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Welcome from the Managing Director

Dear Student

Congratulations on choosing the South West Institute of Technology as the provider of your
program of study. The Institute is committed to serving our community by providing a wide range of
nationally recognised programs right here in the South West region.

We appreciate that your decision to study with us represents a very important investment in your
future career. Whilst we cannot guarantee you a new job or the promotion you seek, we can
assure you that the programs we offer are recognised nationally by employers as the desirable
skills and knowledge required for the associated career pathway you are seeking.

Our staff are committed to working with you to achieve your learning goals, and they are there to
assist you throughout your time with us. We trust that you will enjoy our facilities and services,
and we invite you to share your experience with us through our customer feedback process.

Coo sl

Wendy Burns
Managing Director
South West Institute of Technology

Vision & Values Statement
Working with industry and the community the South West Institute of Technology

advances the economic development and social prosperity of the region through the
delivery of nationally accredited vocational education and training services.

We seek to maximise the creative productivity of ourselves, our students and Industry.
The South West Institute of Technology strives to maintain the highest standard of
public sector integrity, and to be innovative and collaborative in our approach to the delivery
of vocational education and training services. The six strategic priorities are:

« WA Workforce Development
« Client Satisfaction

¢ Business Development

e Our Capability

» Social Responsibility

e Pursuit of Excellence
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Getting Started

SWIT - An Adult Learning
Environment

The South West Institute of Technology (SWIT)

is a vocationally-oriented adult learning
environment which aims to responsibly prepare
students for employment in their career of
choice. The Institute therefore expects students
to conduct themselves in the same manner that
they would in the workplace.

For some students, attending SWIT means
transitioning from school to an adult employment-
focused environment; however students
attending SWIT can range in age from mid teens
to retirees and therefore the South West Institute
of Technology operates as an adult environ-
ment, where all students are expected to act in a
mature manner and respect the rights of others
to enjoy, and benefit from, the experience of
learning.

Your Student ID Card

Lecturers and portfolio administration staff help
students with their enrolments. Once you have
paid your fees to the cashier you should get your
student ID card organised.

New students should see the Library Staff at the
Bunbury campus and the front counter staff at
Busselton campus. If you are enrolling at one of
the other campuses they will take your details and
your 1D card will be available to pick up from the
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campus within a week.

You will need to present your enrolment forms
and your photograph will be taken. Your stu-
dent ID card is included in the discretionary fee
paid at enrolment.

If you have studied previously at SWIT your
student ID card may still be valid. Please check
with the Library staff at the Bunbury campus or
the front counter staff at other campuses.

If you have lost your ID card a replacement
may be organised. In some cases a replace-
ment cost of $5 may apply.

Your student ID card is also your library card
and photocopy card. New students are given
50 cents start up credit. To put more credit on
your card you can use the note loader in the
Library at the Bunbury campus or see either
Library or Bookshop staff. Students studying at
the other campuses should see front counter
staff. Printing and photocopying cost 10 cents
per single sided A4 print.

The ID number printed on your student ID card
is your username when you log on to the
students computers

Computing Services

The Information Services (IS) Department
provides all services related to computers,
for students and staff.

When you begin as a student at the South West
Institute of Technology, you will be provided with
the following:

¢ Alogin name and password, for use in
computer labs

Access to the |
50Mb minimum of personal space on the
AH: \0 drive on the

nstituteds

net wor



Institute Services and Facilities

e Access to information on your enrolment, Careers South West
awards, and contact information

e Access to your e-learning course information
(Moodle)

e Access to your Institute email account

Pl ease see O6my filesd in th‘{
on the Internet. 4

These are all accessible from Institute Student
PCs and through the Institute website. Simply go
to www.swit.wa,edu.au and choose the

Student Login.

'gi n sectio

T ——

N _ This on-line service aims to assist students in
In addition, if you have Internet access at home, writing resumes and application letters, interview
access to Institute folders is available. techniques, selection criteria for government
_ _ jobs, job search procedures and information on
The Institute and the IS Department also provide:  apprenticeships and traineeships. A service that
helps you plan your career path, and to build
e 24 hour access to Institute Student PCs in employability and job seeking skills.

some areas i (see lecturer)

e Printers in computer labs

e Scanners in the library and some class

Career computers are available at all campuses
to navigate the world of work online. You can
access specific career and employment

rooms websites and job seeking self-help resources
e Access to the internet on all student PCs from these computers.

You may bring your work and files from home

(within the guidelines of the Student Network email: careers sw@swit.wa.edu.au
User Agreement) and access to USB ports for the Tel: 9780 7210

use of USB memory keys is provided. It is highly

recommended to purchase a USB memory stick

for the transfer of data.
Canteen

There are also a few guidelines which govern

your usage of Institute computers and the Students studying at Bunbury Campus may take
Institute network, which are covered in the advantage of a 155 seat canteen for meals and
fStudent Network User AgscRse The tdnteen is open during teaching
weeks between 7.45am and 3.00pm weekdays.
This agreement is attached at the end of this A Comprehensive range of meals and snacks is
booklet for your reference. Please read through it available and customers can pre-order their
so that you understand the conditions of use of meals. The cafeteria has tables inside and
the Institute network. outside. A range of snacks and drinks is also
available from vending machines. There is an
ATM (Automatic Teller Machine) located in the
canteen.
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Institute Services

Bus Service

Regional South West tertiary students requiring the
use of the bus service are to register through the
South West Coach Lines (Veolia Transport WA)
directory.

All full time students attending an eligible full time
accredited Vocational Education Training program
of a minimum of 13 hours per week (nominal
hours), and apprentices and trainees, may be eligi-
ble for the Department of Training and Workforce
Development Bus Subsidy. Please contact Veolia
Transport WA for further information or an applica-
tion form call 9753 7700.

Institute Bookshop

The Bunbury Technical Bookshop sells new
textbooks, learning material and a wide range of
stationery items. We also offer a Printcell
Service which includes photocopying, scanning,
binding and laminating.

Opening hours Monday to Friday 8.00am to 4.00pm
During the first two weeks of each semester we
offer extended trading hours Monday to Thursday.

For enquiries or to place an order please contact
us on 9780 7224 or email
bookshop@swit.wa.edu.au

Child Care

555 | KA

Located at the south east corner (rear) of the
Bunbury Campus, the College Community Child
Care Centre provides fully accredited, community
based child care.

P

The College Community Child Care Centre is
committed to providing each child with an
environment that values the importance of family
and the uniqueness of each child.

College Community Child Care is a long-day
centre available for 0 to 6 year old children. The
Centre is open Monday to Friday between the
hours of 7.30am to 5.30pm and is operational 50
weeks of the year with 2 weeks closure over
Christmas.

For more information please call 9780 7267.

Students with Disability or

Medical Conditions

Students with disability or medical conditions are
entitted to reasonable and appropriate
support whilst pursuing their training at SWIT.

Student Services will coordinate with staff to
maximise student achievements and meet indi-
vidual needs. Students are encouraged to take
responsibility and to be independent in
pursuing their course of study.

Please discuss support options with your
lecturer and/or Student Services at any time
during the course of your study.

Student Services can be contacted at the front
Reception in Bunbury or call us on 9780 7000 or
email StudentServices@swit.wa.edu.au

Library Services

The Library offers students a comprehensive
range of services including the loan of books and
journals, access to online information resources,
interlibrary loans, photocopying and information
literacy training.

Online services may be accessed remotely via
the Library website

www.swit.wa.edu.au/facilities and services/
facilities/library

For data base access usernames and/or
passwords please contact your lecturer or email
library@swit.wa.edu.au




Institute Services
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The Bunbury campus Library provides a
number of student PCs for student use with
current software, printing, scanning and access
to the student network.

24 hour access computer facilities are
available at the Bunbury and Margaret River
campuses - come in to the Bunbury Library or
Margaret River Reception during opening hours
to apply for an access card.

Students at regional campuses are able to
borrow from the Bunbury Campus Library. The
catalogue may be accessed via the Library
webpage. Requested items will be sent to you
via campus administration.

Opening hours 6 Bunbury Campus
Teaching Weeks
Monday -Thursday
Friday

8.00am - 6.00pm
8.00am - 4.30pm

Term Break
Monday - Friday 8.00am - 4.30pm
Contact us

Telephone: 9780 7174 Fax: 9780 7175
Email: library@swit.wa.edu.au

Course Information Services

The staff of Course Information Services (CIS)

are able to provide you with:

e Information and advice on vyour
options

o Course entry requirements

e Course costs

e Assistance with preparing your SWIT
application for full time study

e Part time, flexible and external studies
information

study

CIS is located in the Administration building
(Bunbury campus) and is open Monday to
Friday from 8.00am through to 4.30pm.

Telephone: 9780 7070 or 9780 7210
Freecall: 1800 621 445
Email: courseinfo@swit.wa.edu.au

Aboriginal Support Services

#3 Aboriginal staff are available
to students accessing
vocational education and
training programs with
academic as well as
non-academic enquiries.

Staff are on hand to provide
support to students with
issues that prevent them
from studying or if they are having difficulties
with  managing course requirements or
assessments through:

e Mentor Support
« Tutorial Assistance

The centre is located near K Block
Telephone: 9780 7216

9780 7275
Student Services: 9780 7000
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Institute Services

Student Outreach Support
Services (SOSS)

This service is provided by SWIT and St John of
God Healthcare Services.

Free and confidential counselling and support
for students of SWIT is available.

If you are having difficulties with stress, coping
with workloads, relationships, accommodation
or life in general and would like someone to talk
to in a friendly, confidential environment,

contact Student Services on 9780 7000 or
SOSS on 0419 943 103

Competency Based Training

Mo s t of t he
competency based. This means the training is
focused on helping you to develop and
demonstrate the competencies required by
industry for satisfactory performance in the
workplace.

Assessment can be done using different
methods, e.g. oral tests, written assignments,
projects, case studies, simulated exercises,
practical tests or demonstrations.

Your lecturer will advise vyou of the
competencies to be demonstrated and how they
will be assessed. Your lecturer will provide you
with a schedule of delivery and assessment.

Il nstitut e:q

Class Attendance

The I nstituteds aim i
workplace. Accordingly if you cannot attend
classes, we expect you to notify your lecturer.
This is not only considered good manners, but
also promotes good relations and protects your
interests. The telephone numbers of the
Portfolios as well as the regional campuses are
provided on page 2 of this publication to
facilitate this.

......

Attendance is recorded in every class. If you are
aged under 18 years and you are absent from a
scheduled class your parent/guardian will be
notified within 3 working days of the absence. If
a scheduled class finishes early, you must re-
main under supervision by the lecturer until the
end of the scheduled class.

S
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Academic and Enrolment Matters

Completing Assessments on

|

For each unit of competency that you enrol in
you will receive an Assessment Plan that shows

What if | withdraw?

Should you decide that you no longer want to
continue with some or all of your qualification you
wi || need to compl ete
form.

If you withdraw within 4 weeks of the start of your
qualification, you will be entitled to a refund.
Refunds are made by (EFT) Electronic Funds
Transfer. Please refer to the information sheet

Al mportant Conditions of E
conditions.
Al | AENnr ol ment Variation F

refund eligibility and any refund due will be

you the assessments you will need to complete, processed according to the
along with their due dates. Completion of as- of Training and Employment Fees and Charges
sessment work on time provides evidence ofthe Pol i cy Gui delineso.
ability to work within time constraints.
Please note that if you do not advise us by
The Institute has a policy that if you fail to meet completing this form, you will be resulted as
the due date for an assessment task and then unsuccessful and will still be liable for any
also fail to complete the work within an agreed enrolments fees owing.
extension peri od, you wi || be deemed inot
competento on the basi slfyouwishtpo @dissuss avefundpleaseapntactithe r e
details, ask for a copy of either the policy or Student Management System Coordinator by
leaflet on Completing Assessments on Time from  phoning 9780 7332.
your lecturer.
What if | need academic
support?
Educationa_ll support in literacy, language and J Gcener al | y, you will be elig
numeracy is available to students. provided you officially withdraw within four (4) weeks
of commencing your qguali ficat

Please direct any enquiries to your lecturer or
Portfolio Manager in your faculty.
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Academic and Enrolment Matters

Centrelink

Please note that if you are a student in receipt of
Centrelink payments and cease studying it is
your responsibility to notify Centrelink. Centrelink
carries out regular attendance checks with the
South West Institute of Technology and
non-attendance or cessation of study could have
implications for your Centrelink payments.

Fees and Charges

Enrolment fees apply to most qualifications in
accordance with the Department of Training and

Wor kf or ce
Palicy.

There will only be three options available for
payment of fees in 2012 - Pay in Full
Direct Debit, or Employer/Sponsor
Arrangements

. Payment in Full - the total paid on day of
enrolment.

. Direct Debit - Payment of a $100 deposit
on day of enrolment, followed by regular
deductions from student bank accounts.
Bank details must be provided at the time
of enrolment.

. Employer/Sponsor Arrangements 1 stu-

dent fees are paid by employer.

Devel opment 6 4

All enrolments under $100 are to be paid in full.

Additional enrolments cannot be added to an
existing student debt and must be paid in full.

All fees to be paid in full by 30 September

If you have difficulties in paying your fees please
contact the Finance Officer on 9780 7219 to
negotiate other arrangements.

Failure to pay fees may result in:

o Refusal of admission to classes

e Results and awards being withheld

¢ Refusal to re-enrol until debt is paid in full

¢ Action being taken by the Institute to recover
the outstanding debt.

Please note that if you are a student in receipt of
Centrelink payments and cease studying it is
your responsibility to notify Centrelink.
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Academic and Enrolment Matters

Interpretation of Academic
Results

Application for Full

Qualification

CO - Competent - This means you have
achieved competence against all the required
standards.

E - Exemption - means you have already been
assessed competent in this unit in a previous
gualification.

H - Hold - means you have not yet achieved
competence against at least one of the required
standards but your lecturer expects you to
achieve competence within the enrolment period.
This is an interim grade and the lecturer will ad-
vise you on what is required to achieve compe-
tence and the | ength of
redemption period.

R - Re-enrol - means you have not achieved
competence or have

within the given redemption period. You will need
to re-enrol in the unit of competency and be
re-assessed to achieve competence.

General Result Enquiries

Enquiries regarding your results should be
directed to your lecturer or faculty area. Requests
for a Statement of Academic Record should be
made during office hours to the Qualification
Officer on an application form that is available
from Administration staff or by telephoning
9780 7111.
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not

(Certificate, Advanced Certificate,
Associate Diploma, Diploma, Advanced
Diploma)

To receive your Certificate or Diploma you will
need to apply during your final semester of
study, or on completion of your qualification. If
you wish to seek entry into a university via the
Tertiary Institute Service Centre (TISC), you
should contact TISC directly for application
closing dates.

Alteration to Student

Enrolment or Personal Details

" b
1
| |
| |
I "
)
\1 '
{ i 1
| ‘
|

In order for the Institute to keep its records up to

date and to ensure your results reach you on

time, you will need to complete a form to:

e Change your name, address or telephone
number

o Withdraw from any unit of competency, (or
the entire qualification)

e Enrol in additional units of competency

o Change your qualification, or change the day
or class time for any subjects, transfer to
another Institute
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Academic and Enrolment Matters

Exemptions and Transfers of

Workplace Assessments

Workplace assessments are for people in

employment who want to gain formal credentials
for the skills they use in the workplace. You will
need to provide your lecturer with evidence that
you have these skills and may be asked to
demonstrate them in the workplace. (Normal
service fees apply.)

Recognition of Prior Learning

Recognition of Prior Learning (RPL) is an
assessment process aimed at confirming and
recognising the competencies a candidate has
obtained outside of a formal education and
training environment. These competencies might
have been gained through informal or
non-formal training, or they may have been
gained through life or work experience.

RPL assessment enables individuals to forego
training and move directly to having their
competencies assessed, thus avoiding the need
for unnecessary training that brings with it
additional costs, including time and effort.

Although it is not necessarily a quick or simple
process, RPL aims to provide candidates who
do not require formal learning with a flexible and
faster way to have their skills and knowledge
assessed against competencies stipulated in
Training Packages and vocationally accredited
courses. Mature age jobseekers or existing
workers with accumulated life and work
experiences are seen as primary candidates for
RPL.

Credit

The Institute recognises qualifications or
training outcomes from other registered training
organisations, schools, universities and
professional organisations. If you have
completed units of competency through
another training provider you may be eligible
for credit transfer or an exemption. You will
need to discuss this with your lecturer.

Students who have gained qualifications
overseas can have these assessed against the
Australian equivalent, through Education and
Training International.
Telephone: 9218 2100

Information About

Qualifications

Detailed information about the qualifications on
offer at South West Institute of Technology is
available from a variety of sources.

e Course Information Services (CIS) i located
at Bunbury Campus

e South West Institute of Technology website
www.swit.wa.edu.au

e Various publications, e.g. brochures are

available by contacting CIS

CIS (in the Administration area, Building A) can
also provide information on qualification content,
career opportunities and further training options
including alternative ways to study, e.g. online
study or flexible delivery.

Most qualifications have entry requirements or
pre-requisites available on the website
www.swit.wa.edu.au or you may wish to discuss
these issues with CIS or a lecturer.

Telephone: 9780 7070 or 9780 7210
Freecall: 1800 621 445
Email: courseinfo@swit.wa.edu.au
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