n) is a breach of the College policy relating to assessment.  

4.3 Student  

For the purposes of this policy, a "student" includes:  

(a) a person who was a student at the time of any alleged breach of discipline or good order or 
academic misconduct,  

(b) a person who became a student after having allegedly committed a breach of discipline or good 
order of the kind described in paragraphs 4.2(l) and 4.2(m) above, and  

(c) a person who has consented in writing to be subject to this policy.  

5. Responsibilities  

5.1 Students  

Students must ensure that they do not commit academic misconduct or breaches of discipline or good 
order.  

Students must also report incidents or suspected incidents of academic misconduct or breaches of 
discipline or good order by other students if they become aware of them.  

5.2 Staff  

Staff members must ensure that any incident or suspected incident of academic misconduct or breach 
of discipline or good order is documented and reported.  

6. Procedures for the Management of Student Discipl ine 

6.1 Breach of Discipline or Good Order  

(1) An alleged breach of discipline or good order is to be notified as soon as possible by a staff 
member or student to the General Manager. 

(2) Where the General Manager, after notifying the student of the alleged breach of discipline or 
good order and giving the student an opportunity to be heard, has determined that the student 
has committed a breach of discipline or good order, he or she may impose any or all of the 
following penalties: 

(a) reprimand the student,  

(b) impose on the student a fine of not more than $200,  

(c) require the student to pay an amount to cover the cost of repairing any damage caused by 
the student to any property or facilities. 

(3) Where, in the opinion of the General Manager, a fine of $200 would be an inadequate penalty for 
the breach, or a fine would not be an appropriate penalty for the breach, the General Manager 
may refer the matter to the Longerenong Executive Committee for the imposition of a penalty. 

(4) Where the Longerenong Executive Committee, after giving a student an opportunity to be heard, 
has determined that the student has committed a breach of discipline or good order, the 
Longerenong Executive Committee may impose any or all of the following penalties: 

(a) reprimand the student,  

(b) fine the student not more than $600,  

(c) require the student to pay an amount to cover the cost of repairing any damage caused by 
the student to any property or facilities,  

(d) exclude the student from specified College premises or facilities either permanently or for 
such period and on such terms and conditions as is thought fit,  

(e) exclude the student from the College either permanently or for such period as is thought fit. 
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(5) Every person who imposes or recommends a penalty under this section must notify the student 
or students concerned and the Student Administration Officer in writing within three working days 
of the decision made and of the penalty imposed. 

(6) Notwithstanding any other provision in this policy, where the General Manager believes that a 
student is behaving in such a way as to pose a risk of injury to himself or herself or to any other 
person, or a risk of damage to property, the General Manager may immediately suspend the 
student's enrolment. 

(7) Where a student's enrolment has been suspended under this section, the General Manager 
must, within seven days of the date of the suspension, notify the student in writing of the 
suspension, giving details of the grounds upon which the General Manager entertains the belief 
referred to in section 6.1(5)(i) and, after giving the student an opportunity to be heard, which must 
occur within twenty-one days of the date of suspension of enrolment, may, if satisfied that the 
student poses a risk of injury to himself or herself or to any other person, or a risk of damage to 
property, exclude the student from the College either permanently or for such other period as is 
thought fit. 

6.1 Academic Misconduct  

(1) Allegations of academic misconduct must be notified as soon as is practicable to the Manager of 
Academic Programs. 

(2) The Manager of Academic Programs, within seven days of the notification referred to in section 
6.2(1), ensure that the student against whom the misconduct is alleged is notified of details of the 
allegation and of the time and place at which a committee will convene to deal with the allegation.  

(3) The committee must be convened not later than twenty-one days and not earlier than seven days 
after the notification in section 6.2(1).  

(4) Notice of the meeting is deemed to have been delivered if sent by pre-paid post to the student's 
last known address as recorded on the Student Administration computer system.  

(5) The committee consists of the Manager of Academic Programs, who must chair the committee, 
one senior member of the academic staff nominated by the Manager of Academic Programs and 
a representative nominated by the student association or, where there is no student association, 
a student member of the College.  

(6) The student may attend the committee meeting and may make a written submission to the 
committee. 

(7) The committee may follow any procedure it considers appropriate, as it is not bound by the rules 
of evidence or other technicalities or legal forms, and may inform itself in relation to any matter in 
such manner as it thinks fit, but must: 

(a) act fairly,  

(b) afford each party the opportunity adequately to state his or her case and to correct or 
contradict any relevant statement which he or she believes to be prejudicial to his or her 
case,  

(c) ensure that each party has proper notice of the alleged misconduct, and  

(d) ensure that all documents which are to be relied on by a party at the meeting have been 
made available to the other party. 

(8) The student may be accompanied to the meeting by a friend, but the friend is not to act as an 
advocate. 

(9) After hearing the evidence in support of the allegation of misconduct, and hearing the student 
and considering any written submission by the student, the committee may, if it finds the student 
guilty of academic misconduct, impose any or all of the following penalties: 

(i) reprimand the student,  

(ii) deprive the student of credit for the subject or for the component of assessment of the 
subject to which the academic misconduct relates,  

(iii) fine the student not more than $600,  

(iv) recommend to the General Manager that the student be excluded from the College for such 
period as it thinks fit,  
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(v) recommend to the General Manager that the student's enrolment be terminated. 

(10) Where the committee recommends to the General Manager that a student be excluded from the 
College or that a student's enrolment be terminated, the General Manager, after giving the 
student an opportunity to be heard, may exclude the student from the College for such period as 
the General Manager thinks fit or terminate the student's enrolment as the case may be. 

(11) Each committee which imposes or recommends a penalty under this section must notify the 
student or students concerned and the Student Administration Officer in writing within three 
working days of the decision made and of the penalty, if any, imposed. 

6.2 Appeals Against Penalties for Breaches of Disci pline or Good Order  

(1) A student may appeal against any penalty imposed for breach of discipline or good order. 

(2) A notice of appeal must be in writing and be lo dged with the Student Administration 
Officer within fourteen days of the day on which th e student was notified of the penalty. 

(3) A notice of appeal must set out the grounds on which the student proposes to rely. 

(4) The Student Administration Officer will assemble an appeal committee comprising a panel of up 
to four persons including the Manager of Academic Programs, a senior academic staff member, 
the Student Administration Officer (one of whom must chair the committee) and the president of 
the Student Association or his or her nominee.  A person who has been involved in any way with 
the decision to impose the penalty appealed against may not be a member of the appeal 
committee. 

(5) The committee must be convened within twenty-one days after the lodging of the notice of 
appeal. 

(6) Notice of the meeting is deemed to have been delivered, if sent by pre-paid post, to the student's 
last known address as recorded on the Student Administration computer system. 

(7) On the hearing of an appeal the appeal committee may follow any procedure it considers 
appropriate, as it is not bound by the rules of evidence or other technicalities or legal forms, and 
may inform itself in relation to any matter in such manner as it thinks fit, but must: 

(a) act fairly,  

(b) afford each party the opportunity adequately to state his or her case and to correct or 
contradict any relevant statement which he or she believes to be prejudicial to his or her 
case, and  

(c) ensure that all documents which are to be relied on by a party at the meeting have been 
made available to the other party. 

(8) The student may be accompanied to the meeting by a friend who may act as an advocate. 

(9) After considering the material relied upon in support of the appeal and any answering material, 
the appeal committee must either dismiss the appeal or uphold the appeal and either confirm, set 
aside or vary any penalty imposed, but may not increase any penalty. 

(10) The appeal committee must report its decision to the General Manager within five working days 
of the decision. 

6.3 Appeals Against Penalties for Academic Miscondu ct  

(1) A student may appeal to the General Manager against any decision made or penalty imposed for 
academic misconduct. 

(2) A notice of appeal must be in writing and be lodged with the General Manager within fourteen 
days of the day on which the student was notified of the penalty. 

(3) A notice of appeal must set out the grounds on which the student proposes to rely. 

(4) Within fourteen days of the lodging of the notice of appeal the General Manager must establish a 
committee comprising two senior members of the academic staff and the Student Administration 
Officer (one of whom must chair the committee) and the president of the Student Association or 
his or her nominee, to hear the appeal.  A person who has been involved in any way with the 
decision to impose the penalty appealed against may not be a member of the committee. 

(5) The committee must be convened within twenty-one days after the lodging of the notice of 
appeal. 
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(6) Notice of the meeting is deemed to have been delivered if sent by pre-paid post to the student's 
last known address as recorded on the Student Administration computer system. 

(7) On the hearing of an appeal the committee may follow any procedure it considers appropriate, as 
it is not bound by the rules of evidence or other technicalities or legal forms, and may inform itself 
in relation to any matter in such manner as it thinks fit, but must:  

(a) act fairly,  

(b) afford each party the opportunity adequately to state his or her case and to correct or 
contradict any relevant statement which he or she believes to be prejudicial to his or her 
case, and  

(c) ensure that all documents which are to be relied on by a party at the meeting have been 
made available to the other party. 

(8) The student may be accompanied to the meeting by a friend who may act as an advocate. 

(9) After considering the material relied on in support of the appeal and any answering material, the 
committee must either dismiss the appeal or uphold the appeal and either confirm, set aside or 
vary any penalty imposed, but may not increase any penalty. 

(10) The committee must report its decision to the General Manager. 

6.4 Confidentiality  

(1) Any person who exercises any power under this statute or hears any appeal must treat the 
subject matter thereof in the strictest confidence.  

6.5 Undischarged Penalties  

(1) Whilst a fine or an order for payment for repairs to property remains unpaid, or whilst a student is 
excluded from the College, the student may not, without the written consent of the General 
Manager: 

(a) enrol, or  

(b) receive any results of assessment, or  

(c) graduate or receive a diploma or any certificate stating that the student is qualified to 
graduate or receive a diploma in the College, or  

(d) receive a certificate of academic record.  

7. Additional Information and Resources 

If unsure about any aspect of this Policy and Procedure, or its application, contact the Campus 
Manager.  
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Appendix 3 

Campus Map 
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