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IH BRISBANE - ALS Student Handbook 
 

 Last Updated: December 2010 
 

ABN: 261 228 66 77 
ACN: 122 886 677 

CRICOS Provider Code: 028 85G 
 
 
We hope you have a wonderful time at IH BRISBANE - ALS and enjoy your course. 
 
This handbook should be read before you sign the enrolment form to show that you have understood and accept 
the conditions of studying at IH BRISBANE - ALS. This is designed to protect students and the Australian 
International Education industry. More information about the Tuition Assurance Scheme (TAS) can be found at 
http://aei.dest.gov.au/aei/esos/tuition_assurance_scheme.htm. 
 
You must also understand and accept the conditions of the IH BRISBANE - ALS refund policy which is included in this 
document. 
 
If you have any questions about the rights of international students, please ask us or contact the Department of 
Employment, Education and Workplace Relations (DEEWR). There is important information about Education Services 
for Overseas Students at the DEEWR Website at: http://aei.gov.au/AEI/ESOS/default.htm 
 
Learning the language will become much easier as you become part of the Brisbane community. If you speak English 
every day, read English books and newspapers and watch English movies, you will soon notice an amazing 
improvement. It might be difficult at first, if your English isnôt so good, but keep trying. This is the fastest road to 
language success.  
 
The staff at IH BRISBANE - ALS are always ready to help you with your studies and any problems, so please stop 
and talk to us anytime. We can help you settle quickly into Brisbane life and English will soon come naturally.  
 
 
Welcome, from all of us at AUSTRALIAN LANGUAGE SCHOOLS.  

http://aei.dest.gov.au/aei/esos/tuition_assurance_scheme.htm
http://aei.gov.au/AEI/ESOS/default.htm
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School Map ð Ground Floor 
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School Map ð First Floor 
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YOUR TIMETABLE 
 
This timetable will be explained fully in the orientation session on your first day.  You will be shown 
which are essential classes to attend and which you may choose to make up the rest of your 
timetable from. Although your attendance is not monitored, your attendance at these is compulsory, 
and not attending will mean that you will find making satisfactory course progress difficult. 
 
 

IH BRISBANE - ALS STAFF 
 
 

Our teachers and staff will answer your questions and help you settle into life in Brisbane.  Come 
and see us any time - thatôs what weôre here for. 
 
If you have trouble understanding English, we can provide an interpreter.  Itôs our pleasure to help 
you find your way around our city and our school! 
 
Here are some of the staff you will meet on your first day: 
 
Reception Mahounda Poinsonnet 
 
Enrolments Officer Sherelyn Hallam 
Accounts Manager  Ally Kim 
Marketing Manager  James Kim 
 
Director of Studies / Personal Counsellor Neil Preston 
Certificate Course Coordination Neil Preston 
Academic Manager / Academic Counsellor Belinda Tomlins 
First Aid Officers Neil Preston / Jade Straface 
Workplace Health And Safety Neil Preston 
 

Important Information and Emergency Contacts:  

Australian Language Schools 

 

Main Contact Details: 

126 Adelaide Street, 
Brisbane Qld 4000  
PO Box 13393 George Street, 
Brisbane Qld 4003 
T: +61 7 3229 3389 
F: +61 7 3229 5414 
M: +61 407 776 156 
 

Postal Details: 

PO Box 13393  
George St  
Brisbane 4003,  
Queensland,  
Australia  
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CONTACT DETAILS  

If you need help, please ask the counsellors or at reception. 
If we canôt help you, we will find someone who can. 
Here are some useful phone numbers in case you want to find help by yourself. 

Emergency - Police, Fire, Ambulance - 000 

Service Phone Number 

Abortion & grief counselling association  1300 363 550 (24 hour)  

Albert St Mall. 245 Albert St. Open 24 hours;  1300 369 359 

Alcohol & drug information service  1800 198 024 

Asian Specialist Support Unit                 3364 4165 

Australian Search and Rescue, Enquiries: (02) 6230 6811, 1800 641 792 (24 hour)   

Black and White cabs  13 22 22 

Brisbane domestic advocacy service 1800 811 811 

Counselling & Wellbeing Centre Qld (07) 3891 2273 

Counselling & Wellbeing Centre Qld      3891 2273 

Department of Child Safety (07) 3224 8045 

Department of Immigration and Citizenship 
(DIAC)  

131 881 

Gamblers anonymous Helpline: (02) 9564 1574, Admin: (02) 9550 0430 

Kids Help Line 1800 55 1800 

Legal services  1300 65 1188 

Lifeline 24 hours: 131 114 

Medical Centre ï National Medical Centre 3211 3611  

Office of State Coroner (07) 3239 6190 

Police (Charlotte St)         3258 2582 

Police (Roma St) 3364 3011 

Pregnancy help line 1300 139 313 (24 hour)  

Public transport information www.translink.com.au  

Qld poisons information centre: 13 11 26 

Queer services: (07) 3138 1213 

Quit line: 131 114 

Sexual health: (07) 3371 1522 

Taxis ï Yellow cans  13 19 24, 

Translation & interpreting services 131 450 

http://www.translink.com.au/
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HOW TO BE A GREAT STUDENT 
 

¶ Be on time for classes. A late student disrupts the lesson for others. If you are 

late, you should explain the reason to your teacher after class. If you are more than 10 minutes 
late, you will be marked absent for the session. 

¶ Speak only English at school and in the school building. 

¶ Wear your ID Card at school and in the school building. 

¶ Enjoy yourself while you are here. Take part in outings and activities after school and 

talk to as many people as possible ï (in ENGLISH). 

¶ Get involved! 

And rememberé 

¶ Wear footwear (shoes) in the school at all times. 

¶ Donõt smoke anywhere in the school, including the toilets, stairs or upstairs in the student eating 
area. Australia has strict laws about smoking where people eat and drink. We will explain these 
laws to you on your first day. 

¶ Donõt eat or drink in the classrooms or the Computer room. Particularly, do not eat or drink while 
using school computers, books or equipment. 

¶ Donõt flush any female hygiene products down the toilet. 

¶ Donõt forget to tell us if you change your address while you are here. The Immigration 
Department also needs to know your current address and contact telephone number while you 
are in Australia. 

¶ Donõt take days off school without a reason. Missing a lot of school days also disrupts the class.  
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COURSE PROGRESS AND ASSESSMENT 
Certificate courses are related to the Australian Quality Training Framework. You can find more about 
this at http://www.training.com.au 
 
¶ All the assessment you do has no grade ï only C (Competent ï Pass) and NYC (Not Competent ï 

Fail) 
¶ You will be assessed at the end of each module that you are studying, or at the end of the course. 

There will be many types of assessment making up your result for the module. These will be 
explained to you before you start each module by your teacher, but if you are unclear, please let your 
teacher or an academic counselor know. 

¶ You can check your results with your teacher or on the Certificate courses noticeboard. 
¶ If you are marked as NYC, you will have a chance to be reassessed. Your teacher will inform you 

when this opportunity is. 
 
Some of the activities which may be included as assessment tasks are: 
¶ Workbook Completion 
¶ Interviews 
¶ Listening / Reading tests 
¶ Writing 
¶ Analyzing Case Studies. 
 
To successfully complete this course you are required to pass all of modules of your course. If you do not 
pass all of the modules, at the end of the course you will not receive a certificate, but a statement of 
attainment detailing the modules that you have passed. 
 
You must make satisfactory course progress to fulfill your visa conditions; if you do not, you will be given 
help but may ultimately risk losing your student visa. Unsatisfactory course progress in considered to be 
when you have more than 50% of completed modules not passed at the end of each study period. We 
examine this at: 
Á The end of week 4 and 8 for the Certificate IV in TESOL 
Á The end of each 7 or 9 week study period for the Certificate III in Spoken and Written English  

 
We will do everything it can to help you with your studies; if you are found to have made unsatisfactory 
course progress in any study period, we will give you help through our intervention strategy. This means 
that: 
Á You will have a meeting with an academic counselor (one-to-one) to clearly detail which 

elements you have not made satisfactory progress on. This will be arranged by your class 
teacher during class time, or over the phone, and will take place in the first week of classes in the 
next study period. 

Á You will be given the opportunity to take extra classes and tutorials to help with your 
understanding, and then an opportunity to retake the necessary assessment. This will all happen 
within your scheduled class times. 

 
However, if you still do not achieve satisfactory progress (success rate below 50%)  for two consecutive 
study periods, and if you are on a student visa, we must report this to the Australian Government.  

http://www.training.com.au/
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You will receive a notice of intention to report which includes information on accessing an appeals 
process, and also how you can get more help and be reassessed on the modules you have missed. If 
you believe that you have been treated unfairly, you may make an appeal through the collegeôs 
complaints and appeals process. 
 

APPEALING A MARK GIVEN 
If you are unhappy with the way an assessment mark has been given, please follow our grievance 
procedure or talk directly to the Director of Studies. 
 
 

REASSESSMENT COSTS 
 

If you miss the set reassessment periods and wish to complete reassessment outside of these times, the 
school can arrange this with you. Reassessment in this setting is will be charged as the same as private 
tuition, currently at $90 per hour. This can only be billed in hour-long blocks. 
 
The same fees apply if you are unable to complete your course within the timeframe for the course and 
wish to be assessed afterwards. 
 
Courses may be completed up to 4 weeks after the course completion date. 
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HOMEWORK AND WRITING 

¶ IH BRISBANE - ALS students must complete all homework that is set! 
¶ This can include writing tasks (IELTS students must complete 2 writings per week) 
¶ Your teacher will mark your writing using a code to help you improve ï this code is below.  

 

 
 

¶ You should then correct your mistakes and show your teacher again. 
¶ If you are struggling to correct it, get help from your teacher, or in the homework room. 
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VISA QUESTIONS? 

 
Course Extensions 
If your visa allows it, you may extend your course in Australia or enrol in a 
different course. If you do, you may need to extend your visa.  
You do this at the Department of Immigration and Citizenship (DIAC).   
 
You will need to take your passport, a Confirmation of Enrolment (CoE) or letter 
from IH BRISBANE - ALS and an Attendance Statement.  Our Student Advisers 
and other staff can tell you about further courses of study in Australia.   
 
 

The Immigration Department (DIAC) in Brisbane 
 
Ground Floor, 299 Adelaide Street, Brisbane QLD 4000 
(this is the same street as IH BRISBANE - ALS) 
 
Office hours 
Mon-Fri 9 am to 4pm (Wed 9am to 1.30pm) 
 
You should always call first, on 131 881 and make an appointment. The 
Immigration Officer will also tell you what documents to bring. 
 

 
 
If you have any enquiries about your visa, or are worried or confused about any 
aspect of your visa conditions, please ask our Student Services Officer or our 
Student Adviser.  

 
The important things to remember are;  
Å You must have a current visa.  
Å You must be making satisfactory course progress 
Å Tell IH BRISBANE - ALS and Immigration if you change your address.  
 
Mandatory cancellation of student Visas will occur when a student Visa holder is 
assessed as not complying with the requirements of their Visa conditions 
relating to meeting course requirements. Visa cancellation can mean detention, 
removal from Australia and a bar on applying for other Visas, other than a 
Protection Visa. 
Current Visa conditions set down by DIAC that international Participants must be 
complied with include: 
Å Study full-time whilst in Australia currently at a minimum of 20 hours per 
week for 36 weeks per year 
Å Satisfy course requirements 
Å Maintain a valid enrolment with IH BRISBANE - ALS 
Å Notify IH BRISBANE - ALS of any change of address within seven days 
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Å Have sufficient funds to cover tuition fees and living expenses whilst in 
Australia 
Å Do not work more than 20 hours per week during semester 
Å Maintain a valid Overseas Student Health Cover 
Å Inform DIAC of any change in their student status 
Å Inform DIAC if they withdraw from the course they are enrolled in 
Å Students must extend their student Visa before it expires 
 

CHANGING YOUR ADDRESS 
If you change your address in Brisbane, you must notify IH BRISBANE - ALS 
and Immigration immediately. The Department of Immigration requires IH 
BRISBANE - ALS to keep a record of your current address while you are 
studying here.  From time to time, the Immigration Department will write to you 
at that address and if the letters are returned unanswered, they may cancel your 
visa without notice. So donôt forget to tell Immigration and IH BRISBANE - ALS if 
you change your address at any time.   
 
If possible, tell us a few days before you make the change. 

 
Part-time Work in Brisbane 
Students on Australian Student Visas are able to work up to 20 hours per 
week while they are studying. All student visas issued after April 2008 have 
automatic work rights (20 hours per week).   
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WHAT YOU NEED TO KNOW 

 
Overseas Student Health Cover 
Students who hold an Australian Student Visa are required to have private 
health insurance for the duration of your stay in Australia. This is called 
Overseas Student Health Cover (OSHC). Students on other visas donôt need 
compulsory student health cover but everyone should have their own travel 
insurance for the duration of their stay here.  Student visa holders will have their 
OSHC organised by IH BRISBANE - ALS.  It will cover the time you study at IH 
BRISBANE - ALS.  Your membership card will be ready to collect by the end of 
your first week. For further information please ask our Student Services Officer. 
 
Homework room and Library 
The homework room is open from 2:30 each day, with a teacher available to 
help you between 3-5 on Monday toThursday. You can borrow some of the 
books in our Library.  Other books are reference books only and not for 
borrowing. To borrow, you must have a current IH BRISBANE - ALS student ID 
card.  For help in the Library, please ask at the teacher on hand. 
 
IH BRISBANE - ALS Computer Learning 
IH BRISBANE - ALS has great computer programs on all the self-access 
computers.  You can use these programs to improve your English: before 
school, during breaks and after school.  All the programs include Grammar 
reference and Dictionaries.  

 
Security at IH BRISBANE - ALS  
Please take care of your bags and possessions. Do not leave any valuables 
unattended (camera, purse, wallet, passport etc). If you leave your bag in a 
classroom or in the library, make sure you take your valuables out first and keep 
them with you.  For your own safety, do not carry large amounts of cash around 
with you.  Donôt carry your passport with you.  Leave it at home in a safe place. 
 
Internet  
IH BRISBANE - ALS has Wireless internet on the first floor. Ask at Reception 
for passwords and operating times.  Please remember that you are responsible 
for your own equipment.   
Do NOT use the student Wi-Fi for personal banking. 
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Emergency Telephone Number 
In case of life-threatening emergencies (accident, injury, fire etc) outside the 
campus, please phone 000 (FREE CALL) or 112 from a mobile and ask for 
Ambulance, Police or Fire Brigade.    

If you are unsure of what emergency service you need tell the operator what the 
emergency is. Think ahead ï youôll need to know the important information 
which will help them to respond.  Where you are; (note street names and the 
closest intersection), what has happened and to whom; what their condition is.  
If you are concerned about your English, remain calm and work with the 
operators who are very experienced with all cultures.   
 
Student Identification Cards 
On your FIRST DAY, we will take your photo to make an IH BRISBANE - ALS 
student card.  Please check that the information on the card is correct. 
Your IH BRISBANE - ALS student ID card will help you get student discounts 
around Brisbane, for example, book purchases, tickets to the movies.  Ask at 
Reception for more details. 
 
Need INFORMATION or HELP with a problem? 
IH BRISBANE - ALS staff will be happy to help you with any problem: big or 
small.  
Ask at Reception if you need INFORMATION.   
Our Student Advisers can help with information about further study in Australia 
or with any personal problem.  You may need to make an appointment at 
Reception. 
 
Toilets 
We would like to remind students that sanitary items like female hygiene 
products should not put flushed down the toilet.  
 
LOST? 
If you are ever lost and canôt find your way, ask a police officer or a bus driver. 
Youôll find that Queensland police are very helpful and caring to overseas 
visitors. Be careful about accepting a lift in a strangerôs car, even if they appear 
friendly. 
 

Australian Language Schools respects the rights of its students and understands the pressures that 
students may face, living and studying in another country. Our staff are always ready to help and we want 
to fix any problems before they become too serious. 

 
In return, we expect our students to respect their fellow students and the requests of IH BRISBANE - ALS 
staff. 

  
If you are found guilty of a serious criminal offence in Australia, such as stealing or assault, you may be 
asked to leave the school. 
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