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We are 
Laneway 
AUSTRALIA’S LEADING 
INNOVATIVE EDUCATION 
PROVIDER.

We’re on a mission to 
disrupt education because 
we know there’s a better way. 
We’ve thrown out the old 
classroom rules and empower 
our students to engage  
real-world problems and 
opportunities in a creative 
way. 

At the core of our vision is the 
commitment to teaching excellence 
and industry engagement that provides 
our students with the knowledge, 
experience and attitude to excel in their 
chosen profession.

Our academic and management 
team have over 50 years of combined 
experience in education management, 
work-integrated learning and student 
support. Laneway Education emerged 
through our partnerships with industry 
to bring about a new approach to 
teaching and learning and to set higher 
standards in applied education. The 
result is a unique mix of academically 
robust courses combined with a clear 
focus on real-world skills, knowledge and 
experience.

At Laneway, our students are 
our VIP’s. We’re proud to be 
teaching future innovators and 
leaders. We don’t only educate 
our students in their field of 
interest, we make them future-
proof and provide them with the 
skillset to achieve their goals. 

My team and I are committed 
to supporting your transition to 
studying at Laneway. It might 
seem daunting, but we look 
at it as tremendously exciting; 
a chance to take the first real 
steps toward your exciting 
future. We’re with you on this: 
with dedicated support services 
and career guidance, you’ve got 
a team at your back that cares 
about your success. 

The team at Laneway can assist 
you and your family in making a 
smart decision with what course 
to choose for your career. I know 
this important decision can 
be tough, so you don’t have to 
make it alone. 

I look forward to welcoming you 
to Laneway. 

Yours sincerely,

DANIEL WORTLEY  
CHIEF EXECUTIVE OFFICER
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Less Plan
More Do

This 
Handbook

This handbook has been designed 
to provide you with a single 
source of information during your 
studies with Laneway Education. 
It includes information about 
your rights and responsibilities 
and introduces you to the policies 
and procedures that apply to your 
enrolment. For further detailed 
information on any of our policies 
and procedures, please refer to the 
Policies section on our website. 
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FACILITIES 

• Design thinking and tutorial break  
out spaces

• Modern, technology enhanced,  
spacious classrooms 

• Student Laptops 
• Free hi speed WiFi access 
• Photocopying and printing facilities 
• Digital and traditional library resources 
• Student lounge areas and kitchen
• Student refrigerators, microwaves  

and coffee machine 
• Air-conditioned 
• Mobility impaired access and amenities 
• Shower facilities

Our 
campuses
Where the magic  
happens

Sydney  
Startup Hub

Melbourne CBD
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You will be informed about: 

• Your campus
• Student support (Laneway and external 

support)
• Project based learning 
• Your timetable
• Your responsibilities, including 

attendance and course progress
• Policies and procedures (overview)
• Complaints and appeals
• Testamurs and statements of attainment
• Public transport
• Health services
• Emergency services
• Employment
• Unique Student Identifier (USI)

The orientation program is also an opportunity 
for us to answer any questions you may have. 

As a general guide, on average you 
will need between AUD$17,472 and 
AUS$25,896 for living expenses for one 
year. 

While studying in Australia, you will 
find a range of accommodation options 
available. Stay with a local Australian 
family, share an apartment with friends or 
live alone.

For up to date information on living costs 
and accommodation options, visit the 
College website.

For more information please check the link 
below. 

https: //www.studyinaustralia.gov.au/
english/live-in-australia/living-costs

Student 
Orientation

Participation in the 
Laneway Education 
orientation program 
is compulsory for all 
new students and is a 
key step to successful 
integration into the 
student community.

The orientation program will 
allow you to familiarise yourself 
with our facilities, resources and 
staff members, and will help you 
understand what is required of you 
during your time with us. 

Student 
Selection

We are committed to 
ensuring our student 
selection processes are 
fair and equitable.

We also ensure that: 

• Clear and accurate information regarding 
student applications and our selection 
processes is available on our website at 
www.laneway.edu.au 

• The entry requirements for each course 
are clearly outlined in the marketing 
information for each course

• Students wishing to participate in any of 
our courses must meet the appropriate 
entry requirements.

Living in 
Australia

Australia is the 
complete package. 
With people from 
over 200 international 
backgrounds living and 
studying here, Australia 
is renowned for its 
unique combination 
of urban and outdoor 
living, cultural 
diversity and friendly 
communities
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Change of 
Personal 
Information & 
Contact Details

During your enrolment, 
you must notify us of 
any changes to your 
name, residential 
address, email address 
or contact phone 
number within 7 
calendar days of the 
change occurring.

Unique 
Student 
Identifier (USI)

The USI is an 
alphanumeric number 
that all individuals must 
apply for and hold when 
undertaking nationally 
recognised vocational 
education training (VET).

This number only needs to 
be applied for once and it 
will remain with you for life. 
Under government legislation, 
Laneway Education cannot 
issue a statement of attainment 
or a qualification to a student 
without a verified USI. 

Having a USI means that you’re able to 
access your records online, download 
them and share them with future training 
organisations electronically. Laneway 
Education ensures that your personal 
information is secure at all times and 
that only authorised staff can access your 
records. 

It is important to understand that you, as 
the USI holder, have control over whom 
you disclose your USI to.

During your enrolment process, you will 
be asked if you already have a USI. If you 
do, you simply need to provide it to us 
as part of your enrolment information. 
If you do not have a USI at the time of 
enrolment, you can obtain one online at  
https://www.usi.gov.au. Alternatively, we 
can create one for you. All USIs are verified 
as part of our enrolment process.

These surveys help us measure the overall 
student experience, our performance 
in the delivery of our courses, and the 
effectiveness of our student support 
services. 

Participation in our surveys is optional and 
anonymous. Additional surveys may be 
conducted from time to time should we, 
or any third party, require further feedback 
from our students.

Student 
Surveys

In maintaining our 
commitment to 
providing the best 
possible education we 
can, we conduct student 
satisfaction surveys at 
regular intervals.
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Assessment 
Policy

All assessment conducted by 
Laneway Education is designed 
to ensure you have achieved 
the academic standards set by 
the VET Quality Framework, and 
meet the standards expected by 
employers.

For each completed assessment task, you 
will receive a result of either ‘satisfactory’ or 
‘not satisfactory’. To satisfactorily complete 
an assessment task means you have 
demonstrated the skills and/or knowledge 
required by the assessment task to an 
acceptable industry standard as described 
by the applicable training package.

Once you have satisfactorily completed 
all the assessment tasks for a unit of 
competency, you will receive a ‘Competent 
(C)’ result for the unit. If you do not 
satisfactorily complete all the assessment 
tasks for a unit of competency, you will 
receive a “Not Yet Competent (NYC) result 
for the unit. You will also be provided an 
opportunity to be re-assessed.

Competency is awarded on the basis that 
the work being assessed achieves all the 
learning outcomes required for that unit 
of competency.

Submission of 
Assessments

All assessment tasks 
must be submitted by 
their due date and time.

Extensions to 
Assessment  
Due Dates

You may request 
an extension of an 
assessment due date 
(not applicable to written 
‘assessments’) on the 
grounds of medical, 
personal, family, work-
related or any other 
adverse and/or unforeseen 
circumstances before or 
on the assessment due 
date.

Failure to do so may mean your work 
cannot be assessed, which in turn can 
lead to you not successfully completing 
a unit. In the event your assessor allows 
you to submit an assessment task after a 
due date and time, it may not be possible 
to provide you with feedback on the 
assessment task, rather you will simply 
receive an assessment result.

Extensions may be granted for up 
to a maximum of ten workings days 
after the original due date. You must 
request assessment extensions using 
the assessment extension request 
form available on the College website. 
Supporting documents such as a 
medical certificate, must be supplied. 
Submitting a request for an extension 
of an assessment due date does not 
guarantee that you will receive the 
extension. 

For further information regarding requests 
for an extension of an assessment due date, 
please refer to the Laneway Education 
Assessment Policy and Procedure document 
available on the College website.

STUDENT HANDBOOK STUDENT HANDBOOK 1514



Re- 
Assessments 
(following a missed 
assessment) 

Assessment 
Appeals

You can appeal assessment 
decisions up to fifteen (15) 
working days after the decision 
has been made. Assessment 
appeals can be made following 
the College’s Complaints and 
Appeals Policy and Procedure 
available on the College website.

If you are unable to attend an 
assessment due to illness or a 
serious incident, and you have 
not requested an extension to 
the assessment due date, you 
may apply for a re-assessment 
by completing a re-assessment 
application form, available on the 
College website, supported by a 
medical certificate or in the case 
of a serious incident, a statutory 
declaration. Under these 
circumstances there is no cost 
for a re-assessment and you’ll be 
given a date for when it needs to 
be completed by.

Moderation 
and Validation

We are committed to 
ensuring we continually 
review and improve our 
assessment practices.

As part of this process, we conduct 
moderation and validation activities 
at regular intervals.

Moderation is a quality control process 
aimed at bringing assessment judgements 
into alignment to ensure all students are 
assessed consistently. In other words, it is a 
benchmarking process.

Validation involves us checking that 
assessments have produced valid, 
reliable, sufficient, current and authentic 
evidence, enabling us to make reasonable 
judgements about whether students 
have actually met training package 
requirements. This process allows us 
to identify and act on any areas for 
improvement in our assessment practices.

If you are unable to attend an assessment 
for any reason other than illness or a 
serious incident, you may still apply for 
a re-assessment. However, under these 
circumstances you may be required to 
pay a re-assessment fee of $150 for the 
first two hours or part thereof plus $75 
per hour for any hour or part thereof after 
the first two hours. Students are notified 
about the number of hours needed 
for the re- assessment prior to starting 
and the fee must be paid before the re-
assessment date. 

Should you not attend or submit a re-
assessment, you will be deemed to be 
Not Yet Competent.

Re- 
Assessments 
(following an 
unsatisfactory result) 

If a re-assessment is required due to an 
unsatisfactory initial assessment attempt, 
you will be given two re-assessment 
opportunities. If you do not receive a 
satisfactory result on your second re-
assessment attempt, you will be required 
to repeat the entire unit and pay additional 
tuition fees for the repeated unit.
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Attendance and Academic 
Requirements

The College has identified that attendance is a 
direct indicator of academic course progression. As 
such the College recommends learners maintain a 
minimum 80 per cent attendance rate for the course 
in which they are enrolled.

The College actively monitors learner attendance and is proactive in notifying 
and counselling learners who are at risk of failing to meet recommended 
attendance requirements.

Where a learner has been assessed as not achieving recommended 
attendance, the College notifies the learner in writing. 

Student Feedback

We accept all formal and informal feedback from 
our students about the assessments we use in the 
delivery of our courses.

The feedback we receive forms an important part of our continuous 
improvement activities and contributes to the ongoing refinement of our 
teaching and assessment methods and tools.

Wherever possible, our trainers 
and assessors will make 
reasonable adjustments to 
ensure that all students are 
treated equally in the teaching 
and assessment process.

Reasonable adjustment may 
include:

• customising learning and/or 
resources and activities;

• modifying the presentation medium;
• modifying or providing special 

equipment such as special computer 
software and keyboard and large 
screen monitors; 

• the provision of special assistance, such 
as an interpreter for hearing impaired 
candidates; 

• the adaptation of the assessment 
methodologies, without weakening 
the integrity of the assessment system. 
For example, the College may allow of 
extra time to complete assessments, 
or may vary question and response, 
e.g. using oral questioning instead of 
written questions.

The purpose of reasonable adjustment is to 
make it possible for learners to participate 
fully. It’s not to give learners with a disability 
an advantage over others, to change course 
standards or outcomes, or to guarantee 
success. In certain cases, students that 
request reasonable adjustment will be 
required to provide third-party evidence 
of their stated condition to be eligible for 
reasonable adjustment.

Reasonable 
Adjustment

Reasonable adjustment 
in VET is the term 
applied to modifying the 
learning environment 
or making changes 
to the training and/or 
assessment delivered 
to assist a learner with a 
disability.
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Course 
Progress

Course progress 
is defined as the 
consistent pattern of 
successful completion 
of units in a course in 
which you are enrolled.

Satisfactory course progress is 
defined as a learner progressing 
so they are expected to complete 
their course within the nominated 
course duration, including 
completion of all assessments up 
to the point in time the course 
progress is reviewed. It is a 
requirement of your student visa 
that you maintain satisfactory 
course progress during your 
studies. Trainers and assessors 
monitor and report on your course 
progress. Failure to maintain 
satisfactory course progress during 
your studies can have serious 
implications on your student visa.

If the College identifies that you are at risk 
of not maintaining satisfactory course 
progress, the College administration team 
will contact you to determine the reason 
for the issue, and may implement an 
intervention strategy as appropriate.

If the College identifies you as not achieving 
satisfactory course progress in a study 
period for the first time, the Academic 
Director will require you to attend a meeting 
to identify the reasons for the unsatisfactory 
course progress. Together you will decide on 
an appropriate intervention strategy to be 
implemented. A support person, if required, 
may accompany you to this the meeting

If the College identifies you as not achieving 
satisfactory course progress in a study 
period for the second consecutive time, 
the Academic Director will inform you of 
the College’s intention to report you for 
unsatisfactory course progress. Before 
being reported, you are entitled to access 
the College’s complaints and appeals 
process within 20 working days should you 
believe that the College has failed to record 
or calculate your course progress accurately, 
there are compassionate or compelling 
reasons for the lack of course progress, 
or the College has not implemented an 
intervention strategy. The College will not 
report you to the Department of Home 
Affairs until any internal complaints or 
appeals process has been completed.

Testamurs and 
Satements of 
Attainment

Upon successful 
completion of your 
course, Laneway 
Education will issue 
you with a nationally 
recognised testamur 
(certificate).

Pathways Into  
a Degree

Graduating with a 
diploma or advanced 
diploma can provide you 
with a pathway into a 
degree at an Australian 
university.  

You will be able to collect your 
testamur in person or have it 
posted to the postal address you 
have provided. 

If you withdraw from your studies prior 
to the completion of your course, you 
are entitled to receive a statement 
of attainment that lists the units of 
competency you have completed up until 
your withdrawal. 

If you withdraw from your studies prior to 
payment of any outstanding fees, you will 
not receive your testamur or statement of 
attainment until the fees are paid. 

If you lose or misplace your testamur 
or statement of attainment, you may 
obtain a replacement from Laneway 
Education. Replacement testamurs or 
statements of attainment will incur a 
$100 administration fee. 

The granting of any credit toward a degree 
is at the discretion of the university. 

For information about degree articulation 
agreements currently held by Laneway 
Education, please contact your trainer or 
visit the College website.
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Critical 
Incidents

The Australian 
Government wants 
overseas students in 
Australia to have a safe, 
enjoyable and rewarding 
experience of study.

The Tuition Protection 
Service (TPS) is an initia-
tive of the Australian Gov-
ernment to assist inter-
national students whose 
education providers are 
unable to fully deliver 
their course of study.  A critical incident is a traumatic 

event, or the threat of such (within 
or outside Australia) which causes 
extreme stress, fear or injury to 
a learner or staff member. The 
College has a Critical Incident 
Committee to assist the CEO 

Education in 
Australia –  
The ESOS 
Framework

Tuition 
Protection Service

Australia’s laws promote quality education 
and consumer protection for overseas 
students. These laws are known as the 
ESOS framework and they include the 
Education Services for Overseas (ESOS) Act 
2000 and the National Code of Practice 
for Providers of Education and Training 
to Overseas Students 2018 (National 
Code 2018). A detailed explanation of this 
framework can be accessed at https://
internationaleducation.gov.au/regulatory-
information/pages/regulatoryinformation.
aspx 

The TPS ensures that international stu-
dents are able to either:

• complete their studies in another 
course or with another education 
provider, or

• receive a refund of their unspent 
tuition fees.

 
For further information on the TPS, 
please visit https://tps.gov.au/

in the prevention and management of 
critical incidents.

For further information regarding the 
management of critical incidents, please 
refer to the Laneway Education Critical 
Incident Policy document available on the 
College website.

Student 
Support
Laneway Education is 
committed to ensuring 
that you receive 
sufficient support to 
help you achieve your 
educational goals. 

We want you to be successful 
in your studies. If you are unsure 
whether the course you are doing 
is the right fit for you, or if you are 
finding it hard going, there are 
people available to help you.

For course assistance related to 
academic issues and questions, 
speak with your trainer and 
assessor. 

For administrative issues and 
questions related to your 
enrolment, talk to someone in the 
concierge team. 

Contact person: Velleska Coimbra 
Email: valleska.coimbra@laneway.
edu.au  / Phone: (02) 9019 3377

We recognize that everyone is different, 
and we acknowledge that some students 
may require additional support during 
their studies from time to time. If you feel 
you require additional support during your 
studies, please speak to your trainer. We will 
make all reasonable efforts to provide you 
with assistance to address issues such as: 

• Learning difficulties 
• Language, literacy and numeracy 

issues 
• Disability and access issues 
• Employment issues 
• Any other issue that may affect your 

ability to achieve your educational 
goals. 

 
If unable to help directly, we will arrange 
appropriate support as required, including 
in the form of referrals to external services 
or other third parties.

All reasonable support to enable overseas 
students to achieve expected learning 
outcomes will be provided at no additional 
cost.

Requests for additional support will be 
dealt with in confidence.
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External Support 
Services 

LIFELINE
https://www.lifeline.org.au 
 
Phone: 13 11 14 

Anyone can call Lifeline. The 13 
11 14 service offers a counselling 
service that respects everyone’s 
right to be heard, understood 
and cared for. They also provide 
information about other support 
services that are available in 
communities around Australia. 
If you feel that you might need 
telephone counselling, you can 
call about anything that might 
be troubling you.

COMMONWEALTH 
OMBUDSMAN
https://www.ombudsman.gov.
au/How-we-can-help/overseas-
students  
 
Phone: 1300 362 072

The Commonwealth 
Ombudsman investigates 
complaints about problems that 
intending, current or former 
overseas students may have 
with private schools, colleges or 
universities (education providers) 
in Australia.

FAIR WORK OMBUDSMAN
https://www.fairwork.gov.au 

Fair Work Ombudsman provides 
information and advice about workplace 
rights and obligations, including for visa 
holders and migrants.

REACH OUT 
http://au.reachout.com/  

Reach Out is a web-based service that 
inspires young people to help themselves 
through tough times and find ways 
to boost their own mental health and 
wellbeing. Their aim is to improve young 
people’s mental health and wellbeing by 
building skills and providing information, 
support and referrals in ways they know 
work for young people.

Family

Some of our students 
bring school aged 
dependents with them 
to complete their 
studies. Any school-
aged children will be 
obliged to attend school 
whilst in Australia. As a 
result, school fees may 
be incurred. For further 
information on schooling 
in Australia, visit 
 
https://www.australia.gov.
au/information-and-services/
education-and-training/school-
education

BEYOND BLUE
https://www.beyondblue.org.au/

We all have good days and bad days. Then 
there are those days when something 
isn’t quite right, you’ve got something on 
your mind, or things just seem too much. 
Whatever it may be, sharing the load 
with someone else can really help. So no 
matter who you are, or how you’re feeling, 
you can talk it through with them. They 
will point you in the right direction so you 
can seek further support.
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HEALTH SERVICES:
HOSPITALS SYDNEY 
 
Royal North Shore Hospital

Address: Reserve Rd, St Leonards NSW 
2065 
Website: https://www.nslhd.health.nsw.
gov.au/Hospitals/RNSH 
Phone: (02) 9926 7111

St Vincent’s Hospital Sydney

Address: 390 Victoria Street, 
Darlinghurst NSW 2010 
Website: https://www.svhs.org.au  
Phone: (02) 8382 1111

Royal Prince Alfred Hospital

Address: 50 Missenden Rd, 
Camperdown NSW 2050 
Website: https://www.slhd.nsw.gov.au/
rpa/  
Phone: (02) 9515 6111

GENERAL PRACTITIONERS SYDNEY

City Medical Practice

Address: 2 York Street, Sydney NSW 
2000 
Website: https://citymedicalpractice.
com.au 
Phone: (02) 9291 9111

World Square Medical Centre

Address: 644 George Street, Sydney 
NSW 2000 
Website: http://www.squaremedical.
com.au/ 
Phone: (02) 9777 0024

STUDY SYDNEY
https://www.study.sydney

Study NSW is an NSW Government initiative 
that aims to support and enrich your student 
experience.

STUDY MELBOURNE
https://www.studymelbourne.vic.gov.au/

Study Melbourne is an initiative of the State 
Government of Victoria that aims to support  

and enrich your student experience.

STUDY IN AUSTRALIA
https://www.studyinaustralia.gov.au

This is the official Australian Government  
website for international students.

STUDENT SAFETY
Australia is generally a very safe and 
welcoming  
place to live and study. But it is still important  
to look after yourself and be aware of the risks  
that exist - and ways to minimise them.

For information on (including how to  
report an incident);

• Managing emergencies
• Personal and home safety
• Sun and water safety
• Fire safety
 
Visit:

Study in Australia: 
Website: https://www.studyinaustralia.gov.au/
english/live-in-australia/health-and-safety

HOSPITALS MELBOURNE 
 
The Royal Melbourne Hospital  
– City Campus

Address: 300 Grattan Street (corner  
of Royal Parade), Parkville, Victoria 3050 
Website: https://www.thermh.org.au/ 
Phone: (03) 9342 7000

St Vincent's Private Hospital,  
Melbourne, East Melbourne

Address: 159 Grey St, East Melbourne  
VIC 3002 
Website: https://www.svphm.org.au/ 
Phone: (03) 9928 6555

The Alfred Hospital

Address: 55 Commercial Rd, Melbourne 
VIC 3004 
Website: https://www.alfredhealth.org.au/
the-alfred 
Phone: (03) 9076 2000 

GENERAL PRACTITIONERS MELBOURNE

Collins Street Medical Centre

Address: 7/267 Collins St, Melbourne VIC 
3000 
Website: https://collinsstmedicalcentre.
com.au/  
Phone: (03) 9654 6088

CBD Doctors Melbourne

Address: 10/53 Queen St, Melbourne VIC 
3000 
Website: https://www.
cbddoctorsmelbourne.com.au/  
Phone: (03) 9077 9912 

EMERGENCY SUPPORT SERVICES:
Emergency Services – for Fire, Police,  
Ambulance / Phone: 000

Further information related to emergency  
services is available at: 

Study Australia: https://www.studyinaustralia.gov.au/
english/live-in-australia/health-and-safety/emergencies
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Laneway 
Code of 
Conduct

Our 
Responsibilities

As a student of Laneway 
Education, you are entitled to 
expect us to meet the highest 
levels of standards in all areas 
of our business. 
In recognition of this, we promise to honor 
the following obligations. We will: 

• do everything we can to make sure we 
understand the needs of our students, 
our staff and the industries in which we 
operate

• do everything we can to make sure we 
understand your specific needs and be 
flexible in our approach to serving you 

• operate professionally and conduct 
business in a sound and ethical manner 

• employ staff who are knowledgeable, 
qualified, objective, experienced and who 
always act with integrity 

• treat your information confidentially, 
protect your rights to privacy and 
ensure the accuracy and integrity of the 
information we hold about you.

We are committed to providing excellence 
in training and education. This commitment 
includes meeting and striving to exceed the 
requirements of the VET Quality Framework. 
We are also committed to ensuring we use 
best practice management approaches to 
manage our organisation. 
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Marketing

We are committed to 
ensuring that:

• We market and 
advertise all our 
qualifications, 
courses and other 
services with 
integrity, accuracy 
and professionalism 
avoiding vague 
and ambiguous 
statements.

• Our students are 
recruited in an ethical 
and responsible 
manner and receive 
clear, accurate 
and appropriate 
information to help 
them make informed 
decisions about 
our courses prior to 
enrolment.

Access 
and Equity 

We will always treat 
people fairly and 
equitably. We foster an 
environment free from 
discrimination and 
harassment and we 
apply access and equity 
principles through 
all of our policies and 
procedures in order to 
promote full and equal 
participation of all 
people. 

Your Rights 
and 
Responsibilities 
As a student at Laneway 
Education, you have certain 
rights and responsibilities 
that are designed to help 
your time with us to be safe, 
successful and enjoyable.  

YOU HAVE THE RIGHT TO: 

• Be treated fairly and with respect 
by all students and staff 

• Learn in a supportive environment 
that is free from harassment, 
discrimination and victimisation 

• Learn in a healthy and safe 
environment where the risks to 
personal health and safety are 
managed and minimised

• Expect that information on policies, 
procedures and courses will be 
accurate, timely and consistently 
applied 

• Have your personal details and 
records kept private and secure 

• Have access to the information we 
hold about you 

• Have your complaints dealt with 
fairly, promptly, confidentially and 
without retribution 

• Make appeals about procedural 
and assessment decisions

• Receive training, assessment and 
support services that meet your 
individual needs 

• Be given clear and accurate 
information about your course, 
training and assessment 
arrangements and your 
progress 

• Provide feedback on any matter 
relating to Laneway Education 
activities, including the delivery 
of our courses, administration 
services and student support 
services.
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Our Quest for 
Quality

Quality is assured in all 
aspects of what we do, 
including training and 
assessment services, 
student services and 
the management of our 
internal operations. 

YOU ARE  
RESPONSIBLE FOR: 

Feedback from internal and external 
stakeholders is systematically and 
regularly collected, collated and 
analysed, and the outcomes are used 
to monitor and improve business 
operations.

Students and prospective students 
are invited to provide their feedback 
on any aspect of our services at any 
time. Feedback can be provided in 
person, over the phone or in writing. 
All feedback received is used as part of 
our continuous improvement cycle.

• Treating everyone with fairness 
and respect and not doing 
anything that could offend, 
embarrass or threaten anyone or 
their property 

• Making sure you don’t harass, 
victimise, discriminate against or 
disrupt others 

• Respecting the opinions and 
backgrounds of others 

• Following all safety policies and 
procedures as directed by the 
college 

• Reporting any perceived safety 
risks as they become known 

• Notifying the college if any of 
your personal or contact details 
change

• Conducting your studies with 
due personal commitment and 
integrity 

• Completing all assessment 
tasks, learning activities and 
assignments honestly and 
without plagiarism 

• Making sure you meet your 
payment schedules for your 
studies as per your contract with us 

• Not using social media to harass, 
victimise, abuse or bully other 
students, trainers, assessors or 
other staff members 

• Not using social media, other 
online services or tools or any 
other publically available or 
accessible communication 
methods to make disparaging 
or offensive statements 
regarding Laneway Education, 
its courses, teachers or other 
staff, guest lecturers or other 
students or to make statements 
which damage the good name 
and reputation of Laneway 
Education, its courses, teachers 
or other staff, guest lecturers or 
other students 

Failure to act responsibly may lead 
to disciplinary action.

Smoking, 
Alcohol and 
Drugs

Our campuses and

offices are non-smoking

workplaces. 

Access, Equity 
and Anti-
Discrimination 
We are committed to

the fair treatment of

all of our students

and anyone seeking

to enrol with us.  

Alcohol and drugs, or students 
affected by alcohol or drugs, are not 
permitted on campus. Any student 
found to be affected by alcohol 
or drugs while on campus will 
face disciplinary proceedings. Any 
student using and/or distributing 
substances prohibited by law 
may be suspended or have their 
enrolment cancelled and be 
reported to the relevant authorities.

We apply access and equity 
principles through all of our policies 
and procedures to promote full 
and equal participation of all 
students in our courses, to foster an 
environment free of discrimination 
and harassment and to assist 
students to identify and achieve 
their desired outcomes.
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Harassment is identified as 
behaviour that includes but is not 
limited to:

• Unnecessary or inappropriate 
familiarity such as deliberately 
brushing against someone or 
constantly staring at them 

• Unwanted physical contact such 
as touching or fondling 

• Sexual assault 
• Pressure or demands for sexual 

favours 
• Sexual jokes or innuendos 
• Offensive sexual gestures 
• Unwelcome questions about 

someone’s sex life 
• Display or circulation of sexual 

material 
• Offensive language or verbal 

abuse or comments – including 
any comments that put down 
or stereotype people because of 
their race, sexuality, pregnancy, 
disability etc. 

• Jokes based on race, sexuality, 
pregnancy, disability etc. 

• Offensive gestures based on race, 
sexuality, pregnancy, disability etc. 

• The display or circulation of racist, 
discriminatory or other offensive 
material. 

Discrimination is identified as a 
situation where someone feels they’re 
being discriminated against and/or 
being treated less fairly than someone 
else. 

It’s against the law to discriminate 
against someone on a number of 
grounds such as race, sex and disability. 
It is also against the law to discriminate 
against someone in a number of areas 
such as education, employment and 
the provision of services.

General 
Misconduct

We are committed to 
ensuring our online 
learning environments 
and campuses remain 
free of all forms of 
misconduct, harassment 
and discrimination.

Misconduct is identified as student 
behaviour that intentionally 
disrupts or interferes with the 
educational, administrative or 
operational activities of Laneway 
Education, our students or our staff. 
Examples of misconduct include:

• Inappropriate behavior 
• Disrupting a class 
• Acting in a way that causes 

others to be fearful of their 
safety 

• Using the college’s facilities in 
any way that might cause harm 
or be illegal 

• The theft of any items belonging 
to other students or staff or the 
School 

• Willful damage to other people’s 
or the School’s property or 
premises 

• Breaking any other rule or 
standard of behaviour that 
might generally apply to student 
conduct.

Disparaging 
And Offensive 
Statements 
Students must not use social 
media, other online services or tools 
or any other publically available 
or accessible communication 
methods to make disparaging or 
offensive statements regarding 
Laneway Education, its courses, 
teachers or other staff, guest 
lecturers or other students.

Students must also not use social 
media, other online services or tools 
or any other publically available 
or accessible communication 
methods to otherwise engage in 
conduct which damages the good 
name and reputation of Laneway 
Education, its courses, teachers or 
other staff, guest lecturers or other 
students. 

Any issues or complaints regarding 
Laneway Education, its courses, 
teachers or other staff, guest 
lecturers or other students should 
be raised using the Complaints and 
Appeals process.  
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Academic 
Integrity and 
Honesty

We expect our students 
to act with academic 
integrity at all times 
and only submit work 
that is their own, or that 
has been appropriately 
referenced and includes 
acknowledgements of 
all texts and resource 
materials that have 
been used in the 
development of the 
work. In support of this, 
you’ll need to provide 
a written or verbal 
declaration confirming 
the authenticity of your 
work each time you 
submit an assessment. 

Plagiarism, 
Cheating and 
Collusion  

PLAGIARISM
is defined as the taking and 
using of ideas and/or expressions 
and/or wording of another 
person or organisation and 
passing them off as your own by 
failing to give the appropriate 
acknowledgement. This includes 
material from any source such 
as staff, students, texts, resources 
and the internet, whether 
published or unpublished. 

CHEATING
is defined as seeking to obtain 
an unfair advantage in the 
assessment of any pierce of work. 

COLLUSION
is defined as unauthorised 
collaboration between students. 

Plagiarism, cheating and collusion are 
serious issues and unacceptable. As a 
consequence, we constantly monitor 
student projects using a variety of methods 
including: 

• The comparison of work with electronic 
reference materials, internet resources 
and the work of other students 

• The use of electronic plagiarism 
detection software 

• The comparison of work against various 
academic databases 

• Checking with our plagiarism register
• Other methods deemed appropriate 

Any student found to have allegedly 
plagiarised, cheated or colluded is given an 
opportunity to respond to the allegations. A 
student found to have plagiarised, cheated 
or colluded will be dealt with in line with our 
related Policy and Procedures.

Should an incident of plagiarism, cheating or 
collusion be established, the consequences 
for the student may include one or more of 
the following: 

• Failure of the subject or Unit of 
Competency 

• The need to repeat the subject or Unit of 
Competency 
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Legal Obligations 

We are committed to 
ensuring that we: 

• Maintain adequate, current and 
appropriate insurance and registration 

• Comply with all laws relevant to the 
operation of our business 

• Allow government departments or 
their agents access to training records, 
delivery locations and staff for auditing 
purposes when required, in line with 
privacy and confidentiality principles 

• Keep records of students’ results for a 
period of at least thirty (30) years 

• Will manage the transition from 
superseded Training Packages within 
twelve (12) months of their publication 
so that we only deliver currently 
accredited coursesPolicies

and
Procedures
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In certain circumstances, in 
alignment with our Enrolment 
Deferral, Suspension and 
Cancellation Policy and 
Procedure, you may be able 
to defer or suspend your 
studies. If you wish to defer 
or suspend your studies, you 
must notify our administration 
team and complete the Defer 
| Suspend Studies Application 
Form, ensuring all supporting 
documentation is provided. 

If you wish to withdraw from 
your course you must notify 
our administration team and 
complete the Withdrawal 
Form, ensuring all supporting 
documentation is provided. 

We will only collect 
personal information by 
fair and lawful means 
and which are necessary 
for the functions of 
Laneway Education.

We are committed to ensuring 
the confidentiality and security 
of all information provided. Any 
information you give us will only be 
used to provide information about 
study opportunities, to enable 
efficient course administration 
and to maintain proper academic 
records. 

Personal information about students 
studying with us may be shared with the 
Australian Government and/or designated 
authorities, including the Tuition Protection 
Service. This information may include 
personal and contact details and course 
enrolment details. 

There are a number of additional 
specific circumstances in which we may 
be obliged to disclose an individual’s 
personal information to another person or 
organisation (e.g. if a disclosure is required 
by law). You have the right to access or 
obtain a copy of the personal information 
we hold about you. Requests to access or 
obtain a copy of personal information must 
be made in writing and submitted to your 
trainer. 

If you believe your personal information 
may be incorrect, incomplete, out of date or 
misleading, please let us know immediately 
and we’ll make the necessary corrections. 

Deferring | 
Suspending Your 
Studies

Privacy And 
Personal 
Information

Withdrawing 
From Your 
Studies
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Academic 
Policies 

Credit 
Transfer (CT)

Laneway Education 
recognises all nationally 
recognised qualifications 
and units of competency 
issued by registered 
training organisations in 
Australia. 

Recognition Of 
Prior Learning 
(RPL)

As such, students are not required 
to repeat any unit of competency 
in which they have already been 

assessed as competent, unless a regulatory 
requirement or license condition (including 
industry licensing schemes) requires this.

Credit transfer (CT) can be granted for 
any units of competency that have been 
previously attained and which (a) match 
units of competency within a course you 
will be studying, or (b) where units of 
competency from a preceding training 
package are listed as equivalent on the 
National Register (training.gov.au). 

There is no cost to the student where 
CT is granted for one or more units of 
competency.

RPL is the process whereby 
a student may be able to 
demonstrate they all already hold 
the skills and knowledge required 
by a unit(s) of competency, and 
therefore are able to be awarded 

We are committed to ensuring that 
all our training services are of the 
highest quality possible and are 
reflective of current industry trends 
and employer expectations. This is 
achieved by ensuring that: 

• Training is delivered by 
appropriately qualified trainers 
who have extensive industry 
experience and currency 

• All our courses meet the 
requirements of the applicable 
training package

• All our courses are developed 
in consultation with industry 
experts

• Feedback is collected about 
all our training products and 
services and the feedback is 
systematically collated, analysed 
and used to improve the quality 
of training and education 
services we provide

• The individual learning and 
support needs of all students 
are identified upon entry into a 
course 

• All trainers and assessors 
participate in moderation and 
validation of the units and 
courses of which they deliver 
and assess

• Units of competency and 
courses are moderated and 
validated and the outcomes are 
used to improve our training 
services and products.

the unit(s) of competency without 
undertaking the training and assessment.

RPL must be applied for at the start of 
a course to make sure the appropriate 
adjustments can be made to your study 
schedule. 
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Once approved, refunds 
will be paid within 28 days.

Payment 
Of Refunds

All students are required 
to be aware of their 
responsibilities under 
Commonwealth, 
State and/or Territory 
legislation and 
regulations that apply 
due to their participation 
in vocational education 
and training. 

The following legislation relates 
to your studies with Laneway 
Education. 

FEDERAL LEGISLATION 
AND GUIDELINES – EQUAL 
OPPORTUNITY AND ANTI-
DISCRIMINATION

• Age Discrimination Act 2004
• Australian Human Rights 

Commission Act 1986
• Disability Discrimination Act 

1992
• Racial Discrimination Act 1975
• Sex Discrimination Act 1984
• Fair Work Act 2009
• Privacy Act 1988

Government 
Legislation 

In the event a student notifies the 
College in writing within the 10-
day cooling off period that they 
do not wish to continue with their 
enrolment, they will be entitled 
to a full refund of the tuition fees 
paid and their enrolment will be 
cancelled.

If a learner cancels their enrolment 
more than 28 days prior to the 
course commencement date, 
they will be entitled to a full 
refund of the tuition fees paid less 
a $250 cancellation fee and their 
enrolment will be cancelled.

If a learner cancels their enrolment 
between 28 days and 14 days prior 
to the course commencement 
date, they will be entitled to a full 
refund of the tuition fees paid less 
a $500 cancellation fee and their 
enrolment will be cancelled.

If a learner cancels their 
enrolment 14 days or less prior 
to the course commencement 
date, they will not be entitled to a 
refund of the tuition fees paid and 
their enrolment will be cancelled.

There will be no refund of tuition 
fees paid if a learner cancels their 

Refund Policy
enrolment after the commencement of the 
course. 

In the event we are unable to provide services 
for which a student has prepaid, the student 
will:

• Be placed into an equivalent course such 
that
• The new location is suitable to the 

student; and
• The student receives the full services for 

which they have prepaid at no additional 
cost to the learner; or

• Be paid a refund of any prepaid fees for 
services yet to be delivered above the 
threshold prepaid fee amount ($1,500.00).

A refund will not be provided: 

• In any circumstances where the student has 
supplied fraudulent, forged or deliberately 
misleading documentation; 

• Where the student has had their enrolment 
terminated due to either academic or 
behavioral misconduct; or

• If a request for a refund is submitted after 
the student has had their enrolment 
terminated due to non-payment of course 
fees.

The College offers a 10-day cooling 
off period that commences at 
the time the learner returns a 
signed Acceptance Agreement 
indicating their understanding 
and acceptance of the College 
terms and conditions and makes 

Cooling  
off Periods

the first payment for the course tuition fees 
as outlined in the Offer Letter.

The ten (10) day cooling off period is 
calculated using calendar days, so 
weekends are included and ends at 11.59pm 
on the final day.
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FEDERAL LEGISLATION – HEALTH AND 
SAFETY 

• Work Health and Safety Act 2011

COPYRIGHT LEGISLATION

• The Copyright Act 1968

UNIQUE STUDENT IDENTIFIER 
LEGISLATION AND REGULATION

• Student Identifiers Act 2014
• Student Identifiers Regulation 2014

VOCATIONAL EDUCATION AND TRAINING 
LEGISLATION

• National Vocational Education and 
Training Regulator Act 2011

• Standards for Registered Training 
Organisations (RTOs) 2015

ESOS LEGISLATIVE FRAMEWORK

• Education Services for Overseas Students 
Act 2000 (ESOS Act)

• The National Code of Practice for 
Providers of Education and Training to 
Overseas Students 2018 (from 1 January 
2018)

• Education Services for Overseas Students 
Regulations 2019

NATIONAL REGULATOR GUIDELINES

• ASQA General Directions

AUSTRALIAN QUALIFICATIONS 
FRAMEWORK GUIDELINES

• Australian Qualifications Framework, 
Second Edition, January 2013 

STATE AND TERRITORY LEGISLATION AND 
GUIDELINES – EQUAL OPPORTUNITY AND 
ANTI-DISCRIMINATION

• Australian Capital Territory – 
Discrimination Act 1991

• New South Wales – Anti-Discrimination 
Act 1977

• Northern Territory – Anti-Discrimination 
Act 1996

• Queensland – Anti-Discrimination Act 
1991

• South Australia – Equal Opportunity Act 
1984

• Tasmania – Anti-Discrimination Act 1998
• Victoria – Equal Opportunity Act 2010
• Western Australia – Equal Opportunity 

Act 1984

STATE AND TERRITORY LEGISLATION AND 
GUIDELINES – HEALTH AND SAFETY

• Australian Capital Territory – Work Health 
and Safety Act 2011

• New South Wales – Work Health and 
Safety Act 2011

• Northern Territory – Work Health and 
Safety (National Uniform Legislation) Act 
2011

• Queensland – Work Health and Safety Act 
2011

• South Australia – Work Health and Safety 
Act 2012

• Tasmania – Work Health and Safety Act 
2012

• Victoria – Occupational Health and Safety 
Act 2004

• Western Australia – Occupational Safety 
and Health Act 1984 

Complaints  
and Appeals
We are committed to maintaining an 
effective, timely, fair and equitable 
complaints and appeals handling 
system that is easily accessible.

We do this by: 

• Having a culture that views 
complaints as an opportunity to 
improve our processes

• Having a complaints handling 
system that is client focused 

• Ensuring that complaints are 
resolved promptly, objectively, 
with sensitivity and in complete 
confidentiality 

• Ensuring that the views of each 
complainant and respondent are 
respected and that any party to 
a complaint is not discriminated 
against nor victimized. 

• Ensuring there is a consistent 
response to complaints. 

A complaint can be about any 
aspect of our business. This includes 
academic and non-academic matters 

Resolving 
Complaints
In the first instance, students are 
always encouraged, wherever 
possible, to resolve concerns or 
difficulties informally with the 
person(s) concerned.

Staff members are available to 
assist the resolution of issues at 
this level.

You may also raise an informal 
complaint (grievance) by 
contacting your trainer and 
assessor directly.

If a complaint, concern or difficulty 
cannot be resolved informally, 
the appropriate next steps are 
described in our Complaints and 
Appeals Policy and Procedure, 
available on the policies page of 
our website. A student’s enrolment 
status remains unaffected while 
the process of trying to resolve 
any complaints are under way.

We’ve Got
Your Back
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Information provided is current as at 
the date listed, and may be subject to 
change. Date: 24.10.2019

+61 2 9019 3377
admissions@laneway.edu.au

Level 7, 118 Queen Street 
Melbourne VIC 3000

RTO: 41504
CRICOS: 03597G
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