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CAMPUS CONTACT DETAILS

BUNBURY CAMPUS
Robertson Drive
BUNBURY WA 6230
Telephone: (08) 9780 7000

BUSSELTON CAMPUS
2 South Street, Busselton
Telephone: (08) 9752 6600

COLLIE CAMPUS
43 Wittenoom Street, Collie
Telephone: (08) 9734 9900

HARVEY CAMPUS
Cnr Uduc Road and SW Highway, Harvey
Telephone: (08) 9780 7050

MANJIMUP CAMPUS
Graphite Road, Manjimup
Telephone: (08) 9771 7600

MARGARET RIVER EDUCATION CAMPUS
Lot 272 Bussell Highway, Margaret River
Telephone: (08) 9780 5800

FACULTIES

FACULTY OF HEALTH, COMMUNITY AND
PERSONAL SERVICES
Telephone: (08) 9780 7387

FACULTY OF BUILDING,
CONSTRUCTION AND FURNISHING
Telephone: (08) 9780 7351

FACULTY OF COMMERCE
Telephone: (08) 9780 7360

FACULTY OF HOSPITALITY, THE ARTS
AND EDUCATIONAL SERVICES
Telephone: (08) 9780 7263

FACULTY OF ENVIRONMENT,
LAND AND SCIENCE
Telephone: (08) 9780 7262

FACULTY OF AUTOMOTIVE,
METALS AND ENGINEERING
Telephone: (08) 9780 7277
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Welcome from the Managing Director

Dear Student

Congratulations on choosing the South West Regional College of TAFE as the provider of your
program of study. The College 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 directed at supporting you to gain the relevant
skills and knowledge associated with your chosen pathway.

Our staff are committed to supporting 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.

Lol |

Wendy Burns
Managing Director
South West Regional College of TAFE

Vision/Mission Statement
Working with industry and the community, the South West Regional College advances

the economic development and social well being of the South West by delivering cost
effective, world class education
and training services.

We seek to maximise the creative productivity of ourselves, our students and Industry,
through a process of continuous improvement that is:
- Customer Focused
- Quality Driven
- Ethical
- Collaborative and
- Outcome Oriented
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TAFE - An Adult Learning
Environment

The South West Regional College of TAFE is a
vocationally-oriented adult learning environment
which aims to responsibly prepare students for em-
ployment in their career of choice. The College
therefore expects students to conduct themselves
in the same manner that they would in the
workplace. For some students, attending TAFE
means transitioning from school to an adult,
employment-focused environment; however
students attending TAFE can range in age from mid
teens to retirees and therefore the South West
Regional College operates as an adult
environment, 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 faculty administration staff help
students with their enrolments. Once you
have paid your fees to the cashier, you should
then ask the library staff to issue you with a
student ID card. They will ask to see your
enrolment forms. Your photograph will be
taken. Your student ID card will cost $5.00.
When you have received your ID card from
the library you must take it to the bookshop.
Upon payment of the $5.00 they will activate
your student printing/photocopying account
with a credit of $2.00.

To put more credit onto your card you can use
the note loader in the Library or go to the
bookshop.

If you are a continuing student your student 1D
card from 2009 will still be valid. You will just
need to add credit to your card in order to
print of photocopy.

IMPORTANT: If you don't have a student ID
card you should request one from library staff
as soon as possible. With your ID card you
can borrow library books and activate your
account for printing and photocopying. It is
also handy for those times when you are
asked to provide your student number or
when you are seeking a student discount or
concession. The ID number printed on your
student ID card is also your username to log
on to the student computers.

Students at Busselton, Collie, Harvey,
Manjimup and Margaret River should check
campus specific arrangements in relation to
this with administrative staff at their campus.

Computing Services

The Information Services (IS) Department
provides all services related to computers,
networking and the internet. Our goal is to
provide the best possible access to
computers, learning material and the internet
for students and staff.

When you begin as a student here at the
South West Regional College, you will be
provided the following:

A login name and password, for use in
computer labs

Access to the College network and
intranet

50mb of personal space as the “H:\" drive
on the network
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Access to information on your enrolment,
awards, and contact information

Access to course information

A moodle account which will give you
access to internet email and learning tools

These are all accessible from College Student
PCs and through the College website at
www.swrc.wa.edu.au. Simply go to and
choose the Student Login.

In addition, if you have Internet access at
home, access to College resources and
services is available. For Internet access go to
http://swrc.tafe.wa.edu.au/ and choose Student

Login

The College and the IS Department also
provide:

24 hour access to College Student in the
library in Bunbury and some regional cam-
puses

Printers in all computer classrooms
Scanners in the library and some class
rooms

Access to the internet on all student PCs

You may bring your work and files from home
(within the guidelines of the Student Network
User Agreement) and access to USB ports for
the use of USB memory keys is provided. It is
highly recommended to purchase a USB
memory key for the transfer of data, as floppy
disks are no longer deemed reliable and will be
eventually phased out.

There are also a few guidelines which govern
your usage of College computers and the
College network, which are covered in the
“Student Network User Agreement”. This
agreement is attached at the end of this
booklet for your reference. Please read
through it so that you understand the
conditions of use of the College network.

Careers South West

7

This on-line service aims to assist students in
writing resumes and application letters,
interview techniques, selection criteria for
government jobs, job search procedures and
information on apprenticeships and
traineeships. A service that helps you plan your
career path, and to build employability and job
seeking skills.

\I

Vocational Interest Questionnaire’'s (VIQ) are
offered throughout the year and are available to
all students in assisting them to cope with the
ever-changing needs of the labour market.

Career computers are available at all campuses
to navigate the world of work online. You can
access specific career and employment
websites and job seeking self-help resources
from these computers.

email: careers sw@swrc.wa.edu.au
www.swrc.tafe.edu.au

Students studying at Bunbury Campus may
take advantage of a 155 seat canteen for
meals and snacks. The canteen is open during
teaching weeks between 7.45am and 7.45pm
weekdays. A comprehensive range of meals
and snacks is available and customers can pre
-order their meals. The cafeteria has tables in-
side and outside. A range of snacks and drinks
is also available from vending machines.

There is an ATM (Automatic Teller Machine)
located in the canteen.

2010 Student Handbook
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College Seniices

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.

Our opening hours are: Monday to Friday
8.00am to 4.00pm.

During the first two weeks of each semester we
are open untii 6.00pm Monday to
Thursday.

For enquiries or to place an order please
contact us telephoning 9780 7224
or email

bookshop@swrc.wa.edu.au

Child Care

Located at the south east corner (rear) of the

Bunbury Campus, the College Community Child
Care Centre provides fully accredited, commu-
nity-based child care.

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.

Disability Services

Applicants who indicate on the application
form that they have a disability or specific
learning challenge are entitled to reasonable
and appropriate support whilst pursuing their
training at the South West Regional College of
TAFE.

Please discuss support options with your
lecturer or Student Services at enrolment. Stu-
dent Services can be contacted at any time
Monday to Friday 8am-4pm on 9780 7000,
email Student.Services@swrc.wa.edu.au or at
the Front Reception at the Bunbury Campus.

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 http://
swrc.tafe.wa.edu.au (click Services then
Library Learning Resources).

For access usernames and/or passwords
please contact your lecturer or emalil
swrc_library@swrc.wa.edu.au




College Seniices

The Library provides a number of student PCs Information and Career
for student use with current software, printing, . )
scanning and access to the student net- Advisory Service
work.
The staff of the Information and Career Advi-
24 hour access computer facilities are also sory Service (ICAS) are able to provide
available - come in to the Library dur- YOU with:
ing opening hours to apply for an Information and advice on your study
access card. options _
- Course entry requirements
Opening hours - Course costs assistance with preparing
Teaching Weeks your TAFEWA application for full time
Monday -Thursday ~ 8.00am - 6.00pm study _ _
Friday 8.00am - 4.30pm - Part time, flexible and external studies
ICAS is located in the Administration building
Term Break (Bunbury campus) and is open Monday to Fri-
Monday - Friday 8.00am - 4.30pm day from 8.00am through to 5.00pm.
Contact us Telephone: 9780 7070 or
Telephone: 9780 7174 Fax: 9780 7175 Ereecall: 1800 621 445
Email: swrc_library@swrc.wa.edu.au Email: ICAS@swrc.wa.edu.au

dents accessing vocational education and
training and assisting them with aca-
demic and non-academic enquiries, support
and information. Ask about our tutoring and
mentoring programs.

Ngala Maya
/// l ’ Ngala Maya is a support unit for Aboriginal stu-
| | (

Telephone: 9780 7216 or 9780 7275

Student Outreach Support

Services

Provided by SWRC and St John of God
Healthcare Services.

Free and confidential counselling and support
for students of TAFE.

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.
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Need a Place to Stay?

If you need accommodation then Paterson
House could be the place for you. Paterson
House is a student residential facility
(provided by the College) offering
accommodation with an independent life-style
for a maximum of 40 students. Within easy
walking distance of the Bunbury Campus,
Paterson House comprises 10 units, each of
which has four single bedrooms, a common
kitchen area, and a common bathroom and
toilet area.

For more information please call 9780 7000.

Most of the College’s training programs are
competency based. This just 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 you of the
competencies to be demonstrated and how
they will be assessed. Your lecturer will
provide you with a schedule of delivery and
assessment.

Class Attendance

The College aim is to prepare you for the
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
Faculties as well as the regional campuses are
provided on page 2 of this publication to
facilitate this.

2010 Student Handbook
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Academic and Enreliment Vatters

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.

Completing Assessments on
Time

For each unit of competency that you enrol in
you will receive an Assessment Plan that
shows you the assessments you will need to
complete, along with their due dates.
Completion of assessment work on time
provides evidence of the ability to work within
time constraints. The College has a policy that
if you fail to meet the due date for an
assessment task and then also fail to complete
the work within an agreed extension period,
you will be deemed “not competent” on the
basis of timeliness. For more details, ask for a
copy of either the policy or leaflet on
Completing Assessments on Time from your
lecturer.

What if | need academic
support?

Educational support in literacy, language and
numeracy is available to students.

Please direct any enquires to your lecturer or
Portfolio Manager in your faculty.

Non-attendance by a minor What if | withdraw?

Should you decide that you no longer want to
continue with some or all of your qualification
you will need to complete an “Enrolment
Variation” 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 “Important Conditions
of Enrolment” for refund conditions.

Please note that if you do not advise us by
completing this form, you will be resulted with
unsuccessful administrative results and will
still be liable for any enrolments fees owing.

All “Enrolment Variation” applications are
assessed for refund eligibility and any refund
due will be processed according to the current
“Department of Training and Employment
Fees and Charges Policy Guidelines”.

If you wish to discuss a refund please contact
the Student Management System Coordinator
by phoning 9780 7332.

“Generally, you will be eligible for a partial refund
provided you officially withdraw within four (4)
weeks of commencing your qualification.”




Academic and Enrelment Vatters

Centrelink

- Employer/sponsor
available

arrangements are still

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 Regional College
and non-attendance or cessation of study could
have implications for your Centrelink payments.

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

- Additional enrolments cannot be added to an
existing student debt and must be paid

If you have difficulties in paying your fees
please contact the Finance Officer on

Fees and Ch arges 97807219 to negotiate other arrangements.

Failure to pay fees may result in:

- Refusal to admission to classes

- Results and awards being withheld

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

- Action being taken by the College to recover
the outstanding debt.

.Enrolment fees apply to most qualifications in
accordance with the Department of Training p
and Workforce Development’'s Fees & Charges
Policy.

There will only be three options available for
payment of fees in 2010 - Pay in Full,
Centrepay or Direct Debit.

- All students are required to pay at least $100
deposit on enrolment regardless of
concession

- Students enrolling in a semester course will
have fortnightly deductions for a maximum of
twelve weeks to pay total fees

- Students enrolling in a full year course will
have a maximum of 24 weeks to pay off their
total fees

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

2010 Student Handbook
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Academic and Enrelment Vatters

Interpretation of Academic
RERIES

Application for Full

Qualification

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

CP - Competent, Provisional on completion of
apprenticeship arrangements

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

H - Hold - means you have not yet achieved
competence against at least one of the
required competency standards but your
lecturer expects you to achieve competence
within the enrolment period. This is an interim
grade and the lecturer will advise you on what
is required to achieve competence and the
length of the “Hold” redemption period.

R - Re-enrol - means you have not achieved
competence or have not redeemed a “Hold”
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
Assessment Officer on an application form that
is available from Administration staff or by
telephoning 9780 7111.

(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.

Telephone 9347 8000.

Alteration to Student

Enrolment or Personal Details

In order for the College to keep its records up
to date and to ensure your results reach you
on time, you will need to complete a form to:
change your name, address or telephone
number

withdraw from any unit of competency, (or
the entire qualification), or enrol in

additional units of competency

change your qualification, or change the
day or class time for any subjects,
transfer to another College

If you are not sure which form you need, call
9780 7000 or contact Administration staff.




Academic and Enrelment Vatters

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 (or 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.

Exemptions and Transfers of

Credit

The College 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 Regional
College is available from a variety of sources.

Information and Careers Advisory Service
(ICAS) — located at Bunbury Campus

TAFEWA Handbook — distributed each year
and available for purchase from
newsagencies

South West Regional
www.swrc.wa.edu.au

College website

Various publications, e.g. brochures are
available by contacting ICAS

ICAS (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.




Imperiantinfermaten el Students

Most qualifications have entry requirements or
pre-requisites — the TAFEWA Handbook
outlines these, or you may wish to discuss
these issues with ICAS or a lecturer.

Access to Student Records

All students are able to access their records
at any time during normal office hours. You
will be required to positively identify yourself
with your student ID card before any
information is released.

You will need to sign a written agreement if
you wish another person to have access to
your records. If you have any enquiries
regarding access to your records, see the
staff at the front counter of your campus.

Disciplinary Procedures

All students are required to comply with the
Student Code of Conduct. Basically, the code
demands that students display appropriate
conduct befitting an adult training facility.

Should a breach arise requiring disciplinary
procedures, the Portfolio Manager will inform
the student of the process that will be followed
and the student’s right to support during the
process. The procedure provides for verbal
and written warnings but an extreme case of
inappropriate conduct can result in immediate
suspension and formal expulsion.

First Aid

If you require treatment, ask any member of
staff to contact a first aid trained staff member.
Do not enter the first aid room without telling a
staff member.

Hazards

Report all observed hazards to your lecturer
without delay. If you can safely and
immediately resolve the hazard, please do so.
Seek assistance whenever making changes.
Inform your lecturer so there is no further
occurrence.

Security

Students are urged not to leave personal
belongings unattended. Make sure lockers are
secured at all times.

Insurance

Students, parents and guardians should be
aware that South West Regional College of
TAFE Insurance does not cover students,
whether participating in classes or otherwise,
for personal accidents through misadventure
nor loss or damage of personal belongings,
except in certain circumstances. For insurance
cover please contact your personal insurer.

Smoking

For the safety and health of others smoking is
not permitted within 5 metres of any doorway
or window. Smoking is not permitted in any
College building or upper level walkways. If
you smoke outside, please ensure that your
cigarette butts are extinguished and placed in
a bin.
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Important Information for Students

Speeding '

For the safety of all users of the College the
speed within the College grounds is limited as
per signage. The speed humps used to control
traffic are 10 kph. Driving over them in excess
of 10 kph speeds may result in damage to your

vehicle. Drivers should particularly exercise
caution near the entrance and bus stop areas
as it is used by a large number of primary
school aged students. Parking is restricted to
the designated student car park areas and
does not include lawns and gardens. Persons
breaching driving and parking conditions
should expect to be penalised as per the
Student Code of Conduct

“Please respect
the speed
limit.”

Evacuation

Bunbury Campus Only

In the event of an emergency, the siren will
sound continuously which indicates the need
for all persons to evacuate the buildings.

There are two designated assembly areas
known as Evacuation Area North (front of
Campus) and Evacuation area South (rear of
Campus). Your lecturer or the Director of
Operations will provide advice as to which one
of these areas you are to report to.

The continuous sounding of the siren will
indicate the need to evacuate.
Students in a class are to move with their
lecturer in an orderly manner.

All other persons not in a class at the time
of an evacuation are to move to the
designated assembly area.

Any person(s) concerned for the safety of
another should notify any College staff
member wearing a yellow, red, green or white
hard hat.

Tell Us What You Think

The College encourages and welcomes your
feedback. If you would like to tell us about a
positive experience you have had at our
College, make a suggestion, raise an
issue or voice a concern, simply log onto the
College website www.swrc.wa.edu.au
and click on the 'Contact Us' button to submit
an electronic feedback form to our
Feedback Officer. If you prefer, you can fill
out a Customer Feedback Form, available at
all campuses and administration areas of the
College.

You do not have to leave your contact details,
however if you do choose to provide us with
your name and address we will be able to
contact you after we have looked into the
issue, and provide you with a response.

Completed Customer Feedback forms can
be handed to any member of staff, or placed
into the feedback dropboxes located in the
main administrative office at each campus and
also at the Bunbury Campus Library. Your
form can also be posted to:

Feedback Officer

Planning Unit

South West Regional College of TAFE
P.O. Box 1224

BUNBURY, WA 6231




Important Information for Students

Result Appeal

A Result Appeal procedure exists for those
students wishing to appeal an academic result

and undertake a re-assessment. Academic
Result Appeal Application forms are available
at all campuses.

A form needs to be lodged to instigate the re-
sult appeal procedure. More details about
these procedures can be obtained from your
lecturer or Portfolio Manager.

TAFE staff and students are expected to:
Be aware of relevant College policies,
procedures and instructions.
Comply with these policies, procedures and
instructions.

Take reasonable care of themselves and
others in the College.

Read and take note of the Student Code of
Conduct. (A copy of this document is
provided overleaf for your reference).

1" 45 " $5$




The staff of South West Regional College of
TAFE take pride in the high standard of
training they provide and invite you to work in
partnership with them to achieve the best
learning experience for all students.

Developing an effective learning
environment by:

Attending all lectures, workshops and
laboratory sessions

Wearing and maintaining clothing and
footwear appropriate to the workplace.

Arriving on time for all appointments and
classes, and remaining in the class for the
duration of the session. If you are unable to
attend a class for any reason it is your
responsibility to advise the College within
normal business hours (8 am to 5 pm).

Using only equipment supplied or approved
by the College/lecturer. Mobile phones
should be turned off during classes

Avoiding cheating and plagiarism (using an
author's work without acknowledging that
author, including scanned and electronically
copied material). Your lecturer can advise
how to correctly reference work, so that no
unapproved assistance in the preparation of
any work (including assignments, tests,
reports and examinations) for which you are
to be assessed is given or received. In
group work, by contributing equally in
preparation of work for assessment

Ensuring only people enrolled in class
attend that class unless prior permission
has been obtained from the Portfolio
Manager

Achieving a healthy and safe learning
environment that maximises the learning
opportunities for all students by:

Wearing appropriate protective clothing and
equipment, and securing hair, jewellery and
clothing to avoid accidents

Engaging in safe and co-operative
behaviour in classrooms, laboratories,

2010 Student Handbook

workshops and in other parts of the College
premises and while on excursions or work
placement organised by the College

Making an effort to keep the campus clean
and tidy for everyone. Your contribution by
disposing of your own rubbish will greatly
assist

Keeping food and drinks out of classrooms,
laboratories and workshops

Abstaining from drugs, alcohol and other
substances that may affect co-ordination,
response rate and/or judgment to the extent
that the safety and effectiveness of the
learning environment is compromised.
Note: If you are required to take
prescription medicine, you should advise
your lecturer if you are in a situation were it
may impact on your performance,
particularly activities involving operation of
equipment or activities involving risk.

Your lecturers or technicians will provide
specific instructions for your faculty.

Maintaining serviceable facilities and
equipment by:

Reporting breakages of and/or faults with
equipment to lecturers, or the campus
administration

Leaving classrooms, workshops and
laboratories neat and tidy after lectures and
tutorials and ensuring equipment and tools
are cleaned and correctly stored

Using access to the computer network and
equipment only for instructional purposes,
not allowing other access through your
passwords, not using or installing
unlicensed software on College computers
and checking all floppy disks for viruses
before use on College computers.

Parking in areas designated for student
vehicles and always driving safely and
carefully in parking areas

Not smoking in College buildings or during
outside practical activities. When smoking
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on College grounds avoiding smoking near
open doors or windows and placing
extinguished cigarette butts in the bins
provided

Using sporting equipment only in those
areas within the College that have been
specifically designated for sporting activities

Ensuring that everyone is treated equally
and without bullying or harassment (ie any
verbal, visual and/or physical behaviour
which causes offence or distress to others)

by:
Refraining from any activities that may be
construed as bullying or harassment

Reporting any incidents of bullying or
harassment observed in the College
whether caused by staff or students

Showing respect and consideration for other
students, staff and College visitors.

What is bullying or harassment?

A form of abuse that is repetitive, often hidden
and involves mis-use of power against an
individual or a group. It can be direct or
indirect and difficult to identify. Anyone can
engage in bullying or harassment and the
reasons can vary for each situation.

What does it look like?

Social/relational — eg ostracising, rumours,
social exclusion, rejection

Physical — e.g kick, punch, physical/sexual
assault

Mental/psychological — e.g stalking, threats,
text messaging, gestures

Verbal — e.g name calling, swearing,
put-downs, racism, sexism, nasty notes.

Should you feel that you have been unfairly
treated or are concerned about your safety
please raise the matter with a member of the
College staff who will be able to direct you to
the appropriate College Support Officer.

Information is also available on the College
website.

Support from College staff

All our staff are carefully selected for their
expertise so that you may rely on their
capacity to interpret these responsibilities and
other College policies in a way that suits your
particular instructional needs. Our staff will
always aim to provide you with the appropriate
advice on which behaviours constitute an
effective teaching and learning environment
that is:

Safe and clean

Comfortable and free from distraction
Equitable and accessible to everyone
Without harassment or threat

Respectful of your need for confidentiality
and

An appropriate model of
behaviours and practices

workplace

If you have a grievance related to Equal
Opportunity or harassment of any nature,
contact the College for a referral to a contact
officer. Telephone: 9780 7000.

Regional students can contact their Campus
Administrators.

The College has the greatest confidence in its
staff and will support the decisions they make
in order to achieve the best learning
experience for their students.

2010 Student Handbook
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Student Code of Conduct

Notes:

i) College policy is not limited to the statements in The basic collaborative

this document. The College has more detailed workplace:

principles for a

policy statements on these and a range of other
issues in its policy manual. From time to time
such policies and directions may be applied
when appropriate to a particular circumstance.
Clarification of policy on any issue can be

Focus on the situation, issues or behaviour —
not the person

Maintain the self-confidence and self-esteem of
others

obtained by direct request to any College

Manager. Maintain constructive relationships

i) Class attendance rolls are maintained and may Take initiatives to make things better

be used for assessment purposes as well as for

- ! ! ; Lead by example
determining entitlement for financial support. y P

i) All College staff are bound by our Staff Code of
Conduct, Quality Policy and Customer Service
Charter. Copies of these may be obtained from
any staff member upon request. If you have any
comments to make about the College or its staff,
either positive or otherwise, you may do so
using a Customer Feedback form. These are
available from all staff members and are
displayed in administration centres and other
public locations at all campuses.

iv) Students who do not display appropriate
conduct may be excluded by staff from
participating in class and may, in extreme
cases, be subject to other penalties and
restrictions as determined by the Managing
Director including being denied access to the
College. Offences likely to lead to suspension
and being reported to the relevant authorities
are:

Property damage

Physical assault

Theft

Misuse of campus equipment or funds

The carrying of any form of weaponry (i.e.
items which are specifically designed to
cause harm to others or damage property)
on College property

Serious verbal assaults or threats of violence

The unlawful possession, use or distribution
of drugs on College campuses

Consumption of alcohol on any College
campus or at any College activity unless
specifically authorised by College staff




Accessing the Computer Network

Computer Access for Students

Welcome This document will tell you what's available at the College and how to access it.

All students are given a computer account within 24 hours of enrolling. This gives you access to:
my files = lecturer files on S:\, and space to save your files on H:\
my email = a free College email account
my information = your enrolment, awards and contact information
my courses = your e-learning courses

These are available from all College student PCs and via the internet at home. For Internet access go to
http://swrc.tafe.wa.edu.au/ and choose Student Login

The College also provides:

24/7 access to PCs in the library in Bunbury and some regional campuses
Printers - in all computer classrooms

Scanners - in the library and some classrooms

Internet - on all student PCs

How to login at the College

Make sure that Workstation Only is NOT ticked.

Enter your username and password

Username = your Student ID (eg 081012345) Tip - this is on your
library card

Password = your date of birth, ddmmyyyy (eg 1 February 1982 =
01021982)

Select OK

You will be asked to change your password. Select Yes.

Enter your new password twice in the password box, and select OK
Chose your password carefully as if others know your password
they can:

access your account and therefore your documents, email
and information
perform incriminating activates under your login

Your account is for you and you only.

Good password practices:

A mix of letters and numbers eg mdJi5yo (my dog Jim is five
years old) - not easy for others to guess

A mix of lower case & upper case letters
Include numbers and special characters

You will then be asked to enter a question and answer for a pass-
word reset question (in case you forget your password in the future)




Accessing the Computer Network

Computer Access for Students

Enter your own question and answer (see example right). Use a question
which is NOT too easy for someone to guess as this will put your account
at risk. Make sure that the answer is very exact so that you will remem-

ber it perfectly.
Select Finish, then select OK

The first time you login at the College the ‘student user agreement’
is displayed

This agreement must be read and understood

If you accept the agreement, click Yes then Continue

OR

If you do NOT accept the agreement, click No and discuss with
your lecturer.

Once accepted you will not see this again.

Each time you login the browser will open with the Message of the Day

This provides you with regular updates of relevant College information

Can't login? Please check the following:
Is the Student ID correct? — check your library card
Is the date of birth entered correctly? — see example above
Try using 01011901 as the password (this is used if the date of birth was not recorded at enrolment)

Ask your lecturer for help
See the IT Help Desk in Building B, or by phoning 9780 7314 Monday  Friday 8.30am to 4:30pm. Please
have your library card ready.

IMPORTANT The passwords for College PCs, my files and my information are synchronised. That
means if you change your password for one of these, it will change in all 3.

Your password for my email and my courses are separate to the other systems and each other.

College PCs
My files my courses my emails
My information

Same password Separate password Separate password

Username is the same in all systems




Accessing the Computer Network

Student Network User

Agreement

When you first log onto the College network,
you will see a copy of the Student Network
User Agreement. You must accept it to be
permitted access to the network. This
message will subsequently disappear once
you have accepted it.

These terms of the agreement are as
follows:

The South West Regional College of TAFE
(SWRC) provides computing resources to
assist students complete their studies.

The use of computing resources is a
privilege. Students are to use the resources
in a responsible manner and respect the
integrity of computer systems, networks and
data, and the rules and regulations
governing their use as detailed below.

1. All use of computer resources must be
directly related to your course/
qualification of study.

2. You must not reveal your password to
others nor use another person’s account.

3. Installation of any software or
hardware, or changing the
configuration of any equipment unless
explicitly directed by a SWRC lecturer is

prohibited.
4. You may not act in any way that may dis-
rupt the wuse of the network or

computing resources.

5. Seeking to gain unauthorised access to
SWRC computer systems is
prohibited.

6. It is prohibited to use SWRC services for
malicious purpose.

7. The use of SWRC services for

commercial activity is prohibited.

7. You may not use SWRC services to create,
host or transmit material, or engage in
activities that could cause offence to others.

8. All information accessible via the net
work should be assumed to be private
property.

9. You must not use SWRC services for
any activities which contravene the laws of
Australia or its states and territories, or of
the destination country in the case of data
being transmitted abroad.

Monitoring of computer usage, including email
and Internet use, is carried out regularly. The
SWRC reserves the right to retrieve any item/
file on the computer system at any time,
including email, and information accessed via
the Internet.
Consequences for misuse/abuse of
computing resources:

Warning

Loss of
resources
Referral to administration for discipline

privilege to use computing

Referral to  authorites  for  legal
processing
Depending on severity, the disciplinary
process may include combinations of
consequences.




Accessing the Computer Network

Good password practices:

A mix of letters and numbers — Eg.
mdJisyo (my dog Jim is five years old) -
Not easy for others to guess

A mix of lower case & upper case letters
Include numbers and special characters

IMPORTANT:

The passwords for College PCs, my files and
my information are synchronised. That means
if you change your password for one of
these, it will change in all 3.

Your password for my email and my courses

are separate to the other systems and each
other.

Disclaimer:

We hope this information has been helpful in
introducing you to the Information Systems at
the South West Regional College. If you have
any further queries, please check with your
lecturer first. We can also be reached at any
time in the I.S. Support Desk in Building B
(see campus map) or phone us on 9780 7314
Monday to Friday 8.30am to 4.30pm.

For the first three weeks of semester the I.S.
Support desk will have extended hours being
open until 6:30pm Monday to Thursday.

For prompt and efficient service, please have
your college ID card ready.

Best wishes and above all enjoy your time
with us here at the South West Regional
College of TAFE.

The information contained herein is current at the date of publication, 12 December 2008, but is subject to
change. The College reserves the right to alter services, policies and procedures whenever the need
arises, and to vary them at any time without notice. Changes made after the publication of this handbook
will be reflected on the College website www.swrc.wa.edu.au




BUNBURY CAMPUS MAP

Access & Participation K Electrical Studies F
Administration A Epicure Training Restaurant K
Applied Science C Fitting & Machining FIG
Automotive G General Classrooms M
Bookshop E Hairdressing Salon B
Building & Construction N Horticulture P
Business/Computing Studies B Hospitality & Tourism K
Canteen D Library A
Childcare studies R Mechanical Engineering FIG
Community Childcare Centre Q Metal Fabrication & Welding H
Community Industry Development CID Mortar Trades S
Corporate Storage Shed T Ngala Maya K
Directorate J Student Assistance Centre D
Bicycle Rack Bus Stop First Aid Study Area Assistant Public telephone
Toilets (Disabled Access) Toilets Information and Career Advisory Service
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