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1. Welcome to ECG College

Victorian Certificate of Applied
Learning VCAL

ECG is an award winning senior secondary college with campuses in Warragul, Pakenham and Leongatha.
Established as an alternative to mainstream schooling, ECG College offers Foundation, Intermediate and Senior
VCAL for young people.

Our teaching and learning model is underpinned by a primary focus on student welfare and wellbeing.
Using the VCAL curriculum to develop personal, social, academic and life skills, students and staff share a
learning journey. This is based on mutual respect and teamwork, celebrating successes and facing challenges
together.
Each student’s learning plan reflects their level of
competence in each of the skill areas and is tailored to
address specific challenges as they are identified.
Our aim is to ensure that each student is empowered to
enter the workforce or pursue further studies with the
confidence and skills to be an independent learner and
who is well equipped to manage a successful transition
into the adult world.

Sue Geals
Executive Principal and Chief Executive Officer

2. Campus Locations
ECG College has 3 campus locations.
School Principal: To be confirmed
Warragul Campus: 71 Korumburra – Warragul Road, Warragul Ph: 5622 6000 or ECG College Mob: 0488 447 022
Key Contact Lead Teacher: John Barrow, Em: john.barrow@ccg.asn.au Mob: 0488 447 022
Students have access to sporting facilities, IT equipment, canteen, student lounge and a regular bus service and
community garden.
Pakenham Campus: 126 Princess Highway, Pakenham , Ph: 5940 4513 or ECG Reception Mob: 0488 559 889
Key Contact Lead Teacher: Eamon Hatley-Smith Em: eamon.hatley-smith@ccg.asn.au
Mob: 0429 865 619
Students have access to IT equipment, a fully-equipped kitchen and outdoor area and a regular bus service
Leongatha Campus: Howard St, Leongatha 3953 Phone: (03) 5662 6700 or Mob: 0400 877 966
Key Contact Lead Teacher: Bridget Cornish Em: bridget.cornish@ccg.asn.au Mob: 0429 848 156
Students have access to an art room and sporting facilities, gym, IT equipment, student lounge and community
garden.
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3. The VCAL Curriculum
The Victorian Certificate of Applied Learning (VCAL) is a senior secondary certificate of education. VCAL is a
pathway to Technical and Further Education (TAFE), university, apprenticeships/traineeships or employment.
Award levels
The VCAL is accredited and issued at three award levels:
1. Victorian Certificate of Applied Learning (Foundation)
2. Victorian Certificate of Applied Learning (Intermediate)
3. Victorian Certificate of Applied Learning (Senior).
The three qualification levels cater for a range of students with different abilities and interests. They also provide
a progression in the development of skills, knowledge and attributes.
Entry Requirements
There are no formal entry requirements for VCAL studies. Each student will be assessed and placed in the
appropriate level to suit their learning needs, abilities and interests.
Duration
Each of the three VCAL levels has a nominal duration of 1000 hours, which typically is a mix of class time and
independent learning. However, the nominal hours may vary when considering the specific needs of each
student.
Structure of the VCAL
Each student is enrolled in units from each of the following strands:
• Literacy and Numeracy Skills
• Industry Specific Skills
• Work Related Skills
• Personal Development Skills.
Qualification requirements
To be awarded a VCAL qualification, students must successfully complete a program that contains a minimum of
10 credits. A credit is gained for successful completion of a unit of study. A unit of study can be:
1. one VCAL unit
2. one VCE unit
3. 90 hours of completed VET modules or units of competence and/or FE modules.
A student’s VCAL program must include:
• a minimum of two VCAL units
• at least one Literacy unit*
• at least one Numeracy unit*
• at least one unit from the Industry Specific Skills strand. (At the VCAL Intermediate and Senior levels, the
learning program must also include accredited VET curriculum components to the value of a minimum of
one credit in the Industry Specific Skills strand.)
• at least one unit from the Work Related Skills strand
• at least one unit from the Personal Development Skills strand
• six credits at the VCAL level attempted (Foundation, Intermediate or Senior) or above. One of these
credits must be for Literacy and one must be for Personal Development Skills.
Students may carry credit forward from the previous award level into the level in which they are currently
enrolled. However, credits allocated at Foundation level (VCAL Foundation units, VET and FE units at Level 1)
cannot contribute to the Senior Level.
One credit is awarded on successful completion of 90 nominal hours of accredited VET curriculum.
The VCAL program may also contain curriculum components drawn from VCE studies and FE accredited
curriculum. One credit is awarded on successful completion of 90 nominal hours of accredited FE/VET curriculum,
or on successful completion of a VCE unit.

Document ID:
TOID:
Revision No.:

680 ECG College Student and Parent Handbook
4181
School No:
2062
11
Revision date:
September 2021

No. of pages:
Previous Revision:
Next revision:

4 of 33
October 2020
September 2022

ECG College Student and Parent Handbook
4. ECG College’s Mission and Vision Statements
Our Vision – To lead innovation in learning environments benefiting individuals and the community in a changing
world.
Our Mission - Community College Gippsland is a progressive, innovative learning organisation serving individuals and
the community.
Our Values - are reflected in our commitment to:
• Our people

 Integrity

 Respect

• Accountability for making a difference and achieving results

 Collaboration

 Safety for all

 Quality of experience

5. ECG College Philosophy and Democratic Principles
ECG college is committed to delivering a holistic learning program underpinned by a primary focus on student
welfare and wellbeing. With a student centred, flexible learning model we use the VCAL curriculum to develop
personal, social, academic and life skills.
Our aim is to ensure that each student is, empowered to enter the workforce or pursue further studies, with the
confidence and skills to be an independent learner and who is well equipped to manage a successful transition into
the adult world.
ECG College supports and promotes the principles and practice of Australian democracy, including a commitment
to:
 elected government

 the rule of law

 equal rights for all before the law

• freedom of religion

 freedom of speech and association

 the values of openness and tolerance.

6. Your Safety while at ECG College
ECG College is committed to the Child Safe Standards for all students attending ECG College. Students have the
right to be safe and free from abuse, including while you are at ECG College.
•

We want students to be safe, happy and empowered. We support and respect all students, as well as
our staff and volunteers.

•

We are committed to the safety, participation and empowerment of all students.

•

We have zero tolerance of child abuse, and all allegations and safety concerns will be treated very
seriously and consistently with our robust policies and procedures.

•

We have legal and moral obligations to contact authorities when we are worried about a child’s
safety, which we follow rigorously.

•

Our school is committed to preventing child abuse and identifying risks early, and removing and
reducing these risks.

•

Our school has robust human resources and recruitment practices for all staff and volunteers.

•

Our school is committed to regularly training and educating our staff and volunteers on child abuse risks.

•

We support and respect all students, as well as our staff and volunteers. We are committed to the
cultural safety of Aboriginal children, the cultural safety of children from a culturally and/or
linguistically diverse backgrounds, and to providing a safe environment for children with a disability and
children who are vulnerable.

ECG College has specific policies, procedures and training in place that support our leadership team, staff and
volunteers to achieve these commitments.
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Child abuse includes:
sexual or grooming offences
physical violence
serious emotional or psychological harm
serious neglect

•
•
•
•

If you are worried about child abuse for you or someone you know, there are people you can talk to. It’s a good
idea to talk to an adult you trust about any concerns you have. That might be a parent or relative, a teacher, or
someone who works at your campus. ECG College also has 2 Child Safety Officers and Youth Workers that you can
talk to anytime while you are at the campus.

7. Enrolment
a)

All prospective students enquiring into enrolling into ECG College are required to have an interview with
the Principal, Lead Teacher or School Administration Team Leader before enrolment may occur.

b)

If the student is accepted into the college they will complete a language, literacy and numeracy
assessment conducted by the Principal or Lead Teacher to ensure the student is placed in the
appropriate class.

c)

Students pay per calendar year to attend the college

d)

The enrolment requires proof of identity/citizenship and age. If this is not provided at time of
enrolment it will be requested within the first two weeks of attending.

e)

Forms of ID accepted are:





Medicare card
Driver’s License/Photo ID
Birth Certificate
Passport

f)

Students will also be required to fill in ECG College documentation before they commence class. If the
students are under 18 the parent/guardian/carers are required to sign the supporting documents.

g)

ECG cannot enroll any students who are still enrolled with another school, even if they are not attending.
Students must leave their previous school before ECG can enroll the student.

h)

Students enrolling for their first year of VCAL at any level may not complete the level within 12 months
unless they bring credits from previous studies. Completed credits/units can be carried forward and
used for future certificates.

i)

All students/parents/carers/guardians must inform ECG College immediately if their details and
information change.

8. School Terms and Public Holidays
ECG College operates on a similar calendar to the public school system and share the same start and end of
term dates the only variation is the following.
The campuses are closed on all Victorian Public Holidays. We will give at least a week’s notice of student
free days, via letters, phone calls and email.
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Session Times:
9.20 am - 9.30 am
9.30 am - 10.30 am
10.30am - 11.00 am
11.00 am – 12.10 pm
12.10 pm - 1.00 pm
1.00 pm – 1.50 pm
1.50pm – 3:00 pm

Pakenham Campus
(10 min)
(60 min)
(30 min)
(70 min)
(50 min)
(50 min)
(60 min)

Morning Briefing
Session 1
Break
Session 2
Lunch
Session 3
Session 4

Session Times:
9.20 am - 9.30 am
9.30 am - 11.00 am
11.00am - 11.40 am
11.40 am - 1.00 pm
1.00 pm - 1.40 pm
1.40 pm - 3.00 pm

Warragul & Leongatha Campus
(10 min)
(90 min)
(40 min)
(80 min)
(40 min)
(80 min)

Morning Briefing
Session 1
Break
Session 2
Lunch
Session 3

9. ECG College Hours and Student Supervision
a)

ECG College staff are not in attendance at each campus outside the opening and closing hours listed.

b)

ECG College will provide staff supervision from 30 minutes prior to first class and 30 minutes after
the end of last class. Students are to remain within the campus boundaries and are free to move
around the campus during their breaks but are reminded to adhere to the safety warnings
and requirements specific to each area.

c)

An ECG College staff member will be rostered daily to supervise the students during break times.

d)

School hours for Students: 9:20 am - 3:00 pm

e)

Refer to the College Map at the end of this document for the College boundaries

Break times:
a)

All students under 18 years of age are to remain on campus during the normal class day, including
break times.

b)

If any student under 18 years of age is to leave the campus boundaries before their scheduled end of
class time or during break times, ECG College must be provided with the signed letter of consent and
permission from the student’s parent or carer/guardian. The consent and permission letter
acknowledges they are allowing their child or dependent to leave the campus without supervision and
are no longer under ECG College’s duty of care. This letter is to be completed on enrolment of the
student by the parent or carer/guardian and will be kept on the student’s internal file. If the parent or
carer / guardian removes the student’s permission to leave the campus the parent or guardian must
inform ECG College in writing stating the changes.

c)

Parents and carer/guardians acknowledge that once the student leaves the campus boundaries on
such occasions, ECG College staff are not able to offer supervision and so maintain a duty of care.

d)

Students, for whom this permission has been given in writing, must sign the student register located at
reception in each instance prior to leaving the campus and again on their return.

e)

Students are not to travel in the cars of other students during school hours (this does not include travel
to and from campus)

f)

Students over 18 must discuss their need to leave campus with a staff member prior to leaving.
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Attendance
a)

ECG College have clear attendance requirements and the Attendance Policy and Procedures are available
on the website or at Reception upon request.

b)

Student attendance and conduct will be monitored throughout the year and where a student under 18
years of age has five days of unexplained nonattendance, ECG will notify the Department of Education.

Attendance Guidelines and Procedures
c)

Attendance rolls will be marked by teachers three times per day, for morning, mid morning and afternoon
classes.

d)

All student absences require an explanation and/or a medical certificate. For students under-18, phone
confirmation from a parent / guardian/carer is required.

e)

Parents/guardians of students aged under-18 will be notified of any unexplained absences or lateness.

f)

Students whose attendance is poor may harm their chances of success in the VCAL program
because students need to attend regularly to complete coursework and assessment tasks.

g)

It is the responsibility of any student who is absent to find out what work was covered in missed classes
and any work that may have been set during that time and complete or arrange to complete the work.

Student Absences
a)

Students are to ring their campus if they are going to be away;
Warragul Campus:
Pakenham Campus:
Leongatha Campus:

5622 6000 or 0488 447 022
5940 4513 or 0488 559 889
5662 6700 or 0400 877 966

Following up an absence
a)

Parents will receive an SMS from the college if the student is absent.

b)

If your parent does not reply the absence is still classified as ‘unexplained’.

Lateness
a) ECG College school hours are 9.20am – 3.00pm. Students are required to attend all time-tabled classes
and excursions during the daily school hours in order to maximise their learning opportunities. Lateness
impacts upon the individual student’s ability to participate in daily learning and assessment within their
class.
b) Lateness also has a negative effect on the class as a whole, as students often have to wait whilst
instruction is repeated. To ensure that disruption is minimised, students and parents of ECG College are
to work together to adhere to the following guidelines;
Guidelines for lateness:
a)

Students over 18 years are to phone prior to 9.20am to advise if they are going to be late

b)

Or parents/carer/guardians for students under 18 years of age are to phone prior to 9.20am to advise if
their son/daughter/dependent are going to be absent or late.

Consequences of lateness
Students who arrive late with no prior phone call and no reasonable explanation may:
a)

Be asked to leave for the day and contact will be made with parents/guardians.

b)

Repeated incidences will result in a meeting with the Principal and disciplinary action.
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Centrelink/Youth Support Organisation Involvement
a)

Centrelink will contact our records department and request attendance data for students receiving
payments from them. Students attendance data may impact on Centrelink payments.

b)

Students may receive assistance for their fees through an employment or youth service. At times, they
may also request attendance and progress updates. Unless you have signed a third party release for this
(available through asking at CCG reception), we cannot provide them with the information they request
and this may delay your assistance, or prevent future assistance.

c)

As a school we can offer referral support in some situations, such as to Headspace etc. Please
remember though that this is not paid for by our school. We do have a youth worker and
psychologists employed by the school who are available for students.

d)

If you have involvement with any other organisations, please let us know at enrolment. For example,
DHS, youth justice/parole officer, community organisations, youth support services, community health
etc. If these workers need to meet with the student during school hours this needs to be formally
arranged, a meeting place on campus that is private is also available to be booked in advance.

e)

If you have medical professionals that may need to be kept up to date with progress it would also be
useful to know this in advance so we can record anything specific to the situation. A third party
contact form will need to be completed before we can talk directly to them on your behalf.

f)

Inform the teachers of any student appointments at the commencement of each day.

g)

Externally available services:
Abuse/Sexual Assault – SECASA Central

1800 806 292

Care Ring – Crisis

13 61 69

Care information, support and emergency respite

1800 059 059

Direct Line (Drug & Alcohol Service)

1800 888 236

Kids Help Line - Crisis

1800 551 800

Lifeline

13 11 14

Latrobe Valley Community Mental Health Services

1300 36 33 22

Melbourne Youth Support Line

03 9614 3688

Suicide Help Line

1300 659 476

Youthlaw

03 9113 9500

10. Occupational Safety and Health
a)

ECG College is committed to implementing, maintaining and continuously improving Occupational
Safety and Health across all campuses. The management of ECG College recognises that it has a
responsibility to provide and maintain a safe environment for staff, students and visitors alike.

b)

This responsibility, obligation and involvement is transmitted to all staff and students to ensure a safe
and healthy workplace is maintained. Refer to the OHS Policy and Procedure located on the website.

Accidents or Incidents
a)

To ensure all staff, students and visitors are in a safe environment while on our premises; it is
everyone’s responsibility to report any accidents or incidents or any issue that is deemed a safety risk
or hazard that may lead to injury.
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Medical Conditions
a)

If you have a medical condition that has been diagnosed by a GP, you need to record this on the
enrolment form. Management Plans as provided by a GP also need to be on file for Anaphylaxis, Asthma,
Diabetes, Epilepsy and life threatening allergies/conditions. Enrolment will not be finalised until this plan
is on file and you have met with the CEO/Principal. Refer to the Anaphylaxis and Asthma Policies and
Procedures located on the website.

b)

If you visit mental health professionals a confidential discussion with the lead teacher can be
arranged for you at enrolment to discuss your situation. This information will provide staff with
knowledge on how to manage your situation with the best learning options for you. .

c)

ECG College needs to be notified of any prescriptive medicines and any changes that may impact on
your learning and wellbeing in class. On days where practical activities are occurring it is important that
all students are able to be alert and not drowsy or creating a danger to themselves or others.

d)

If medications need to be administered at the College the Medications Policy must be followed.
The student is responsible for ensuring the medication is administered. ECG College staff will not
administer medication except in the event of a life threatening emergency. Refer to the Medications
Management Policy on the website.

e)

If your son/daughter is unable to participate in particular activities due to a specific condition it would
also be beneficial to inform the Principal.

Emergencies
a)

CCG and ECG College has and Emergency Management Plan that covers a range of emergencies that
may occur. This incorporates Lockdowns, Evacuations, Move to the Safe Room and Code Red Fire days.
Code Red days in our region may mean the campus is closed or transport is unavailable due to extreme
Fire Danger. Refer to the Code RED policy located on the website.

b)

CCG has regular Emergency Response Drills at each campus throughout the year. The Code Mauve –
Lockdown, Code Yellow – Move to Safe Room and Code Orange – Evacuate signs along with the facility
evacuation maps are located around the campuses for everyone to see and acknowledge

c)

If you have an emergency at home outside college hours leave a message with the College Reception
numbers located on Page 2 and you will contacted as soon as possible.

Critical Incident Management Plan
a)

CCG and ECG College has a Critical Incident Management Plan that provides guidance on how the
organisation manages unforeseen critical or traumatic incidents and situations.

Pandemic Response Procedures
a)

CCG and ECG College has a Human Influenza Pandemic Response Procedures that provides
guidelines on responding to Pandemic situations. ECG College follows the Department of Education
directions for managing pandemic situations in schools.

b)

CCG and ECG College has Covid Safe Management Plans for each campus situation that are located on
the website and updated as directed by the Department of Education. Situations covers a range of
emergencies that may occur. This incorporates Lockdowns, Evacuations, Mo

First Aid
a)

All ECG College campuses are equipped with first aid kits and have trained First Aid Officers. If a
designated First Aid Officer is not available at the campus, each site has a listing of the nearest medical
center and or hospital that can be accessed. Each campus also has First Aid/Sick Bay room for use.
Students are able to use the room until arrangements are made for student pick up.
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11. Excursions/Camps
a)

ECG College will plan excursions and camps during your time at the College that you may be invited to
attend. They are beneficial to course work and will include activities that may cover several VCAL
outcomes. Please attend these rather than consider them ‘optional’. In most cases there will be little to
no expense, and where genuine financial hardship is an issue, we do have options available so that nobody
misses out.

b)

If you are under 18 you must gain written Informed Consent Acknowledgement from your
parent/guardian/carer to attend the excursion. The Excursion notification letter will be sent to your
parent/guardian/carer to sign and return prior to every excursion. If you are over 18 you must still sign
and return the Informed Consent Acknowledgement form. Refer to the Offsite Activities Policy and
Procedures located on the website.

12. Uniform, Equipment and Mobile Phones
Uniform
a)

While we have no formalised uniform at ECG College we encourage all students to dress in a neat and
tidy fashion. Flat, comfortable shoes – please do not wear high heels, ugg boots or thongs as these are
not safe, nor permitted. At times you may need safety boots for activities.

b)

We appreciate your right to wear the clothing that you feel comfortable in and that you identify
with but your safety and the comfort of all staff and students is essential.

Equipment
a)

The college is providing stationery, USB memory sticks, learning technology etc. There are no textbooks
for the course and unless students have extra requirements for VETDSS or work placement such as safety
boots, work uniforms etc. there are no other requirements.

Internet use
a)

ECG College provides students with access to laptops and computers. All students must read and
sign the 623-1B Internet and Digital Media Acceptable Use Agreement Form located in the ECG VCAL
Enrolment form prior to accessing ECG’s computers. The form outlines all the requirements and
conditions relating the digital media and computer use.

Mobile Phones
a)

When used appropriately, mobile phones offer students, their parents/guardians and staff advantages in
terms of ease of communication, a sense of personal safety and access to information/latest technology.
While discouraging students from bringing mobile phones to class, ECG College accepts that students bring
mobile phones for a variety of reasons. Mobile phones however, have the capacity to have a negative
impact on the learning. Staff, students and parents of ECG College are jointly responsible to ensure mobile
phones are used in a responsible and safe manner.

Guidelines for acceptable use of mobile phones
For students:
•

Mobile phones should be switched off during class time and not used for any reason unless directed by
the teacher

•

Students who need to have their phone on during class time must have them on silent/vibrate only and
make the teacher aware before class of any reasons for the need to have their mobile on. Parents are
reminded that in cases of emergency or where messages need to be passed onto students the office is
the point of contact: Warragul Ph: 5622 6000, Leongatha Ph: 5662 6700, Pakenham Ph: 5940 4513.
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•

Students should not lend their phone to another student at any time – the student who owns the phone
will be held responsible for its use.

•

Students should mark their mobile phones clearly – ECG College takes no responsibility for lost or
stolen phones

•

ECG College is aware that with emerging technology mobile phones are valuable resources for
information/teaching resource however mobile phone use in class for various reasons (internet
searches, calculators, MP3 player, etc.) will only be acceptable if/when directed by the teacher.

Unacceptable use of mobile phones
•

Unless directed by teacher students should not use mobile phones to make or receive calls, send
SMS messages, access the internet, take photos or use any other application during class time

•

Using mobile phones in an inappropriate manner, which includes but not limited to:
I.
Using a mobile phone at a time that will disrupt the learning and teaching environment;
II.

Making calls or sending messages with the intent to bully, harass or threaten another person;

III.

Using mobile phones to take photographs of other people without their consent;

IV.

Using obscene, derogatory or socially unacceptable language;

V.

Using mobile phones to receive download and display inappropriate photographs or other material.

Consequences of inappropriate use of mobile phones
a)

Students who engage in inappropriate use of mobile phones will be subject to disciplinary
action in accordance with the ECG College Behaviour Support and Management Policy.

b)

Students who engage in unacceptable use of mobile phones will:
I.

Be requested by the teacher to turn off their mobile phone or put it away

II. Failure to adhere to the request will result in contact with parents/guardians and the student asked
to leave for the day.
c)

Repeated incidences will result in a meeting with the Principal and disciplinary action being
taken.

d)

ECG College is not responsible for property loss, damage or theft of personal property.
Classrooms are locked during break times, but to ensure safety of these items is the
responsibility of the individual.

13. Food and Drink
a) Break times are for food and drinks, these are not to be brought into the classrooms with the exception
of a bottle of water is welcome to sit on the student’s desk and must be away from technology.
b) Fridges are available if students wish to bring their own lunch, please store in a labelled container or bag to
avoid any confusion.
c) Basic food is available for students at each campus in the student kitchens. The kitchen area is NOT to be
used during class time unless for class activities.

14. Classwork and Assessment
a)

All work is completed at school. The nature of applied learning allows the learner to demonstrate
they are competent in a task. This requires a minimum of at least two forms of evidence in each
outcome. Where possible we will combine several outcomes into a task so that students can achieve a
greater learning experience. For competency to be given there needs to be an independent process
and result completed by the student without assistance or prompting.

Document ID:
TOID:
Revision No.:

680 ECG College Student and Parent Handbook
4181
School No:
2062
11
Revision date:
September 2021

No. of pages:
TOID:
Next revision:

12 of 20
4181
September 2022

ECG College Student and Parent Handbook
Special Provision
a)

Individual students may need special provisions in their learning program to achieve the learning
outcomes, and in assessment to demonstrate their learning and achievement.

b)

Specific eligibility criteria apply to the granting of Special Provision for VCAL and ECG College is primarily
responsible for determining eligibility and the nature of the provisions granted.

c)

Students may eligible for Special Provision if they are affected by:
I.
an acute or chronic illness
II.
a long-term impairment or disability
III.
personal circumstances.

15. VET Delivered to Secondary Students (VETDSS)
a)

As a part of the VCAL enrolment, students are required to undertake specific curriculum hours in a
Vocational Education and Training (VET) course in an area of interest.

b)

Enrolment into a VETDSS course will be discussed at the time of enrolment with ECG College.

16. Student Code of Conduct Policy
All students at ECG College are to abide by the Student Code of Conduct Policy that incorporates the Student
Rights and Responsibilities.

Policy
1.

ECG College and CCG explicitly prohibits corporal punishment.

2.

Breaches of the Student Code of Conduct and Student Rights and Responsibilities may result in action
according to the respective Student Disciplinary Procedure.

3.

All students sign the Student Rights and Responsibilities form at the time of enrolment.

4.

Students enrolled in ECG College that engage in unacceptable behaviour are subject the 625 Student
Behaviour Support and Management Policy and Procedures.

Student Rights and Responsibilities
5.

Community College Gippsland (CCG) and ECG College provides education and training in an Adult Education
learning environment. CCG and ECG College have an expected standard of behaviour that all students are
required to know, understand and abide by.

6.

CCG and ECG College is committed to the cultural safety of Aboriginal children, the cultural safety of
children from a culturally and/or linguistically diverse backgrounds, and to providing a safe environment for
children with a disability and children who are vulnerable.
Student Rights
•

To expect the best quality learning experience CCG and ECG College can provide

•

To experience a fair, inclusive and safe learning environment for all students from all cultures

•

To be provided with information of how your program will be delivered and assessed prior to starting
your course.

•

To receive feedback and assessment results in a timely manner and have access to the teaching and
training staff to discuss the outcomes and pathways.

•

To have access to the facilities and resources required to achieve successful outcomes in your training

•

To be treated equally and respectfully by staff and other students

•

To be informed of class changes/cancellations in a timely manner

•

To be able to talk to teaching and training staff about issues that may impact my learning at CCG and ECG
College
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Student Responsibilities
•

To comply with the CCG and ECG College Student Code of Conduct and Student Rights and
Responsibilities

•

To attend class on time and actively participate in activities and assessment

•

To act safely and not endanger your life or the lives of others

•

To submit your student work and assessments in the required timeframes and not plagiarise, cheat or
copy any student work

•

To behave in a way so as not to disrupt or negatively impact the learning of others

•

To respect the rights and welfare of all CCG and ECG College staff, students, volunteers and visitors

•

Harassment, discrimination, vilification, bullying including cyber bullying through digital or social media,
physical, psychological, sexual abuse including child abuse, and verbal assault is not acceptable to any
staff or students and will not be tolerated

•

To not use information and communication technologies, such as email, mobile phones, text or instant
messaging and websites to engage in behaviour that could reasonably be considered to have a negative
impact on another person, cause them harm, or make them feel unsafe

•

To follow instructions of teachers and trainers in relation to using appropriate language, use of mobile
phones and computer technology while in the classroom or when representing CCG and ECG College in
the community

•

To respect and not damage any CCG and ECG College facilities, resources and materials and report any
breakages, hazards or risks identified on campus

•

To understand that no drugs, alcohol, firearms or weapons of any kind are permitted at CCG and ECG
College. This applies to all on campus and off campus activities

•

To be free from the influence of alcohol and/or drugs on campus. Students under the influence will be
requested to leave the campus

•

Refrain from smoking outside designated areas in all campus buildings and grounds, or littering or
damaging, stealing or misusing any CCG and ECG College property

•

Illegal activities will be referred to the police

Students Under 18
7.

CCG and ECG College has campuses in different locations across the region. Students under 18 who wish to
leave the campus during breaks and for pre-arranged appointments require written Parent or
Guardian/Carer consent to leave the campus. Students who do not provide written consent from the
Parent or Guardian/Carer may not leave the campus boundaries until the end of the designated class times
are reached.

8.

Parents and Guardians/Carers acknowledge that once the student leaves the campus boundaries on such
occasions, CCG and ECG College staff are not able to offer supervision or duty of care.

9.

Parents and Guardians/Carers who cannot attend the campus to give consent on each occasion to sign the
child/dependant out must complete and return the Permission to Leave the campus form. This confirms
the authorisation for their child/dependant to sign themselves out and back in when they leave the campus
on such occasions.
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17. Student Behaviour Support and Management
a) Students at ECG College who engage in misconduct and breach the Code of Conduct and Rights and
Responsibilities are subject to disciplinary procedures as per the Student Behaviour Support and
management Policy and Procedures and as outlined in the Behaviour Support and Management Guidelines
Flowchart.
Misconduct and unacceptable behaviour is not limited to but includes:









Harassment of any person within, or near the precinct of ECG College.
Assault (direct or indirect) on any person within, or near, the precinct of ECG College
Willful or negligent damage to, or removal of, ECG College property
Failure to comply with any reasonable instruction
Possessing, using or trafficking a drug of dependence
Possessing or under the influence of alcohol
Carrying a weapon that can cause harm or injury, or can be used in a threatening manner.
If the incident or issue endangers a student/trainee or staff member, the matter will be referred to the
police and the student will be immediately withdrawn from participation in further classes.

 Non-attendance in class and/or poor performance may also lead to disciplinary procedures.
Counselling (formal or informal) and performance reviews will be implemented and if no
improvement occurs, the student/trainee may be withdrawn from class/training.
b) All students at ECG College are expected to take responsibility for their own learning and behaviour
during their course
c) ECG College will implement restraint measures if required while adhering to the Restraint and Seclusion
Policy located on the website.

18. Discrimination, Harassment and Bullying including Cyber Bullying
a)

ECG College will not tolerate discrimination, bullying, cyberbullying or harassment of any kind from
students, parents/carers/guardians or staff members.

b)

It is the policy of ECG College that all students and employees should enjoy an environment free from
all forms of discrimination.

Sexual Harassment
a)

Sexual harassment is a general term covering unwelcome sexual behaviour. This could include a
demand for sexual activity (subtle or explicitly) or offer of sexual favours, unwanted and deliberate
physical contact, unwelcome sexual jokes, innuendos or comments of a sexual nature. It could also be
the display of offensive pictures or publications, or the use of offensive language in the classroom or
workplace. If at any time a student is subjected to sexual harassment, they should contact their
teacher, youth worker or Principal.

Bullying, Aggressive and Discriminating Behaviour
a)

ECG College will not tolerate any bullying behavior, including cyber bullying. There is no place for
bullying at any of our campuses, where safe and respectful work environments are a priority. Bullying is
unwelcome and unreasonable behaviour that is persistent. It creates a hostile, uncomfortable or
offensive atmosphere for those who are target/s of the bullying.

b)

Bullying and discriminating behaviour demeans and humiliates people, either as individuals or as a
group. It may also include behaviour that intimidates, offends, criticises, or degrades a person, possibly
in the presence of others. Some initiation practices could be considered as bullying, where they involve
the misuse of relative/or assumed power, for example by students who have been here longer than
others.
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c)

If a student is concerned about bullying, the important thing is to tell someone. It may be sufficient to
make it clear to the individual/s that the behaviour is not welcome, that it offends and interferes with
the student’s ability to work. If students are a witness to bullying behaviour, the student might approach
those perpetrating the bullying behaviour and tell them that they disapprove of the behaviour and
request that it stops. However, if the behaviour persists (or if the student doesn’t feel confident to
approach the individual/s) they should report the behaviour they should contact their teacher, youth
worker or Principal.

d)

As with sexual harassment, all requests for assistance will be handled in the strictest confidence.

Behaviour Support and Management Guidelines Flowchart
Minor Breach
Of acceptable behaviour

Major Breach
Of acceptable behaviour

Critical Breach
Of acceptable behaviour

Eg: not following a
reasonable instruction from a
member of staff.

Eg: bullying, willful neglect or
damage to property of ECG
College or other students.

Eg: physical assault,
possession of illegal drugs
or weapons.

1st breach: the teacher will
implement individual
classroom management to
manage the behaviour.
Including discussion with
student about behaviour and
consequences.

2nd breach: of same or
similar behaviour, teacher
will implement individual
classroom management to
manage the behaviour.
Including discussion with
student and
parent/guardian/carer about
behaviour and consequences.

3rd breach: of same or
similar behaviour, will
escalate event to a Major
breach.
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19. Prohibited Actions and Items
Smoking
a)

ECG College is a smoke free school. To protect all employees and visitors from exposure, the entire
premises, including grounds and outdoor areas where applicable, are smoke free. This policy will
apply to all staff including management, contract and service staff, students, clients and visitors while
on ECG College premises.

Alcohol
b)
Drugs
c)

d)

Under NO CIRCUMSTANCES is the consumption of alcohol permitted. Any breach of the Victorian
liquor legislation or regulations will be dealt with according to the Student Disciplinary Procedure.
Possession and/or use of any illegal drug or substance, or the misuse of prescribed drugs, will be viewed
as a serious breach of discipline. Possession or use of illegal drugs or prohibited substances is a criminal
offence and ECG College reserves the right to inform the local authorities. Disciplinary action may
result in immediate termination of enrolment.
Students that come onto the campus with the appearance of recently consuming alcohol or drugs will
have their parent/guardian/carer called to collect them and be sent home. These students cannot be
sent home on public transport.

Firearms or weapons
e)
Under NO CIRCUMSTANCES are firearms or weapons permitted to be brought on to any Campus. If any
student/s is found to be in the possession of either, the student/s will be subject to disciplinary action,
which may result in the immediate termination of enrolment. This may be referred to the Police.
Plagiarism and Cheating
a)

ECG College expects students to act with the integrity and honesty and acts of plagiarism are
completely unacceptable and will not be tolerated.

b)

Plagiarism is the action using and presenting work of someone else as though it is your own work.

c)

Copying and using information and work directly from the internet is also plagiarism, if you are not sure
what plagiarism is ask your teacher.

d)

Plagiarism occurs when students use the ideas, words or work of other students and submits these in an
assessment task as their own. For example:
 handing in an individual assignment or task that was written in part or whole by someone else or
 asking or paying a ‘tutor’, friend or some other person to write the assignment or task
 Using published work and resources
 Plagiarism or cheating is using words, ideas or work from published sources and submits these as
their own. This can include material taken from the following sources without acknowledgment:
 the internet, a book, chapter, article, database, pamphlet, brochure or any other source.
 It is also considered plagiarism when students include material in their work without
acknowledging the owner

Cheating in assessments
Cheating while completing an assessment task is an act of plagiarism. This includes:
 copying from other students;
 taking unauthorised notes or materials into an assessment:
 accessing internet files in practical computing and other assessment;
 using notes handwritten in allowed/authorised texts
 using another students copy of an assessment prior to sitting for it;
 letting someone complete the assessment for you
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20. Access and Equity
a.

ECG College is committed to providing opportunities to all people for advancement, regardless of their
background. We support government policy initiatives and provide access to our training for all those
seeking to undertake it.

b.

We ensure that our student selection criteria are non-discriminatory and provide fair access to training
for the disadvantaged. In addition, we liaise with agencies and government departments for assistance
in a range of student related services.

21. Privacy Policy
c)

ECG College is bound by the Australian Privacy Principals as set out in CCG’s Information Privacy Policy
located on the website at www.ccg.asn.au or available in hardcopy upon request.

d)

Students must inform ECG College by written notice within 7 days of any changes to personal details.

22. Complaints and Appeals
a.

Students have the right to submit an Appeal or Complaint in writing, if they feel that they have been
unfairly treated in some way. Complaints are welcomed as a means of ensuring that we identify and
overcome problems faced by clients and provide an opportunity to improve our business and/or the
delivery of our training programs. The Complaints and Appeal Policy and Procedure can be obtained
from the website or Reception desk of all ECG College campuses.

b.

Should students and/or clients complete the Complaints and Appeal process and wish to have a
decision externally appealed ECG College will provide this opportunity at no cost to the student and/or
client.

23. Campus Facilities
Warragul Campus:
•

Café available for all campus residents

•

Basketball court

•

Community garden

•

Student kitchen

•

Bus service to and from Warragul train station, one morning and one afternoon

Leongatha Campus:
•

Basketball court

•

Community garden

•

Student kitchen

•

Student gym

Pakenham Campus:
•

Student kitchen

•

Easy access to Cardinia Life Aquatic and Sports Facilities complex

•

Regular public transport
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24. ECG College Privacy Information Summary.
ECG College is bound by the Privacy and Data Protection Act 2014 (Vic) and the Australian Privacy Principals (APP’s)
contained in the Commonwealth Privacy Act 1988. In relation to health records, ECG College is bound by the Victorian
Health Records Act 2001 (the Act). ECG College must collect, use and disclose personal information from students and
parents/carers/guardians as legally required. Refer to the Information Privacy Policy available on the website for
further information.
What type of information does ECG College collect?
The type of information the College collects and hold includes but is limited to:
•
•
•
•
•
•
•
•

Contact details, next of kin, date of birth, gender, language background and previous school;
Parent/carer/guardian education, occupation and background
Medical information
Educational background and previous school reports and notes
Counselling reports
Any court orders
Demographic information
Banking details and Financial billing information.

ECG College collects health information so the staff can assist in supporting the students health and wellbeing
reasonably practicable. This includes information about any medical condition/s, disabilities, learning difficulties,
requried medication/s, any known allergies and contact details of the students doctor. ECG College depends on
provision all relevant health information to assist in maintaining the students safety.
How ECG College collects, uses and holds information
ECG College uses personal information collected from students and Parents/carers/guardians to enable the College to
provide students with the appropriate educational and support needs, exercise its duty of care and perform necessary
associated administrative activities and legal requirements.
ECG College may disclose personal information to the following services.
ECG College may disclose personal informationation, including sensitive information, held about an individual for
educational, administrative and support purposes. This may include the following services:
•
•
•
•
•
•
•
•
•
•

other schools and teachers at those schools;
government departments (including for policy and funding purposes);
medical practitioners;
people providing educational, support and health services to the College, including specialist visiting
teachers, volunteers and counsellors;
providers of specialist advisory services and assistance to the College, including in the area of Human
Resource s, child protection and students with additional needs;
providers of learning and assessment tools;
assessment and educational authorities, including the Australian Curriculum, Assessment and Reporting
Authority (ACARA) and Registered Training Organisations for the delivery of VET programs;
agencies and organisations to whom ECG College is required to disclose personal information for education,
funding and research purposes;
people providing administrative and financia l services to the College;
anyone the student/parent/carer/guardian authorises to disclose information to;
o anyone to whom EGG College is authorised to disclose information to by law,
o including child protection
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How ECG College treats and maintains sensitive information
Sensitive information is defined as: information relating to a person's racial or ethnic origin, political opinions, religion,
trade union or other professional or trade assoiation membership, philosophical beliefs, sexual o rientation or
practices or criminal record, that is also personal information; health information and biometric information about an
individual.
Sensitive information will be used and disclosed only for the purpose for which it was provided or a directly related
secondary purpose, unless students and parents/carers/guardians agree otherwise, or the use or disclosure of the
sensitive information is allowed by law.
Management and security of personal information
The ECG College’s staff are required to respect the confidentiality of students' and Parents/carers/guardians' personal
information and the privacy of individuals. The College has processes in place to protect the personal information and
maintain confidentiality. The College will protect information from misuse, interference and loss, unauthorised access,
modification or disclosure by use of various methods including locked storage of paper records and password access
rights to computerised records.
Access and correction of personal information
Students/Parents/Carers/Guardians may seek access to personal information held at the College by contacting the
School Principal in writing. However, there may be occasions when access is denied. This may be when the Principal
deems the release of the information may have an unreasonable impact on the privacy of others, or where the release
may result in a breach of the Colleges duty of care to the student. The College may, at its discretion, grant a student
access to their information held by the College about them, or allow a student to give or withhold consent to the use
of their personal information, independently of their Parents/carers/guardians. This would normally be done only
when the maturity of the student and/or the student's personal circumstances warrant it.
Enquiries and complaints
If you would like further information about the way the College manages the personal information it holds, or wish to
complain that you believe that the College has breached the Australian Privacy Prin ciples please contact the School
Principal in writing or by telephone. Refer to the Information Privacy Policy located on the website and for complaints
refer to the 131-1 Information Privacy Complaints Procedure for further information, available in hardcopy on request.
The College will investigate any complaint and will notify you of the making of a decision in relation to your complaint
as soon as is practicable after it has been made.
UNIQUE STUDENT IDENTIFIERS (USI) NUMBER
All students who wish to enrol into an accredited course must provide a USI. It is the students responsibility to provide
ECG College with this number at the time of enrolment. Students can create a USI at:http://www.usi.gov.au/createyour-USI/
If an individual feels that ECG College may have breached one of the APPs they may review the 131-1 Information
Privacy Complaints Procedure for further information, available on the website or hardcopy on request.
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25. ECG College Enrolment Agreement
ECG College Philosophy and Learning Model
ECG college is committed to delivering a holistic learning program underpinned by a primary focus on Student welfare
and wellbeing. With a Student centred, flexible learning model we use the VCAL curriculum to develop personal, social,
academic and life skills. Our aim is to ensure that each Student is, empowered to enter the workforce or pursue
further studies, with the confidence and skills to be an independent learner and who is well equipped to manage a
successful transition into the adult world.
1. DEFINITIONS
1.1

Applicant: means the person/s set out in the Enrolment Agreement being the Parents and/or Carer/Guardian/s
of the Student listed in the Agreement and if more than one, each of them jointly and severally.

1.2

Compass: The Schools online Student Management System

1.3

Enrolment Agreement: means the Enrolment Agreement forming part of these Enrolment Terms and Conditions
by which the Parent/Carer/Guardian or Students over 18 years of age agree to be bound, including any
subsequent amendments made by the School.

1.4

Fees: means the fee payable at the time of signing the Enrolment Form. The current Fees are provided in the
ECG College Student and Parent Handbook and may be altered at any time at the discretion of the School
Management.

1.5

Parent: means the Parents/Carers/Guardians (to be referred to as the Parent for this agreement) who is the
person/s who are legally responsible for the Student listed in the Agreement Form and the Student Enrolment
Form.

1.6

Parent Code of Conduct: means the School’s required conduct of Parents who have Students/dependents at
CCG and ECG College which may be amended or replaced as required.

1.7

The Principal: means the Principal of the College or the Principal's authorised representative.

1.8

Student: means the Student or dependent named in the Enrolment Agreement and Enrolment form

1.9

Student Enrolment Form: means the documentation the Parent or Students over 18 years of age are required to
complete in order to be legally enrolled in the School.

1.10 Student Code of Conduct and Behaviour Management Policy: means the School’s requirements and
expectations for the Students behaviour and how any breaches of these requirements are managed as provided
in the ECG College Student and Parent Handbook and on the ECG College website. These may be amended or
updated as required.
1.11 The College (School): means ECG College, School number: 2062, ABN: 37005090317, main campus 71 Warragul
– Korumburra Road, Warragul, Victoria 3120, Australia.
1.12 VET: means accredited Vocational Education and Training courses or units of competency provided by a
Registered Training Organisation that are required as part of the VCAL curriculum.

2. GENERAL
2.1

Terms and Conditions:

In signing the Enrolment Agreement, the Parent or Students over 18 years of age agrees to comply with these
Enrolment Terms and Conditions, the Enrolment Procedure, the Parent Code of Conduct and the policies and
conditions as set out in the Agreement and Student and Parent Handbook and located on the website at:
www.ecg.vic.edu.au which may be changed during the period of enrolment and at the discretion of the School.
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2.2

Parents will be informed in writing of any changes to this Agreement and are bound by all such variations from
the date of publication on notice from the Compass Parent Portal.

2.3

This Agreement is governed by the laws of the state of Victoria.

3. EDUCATIONAL SERVICES
3.1

The School delivers the VCAL curriculum at Foundation, Intermediate and Senior levels for Students from 15
years of age to approximately 20 years of age.

3.2

The Vocational Education and Training (VET) component of VCAL is provided by Community College Gippsland
(CCG) who is a Registered Training Organisation or an external, approved Registered Training Organisation.

3.3

The duration of the VET component is not limited to a yearly enrolment and may be extended dependent on the
individual Students’ progress.

3.4

The School encourages Students to achieve their personal best with support from the Parent, however the
School does not make any guarantees or promises of any kind regarding individual Student achievement or
academic outcomes.

3.5

The School offers offsite activities, Structured Workplace Learning (SWL) and additional curriculum activities. The
School will inform the Parents of any planned offsite or additional curriculum activities and associated costs
prior to commencement. The Parent must provide prior permission for the Student to attend any of the SWL, or
additional curriculum activities.

3.7

The Parent will be responsible for any costs involved where the Student is removed from the activity and
returned to campus due to breaching the code of conduct.

3.8

Students enrolling for their first year of VCAL at any level may not complete the level within 12 months unless
they bring credits from previous studies. Completed credits/units can be carried forward and used for future
certificates.

4. STUDENT ENROLMENT
4.1

Students must enrol into the school every calendar year.

4.2

The Student must be enrolled under the name specified in the Student’s birth certificate. If the Student does not
have a birth certificate, the Student must be enrolled under the name specified in the Student’s passport. If the
Student cannot provide a passport their previous schools Identification Card may be accepted. A copy of the
Student’s birth certificate/passport/ID must be provided by the Applicants at the time of enrolment. No change
to the Student’s name will be accepted by the School unless the School is provided with legal documentation
authorising the change.

4.3

The School will give consideration to providing support for Students with special needs or disabilities by making
reasonable adjustments where possible while taking into account the limited resources available.

4.4

The Parent agrees to disclose all information about the physical, learning or other disabilities of the Student so
that the School can consider the most appropriate Student supports.

5. FEES AND CHARGES
The Parent agrees to:
5 .1 Pay ECG College fee amounts as listed in the following Tuition Fee Schedule (6);
5.2 VET Fees
5.3

Students who attend VET courses/units provided by CCG have their VET Fees incorporated in the original
enrolment fee.

5.4

Fees incurred by Students who attend VET courses/units provided by other RTO’s will be paid by negotiation
between the parent and ECG College on an individual case by case basis.
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5.5

The cost of repairs for any willful damage by the Student to School and CCG facilities or equipment (including any
items or equipment that may be utilised on and during offsite activities) will be billed to the parent or directly to
the Student if they are over 18 years of age.

5.6

The Student will not be permitted to re-enrol into the School if any part of the fees or charges for the previous
billing period or billing for damages remain unpaid, unless approved by the Principal or Executive Principal.

5.7

Where the School Management may decide to withdraw the Student for behavioural reasons, the Parent is liable
for all fees and charges to the date of notification of the Student’s enrolment being terminated.

6. TUITION FEE SCHEDULE
6.1

Fee Schedule

6.2

The Annual Tuition Fee for 2022 - $750, the Concession Fee rate is $150 (refer to section 8.1 for eligibility)

6.3

Students enrolling in the College throughout the year will be charged on a per term pro-rata basis as follows:

Commence on or before
Monday, 28 February 2022
Monday, 23 May 2022
Monday, 15 August 2022
Monday, 31 October 2022

Pro-Rata Tuition Fee
$ 750.00
$ 562.50
$ 375.00
$ 187.50

Concession*
$150.00
$112.50
$75.00
$37.50

* Applicants that enrol after the CSEF eligibility date, are encouraged to apply for Category 2 Concession – Special
Consideration.
6.4

If the Student withdraws from the College before the end of a school year, and has given one full term's
notice in writing, tuition fees will be adjusted on a per term pro-rata basis as follows:

Withdraw on or before

Tuition Fee Adjustment

Concession Fee
Adjustment

Friday, 18 February 2022

- $ 750.00

- $ 150.00

Friday, 13 May 2022

- $ 562.50

- $ 112.50

Friday, 5 August 2022

- $ 375.00

- $ 75.00

Friday, 21 October 2022

- $ 187.50

- $ 37.50

6.5 Refunds
6.6

A refund can only occur if a parent has a current credit on their fee account.

6.7

Refunds will be processed after all other financial obligations to the College have been discharged.

6.8

Refund payments are normally made directly into a bank account unless paid by credit/debit card.

6.9

Any overpayment received by the College for any reason by a parent will be refunded to the person who made
the payment.

7. PAYMENT OF FEE ACCOUNT
7.1

Due Dates

7.2
(a)
(b)

All fees are due and payable before commencement, unless:
A direct debit arrangement is in place.
Another arrangement has been pre-agreed in writing between the Applicant and the College.
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Direct Debit Arrangement Schedule
Annual

Per Month
(10 months)

$ 750.00

$75.00

Tuition Fee

Per Fortnight
(20 fortnights)

$ 37.50

Per Week
(40 weeks)

$ 18.75

7.3 Payment methods:
•
Direct Debit arrangement (preferred method)
•
In person (cash, cheque, credit card, EFTPOS)
•
Via telephone (credit card only)
•
By post (cheque, credit card)
•
Internet (BPAY or bank transfer)
8. FEE CONCESSION
A. Category 1 Concession – Eligible Centrelink Concession Card Holders
8.1 Fee concession is available to parents/guardians responsible for payment of fees who hold a Centrelink
Concession card, listing the student/s for which the concession is to be applied and who is eligible for the
Victorian Government Camps, Sports, Excursion Funding (CSEF).
Category 1 Concession will receive an 80% discount.
Tuition Fee
$750
less concession
$600
Payable
$150
B. Category 2 Concession – Special Consideration
8.2 Any family experiencing genuine financial hardship, and is not eligible under Category 1 Concession, is
encouraged to apply for special consideration. All special consideration concession applications require the
provision of supporting documentation to substantiate financial hardship and are subject to an assessment
process.
9. FEE RECOVERY
9.1

At the discretion of the Principal, non-payment of tuition fees and charges may result in the student's tuition
being suspended until full payment is made, or a payment arrangement has been agreed to by the Principal and
confirmed by the School in writing. Any delay by the School to strictly enforce its terms of payment is not a
waiver of the School's rights.

9.2

If the School refers an outstanding amount to an external debt collection agency, the applicants agree to
reimburse the School for any costs or expenses incurred in doing so.

10. TERMINATION OF AGREEMENT
ECG College may terminate the Agreement by:
10.1 Students breaching the Code of Conduct and Behaviour Management Policy and Procedures as outlined in the
Student and Parent Handbook and on the website.
10.2 Parents breaching the Parent Code of Conduct as provided as part of this Agreement.
10.3 Non-payment of fees or outstanding debts owed.
10.4 A decision by the School Management team that the Student is no longer able to benefit from the
educational services provided.
10.5 Inadequate or incorrect information provided about the Student by the Parent/Carer/Guardian at the
time of enrolment.
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Parents may terminate the Agreement by:
10.6 The Parent deciding to withdraw the Student from the School and providing the Principal with one term’s
written notice.
11. DISCLOSURE
11.1 The Parent acknowledges that the Student Enrolment Form documentation has been completed honestly and
correctly, and that the Parent has made full disclosure to all questions raised in the Forms. Failure to complete
the Student Enrolment Forms honestly and correctly may result in the termination of the Enrolment Agreement
by the School.
11.2 The School reserves the right to obtain further information regarding the Student including all academic
information, school reports and other reports from their previous school if applicable.
11.3 The Parent confirms the Student is either an Australian citizen; has Australian residency status; or, has a Student
Visa for entry and stay in Australia that allows education to be provided on the same cost basis as for an
Australian citizen.
12. DISCIPLINE (including Student Code of Conduct, Behaviour Management and Restraint and Seclusion)
12.1 The continued enrolment of a Student is dependent on their behaviour being in accord with the School’s
policies, rules and regulations including those which form part of this Enrolment Agreement.
12.2 The School reserves the right to discipline the Student where the Student’s behaviour may affect other Students
or staff or unduly damage the reputation or property of the School or CCG.
12.3 If the Principal or Executive Principal suspends the Student, the Parent shall be notified with the confirmation of
the suspension and possible return to school requirements with provisional time frames provided.
12.4 If suspended, the Student is not permitted to enter any of the School’s grounds for any purpose during the
period of suspension without the express permission of the Principal, Executive Principal or Lead Teacher. The
Student is the sole responsibility of the Parent during the suspension period.
12.5 The Parent is expected to support the aims, objectives, ethos, codes, policies and procedures of the School.
Action may be implemented against the Parent if in the opinion of the Principal, Lead Teacher and Executive
Principal the Parent is found to have breached the Parent Code of Conduct.
12.6 The School has the absolute discretion to determine when the Student’s conduct warrants discipline and may
apply behaviour management procedures as the School considers appropriate.
12.7 The Parent accepts that the School’s disciplinary procedures include suspension from the School and immediate
termination of the Student’s enrolment under this Enrolment Agreement at the School’s absolute discretion. In
the event of suspension or termination of enrolment under this Enrolment Agreement there will be no refund of
any fees previously paid.
13. HEALTH AND MEDICAL TREATMENT
13.1 The School will notify the Parent of any injury or illness the Student may suffer at the School, which requires
staff intervention, the First Aid Officer or the use of an Ambulance to transport the Student to hospital.
13.2 If, during the period of enrolment, the physical and/or mental health of the Student changes at any time, the
Parent will notify the School and provide any relevant medical information or reports in a timely manner. The
School reserves the right to assess and determine its ability to provide ongoing education to a Student and
reserves the right to require the Parent to provide the School with information as requested.
13.3 In the event the Student is involved in a medical emergency and the Parent or nominated contact person cannot
be reached, the School can take action necessary in the best interests of the Student. The Parent will indemnify
the School fully on demand for the cost of any such treatment or action taken (e.g. Ambulance expenses).
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13.4. The Student has access to the School specialists including the Councillors, Psychologists and Youth Workers. The
Parent consents to those services being provided to the Student and understands there is confidentiality
between the Student and specialist (if the specialist deems that to be appropriate in accordance with their
obligations).
13.5 The Parent will complete the Student medical information and ensure that if the Student has an emergency
medical condition, they disclose the information to the School and provide a current Certified Medical Action
Plan. The Parent must provide the Student with their own personal medication/Epi Pen.
14. PERSONAL POSSESSIONS
14.1 It is the responsibility of the Student and the Parent to take care of any personal possessions and the School is
not liable for any loss or damage to this property.
14.2 The Parent will indemnify the School for any loss or damage to any school property issued to the Student.
15. ATTENDANCE
15.1 The Student is expected to attend the School on the dates and times provided by the School. In addition, the
Student, and the Parents are encouraged attend and participate in co-curricular activities which may be held
during or outside normal school hours.
15.2 Parents are responsible to advise the School as soon as practicable if a Student is to be absent for any reason
and the estimated length of absence.
15.3 Students who are suffering from any illness, disease or medical condition which is contagious must not attend
the school until fully recovered.
16. COMMUNICATION AND PRIVACY
16.1 The Parent is required to provide copies of all existing court or parenting orders at the time of enrolment and
during the period of enrolment. The School will make best endeavours to abide by such orders. The Parent
agrees to provide any family law orders, thereby enabling the school to understand any obligations imposed in
relation to the information that can be provided to separated parents, such as intranet access.
16.2 The provision of misleading representation to the guardianship of the Student or in relation to living
arrangements may result in the School suspending or terminating the enrolment of the Student.
16.3 The Parent agrees that, unless the School is supplied with Family Law Orders, a parenting plan or written
authorisation signed by the Parents which provides otherwise, the School will proceed and act on the basis that
each of the Student’s parents has equal rights and responsibilities in relation to the Student.
16.4 The School is entitled, by virtue of the Parents completion of the Enrolment Form documents to assume they are
the sole legal guardians of the Student and are authorised to enrol the Student at the School. If this situation
changes, the Parent must immediately notify the Principal in writing, detailing the change, and in addition
provide written consent from any other legal guardian of the Student to the Student’s enrolment, or continued
enrolment. The School will comply with its legal obligations but is not required to police or enforce Family Law
Orders on behalf of parents. The Parents agree to meet the School’s costs in complying with all such family law
orders and matters.
16.5 The Parent acknowledges that the School will collect personal information about them and the Student which
may be legally required by the School to function and conduct its activities, consistent with CCG’s Information
Privacy Policy.
16.6 The School will not disclose any information in relation to the Student to any party as per the Information
Privacy Policy and its other legislative obligations.
16.7 Where the Parent is not the natural parent/s, copies of supporting documentation evidencing legal guardianship
of the Student must be supplied to the School with the Enrolment Form documentation.
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16.8 The Parent consents to the School using their personal information and the Student’s personal information for
the purposes of receiving essential communication via Compass or in person.
16.9 All information pertaining to the Student and the School will be provided to the Parent/Carer/Guardian in
accordance with the Information Privacy Policy.
16.10 The Parent agrees to keep the School informed and maintain open communication in regard to all relevant
information and issues relating to the Student (including relevant court orders).
17. INDEMINITY BY THE PARENT
17.1 The Parent will indemnify CCG, the School, the Principal and the School’s other employees and agents on
demand against:
a)

any loss or damage suffered by the School, the Principal or the School’s other employees and agents, or

b)

any claim against CCG, the School, the Principal or the School’s other employees and agents, arising out of a
breach of the Enrolment Agreement.

18. SUPPORTING DOCUMENTATION
18.1 The following policies, procedures, Handbooks and Codes are to be read as part of this agreement:
(located on the ECG College website or hardcopies are available by request)
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Anaphylaxis Policy
Asthma Policy & Procedure
Bullying Harassment and Discrimination Policy
Complaints and Appeals Policy
ECG College Assessment Monitoring and Reporting Policy & Procedure
ECG College Attendance Policy and Procedure
ECG College Parent Code of Conduct
ECG College Restraint and Seclusion Policy
ECG College Student Behaviour Support and Management Policy and Procedures
ECG College Student Supervision Procedure
ECG Enrolment Policy & Procedure
Information Privacy Policy
Internet and Digital Media Acceptable Use Agreement Form
Student Code of Conduct Policy
Student Rights and Responsibilities form
Student Welfare, Care and Safety
VCAL Offsite Activities Student Excursion Policy
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26. Parental Occupation Group Codes
The 4 group codes outlined below are to be used when providing family occupation details for enrolled students.
This information is used for determining funding allocations to schools
GROUP 1: Senior management in large business organisation, government administration and defence,
and qualified professionals
1. Senior Executive / Manager / Department Head in industry, commerce, media or other large organisation
2. Public Service Manager (Section head or above), regional director, health / education / police / fire
services administrator
3. Other administrator (school principal, faculty head / dean, library / museum / gallery director,
research facility director)
4. Defence Forces Commissioned Officer
5. Professionals - generally have degree or higher qualifications and experience in applying this
knowledge to design, develop or operate complex systems; identify, treat and advise on problems;
and teach others:
• Health, Education, Law, Social Welfare, Engineering, Science, Computing professional
• Business (management consultant, business analyst, accountant, auditor, policy analyst,
actuary, valuer)
• Air/sea transport (aircraft / ship’s captain / officer / pilot, flight officer, flying instructor, air traffic
controller)

GROUP 2: Other business managers, arts/media/sportspersons and associate professionals
1. Owner / Manager of farm, construction, import/export, wholesale, manufacturing, transport, real
estate business
2. Specialist Manager (finance / engineering / production / personnel / industrial relations / sales /
marketing)
3. Financial Services Manager (bank branch manager, finance / investment / insurance broker, credit /
loans officer)
4. Retail sales / Services manager (shop, petrol station, restaurant, club, hotel/motel, cinema, theatre,
agency)
5. Arts / Media / Sports (musician, actor, dancer, painter, potter, sculptor, journalist, author, media
presenter, photographer, designer, illustrator, proof reader, sportsman/woman, coach, trainer, sports
official)
6. Associate Professionals - generally have diploma / technical qualifications and support managers
and professionals:
• Health, Education, Law, Social Welfare, Engineering, Science, Computing technician /
associate professional
• Business / administration (recruitment / employment / industrial relations / training officer,
marketing / advertising specialist, market research analyst, technical sales rep, retail buyer,
office / project manager)
• Defence Forces senior Non-Commissioned Officer
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GROUP 3: Tradesmen/women, clerks and skilled office, sales and service staff
1. Tradesmen/women generally have completed a 4 year Trade Certificate, usually by
apprenticeship. All tradesmen/women are included in this group
2. Clerks (bookkeeper, bank / PO clerk, statistical / actuarial clerk, accounting / claims / audit clerk, payroll
clerk, recording / registry / filing clerk, betting clerk, stores / inventory clerk, purchasing / order clerk,
freight
/ transport / shipping clerk, bond clerk, customs agent, customer services clerk, admissions clerk)
3. Skilled office, sales and service staff:
• Office (secretary, personal assistant, desktop publishing operator, switchboard operator)
• Sales (company sales representative, auctioneer, insurance agent/assessor/loss adjuster,
market researcher)
• Service (aged / disabled / refuge / childcare worker, nanny, meter reader, parking inspector,
postal worker, courier, travel agent, tour guide, flight attendant, fitness instructor, casino
dealer/supervisor)

GROUP 4: Machine operators, hospitality staff, assistants, labourers and related workers
4. Drivers, mobile plant, production / processing machinery and other machinery operators
5. Hospitality staff (hotel service supervisor, receptionist, waiter, bar attendant, kitchen hand,
porter, housekeeper)
6. Office assistants, sales assistants and other assistants:
• Office (typist, word processing / data entry / business machine operator, receptionist, office
assistant)
• Sales (sales assistant, motor vehicle / caravan / parts salesperson, checkout operator, cashier,
bus / train conductor, ticket seller, service station attendant, car rental desk staff, street
vendor, telemarketer, shelf stacker)
• Assistant / aide (trades’ assistant, school / teacher's aide, dental assistant, veterinary nurse,
nursing assistant, museum / gallery attendant, usher, home helper, salon assistant, animal
attendant)
7. Labourers and related workers
• Defence Forces - ranks below senior NCO not included above
• Agriculture, horticulture, forestry, fishing, mining worker (farm overseer, shearer, wool / hide
classer, farm hand, horse trainer, nurseryman, greenkeeper, gardener, tree surgeon, forestry/
logging worker, miner, seafarer / fishing hand)
• Other worker (labourer, factory hand, storeman, guard, cleaner, caretaker, laundry worker,
trolley collector, car park attendant, crossing supervisor
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27.

Warragul Campus
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28. Leongatha Campus
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29. Pakenham Campus
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