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Welcome to Mercury Colleges 
 

 
 
 

Congratulations you are starting your international student journey at Mercury Colleges (MC) 
 

This Student Handbook is your guide through study with our College as an International Student studying a 
career course in vocational education. We aim to provide you with the best facilities, trainers and support 
services and exciting and interesting courses for your study in Australia. 

 
Please take time to read this information. During orientation, when you arrive at College, and before you 
start your course, we will take you through the orientation sessions and talk to you about the details in this 
handbook. 

 
You can refer to the details in this International Student Handbook during your time at Mercury Colleges, so 
remember you can read it anytime on the website. 

 
Pledge 

 
We enrich the lives of people. We provide learning in a fun, caring 

and responsive environment. This opens a world of opportunity 
for our students. 

 
Promise 

We are responsive, and we care. 
 

Core Values 
Empathy, Commitment, Integrity, Fun & 

Teamwork. 
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A Handbook for students enrolled in a VET course 
 

This Mercury Colleges Student Handbook is for students who enroll in an Australian Qualifications Framework 

course as listed on the National Register at www.training.gov.au and CRICOS at 

www.cricos.education.gov.au. It contains important information to provide student support from 

commencement to completion. 
 

Mercury Colleges Details 
Company Name Mercury Colleges Pty Ltd 

RTO Name: Mercury Colleges 

Head Office Address: Level 1 & 2 Anzac House, 

245 Castlereagh St. NSW 2000 

RTO ID: 0872 

CRICOS Provider Code: 00172B 

ABN: 55 001 799 891 

Telephone: (02)8211 1128 

Email: info@mercurycolleges.nsw.edu.au 

 
 

Registered Training Organisation (RTO) & CRICOS Provider 
As a registered training organisation (RTO) and a CRICOS provider, Mercury Colleges is bound to comply with 
the Vocational Quality Framework (VQF), the ESOS Act 2000, the National Code of Practice 2018 and other 
requirements specified by the Australian Skills Quality Authority (ASQA). 

 
Mercury Colleges is registered by the government regulator, called the Australian Skills and Quality Authority 
(ASQA). www.asqa.gov.au 

 

You will be guided and provided with information in this handbook and off the website and through our 
student services department to make sure that you understand what it means to be a successful student at the 
College. 

 
ESOS Framework 

 
The College is committed to providing you with quality education and protecting your rights. The Australian 
Government requires overseas students in Australia to have a safe, enjoyable and rewarding place to study. 
Australia’s laws promote quality education and consumer protection for overseas students. These laws are 
known as the ESOS framework and they include the Education Service for Overseas (ESOS) Act 2000 and the 
National Code. 

 
Protection for Overseas Students 

 
As an overseas student on a student visa, you must study with an education provider and in a course, that can 
be found on the Commonwealth Register of Institutions and Courses for overseas Students (CRICOS) at 
http://cricos.education.gov.au/ 

http://www.training.gov.au/
http://www.cricos.education.gov.au/
http://www.cricos.education.gov.au/
mailto:info@mercurycolleges.nsw.edu.au
http://www.asqa.gov.au/
http://cricos.education.gov.au/
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CRICOS registration guarantees that the course and the education provider at which you study meet the high 
standards necessary for overseas students. Please check carefully that the details of your course – including 
location – match the information on CRICOS. 

 
Your Rights 

 
The ESOS framework protects your rights, including: 

• Your right to receive, before enrolling, current and accurate information about the courses, fees, 
modes of study and other information from your provider and your provider’s agent. 

• Your rights to sign a written agreement with your provider before or as you pay fees, setting out the 
services to be provided, fees payable and information about refunds of course money. You should 
keep a copy of your written agreement. 

• Your rights to get the education you paid for. The ESOS framework includes consumer protection that 
will allow you to receive a refund or to be placed in another course if your provider is unable to teach 
your course. 

 
Your rights to know: 

 

 How to use your provider’s student support services 

 Who the contact officer is for an overseas student 

 If you can apply for course credit 

 When your enrolment can be deferred, suspended or cancelled 

 What your provider’s requirements are for satisfactory progress in the courses you study 

 If attendance will be monitored for those courses 

 What will happen if you change providers 

 How to use your provider’s complaints and appeals process 

Mercury Colleges Staff 
The following chart provides details of important staff that will provide support and assistance to students: 

 
Department: Position Name 

Management Chief Executive Officer Jacob Semhat 

ELICOS Coordinator Michael Bajjada 

ELICOS Academic Manager Alex Borg 

VET Academic Coordinator Sam Hillani 

Marketing Marketing Manager (East Asia) Angela Lim 

Marketing Manager 
(South America and Europe) 

Tatiana Landinez 

Marketing Manager (South East Asia) Nihaphon Chitchom 
Student Services Student Services Officer 

Student Services Officer (Adelaide) 
Vanessa Graziano 
Natalia Zambrano 

Admissions Admissions Officer Alessandra Brambilla 
Compliance Compliance Officer  Daria Poerschke 
Welfare Student Welfare Counsellor Petrina Hennessy 

First Aid Officer Jacob Semhat and Adam Ibrahim 
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Finance Accounts Alan Qin and Grace Hu 

 
Studying in Australia as an International Student 
It is very important that you understand your obligations as an international student in Australia. We refer all 
students to the Australian government website www.studyinaustralia.gov.au. 

 
Study Sydney is a good website for students www.study.Sydney website which has resources and 
information for international students to study in Sydney. 

The Mercury Colleges website has a section called About Australia and Student Life. 

Go to our website and follow the recommended links for more information. 

Living costs in Australia 

Knowing the average living costs in Australia is an important part of your financial preparation. For your 
reference, here are some of the costs associated with living and studying in Australia. (All costs are in 
Australian dollars.) 

 
Accommodation and Living Expenses 

 
An international single student living in Sydney requires approximately AU$18,000-$21,000 for living expenses 
each year (Australian Education International) Note: This figure does not include tuition fees. 

 
Remember that your cost of living in Sydney will vary according to your lifestyle. For example, eating out at 
restaurants all the time will increase your living costs a lot, as will driving a car (you will have to pay for petrol, 
registration, maintenance and insurance, as well as the car itself). 

 
Suggested weekly budget (Remember figures are in Australia dollars and accurate as of 2019): 

Accommodation $95 - $215 (for a room in a shared house or apartment) 

Gas, electricity $10 to $20 per week 

Phone and internet $15 to $30 a week 

Food and eating out $140 to $280 a week 

Public transport A$30 to A$60 a week 

For more information please visit Sydney Transport www.transportnsw.info 
 

For more information please visit Study in Australia https://www.studyinaustralia.gov.au/English/Live-in- 
Australia/living-costs 

 
 

http://www.studyinaustralia.gov.au/
http://www.study.sydney/
http://www.transportnsw.info/
https://www.studyinaustralia.gov.au/English/Live-in-Australia/living-costs
https://www.studyinaustralia.gov.au/English/Live-in-Australia/living-costs
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Minimum cost of living 
The Department of Home Affairs (DHA) has financial requirements you must meet in order to receive a 
student visa. Below is a guide on the requirements you must meet to study in Australia – Australian Dollars 
(AUD) : 

• You – the student or your guardian - $21,041 
• Your partner - $7,362 
• Your child - $3,152 
• The cost of education for a dependent child is an additional cost to people on a student visa. You 

need to consider this in your expenses before you come to Australia. 
For further information, please refer to: https://www.studyinaustralia.gov.au/english/live-in-australia/living- 
costs 
The Home Affairs website covers in more detail how to work out how much money you might need to cover 
the costs of your stay in Australia as international student. 

 
The Insider Guides 'Cost of Living Calculator' is also a useful, practical tool to help estimate your cost of living in 
Australia www.insiderguides.com.au/cost-of-living-calculator/ If you experience financial trouble while in 
Australia, talk to your institution’s international student support staff for assistance. 

 
Course Information 
Mercury Colleges is registered by the regulator, called the Australian Skills and Quality Authority (ASQA) to 
offer nationally recognised qualifications. 

 
The nationally recognized vocational qualifications on our scope of registration that we are currently offering 
to International Students are under course information on the website and in our Brochure. 

 
College Locations 

Mercury Colleges operates at three approved locations. Information about these locations where 
your class may be running are on the website and you will be given a tour at orientation. 

 

 Sydney city campus 

 Hurstville campus 

 Adelaide campus 

 
Orientation to the College and the Course 
Student services staff will organise your orientation. On your first day at our College the team will welcome 
you, answer your questions and giveyou information. This is called student orientation. 

 
The orientation program includes: 

 
 About the College and welcome 

 
 Student support services available to students 

 
 Course timetable and delivery 

 
 Log ins and use of online systems at our College 

https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs
http://www.insiderguides.com.au/cost-of-living-calculator/
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 Rules of the College 

 Course progress requirements 

 Attendance requirements 

 USI (Unique Student Identifier) set up 

 Contact persons at our College 

 Emergencies 24/7 phone number 

 Tour of the facilities and resources 

 Use of computers and mobile phones and devices 

 Use of printer and photocopier 

 Maintenance of the equipment 

 Help outside - legal services 

 Medical information and emergency and health services 

 Complaints and appeals processes 

 Safety using public transport 

 How to keep your property safe 

 Overseas Student Ombudsman 

 RPL (Recognition) and Credit Transfer (Advanced standing or exemption) 

 College transfer 

You must attend an orientation session and sign off on this activity. We will ask you to complete a form that 
updates your personal details for the College database and provides more information about your background 
and any special needs that we must collect as a registered training organisation. 

 
Overseas Student Health Cover 
Overseas Student Health Cover (OSHC) is a government requirement. Family includes the student, the spouse 
of the student and any dependent children of the student up to 18 years of age who have been authorised to 
enter and remain with the student and who are residing at the same place of residence asthe student in 
Australia. 

 
Compare all Australian Government-approved providers for overseas student health care cover in one place by 
visiting www.oshcaustralia.com.au to buy your policy and have it in minutes. 

 

Or you can talk to our reception if you need any help in regard to Overseas Student Health Cover. For more 
detailed information on OHSC refer to: 

 
www.oshc.bupa.com.au for BUPA or by phone on (+61) 134 135 

 

 www.medibank.com.au or alternatively contact Medibank Private by phone 1800 188 188 or 
 

www.ahm.com.au for Australian Health Management or by phone on (+61) 134 246 
 

www.oshcallianzassistance.com.au for OSHCALLIANZ or by phone on (+61)136 742 

http://www.oshcaustralia.com.au/
http://www.oshc.bupa.com.au/
http://www.medibank.com.au/
http://www.ahm.com.au/
http://www.oshcallianzassistance.com.au/
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Mercury Colleges website –A “Go to Here” Place for Information 
Our website www.mercurycolleges.nsw.edu.au has a student information area. There is a lot of information 
for you on the website. But when you are an official student with our College, you will receive log in details to 
a student portal of our learner management system. You can login to your Student Portal from the website 
under the E-Learn Login section. This takes you to the WISENET database where you will be able to keep up to 
date with your course, personal details and much more. 

 
You can also access your course in E-Learn, the online learning platform. You will be shown how to navigate 
during orientation. 

 
We will show you around the website and student portal as part of your orientation to the College. 

 

Address and Contact Details 
Students must provide your current residential address and keep this up to date. Failure to do so may result in 
a cancellation of your Student Visa by the DHA. 

 
There are two ways of doing this if your address changes: 

• Fill in the Change notice form that is available in reception. It is important to notify Reception in 
person within 7 days if you have a change of address and contact details. 

• Go onto the website and in the student portal. Log in with your student number and update your 
details. 

Student Card 
When you start at the College, we will arrange for you to have a College student card. We take your photo at 
orientation, and you will be able to pick it up from reception within a week. The student card can be used as a 
concession card at museums, theatres, cinemas etc. They are not valid on public transport in Sydney, as 
internationalstudents must pay adult fares. There is a charge for replacement of a lost card. 

 
College Academic Calendar 

The academic year of Mercury Colleges is 40 weeks divided into 4 terms of 10 weeks for every term. 
Students must study full time for a minimum 20 scheduled hours per week according to the timetable we 
supply. Students are only allowed to take breaks during the public holidays and nominated College 
holidays. 

 
Term 1 
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10 weeks 10 weeks 10 weeks 10 weeks 

 
Course Timetable 
Timetables and room allocations are set in advance but may change each term. You can check on your 
timetable in these ways: 

   · New students receive the timetable at orientation. 

https://www.mercurycolleges.nsw.edu.au/
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• Timetables are posted at least 1 week prior tothe commencement of the next term on the College 
noticeboards 

• There is a calendar that is regularly updated in the student portal. 
 

College Facilities and Equipment 
Mercury Colleges is a purpose- built facility in a commercial building. It has a welcoming reception and student 
space and a suite of offices, meeting and counselling space. There are lecture rooms and a computer rooms. 
The College is wi-fi enabled. 

 
Training facilities include: 

 
• A modern office style building 

• Fully resourced classrooms 

• Fully resourced computer rooms 

• Student open space 

• Counselling rooms for meetings with the student and staff 

• Adequate acoustics, ventilation and lighting 

• Toilet facilities including disabled accessible facility 

• Computers with access to the Internet 

• Online learning platform 

• A printer and photocopier for student use 
In the event of a planned relocation of the College we will notify both ASQA and our students at least three 
weeks prior to the relocation taking place. This notification will provide details of our new address, a map of 
how to get there and other details relevant to the relocation and student studies during this transition period. 

 
What you must supply 
Mercury Colleges use technology to teach your courses. We have computer rooms and the College is wi-fi 

enabled. All students are recommended to have their own computer or laptop and access to the internet. 

 
Student Breaks 
Outside of the College there is a choice of places to eat and relax. 

 
 

Student Support Services 
Mercury Colleges supports students to adjust to life and study in Australia and to achieve satisfactory course 
progress. It is important that we offer support services so students understand their obligations on a student 
visa while studying in Australia. 

 
Orientation is the first and important part of student support. We talk about and give more information on: 

 
• Student support services available to students in the transition to life and study in a new environment 

• Legal services 

• Emergency and health services 

• Facilities and resources 

• Complaints and appeals processes 

• Counselling services 
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• Any student visa condition relating to course progress and/or attendance 
Communication and student intervention is the second and important part of student support. If you are 
falling behind in your study and results each term, we communication with you and make individual case by 
case arrangements. These are called student academic intervention, and this is an obligation of the College as 
an RTO and CRICOS provider. You will read more about this in this Handbook and can see our policies on the 
website. 

 
Welfare related support services is the third and important part of student support. We will discretely offer 
referrals to welfare services if there are some personal issues that may arise during their study. Some services 
offered through our staff are provided at no additional cost to the student. If we cannot assist in your 
particular support needs, the College will refer a student to external support services. The College will not 
charge for a referral, but fees may be applicable from the service provider. 

 
Our College has a documented Critical Incident Policy together with procedures that covers the action to be 
taken in the event of a critical incident, the required follow up to the incident and records of the incident and 
action taken. See the emergency contact details that follow here. 

 
Our College ensures that the staff members who interact directly with students are aware of the obligations of 
a College under the ESOS framework and the potential implications for overseas students on a visa arising 
from the exercise ofthese obligations. This information is communicated to staff through inclusion in staff 
meetings, andacross our policies. 

 
External Counselling Services and Assistance 

 
There is a list of support services on the notice board at reception. 

 

Emergency, Health Services and Useful Numbers 
 

Mercury Colleges Student Services Officers (Sydney) (02) 8211 1128 
Mercury Colleges Student Services Officers (Adelaide) 08 8117 2417 
BUPA helpline 13 41 35 
Dept. of Home Affairs (DHA) 131 881 
Domestic Violence Line (24 hours) 1800 656 463 
Health Services Australia (Medical Examination) (02) 8396 0600 
International Directory Service 1225 
Kids Help Line 1800 551 800 
Lifeline Counselling Service (Telephone Counselling) 13 11 14 
Police, Ambulance, Fire 000 
Privacy Hotline 1300 363 992 
Public Transport Information Line (Timetables, etc.) 131 500 
Smoking Quit Line 13 78 48 
Telephone Directory Assistance 12 456 
The Head Office (Admissions) (02) 8211 1118 
Translating and Interpreting Service (24 hours) 131 450 

Counselling and Mental Health Services available 24 hours 
Telephone Counselling Services:  

Lifeline 13 11 14 
Salvo Crisis Line 1300 371 288 
International Student Emergency Line 1800 814 781 

Specialist and Welfare Telephone Services available 24 hours 
Domestic Violence Service 1800 656 463 
Rape Crisis Centre (02) 9819 6565 
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Women’s and Girls Emergency Centre (02) 9319 4088 
Poisons Information Service 131 126 

 
 
 

Community Services  

Mental Health Carers NSW (formerly ARAFMI) (02) 9332 0700 
Abortion Grief Counselling 1300 363550 

Abortion Trauma & Crisis Pregnancy Help 1300 737732 
Alcohol & Drug Info Service (02) 9361 8000 

G-Line (Gambling Counselling) 1800 633649 
Men’s Line Australia 1300 789978 
Mission Australia Helpline 1300 886999 
Pregnancy Help Line 1300 139313 

 
 

Housing  

Tenants Union of NSW Hotline (02) 8117 3700 
Youth Emergency Accommodation Line (recorded info) 9318 1531 

Money & Credit  

Credit Helpline 1800 808 488 
Centrelink Youth & Students Line 132 490 

Department of Industrial Relations  

Wage line 1300 369 945 
Workplace Rights Hotline 1300 737 841 
Employment 1300 369 925 

Human Rights & Equal Opportunity Commission  

Human Rights & Equal Opportunity Commission (02) 9284 9600 
Complaints Info line 1300 656 419 
General Enquiries 1300 369 711 

 
 

Medical Assistance 
Listed below are some contact details for medical centers, opticians and dentists that 
are located near the College. 

 
Sydney CBD Medical Centre 
General Medical Practice 
242 Castlereagh St, Sydney NSW 2000 Tel: 02) 9268 0133 

 
Town Hall Clinic 
Level 1, 50 York Street Sydney Tel: 02) 9299 4661 

 
Dentist 
Dr Deborah Kwan 
175 Liverpool Street, Sydney. Tel: 02) 9268 0321 

 
Information on Sydney 
Listed below are some useful websites with information about Sydney: 
Discover Sydney – www.discoverysydney.com.au 
Australian Tourist Commission – www.sydney.com.au 

http://www.discoverysydney.com.au/
http://www.sydney.com.au/
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Sydney City Search – http://Sydney.citysearch.com.au/ 
Official City of Sydney Site – www.cityofsydney.nsw.gov.au 
Lonely Planet – https://www.lonelyplanet.com/australia/sydney 
Sydney Post – www.sydneypost.com 
Tourism New South Wales – www.tourism.nsw.gov.au 
Sydney Morning Herald – www.smh.com.au 
Sydney Transport – www.sydneytransport.net.au 

 
Legal Services 

 
Listed below are lists of Legal Services available in the Sydney Metropolitan area. This 
section is relevant to all our students who may require legal advice or solutions 

 
Legal Aid New South Wales – https://www.legalaid.nsw.gov.au 
Combined Community Legal Centers group (NSW) Inc. – http://www.nswclc.org.au 

 
 

 
Counselling 
Counselling provided by our Group Welfare Counsellor is available to those studying at the College 
on matters ranging from private concerns to living issues. 

 

Students can see the counsellor for a variety of reasons. Everyone finds themselves in difficult 
circumstances at some time in their lives. Sometimes students want to speak to someone who is 
professional, confidential and separate from family and friends. 

Why you may see the Counsellor 
 

If you are having personal difficulties, or just want to talk about: 
 

 Your special needs 

 A disability 

 Relationships Family issues 

 Ongoing problems with anxiety, stress, shyness, depression, low self-esteem If you need 
moral support in attempting something challenging 

The College will provide access to welfare related support services to assist students at no additional 
cost to the student, which includes counselling services. In some cases, the College counsellor may 
refer you to an external provider, which will be at no additional cost, however, the external provider 
may have their own service fees, and students may have to pay this fee). Please see Student Services 
Officer to learn more about Counselling Services that are offered and to make an appointment. 

http://sydney.citysearch.com.au/
http://www.cityofsydney.nsw.gov.au/
https://www.lonelyplanet.com/australia/sydney
http://www.sydneypost.com/
http://www.tourism.nsw.gov.au/
http://www.smh.com.au/
http://www.sydneytransport.net.au/
http://www.legalaid.nsw.gov.au/
http://www.nswclc.org.au/
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More about Studying at Mercury Colleges 
As an international student you are required under your visa conditions to study in a full-time course. The Mercury Colleges VET 
courses are all planned around 20 scheduled contact hours per week during term. 

 
These 20 hours are carefully organised into units of study and timetabled as follows: 

 
 15 hours per week in face to face delivery in the classroom using the resources in E-Learn 
 5 hours per week planned online learning using the same resources in the E-Learn platform. 

E-L earn: This is an online learning management system (LMS). It houses all the teaching materials, the assessment materials and 
your work is uploaded and saved into this platform. Mercury Colleges students MUST use the platform to do their class work and 
their extra self-study and then the assessments. 

 
o You will be guided through the navigation of the platform by your trainer. 
o You will be introduced to the platform at orientation. 
o You will find the experience of learning easier if you have your own laptop computer but the College also has computers. 
o You will become familiar with the E-Learn platform as you progress and study for 6 months to 1 year or more. 
o Your progress and results for each unit are all seen in E-Learn. 

Here is more information about how the courses and timetables are arranged. 
 

Classroom learning: 75% of the course scheduled hours are delivered in the classroom face to face. 
 

Students are required to complete the timetabled classroom study for 15 hours every week to complete the weekly structured 
training for an overseas student. The trainer leads the classroom sessions. They may be lectures, tutorial or practical sessions. 
That will vary. You will get access to your course materials in class and also in E-Learn. Your attendance is recorded. 

 
Online Learning: 25% of the course scheduled hours are delivered online through E-Learn. 

 
Students are required to complete the online learning for a scheduled 5 hours every week to complete the learning content. The 
online learning is planned out in topics and activities that students must log in and spend time reading and watching then doing 
activities. All the course resources are available 24/7. 

 
Your time and completion of the activities is logged in the E-Learn system and monitored by your trainers every week in class 
follow up. So, you must do this work. It will help you to be ready for the assessment tasks. 

 
Supporting online study: You are introduced to E-Learn during orientation and can follow up with Student Services staff for extra 
online navigation to get started. If extra support is required, you need to contact IT support through the platform following the 
getting to know the site guides and using the help menus. You can also discuss any technical issues with the trainer’s face to face 
when you come to class. 

 
All instructions are in English. The College is set-up with facilities which provide plenty of opportunity and ample space for you to 
practice and develop your skills. 
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Have you 
got a 

You talked to someone 
-You filled in a complaints 
form 

PROBLEM NOT SOLVED: 

Fill in a complaints form. 

Problem still not solved. 
(A friend or support person can 
help) 

You will get a written 
response 

 
 

Complaints and Appeals – flow chart 
Talk to someone   

(Teacher, Student   

Services, Academic  Problem 
Manager/Director of  solved. 
Studies (A friend or   
support person can help   

you)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

* PLEASE NOTE: Students may be accompanied by and assisted by a support person at any 
relevant meetings.   

Legislation 
When complaining, certain legislation could be referred to, such as: 

Disability Services Act 1993 (NSW State); 
Anti-Discrimination Act 1977 (NSW State); 
Human Rights Commission Act 1981 (Commonwealth); 
Disability Discrimination Act 1992 (Commonwealth); and the 
Racial Discrimination Act 1975 (Commonwealth). 

 
Leave of Absence 

 
Students who wish to defer, suspend or cancel enrolment can apply to do so only if the 
course in which they were enrolled is unavailable, their visa is delayed or there are 
compassionate or compelling circumstances. Compassionate or compelling circumstances 
are usually beyond the control of the student and have an impact on the student s course 
progress or the student s well-being. Compassionate or compelling circumstances include: 

 
serious injury or illness, supported by a medical certificate which states that the student was 
or will be unable to attend classes bereavement of close family members such as parentsor 
grandparents 
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major political upheaval or natural disaster in the home country, requiring emergency 
travel which has had an impact on the student s studies 
traumatic experiences such as the being a victim of, being involved in, or witnessing, 
a serious crime 

 
Effect of deferral, suspension or cancellation of enrolment on a student’s visa 
Deferral, suspension or cancellation of an enrolment is likely to influence a student s 
visa. Students should contact the nearest DIHA office or refer to www.immi.gov.au for 
further  information.  All  deferrals,  suspensions  and  cancellations  of  enrolment are 
notified to DIHA via the PRISMS system and all documentation about the deferral, 
suspension or cancellation of a student is filed in the student s file. 
How to Apply for Leave of Absence 
To apply for leave of absence, student must allow at least 15 working days. Student 
need to complete the application and hand in to the student services officer with 
supporting evidence for the application. Tuition fees must be paid until the end date of 
the leave of absence. The application will be assessed by the Academic 
Manager/Director of Studies who may refer you to the Group Welfare Counsellor. 
Student services officer will advise the student if the application has been approved 
within a week of submission 

 
If your application is APPROVED: 
If your application is approved the Department of Immigration and Home 
Affairs (DIHA) is informed, this will prevent any problems with your Visa 
conditions. 

 
If your application is DECLINED: 
Student can use the internal appeals process. Student Services Officer will explain 
this procedure. 

 
Enrolment Procedure 

 
 

Student fills out an application form. 
Please attach: 

Send your application form to the admission office for 
processing. Email: admin@mercurycolleges.com Fax: 
8263 1238 (International: +612 8263 1238) Level 8, 
307 Pitt Street, Sydney NSW 2000 Australia 

Student signs the 
Enrolment Agreement. 

If student meets entry requirements Letter of Offer 
and invoice is issued by the college. 

http://www.immi.gov.au/
mailto:admin@mercurycolleges.com
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Payment for the course according to the  Confirmation of Enrolment 

invoice.  (COE) is issued by the college. 
   
   

Full - time Study   
Student starts the course. On the first day   

student attends college orientation.  Student applies for a student visa. 
 

As part of a student s visa conditions, overseas students in Australia 
must study full time (minimum 20 hours per week). 

Medical Problems 
If you can t attend college because you are sick you must get a medical 
certificate from a doctor. This document will state the reason for your 
illness and the dates you are unable to attend college. 
You must take this certificate to your student services officer who will 
copy it and keep it in your student file. We will record the details on our 
student data base. You will still be marked 

 
absent but it will be taken into consideration by DIHA if your attendance falls below 80%. 

You should keep the original copy as DIHA may wish to see it. 
 

Occupational Health & Safety 

The College is required to maintain a safe working environment for all students and staff 
members. Industry Occupational Health and Safety specifications are available on request 
from the General Manager. 
The College is not solely responsible for maintaining safety. Each individual has a 
responsibility to work and study safely and to follow the prescribed safety guidelines while 
they are studying at the college. Anyone who detects a safety problem should notify a 
teacher immediately so that the problem can be fixed. 

Orientation and Induction Procedures 

At orientation the college will discuss all the items that are covered below and make sure you 
understand them. This will make your entry to the college comfortable and give you a good 
understanding of the College policies, as well as your rights and obligations. On orientation 
day, you will be instructed on matters such as: 

Address notification and changes of address 
Allocation to classes 
Appeals and Complaints 
Attendance 
Changing classes / courses (at an extra cost) 
Class timetable 
Documents - Photos for ID - Copies of Passport Pages 
Explanation of basic requirements 
Leave - medical and other leave 
New Student Information forms 
OH&S procedures, Evacuation Procedures, Fire Exits 
Payments 
Student handbook main headings e.g. Complaints and Appeal Procedures 
Tour of College 

Use of the Internet 
All English students will do a placement test 

 

Orientation: 
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All students must attend a compulsory orientation program on their course commencement 
date for each course. Students must inform the college if they are not able to commence their 
course as soon as possible prior to their course commencement date. Under The Education 
Services for Overseas Students Act 2000 (ESOS Act), if a student has not commenced 
studies or made contact with the college by the scheduled commencement date he/she will be 
reported to DIHA via PRISMS within five (5) working days of the scheduled commencement 
date. 

 
Overseas Student Health Cover 

All international visitors to Australia under a Student Visa are required by law to have 
Overseas Student Health Cover (OSHC). Students are covered by the OSHC from the day 
they arrive in Australia, until the end date of their visa. 

On enrolment all international students must pay a fee for health insurance in 
accordance with the length of their visa. 
The College forwards payment and application on behalf of new students to BUPA. 
For policy information please see 
http://www.overseasstudenthealth.com/Portals/0/How%20Does%20My%20OSHC%2 
0Work%201%20July%202011.PDF 
BUPA can take up to 4 weeks to process applications. You will receive an email 
advising when you can access the BUPA website and order your health card online. 

 
If you have any health problems before receiving your card you are still covered. When you go to 
the doctor and pay for your consultation, you must ask for a receipt. BUPA will reimburse your 
money provided you produce the receipt. 

Remember you are covered from the day you arrive in Australia (even though you may not 
have your card). 

Personal Information Disclosure 

We do not disclose personal information to third parties without the owner s consent, unless 
required or permitted by law. We may be required by law to disclose some personal 
information to Australian government organizations and to the Fund Manager of the ESOS 
Assurance Fund, Commonwealth and State agencies, in accordance with legislative 
requirements. 
Personal information may be disclosed for the prevention, detection or investigation of 
criminal conduct, or in certain circumstances in the interest of public health or public safety. 
We are required by law to inform the Department of Immigration and Home Affairs (DIHA) if 
an overseas student visa holder 

Changes the course of study for which she/he is enrolled. 
Changes the duration of his/her course of study. 
Breaches a student visa condition relating to attendance or satisfactory academic 
performance. 

It may sometimes be necessary for the College to provide personal information to others with 
whom it conducts business; for example, professional advisers (auditors, lawyers), insurers, 
and printers. 

 
Privacy Policy Collection 
The College collects information to enable it to: 

provide services to its students 
process applications for enrolment 
maintain appropriate academic and financial records 
assist prospective graduates to find employment where applicable 
maintain contact with past students 
provide statistical and other information required by government 

We do not collect sensitive information if the individual has not consented to its collection 
(unless we are required or permitted to do so by law). 

Right of Access 

http://www.overseasstudenthealth.com/Portals/0/How%20Does%20My%20OSHC%252
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Students have the right to access their personal information (subject to some exceptions 
allowed by law), and to have it corrected if necessary. Proof of ID will be required before files 
are made available to students. 

Accuracy 
The College takes reasonable precautions to ensure that the personal information collected is 
accurate, complete and up-to-date. It is important that students keep the college up-to-date 
with changes to their personal information, such as name and address. 

Retention and Security 
The College takes reasonable steps to protect personal information from unauthorized 
access, modification or disclosure. Personal information is destroyed when no longer 
required. 

 
Rules for Computer Labs 

Computers and software at the College are licensed and usage is restricted. The import or 
export of any software, images or information is forbidden unless at the direction of College 
staff. 

 
 
 
 
 
 
 
 
 
 
Security 

You may not use the computer room unless your teacher is present 
You are not permitted to download any files from the Internet unless they are 
related to your studies 

You must not adjust any of the computer default settings 
You must not play computer games on College IT equipment 
You must not bring any food or drink into the computer room 
You cannot share or rent your account and password. 
Keep the room and equipment clean and tidy 
Be considerate to others 
Report all breakages/malfunctions/unauthorized use/tampering 
Do not try to fix any equipment refer to college staff 

 

Please do not leave your own possessions or college materials unattended. Carry your purse 
or wallet with you always. 

Student ID Cards 

Students will receive their student ID card within one week after enrolment, provided 
student services officer has been given one passport size photos on orientation day. 

ID cards may be used as proof of identity. 
Students may be entitled to transport concessions and may get movie discounts and 
discounts to some attractions. 

Students must carry their ID cards always while on College premises for security 
reasons. 

 
Student Services 

On the first day at your College, you will attend an orientation session and be issued with an 
Orientation Guide. The Guide contains detailed information covering the main aspects of your 
course and living in Sydney. 

Student Services Department provide following help for students: 
Orientation Sessions (for English Courses every Monday at 9am and 2 pm) 

Any documents and correspondence needed i.e. Confirmation of Enrolment Letters, 
Attendance letters, Certificates, Student tuition fees invoices, etc. 

Student ID cards 
BUPA overseas student health cover information 
Assist students to apply for Tax File Number 
Help with accommodation and general enquiries 
Students event program 
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Assessments 

You will be informed of all assessment procedures as well as results from those 
assessments. You have the right to lodge a complaint or appeal. 

The College prohibits any form of discrimination towards any group or individual. 
This includes: 

Physical, intellectual or psychiatric disability 
Pregnancy 
Marital status 
Gender 

Physical Illness 
Sexual orientation 
Age 

Race, color, nationality, ethnic or religious background 
 
Student Satisfaction Survey 

Student Satisfaction Survey forms are available from the front desk. In addition, all students 
will be encouraged to complete a Student Satisfaction Survey at regular intervals during each 
term. These surveys will be distributed in class and may be returned to College reception. 

 

Tuition Fees 

Course fees are given in separate marketing brochures. 
 

Students’ Visa Requirements 

All students should be aware of the following student visa requirements: 
 

Students must study a full-time course which is a minimum of 20 contact hours per 
week 
English students must attend a minimum of 80% of all scheduled classes for each 
term 
Students must provide current and accurate contact details to the education 
provider. If contact details change, students are required to give a change of details 
form to the college. 

All students must provide correct contact details (including address, mobile number 
and email) to the college. All students must update their contact details with the 
college within seven days of change. Under The Education Services for 
Overseas Students Act 2000 (ESOS Act), the college will contact the students 
regularly for verifying the contact details. 
Student who obtain work rights on their visa can work up to 20 hours per week 
during the course and unlimited hours during holidays 

 
 
Working in Australia 

The student visa allows a student to work up to 20 hours per week during the study term 
and full time during College term breaks. Australia provides good opportunities for part time 
and casual work. Rates of wages may range from AUD$15 to AUD $20 per hour for casual 
work depending on the job. 
If your student visa was granted after 26 April 2008 you will receive the permission to work 
with your visa grant. You don t need to apply for it separately. The College will notify DIHA 
electronically that you have commenced your course. This will be done within one week of 
your study commencement. 
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Student visa holders have conditions placed on their ability to engage in paid work. There 
will be restrictions on the number of hours you are allowed to work. In order to work in 
Australia, you need to have a Tax File Number. 
For a Tax file number, you should apply online at www.ato.gov.au 

 

Students’ Responsibilities 
 

DO DO NOT 
Arrive promptly to all class sessions Leave mobile telephones turned on 
Participate in all class lessons during class, it disturbs other students 
Speak English always Eat or drink in any of the classrooms 
Respect the culture of other nationalities Smoke in the Building. The College has 
Be well prepared to participate ensure a  non-smoking  policy. You must go 

that you have pens, paper etc. with you outside the building if you wish to 
Follow the teacher s instructions smoke. 
Leave your classroom tidy Smoking and littering in front of the 
Attend all assessment building is prohibited and council 
sessions rangers visit quite often and fine 

 offenders $60 to $100. 

 

Cancellation and Suspension by the College 

The College may suspend a student for misconduct, under circumstances where the student 
has been in breach of the College s rule 
is in breach of enrolment conditions 

is assessed as providing a threat to the well-being of other students or staff 
If the suspension of a student s enrolment will result in the student being unable to complete 
the course within the course duration as specified on the CoE, the student must apply for a 
course extension using the application for course extension. The student will be advised to 
check with the nearest DIHA office for information about the impact of the extension of the 
course on the student s visa. 

 
Cancellation 
The College may cancel the enrolment of a student if the student: 

is in breach of enrolment conditions 
has been in breach of the College s rule 

is assessed by the Principal as providing a threat to the well-being of other students 
or staff 
has being assessed as behaving in a way such as to constitute serious misconduct 
fails to meet the requirements of the course progress policy 
fails to pay tuition fees 
fails to re-enroll 

 

Notice of intention to defer, suspend or cancel enrolment 
Where a suspension is initiated by the College, the student will receive a notice of intention to 
suspend enrolment. In each case, the notice will clearly identify that the student will be given 
20 working days to access the College s internal complaints and appeals process. If an 
appeal is lodged, the College will maintain the student's enrolment until the internal appeals 
process is complete. The College reserves the right to not provide learning opportunities 
during this process should it be deemed appropriate. 

 
END OF HANDBOOK 

http://www.ato.gov.au/
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