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Welcome to Open Colleges
Key Contact Details
Open Colleges Australia operates three Registered Training Organisations, including:

•
•
•

Open Colleges Pty Ltd
Integrated Care & Management Training Pty Ltd
College of Fashion Design Pty Ltd

Open Colleges works with a number of quality partner organisations to deliver Nationally
Recognised Training qualifications on their behalf, including:

•
•
•
•

North Coast TAFE
Melissa Mahoney Legal College
Enable College
Protector Alsafe

This handbook covers all students enrolled with Open Colleges and students enrolled
with partner institutions where the course is delivered by Open Colleges.
Mail
Open Colleges
P.O. Box 1568
Strawberry Hills NSW
2012 Head Office
Level 12, 300 Elizabeth Street
Sydney NSW 2000
Phone
1300 650 011 (inside Australia)
+61 2 9433 3655 (outside Australia)
Email
studentsupport@opencolleges.edu.au
Fax
02 8205 2905
Student Support Hours
Monday to Friday: 8:30am - 12:00am (midnight) AEST Saturday and Sunday: 9:00am - 5:00pm
AEST (excluding public holidays)
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Welcome to Open Colleges
“
Welcome to Open Colleges and thank you for choosing to study with us.
Congratulations on taking the first step to a new future.
At Open Colleges, we are committed to helping people improve their lives through
learning. We are here to support you every step of the way and to make your studies
with us both rewarding and fulfilling.
With over 100 years of history, Open Colleges has built a reputation as one of
Australia’s most respected providers of online learning. We work with a range of quality
partner organisations to ensure that our courses meet rigorous professional standards
so that you can be confident that your new qualification will be recognised as up-todate and relevant.
In this handbook, you will find everything you need to know about studying with us
including an overview of Open Colleges and what online learning is all about, how our
courses work, how to plan your studies and get involved in our online student community
and what support is available to you during your studies.
Good luck and if you ever get stuck, remember:
Your goals will help you stay motivated, so remind yourself everyday why you
enrolled. Now that you are ready, don’t let anything get in your way!
You are important to us and we want to see you succeed. If you have any study-related
questions, you can contact our Student Support Team. We are here to help and
support you on your learning journey with us.

•
•

“
I wish you every success in your studies.

Nic Cola
Managing Director | Open Colleges
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About Open Colleges
“
Open Colleges has given me the avenue to do exactly what I’ve really wanted to do
all my life. It has changed my life completely. It is the best thing I have ever done.
Belinda Medici
Certificate III in Aged Care

Our History
Open Colleges is an innovative leader in online learning with a proud history spanning
over a century. Our origins trace back to the International Correspondence Schools (ICS)
which was established in Pennsylvania in 1891. ICS is widely credited as creating the new
innovative mode of education delivery, that today we call online education.
ICS formally commenced operations in Australia in 1910, providing educational
opportunities to a wide range of people otherwise excluded from formal learning. Since
then, we have delivered education and training to more than 700,000 learners.
In 2010, the organisation returned to being led by passionate educators after many years
being a division of Cengage Learning — a multinational publishing company. We changed
our name to Open Colleges in 2011 to signify a new era in our long history. Read more
about the history of Open Colleges

Open Colleges Today
Today, Open Colleges is at the forefront of online learning in Australia. New and improved
communication technologies are assisting Open Colleges to overcome the ‘tyranny of
distance’ associated with traditional online learning. Online technologies now facilitate
meaningful engagement between learners and their educators, often in a more personal
and direct way than in traditional on-campus education institutions.
Open Colleges is part of the Apollo Global Education Network. Within the network, we sit
alongside a range of education institutions from across the world, including BPP in the UK
and UNIACC in Chile. All institutions in the network have an especially strong commitment to
enhancing the student experience in the most innovative, inclusive and supportive ways
possible. Here at Open Colleges, we offer a high quality education that puts you, the
student, at the heart of everything we do – giving you the skills and support you need to
succeed.

Our Mission
We help people improve their lives through learning. We are passionate about opening
opportunities for people from all walks of life by removing the barriers to learning.
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Our Future
Online learning is now a core element of the education landscape in Australia. According
to the National Centre for Vocational Education Research, more than 40% of students in
the Vocational Education and Training (VET) sector now undertake some part of their
course online (NCVER, 2009).
This creates an exciting environment and future for Open Colleges. We are leveraging
our heritage and experience in delivering quality online education to forge new
approaches to online learning.
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Studying with Open Colleges
“
I have found it very convenient to be able to study in my own time, at my own pace, online.
If it weren’t for this course I probably would never have been able to achieve this dream of
mine.
Brooke Deering
Certificate IV in Design
At Open Colleges you have access to a diverse range of courses that you can study at your own
pace. At all times in your learning experience with us, our team of education professionals is there
to help you succeed. You will become more familiar with the Open Colleges learning environment
through your studies, but here is a quick overview to get you started. More detailed information
can be found later in this handbook and if you need assistance at any time, you can contact the
Student Support Team on 1300 650 011 or email studentsupport@opencolleges.edu.au.

We also offer Divisional Student Support:
Education, Health & Community Services: 1300 554 189
Business, Finance & Services: 1300 650 682
Design, Science & Technology: 1300 473 129
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Open Colleges studying online explained

Watch the short video: ‘Open Colleges studying online explained’.

Types of courses
Open Colleges offers over 150 courses that enable you to launch, change or accelerate
your career. Open Colleges offers different types of courses.
These include:
• Nationally Recognised Certificates
• Nationally Recognised Diplomas
• Nationally Recognised Statements of Attainment
• Open Colleges Professional Certificates
• Open Colleges Short Courses
• Open Colleges Skill Builder Courses
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You will find a brief description on each of the different course types below.

Nationally Recognised Training
Open Colleges offers Nationally Recognised Certificates and Diplomas. So, what does
Nationally Recognised mean?
A Nationally Recognised Training qualification is part of the Australian Qualifications
Framework (AQF). The AQF includes specific standards for courses at different levels.
The advantages of studying a Nationally Recognised Training qualification are:

•
•
•
•
•

you will gain a qualification that has been developed in consultation with industry;
your qualification will be recognised by industry across Australia;
your qualification will carry the same level of recognition as courses delivered oncampus;
it is generally easier to obtain credit or advanced standing towards further studies;
and
you can be assured that your course meets the standards required to be Nationally
Recognised. Get more information on the AQF.

Nationally Recognised Certificates
Open Colleges delivers Nationally Recognised Certificates including:
• Certificate II
• Certificate III
• Certificate IV.
A Certificate II provides students with basic vocational skills and knowledge. A Certificate
III develops higher- level vocational skills and requires students to demonstrate an
understanding of basic theory within the field. A Certificate IV builds both higher-level
vocational skills as well as improved problem-solving and management skills and
requires a higher level of theoretical knowledge in the area. In some cases, successful
completion of a Certificate IV will be recognised by universities for entry into an
undergraduate degree at an Australian university.

Nationally Recognised Diplomas
Open Colleges delivers Nationally Recognised Diplomas and Advanced Diplomas.
A Diploma provides a greater depth of knowledge in the vocational area and builds
higher-level problem solving skills. A Diploma fosters analytical, planning and
management skills.
An Advanced Diploma builds specialised knowledge in a particular area and supports the
development of more advanced analytical and problem solving skills within the specialised
area. An Advanced Diploma also builds management skills.
Students that successfully complete a Diploma or Advanced Diploma may receive credit
towards an undergraduate degree at an Australian university.
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Statements of Attainment
Open Colleges also offers Statements of Attainment in a range of specialised areas.
These involve completing units of competency from Nationally Recognised
qualifications and are designed to provide specific skills or knowledge.
For example, Open Colleges offers a Statement of Attainment in BAS Agent Registration
Skill Set. This Statement of Attainment includes the two units of competency from the
Financial Services Training Package required by individuals with a Nationally Recognised
bookkeeping qualification that are seeking to submit Business Activity Statements.

Open Colleges Professional Certificates
Open Colleges has also developed its own courses called Open Colleges Professional
Certificates. With over 100 years of experience, Open Colleges understands the changing
needs of industry. As such, Open Colleges has developed a range of specialised
Professional Certificates to meet the needs of both students and industry in specialised
areas. These courses have been designed specifically for online learning and include
comprehensive and up-to-date learning materials.
While these courses are subject to Open Colleges’ rigorous internal quality assurance
processes, these Professional Certificates do not form part of the Australian
Qualifications Framework.

Open Colleges Short Courses
Open Colleges has developed a number of Open Colleges Short Courses. These courses,
typically with a maximum duration of six months, provide students with specific skills or
knowledge in a particular area. They represent a great option for students seeking a
‘taster’ course in a particular area. In many cases, an Open Colleges Short Course will
provide credit towards an Open Colleges Professional Certificate. Open Colleges Short
Courses do not form part of the Australian Qualifications Framework.

Open Colleges Skill Builder Courses
Open Colleges has established an innovative partnership with Ed2Go to provide a diverse
range of Skill Builder Courses. Delivered fully online in just six weeks, the Skill Builder
Courses are designed to deliver specific skills in business, project management or
computing. These skills can be useful to students studying in a Nationally Recognised
Training qualification or Open Colleges Professional Certificate. Many students choose to
concurrently enrol in a Skill Builder Course and another Open Colleges course. Open
Colleges Skill Builder Courses do not form part of the Australian Qualifications Framework.
If you would like further information on the types of courses available, you can contact
one of our course and careers advisors on 1300 853 033 or visit our website
[http://www.opencolleg es.edu.au].
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Delivery modes
We recognise that you have work and family commitments as well as study
commitments, so with this in mind, our learning model is flexible. Open Colleges has two
delivery modes:
• online
• online with a work placement.

Online
When a course is delivered online, you will access your learning materials and assessments
in OpenSpace – our virtual campus. You can also access a range of additional study
resources, engage with your Trainers and Assessors and fellow students, upload your
assessments, access your grades and find a ‘Study Buddy’ in OpenSpace.

Online with a Work Placement
Some of our courses include compulsory Structured Workplace Learning, commonly
called work placement. This means you will complete your knowledge and initial skills
development through online learning, and develop your practical skills through a work
placement. Structured Workplace Learning is an assessable part of your course and will
allow you to gain invaluable workplace experience and professional contacts. See page
16 for more information on Structured Workplace Learning.

Skill Development Workshops
We also have an optional range of Skill Development Workshops available for students
who would like to gain additional practical skills in their chosen field. If your course
contains Structured Workplace Learning and you attend these workshops, these hours
may be counted towards your work placement hours. You will be notified of any
relevant Skill Development Workshops via email and OpenSpace. For more information,
please contact Student Support.

Printed materials
For a limited number of our courses, you have the option to receive your core learning
materials, such as student workbooks as printed materials in the post. In these courses,
you will still need to access OpenSpace to access and submit assessments, contact your
Trainer and Assessor and access grades and additional learning resources, such as videos
or additional readings – so you will still need access to a computer and the internet. There
is a small surcharge for students that choose to receive printed materials.
Regardless of the delivery mode you choose you can:
• start your course at any time
• study at your own pace
• be supported by experienced Trainers and Assessors and Division Staff
• access our extensive Student Support Services
• access OpenSpace, our virtual campus.
© Open Colleges Pty Ltd, 2016. April 2016
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Course structures
Our courses are structured in a way that allows you to build your knowledge and skills in a
logical sequence over time.
Many of our courses are broken up into units of study, study periods, modules or topics. In
each period you will be given a set of learning materials, which will typically include a
student workbook (also referred to as a learner guide in some courses) as well as the
assessment tasks you need to complete for that period. The workbook will contain a
number of readings and activities to complete. The activities are designed to help you gain
a clear understanding of the content in your workbooks. These activities will enhance your
learning. Unless you have prior knowledge and skills in the subject, you will disadvantage
your learning if you do not complete these activities before starting your assessment.
You will need to complete all of the assessments in your unit of study, study period,
module or topic before you can progress. You will submit your assessments in OpenSpace
and they will be graded by your Trainer and Assessor.
All of our courses have a maximum duration in which to complete the course. VET FEE-HELP
enabled Diplomas also have maximum durations for each unit of study. You can find this
information in your course overview in OpenSpace.

Media 25242

Course study period
Watch our OpenSpace training video for an overview of a course study period.
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Learning materials
Your core learning materials include your Student Workbooks, textbooks and kits.
Learning may include:
• Learning activities – tasks and exercises to help you gain a clear understanding of the
content in your workbooks. These activities will enhance your learning. Unless you have
prior knowledge and skills in the subject, you will disadvantage your learning if you do not
complete these activities before starting your assessment.
• Case studies – to help you develop advanced analytic and problem-solving skills, case
studies let you explore options and solutions to complex issues and situations, and to apply
these to your workplace and life.
• Discussions – online discussions let you create, develop and consolidate new meaningful
knowledge with your fellow students.
• Readings – recommended and required readings generally consist of articles from
newspapers, journals, blogs, professional publications or books. Readings may also include
copies of legislation or government reports. Readings save you the time it would normally
take to find each article yourself and also the cost of having to buy different publications.
• Videos – these additional resources cover a range of topics from industry standards to
practical demonstrations that will enhance your learning experience. We strongly
recommend that you take the time to view the videos.
• Research – this is when you search for information related to your course. It is an organised
investigation into a given subject or topic to establish facts and reach new conclusions.
• Assessment – this involves gathering, consolidating and discussing evidence about your
learning. Assessments form an important part of your learning experience and help you
consolidate and integrate new knowledge.
You can download a copy of your student workbook in OpenSpace. Save it to your
hard drive for your convenience while offline. Some of our courses have an electronic
interactive workbook where you can type activity answers into the input fields provided
below each activity. Your answers save when you save your workbook before closing the
document. It is good practice to save after each activity entry.

Assessments
Your assessments are an important part of your course and must be completed in order
for you to progress through your course and to receive your qualification. To be awarded
a Nationally Recognised Training qualification, you must demonstrate that you have
achieved all the units of competency that make up the qualification. Evidence of
competence is assessed through your assessment tasks and, for some courses, workplace
assessments.

Structured workplace learning
Structured Workplace Learning is an integral part of many Open Colleges courses, providing
access to real- life workplaces in which to develop your growing skills and expertise.
For many Nationally Recognised Training qualifications, successful completion of a work
placement in an approved workplace is required to receive your qualification. This is
explained in your Workplace Assessment Guide which is available to you prior to
enrolment and in your first study period in OpenSpace.
© Open Colleges Pty Ltd, 2016. April 2016
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Course updates
At Open Colleges, we review all courses to ensure that they are up-to-date, relevant and
in-line with industry and regulatory requirements. Updates to course materials and
assessments may occur as a result. You will be notified of any changes. In some instances,
there will be a release schedule of future study periods, which can be found on the Open
Colleges website.

Recognition of prior learning (RPL)
We understand that you may already have relevant skills and areas of expertise that you
have obtained in different ways and these are recognised through our RPL process. Skills
and knowledge you have acquired under many different conditions such as life
experiences, short courses and volunteer work all contribute to the sum total of your
skills, but may not be recognised by formal accreditation.
RPL is not concerned about how or where your learning occurs—it makes the distinction
between formal and informal training by focusing on outcomes rather than the location of
learning. RPL offers a new dimension to education by incorporating the breadth of your
experience as it relates to your course.
The purpose of RPL is to identify and assess your accumulated learning experiences in
relation to clearly defined vocational outcomes. Vocational outcomes form the
benchmark against which prior learning is valued. In the case of education, these are
the course outcomes defined in your course curriculum or competencies. To be granted
RPL, your experience is measured against a series of already established benchmarks.
Some of the benefits of RPL include:
• confirming competence for a workplace position
• confirming eligibility for entry into a qualification
• ensuring that you do not have to re-learn existing skills and knowledge
• reducing the time required to get a qualification
• ensuring that training time is spent acquiring new skills and competencies. Our RPL
procedures explain:
• how to submit an RPL application
• how RPL applications are assessed
• what types of documentation are needed as evidence
• how to present your RPL portfolio
• how applications are processed
• how to appeal if you’re not satisfied
• how credits are transferred.
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Graduation and certification
Once you have completed your course, you will receive the following:
• Testamur – students who successfully complete all course requirements will be issued with
a certificate of completion.
• Academic Transcript (for Nationally Recognised qualifications only) – this record follows
AQF guidelines and is a list of the competencies you have achieved.
• Student Assessment Record (or Grades Letter) – this record shows all assessment tasks
completed and the grades achieved.
A Registered Training Organisation issues a Statement of Attainment when an individual
has completed one or more units of competency from a Nationally Recognised Training
qualification.
To find a detailed description of the units of competency within your course, please
contact the Student Support Team or refer to the Open Colleges website. Ifyou are not
studying a Nationally Recognised Training qualification, you will receive an Open Colleges
Certificate.
To be awarded your Nationally Recognised Training qualification, Statement of Attainment
or Open Colleges Certificate, you must have:

• successfully completed all assessments and work placement (where applicable)
• been deemed to be competent in all your areas of study
• met all your financial obligations.
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Overview of OpenSpace
“
The course itself was great, with plenty of support from my trainers and fellowstudents. I just got down and applied myself to the assessments but it is important
to be self-motivated and to have a work plan.
Tom Colwell
Certificate III in Disability
OpenSpace is Open Colleges’ virtual campus. OpenSpace is a diverse learning
environment that lets you access your course materials and all the support services
available. It is a means of communication and engagement with your Trainers and
Assessors, division staff, student support and most importantly, your fellow students.
While OpenSpace is a resource, it is also an evolving, creative environment where you
can make a significant contribution to the Open Colleges community. OpenSpace has
been recently updated following extensive student feedback so that it works best for
you.

What you can do in OpenSpace
OpenSpace provides a wide range of services that are essential to your online learning
experience. In OpenSpace you can submit assessments, access your course materials,
check your grades and access our extensive online libraries. Moreover, OpenSpace is
where you can interact with your Trainers and Assessors and fellow students.
In OpenSpace you can:
• access student discussions
• access the latest news about Open Colleges and your course
• access the Student Lounge.
• access the FAQs knowledge base
• submit an enquiry to either your Trainer and Assessor or Student Support
• create and manage your online profile, change your password and set your messaging
settings
• send and manage your messages with other students, support staff and Trainers and
Assessors
• find contacts for Trainers and Assessors and other individuals who are important to your
learning experience
• find a study buddy
• customise a calendar to ensure you manage your time as efficiently as possible and keep
track of your planned assessment due dates, forum discussion dates or meetings
• view your grades, course overview and payments
• manage private files, such as draft assessments and notes
• access learning resources
• access extensive online libraries for research
• manage your assessments—upload an assessment, view your assessment feedback and
grades.
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Getting the most out of OpenSpace
Course information, study materials and assessment uploads will be required by all
students, but if you want to get the most out of OpenSpace, consider what you can
contribute to it both as part of a general online community and in terms of the other
students specific to your course.
Here are some ways OpenSpace can help you make the most of your online learning
opportunities:

• access the Student Lounge—a hub for student information and resources, including how-to

videos, forms, relevant policies and procedures, communication tools and study tips
• access the extensive online libraries which include millions of articles on a diverse range of
topics
• find a study buddy and get to know your fellow students through messaging and posting in
your course discussions. This creates a feeling of community and allows you to access other
students’ experiences and ideas. It can also help you in those times when you need
motivation
• students and staff can post announcements and create discussion topics. You can also share
your thoughts and ideas and benefit from interacting with other students. In many courses,
engaging in the forums is part of your recommended learning activities or assessments.
Like any online environment there are some basic etiquette rules to follow to ensure
all users can participate in a secure, respectful and open community.
When you take part in a discussion, keep it to the topic. A lively exchange of ideas and
opinions is encouraged as long as the contributions stay respectful and considerate.
Try reading through previous posts to get a clear sense of how the conversation has
developed and what has already been covered.
Forums are a great place to try out ideas and benefit from the contributions and
feedback of others.

How to get started
The first time you login to your course, you may feel a bit overwhelmed. Many people
say that the hardest part of undertaking any type of study is actually getting started.
But don’t worry; we’ve put together a quick and easy guide to help you get up and
running:
1. Read the Guide to OpenSpace – this will be emailed to you at time of enrolment.
2. Watch the welcome videos in OpenSpace – you’ll learn how to navigate around
OpenSpace and how to get started in your course.
3. Book a personal induction call with the Learning Support Team – if you have any
questions or concerns about your studies or how to get started, you can book in an
induction call with a Learning Support Officer via OpenSpace. They can help you with
things like:

• getting started in OpenSpace
• setting a study plan
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• tips for staying motivated and managing your time
• accessing and using academic resources
• learning, literacy and numeracy support.
4. Read the course overview – it covers what to expect in your course including the
learning outcomes, assessments, work placement requirements (if any) and the types
of support available to you while studying.
5. Access your learning materials – here you will find your course material which will
contain a number of readings and activities to complete. The activities are designed
to test your knowledge of the course content and help prepare you for your
assessments. Once you are confident, you will move on to the assessments, which
you will submit to your Assessor for grading.

What if I need help?
Firstly, look at the FAQs in OpenSpace. We have compiled over 200 frequently asked
questions from students and provide instant comprehensive answers. The FAQs should
be your first port of call for any enquiries. For detailed information about how to
access, download and print FAQ information, check the Guide to OpenSpace emailed
to you when you enrolled and available in the Student Lounge. This document contains
many practical tips about how to navigate and use OpenSpace. You can also go to the
Student Lounge in OpenSpace and look at our series of how-to videos.
Like any other new environment, familiarity takes time. Early in your course look
around OpenSpace to get a clear sense of what it contains.
If you can’t readily find an answer, you can submit an online enquiry to the Student
Support Team who will respond as soon as possible. We endeavour to respond to
student queries within 2 business days.
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Training and induction
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Assessments
Types of assessments
Open Colleges has five primary types of assessment:

• Written Assessments
• Video Demonstration
• Verbal (Oral) Assessments
• Workplace assessments
• Assessment of Recognition of Prior Learning (RPL).
Written Assessments
Refers to those Assessments that are completed independently by the student. Types
of Written Assessments may include:

• Quiz: where students answer a range of questions and select a correct answer from a range

of options, includes multiple choice, true or false, drag and drop
• Short Answers: where students complete a range of questions typically using one or two
sentences
• Essay: where students provide a structured written response to a question or problem
usually within a defined word limit
• Presentation: where students are asked to present their assessment work as a presentation
in PowerPoint, Prezi or other formats as prescribed
• Written Report: where students provide a written account of a particular task or activity.
Written reports may include:
• Case Study: where students read a case study or watch a video and respond to questions
relating to the case study
• Reflective Activity: where students reflect on an their own personal experiences regarding
an aspect of their Course or having undertaken a practical task
• Research Report: where students develop an in-depth analysis of an issue or topic based on
comprehensive research (to a level appropriate to the AQF level of the Course).
• Journal: where students develop a reflective diary over a period of time in respect of a
particular issue or topic covered within a course
• Project: where students undertake a range of activities over a period of time and present
these activities in a coherent form
• Portfolio: where students collect evidence (such as videos, photos or artefacts) regarding
the completion of a range of practical tasks.

Video Demonstration
Where students record themselves (using a video recorder) undertaking a defined
scenario or role-play using skills developed during the course or Study Period .
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Verbal (Oral) Assessments
Where the student is involved in a structured interview with the Trainer and Assessor.
The student is given the nature and scope of the assessment ahead of time.

Workplace assessments
Workplace assessments are a core part of Structured Workplace Learning. Information
about course requirements for workplace assessments are in the Workplace
Assessment Guide available in your first study period in OpenSpace. You will have also
received a copy of the Workplace Assessment Guide by email prio r to enrolment. The
same suggestions for presentation and submission of written assessments above apply
for workplace assessments. Be sure to keep your own copies of any assessments or
other documentation.
If you have any questions about workplace assessments, contact your Workplace
Assessor or the Student Support Team.

Submitting assessments
Always keep a duplicate copy of your assessment for your own records. If it is not
possible to retain copies of your original work, we advise you to keep high -resolution
photos or video records of your assessment.
Please refer to your assessment instructions or call the Student Support Team on 1300
650 011 for further advice.
We encourage you to submit your assessments via OpenSpace following these simple
suggestions:

• ensure your assessments clearly identifies your student number, course and assessment

numbers
• when submitting files, make sure they are .doc, .docx, .xls, .xlsx, .rtf, .txt, .pdf, .ppt or .mdf
file formats only
• a maximum file size of 100 MB is strongly recommended
• do not submit an assessment both online and by post. Split submissions will not be
accepted. If printed or written attachments are required, you may upload up to 10 multiple
files to OpenSpace
• wherever possible upload your submission in one document to make it easier for your
Trainer and Assessor to grade
• once you have clicked submit, please be patient and wait for the confirmation page to load.
Uploading may take a few minutes for files above 10 MB
• print the confirmation page for your records. A confirmation email is also sent to you. We
suggest you keep a copy of your assessment and your confirmation email on your computer
until you receive your grade
• if you submit your assessment on OpenSpace, you will be able to view your submission
online.
Depending on how you’ve configured your messaging on OpenSpace, you will receive a
popup and/or an email notification when your Assessor has submitted your grade and
feedback.
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When submitting your assessments by post, please include an assessment cover sheet
quoting your student number. Upon receipt, your assessment will be scanned and
uploaded to OpenSpace for marking by your Assessor. You will receive your grade and
feedback through OpenSpace.
Students who submit written assessments by post or via OpenSpace, should allow up
to five days from receipt by Open Colleges for marking.
If you have any concerns or questions about your assessment submission, you can contact
your Assessor through the messaging facility within OpenSpace or through the Student
Support Team. Please note that while you are not permitted to submit a draft of your
assessment to your Trainer and Assessor for comment, you can certainly message your
Trainer and Assessor with any questions you have at any time.
Your Assessor will respond to queries about assessments within three days via email. You
may also check for a response within the Assessor message link on OpenSpace.
If you receive an unsuccessful assessment result, you may use your Assessor feedback
to attempt the assessment again and resubmit when you feel you have made all suitable
amendments. You should be aware that multiple resubmissions may incur an additional
fee. Please refer to the Schedule of Administration Fees for details.

Presenting assessments
Take care with how you present your assessments. Whether it is a journalism article, a
research report, a business document or essay, each course has style requirements for
assessments. You should aim to make your assessments look as professional as possible as
this is good practice for the workplace.
In general, our Trainers and Assessors prefer double-spaced Microsoft Word documents
so that they can write or type comments within your assessments, which in turn, gives
you more detailed and constructive feedback.
Important points to remember about presenting your assessments:
• insert your name, student number, assessment name and assessment number at the top of
each page
• insert your name, student number, assessment name and assessment number at the top of
each page
• number your assessment pages
• use Times New Roman, Arial or Palatino unless otherwise specified
• type your assessment answers into the assessment guides (Microsoft Word format)
provided within each study period in OpenSpace
• if you are unsure about which type style and type size to use, contact your Trainer and
Assessor or the Student Support Team for advice
• do not type the whole document in italics, elaborate script or in capitals as they are difficult
to read
• do not use coloured headings or complex graphics—keep it simple and professional
• use spell check
• use correct English grammar and expression. Convey your ideas clearly so that the meaning
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precisely matches what you have written. Good grammar is fundamentally important to the
way we communicate
• some assessments specify word counts to ensure that you write an essay of the appropriate
depth
• references and appendices that are included within your completed assessment are not
counted towards your word count
• some assessments require a compulsory reference list at the end of the assessment
• when submitting your assessment by post, simply staple the pages together and do not
insert it into separate clear plastic covers—your work will need to be scanned and stored
against your academic records
• if you are writing your assessment by hand, make sure it is neat and easy to read—if your
Trainer and Assessor cannot read your handwriting, they cannot mark it!

Assessment marking and feedback
Your assessments will be marked by your Assessor who will also provide feedback. If you
need further clarification or more feedback, you can contact your Trainer and Assessor
via OpenSpace.

Assessment Grading
Assessment grading only applies to certain Written Assessments. Individual components of
Written Assessments may be weighted differently. An overall Assessment grade is
calculated based on the weighted average of the individual components of the Assessment.
Where applicable, assessments are graded in accordance with the Assessment Grading
Schedule (see PR5.1.1). Grading options vary by course and are published in the Course
Overview in OpenSpace.
If you have received a grade on your assessment that you do not agree with, you can
appeal the decision. To make an appeal, you will need to complete the Assessment Appeal
Form on OpenSpace and email it to the Student Support Team at
studentsupport@opencolleges.edu.au. You will need to provide a detailed reason as to
why you feel the grade awarded was not satisfactory and attach a copy of your assessment
with the feedback from your trainer so that it can be reviewed. All appeals must be made
within 10 days from when you first received the grade.
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Structured Workplace Learning
“
This course is the start of a new beginning for me. I’ve never studied anything before, so I
am looking forward to one day having clients of my own!
Kylie Kimlin
Certificate II in Nail Techno lo g y

Many Open Colleges courses involve Structured Workplace Learning—commonly called work
placement. This is a hands-on opportunity to develop, demonstrate and apply your skills and
knowledge in a real workplace environment.
Structured Workplace Learning gives you the opportunity to work alongside others and put the
knowledge and skills you have learnt into practice. You will have the opportunity to experience
real work conditions and expectations as well as develop a range of general skills and vital jobspecific skills and knowledge.
Structured Workplace Learning will also give you insight into particular job roles and
responsibilities within an industry context. This is an invaluable chance for you to discover if it is
the right industry for you and what skills and knowledge you need to focus on developing
further. Many students find that work placement is the most fulfilling aspect of their studies.
During your work placement you will be required to work under the guidance of an approved
Workplace Supervisor. The requirements of your work placement are outlined in the Work
Placement information provided to you prior to your enrolment. A summary of
requirements are also listed on the Course Brochure available on the Open Colleges
website.
During your work placement, you will be required to undertake a range of prescribed tasks and
activities on multiple occasions over time. Such tasks and activities will need to be completed to a
standard appropriate for your workplace and signed off by your Workplace Supervisor.
Completion of these tasks will be recorded in your Logbook. You will also need to complete an
Attendance Report to record the hours you have completed in the workplace.
During your work placement, you will be periodically interviewed by your Workplace Assessor,
who will also separately interview your Workplace Supervisor tocheck on your progress
against prescribed tasks. You may also be required to create a Workplace Portfolio, which is
used for collecting evidence of your workplace experiences and enables you to reflect on
the application of knowledge and theory in the workplace.
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Structured workplace learning
As a student, you will be responsible for finding an appropriate workplace to undertake your work
placement and to complete it within the timeframe of your course. To help you through this
process, we have a comprehensive range of support resources and services available, including:
• Structured Workplace Learning Support Kit – this is an online guide available in OpenSpace for any
students undertaking Structured Workplace Learning. It provides general advice, tips and
resources on how to secure a work placement and how to get the most out of the Structured
Workplace Learning experience.
• Work Placement Overview, Course Overview or Workplace Assessment Guide – this is a coursespecific document that provides advice and resources for students seeking a work placement. You
will find this in the first study period of your course.
• Work Placement Support Team – our team of dedicated Work Placement Support Officers can
provide specific one-on-one support for any students facing difficulties obtaining a work
placement. You can call the Student Support Team on 1300 650 011 and they will refer you to a
Work Placement Support Officer.
For some of our courses with Structured Workplace Learning, we have additional support
resources available for students, including:
• Work Placement Centre – if you are having trouble finding a suitable work placement, you can
choose to attend a Work Placement Centre where Open Colleges has developed a relationship
with the organisation and assessed the suitability of the workplace. You can call the Student
Support Team on 1300 650 011 and they will refer you to a Work Placement Support Officer for
further information.
• Skill Development Workshops – this is for students who would like to gain more practical skills,
they can attend an optional Skill Development Workshop. If your course contains Structured
Workplace Learning and you attend these workshops, these hours can be counted towards your
work placement hours.
Students are required to travel to a Work Placement Centre or Skill Development Workshop at
their own cost. To understand what additional support options exist in your course, please
contact Student Support.
Additional fees mayapply for Work Placement Centres and Skill Development Workshops. These
are outlined in the Schedule of Administrative Fees.

Structured workplace learning documentation
We have a range of documents and forms available in OpenSpace for students undertaking
Structured Workplace Learning. These include:

• Work Placement Overview, Course Overview or Workplace Assessment Guide — this provides an

overview and explanation of the workplace assessments you will need to complete and the role of
your Workplace Supervisor and Workplace Assessor.
• Workplace Introduction Letter — this is a course-specific letter template that you can use when
approaching prospective workplaces.
• Workplace Approval Form — once you have found a suitable workplace, you will need to complete
this form and have it signed by your Workplace Supervisor and Workplace Assessor.
• Workplace Initial Interview Checklist — this is for your Workplace Assessor to use when checking
that the workplace you have chosen is suitable and meets the requirements of your course.
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• Workplace Training and Assessment Plan — your Workplace Assessor will work with you and the

Workplace Supervisor to develop a training and assessment plan for you to complete throughout
your work placement. This includes dates and times of interviews that you and your Workplace
Supervisor will have with the Workplace Assessor during your work placement.
• Workplace Logbook— this outlines the specific tasks and activities you will need to undertake in
the workplace and also includes an attendance report.
• Workplace Portfolio— this outlines additional tasks and direct evidence that you will need to
gather while you are in the workplace.
• Student and Supervisor Interview Questions —this covers the questions that you may be asked by
the Workplace Assessor during the scheduled interviews.
• Workplace Assessment Final Report – this is where you will receive final feedback from your
Workplace Assessor about your performance in undertaking the workplace assessments.

Step-by-step guide to structured workplace learning and
workplace assessments
Below is a quick step-by-step guide to help you better understand the Structured Workplace
Learning and Workplace Assessment process.
1.

Read the Work Placement Overview, Course Overview or Workplace Assessment Guide.

2.

If you are not currently employed in a suitable workplace, we recommend undertak ing
some research regarding potential suitable workplaces in your local area. The criteria for
appropriate workplaces and supervisors can be found in your Course Overview or
Workplace Assessment Guide in OpenSpace.

3.

Use the Introduction Letter provided in the Structured Workplace Learning Support Kit to
contact the workplace to see whether they would support your workplace assessments.
Follow-up your introduction letter with a phone call. Speak to Student Support if you are
experiencing difficulties.

4.

Once you have found a workplace, you will need to complete the Workplace Approval
Form and get this form signed by your Workplace Supervisor.

5.

Submit the completed Workplace Approval Form by email or through OpenSpace to
Student Support.

6.

Student Support will log this against your file and contact the Workplace Assessor on your
behalf.

• Please note: Students may not commence Work Placement until fully authorised by the
Workplace Assessor.

7.

The Open Colleges’ Workplace Assessor will undertake an initial interview with you and
your Workplace Supervisor. The Workplace Assessor will complete the Workplace Initial
Interview Checklist to ensure the workplace and supervisor meets the requirements of
the course.
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8.

The Workplace Assessor will complete the Workplace Training and Assessment Plan. This
will give you a broad understanding on completing the tasks required for the workplace
assessments and a schedule for the subsequent interviews. The Workplace Assessor will
send a completed copy of the Workplace Training and Assessment Plan to you and your
Workplace Supervisor.

9.

You are now ready to commence your work placement. You should attend the workplace
at the times agreed with your Workplace Supervisor and undertake any induction or
orientation programs required by the workplace. Importantly, you should operate under
the guidance of your Workplace Supervisor and be courteous and professional in your
dealings with others in the workplace (including clients) at all times.

10. You should have regular meetings with your Workplace Supervisor to get feedback on
your performance in the workplace. This feedback is essential to the learning process.
11. Throughout your work placement, you need to ensure that you are completing the
Workplace Logbook tasks and activities, along with getting your attendance signed off.
You should also start working on any Workplace Portfolio activities that you need to
complete.
12. You will need to participate in telephone interviews with your Workplace Assessor
throughout your work placement. This is an opportunity for you to clarify any issues or
problems that may emerge during your workplace experience. The Workplace Assessor
will also have telephone meetings with your Workplace Supervisor.
13. Upload your completed Workplace Logbook to OpenSpace or send a copy to Open
Colleges. Remember to keep a copy of this document. It is an essential part of your
learning experience.
14. Upload your completed Workplace Portfolio to OpenSpace. Again, please remember to
keep a copy of your portfolio.
15. Your Workplace Assessor will upload the completed Student and Supervisor Interview
Questions to OpenSpace.
16. Your Workplace Assessor will then provide you with a Workplace Assessment Final Report
to provide you with holistic feedback on your workplace assessments.
17. The Workplace Assessor will also update the grade for the workplace assessments to
‘Satisfactory’ or ‘Unsatisfactory’ in OpenSpace. If you receive an ‘Unsatisfactory’ grade,
your Workplace Assessor will provide you with specific guidance on additional tasks or
activities that you may need to complete. Please see PR5.1 Assessment Procedure for
further details.

Structure workplace learning requirements
The completion of a mandatory work placement within the duration of your course is a
requirement for many Nationally Recognised Training qualifications. If you have questions about
whether Structured Workplace Learning is required for your course, check your enrolment
details or speak to the Student Support Team.
Please be aware that there may be instances where you will be required to undergo a Criminal
Record Check or a Working with Children Check. In many cases, these checks are mandatory.
If you need to undertake a work placement, make sure you look at the Work Placement Support
page on OpenSpace where you will find the Structured Workplace Support Kit
and FAQs .
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Student support services
“
My trainer and assessor was great as he always responded quickly and in detail to
my email enquiries, and the course material was excellent.
Jodi Wag s taff
Certificate III in Fitness
Open Colleges is here to help with all aspects of your studies. We can help you access
OpenSpace and update your contact details, as well as assist you with work placement,
study tips and much more. To ensure you receive the best and most efficient service,
use the following guide to direct your enquiry to the correct place. If you are unsure
about where to best direct your query, contact the Student Support Team.

General administrative support
Student Support Team
The Student Support Team is your first point of contact and is on call to assist you with
any administrative questions or issues regarding your enrolment with Open Colleges or
your OpenSpace account. You can contact the Student Support Team by email, phone
or online enquiry in OpenSpace.

The Student Support Team is available:
Monday to Friday: 8:30 am to 12:00 am (midnight) AEST
Saturday and Sunday 9:00 am to 5:00 pm AEST (excluding public holidays)

General Student Support
T: 1300 650 011
+61 2 9433 3655 (outside Australia)
F: 02 9433 3666
E: studentsupport@opencolleges.edu.au

Learning Support Team
Learning Support Officers are available to help with practical solutions for learning
challenges such as assisting students with disabilities or special needs access. If you
are new to Open Colleges, Learning Support Officers can also help you with your
induction and orientation, and once you are up and running, managing your time and
accessing academic resources.
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Work Placement Support Officers
Work Placement Support Officers are there to help you with administrative and practical
issues related to Structured Workplace Learning. While it is your responsibility to find a
workplace for your work placement, your Work Placement Support Officer provides
support, advice and resources to help you find a placement as well as answer your
queries and ensure you get the most out of your work placement. If you need help,
contact the Student Support Team and they will refer you to a Work Placement Support
Officer.

Academic support
Trainers and Assessors
All Nationally Recognised Training courses are assessed by qualified Trainers and Assessors.
Each Trainer and Assessor has in-depth industry knowledge and experience as well as a
Certificate IV in Training and Assessment, or equivalent. Your Trainers and Assessors are
your primary contacts for all issues related to your learning materials and assessments
within your study period. You can contact your Trainers and Assessors through
OpenSpace.
You will be in contact with your Workplace Assessor during any workplace assessments
required for your course. Your Workplace Assessor is responsible for approving your
workplace and your workplace supervisor, creating a workplace training and
assessment plan for you, conducting interviews during your work placement and
grading your workplace assessments.
If you believe that you have received a grade for an assessment that does not reflect
your academic performance, you can request an assessment appeal. For more
information, see the Open Colleges Assessment Policy that can be found in the Student
Lounge on OpenSpace.

Program Managers
Your Program Manager is responsible for the day-to-day running of your course and is
available to help you get the most out of your learning experience. Your Program
Manager will help with any queries you have regarding your course. You can contact your
Program Manager through OpenSpace.

Heads of Portfolio
The Head of Portfolio is a leader in their field with extensive education experience and
expertise. They are responsible for the overall operation of the Portfolio including
Program Managers, and Trainers and Assessors.
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Media 26294

Students and their experiences with Open Colleges

Payment services
Our payment services team can assist you with questions about instalments and
payments. Payment services are available:
Monday to Friday 8:30am to 4:30pm AEST (excluding
public holidays) T: 1300 881 919
F: 02 9433 3666
E: accountsreceivable@opencolleges.edu.au

General contact information
Open Colleges Pty Ltd ABN 61 000 011 692
Open Colleges RTO 90796
College of Fashion Design RTO 3798
Integrated Care & Management Training RTO 90197

Mail
Open Colleges
P.O. Box 1568
Strawberry Hills NSW 2012

Head Office
Level 12
300 Elizabeth Street
Sydney NSW 2000
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Additional resources
Online library
As part of your enrolment, Open Colleges gives you access to GALE, a world-leading
online library, open to you 24 hours a day, seven days a week. GALE’s collections span the
range of courses available at Open Colleges and include up-to-date research material to
help you with your assessment tasks or learning activities.
GALE frequently adds new collections so that you have access to an unparalleled range
of research and general interest material to enhance your learning experience. GALE
offers step-by-step video tours to familiarise yourself with their resources.
With over 600 collections available, access to GALE opens up a world of learning.

When should I access GALE?
You can access GALE any time to further your knowledge of course material, but it will
be particularly valuable when preparing for your assessment tasks. GALE has an easy-touse search function to quickly identify specific materials cited in your course.
At any time in your course that may be relevant, if you need further information or would
like to explore a topic in a deeper way, try a quick GALE search to see what additional
materials you can use. Reading widely is one of the keys to success in any subject.
Alternative opinions and approaches can deepen your understanding and provide
options and perspectives that you may not have considered.
Keeping current with developments is considered a key part of professional
development in many occupations and GALE can assist you in this process. If you find a
challenging or interesting resource in GALE, why not start a thread in a student forum to
share your findings? This is a great way to create personal and professional relationships
that can add to your learning experience now and may even carry on into your later
career. You can access the GALE library through ‘The Library’ link in OpenSpace

Student lounge
The Student Lounge in OpenSpace provides students with access to a range of
additional learning support resources including:

• guide to OpenSpace
• academic writing guide
• academic referencing guide
• guide to searching the internet
• other general study resources.
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Course discussions
Course discussions form part of our online community in OpenSpace. In your course
discussion you can get to know other students in your course, share suggestions and
study tips, as well as benefit from the exchange of ideas on topics covered in your study
period or course. Get onto your course discussion and introduce yourself today—you
are a welcome member of the Open Colleges community!
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Academic referencing guide
Academic referencing is only required for some written assessments depending on the
qualification level and will be specified in the assessment instructions if it is
required. To make it easier for you when completing your assessment, please refer to
the section below on academic referencing.
Academic referencing is the formal method of demonstrating your use of source
material. In any kind of formal study, proper referencing is required to clearly document
the sources you used in your research. Referencing is used to validate your argument
and to give readers additional material they can use to further their own research.
Proper referencing demonstrates that you have undertaken appropriate, transparent
research. When doing your own research you may find yourself discovering useful source
material from the references provided in the work of other writers.
Much of the following information on referencing is based on the requirements set out in
Snooks & Co., Style manual for authors, editors and printers (Wiley 2002). This style
manual is used as the Australian standard for writing and is accepted by publishers and
tertiary education institutions.
“
While academic referencing is good practice and a useful skill, Open Colleges only
requires formal academic referencing for qualifications at Certificate IVlevel and
above.
IMPORTANT NOTE
There are many different kinds of referencing, but they generally fall into two main
types:

• The Harvard System – sometimes called ‘author/date’ referencing—this is the style used in
many universities and for many different disciplines. It uses in-text references rather than
footnotes. This is the required style in Open Colleges.
• The Oxford/Vancouver System – used traditionally in the humanities (such as History or
English Literature) and uses footnotes or endnotes.

Plagiarism
Academic referencing is an extremely important skill in formal writing as it clearly shows
what material is your own and what material comes from other sources. This distinction is
vital in avoiding plagiarism—a term that refers to the use of another’s work, words, or
ideas without proper acknowledgement. Plagiarism is intentional when someone
deliberately copies another’s work and attempts to pass it off as their own. This is a very
serious offence in any educational setting and is considered academic fraud. When
detected, plagiarism can result in serious disciplinary consequences as outlined in the
Student Code of Conduct.
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Good referencing habits are important to cultivate. Always keep a careful record of the
material you read and use for assessments and when taking notes to remind yourself of
where an idea you are using comes from. Before submitting an assessment task, check
over your work to ensure you have included references where needed and that your
reference list contains a complete record of all the items you have referred to in your
text.

Harvard referencing: a quick how-to guide
When it comes to referencing there are some basic terms to become familiar with:

• Quotation – an exact reproduction of another’s work, text, phrase or argument.
• Citing – formally recognising in your text the source from which you have obtained

information.
• Citation – citing another writer’s ideas—referring to an idea without actually quoting it
word-for-word.
• Bibliography/References – a detailed list of your sources of information. A reference list
comes at the end of your document and allows others to find the information you have
used.

Using citations in the body of your text
Harvard referencing uses in-text citations in the main body of a document. Directly after a
quotation or when referring to another’s work or idea, you must place identifying
information in a set of brackets. This also applies when citing or paraphrasing another
author’s work more succinctly than by using a direct quotation. This demonstrates that
you have clearly understood your source material and that you can convey it to
others accurately and concisely. For example:
The writing process is a learned skill as proposed by Smith (1997, p.7) who
demonstrates the range of approaches taken by different authors. Good use of
grammar is cited by many authors (Brown 2001, pp. 17–19) as a beneficial steppingstone to gaining confidence in the process of writing well.
The actual citation is integrated into the text. It is not quoted word-for-word, but it is
clear that reference is being made to another person’s work or ideas.

In-text references
The Harvard System of referencing involves placing an abbreviated reference in the text
as follows:
• author’s surname (author’s initials are not included)
• year of publication
• relevant page number, following the year (page numbers are not always used in in-text
references, but they are preferred, as not citing a page number implies that you are
referring to an entire text, or the text is a website). When citing a single page, use ‘p.’; for a
range of pages, use ‘pp’, as in ‘pp. 8–9’.
This information is placed in brackets that are contained within the sentence. In Harvard,
there is no comma between the author’s surname and the date. You can use an ampersand
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‘&’ for in-text references and in your reference list, but you must use the full ‘and’ in the
main body of the text.

Using quotations
Sometimes you will need to directly quote a source. It is best to only use direct
quotations when citations would not do justice to the original work, or there is a
requirement to quote word-for-word.
Quotations are represented exactly as they are in the original material and, where a
quote is less than 40 words, it should run on within the text. If you mention the authors’
names in the main body of the text directly before a quotation, the in-text reference can
just include the date and page number. For example:
Welcome and Jones (1991, p. 106) state that, “It is easy to overlook mistakes initially
that can be corrected. The overall writing is always improved with further attention”.
It is very important to accurately show direct quotations. It is a good habit to use
quotation marks even in your notes to make sure that you know what material is a
quotation and not your own words.

Using partial quotations
If you leave out part of a quotation, you need to use an ellipsis (three full stops) to
demonstrate this. This is only required if you leave out material from the middle of a
quotation. For example:
Taking your time when writing is, ‘Highly recommended, as … it is easy to overlook
mistakes initially’, (Welcome & Jones 1991, p. 106).
With longer quotations (over 40 words), you need to indent the actual quotation, so
that it stands out from the body of your text. Longer quotations do not need quotation
marks as you can see in the following example:
When preparing for submission, it is important to allow enough time to sufficiently revise
because taking time is:
Highly recommended, as good writing is the result of numerous stages of effort
involving repeated revisions and drafts; it is easy to overlook mistakes initially that can
be corrected. The overall standard of the writing is always improved with further
attention (Welcome & Jones 1991, p. 106).

Reference list or bibliography
The reference list (usually headed ‘References’) is a detailed list of all the works or ideas
you have referred to in your research and is included at the very end of your document. A
reference list needs to be presented in a specific, clear way that easily allows access to
the information. It is compiled in alphabetical order according to authors’ surnames. When
the author has multiple works, organise them chronologically from earliest to latest. Use
single spacing and leave a line between each entry. Indent the second and subsequent
lines of each entry to make it easier for readers to find a particular entry. This is called a
hanging indent and if you are using Microsoft Word, it can be found in the paragraph
formatting box on the home section of the toolbar.
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A bibliography follows the same rules and contains all aspects of the reference list. It
also contains any material you have not quoted or cited but used in preparing your
assessment. Generally, a reference list will be sufficient for most of your assessment
tasks. If you are unclear, you can always check with your Trainer and Assessor.

Books
Firstly, present the author’s surname, followed by a comma, then the first initials.
Corporate authors may replace personal authors when appropriate. Present works with
multiple authors alphabetically. Then show the year of publication (latest versions are
usually preferred) followed by a comma. The book title is then set in italics and in
sentence case. Only the first word and proper nouns use capital letters. After another
comma, the place of publication and publisher are given, followed by a full stop. For
example:
Jones, P & Mackay, N 1977, Conflict and resolution, Auckland, NZ Publishing Company.

Jo urnals
For journal articles, begin with the author(s) names, year of publication, then the title of
the article in quotation marks, then the name of the journal using capitals and italics. The
volume and issue number should follow, then the relevant page numbers. For example:
Ringer, D & Accurate, Y 2011, How to correctly reference on all occasions, Journal of Precise
Writing, vol. 7, no. 3, pp. 12–24.

Internet sites
Internet citations should contain the author, publication date, article title, department
or site name, date retrieved and the full URL. For example:
Patterson, J. (2005). Maximum ride. New York: Little, Brown.
https://www.citethisforme.com/harvard-referencing

Personal communications
This includes letters, memos, telephone conversations, interviews and other forms of
communication not retrievable by others. These are cited in the body of the text and
should appear in a bibliography, but not in a reference list. Give the initials as well as the
surname of the author and provide the information as exactly as possible, including job
title and organisation. For example:
This date has been confirmed by the department head (J. Brown, Head of Finance, XYZ Ltd,
personal communication, May 27 2012).

Newspaper articles
If a newspaper article has an obvious author, the procedure described for journals should
be followed. The volume and issue information should be replaced by the day, month and
year. If the article has no obvious author, use the publication title as the author.
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How can I get more information about academic referencing?
If you want to improve your general writing style and get detailed information on all
aspects of grammar and the correct presentation of documents, you can get hold of
Snooks & Co., Style manual for authors, editors and printers (Wiley 2002) through any
bookshop. Many websites give excellent information on referencing, but do watch out for
where they originate. In Australia, we use British/Australian English and usage, while
many websites use American English and usage that can be quite different. Open Colleges
also has an Academic Referencing Guide which is available in the Student Lounge and the
Learning Support page on OpenSpace. And you can always contact the Student Support
Team with any specific enquiries.
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Study skills resourcing
By enroling with Open Colleges you have shown yourself to be a motivated, independent
student. Our courses are designed to reflect adult learning principles that honour your
independence as well as the skills and knowledge you have already gathered. However,
we all need a little help sometimes.
Below are some guidelines about where you can find additional resources to assist you
during your studies.

IT skills
Studying online requires a basic knowledge of IT skills such as word processing, saving,
uploading and printing documents, online navigation and communication skills, and
general computer use. These skills are vital in most contemporary workplaces.
The specific hardware and software requirements as well as computing skill
requirements for your course are outlined on the course page on the Open Colleges
website.
If you need any IT assistance during your studies, contact the Student Support Team
through OpenSpace or by phone.

Open Colleges Skill Builder Courses
If it’s a more specific skill you are after, we have Open Colleges Skill Builder Courses in
business, project management or computing. More information on our skill builder
courses can be found in the 'Studying with Open Colleges' topic.

Numeracy skills
Many Open Colleges courses require basic numeracy skills and your Trainers and
Assessors and the Student Support Team are on hand if you have any difficulties. If you
would like to brush up on some numeracy skills, we have some great support resources
available to help you:

• Learning Support – our Learning Support Officers are always here to help if you are

experiencing any challenges with online learning or need some guidance on building your
study skills. You can book in appointment with Learning Support through OpenSpace.
• Language, Literacy and Numeracy Skill Builder Courses – we have a dedicated section on
OpenSpace designed to help you build your skills in areas including: working with numbers
and calculations and performing basic maths calculations.

General study skills
Online learning gives you tremendous flexibility. To make best use of this flexibility, be
aware of your goals and your schedule to keep motivated. Take some time early on in
your course to discover the range of resources available that can help you develop
good study skills so you use your time as productively as possible.
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Go to the Student Lounge on OpenSpace for the Open Colleges Guide to Goal Setting and
Time Management and contact your Trainer and Assessor or the Student Support Team
for more help. Keep engaged with student forums as well and consider finding a Study
Buddy to help maintain your motivation.
There are many online resources available for you to explore for advice on online study,
but just to get you started, you might like to try following this link www.alison.com(search
‘basic study skills’)

Tips on successful online learning
Online learning has a lot to offer students who are determined, self-motivated and
willing to dedicate the time and effort to their studies. Your success in completing your
course depends on the effort you put into studying and in completing your learning
activities. Here are some study tips to help you to get the most out of your studies:
Plans and goals
Online learning is self-directed. This means that you are responsible for your progress and
achievements. You have loads of flexibility and when you have finished your course you
will know that you truly earned your success. Although we are here to help, your learning
experience is largely dependent on your own goals, plans and motivation. Here are some
useful tips on setting your learning goals:

• Be clear about why you have enrolled in your course and what you expect from it. Do you

want to change jobs or improve your qualifications? Do you want to change a hobby into a
career? Do you want to achieve a specific qualification?
• When you set yourself goals, make them SMART. That is, make your goals Specific,
Measurable, Achievable, Realistic and Time-targeted. That way you will keep on track more
easily.
• Have a clear idea about a timeframe for completing your course. Although circumstances
change, setting a goal for when you want to complete your course can help you get
motivated. If you set clear, small goals that you can see yourself achieving, it will help you
track your progress and see that you are on your way to finishing. Make a note of every
goal you have met and acknowledge every small success—this helps you maintain
motivation.
• If your goals seem impossible to reach or your course feels like a never-ending chore, ask
for help. Participate in student forums, message your Study Buddy or contact the Learning
Support Team. All students feel this way at times—it will pass and the best way to get past
it is to get involved. So connect with other students, try a new technique and remember
your goals.
Time management
One of the most important skills you will develop through online learning is time
management. Successful students are proactive in their studies and take responsibility
for their own progress. Here are some tips on how to best manage your time:

• Firstly, work out how much time per week you have to spend on your studies and whether
this is enough to complete them in the timeframe you have set yourself. Once you have
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determined a rough estimate of hours per week to devote to your studies, make a strict
commitment to follow through. Although some variation is to be expected, try not to let
other commitments and responsibilities intrude on your study time too much. Consider
your studies as a gift to yourself and a gift to your future.
• Once you have allocated an amount of time for study in your week, work out a weekly
schedule for fitting it into the week. Be fairly strict with yourself to make sure you do not
fall behind.
• Next, you need to work out your schedule for when assessments are due, your dates for
completing your study periods and for course completion. Also, put in any work placement
dates. All this will give you a clear idea of the overall flow of your course.
It will also give you a better chance of getting your assessments in on time and avoiding
the stress that comes with cramming and overdue submissions.

• Despite best plans, things happen and your schedule will inevitably need some adjusting. If

you have missed some study time because of illness or family commitments, try to take
some extra time during the following week. Make sure you begin your assessment tasks
well ahead of time to give yourself a bit of wiggle room.
• Set small goals—a daily ‘to-do’ list will keep you on track and focused. A certain amount of
procrastination is considered part of the creative process, but do not let it get out of hand.
The more you achieve in small steps, the more confident you will be about your overall
success.
• Regular study and revision lays down long-term memory. It will also serve you better later
in your career than last minute cramming. As an adult learner, you know this already, but it
is worthwhile reminding yourself that your goal is to learn and make use of the material you
engage with in the long term, not just pass a test.
• Ask for help before problems get out of hand. If you find yourself falling behind or are stuck
on a particular topic, ask for help. Contact your Trainer and Assessor or the Student Support
Team earlier rather than later. We are here to help you and we can best do this by helping
you get on top of problems and challenges early. Everyone needs help sometimes and there
are no dumb questions. Asking is one of the best ways to learn, so ask, ask, ask!
• Maintain a work and life balance by scheduling relaxation time with family and friends. You
are likely to achieve your study goals sooner and with a lot less stress by taking it
methodically as part of your weekly schedule—not as your only focus. Trying to do too
much too soon leads to burn-out.
Mindmapping
We all learn in different ways and for some, it helps to see information in the form of a
mindmap. Mindmaps are word diagrams. Traditionally, a main subject word is written in
the middle of a blank page and secondary, associated ideas and concepts branch off
from this central word. More words are then added to secondary ideas and so on.
Mindmaps not only help to visually organise information, they can also help you to
develop new ideas and clarify issues that you might be grappling with. Mindmaps can be
done using your computer, but there are a lot of variations.

Managing stress
Studying online can be a richly rewarding experience, or it can be stressful and isolating.
Which one is up to you. Make practising self-care a lifestyle habit for keeping your stress
levels under control. It is a good strategy for studying and it is a good strategy for your
career down the line. Here are some tips:
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• Be organised – a lot of stress can be avoided by being clear about your goals and

timeframe. Keep to your schedule and allow plenty of time to complete assessments.
• Be clear about requirements – many students who receive less than ideal marks realise that
they were mistaken or unclear about the requirements of a particular task or activity. Make
sure you know not only practical details like required word counts, and so on, but also what
your Trainers and Assessors are looking for. Your assessment tasks are designed to be clear
about what is expected of you, but if you are not sure, ask for help.
• Get connected – some people think that taking the time to be involved in OpenSpace is just
social networking. Not so. The social aspect of connecting with your fellow students and
Trainers and Assessors is important—it can lead to useful industry connections after you
have completed your course. Furthermore, it gives you a sense of community, which has
been shown to directly benefit your learning experience.
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Student agreement & student code of
conduct
What is the student agreement?
The Student Agreement is often referred to as the Terms and Conditions of enrolment. All
students who enrol with Open Colleges accept the Student Agreement both verbally with
a Course and Careers Advisor or an Admissions Officer as well as in writing, either
electronically or via an enrolment form. The Student Agreement outlines the contractual
obligations of your enrolment with Open Colleges.
Within the Student Agreement, you agree to abide by the Student Code of Conduct
which sets out Open Colleges’ expectations of your behaviour within courses and in
relation to academic integrity. Itis also a general guide for the behaviour expected of you
while undertaking Structured Workplace Learning or workplace assessments

What happens if I breach the student code of contact?
If you are identified as having breached the Student Code of Conduct, the Head of
Portfolio, or delegate, will inform you of the allegation in writing and provide any
evidence pertaining to the alleged breach. You will then have 10 business days to
respond to the allegation in writing. You should submit this response to the Student
Support Team by email or through OpenSpace.
After this, the Appeals and Complaints Committee will review your response to the
allegation. If the Appeals and Complaints Committee determines that you have
breached the Student Code of Conduct then it may:

• issue a formal warning to you in writing;
• issue a Fail grade for the assessments or unit;
• suspend your enrolment in the course for a defined period;
• cancel your enrolment in the course; or
• any other action or sanction the Committee deems appropriate.
You will be advised of the determination of the Appeals and Complaints Committee
(including the foundation for their determination) in writing within 21 days of their
receiving your written response to the alleged breach. The determination of the
Appeals and Complaints Committee is final.
When very serious breaches of the Student Code of Conduct are alleged to have occurred
involving criminal behaviour such as fraud, the Head of Portfolio, in consultation with the
Chief Financial Officer, is obliged to refer the matter to the appropriate authorities such
as the police.
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Open Colleges commitment
Commitment to our students
Just as ethical behaviour is expected of you, we want you to know what to expect of us. In all of
our interactions with you, we recognise our duty to:

• always act with professionalism, honesty and integrity;
• treat all students with fairness and equality;
• recognise and respect individual differences and abilities, including special needs;
• not denigrate or judge you, or act because of personal bias;
• provide prompt, efficient and quality services and support to students at all times;
• provide clear and simple information;
• maintain confidentiality and privacy at all times;
• offer a service based on up-to-date knowledge of current policy and practice; and
• act in a safe and responsible manner at all times.
Commitment to your privacy
Open Colleges respects your privacy and complies with the Commonwealth Privacy Act, 1988 as
outlined in our Privacy Policy. We let you know exactly how we use your information, what your
rights are and what our commitment is to you. If you have any questions about this, please call us
on 1300 650 011 or write to:
The Privacy Officer Open Colleges Pty Ltd
P.O. Box 1568
Strawberry Hills, NSW 2012
Please include your student name, number and address.
For more details on how we protect your privacy and how to access your details, please see the
Open Colleges Privacy Policy in the Student Lounge in OpenSpace.

Tuition assurance scheme
Open Colleges Australia, through its three Registered Training Organisations (Open Colleges,
Integrated Care & Management Training and College of Fashion Design) participate in a tuition
assurance scheme (TAS) to safeguard students tuition fees in the event of it becoming insolvent
and unable to return fees that have been paid in advance.
In the event the TAS is required to be actioned, the administrators of the TAS will source a
similar or comparable training with an alternative approved training provider to allow the
affected participants under this condition to complete their studies with minimum disruption
and without further financial burden.
However if the student cannot be placed, the TAS will refund the student.
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Complaints
Complaints processes
Open Colleges makes every effort to provide a high quality learning experience including
excellent student support services and ongoing Trainer and Assessor support. However, if
at any time you have a grievance or are dissatisfied with any aspect of Open Colleges’
service or training, you can lodge a complaint with us by following the complaints
processes as outlined in our Complaints Policy and Procedure.
Open Colleges is committed to the fair and equitable management of complaints within
its learning community and the complaint procedures will not incur a cost to you. In the
handling of complaints, Open Colleges is committed to:

• processing complaints and informing you clearly of the outcomes of the complaints process
in a timely manner
• ensuring you have every opportunity to present your case, including the involvement of a
third party or arbiter
• keeping a record of complaints and associated meetings, decisions and outcomes to
address the cause of the complaint and document any changes.
All students of Open Colleges are entitled to access the complaint policies and
procedures. If you would like further, detailed information, please refer to our Complaints
Policy and Complaints Procedures.

Student feedback
Open Colleges welcomes your feedback and we are constantly working to make sure our
services meet the highest possible standards. We want to make your learning experience
rewarding and positive. We do this by conducting regular surveys throughout your
studies. We use your feedback from these surveys to improve our services. Please feel
free to share an idea for improvement through OpenSpace or by emailing
improvements@opencolleges.edu.au.
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Our policies, procedures & forms
The relevant policies, procedures and forms for students to be aware of are below:
Recruitment, Admissions and Enrolment
Policies and Procedures
• PO1 Recruitment, Admissions & Enrolment Policy
• PR1.1 Pre-Enrolment Information Procedure
• PR1.2 Admissions and Enrolment Procedures
• DC1.2Student Agreement
• DC1.2 Student Agreement VFH
• DC1.3 Schedule of Administrative Fees
• DC9.1 Information for Prospective Students with a Disability or Special Needs
Form
• FR1.1 Enrolment Form
Document
• DC1.3 Schedule of Administrative Fees

Learning
Policies and Procedures
• PO3 Course Management & Continuous Improvement Policy
• PR3.3 Course Transition Procedure
• PO4 Learning Policy
• PR4.1 Academic Support Procedures
• PR4.2 Learning Support Procedures
• PR4.3 Peer Support Procedures
• PR4.4 Work Placement Support Procedure
• PR4.5 Student Administration Support Procedures
• PR 10.1 Cancellation and Refund Policy and Procedure
• PR 4.7 Special Circumstances Procedure
Form
• FR4.4 Student Administration Escalation Form
• FR4.5 Course Cancellation Request Form
• FR4.6 Course Extension Request Form
• FR4.7 Course Deferment Request Form
• FR4.8 Course Change of Mode Request Form
• FR4.9 Course Transfer Request Form
• FR4.10 Certificate Re-issue Request Form
• FR4.11 Third Party Authority Form
• FR 4.16 Special Consideration Form
• FR 4.17 Withdrawal Application VFH
• FR 4.18 Special Circumstances VFH
• FR 4.19 Deferral Application VFH
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Assessment
Policies and Procedures
• PO5 Assessment Policy
• PR5.1 Assessment Procedure
• PR5.1.1 Assessment Grading Schedule
• PR5.2 Work Place Assessment Procedure
• PR5.3 Assessment Records Procedure

•
•

PR5.4 Student Code of Conduct Procedure
PR5.5 Recognition of Prior Learning Procedures

Form

•
•

FR5.1 Assessment Cover Sheet
FR5.2 Assessment Appeal Form

Document
• DC5.2 Workplace Insurance Certificate of Currency

Complaints
Policies and Procedures
• PO7 Complaints Policy
• PR7.1 Complaints Procedures
Form
• FR7.1 Complaint Form
• FR7.2 Complaint Appeal Form

AcademicConduct

•

PO8 Academic Conduct Policy and Procedure

Reasonable Adjustment
Policies and Procedures
• PO9 Reasonable Adjustment Policy
• PR9.1 Reasonable Adjustment Procedures
• DC9.1 Information for Prospective Students with a Disability or Special Needs

Records Management and Administration
Policies and Procedures
• PO11 Student Records Management & Administration Policy
• PR11.1 Student Records Management & Administration Procedure
Access, Equity and Fairness
• PO14 Access, Equity and Fairness Policy
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Privacy
• PO15.1 Privacy Policy
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