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WELCOME
Welcome to GOTAFE.
You have made an excellent choice to study at
GOTAFE. We are committed to providing you with
world-class education and training opportunities.
We are here to help you achieve your goals.
We encourage you to take advantage of the
educational facilities and the support services that
are available to assist you with your study.
The purpose of the Student Handbook is to
provide you with a guide to finding information
and support that you might need during your time
studying with us at GOTAFE.

ACKNOWLEDGEMENT
We acknowledge the Traditional Owners of the
land on which our GOTAFE campuses operate. We
pay our respects to their Elders, past and present.
We also acknowledge and pay our respects to the
many Aboriginal people who have a connection to
country outside of our regions.
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CAMPUSES
Shepparton Campus

Fryers Street, Shepparton
Located in the heart of Shepparton, the Fryers
Street Campus is the administrative hub of
the Institute. The campus also boasts world
class facilities that reflect real life situations for
students including a Day Spa & Hair Salon, Library,
Commercial Kitchen, Bakery and Restaurant, plus
Automotive and Engineering workshops.

William Orr Campus

Wanganui Road, Shepparton
William Orr Campus is a 120 hectare property on
the outskirts of Shepparton. The Campus is named
after William Orr, an early owner of the property
and features his former homestead, constructed
in 1896 and still in use. It is the site for Agriculture,
Horticulture, Building, Plumbing and Dairy programs.

Benalla Campus

Samaria Road, Benalla
The Benalla Campus is a modern building with
excellent facilities including Computer Labs,
Commercial Kitchen and Clinical Skills Laboratories
with patient simulation for our Health students.

Seymour Campus

Wallis Street, Seymour
Seymour Campus is located in the heart of
Seymour and is easily accessed via regular train
and bus services. Students benefit from a modern
environment with access to the latest technology
and enjoy a friendly and welcoming atmosphere.
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Wangaratta Regional
Study Centre
Tone Road, Wangaratta

The Wangaratta Regional Study Centre is a world
class facility developed in partnership with Charles
Sturt University (CSU). This facility caters to the
needs of the Animal Science, Agriculture, Equine,
Horticulture and Viticulture Industries.

Wangaratta Campus

Docker Street, Wangaratta
Wangaratta’s Docker Street Campus is the hub of
training in the North East region.
It houses a training restaurant and offers students
a friendly, relaxed study atmosphere with a central
area for students including Cafeteria and Library.

Werribee Campus

3 Research Close, Werribee
The Werribee Campus offers the latest in food
processing facilities. Student accommodation
support the ability for students to learn onsite.
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GETTING STARTED
WHERE CAN I FIND INFORMATION?

WIRELESS INTERNET

In addition to this Handbook, there are many
ways to find information at GOTAFE. Your Course
Coordinator, Trainers and campus customer service
staff will be able to answer many of your questions.

Wireless internet access is available to students
at all GOTAFE campuses. Connectivity is available
in various locations around the campuses, within
buildings and some outside areas.

You will also find a wealth of information on the
GOTAFE website www.gotafe.vic.edu.au.

To find out more refer to http://www.gotafe.
vic.edu.au/campus-life/wifi/. This will provide
instructions on accessing Wireless Internet via your
personal electronic device.

STUDY GUIDE
For detailed information about studying, managing
your time, graded assessment, preparing written
and oral assignments, correct referencing, notetaking and exam preparation, please refer to the
companion to this Handbook – the GOTAFE Study
Guide which is available in the Induction Moodle
shells as well as on the GOTAFE public website.

GOTAFE is committed to environmental sustainability,
including the reduction of waste going to landfill.
Recycling bins are located around campuses for cans,
bottles, paper and cardboard. Recycling bins have a
yellow lid for easy identification.

ORIENTATION

IDENTIFICATION CARDS

At the beginning of your course, your Trainer will
arrange for Administration and Student Welfare
Unit staff to speak to your class on what services
are available to you.

Your student ID provides proof of your enrolment.
It allows you to borrow books from the library
and for travel concession applications and student
discounts. The student ID card is required for
printing from photocopiers and printers. Student
ID cards have an expected end date for your
enrolment, once you have officially finished your
course access to the GOTAFE system will be disabled.

UNIQUE STUDENT IDENTIFIER (USI)
Every student is required to have a USI. It will
provide you with access to your training records
and results. To apply for your USI go to www.usi.
gov.au make sure you have some identification
handy. Once you have your USI make sure you
provide it to us via any enrolment centre at any
campus or email: enquiry@gotafe.vic.edu.au
detailing your name, address, the course you are
enrolled in and your USI number.

EMAIL
GOTAFE students enrolled into an accredited
course have access to a free Outlook email
account. To set up your account refer to the Course
Handbook for Learners.

CHANGES IN PERSONAL DETAILS
You are responsible for keeping your enrolment
record up to date. Please update any changes such
as address, phone number or name change at your
Campus Enrolment Centre.
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RECYCLING

PHOTOCOPYING AND PRINTING
Photocopying and printing facilities are available at
all campuses using your student card. Machines for
loading money for printing are located within the
Fryers Street Campus Library, or near reception at
other campus locations.
Any device in a shared space is accessible to
students for printing and photocopying. All
photocopying and/or printing must comply with
copyright legislation as detailed in the GOTAFE
Copyright Procedure.

POLICIES
Please refer to the GOTAFE website www.gotafe.vic.
edu.au for policies and procedures
• See GOTAFE Policies and Forms
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FACILITIES
GOTAFE SALON

LOST PROPERTY

Located in Shepparton, Wangaratta and Seymour,
our fully equipped, state of the art hair salons are
open to the public throughout the year. So come in
and indulge while supporting your local TAFE.

If you find or lose an item contact Reception with
the details.

See salon pricelist go to www.gotafe.vic.edu.au/
campus-life/salons/

GOTAFE students have access to computers and a
number of online facilities to assist with study. Access
to computer facilities are available via: Wangaratta
campus, Shepparton campus library, Seymour campus
foyer, and the Benalla campus Resource Room.

To make an appointment please contact 1300
GOTAFE (468 233) or email salon@gotafe.vic.edu.au

GOTAFE RESTAURANTS
Enjoy a culinary experience while supporting your
local TAFE and students. Located in Shepparton,
Wangaratta and Seymour, our fully licenced Training
Restaurants are open to the public for lunch and
dinner at selected times throughout the year.
Student Chefs and Waiters work under Hospitality
staff supervision to provide great service and an
innovative menu of food and beverages, all at
affordable prices.
Go to www.gotafe.vic.edu.au/campus-life/
restaurants/ for Restaurant dates and opening hours.

STUDENT LOUNGE
Located at each campus you will find a student
lounge. A place to study or relax during your
classes. The student lounge has utilities such as
microwaves, hot water and drinking water for
student use.

LIFTS
Lifts are provided in the Cowley and Vibert
buildings at Fryers Street Campus, Shepparton
and Building E, Automotive and Flexible Learning
Centre in Docker Street, Wangaratta for students
who are unable to use the stairs e.g. students with
disabilities, parents with pushers, etc.

LOCKERS
A limited number of lockers are available at each
Campus. These lockers are provided as a storage
area only. All items stored are the responsibility of
the owner. We strongly recommend that you do not
leave valuables or money in the lockers. A padlock
is required and all lockers need to be emptied by
December 22.
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COMPUTERS & ONLINE FACILITIES

Computer laboratories are located at Wangaratta,
Shepparton, Benalla, Seymour, Werribee, Wangaratta
Regional Study Centre Campus and William Orr.

PARKING
Limited parking is available at Campus sites at Docker
Street, Wangaratta and Fryers Street, Shepparton.
At Fryers Street - Shepparton it is suggested to park
free near Deakin Reserve in Nixon Street or the
Stewart Street car park behind the GV Hotel.
Day parking is available in Docker Street, Cusack Street,
Norton Street and Mackay Street in Wangaratta.
Parking notices and time limits on GOTAFE grounds
and adjoining streets should be strictly observed.
Car parking at the Benalla, Seymour
and William Orr Campuses is freely available.
At all sites, vehicles are parked at own risk.

SMOKING AREAS
GOTAFE campuses uphold a smoke free policy in
order to provide and maintain so far as practicable, an
environment that is safe and without risks to health
to both students and staff. Smoking is not permitted
in GOTAFE buildings, vehicles or on campus grounds.
Designated smoking areas are located at the perimeter
of each campus with butt receptacles provided.

CAFES / VENDING MACHINES
Snacks and drinks are available at most Campuses, via
canteens, vending machines or nearby shops.
Docker Street Wangaratta Campus students are
encouraged to make use of the cafeteria on campus.
Fryers Street Shepparton Campus students are
encouraged to make use of the cafe located at
Latrobe University.

LIBRARY

BOOKSHOP

Library Services are available at all campuses. Services
and hours vary from Campus to Campus. To check
opening and closing times as well as access to the
online portal visit: www.gotafe.vic.edu.au/library and
follow link.

A bookshop service operates from the Shepparton
Campus. All books and nursing and hairdressing
equipment are available.
Orders for materials can be placed with the
Shepparton Campus via phone, fax or email.
The bookshop provides a service to all GOTAFE
locations and items can be sent via courier to Benalla,
Seymour and Wangaratta for pick up at no extra
charge. Items sent to home address or other campus
locations will incur a postage charge.

Fryers Street

McLean Building,
1st Floor Fryers Street, Shepparton, 3630.
Phone: (03) 5833 2644
Email: infoaccess@gotafe.vic.edu.au
Wangaratta Campus

Wangaratta Library
21 Docker Street, Wangaratta, 3677
Phone: (03) 57212 366
Email: library@wangaratta.vic.edu.au
Seymour Campus

Library access by arrangement with Trainer.
William Orr Campus

Library access by arrangement with Trainer.
Borrowing Conditions

Borrowing rights will be withdrawn if borrowing
conditions are not adhered to.
Equipment

Various items of equipment are available for loan.
This needs to be organised via your trainer or the
Disability Liaison Officer.
Online Resources

View the list of online resources available via www.
gotafe.vic.edu.au/library ‘Library Catalogue - Online
Resources’ button.

HUNGRY MINDS BOOKSHOP

Shepparton Campus
Located at Reception Desk,
Ground Floor McLean Building,
Fryers Street Campus
Phone (03) 5833 2501
Fax (03) 5833 2551
HOURS OF OPENING

Monday to Friday 8:30am - 4:45pm
Closed public holidays and weekends.
For further bookshop information, please check
http://www.gotafe.vic.edu.au/campus-life/library/
hungry-minds-bookshop/

If you have trouble accessing online resources then
contact the Shepparton Campus Library and we will
assist with login details and guides.
Reciprocal Borrowing Through CAVAL

The Co-operative Action by Victorian Academic
Libraries (CAVAL) Reciprocal Borrowing Program is a
scheme whereby staff and students of participating
libraries are able to borrow material from other
participating Victorian libraries. Please contact the
Shepparton Campus Library to organise a CAVAL card
to be sent to you.
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SUPPORT SERVICES
GOTAFE provides a number of services to assist you
throughout your educational journey. From the very
first thought of taking on study as a career pathway
into your dream job, or may be a career change,
promotion or advancement. For assistance with
career research, guidance with your resume, finding
help with paying education expenses or getting help
with issues which are stopping you from studying;
we have the support and services you need.

AVAILABILITY

COUNSELLING

If you are not able to access a Counsellor
immediately or need counselling advice after
hours, you can contact Lifeline on 13 11 14 (24 hrs
a day, 7 days per week).

Sometimes life can be difficult and nothing seems
to be working out. It can feel even worse when we
don’t have anyone to talk to about our problems.
Counselling is the process of guiding you during a
stage of life when reassessments or decisions have
to be made about yourself and your life course. We
are not experts in your life, but we can help you
explore and open up other possibilities to do things
differently or look at alternatives or other options.
WHAT TYPES OF PROBLEMS CAN
COUNSELLORS HELP WITH?

Counsellors can help you with a wide range of
problems and issues. If the Counsellor cannot help
you, then they will refer you to another service that
can help.
Counsellors are available to talk to you about:
• Personal or family issues
• Relationship issues
• Grief and loss issues
• Work related issues
• Student or study related issues
• Time management and goal setting
• Mental health issues such as depression and anxiety
• Promotion of Health and Wellbeing
• Other issues or general concerns
Counselling is a free and confidential service for
GOTAFE students. If things are not going the way you
would like, why not see one of our Counsellors?
The Counsellor can help you find options of your
choice and empower you to solve your own
problems. Talking to a Counsellor is not a sign of
weakness it means taking a positive step toward
coping with whatever is troubling you.

Counsellors aim to be available on campus, or
by phone, if they are unable to see or talk to you
immediately, please leave a message and they
will get back to you at the next available time. You
also have access to E-Counselling within Moodle,
where you can send a confidential message and a
Counsellor will respond within the next available or
same business day.

CONFIDENTIALITY

Whatever you say to the staff in the Student
Welfare Unit remains confidential, unless
you or somebody else is in danger, then your
confidentiality may be broken. You will be
informed and empowered around any breach of
confidentiality under our duty of care.
If you are referred onto another service, or have
been seeing another health professional and you
want information to be given or received, then you
must provide written permission for either party
before any information exchange.
We may also ask for personal information where
we think we can offer you extra assistance, such
as “Do you have a disability?” We respect this
personal information and keep it safe in line with
state and national privacy and storage safety
regulations. We DO NOT hand this information
onto marketing companies. We have obligations to
maintain the individual’s privacy in accordance with
the Information Privacy Act 2000 and the Privacy
and Data Protection Act 2014.

E-COUNSELLING
To meet the support needs of students who
aren’t studying on a GOTAFE campus or live near
a campus with counselling staff, GOTAFE has
E-Counselling in place to provide support and
assistance. No matter where you are or what
time of the day/night, you can leave a message
for the E-Counsellor. E-Counselling is run through
the Moodle program and is easily accessible to all
GOTAFE students.
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THINKING OF DROPPING OUT?
DROP IN AND TALK TO ONE OF OUR
COUNSELLORS!
At GOTAFE, we understand that you will have many
differing and varying levels of commitment whilst
studying; from family and work, to financial and
community commitments. The added commitment
of study will often contribute to extra work loads
in your already busy lives. Often the goals we set
go to plan without any disruptions, however things
may come up that disrupt even the greatest of well
thought out plans.
Our Student Welfare Unit provides you with
a number of flexible, reliable, caring and kind
support that are confidential, private and free, to
support you while you weather life’s unexpected
storms to assist you to complete your goals.

ACCESS & EQUALITY
Access to education and training must be equal
for all participants. Services should be available to
everyone who is entitled to them and should be
free from any form of discrimination, irrespective
of a person’s country of birth, language, culture,
race or religion, gender, sexuality or social status.
GOTAFE has numerous policies and procedures
developed and delivered on the basis of fair
treatment of students, staff and visitors.
Where literacy language & numeracy (LLN) levels
are identified as being lower than the specified
requirements for the qualification or course level,
GOTAFE will provide advice and information about
alternative program choices or course pathways on
where you can obtain assistance.

ADDITIONAL SUPPORT SERVICES
GOTAFE provides support for students in a variety
of ways. Further support is provided by the Student
Welfare Unit through our:
•
•
•
•
•
•
•

Disability Liaison Officers
Individualised support for Youth Engagement
Retention Engagement Officers
Career Services Officers
Disability Support Workers
E-Counselling
Studiosity

Feel free to check out how we can assist you. To
make an appointment call 1300 GOTAFE (1300
468 233) or drop into the Student Welfare offices
located at the four main campuses.
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WELFARE & RETENTION
Staying focused on important goals such as your
education can be difficult. Life can be stressful at
the best of times, juggling families, finances and
work commitments and taking on a study load can
make being a student tough. When we become
overly stressed it’s a natural response of humans to
protect ourselves from the things that are causing
the overwhelming stress and as a result it’s often
study that suffers.
We understand your position as we have often been
in a similar position ourselves throughout our own
study while managing family and home life. Our
Welfare & Retention Officers can guide and support
you through a range of barriers that may come up
while you study. Welfare & Retention support is
available to you at each campus via appointment.

DISABILITY SUPPORT
GOTAFE provides Disability Liaison Officers (DLO)
with Disability Support Staff (DSS) employed to
provide students with disabilities the necessary
support they need to access GOTAFE courses. When
applying for courses, you are advised to contact the
DLO to discuss your needs, which may include:
• Assistance with your course application and
enrolment
• Participation assistant
• Ergonomic chairs
• Note-taker
• Auslan sign interpreters for the deaf and hard of
hearing
• Orientation to campus facilities
• Classroom support and tutorial assistance
• Adaptive technology, e.g. voice activated
computer programs, JAWS for the blind and
visually impaired, ergonomic keyboards/chairs etc.

STUDIOSITY
As soon as you get stuck on a question or don’t know
where to start, you can get help from a live, friendly
online tutor with subjects like English, referencing,
research, accounting, statistics and more.
Upload your final draft to Studiosity 24/7, and
you’ll get it back in less than 24 hours with tons of
feedback to make it even better.
Studiosity is a free service to all enrolled GOTAFE
students if you would like further information on
this comprehensive support service please either
talk with your Trainer or one of our Student Services
staff or please call 1300 GOTAFE (1300 468 233).

D

T
F
A
R
15

ADDITIONAL SERVICES
SKILLS AND JOB CENTRES
(GOTAFE CAREERS HUB)
If you are looking to train or reskill, the Skills and
Jobs Centre offers you expert advice on training and
employment opportunities.
Funded by the Victorian Government, these walk-in
centres offer a range of support services for individuals
and businesses tailored to meet the needs of local
communities and local industries.
Though the individual centres are locally focused,
they are connected, meaning your local Skills and Jobs
Centre can link you into the training provider that best
suits your particular training needs.
Skills and Jobs Centres work with individuals, industry,
business and community to provide new, and
strengthened, links to TAFE. Why not contact your
local Skills and Jobs Centre’s Relationships Manager to
discuss what we can offer you?
Shepparton
Corio St,
Shepparton

Wangaratta
Docker St
Wangaratta

Benalla
Samaria Rd
Benalla

Seymour
Wallis St
Seymour

CAREER VOYAGE

The Career Voyage software, used by a trained
Career Voyage Adviser, takes you through four
steps to identify suitable career paths.
The program analyses your attributes and
preferences and matches these to suitable jobs,
based on your likes and dislikes. Undertaking the
Career Voyage program can reinforce your existing
career ideas, provide backup options and can
suggest job options you have not thought of.
Career Voyage is a Web based program which
may allow for distance learners to undertake this
program. To check your eligibility please contact a
career advisor nearest you on the below number.
For further information or to make an appointment
with a Career Advisor please call 1300 GOTAFE
(1300 468 233).
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CAREERS GUIDANCE

All enrolled students or potential students of
GOTAFE across all campuses are eligible for free
careers guidance by qualified GOTAFE Career
services staff.
Careers counselling can help with:
• Career planning and decision making
• Course choice, course changes and options for
further study
• Preparation for the job market
(job search strategies, preparation for
interviews, resume and cover letter assistance)
• Applications for further study at university.

STUDENT FOCUS GROUP

Student Focus Groups provide students with
the opportunity to put across their ideas and
suggestions to enhance the overall student
experience. Keep your eyes out for the posters
promoting the next up-coming meeting.

MULTICULTURAL EDUCATION CENTRE
The Multicultural Education Centre is based at the
Fryers Street, Shepparton Campus.
The Centre aims to assist people of a culturally
and linguistically diverse background (CALD) with
settlement, language and training programs for the
purpose of enhancing employment prospects.
The Centre is the major provider of Adult Migrant
English Program (AMEP) and Skills for Education
and Employment (SEE) program across regional
Victoria. Interpreter assistance is also available
from the Multicultural Education Centre.

KOORIE EDUCATION UNIT
The Centre for Koorie Education Unit is recognised
as a provider of quality vocational education and
training to Indigenous Australians.
GOTAFE has a dedicated Koorie Education Unit
based at the Fryers Street Shepparton Campus and
provide student support for all Indigenous students
enrolled across all campuses of GOTAFE.
The Koorie Education Unit operates in a relaxed
atmosphere, encouraging renewed self-esteem
and confidence in the learning process as well
as motivating pride in heritage and culture,
whilst preparing students to take advantage of
work opportunities.
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FINANCIAL
FEES

FINANCIAL HARDSHIP

Details of fees are outlined on the GOTAFE website
and application of those fees are detailed in
the Fees & Charges brochure that was supplied
to you in your Student Enrolment Pack. If you
require another brochure please collect from the
Enrolment Centre at any Campus. Make sure you
read it carefully. Prior to enrolment you will receive
an ‘Indicative statement of fees” which will give
you an approximate quote of what you could be
charged for your course.

Fees are payable in full at the time of enrolment.
Students who cannot pay their fees because of
financial hardship should contact Welfare Retention
Officers prior to enrolment, or if financial hardship
hits while you are studying please refer to Student
Welfare Unit staff members. There may be Fee
Deferral options for those with genuine hardship.

DEBTS TO GOTAFE
Any outstanding debt, payable to GOTAFE will
render your academic record “suspended”. This
means that NO results or certificates will be
released and no computer or library access will be
available until all debts have been paid.

REFUND
If you withdraw from a course, you might be
entitled to a refund, but this depends on the
course and how soon after the course start date
you apply in writing to withdraw.
You will find information about Fees and Charges
on the GOTAFE public website under the Courses
menu.
To find out whether you qualify for a refund,
please refer to the current Fees and Charges
brochure, which you should have received prior to
enrolment. You can download the brochure from
the GOTAFE website.
The enrolment centre at each campus can also
provide a printed copy if you need one.

VET FEE HELP/ VET STUDENT LOANS
VET Student Loans from the Commonwealth
government are available for approved Diploma
and Advanced Diploma courses - go to http://www.
gotafe.vic.edu.au/study-areas/vet-fee-help/ for
further information.

FINANCIAL ADVICE
Financial advice is available through the
Community Health Service. See Youth and Student
Welfare Officer for contact information.
18

SCH0LARSHIPS
At GOTAFE we understand that there is a lot
involved in choosing study. Sometimes financial
hardship can be a barrier to achieving your study
goals. That’s where GOTAFE is here to help.
GOTAFE have a number of scholarships that are
available across various learning areas and study
departments. These scholarships can provide
a waiver or a reduction of tuition fee, student
services, IT fees and may include other related
educational expenses.
Who can apply?
You must be an Australian Citizen, Permanent
Resident of holder of a Permanent Humanitarian
Visa (PHV) who’s facing financial hardship. If you’re
under the age of 18, you’ll need to obtain parental/
guardian consent before submitting a scholarship
application. Each scholarship and grant may have
differing selection criteria. Go to http://www.gotafe.
vic.edu.au/campus-life/scholarships/ to see avaliable
scholarships and full terms and conditions.

ADVICE ON WAGES
For advice on wages and conditions of employment
including information on federal awards, agreements
and industry sectors contact 131 394
(local call fee applies) or go to www.fairwork.gov.au

CENTRELINK
Centrelink delivers Government payments to
eligible students to provide support to people who
are studying, training or undertaking an Australian
Apprenticeship. Income support payments like
ABSTUDY, Austudy and Youth Allowance provide
financial support while you study. Eligible Payments
while you are studying or training may include:

YOUTH ALLOWANCE (STUDENT)

EDUCATION ENTRY PAYMENT

Youth Allowance provides financial help for young
people who are studying full-time, undertaking
a full-time Australian Apprenticeship, training,
looking for work or who are unwell. Eligibility for
Youth Allowance is based on many things and
takes into account: your age and whether you are
doing an approved course or activity, if you are
dependent or independent, income and assets,
and residence requirements.

Available to people receiving specific incomesupport payments, to help with the cost of study.

FARES ALLOWANCE

Child Care Benefit helps cover the cost of approved
child care, including long day care, family day care,
occasional day care, and before and after-school
care. The Child Care Rebate is paid in addition
to the Child Care Benefit and covers some outof-pocket child care expenses for those who are
working, training or studying. Jobs, Education and
Training (JET) Child Care fee assistance provides
extra help with the cost of approved child care for
eligible parents who are looking for work, studying,
training or undertaking rehabilitation to enter or
re-enter the workforce.

If you are a student and you live away from home in
order to study, Fares Allowance helps you cover the
cost of travelling between your permanent home and
the place where you are studying.
The assistance for Isolated Children Scheme helps
parents and carers who live in rural and remote areas
with the extra costs of educating their children.
AUSTUDY PAYMENT

Austudy provides financial help to full-time students
and Australian Apprentices aged 25 or more.
ABSTUDY PAYMENT

For Indigenous students to help with study costs.
Provides help with costs for Aboriginal and Torres
Strait Islander Australians who are studying or
undertaking an Australian Apprenticeship.

To view eligibility guidelines please visit
https://www.humanservices.gov.au/customer/
services/centrelink/education-entry-payment
https://www.humanservices.gov.au/customer/
services/centrelink/international-services
PAYMENTS FOR CHILD CARE COSTS

To find out more contact your nearest Centrelink
office. You can visit one of their service centres, call
132 490 or visit humanservices.gov.au
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ONLINE SERVICE STANDARDS
GOTAFE offers a range of courses that are delivered
as a blend of classes and online learning. GOTAFE
is committed to providing a quality learning
experience for students studying online. These
online service standards explain our commitment
to students in key areas.

TRAINERS/ASSESSORS

Will be available for queries about learning and
assessment by phone and email for the duration
of the course/unit. Your Course Coordinator and
Trainer will advise you of their contact details and
best times and days for contact.
Will reply to queries within three (3) working
days, and assessment tasks will be returned with
feedback within ten (10) working days.

ADMINISTRATIVE SUPPORT

Will be available for queries by phone (1300 468 233)
and email Monday to Thursday between 8.00am and
6.00pm, and Fridays between 8.00am and 5.00pm.
Will reply to email queries within 24 hours.

SUPPORT SERVICES
Student welfare and counselling services are
available by appointment between 9:00am and
5:00pm Monday to Friday on campus or by telephone
(1300 468 233). GOTAFE will work with local providers
for distance learners where appropriate.
Online tutoring services are available through
Studiosity, accessed via Moodle, with live tutoring
support available from 3pm to 12pm Sunday to Friday.

LIBRARY SERVICES
Centralised online support for library services is
available between 8:30am and 5:00pm Monday to
Friday, at the Shepparton Fryers Street Campus.
Responses will be provided to library questions
at point of contact, or via reply to contact details
provided within 24 hours Monday to Friday.
The online library is available anytime at gotafe.vic.
edu.au/library or http://swft.gtlu.ent.sirsidynix.net.au

LEARNING MANAGEMENT SYSTEMS
(LMS) SUPPORT
eSupport student guides and video instructions
are provided for Moodle LMS. Students learning
through Webtrain LMS can lodge support requests
within Webtrain. Your Trainer can provide support,
and also seek technical and digital learning
assistance on your behalf.
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HARDWARE AND SOFTWARE
REQUIREMENTS
GOTAFE uses learning management systems
(LMS) for online course delivery and provides a
comprehensive suite of eLearning Technologies to
support teaching and learning. These technologies
are browser based, and available anywhere
anytime via the internet, both on and off campus.
Some courses also use eBooks, ePortfolio, Polycom
videoconferencing, Zoom (live classroom), Skype,
and secure social media platforms.
The following are the minimum information
technology requirements to enable optimal access
to the LMS:

IT SUPPORT FOR TECHNICAL QUERIES
Will be available for queries by email
onlinesupport@gotafe.vic.edu.au Monday to Friday.
Will reply to queries within 2 working days.
Instructions and guides for printing, photocopying,
student email, Office 365 are provided during
student induction and online. Instructions for wifi
and BYOD, including laptops (windows and mac),
tablets and smart phones (android and iOS) are
available on the GOTAFE website. Instructions and
video guides for accessing, navigating and using
Moodle online virtual campus are provided at
student induction and online.

HARDWARE RECOMMENDATIONS
As GOTAFE’s eLearning Technologies are all accessible
through a browser, they require minimal hardware.
You will need access to the internet and a Personal
Computer (PC) or laptop, tablet PC or smart device
with the ability to view and hear video-recordings.
The recommended operating system requirements
depend upon your computer or device, for example:
1.4 GHZ processor and 2GB RAM.
Some courses may require you to create and
upload photographs or videos, so you will need a
digital camera or device. Some courses may require
you to participate in webinars so you will need a
webcam and headset with microphone.

INTERNET CONNECTION SPEED

Use a broadband connection (256Kbit/sec or faster,
however 1.2Mb/sec is recommended for optimal
viewing of Zoom webinar presentations) through USB
wireless modem, ADSL T1/T2, fibre optic or cable.
Dial up internet is not recommended as the quality of
your learning experience may not be optimal

MINIMUM SOFTWARE
RECOMMENDATIONS
Browsers

We recommend the latest version of your preferred
browser, although the online learning materials
can be accessed through most browser versions.
Recommendations are:
• Google Chrome 30.0+
• Mozilla Firefox 25.0+
• Apple Safari 6+
• Microsoft Internet Explorer 9+ / Microsoft Edge
(for Windows 10)
Recommended browser settings:
• JavaScript enabled
• Cookies enabled
• Popups enabled
Plugins

•

Adobe PDF reader

In addition, some Units/Courses may require:
• Microsoft Office suite (Word, Powerpoint,
Excel)
• Zoom application (Mobile or Desktop)
• Polycom application (Mobile or desktop) for
videoconference classes
• Skype application
• Flash browser plugin
• Moodle mobile application
• Mahara mobile application

LEARNING MATERIALS

GOTAFE ensures that learning materials used
in online training complement other delivery
materials to cover all aspects of the units of
competency. The online learning materials are
interactive and are presented in a variety of
formats, for example:
• Guided content through eBooks and eLessons
• Graphics, video and audio
• Interaction through discussion forums and
webinars
• Interactive learning activities and quizzes.

Ongoing feedback will be provided as you study via:
• Email, telephone and direct interactions with
trainers/ assessors and/or in informal online
discussion forums or webinars
• In response to individual queries and tasks you
complete, and within 10 days of assessment
submissions.
We will contact students who have not logged on
or continued to participate in learning activities
after a period of two (2) months. If your course is
in the Moodle LMS, you can view the progress bar
to show your progress in the online components
of your course, and this allows trainers to quickly
identify potential students at risk, and to offer
proactive support.
Repeated unsuccessful attempts to contact
students who have ceased participating in learning
activities may result in withdrawal from the course.

MODE AND METHOD OF ASSESSMENT
A minimum of two forms of assessment will
be used for each unit of competency. Online
assignments include marking rubrics and grading
forms in combination with online annotation
of student work and feedback. Other forms of
assessment can include, but are not limited to:
•
•
•
•
•
•

Knowledge questions
Assignments
Case studies
Projects
Portfolios
Demonstration of practical skills.

Where students are asked to demonstrate
competency in practical skills, video or annotated
photographs may be used.

GOTAFE ensures online materials meet the
principles of Web Content Accessibility Guidelines
WCAG2.0, and offers text to audio software options

STUDENT ENGAGEMENT
GOTAFE aims to provide an online learning
experience that is engaging and interactive. We will
monitor your participation as you progress through
your course. Collaborative learning opportunities
will be provided so that you can interact with
peers, during campus classes and/or through
online discussion forums, chats and webinars.
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COURSE INFORMATION
WHAT HAPPENS WHEN YOU
COMPLETE YOUR COURSE?
When you have successfully completed your
course, you will receive a:
•
•
•

Statement of Results
Course Award
Course Evaluation Form.

STATEMENT OF RESULTS
You will be issued with a Statement of Results at
the end of the calendar year or early in January
of the following year. The Statement of Results
records the units that you have completed. It is not
a course award.
If you need a Statement of Results earlier, please
contact your Course Coordinator. There is a charge
for re-issue of Statements of Results, so please
keep them in a safe place.
PROGRESS REPORTS (IF RELEVANT)
The Course Coordinator is responsible for
forwarding progress reports to both trainees and
their employers, or to schools for VET programs, at
least four (4) times a year.

COURSE AWARD
When you have successfully completed all the units
required in your course, your Course Coordinator
can submit an Application for Course Award. The
Institute will then issue your Course Award.
Note:
Your Course Award will be withheld if you have:
• any overdue books from the library
• any unpaid outstanding fees.
Upon completion of your study, your Course
Coordinator will apply for your award on your behalf
which will be sent to you directly in the mail. For
details please talk to your teachers.
Students please note: If a Certificate has been
produced prior to your card’s expiry date (as displayed
under your name) your access to ALL information and
technology facilities will be cancelled.

COURSE EVALUATION FORM
You will be asked to complete a Course evaluation
form once you have completed your course.
This evaluation is an opportunity for you to contribute
to the continuous improvement of the course. Please
return the form to your Course Coordinator.
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WITHDRAWING FROM A COURSE
OR UNIT
If you are thinking about withdrawing from your
course or from a unit, talk to your Trainer or Course
Coordinator first. There might be other options to
withdrawing. If you do decide to withdraw from
a course or unit, your trainer can assist you to
complete and sign the Enrolment withdrawal or
cancellation form.
Note: You can get this from your Course Coordinator or
from Student Administration.
At the end of the school year, your Statement of Results
will include the units you have withdrawn from.

ENROLMENT EACH YEAR
Each year of your course, you will need to:
• complete and sign the Enrolment form
Note: If your training extends into the next calendar
year, you will need to fill in this form again for that year.

•

pay the tuition and materials fees at the
enrolment centre or at reception

Note: Payment can be by cash, cheque (payable to
‘Goulburn Ovens TAFE’) or credit card. Credit card
payment can be made over the phone on 1300 733 111
(nationally) or by filling in the details on the Enrolment
form 2017.

•

keep your receipt for taxation, withdrawals
and/or refund purposes.

Details of your enrolment will be entered in the
Institute’s system and you’ll be issued with a student
card for the current year. You will then be able to use
the computer facilities and the GOTAFE libraries.

ABSENCES
Students are expected to attend all classes and in
some areas, minimum attendance levels are set. Your
Trainers will let you know if this is the case. Centrelink
recipients may have payments reduced or stopped
if a student accumulates more than five (5) days of
unapproved absence in a term.

AWARDS/CERTIFICATES
Upon completion of your study, your Course
Coordinator will apply for your award on your behalf
which will be sent to you directly in the mail. For
details please talk to your trainer.
Students please note: If a Certificate has been
produced prior to your card’s expiry date (as displayed
under your name) your access to ALL information and
technology facilities will be cancelled.

APPRENTICESHIPS
APPRENTICESHIPS
To find out more about Apprenticeships contact an
Australian Apprenticeship Support Network Provider
in your area or go to www.australianapprenticeships.
gov.au/australian-apprentices

AUSTRALIAN APPRENTICESHIP
SUPPORT NETWORK
These centres have been established by the
Australian Government to provide support
for employers and apprentices throughout
the apprenticeship life cycle. See www.
australianapprenticeships.gov.au

DISABLED AUSTRALIAN APPRENTICE
WAGE SUBSIDY (DAAWS)
The Australian Government, in acknowledging the
contribution people with disability make to their
communities and workplaces, provides additional
support to Australian Apprentices with disability to
help them reach their full potential as skilled workers.
Australian Apprentices with disability and their
employers may be eligible to receive additional
assistance under the Australian Apprenticeships
Incentives Programme. A range of assistance is
available to support Australian Apprentices with
disability, including Disabled Australian Apprentice
Wage Support which is paid to employers, and
assistance for tutorial, interpreter and mentor
services for apprentices.
To enquire about your eligibility for DAAWS support
please contact your Australian Apprenticeship
Support Network (AASN), Teacher or contact the
Disability Liaison Officer within the Student Welfare
Unit who can point you in the right direction.

AUTHORISED OFFICERS
These monitor the compliance of employers for
apprentices and trainees. Services provided:
•
•

Assist TAFE Institutes in relation to
apprenticeships and trainees
Investigate disputes between apprentices/
trainees and employers

For further information go to the VRQA website
www.vrqa.vic.gov.au and request an enquiry directly.
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STUDY
In this section, to help you get the most out of your
study, you will find the following topics:
•
•
•
•
•
•

The Study Guide
Support
Study tips
A checklist for written assignments
Plagiarism (copying)
Referencing.

If you need to take notes from live or online talks
or lectures, or if you need to complete essays,
research assignments or oral presentations, a
detailed GOTAFE Study Guide is available on the
public website or from your Trainer. Download the
Study Guide from the public website for detailed
information on all of these topics and more.

YOUR APPROACH TO LEARNING
Use people around you as a resource to answer
questions, discuss ideas and provide relevant
examples. If your training course offers on-line
discussion groups, use them to establish contact
with other learners and to discuss issues and
problems. Constantly check what you are currently
learning against what you already know.
Use the following checklist to evaluate the
presentation of your written assessment.
•
•
•

•
•
•
•

Have you completed an Assessment cover
sheet [FLA-24]?
Is your writing neat and easy to read, or typed?
Have you set out your pages attractively,
using heading and subheading to help guide
the reader?
Have you checked your language and spelling?
Have you proofread your work to see that it
makes sense and is saying what you really mean?
Have you acknowledged the work of others by
using correct referencing?
Have you kept a copy of all your work?

LANGUAGE, LITERACY AND
NUMERACY (LL&N)
Contact the Learning Support Coordinator
(1300 GOTAFE) if you need study skills support.
Learning Support staff can help you with the
language, literacy and numeracy requirements of
your course.
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STUDY TIPS
To study effectively you need to consider:
• your study environment
• how you organise yourself
• your approach to learning.
STUDY ENVIRONMENT
Make sure that your study environment is:
• comfortable
• quiet
• well lit
• free of interruptions
• a pleasant place to be.
ORGANISE YOURSELF
Organise yourself by:
• setting goals and developing timelines to
monitor your progress
• setting yourself regular study times when you
are not tired
• breaking a large task into small manageable
chunks
• starting a task, if you have limited time. Don’t
procrastinate.
Organise your work by using:
• folders, files, a memory stick or CD’s to store
your work
• assessment marking guides monitor your own
progress.

LEARNING SUPPORT
Do you have difficulties completing course
requirements? Assistance with reading, writing
or mathematical tasks may help you to overcome
these difficulties. Learning Support at GOTAFE is a
strategy designed to assist students to maximise
their learning and successfully complete training.
Support is offered in a range of modes including:
•
•
•
•
•

One to one support
Classroom based support
Drop in centre
Focus groups - e.g. report writing,
mathematical calculations
Essay writing

Learning Support is not limited to students with very
low level skills, but is available to all students who
wish to improve language, literacy or numeracy skills
in order to meet the requirements of their course.

PLAGIARISM (COPYING)

SKILLS RECOGNITION

If you use ideas from another person, you
must acknowledge their work. Copying the
work of others without referencing the owner
is cheating; it is called plagiarism, and it is a
serious point of misconduct.

Have you ever worked in a job or several different
jobs in an industry, but have nothing to show for it
other than a few lines on your CV?
During the course selection process, you should
have been asked questions about previous studies,
work and life experience to establish whether you
should apply for Skills Recognition.

For academic purposes it is required that you
reference any ideas taken from another person
(using APA Referencing).
If submitted work shows any signs of copying
someone else’s work without acknowledgement,
this will be seen as plagiarism.
You will be:
1. Given a first and final warning
2. Offered tutoring by your trainer on what
plagiarism is and how to avoid it
3. Asked to resubmit your work.
If the resubmission or further work contains
evidence of plagiarism, you will:
1. Be required to enter into a Student Conduct
Resolution Contract
2. Be given an NC result for that unit
3. Have to re-enrol in the unit.
Any subsequent cases of plagiarism will result
in you being suspended from the course for a
semester, a year or completely.
Appendix 5 – Guidelines for Students and Parents/
Guardians on GOTAFE’s Expectations of Behaviour
Student Code of Conduct Procedure [E6-P27].
To make sure you are not plagiarising someone
else’s work, make sure you use correct referencing.

APA REFERENCING
GOTAFE recommends the APA (American
Psychological Association) referencing system.
Refer to the Study Guide - Appendix 1 – GOTAFE
APA Referencing Guide - for more information
about referencing and the complete GOTAFE APA
Referencing Guide.

WHAT IS IT?
Skills Recognition is the process of gaining formal
recognition for skills and knowledge that you have
gained through your work history, previous study
and life experience.
Even if you have never formally studied or trained
in a particular vocation, you might have valuable
knowledge and skills that can be converted into a
part or full qualification.
Skills Recognition is an assessment only process –
there is no formal training involved, although you
might choose to complete further training as a
result of the assessment process.
You can apply for Skills Recognition through one or
both of the following processes:
•
•

Credit Transfer
Recognition of Prior Learning (RPL).

WHO IS SUITABLE FOR CREDIT TRANSFER?
Credit Transfer suits people who have formal
training that might be equivalent to a new
qualification or partial qualification that they
want to gain.
WHO IS SUITABLE FOR RPL?
RPL suits people who have relevant and current
skills and knowledge that they have gained
through:
• paid or unpaid work experience
• life experience
• community or voluntary work.
HOW TO FIND OUT MORE
If you think you might be eligible for Skills
Recognition for one or more units, talk to your
trainer or the Course Coordinator.

You can ask for assistance with referencing from
the library or Learning Support staff if you need it.
There is also an excellent tutorial at
http://www.apastyle.org/learn/tutorials/briefguide.aspx
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ASSESSMENTS
In this section, you will find the following topics
on assessment:
• Assessment tasks
• Reasonable adjustment
• Special consideration
• Submitting assessments
• Requesting an extension of time
• Assessment attempts
• Assessment appeals
• Foundation skills
• Grades

ASSESSMENT TASKS
Assessments can be conducted throughout the
course and/or at the end of a module or unit.
Assessments tasks might include:
• practical demonstrations
• practical exercises
• clinical experience or practical placement
• projects
• written assignments
• case studies
• a journal
• oral or written tests.
To complete an assessment task satisfactorily,
you must:
• perform all tasks to the required standards
• answer questions using your own words
• address all the questions
• not copy anyone else’s work word for word
• write legibly or type, so that it is easy to read.
Note: For more information about written
assessments, refer to the Study Guide which is
available on the public website.

REASONABLE ADJUSTMENT
Reasonable adjustment refers to measures or
actions taken to provide a student with a disability
the same educational opportunities as everyone
else. To be reasonable, adjustments must be
appropriate for that person, must not create undue
hardship for the registered training organisation,
and must be allowable within rules defined by the
training package.
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If you require reasonable adjustments due to a
disability please contact the nearest Disability
Liaison Officer (DLO) to your place of study, the
DLO will work with you and your trainers to
negotiate the applicable reasonable adjustments.
The DLO will support you in the development of an
Education Access Plan (EAP) outlining the approved
reasonably adjustments agreed by all stakeholders.
READ AND WRITE GOLD
An example of Reasonable Adjustment - You can
use Read and Write Gold to convert text to audio
(eg. for learners with language or literacy needs) or
to enlarge text (eg. for visually impaired learners).
Read and Write Gold can be installed on learner’s
laptops and converted audio files can be uploaded
onto MP3 players.
If you need to speak confidentially to someone
about your individual needs, please contact your
trainer, Learning Support or one of the student
counsellors.

SPECIAL CONSIDERATION
Sometimes, there are circumstances where
you might need special consideration when
undertaking assessment, for example if you are
ill during the assessment period, or if you have a
disability or lack of familiarity with English.
If you require special consideration, you can
apply on the application for assessment special
consideration form.
If you need to speak confidentially to someone about
your individual needs, please contact your trainer,
Learning Support or one of the student counsellors.

GRADES
At GOTAFE, assessments for Certificate IV
qualifications or above might be graded. Your
Trainer will let you know if any of the units in your
course are to be graded.
You are only eligible for grading if you meet all the
requirements of the relevant unit/s of competency
in your first submission. If you have to resubmit
your assessment, you will only be assessed as
Competent (CC) or Not yet Competent (NC).

If the unit is being graded, and you have met the
requirements on your first submission, you will be
awarded one of the following grades:
Competent Satisfactory

(CGS)

Competent Credit

(CGC)

Competent Distinction

(CGD)

Competent High Distinction

(CHD)

ASSESSMENT APPEALS
You may appeal an assessment result and the
Institute’s Complaints and Appeals from Students
and Clients Procedure provides an internal
process for this.

REQUESTING AN EXTENSION OF TIME
If you think you will have difficulty in meeting the
due date and need an extension of time, you will
need to:
• talk to your Trainer
• complete and email, post or hand in a
completed application for extension of time
form [FLA-23]. This is available on the GOTAFE
website or from your trainer.
Please note: For all courses (except Traineeships or
Apprenticeship):
•

•
•
•

•

•

•

An extension of time can only be granted if
requested in writing before the assessment
due date using the Application for extension
of time form.
The maximum extension of time that can be
applied is two weeks after the original due date.
Only one extension of time is allowed.
If there are special considerations eg. illness, a
longer extension can be negotiated if applied
for on the Application for assessment special
consideration form
If the submission is late without an extension,
or is submitted after an extended deadline,
you will be withdrawn from the unit, and you
will need to re-enrol in the unit or cluster.
If the due date for an assessment is after the
end of the year, an AP (Assessment Pending]
will be recorded.
If a unit is approved for grading, a second
submission (re-submission) forfeits grading
and will be resulted as CC (Competent) or
NC (Not Yet Competent).
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ASSESSMENT SPECIAL
CONSIDERATION PROCEDURE
Special consideration is the formal process that
you should follow if you think that you might be
disadvantaged by an assessment method or process.
It does not deal with a dispute about results.
Assessment special consideration makes sure
that assessment is fair. You may apply for special
consideration if you:
•
•
•
•
•
•
•

are unwell before or during the assessment
period or event
illness suffered during the year
any sight, hearing, physical or psychological
disability (temporary or permanent) that affects
your mobility or functioning
serious hardship prior to or during the
assessment, for example, bereavement, illness
in the family, accident etc.
mistakes contained in any written aspect
of an assessment task, which were not
communicated to you
lack of familiarity with the English language,
where English is your second language
absence from assessment as a result of illness,
or other serious and unforeseen cause.

Refer to the Assessment Special Consideration
Procedure for more information.

RESUBMISSIONS
For each assessment task, only one resubmission
will be accepted.
With resubmission, you must attach the original
assessment also. Changes need to be clearly
distinct from the original work. Do not destroy your
original work.
You have a maximum of two (2) weeks to
resubmit your work. There are no extensions for
resubmissions. Resubmissions of assessments
for Certificate IV or above will not be graded but
can still be assessed Competent (CC) or Not Yet
Competent (NC).

ASSESSMENT COVER SHEET
For written assessments, you must attach a
completed Assessment Cover Sheet Form or
submit and sign-off in Moodle.
Submit the assessment task by the due date.
Once your Trainer has received your work, you should
be notified of your results within 10 working days.
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FOUNDATION SKILLS
All TAFE qualifications incorporate:
• Foundation skills – language, literacy
and numeracy skills that are essential to
performance, and
• Employability skills – skills that are considered
essential for employment:
- Communication
- Teamwork
- Problem Solving
- Initiative and Enterprise
- Planning and Organisation
- Self-management
- Learning
- Technology
The Employability skills to be achieved are relevant
to the specific Training Package and qualification
although the levels and requirements vary.

ASSESSMENT ATTEMPTS
If you are assessed Not Yet Competent (NC), you
will be given oral and written feedback on areas
that need improvement.
A final result of Not Yet Competent (NC) will be
given to students who are unable to demonstrate
competency after two unsuccessful attempts.
You will have to re-enrol if you wish to complete
the unit and pay the prescribed fee (at the
discretion of the Commercial Manager).
If any of the assessment tasks for a unit have not
been attempted, a WD will be recorded.
If an assessment task is submitted late without an
extension, or is submitted after an extended deadline,
it will not be assessed and a WD will be recorded. You
will need to re-enrol in the unit or cluster.
For apprentices and trainees, refer to the
contractual conditions regarding assessment.
Where a unit is externally assessed, assessment
will be according to the external examining body’s
examination instructions.
If you are unhappy with the result you should refer
to the Complaints and Appeals From Students and
Clients Procedure.

AWARDS & RECOGNITION
GOTAFE takes great pride in recognising the
achievements of both students and staff. Below are
some of the awards that GOTAFE celebrate.

STUDENT RECOGNITION CEREMONIES
GOTAFE’s Student Recognition Ceremonies recognise
graduating students and outstanding student
achievements. Held in March each year at Benalla,
Wangaratta, Shepparton and Seymour campuses.

VICTORIAN TEACHING AWARDS
The Victorian Training Awards (VTA’s) recognise and
honour the outstanding achievements of vocational
education and training (VET) students, trainers,
training providers and employers. The awards are
run by the Department of Education and Training.
GOTAFE selects a number of outstanding students
each year and supports them in their applications
for the various award categories, but anyone can
apply. Nominations open December 1st and close
April 2nd. Visit http://www.education.vic.gov.au/
about/awards/Pages/vta.aspx.

WORLDSKILLS
WorldSkills showcases the value of skills and raises
the recognition of skilled professionals worldwide.
From July to October the Regional World Skills
Competitions are held at GOTAFE across a variety
of study fields. The winners from the Regional
Competitions are eligible to be selected to attend
the National Competition. Visit https://www.
worldskills.org/

AUSTRALIAN TRAINING AWARDS
The Australian Training Awards are the national
level awards for the vocational education and
training (VET) sector, recognising individuals,
businesses and registered training organisations for
their contribution to skilling Australia.
The majority of the Awards are the culmination
of the state and territory training awards with
winners from each state and territory eligible
to compete at the national level in aligned
categories. There are also seven award categories
available by entering directly. The Awards are
held annually in November. Visit https://www.
australiantrainingawards.gov.au/

APPRENTICE OF THE YEAR /
TRADE AWARDS
GOTAFE’s annual Trade Awards recognise
outstanding pre-apprentices, and apprentices in
their first, second, third and fourth years from the
Automotive, Building and Construction, Electrical,
Engineering, Hairdressing and Beauty, Hospitality,
Baking, Meat Processing and Plumbing learning
areas. The awards are held each year in December
and recognise an Outstanding Apprentice
Achievement Award for each learning area, as well
as awarding the title of Student of the Year for
Wangaratta and Benalla Campuses and Shepparton
and Seymour Campuses. Visit http://www.gotafe.
vic.edu.au/tradeawards/
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SAFETY & EMERGENCY PROCEDURES
EMERGENCY PROCEDURES

FIRST AID

The Emergency evacuation procedure explains
what to do if there is a fire or other emergency
requiring the evacuation of a building. Each
Campus has identified Emergency Wardens who
will implement GOTAFE emergency procedures if
this is required. If you hear a continuous alarm bell
or siren, or GOTAFE Emergency Wardens directing
the evacuation of an Institute Building, you must
assemble and follow the instructions of Emergency
Wardens and/or GOTAFE staff and:

Each Campus has trained First Aid Officers and first aid
kits. Report all incidents or accidents to a Trainer, staff
member or reception, so that first aid assessment and
treatment can be arranged if required.

•
•

GOTAFE is committed to ensuring that it provides a
safe and secure learning environment for its students
and various measures have been put in place, which
will be covered at student orientation. Please discuss
any concerns with your Course Coordinator, the
Student Welfare Unit or campus reception.

•

•

•

•
•

•

Not use elevators or lifts.
Assist any person in immediate danger if safe to
do so.
Raise the alarm if the emergency situation is in
your immediate area - notify Institute staff and
Emergency Services if required.
Evacuate to the assembly area displayed on
maps in Institute buildings, using the closest
emergency exit.
Remain at the assembly area until further
advice and stay near to your class group if
possible so that your Trainer knows you are
accounted for.
Keep clear of the building to permit access by
Emergency Services if required.
Do not re-enter the building until advised it is
safe to do so by an Institute emergency warden
or Emergency Services.
Participate in scheduled evacuation exercises if
required.

STUDENT SAFETY/SECURITY

ACCIDENTS & INCIDENTS
All staff and students must report any incidents,
accidents, “near misses” and hazards to their
Supervisor/Trainer as soon as possible (see First
Aid). An Incident Report Form should be completed;
these are available from your trainer or supervisor.

AMBULANCE
As ambulance cover is not covered by GOTAFE and
is costly, students are encouraged to purchase an
Ambulance Membership.
Call 1800 648 484 for further information.

Refer to the Emergency evacuation procedure for
more information.

Students who hold a Centrelink Health Care
Card may be entitled to free Ambulance Cover.
Contact Centrelink or Student Welfare Unit for
further information.

OH&S

INJURED/ILL PERSONS

GOTAFE is committed to the principles contained
within the Occupational Health & Safety Act 2004.
Students and staff at GOTAFE are to carry out
their responsibilities in a safe and secure manner.
Any matters relating to OH&S at GOTAFE may be
raised with your Trainer, or directed to a Health &
Safety Representative on your campus or the OH&S
Coordinator at the Shepparton Campus. All hazards
and incidents must be reported using the Incident
Report Form.
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All first aid events must be reported using the Incident
Report Form. In the case of a medical emergency,
PHONE 000 and provide your campus location to
Emergency Services.

If an incident is relatively minor it can be treated
by a First Aider. However if the incident requires
immediate medical attention, the First Aider
may provide initial treatment and then contact
or ask you to contact medical assistance or call
emergency services.
If a student under 18 years of age is unwell,
GOTAFE will endeavour to contact parents/
guardians to make arrangements for the
student to be transported home safely.

Where possible, the student or their emergency
contact should organise transport home or
to medical attention. If this is not possible, it
is appropriate that a GOTAFE staff member
accompany the student to medical treatment
using a GOTAFE vehicle.
If GOTAFE is unable to contact the student’s
relevant emergency contacts in an emergency
medical situation, a GOTAFE staff member will
remain with the student until they receive medical
attention or their emergency contact arrives.
GOTAFE staff members will not transport students
home or to medical attention in their
personal vehicles.
In emergency medical situations, GOTAFE will
respond appropriately and in a timely fashion. If
it is a medical emergency and there is any doubt
about the health of the person, Emergency
Services MUST be contacted by calling 000.
For medical emergencies involving students, a
GOTAFE staff member will remain with the student
until they receive medical attention or their
emergency contact arrives.
In emergency medical situations involving staff,
another GOTAFE staff member will remain with the
involved staff member until they receive medical
attention or their emergency contact/a family
member arrives. All injuries must be reported using
the Incident Report Form.

DRIVING SAFETY
If you own a motor vehicle you must be aware of
driving safely to, on and from campus. It is up to
you to ensure that you follow the road rules and
laws to guarantee the wellbeing of yourself, other
drivers and pedestrians. Motor Vehicles are only
permitted to park in designated parking spaces.
Car parking is avaliable at each campus. GOTAFE
does not accept responsibility for damage to vehicles,
loss of vehicles or damage to or loss of accessories or
contents of vehicles while on campus.

CRISIS
If you are in a need of urgent assistance, medical,
police or other emergency service assistance
PHONE - 000
During business hours you could contact First Aid
assistance through Reception or contact the oncampus counselling service. For after hours help
please ring Lifeline, SuicideLine or Kids Helpline
31

RIGHTS & RESPONSIBILITIES
GOTAFE is committed to providing a learning
environment where all persons have the right
to be safe and feel safe that reflects workplace
and community expectations and standards.
All members of our GOTAFE community, including
those visiting, can expect an environment and
interactions that are friendly and free from any harm.

ALCOHOL AND OTHER DRUGS

RESPECTFUL AND CONSIDERATE

Unlawful possession of knives, firearms or replicas
of firearms (including ammunition or magazines),
weapons, flammables, explosives or dangerous
instruments are prohibited on any premises owned
or operated by GOTAFE.

You must treat others with respect, not act in a way
that is aggressive, violent or intimidating.

SAFE AND HEALTHY
Your behaviour must take into account the physical
and emotional safety of others, be in line with
Workplace Health and Safety Standards and follow
the specific requirements of the learning area in
which you are operating.

FAIR AND EQUITABLE
You must not harass, bully, intimidate or treat
others unfairly. Your behaviour must allow others
to freely participate in their chosen activities, and
not disadvantage or discriminate against them.

HONEST AND LEGAL
You must act within the law at all times and comply
with Workplace Health and Safety legislation.

MOBILE PHONES
When in class or meetings students are required
to switch off their mobile phones. Alternative
arrangements can be made with your Trainer if you
have to be contacted urgently.

SOCIAL MEDIA
GOTAFE’s Student Code of Conduct applies to enrolled
students when engaging in social media; this applies to
all posts that make reference about your fellow students
When using Social Media please remember that what
you post may find its way back to the individual, the
Institute, and current and future employers which may
have adverse effects on future career prospects. Be
Social Media responsible. Think before you post.

SMOKING
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GOTAFE campuses uphold a smoke free policy in
order to provide and maintain so far as practicable,
an environment that is safe and without risks to
health to both students and staff. Smoking is not
permitted in GOTAFE buildings, vehicles or on
campus grounds. Designated smoking areas are
located at the perimeter of each campus with butt
receptacles provided.

Alcohol and drugs are strictly prohibited on campus
grounds. GOTAFE’s Alcohol and Drug Policy provides
that anyone found to be breaching this policy can and
will face disciplinary action.

WEAPONS

Whilst GOTAFE acknowledges specific knives and other
implements may be a ‘tool of trade’ requirement as
part of a course of study, no person may possess, carry
or use a controlled weapon without lawful excuse in a
public place including Institute buildings and grounds
(refer Control of Weapons Act 1990 and Control of
Weapons Regulations 2011).

ATTENDANCE
For on-campus students, punctuality is a courtesy.
If you are sick or unable to attend a class, it is
courteous to inform the trainer or Coordinator.
You are also wholly responsible to see the teacher
to obtain notes and information regarding classes
you have missed.
If you need to be absent for a long time, please
let your Course Coordinator know, so that your
teachers can be informed, and so that you can be
offered support to finish your studies.

BEHAVIOUR &/OR BULLYING

GOTAFE has a zero tolerance towards behaviours that
may be considered abusive or insulting, including
yelling or screaming; behaviour that intimidates,
humiliates, belittles or degrades; teasing or making
a person the brunt of jokes; or spreading malicious
gossip. All instances of this nature will be taken
seriously and may be a breach of the Student Code of
Conduct where disciplinary action may entail.

HARASSMENT
Students are not to behave in an aggressive,
offensive, humiliating or intimidating manner
towards other students or GOTAFE staff. Individuals
that observe such behaviour are to report it to their
Trainer, Contact Officer or Student Welfare Unit who
will provide further guidance.

RECORDING OF LECTURES/CLASSES
The recording of lectures/classes is prohibited
unless you have gained prior permission from the
Course Coordinator.

DISCRIMINATION

GOTAFE has policies in line with State and Federal law
to protect students and intending students from being
discriminated against in their education. To access
a copy of the policies, go to the website or student
administration. If you have any concerns or believe
you have been possibly discriminated against please
see a member of the Student Welfare Unit or visit the
GOTAFE website: www.gotafe.vic.edu.au

CONFIDENTIALITY
Whatever you say to the staff in the Student Welfare
Unit remains confidential unless you or somebody
else is in danger then your confidentiality may be
broken. You will be informed and empowered around
any breach of confidentiality under our duty of care.
We respect your personal information and do our
best to keep it safe and secure. We have obligations
to maintain the individual’s privacy in accordance with
the Commonwealth Privacy Act 1988 and the Privacy
and Data Protection Act 2014.

STUDENT DRESS STANDARDS
GOTAFE aims to prepare students for their working
life. It is therefore expected that whilst participating in
GOTAFE activities, students will dress in a manner that
is clean, neat and safe, as is expected in any
other workplace.
Students should not wear any clothing that is likely
to offend others because of slogans, cartoons, or
any symbol or graphic work to provoke, intimidate,
condemn or ridicule others; or because of its lack of
decency, modesty or cleanliness.
For some programs you will be required to wear
Personal Protective Equipment (PPE) as directed by
your Trainers. This may include safety glasses, steel
capped boots and hearing protection. Clothing must
provide adequate cover and be reasonably close
fitting with no torn parts that can be caught.
Loose clothing in a practical activity could become a
hazard. Long hair must be restrained with a hair net or
a beret type cap that fully encloses the hair.

CHILD SAFE STANDARDS
The safety of children and young people in Victoria
from all forms abuse is the responsibility of every adult
under its Child Safe Standards. In situations where any
person 18 years and above has reasonable grounds
to suspect sexual abuse towards a child 15 years and
younger by an adult must report their suspicions to
the appropriate authorities.
GOTAFE has a zero tolerance of any forms of abuse
towards any child or young person where we will
take all allegations seriously. If a child or young person
discloses abuse taking place at home or away from
any GOTAFE domain, they will be supported and
empowered in their disclosure of abuse.

If you are not sure what constitutes reasonable
grounds for you to suspect abuse please visit: http://
www.dhs.vic.gov.au or contact one of our Child Safe
Officers on 1300 GOTAFE (1300 468 233).

DUTY OF CARE FOR MINORS
If you are under 18 years of age and wish to
leave the GOTAFE campus grounds during breaks,
including lunch then you will be required to have
a permission to leave grounds form signed by
your parent or guardian before the course start
date. Persons aged less than 18 years of age are
classified as minors and those students under 18
years of age living independently away from home
are considered ‘independent minors’.

STUDENT CODE OF CONDUCT
PROCEDURE [E6-P27]
Every student has the right to participate in
Institute programs, free of inappropriate behaviour
that may impair the learning processes, or social
well-being of individual students or others.
Student Code of Conduct Procedure [E6-P27]
The Student Code of Conduct Procedure explains
your responsibilities regarding:
• attendance
• mobile phones
• recording class lectures
• smoking on campus
• grievance
• swearing.
You are responsible for your behaviour in the
classroom. The basic rules are:
• Do not disrupt the learning of others.
• Allow teachers to teach without disruption.
• Do not endanger the safety of others.
• Do not cheat during assessments.
Refer to the Student Code of Conduct Procedure
for more information.

PRIVACY & CONFIDENTIALITY
GOTAFE takes privacy and confidentiality matters
seriously. Students are to be aware that disclosure of
any personal information about another student or
individual without that persons consent is unlawful.
Students caught doing this will face disciplinary action
under the Student Code of Conduct.

PROTECTED DISCLOSURE
(WHISTLE-BLOWING)
Whistleblowing is the act of reporting corruption
or dishonest activity by a public body, including
GOTAFE, or its officers, staff or directors. Individuals
are encouraged to read the Protected Disclosure
(Whistleblower) Policy available on the GOTAFE
website
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EXPECTATIONS AND BEHAVIOUR
ACCEPTABLE BEHAVIOURS
As students we commit to the principles of the
student code of conduct and the standards within
the Child Safe Standards by:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Commitment to learning
Respecting others
Being mindful of safety, health and welfare
Adhering to student dress standards
Complying with workshop dress standards
Not smoking on campus grounds
Appropriate use of technology; both personal
or institute provided
Ethical use of social media
Appropriate group behaviours
Not cheating and no plagiarism
Institute and/or personal property
No drinking of alcohol or taking of illicit drugs
No bullying, harassment of staff or fellow students
No threatening or intimidating behaviour
No threatening conduct
No criminal behaviour

These principles under the student code of conduct
apply across all work placements, study tours and
excursions where you are a representative of GOTAFE.

•
•

•

•

UNACCEPTABLE BEHAVIOURS
As students you must familiarise yourself with the
below principles that are regarded as unacceptable
or suspicious behaviours that may put a child,
young person or yourself at risk by:
•
•

•

Safe standards for children and young people:
•

•

•

•

•
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Uphold GOTAFE’s statement of commitment to
child and young safety at all times and adhering
to GOTAFE’s child safe policy
Treat children and young people and their
families with respect both within the campus
environment and outside the GOTAFE
environment as part of normal social and
community activities
Listen and respond to the views and concerns
of children and young people, particularly if
they are telling you that they or another child
has been abused or that they are worried
about their safety/the safety of another child or
young person
Respect the cultural safety, participation and
empowerment of Aboriginal and Torres Strait
Islander students
Respect the cultural safety, participation and

empowerment of students with culturally and/
or linguistically diverse backgrounds
Promote the safety, participation and
empowerment of students with a disability
Report any allegations of child abuse and or
other child safety concerns to GOTAFE’s Child
Safe Officers
Understand and comply with all reporting
or disclosure obligations as they relate to
protecting children from harm or abuse
If child or young person is in immediate danger
from abuse, ensuring as quickly as possible
that they are safe and protected from harm by
calling 000.

•

•

•

•

•

Ignore or disregard any concerns, suspicions or
disclosures of child or young person abuse
Develop a relationship with a child or young
person that could be seen as favouritism or
amount to ‘grooming’ behaviour (for example,
offering gifts)
Exhibit behaviours or engage in activities
with children or young people which may
be interpreted as abusive and not justified by
the educational, therapeutic, or service delivery
context
Ignore behaviours by other adults towards
students when they appear to be overly
familiar or inappropriate
Discuss content of an intimate nature or use
sexual innuendo with children or young person
directly or within the vicinity of
Treat a child or young person unfavourably
because of their disability, age, gender, race,
culture, vulnerability, sexuality or ethnicity.
Photograph or video a child or young person
except in accordance with GOTAFE policy or
where required for duty of care purposes
Where children and young people are present
do not consume alcohol or take illicit drugs
under any circumstances.

•

Communicate directly with a student through
personal or private contact channels (including
by social media, email, instant messaging,
texting etc.) except where that communication
is reasonable in all the circumstances, related to
school work or extra-curricular activities or where
there is a safety concern or other urgent matter.

EXPECTATIONS OF ALL STUDENTS
At GOTAFE we expect students and staff to display
honesty, fairness, cooperation and courtesy. We also
expect them to display responsibility, self-discipline
and the ability to work cooperatively with others in
fostering a positive learning environment by:
•
•
•
•
•
•
•
•
•
•
•

Treating all members of the GOTAFE
community with courtesy and respect
Being tolerant and considerate of others and
respecting their rights and property
Following instructions and working to the best
of their ability
Being punctual and regular in attendance
Behaving in a manner that reflects GOTAFE’s
attitudes and behavioural standards in all
related activities
Wearing full uniform on all appropriate
occasions
Not possessing alcohol, drugs or potentially
dangerous items on GOTAFE premises or during
unauthorised related activities
Not promoting or conducting inappropriate
activities on GOTAFE premises
Using GOTAFE equipment only for appropriate
purposes
Assisting in maintaining a clean and tidy environment
Treating GOTAFE and personal property with
respect and being responsible financially if they
fail to do so.

Breaches of the Student Expectations will result in
appropriate consequences being applied. These
consequences might include:
•
•
•
•
•
•
•

Official warnings
Discipline hearings
Suspension
Expulsion
Other processes as related to the Student Code
of Conduct
Other processes related to the Child Safety Policy
Referral to police or other appropriate agencies.
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STATEMENT OF COMMITMENT BY GOTAFE OF ZERO
TOLERANCE OF ALL FORMS OF ABUSE TOWARDS
CHILDREN AND YOUNG PEOPLE
The introduction of Child Safe Standards is part
of the Victorian Government’s response to the
recommendations from the recent Betrayal of
Trust Report. GOTAFE is committed to supporting
increased responses to child and young person
abuse in the community and will use the Child
Safe Standards to promote and embed a culture of
protecting children across the organisation.

GOTAFE will take all allegations of abuse against
a child or young person seriously and will report
all allegations to the appropriate authorities for
further investigation. This commitment extends
to and includes responsibilities for the welfare of
children outside of normal program contact hours
such as camps, excursions, after-hours activities or
structured workplace learning/work placements.

All children and young people have the right to
feel safe and be safe regardless of gender, sexual
identity, race, national origin, religious beliefs or
other affiliations, age, family structure, disability, or
sexual orientation. We are committed to promoting
the cultural safety and identity of Aboriginal
children and children from culturally and/or
linguistically diverse backgrounds, as well as the
safety of Children with a Disability.

The safety and wellbeing of children and young
people is a priority for GOTAFE across all programs
and services and in all domains, including online
activities and events where GOTAFE is the sole
provider or in partnership with other organisations.

Victoria set into law that failure to report suspected
or disclosed child abuse is a criminal offence along
with failure to protect children. People in authority
can face penalties including 5 years imprisonment
for failing to protect a child.

•

Standard 1: Strategies to embed an
organisational culture of child safety, including
through effective leadership arrangement.

•

Standard 2: A child safe policy or statement of
commitment to child safety.

•

Standard 3: A code of conduct that establishes
clear expectations for appropriate behaviour
with children.

•

Standard 4: Screening, supervision, training and
other human resources practices that reduce
the risk of child abuse by new and existing
personnel.

•

Standard 5: Processes for responding to and
reporting suspected child abuse.

•

Standard 6: Strategies to identify and reduce or
remove risks of child abuse.

•

Standard 7: Strategies to promote the
participation and empowerment of children.

This statement of commitment and associated
policy and procedures are intended to provide
clear guidelines, principles and processes for staff,
students, contractors and volunteers within all
GOTAFE domains where adults 18 years and over
interact with children and young people 17 years of
age and below.
The definition of Child Abuse constitutes any
act committed against a child or young person
involving:
•

Physical violence

•

Sexual offences

•

Serious emotional or psychological abuse

•

Serious neglect

Reporting actual abuse, alleged abuse or suspicion
based on reasonable grounds is the responsibility of
every person 18 years and over. In cases where there
is a belief on reasonable grounds that sexual abuse
towards a child 15 years and under has occurred, It
is embedded into law that a failure to disclose and
failure to protect may result in imprisonment.
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To create and maintain a child safe organisation,
GOTAFE commits to maintain and improve on each
of the standards:

These standards are the guiding principles with
respect to child and young person safety in the
delivery and development of all activities, events
and interactions by the organisation.

STATEMENT OF ADHERENCE TO AUSTRALIAN
DEMOCRATIC PRINCIPLES
Australian society is defined, among other
aspects, by a belief in elected Government, by
a commitment to the rule of law, to equal rights
for all before the law, and by a belief in freedom
of religion, freedom of speech and freedom of
association. Our society is also tolerant of a range
of religious, political, social and cultural beliefs and
values in the context of the fundamental principle
of our democracy.
As a registered training provider operating under
the regulations of the Victorian Education and
Training Reform Act 2006, GOTAFE undertakes to
deliver our programs and teaching in a manner
that support and promotes the principles and
practice of Australian democracy.
This includes a commitment to:
•

Elected government

•

The rule of law

•

Equal rights for all before the law

•

Freedom of religion

•

Freedom of speech and association

•

The values of openness and tolerance

Through the GOTAFE Behavioural Policy and
Procedure, the Institute aims to:
•

Foster an environment that is free from
discrimination, harassment and bullying

•

Promote appropriate standards of conduct at
all times

•

Implement education and awareness-raising
strategies to ensure that everyone is made
aware of their rights and responsibilities

•

Encourage reporting of inappropriate
behaviour and provide an effective procedure
for resolving complaints in a sensitive,
confidential, fair and timely manner

•

Provide protection from victimisation

•

Provide individuals access to information
outlining how to best manage their health and
safety

•

Ensure the principles of natural justice are
adhered to at all times.

GOTAFE is committed to operating in a manner
consistent with these principles and to ensure that these
principles are put into practice through appropriate
inclusion in Institute policies and procedures.
The GOTAFE community is enriched by people of
many backgrounds, age, race, ethnic and national
heritage, physical and intellectual abilities and
lifestyle choices. GOTAFE aims to treat all members
of the community with dignity, courtesy and respect.
By creating a positive environment in which the
welfare and needs of students is of paramount
importance, GOTAFE seeks to enhance the learning
experience and optimise outcomes for all students.
In this way, GOTAFE aims to not only practice these
principles but to embed them in the learning
process to contribute to their perpetuation.
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COMPLAINTS AND FEEDBACK
COMPLAINTS AND APPEALS FROM
STUDENTS OR CLIENTS PROCEDURE
The Complaints and Appeals from Students and
Clients Procedure covers complaints relating to any
aspect of GOTAFE’s operations, including appeals
on assessment results.
The GOTAFE complaints and appeals process has
four stages:
• Informal (Stage 1)
• Complaint (Stage 2)
• Formal Appeal (Stage 3)
• External Complaint (Stage 4)
You can make a formal complaint to GOTAFE in
writing, addressed ‘Confidential’ to the CEO,
Goulburn Ovens Institute of TAFE, 152-200 Fryers
Street, Shepparton, 3630 or on an online client
feedback form available at www.gotafe.vic.edu.au/
contact/feedback
A Client Feedback Form is also available from
reception at each campus.

CLIENT FEEDBACK
During your course, if you wish to record a comment,
complaint or compliment about your experiences,
please complete the online Client Feedback Form at
www.gotafe.vic.edu.au/contact/feedback or available
in hardcopy from Reception.
Your comments will be acknowledged if you provide
contact details. You will also receive feedback on any
action taken if you provide contact details.
During your course, you might also be asked to
complete a:
• Unit feedback
• Course evaluation form
• Learner Engagement survey.
These evaluations form part of the GOTAFE Quality
System through which we aim to continually
improve our delivery of training and services. It is
not intended to apportion blame to individuals.
The Department of Education and Training might
also request your participation in a survey or review
of training. In the year following completion of
your course or units you might receive a request to
complete a Student Outcomes Survey, which is a
national survey conducted by the National Centre
for Vocational Education Research (NCVER).
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EXTERNAL COMPLAINTS OR APPEALS
If you are dissatisfied with the outcome of a formal
appeal heard by the Appeals Panel, the final option
is for you to contact the Victorian Ombudsman’s
office on 1800 806 314. The Victorian Ombudsman
hears complaints against the decisions of TAFE
institutes, is independent and impartial and
provides a free service.
Refer to the Complaints and appeals from students
and clients procedure for more information.

SURVEYS & FEEDBACK
Students may be asked to provide feedback on their
learning experiences during their course of study
and on their satisfaction and employment or further
study outcomes following successful completion of
their qualification. Feedback is typically requested in
the form of in-class course evaluation or by survey
conducted on campus via electronic means or mail.
The feedback is used by GOTAFE for continuous
improvement purposes to ensure quality training
and assessment and support services are provided to
students, while the Victorian Government, Australian
Skills Quality Authority (ASQA) and National Centre for
Vocational Education Research (NCVER) seek feedback
to benchmark performance of training providers or for
research purposes.

CONTACT US
COUNSELLOR
1300 GOTAFE (1300 468 233)
DISABILITY LIAISON SERVICE
1300 GOTAFE (1300 468 233)
LIBRARY
SHEPPARTON (03) 5833 2644
WANGARATTA (03) 5721 2366
RECEPTION
1300 GOTAFE (1300 468 233)
TAXI
BENALLA (03) 5762 3333
SEYMOUR (03) 5792 1644
SHEPPARTON (03) 5822 2214
WANGARATTA (03) 5721 8888
WERRIBEE (03) 9689 1144
STUDENT WELFARE UNIT
1300 GOTAFE (1300 468 233)
CAREER SERVICES
1300 GOTAFE (1300 468 233)
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