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Program overview
The Professional Year (PY) program aims to provide a quality workplace related experience to enhance
career and employability skills. It provides relevant and practical training to facilitate the transition
from university studies into the Australian workplace.
The minimum program length is 44-52 weeks which includes 32 weeks of face to face training and a
10-12-week (min 220 hours) internship within a host organisation. The aim of the training component
prior to the workplace placement is to build and enhance the employability skills of the participants
so that they have the confidence to enter the internship and maximise the experience. The more
confident a participant is during the internship, the more likelihood of capitalising on the placement
experience and securing a job in their area of study in the near future.
Professional Year Program has been developed by The Australian Computer Society (ACS) to give
international ICT graduates from Australian universities the skills and training they need to start their
career. The program consists of workplace readiness program and an ICT internship placement to
provide a pathway from full-time study to employment in Australia. The program is designed to assist
international student graduates gain employment in their chosen career, as well as may provide
eligibility for migration points towards permanent residency.
The program is primarily designed for international students who have graduated from an
undergraduate or postgraduate degree in Australia, with an ICT Major in Australia, (in accordance with
ACS' Migration and Skills assessment guideline). In accordance with Department of Home Affairs
(DHA) guidelines, the intention of the program is to assist international students to achieve their goal
of permanent employment in Australia, leading towards permanent residency. It is expected that
participants in the program will be holders of a 485 Skilled Graduate visa; however, the program is
available to those also waiting to have their 485-visa approved.
This program has been designed to assist participants learn about workplace practices and our trainers
will assist in developing an awareness of and the skills necessary to:
•
•
•
•
•

function effectively and competently in a business environment
understand the cross-cultural aspects of the Australian workplace
contribute constructively to workplace dynamics
participate within professional networks
build a strong foundation on which to develop a professional career.
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Danford College is an approved professional year program provider for the Australian Computer
Society (ACS).
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A 100% attendance record and committing to the 3-month internship placement will ensure
participants maximise their personal investment to advancing their career. Likewise, a positive
attitude, strong work ethic and motivation to learn - both in the workplace and outside of it - will
create a positive impression. During the training component or internship placement, it is important
to remember that being an active and engaged participant and strong team player are qualities
recognised by employers.

The program also consists an ACS PY Online Orientation and Professional Environments (PE) online
course to support Professional Year learning outcomes and program completion. These components
are mandatory for all ICT student participants, and are delivered, assessed, and monitored by the ACS
Education Team. Should a participant defer from or fail parts of the ACS PE Online program, the
participant will be required to pay additional costs of any repeating of the ACS component in order to
complete the program.

Professional Year Program – Entry Requirements
To be eligible for the ACS Professional Year in IT you must have:
•

•

•
•

Have successfully attained an ICT related Bachelor or Master degree or higher from an
Australian tertiary institution, and a minimum of two years’ fulltime study in Australia prior to
commencing PYear per the Australian Study Requirement (ASR);(NOTE: PY Applicants are
required to have completed an ICT Major in Australia, in accordance with ACS' Migration and
Skills assessment guideline)
Hold a valid passport and visa that allows full work and study rights whilst undertaking the
PYear. Prospective applicants who already hold a valid visa are required to hold a minimum of
12 months’ validity (365 days) on their visa from the date of PYear commencement;
IELTS minimum 6.0 (Academic or General), no band below 6.0 (or equivalent) undertaken
within the three years immediately prior to the date of PYear commencement
Undertake an application interview with Danford College to ensure program suitability, shared
internship expectations, and completion viability.

Professional Year Program Structure
To meet the professional year ACS and DHA requirements, Danford College provides a high-quality
program consisting of 8 modules, delivered over 32 weeks (8 hours per week) and a 3 month (12
weeks- min 220 hours) unbroken unpaid internship placement. Participants are also required to attend
events and undertake an online Professional environment (PE) module during their internship
placement.
The program involves at least 500 hours of formal engagement by the participant (as a mixture of
formal learning and workplace experience) – deemed as a full-time course.

The program is sequenced as:
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Induction by PY Provider – Danford College (prior to program commencement)

------------------------------------------------------------------------------------------------------------------------------------------------

Orientation (Online, ACS) (After student enrolment with Danford , students participate in Online
Orientation from the second Monday of the month)

Face to face classes delivered
at Danford College (first 32 weeks)

Entry and Advancement in the Australian
Workplace
Communication and Performance in the
Australian Workplace

Internship and
Professional Environments (Online, ACS) Student
must have successfully completed all in‐class
requirements prior to commencing the PE Online.

Graduation

ACS Online Orientation

•

Minimum of 32-week face-to-face and online training and workshops delivered by Danford
College
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The program includes
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•

A supervised internship placement organised and managed by Danford College of no less than
220 hours in an ICT field relevant to the participants’ skill set and qualifications
o The Internship spans a period that totals at least ten weeks’ exposure to the
workplace, although the time in the workplace can range from full-time to a minimum
of the equivalent of three full days per week (220 hours in total)

•

A 13-week Professional Environments (PE) online course delivered by ACS which is undertaken
in conjunction with the participant’s internship

•

Compulsory attendance of one (1) ACS registered event and must attain a minimum of 6 CPD
hours

Note: PY students are encouraged to attend as many ACS events as possible but are only required to
meet a minimum requirement of one (1) ACS registered event and meet a minimum of 6 registered
CPD hours that will go towards the successful completion of the ACS Professional Year Program. PY
students are also encouraged to register for these events as soon as they commence the Professional
Year Program.
The students first acquire the necessary skills to succeed in a professional work environment, and then
put those skills into practice during their internships.
Structured Classes
Danford College offers weekend program every Saturday starting at 9am and finishing at 6pm, with a
1-hour lunch break.
Although we aim to provide flexibility, participants are required to attend the sessions for their
dedicated class. Once participants are enrolled in a particular class, they remain in this class unless
approval has been received to transfer to another class.
Class times
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Classes are delivered at Level 8, 277 William Street, Melbourne Victoria. Classroom details are
provided at induction in the Key Program Dates handout. The Williams Street campus is open 8.45am
to 6pm on Saturday and 9am to 5pm Mon-Fri.
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Program Outline
Induction session
This session aims to provide participants with:
•
•
•
•
•
•
•

An overview of the Professional Year, timelines, objectives/outcomes and expectations
Explanation of the mentoring/coaching to be provided
Overview of the work placement logistics, legalities, roles and responsibilities, etc
Attendance and participation requirements
Overview of the recruitment scene in Australia
Question and answer session
A Danford College tour
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Face to face classes (8 Modules with 4 units each- 32 weeks classes)
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Module 1 (CPW1)—Navigating the Australian workplace
Unit 1 Recognise Australian workplace culture and customs
⎯
⎯
⎯
⎯
Unit 2

Identify Australian values and their relationship to work practices and customs
Explore issues migrants face when adapting to the Australian workplace
Develop ways to adapt to a changing cultural workplace as a new professional
Recognise the qualities and requirements of being a “professional”

Undertake ethical decision-making and understand impact on the individual, organisation,
profession and community
⎯ Describe reporting lines and the “chain of command” in an organisation
⎯ Analyse ethical frameworks for decision-making in organisations
⎯ Apply ethical decision-making to the organisation, community and profession

Unit 3

Explore the information technology function within broader organisational functions
⎯
⎯
⎯
⎯

Unit 4

Describe the role Information technology plays in most organisations
Identify the viewpoints from non-technical users of information technology
Explain how different types of information technology add value to an organisation
Examine the future of information technology as a role and profession in the Australian
workplace

Identify Australian management, concepts and practice
⎯ Understand the difference between administration, management and leadership
⎯ Explore principles of management and functions of Australian management (e.g. planning,
organising, leading and controlling) in strategic and operational contexts
⎯ Understand the skills of a professional manager and leader
⎯ Apply management and leadership skills to the workplace
⎯ Module Assessment

Module 2 (CPW2)—Ensuring workplace health and safety
Explore Workplace Health and Safety (WHS) legislation in Australia
⎯
⎯
⎯
⎯

Identify workplace hazards and assess risk
⎯
⎯
⎯
⎯

Recognise and identify workplace hazards with hazard identification form
Rate the likelihood and consequence of identified risks of a workplace
Assess specific and overall risks of a workplace
Create a risk assessment matrix
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Unit 2

Describe basic elements of occupational health and safety
Recognise the importance of WHS legislation to the workplace
Define the role of management in ensuring a safe workplace
Explain the role of a WHS management system
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Unit 1

Unit 3

Develop risk mitigation and control strategies
⎯ Describe the types and importance of risk control strategies
⎯ Develop a risk control plan
⎯ Identify resources needed to implement a risk control plan

Unit 4

Apply WHS policy in the workplace
⎯
⎯
⎯
⎯

Explore methods of WHS consultation in policy development
Identify WHS experts for advice
Suggest recommendations to improve a WHS management system
Module Assessment

Module 3 (CPW3)—Manage personal career development
Unit 1
⎯
⎯
⎯
⎯
Unit 2
⎯
⎯
⎯
⎯
Unit 3
⎯
⎯
⎯
⎯
Unit 4

Create an effective curriculum vitae (CV) and covering letter
Analyse the form and content in an effective curriculum vitae
Develop a curriculum vitae
Analyse and develop various covering letters
Proofread and edit CV and letters
Develop an effective career network
Analyse personal and online career networking as career planning tools
Develop and apply personal networking skills across various situations
Develop and apply online networking skills using LinkedIn and other social media tools
Manage a career network
Understand oneself and career planning
Identify own team member and leadership personality through various tool
Reflect on strengths and weaknesses of personality styles
Apply and manage personality styles to work situations
Apply motivation techniques to improve self-performance
Create career plan including goal-setting

⎯ Explore the importance of goal-setting in career planning
⎯ Analyse and apply the career planning process to career
⎯ Develop a career plan
Module 4 (EAW1)—Preparing for the employment market

⎯ Understand the employer demands of IT graduates
⎯ Analyse various sources of employment opportunities e.g. industry bodies, networking

------------------------------------------------------------------------------------------------------------------------------------------------
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Identify trends and opportunities in the information technology job market
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events, etc
⎯ Identify future employment opportunities using market intelligence
Unit 2

Interpret and apply for job advertisements

⎯ Interpret keywords and essential requirements in job advertisements
⎯ Address essential and desirable selection criteria in applications
⎯ Communicate skills and abilities in job applications including referees

Unit3

Prepare for selection interviews

⎯
⎯
⎯
⎯

Describe various stages of various selection interviews (with HR)
Outline a pre-selection checklist for the interview
Explore what employers are looking for in interviews (Employer Q & A)
Use appropriate dress and grooming in an interview

Unit 4

Use verbal and non-verbal language in role-play interview situations

⎯ Identify appropriate verbal and non-verbal cues and language for effective interviews
⎯ Participate in a live role-play interview scenario
⎯ Review effectiveness of interview
Module 5 (EAW2)—Effective workplace communication
Unit 1

Develop clear verbal and non-verbal communication
⎯
⎯
⎯
⎯

Unit 2

Converse confidently in formal and informal work environments
Demonstrate effective speaking and pronunciation skills
Identify and use common colloquial expressions and their meaning
Demonstrate effective telephone techniques in a range of settings

Write effective correspondence
⎯ Create appropriate e-mails with correct protocols and netiquette
⎯ Develop effective business letters across various scenarios
⎯ Proofread and edit business documents
Create a formal report
⎯
⎯
⎯
⎯

Identify the audience and writing requirement in report
Plan and draft a report using appropriate structure, graphics and grammar
Produce a formal report appropriate for a professional setting
Apply a document review process for reports
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Unit 3
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⎯
⎯
⎯
⎯
⎯

Develop a presentation structure
Incorporate facts, figures, graphs and tables in a presentation
Demonstrate formal and informal / impromptu styles of presentation
Present to a group (inclusive of facts and figures)
Module Assessment

Module 6 (EAW3)—Participating in successful teamwork
Unit 1

Participate and communicate effectively as a team member
⎯ Work effectively and efficiently in teams
⎯ Engage in theme-based topic discussions
⎯ Develop rapport and communicate appropriately with colleagues, clients, managers and
other external and internal stakeholders
⎯ Provide tactful negative and positive feedback to all stakeholders

Unit 2

Develop cultural awareness and sensitivity
⎯
⎯
⎯
⎯

Unit 3

Explore different cultural norms and expectations
Recognise cultural differences and when / how to adapt behaviour accordingly
Develop increased level of cultural sensitivity in the workplace
Participate in a climate of cultural awareness and sensitivity

Demonstrate conflict resolution and negotiation skills
⎯ Recognise conflict in the workplace
⎯ Analyse and apply different conflict resolution and styles negotiation techniques in the
workplace
⎯ Create solutions through understanding root causes of conflict
⎯ Foster a communicative and collaborative workplace

Unit 4 Lead a team
⎯
⎯
⎯
⎯

Identify various situational leadership styles including participant’s own
Explore leadership building blocks such as influence, empowerment and delegation
Apply leadership styles to different work scenarios
Module Assessment

Module 7 (EAW4)—Providing effective client service
Understand the client requirements

Unit 2

Develop listening (including non-verbal cues) and note-taking skills
Identify barriers to effective listening
Confirm and articulate client requirements and issues ad propose solutions
Respond effectively to feedback

Communicate effectively with clients
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⎯
⎯
⎯
⎯
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⎯ Apply formal and informal conversational styles with clients
⎯ Demonstrate politeness and protocols to build client rapport
⎯ Develop client rapport with small talk and social conversation
Unit 3

Manage meetings I
⎯
⎯
⎯
⎯

Unit 4

Recognise the importance of meetings as a communication resource
Organise resources for a meeting
Set a meeting agenda
Prepare for a meeting

Manage meetings II
⎯ Chair, facilitate and participate effectively in a meeting
⎯ Take minutes from a meeting and distribute to stakeholders
⎯ Module Assessment

Module 8 (EAW5)—Working in Australian business environments
Unit 1

Identify common organisational structures used in business
⎯ Analyse hierarchical, matrix, de-centralised and other work structure configurations in
Australian business
⎯ Describe various management structures e.g. directive, empowered and hybrid styles
⎯ Apply effective work management skills to differing organisational structures

Unit 2

Apply business protocols and etiquette used in Australian workplaces
⎯ Differentiate manners, politeness, protocols and etiquette as applied to Australian
workplaces
⎯ Review netiquette and other social media protocols in business
⎯ Apply etiquette and protocols to various work situations e.g. meetings, social events,
networking and others

Unit 3

Demonstrate effective reporting in Australian business
⎯
⎯
⎯
⎯

Develop networks with internal and external customers
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⎯ Differentiate between internal and external customer networks and their requirements
⎯ Develop strategies to build and manage internal customers
⎯ Develop strategies to build and manage external customers
⎯ Module Assessment
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Unit 4

Identify the importance and type of reporting (personal, departmental and organisational)
Report effectively to management
Improve reporting mechanisms in organisations
Key financial reporting requirements for Australian Businesses
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Assessment Structure
All Modules will be subject to assessments throughout this course. Where possible, this
will be a practical assessment e.g. a role plays or a simulated workplace assessment.
In order to satisfactorily complete all modules, students need to submit all assessable
work and achieve a satisfactory performance (100%) overall. Modules will be graded
according to the following scale.
Description
Exceptional performance indicating complete and comprehensive understanding of the
subject matter; genuine mastery of relevant skills; demonstration of an extremely high
Competent (C)
level of interpretative and analytical ability and intellectual initiative; and achievement
of all major and minor objectives of the unit.
NonFail, the student failed to participate in assessment components that had a combined
Competent
weighting of 50% or more of the final mark.
(NYC)
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Grade
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As a Professional Year provider Danford College will place each student in an internship agreement
with an Australian host company. Part of this will include:
•
•
•
•
•

Outlining State and federal legislative requirements that must be met
Agreeing and documenting roles and responsibilities of each party
Agreeing and documenting delineation of relevant work activities
Ensuring necessary documentation is completed
Reporting and monitoring the progress of participants

After completing the training component, participants are required to fulfil the internship placement.
Danford College is responsible for placing participants into an entry-level unpaid internship
placement. A Placement Coordinator will ensure that the placement occurs as per the date indicated
at induction and it meets the internship placement requirements as prescribed by the Professional
Bodies and Fair Work Australia.
Note: The internship will also incorporate practical assessments that articulate to the participant
information about the industry in which they are seeking to work; the company in which they are
undertaking the internship; the relationship between their role and other aspects of the business and
participation in a specific task during their time with the organisation.
Placement process
PY program coordinator will communicate with your during the Weeks 22 to 24 to schedule an
interview session to review your skills as per your up to dated resume. The placement team delivers
the compulsory Placement Briefing and Placement Orientation Sessions during the week (MondayFriday). Participants who work full-time are given the dates and times in advance and are expected to
make arrangements to attend such sessions (refer to Key Dates).
At the end of Week 24, provided it has been assessed as competent, participants submit a generic CV
to the placement team and a time is arranged to meet with a Placement Coordinator to ensure they
have a good understanding of your skills, attributes and placement requirements from a logistics
perspective. Please note, failure to achieve competency in the CV assessment by the scheduled
submission date to the placement team, may result in having to transfer intakes which will delay
graduation and also incur a transfer fee.
The placement process commences approximately 10 weeks prior to your internship start date, so
please ensure that you do not take leave and provide all documents in time, else it may result in you
being placed in a later intake group and delaying your graduation date.
Placement process and leave

------------------------------------------------------------------------------------------------------------------------------------------------
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This means for participants who work full-time, leave arrangements will need to be coordinated with
your employer. Also, participants taking holidays during the placement period (i.e. Monday-Friday)
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Participants must be available to attend interviews throughout the placement period. The placement
period is from the CV submission date until the internship placement commencement date. The dates
for the specific intake placement period are noted in the Key Dates document provided at induction.
Interviews are held between the hours of 9am - 5pm Monday to Friday and a minimum of 24 hours’
notice is given prior to being required to attend an interview.

will result in being transferred to a later intake if not available to attend interviews at the required
time. Transferring intakes will also incur transfer fees.
Leave during the internship period
As part of the program, participants are required to complete a min 220 hours Hour/ 10-12 Week, on their internship program. Throughout the internship 100% attendance is expected, however there
is a sick leave process specific to the internship component. Significant leave is not permitted during
the internship unless due to exceptional circumstances and leave has been approved by Danford
College.

------------------------------------------------------------------------------------------------------------------------------------------------
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Participants who have paid employment at the scheduled time of the internship placement may be
able to use this relevant work experience and are not required to undertake an unpaid internship.
Participants are required to provide information to the placement team prior to the CV submission
date regarding their role and the company they are employed by. The role and company are then
verified. Danford College are responsible for ensuring that the role utilises technical skills and
knowledge for the Professional Year. If the role and company are deemed suitable for this program,
then the internship will be replaced by the OE, and will be contacted and monitored as per the
placement process throughout the min 220 Hour/ 12 Week internship period, to ensure the
employment situation remains unchanged. Placement Briefings are compulsory; however, OE’s do not
have to attend the Placement Orientation.
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Own Employment (OE)

Should there be issues with OE situation during the internship placement period (i.e. terms of the role
changing, significant holiday/sick leave or ceasing employment), the case will be reviewed to
determine if the program requirements have been met or if the participant is required to undertake
an internship placement to complete the program.

Danford College Sourced Internship Placement
Danford College has a pool of host companies to draw upon when placing PY participants. The host
company pool consists of a range of organisations from large multinational companies to smallmedium businesses, including non-for-profits.
The Placement Coordinator acts as a conduit between the host company and the participant to ensure
both parties have understood and are meeting the program and internship requirements.
It is the Placement Coordinator’s role to balance the needs and expectations of the intern and the
host company. When coordinating placements, the ideal outcome for both parties is not always
possible as there are many variables to take into consideration.
Planning for your 10-12 weeks of unpaid unbroken internship
Participants are expected to plan for the min 220 Hour/ 12 Week internship placement period (unpaid
and unbroken) by preparing themselves financially and ensuring their availability. The internship
placement is unpaid, so advising one’s current employer ahead of time and making arrangements for
any family responsibilities is the responsibility of the participant.
Insurance
It is the responsibility of Danford College to ensure that every participant undertaking a placement is
covered for Professional Indemnity, Public Liability and Student Personal Accident Insurance.
Visa
It is the responsibility of the participant to advise of any visa changes that would cause study or work
restrictions.
Progress review and final presentation

------------------------------------------------------------------------------------------------------------------------------------------------
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After completing their internship, students will give a presentation about their internship experiences
and provide feedback to the staff about which aspects of this experience helped them to make the
transition into professional life. This also provides an avenue for Danford College career counsellors
to advise students on any available employment opportunities currently on offer.

Students who have met all the requirements for the on-campus component as well as internship
placement, inclusive of the progress review and presentation, will be issued their Professional Year
program completion certificates. Students also have the option of receiving these as part of our formal
graduation ceremony.
Student Support Team
The Student Support Team (+61 3 9642 1667) is your first point of contact if you need support with
your studies and you’re not sure where to get the help you need. The Student Support Team interact
on a daily basis with Students and Danford College trainers.
Contact with the Student Support Team is confidential and free to all students. Unless we check with
you, information discussed between the team and students is never passed on to anyone else.
Expectations for PY Participants
It is expected that Professional Year participants will:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Advise Danford College staff promptly of any issues or clarify understanding of policies and
procedures to avoids issues escalating
Attend all sessions and be punctual
Behave appropriately and be courteous and respectful to peers, staff and colleagues
Not engage in bullying or harassment of others
Respect the property of others, including the campus facilities
Follow appropriate leave procedures for both the training and internship components
Be an active participant and collaborative team player
Not distract or disrupt the learning of others
Turn off mobile phones during the training session (unless requested to use for training
purposes)
Complete all set work and submit by the due dates
Follow the directions and instructions of staff members, and respond to communication (i.e.
email or phone) in a timely and professional manner
Use equipment and social media in accordance with company policies
Maintain the tidiness of the facilities
Ensure no smoking in any part of the campus nor at the entrances to the building
Ensure that no alcohol or any illegal substance or item is brought into the campus or place of
internship

Misconduct

Causes or threatens personal injury or harm of any kind to another person;
Attacks, harasses, intimidates, stalks or bullies or threatens to attack, harass, intimidate, stalk
or bully another person (explanatory note: bully means repeated unreasonable behaviour,
whether verbal, physical or written, directed towards another person that creates a risk to
health and safety);
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An act of misconduct means conduct which is contrary to accepted standards of behaviour and
includes but is not limited to, conduct by which a student knowingly or recklessly:
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•
•
•
•
•
•
•

Causes or threatens or behaves in a manner likely to cause damage to, loss of, interference
with or obstruction of the use of, the property of Danford College or another person;
Breaches or contravenes a law of a country in which the student is located for the purposes
of a Danford College activity;
Breaches any rule, instruction or published policy or procedure of Danford College;
Disrupts the orderly conduct of a Danford College activity;
Engages in a dishonest or fraudulent activity or makes a dishonest, fraudulent or false
statement or representation to another person, in the course of any dealings with Danford
College or an officer or staff member of Danford College;
Fails to comply with a reasonable direction of an officer or staff member of Danford College;
Fails to comply with a decision, direction or order of a decision maker made under and in
accordance with this policy and procedure.

Is it possible to be excluded from the Professional Year program?
The aim of the Professional Year program is to provide a supportive and professional learning
environment for participants to develop their employability skills and gain workplace experience in
their area of study. In some cases, however, poor performance, whether it be in the training
component or internship placement, can result in being excluded from the program.
The following situations would result in exclusion:
•
•
•
•

Significant plagiarism, attendance or misconduct issues.
False or misleading information has been submitted as part of the application process or
during the training and internship placement process.
Program requirements not successfully completed (i.e. training and internship requirements
and professional body requirements).
Case review outcome

If a participant is excluded from the Professional Year program, they are unable to recommence the
program with Danford College. If a participant recommences with a different provider, they are
required to commence the program from the beginning as RPL is not recognised in the PY program.
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Policies and Procedures

------------------------------------------------------------------------------------------------------------------------------------------------

Participants are responsible for making themselves aware of all Danford College policies, rules and
regulations pertaining to their rights and responsibilities and abiding by them.
Managing Academic and Non-Academic issues
Academic and Non-Academic issues are managed throughout the training and internship component
of the Professional Year Program through application of the policies and implementation of the
warning procedure.
Warning procedure
The Professional Year program is responsible for developing a graduate’s professionalism, and
therefore takes issues such as plagiarism, attendance, following procedures, appropriate behaviour
and communication very seriously.
The warning procedure monitors Academic and Non-Academic issues and is the overarching process
to monitor behaviour and compliance, ensuring the policies and procedures are upheld.
The action taken by staff in managing Academic and Non-Academic issues will vary depending on the
level of seriousness or number of offences, and will result in one of the following:
Level 1: Verbal warning
The participant receives a verbal warning, identifying certain behaviour needs to be improved. This
could be issued verbally or by email. If the behaviour does not improve or the issue reoccurs then
it escalates to a formal warning. Verbal warnings are not limited to the following issues, but provide
an example of issues incurring a verbal warning:
•
•
•

Punctuality becoming an issue
Minor communication and behavioural issues
Failure to follow the placement leave procedure fully

Level 2: Formal warning
Formal warnings are issued by email and accumulate throughout the training and internship
component. After receiving 3 formal warnings a participant is considered at risk, and any further
issues results in being escalated to case review. Formal warnings are not limited to the following
issues, but provide an example of issues incurring a formal warning:
•
•

Page
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•
•
•

Attendance, punctuality and leave issues (i.e. general attendance or failure to attend
compulsory events during the training or internship component)
Failure to follow correct leave procedure (i.e. during the training or internship component,
including extending leave without prior approval)
Plagiarism issues
Inappropriate communication (i.e. unprofessional communication)
Inappropriate behaviour (i.e. failing to respond to emails, not submitting information on
time, or unprofessional behaviour)
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Level 3: Case review
A case review may be conducted in the following two circumstances:
(i) After receiving three formal warnings, if any further issues arise, the case is escalated to case
review and is reviewed by the management team.
(ii) The severity of the issue warrants that the situation be escalated straight to case review with no
prior warnings received, for example:
•
•

Significant payment, plagiarism, misconduct or leave issue
Internship termination

Depending on the severity of the issue, case review may result in no further action, a final warning
being issued, repeating a component of the program, or being removed from the program.

Case review procedure
The case review procedure is managed by the Associate Director, Programs. Issues are escalated to
case review either due to accumulation of a number of issues, or severity of a particular issue. For
example:
•
•

Accumulation: After receiving three formal warnings, if any further issues arise, the case is
escalated to case review and is reviewed by the Associate Director, Programs or nominee.
Severity: The severity of the issue warrants that the situation be escalated straight to case
review with no prior warnings received, for example: - Significant payment, plagiarism,
misconduct or leave issue - Internship termination

Where a case review is required, all parties involved are asked to provide a statement either in writing
or via a face-to-face meeting as determined by Danford College.
The participant is advised in writing of the case review outcome. Depending on the severity of the
issue, case review may result in, but is not limited to:
•
•
•
•

No further action
A final warning being issued
Repeating a component of the program, or
Being excluded from the program.
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Participants may lodge an appeal under the Academic and Non-Academic Complaints and Appeals
Policy and lodging the appeal with the Appeals Officer via the Danford College email account:
py@danford.edu.au
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Appeal process
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Academic and Non-Academic Complaints and Appeals Policy
Purpose
The purpose of this policy is:
•
•
•

to ensure that Danford College participants have processes to enable academic and nonacademic complaints and grievances to be resolved as effectively, fairly, quickly and
inexpensively as possible;
to ensure that the resolution of academic and non-academic complaints and grievance follows
standard procedures across Danford College; and
to document and publish internal student complaints and grievances procedures in
accordance with Commonwealth Government requirements.

This policy is provided at induction and is available on Online.
Scope
This policy applies to complaints and grievances that are lodged by:
•
•
•

a person or persons currently enrolled in studies at Danford College (current participants);
a person or persons who has completed studies at Danford College within the last six months
(past participants); and
a person or persons seeking to enrol in a course of study at Danford College (prospective
participants).

This policy and procedure cover complaints and grievances of an academic and non-academic nature,
with the exception of grievances relating to the Academic Progress of a participant as this is governed
by the Academic Progress Policy and Procedures of the relevant business unit. Current and past
participants may lodge academic or non-academic grievances. Prospective participants may only lodge
non-academic grievances relating to the admissions process.
Policy statement
Danford College will ensure that complaints and grievances are resolved in an objective, equitable and
timely manner.

•
•
•
•
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•

Complaint – an expression of dissatisfaction from a participant with a process applied,
decision made or service provided by Danford College
Completion of studies – when a participant’s final results are ratified
Course of study – a non-award program at Danford College
Grievance – a written notice from a Danford College participant following an unresolved
complaint lodged according to the Academic and Non-Academic Complaints and Grievances
Procedures
Participant – a person with a prospective, current or past enrolment or seeking to be enrolled,
with Danford College
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Definitions

------------------------------------------------------------------------------------------------------------------------------------------------

•
•

Studies – academic activities undertaken to fulfil the requirements of a Danford College course
of study
Working days – all days other than Saturdays, Sundays and specified public holidays

Principles of the academic and non-academic complaint and grievance policy
Danford College is committed to the effective and efficient resolution of complaints and grievances.
The principles of this policy are outlined below:
1. All participants will be advised during the Danford College orientation of complaint and grievance
policies and procedures and support services.
2. All complaints and grievances will be handled in a serious, sensitive, and timely manner and
discussed only with those persons relevant to the case or who can provide specialist advice.
3. Complaint and grievance processes will be kept as informal as possible, based on principles of
mediation and negotiation.
4. Participants who lodge a complaint in accordance with this policy or appeal in accordance with this
policy will not be subject to negative treatment because of the complaint or appeal.
5. Staff involved in resolving complaints or grievances will act fairly at all times and ensure that
decisions will be based on a thorough and unbiased consideration of the facts and the views expressed
by all parties.
6. No action will be taken or suggested to a participant without consultation with the relevant staff
member.
7. Outcomes or decisions made to resolve or respond to a complaint or grievance must be achievable
within Danford College lawful powers and policies, and relevant legislative requirements.
8. This policy will be communicated to academic and support staff through the Danford College
intranet site and email.
9. Participants will not be charged for making a complaint or lodging a grievance.
10. Participants enrolment status will not be affected by the lodging of a complaint or grievance.
The principles of this procedure are outlined below:
1. Participants are encouraged to raise their complaint directly with the person concerned in the first
instance. If effectively handled, most complaints will not escalate to the level of a grievance.
2. Participants may only lodge a grievance according to this policy.

------------------------------------------------------------------------------------------------------------------------------------------------
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4. Participants and staff members may be accompanied by one support person at any mediation,
consultation or hearing. This person may be a staff member, fellow Danford College participant, a
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3. Participants lodging a grievance will be made aware of relevant support services.

family member or any other person approved by the person conducting the mediation or consultation
(although the accompanying person is not to act as an advocate or a lawyer for the participant or staff
member).
5. Participants may withdraw a grievance at any stage by giving written notice to the officer currently
handling the grievance.
6. Where a complaint or grievance is determined to be frivolous or vexatious, it may be dismissed. In
such instances the participant will be notified in writing of their right of appeal, the appeal process
and support available.
7. Records of all grievances, applications for the review of decisions, and the outcomes of the
grievance process will be retained for a period of seven years. These records will be kept securely
stored and filed separately to the student or staff file.

Attendance Policy
Purpose
To ensure that attendance is monitored, that participants who are at risk of failing to meet attendance
requirements are adequately counselled, that participants are aware of the consequences for poor
attendance and that Danford College administration satisfies program compliance requirements.
Policy Statement
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1. Participants missing one week of classes are deemed a non-attendance not a leave request. Note,
a class is considered as a 3-hour session (09:00-12:00) and 5-hour session (13:00-18:00). 100%
attendance is required throughout the program.

------------------------------------------------------------------------------------------------------------------------------------------------

2. Participant attendance will be monitored to ensure positive course outcomes and meet compliance
requirements.
3. The program expectation is for participants to aim for 100% attendance throughout both the
training and internship components.
4. If a participant misses class, no matter the reason (i.e. sickness, personal issue, work commitments
or IELTS test), it is marked as non-attendance.
5. Participant attendance records are kept on file for 7 years.
6. The Danford College Attendance Policy will be made available to staff and participants via the
Handbook provided at induction and available online.
Penalties for poor attendance
Attendance is monitored on an ongoing basis. Danford College will consider the participant’s reasons
for attendance issues such as whether it has been an ongoing issue or if there were any mitigating
circumstances. A range of penalties apply for participants with attendance falling below acceptable
pre-determined levels. These include:
•
•
•
•

Receiving a formal warning for poor attendance, as outlined in the Discipline Policy.
Being classed as ‘at risk’ and having to submit any missed assessments to the Senior Trainer.
Transferring to a different class and repeating part of the program.
Failing the program.

Leave policy
Purpose
To ensure participants have a good understanding of the leave procedure to enable sufficient
processing and administration time of leave requests, and that consequences are clear for participants
who fail to follow leave attendance requirements.
Personal leave during the training component
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2. As per workplace policy, if leave is planned a leave request must be submitted for approval by
providing the details of the leave (reason and dates) in an email to: py@danford.edu.au
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1. Personal leave is when participants plan to miss a number of consecutive classes (Note: as
stated in the Attendance Policy missing one week of class is deemed as non-attendance and
not a leave request).

------------------------------------------------------------------------------------------------------------------------------------------------

3. In order for processing and administration of the leave request, at least 5 weeks’ notice is
required.
4. All leaves at Danford PY program are subject to approval of PY program Manager.
Personal leave during the internship placement
The personal leave process during the internship placement is different as there is a third party
involved (i.e. host company). The personal leave procedure is as follows:
1. No leave is permitted during the internship
2. The personal leave must be discussed with the supervisor at the host company and approval
received from the host company prior to taking the leave.
3. Any other additional personal leave needs to be raised with the Placement Coordinator. Participants
are not permitted to discuss leave requests with supervisors until approval is received from Danford
College.
Penalties for not following leave procedure
If the abovementioned leave procedure is not followed, the situation is reviewed by management and
depending on the circumstances, potential outcomes may include:
•
•
•

Receiving a formal warning for not following the set leave procedure, as outlined in the
Discipline Policy.
Transferring to a different class to repeat part of the program.
Being excluded from the program.

Exceptional circumstances
Attendance is monitored. In the case of exceptional circumstances, such as significant illness, personal
or financial issues, a participant’s circumstances are taken into consideration and could result in being
deemed as compassionate, sick leave or special leave. The exceptional leave procedures are as
follows:
1. Participants are requested to advise Danford College of their situation promptly by emailing
admin@danford.edu.au.
2. A manager will respond by providing necessary support or program information to the participant.
3. The participant’s privacy will be respected, however other parties (i.e. trainers or host company
supervisors) will need to be advised of the participant’s situation if the program status changes (e.g.
extended leave, deferral or withdrawal).

Remaining in the same class with additional support provided by Senior Trainers.
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Exceptional circumstances during the training component could result in the following outcomes:

------------------------------------------------------------------------------------------------------------------------------------------------

•
•
•

Transferring to a different class to repeat part of the program.
Deferring from the program for 6 months (Note: this is not an option for ICT participants as
the ACS requires a return date).
Withdrawing from the program.

Exceptional circumstances during the internship placement component could result in the following
outcomes:
•
•

•

Remaining in the same internship. Depending on the situation an extension may be required
to satisfy the minimum hours internship requirement.
Deferring would result in ceasing the current internship and commencing the placement
process upon return. Depending upon the situation, a shorter second internship may be
possible but is not guaranteed. There may also be fees involved from a placement and ACS
perspective. Note ICT participants are unable to defer as the ACS requires a transfer form to
be completed. This means a return date is required to be specified.
Withdrawing from the program.

Special consideration
As part of our Duty of Care responsibilities and commitment to equal participation throughout the
training and internship component of the program, Danford College has processes in place to ensure
participants are supported appropriately. It is our obligation to ensure participants are fit for work and
that Danford College staff and host company supervisors are aware of any special requirements in
order to provide the necessary support and study/work conditions. To assist with the provision of such
support, Danford College requests participants to self-disclose the nature of their disability or health
condition.
It is the responsibility of the participant to advise of their situation and requirements to allow staff to
best support them through the training and internship component. It is important to note that a
participant is under no obligation to inform Danford College of their disability or medical condition
unless it represents a health risk to other staff or participants (e.g. highly contagious infectious
disease). However, if a participant chooses not to disclose their special needs, Danford College staff
may not be able to provide adequate support.
Examples of special consideration may include but are not limited to:
•
•
•
•
•
•

Medical conditions (i.e. anaphylaxis; chronic asthma; heart condition; epilepsy; diabetes)
Mental health disorders (i.e. panic attacks, bi-polar disorder, anxiety, chronic depression)
Pregnancy during the program (i.e. leave and internship considerations)
Hearing or visual impairment
Mobility impairment (i.e. walking aids or wheelchair)
Learning difficulties (i.e. dyslexia)

•

Participants email py@danford.edu.au requesting to speak to a manager about special
consideration.
A manager will be in contact with the participant to discuss the nature of their situation.
Information in relation to the particulars of a disability, medical condition or special need that

------------------------------------------------------------------------------------------------------------------------------------------------
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The special consideration procedure is as follows:

•
•

is provided by a participant shall remain confidential and shall be restricted to those with a
legitimate need to know in accordance with the Privacy Policy, and other relevant privacy
legislation.
The nature of the disability, medical condition or special need must be substantiated by
current, relevant and appropriate documentation from a health professional who is an expert
in the field.
Discussions for expectant participants (pregnant) would include forward planning and making
leave arrangements or preparations to defer depending on the needs of the participant and
what stage of the program the participant is at.) A Fit For Work certificate is required prior to
commencing the internship placement.

Note: All ‘special consideration’ circumstances needs to be approved by PY Program Manager.
Class transfers and program deferral
Danford College understands that at times a participant’s personal situation may change. To support
participants and provide some flexibility, participants may be able to transfer classes and defer from
the program.
The class transfer process is as follows: - Participants are required to email py@danford.edu.au stating
their name, class and situation.
- A manager will respond to the transfer request and provide program information relating to potential
intake options, instalment payments and any applicable fees. A transfer fee form will also be provided.
- Once payment has been received, new class details will be provided and your information updated
on our systems.
- To re-join an intake requires various considerations such as class availability and coordination with
ACS for ICT participants. As such, participants re-joining the program may experience delays.
Note: Transfer once you have been placed in an internship is more complicated and may result in
having to pay for another internship and additional ACS fees for ICT participants.
The deferral process is as follows:
- A participant is able to defer (i.e. pause their program) for up to six months during the training
component.
- Participants are required to email py@danford.edu.au stating their name, class and situation.
- A manager will respond to the deferral notice and provide program information relating to potential
intake options, instalment payments and any applicable fees.
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- Participants are required to contact Danford College to advise of their return date via email:
py@danford.edu.au. Note that 6 week’s advance notice is required prior to re-joining the training
component and 8 weeks’ notice is required prior to recommencing the placement process.

------------------------------------------------------------------------------------------------------------------------------------------------

- To re-join an intake requires various considerations such as class availability and coordination with
ACS for ICT participants. As such, participants re-joining the program may experience delays.
- A minimum transfer fee of $150 is required to be paid in order for the transfer process to be
commenced.
Note: Deferring once you have been placed in an internship is more complicated and may result in
having to pay for another internship and additional ACS fees for ICT participants.

Plagiarism policy
Purpose
The purpose of this policy is to provide guidance around issues of educational integrity and to uphold
the integrity of Danford College courses.
Information on where to find this policy, related procedures and details of infringement penalties is
provided to participants at commencement of the program.
Scope
This policy is applicable to all participants enrolled in Danford College courses. The basis for this policy
is that presentation of ideas developed on previous knowledge requires acknowledgement of sources
of information so that:
•
•
•
•
•
•

readers can find the original sources
the authors of the original sources are given credit for their work
the writer's own ideas are clear
the writer’s language and academic skills are evident
the writer’s learning is evident
the work has credibility.

Policy statement
The submission of essays, assignments and homework is an essential part of the learning process and
a vital way of assessing participant performance. Submitted work must be a participant’s own work.
The work of others is used through quoting or paraphrasing material from other sources and sources
and must be acknowledged in full. Trainers may assist in preparing a piece of work and peers may
assist in sorting out ideas but the final product must be written by the participant in his or her own
words. Danford College’s underlying approach is educative rather than punitive. Trainers assist
participants to follow the required academic conventions. Course descriptors also provide a
mechanism for rewarding academic honesty and penalising plagiarism.
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Definitions

------------------------------------------------------------------------------------------------------------------------------------------------

•

•
•
•
•

Plagiarism - to take and use another’s ideas and or manner of expressing them and to pass
them off as one’s own by failing to give appropriate acknowledgement. Plagiarism occurs
when there is failure to acknowledge ideas that have been borrowed. Specifically, it occurs
when:
- phrases and passages are used verbatim without quotation marks and without a
reference to the author;
- an author's work is paraphrased and presented without a reference; - a person's idea
is used without acknowledgement for example, adopting another person's structure
for an essay or framework for analysis;
- another participant's work is copied or partially copied; - other people's designs and
images are presented as the participant’s own work; - another person's results are
used without appropriate attribution.
Intentional Plagiarism - this is where plagiarism and/or cheating are carried out intentionally,
participants will have been deemed to have plagiarised and/or cheated.
Unintentional Plagiarism - this is where plagiarism and/or cheating are carried out
unintentionally, participants will have been deemed to have committed the misdemeanours
of failing to reference a source correctly.
Cheating - to seek to obtain an unfair advantage in written or practical work required to be
submitted or completed by a participant for assessment.
Collusion - to provide unauthorised assistance to someone in the preparation of work to be
submitted or completed by a participant for assessment.

Penalties for plagiarism and cheating
In cases of plagiarism, Danford College will give consideration of participant intent, degree to which
the participant has plagiarised, whether plagiarism or cheating has occurred in the past and any
mitigating circumstances. A range of penalties apply depending on participant intent. These include
counselling and resubmission of all or some of the work in question within a specified period of time,
having to redo an assessment or portion of the program. A plagiarism issue will result in receiving a
warning, for significant issues it could result receiving a final warning or failing the program.
Payment Terms
Fees
•
•
•
•

Your application will be processed upon receipt of your Enrolment Fee, paid by credit card or
by providing evidence of the direct deposit into our nominated bank account
Should you decide to change Agent representation prior to induction, you will be required to
withdraw your application and resubmit through your new agent. You will forfeit your initial
Enrolment Fee, and your application will be processed upon receipt of a new Enrolment Fee
Additional fees for enrolment changes for actions initiated by participants: - cohort transfer
fee = $150 - additional placement fee = $1500 - PE online repeat or transfer fee (IT students
only) = $990
All fees are inclusive of GST.

All fees are non-transferable.
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Transfer of fees

------------------------------------------------------------------------------------------------------------------------------------------------

Monthly instalments
•
•
•
•
•

Monthly instalments are deducted on the 15th of every month.
Participants are required to ensure sufficient funds are in the account prior to the 15th, to
ensure there are no processing problems.
Participants are required to advise Danford College if their credit card or bank information has
changed (e.g. new card issued etc.) admin@danford.edu.au
Participants incur an administration fee of $25 for any late or rejected payments. The amount
will rollover to the following month with an additional $25 administration fee.
If a participant defaults three times, the participant is suspended until the total course fee is
received (i.e. is unable to continue attending class).

Refunds
There is no refund once student is enrolled into the program. Please refer to your offer letter.
Danford College will make no refund of any fees if written notice of withdrawal is received
after the commencement of either module of the program.
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Privacy
Danford College takes the privacy of our students very seriously and we will comply with all legislative
requirements.
These include the Privacy Act and the Australian Privacy Principles.
In some cases, as required by law and as required by the SNVR we will need to make your information
available to others, such as the Australian Government’s State, Territory and Commonwealth
Agencies.
In all other cases we ensure that we will seek the written permission of the student.
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Part 1 — Consideration of personal information privacy
Australian Privacy Principle 1 — open and transparent management of personal information
1.1 The object of this principle is to ensure that APP entities manage personal information in an open
and transparent way.
Compliance with the Australian Privacy Principles etc.
1.2 An APP entity must take such steps as are reasonable in the circumstances to implement practices,
procedures and systems relating to the entity's functions or activities that:
a. will ensure that the entity complies with the Australian Privacy Principles and a registered APP
code (if any) that binds the entity; and
b. will enable the entity to deal with inquiries or complaints from individuals about the entity's
compliance with the Australian Privacy Principles or such a code.
APP Privacy policy
1.3 An APP entity must have a clearly expressed and up to date policy (the APP privacy policy) about
the management of personal information by the entity.
1.4 Without limiting subclause 1.3, the APP privacy policy of the APP entity must contain the following
information:
a. the kinds of personal information that the entity collects and holds;
b. how the entity collects and holds personal information;
c. the purposes for which the entity collects, holds, uses and discloses personal information;
d. how an individual may access personal information about the individual that is held by the
entity and seek the correction of such information;
e. how an individual may complain about a breach of the Australian Privacy Principles, or a
registered APP code (if any) that binds the entity, and how the entity will deal with such a
complaint;
f. whether the entity is likely to disclose personal information to overseas recipients;
g. if the entity is likely to disclose personal information to overseas recipients—the countries in
which such recipients are likely to be located if it is practicable to specify those countries in
the policy.
Availability of APP privacy policy etc.
1.5 An APP entity must take such steps as are reasonable in the circumstances to make its APP privacy
policy available:
a. free of charge; and
b. in such form as is appropriate.
Note: An APP entity will usually make its APP privacy policy available on the entity's website.

------------------------------------------------------------------------------------------------------------------------------------------------
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3.2 If an APP entity is an organisation, the entity must not collect personal information (other than
sensitive information) unless the information is reasonably necessary for one or more of the entity's
functions or activities.
Sensitive information
3.3 An APP entity must not collect sensitive information about an individual unless:
a. the individual consents to the collection of the information and:
i.
if the entity is an agency — the information is reasonably necessary for, or directly
related to, one or more of the entity's functions or activities; or
ii.
if the entity is an organisation — the information is reasonably necessary for one or
more of the entity's functions or activities; or
b. subclause 3.4 applies in relation to the information.
3.4 This subclause applies in relation to sensitive information about an individual if:
a. the collection of the information is required or authorised by or under an Australian law or a
court/tribunal order; or
b. a permitted general situation exists in relation to the collection of the information by the APP
entity; or
c. the APP entity is an organisation and a permitted health situation exists in relation to the
collection of the information by the entity; or
d. the APP entity is an enforcement body and the entity reasonably believe that:
i.
if the entity is the Immigration Department — the collection of the information is
reasonably necessary for, or directly related to, one or more enforcement related
activities conducted by, or on behalf of, the entity; or
ii.
otherwise — the collection of the information is reasonably necessary for, or directly
related to, one or more of the entity's functions or activities; or
e. the APP entity is a non-profit organisation and both of the following apply:
i.
the information relates to the activities of the organisation;
ii.
the information relates solely to the members of the organisation, or to individuals
who have regular contact with the organisation in connection with its activities.
Note: For permitted general situation, see section 16A. For permitted health situation, see section
16B.
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1.6 If a person or body requests a copy of the APP privacy policy of an APP entity in a particular form,
the entity must take such steps as are reasonable in the circumstances to give the person or body a
copy in that form.
Australian Privacy Principle 2 — anonymity and pseudonymity
2.1 Individuals must have the option of not identifying themselves, or of using a pseudonym, when
dealing with an APP entity in relation to a particular matter.
2.2 Subclause 2.1 does not apply if, in relation to that matter:
a. the APP entity is required or authorised by or under an Australian law, or a court/tribunal
order, to deal with individuals who have identified themselves; or
b. it is impracticable for the APP entity to deal with individuals who have not identified
themselves or who have used a pseudonym.
Part 2 — Collection of personal information
Australian Privacy Principle 3 — collection of solicited personal information
Personal information other than sensitive information
3.1 If an APP entity is an agency, the entity must not collect personal information (other than sensitive
information) unless the information is reasonably necessary for, or directly related to, one or more of
the entity's functions or activities.

------------------------------------------------------------------------------------------------------------------------------------------------
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c. if the collection of the personal information is required or authorised by or under an Australian
law or a court/tribunal order — the fact that the collection is so required or authorised
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Means of collection
3.5 An APP entity must collect personal information only by lawful and fair means.
3.6 An APP entity must collect personal information about an individual only from the individual
unless:
a. if the entity is an agency:
i.
the individual consents to the collection of the information from someone other than
the individual; or
ii.
the entity is required or authorised by or under an Australian law, or a court/tribunal
order, to collect the information from someone other than the individual; or
b. it is unreasonable or impracticable to do so.
Solicited personal information
3.7 This principle applies to the collection of personal information that is solicited by an APP entity.
Australian Privacy Principle 4 — dealing with unsolicited personal information
4.1 If:
a. an APP entity receives personal information; and
b. the entity did not solicit the information;
the entity must, within a reasonable period after receiving the information, determine whether or not
the entity could have collected the information under Australian Privacy Principle 3 if the entity had
solicited the information.
4.2 The APP entity may use or disclose the personal information for the purposes of making the
determination under subclause 4.1.
4.3 If:
a. the APP entity determines that the entity could not have collected the personal information;
and
b. the information is not contained in a Commonwealth record;
the entity must, as soon as practicable but only if it is lawful and reasonable to do so, destroy the
information or ensure that the information is de-identified.
4.4 If subclause 4.3 does not apply in relation to the personal information, Australian Privacy Principles
5 to 13 apply in relation to the information as if the entity had collected the information under
Australian Privacy Principle 3.
Australian Privacy Principle 5 — notification of the collection of personal information
5.1 At or before the time or, if that is not practicable, as soon as practicable after, an APP entity collects
personal information about an individual, the entity must take such steps (if any) as are reasonable in
the circumstances:
a. to notify the individual of such matters referred to in subclause 5.2 as are reasonable in the
circumstances; or
b. to otherwise ensure that the individual is aware of any such matters.
5.2 The matters for the purposes of subclause 5.1 are as follows:
a. the identity and contact details of the APP entity;
b. if:
i.
the APP entity collects the personal information from someone other than the
individual; or
ii.
the individual may not be aware that the APP entity has collected the personal
information;
the fact that the entity so collects, or has collected, the information and the circumstances of
that collection;

f.

g.

h.

i.
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Part 3 — Dealing with personal information
Australian Privacy Principle 6 — use or disclosure of personal information
Use or disclosure
6.1 If an APP entity holds personal information about an individual that was collected for a particular
purpose (the primary purpose), the entity must not use or disclose the information for another
purpose (the secondary purpose) unless:
a. the individual has consented to the use or disclosure of the information; or
b. subclause 6.2 or 6.3 applies in relation to the use or disclosure of the information.
Note: Australian Privacy Principle 8 sets out requirements for the disclosure of personal information
to a person who is not in Australia or an external Territory.
6.2 This subclause applies in relation to the use or disclosure of personal information about an
individual if:
a. the individual would reasonably expect the APP entity to use or disclose the information for
the secondary purpose and the secondary purpose is:
i.
if the information is sensitive information — directly related to the primary purpose;
or
ii.
if the information is not sensitive information — related to the primary purpose; or
b. the use or disclosure of the information is required or authorised by or under an Australian
law or a court/tribunal order; or
c. a permitted general situation exists in relation to the use or disclosure of the information by
the APP entity; or
d. the APP entity is an organisation and a permitted health situation exists in relation to the use
or disclosure of the information by the entity; or
e. the APP entity reasonably believes that the use or disclosure of the information is reasonably
necessary for one or more enforcement related activities conducted by, or on behalf of, an
enforcement body.
Note: For permitted general situation, see section 16A. For permitted health situation, see section
16B.
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d.
e.

(including the name of the Australian law, or details of the court/tribunal order, that requires
or authorises the collection);
the purposes for which the APP entity collects the personal information;
the main consequences (if any) for the individual if all or some of the personal information is
not collected by the APP entity;
any other APP entity, body or person, or the types of any other APP entities, bodies or persons,
to which the APP entity usually discloses personal information of the kind collected by the
entity;
that the APP privacy policy of the APP entity contains information about how the individual
may access the personal information about the individual that is held by the entity and seek
the correction of such information;
that the APP privacy policy of the APP entity contains information about how the individual
may complain about a breach of the Australian Privacy Principles, or a registered APP code (if
any) that binds the entity, and how the entity will deal with such a complaint;
i.
whether the APP entity is likely to disclose the personal information to overseas
recipients;
if the APP entity is likely to disclose the personal information to overseas recipients — the
countries in which such recipients are likely to be located if it is practicable to specify those
countries in the notification or to otherwise make the individual aware of them.

------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------
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this principle applies as if the entity's primary purpose for the collection of the information were the
primary purpose for which the related body corporate collected the information.
Exceptions
6.7 This principle does not apply to the use or disclosure by an organisation of:
a. personal information for the purpose of direct marketing; or
b. government related identifiers.
Australian Privacy Principle 7 — direct marketing
Direct marketing
7.1 If an organisation holds personal information about an individual, the organisation must not use
or disclose the information for the purpose of direct marketing.
Note: An act or practice of an agency may be treated as an act or practice of an organisation, see
section 7A.
Exceptions — personal information other than sensitive information
7.2 Despite subclause 7.1, an organisation may use or disclose personal information (other than
sensitive information) about an individual for the purpose of direct marketing if:
a. the organisation collected the information from the individual; and
b. the individual would reasonably expect the organisation to use or disclose the information for
that purpose; and
c. the organisation provides a simple means by which the individual may easily request not to
receive direct marketing communications from the organisation; and
d. the individual has not made such a request to the organisation.
7.3 Despite subclause 7.1, an organisation may use or disclose personal information (other than
sensitive information) about an individual for the purpose of direct marketing if:
a. the organisation collected the information from:
i.
the individual and the individual would not reasonably expect the organisation to use
or disclose the information for that purpose; or
ii.
someone other than the individual; and
b. either:
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6.3 This subclause applies in relation to the disclosure of personal information about an individual by
an APP entity that is an agency if:
a. the agency is not an enforcement body; and
b. the information is biometric information or biometric templates; and
c. the recipient of the information is an enforcement body; and
d. the disclosure is conducted in accordance with the guidelines made by the Commissioner for
the purposes of this paragraph.
6.4 If:
a. the APP entity is an organisation; and
b. subsection 16B (2) applied in relation to the collection of the personal information by the
entity;
the entity must take such steps as are reasonable in the circumstances to ensure that the information
is de-identified before the entity discloses it in accordance with subclause 6.1 or 6.2.
Written note of use or disclosure
6.5 If an APP entity uses or discloses personal information in accordance with paragraph 6.2(e), the
entity must make a written note of the use or disclosure.
Related bodies corporate
6.6 If:
a. an APP entity is a body corporate; and
b. the entity collects personal information from a related body corporate;

i.

the individual has consented to the use or disclosure of the information for that
purpose; or
ii.
it is impracticable to obtain that consent; and
c. the organisation provides a simple means by which the individual may easily request not to
receive direct marketing communications from the organisation; and
d. in each direct marketing communication with the individual:
i.
the organisation includes a prominent statement that the individual may make such
a request; or
ii.
the organisation otherwise draws the individual's attention to the fact that the
individual may make such a request; and
e. the individual has not made such a request to the organisation.
Exception — sensitive information
7.4 Despite subclause 7.1, an organisation may use or disclose sensitive information about an
individual for the purpose of direct marketing if the individual has consented to the use or disclosure
of the information for that purpose.
Exception — contracted service providers
7.5 Despite subclause 7.1, an organisation may use or disclose personal information for the purpose
of direct marketing if:
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a. the organisation is a contracted service provider for a Commonwealth contract; and
b. the organisation collected the information for the purpose of meeting (directly or indirectly)
an obligation under the contract; and
c. the use or disclosure is necessary to meet (directly or indirectly) such an obligation.
Individual may request not to receive direct marketing communications etc.
7.6 If an organisation (the first organisation) uses or discloses personal information about an
individual:
a. for the purpose of direct marketing by the first organisation; or
b. for the purpose of facilitating direct marketing by other organisations;
the individual may:
c. if paragraph (a) applies — request not to receive direct marketing communications from the
first organisation; and
d. if paragraph (b) applies — request the organisation not to use or disclose the information for
the purpose referred to in that paragraph; and
e. request the first organisation to provide its source of the information.
7.7 If an individual makes a request under subclause 7.6, the first organisation must not charge the
individual for the making of, or to give effect to, the request and:
a. if the request is of a kind referred to in paragraph 7.6(c) or (d) — the first organisation must
give effect to the request within a reasonable period after the request is made; and
b. if the request is of a kind referred to in paragraph 7.6(e) — the organisation must, within a
reasonable period after the request is made, notify the individual of its source unless it is
impracticable or unreasonable to do so.
Interaction with other legislation
7.8 This principle does not apply to the extent that any of the following apply:
a. the Do Not Call Register Act 2006;
b. the Spam Act 2003;
c. any other Act of the Commonwealth, or a Norfolk Island enactment, prescribed by the
regulations.
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Australian Privacy Principle 8 — cross-border disclosure of personal information
8.1 Before an APP entity discloses personal information about an individual to a person (the overseas
recipient):
a. who is not in Australia or an external Territory; and
b. who is not the entity or the individual;
the entity must take such steps as are reasonable in the circumstances to ensure that the overseas
recipient does not breach the Australian Privacy Principles (other than Australian Privacy Principle 1)
in relation to the information.
Note: In certain circumstances, an act done, or a practice engaged in, by the overseas recipient is
taken, under section 16C, to have been done, or engaged in, by the APP entity and to be a breach of
the Australian Privacy Principles.
8.2 Subclause 8.1 does not apply to the disclosure of personal information about an individual by an
APP entity to the overseas recipient if:
a. the entity reasonably believes that:
i.
the recipient of the information is subject to a law, or binding scheme, that has the
effect of protecting the information in a way that, overall, is at least substantially
similar to the way in which the Australian Privacy Principles protect the information;
and
ii.
there are mechanisms that the individual can access to act to enforce that protection
of the law or binding scheme; or
b. both of the following apply:
i.
the entity expressly informs the individual that if he or she consents to the disclosure
of the information, subclause 8.1 will not apply to the disclosure;
ii.
after being so informed, the individual consents to the disclosure; or
c. the disclosure of the information is required or authorised by or under an Australian law or a
court/tribunal order; or
d. a permitted general situation (other than the situation referred to in item 4 or 5 of the table
in subsection 16A (1)) exists in relation to the disclosure of the information by the APP entity;
or
e. the entity is an agency and the disclosure of the information is required or authorised by or
under an international agreement relating to information sharing to which Australia is a party;
or
f. the entity is an agency and both of the following apply:
i.
the entity reasonably believes that the disclosure of the information is reasonably
necessary for one or more enforcement related activities conducted by, or on behalf
of, an enforcement body;
ii.
the recipient is a body that performs functions, or exercises powers, that are similar
to those performed or exercised by an enforcement body.
Note: For permitted general situation, see section 16A.
Australian Privacy Principle 9 — adoption, use or disclosure of government related identifiers
Adoption of government related identifiers
9.1 An organisation must not adopt a government related identifier of an individual as its own
identifier of the individual unless:
a. the adoption of the government related identifier is required or authorised by or under an
Australian law or a court/tribunal order; or
b. subclause 9.3 applies in relation to the adoption.
Note: An act or practice of an agency may be treated as an act or practice of an organisation, see
section 7A.

------------------------------------------------------------------------------------------------------------------------------------------------
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Use or disclosure of government related identifiers
9.2 An organisation must not use or disclose a government related identifier of an individual unless:
a. the use or disclosure of the identifier is reasonably necessary for the organisation to verify the
identity of the individual for the purposes of the organisation's activities or functions; or
b. the use or disclosure of the identifier is reasonably necessary for the organisation to fulfil its
obligations to an agency or a State or Territory authority; or
c. the use or disclosure of the identifier is required or authorised by or under an Australian law
or a court/tribunal order; or
d. a permitted general situation (other than the situation referred to in item 4 or 5 of the table
in subsection 16A (1)) exists in relation to the use or disclosure of the identifier; or
e. the organisation reasonably believes that the use or disclosure of the identifier is reasonably
necessary for one or more enforcement related activities conducted by, or on behalf of, an
enforcement body; or
f. subclause 9.3 applies in relation to the use or disclosure.
Note 1: An act or practice of an agency may be treated as an act or practice of an organisation, see
section 7A.
Note 2: For permitted general situation, see section 16A.
Regulations about adoption, use or disclosure
9.3 This subclause applies in relation to the adoption, use or disclosure by an organisation of a
government related identifier of an individual if:
a. the identifier is prescribed by the regulations; and
b. the organisation is prescribed by the regulations, or is included in a class of organisations
prescribed by the regulations; and
c. the adoption, use or disclosure occurs in the circumstances prescribed by the regulations.
Note: There are prerequisites that must be satisfied before the matters mentioned in this subclause
are prescribed, see subsections 100(2) and (3).
Part 4 — Integrity of personal information
Australian Privacy Principle 10 — quality of personal information
10.1 An APP entity must take such steps (if any) as are reasonable in the circumstances to ensure that
the personal information that the entity collects is accurate, up-to-date and complete.
10.2 An APP entity must take such steps (if any) as are reasonable in the circumstances to ensure that
the personal information that the entity uses or discloses is, having regard to the purpose of the use
or disclosure, accurate, up-to-date, complete and relevant.
Australian Privacy Principle 11 — security of personal information
11.1 If an APP entity holds personal information, the entity must take such steps as are reasonable in
the circumstances to protect the information:
a. from misuse, interference and loss; and
b. from unauthorised access, modification or disclosure.
11.2 If:
a. an APP entity holds personal information about an individual; and
b. the entity no longer needs the information for any purpose for which the information may be
used or disclosed by the entity under this Schedule; and
c. the information is not contained in a Commonwealth record; and
d. the entity is not required by or under an Australian law, or a court/tribunal order, to retain
the information;
the entity must take such steps as are reasonable in the circumstances to destroy the information or
to ensure that the information is de-identified.
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Part 5 — Access to, and correction of, personal information
Australian Privacy Principle 12 — access to personal information
Access
12.1 If an APP entity holds personal information about an individual, the entity must, on request by
the individual, give the individual access to the information.
Exception to access — agency
12.2 If:
a. the APP entity is an agency; and
b. the entity is required or authorised to refuse to give the individual access to the personal
information by or under:
i.
the Freedom of Information Act; or
ii.
any other Act of the Commonwealth, or a Norfolk Island enactment, that provides for
access by persons to documents;
then, despite subclause 12.1, the entity is not required to give access to the extent that the entity is
required or authorised to refuse to give access.
Exception to access — organisation
12.3 If the APP entity is an organisation then, despite subclause 12.1, the entity is not required to give
the individual access to the personal information to the extent that:
a. the entity reasonably believes that giving access would pose a serious threat to the life, health
or safety of any individual, or to public health or public safety; or
b. giving access would have an unreasonable impact on the privacy of other individuals; or
c. the request for access is frivolous or vexatious; or
d. the information relates to existing or anticipated legal proceedings between the entity and
the individual, and would not be accessible by the process of discovery in those proceedings;
or
e. giving access would reveal the intentions of the entity in relation to negotiations with the
individual in such a way as to prejudice those negotiations; or
f. giving access would be unlawful; or
g. denying access is required or authorised by or under an Australian law or a court/tribunal
order; or
h. both of the following apply:
i.
the entity has reason to suspect that unlawful activity, or misconduct of a serious
nature, that relates to the entity's functions or activities has been, is being or may be
engaged in;
ii.
giving access would be likely to prejudice the taking of appropriate action in relation
to the matter; or
i. giving access would be likely to prejudice one or more enforcement related activities
conducted by, or on behalf of, an enforcement body; or
j. giving access would reveal evaluative information generated within the entity in connection
with a commercially sensitive decision-making process.
Dealing with requests for access
12.4 The APP entity must:
a. respond to the request for access to the personal information:
i.
if the entity is an agency — within 30 days after the request is made; or
ii.
if the entity is an organisation — within a reasonable period after the request is made;
and
b. give access to the information in the manner requested by the individual, if it is reasonable
and practicable to do so.

------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------

40
Page

Other means of access
12.5 If the APP entity refuses:
a. to give access to the personal information because of subclause 12.2 or 12.3; or
b. to give access in the manner requested by the individual; the entity must take such steps (if
any) as are reasonable in the circumstances to give access in a way that meets the needs of
the entity and the individual.
12.6 Without limiting subclause 12.5, access may be given through the use of a mutually agreed
intermediary.
Access charges
12.7 If the APP entity is an agency, the entity must not charge the individual for the making of the
request or for giving access to the personal information.
12.8 If:
a. the APP entity is an organisation; and
b. the entity charges the individual for giving access to the personal information;
the charge must not be excessive and must not apply to the making of the request.
Refusal to give access
12.9 If the APP entity refuses to give access to the personal information because of subclause 12.2 or
12.3, or to give access in the manner requested by the individual, the entity must give the individual a
written notice that sets out:
a. the reasons for the refusal except to the extent that, having regard to the grounds for the
refusal, it would be unreasonable to do so; and
b. the mechanisms available to complain about the refusal; and
c. any other matter prescribed by the regulations.
12.10 If the APP entity refuses to give access to the personal information because of paragraph 12.3(j),
the reasons for the refusal may include an explanation for the commercially sensitive decision.
Australian Privacy Principle 13 — correction of personal information
Correction
13.1 If:
a. an APP entity holds personal information about an individual; and
b. either:
i.
the entity is satisfied that, having regard to a purpose for which the information is
held, the information is inaccurate, out of date, incomplete, irrelevant or misleading;
or
ii.
the individual requests the entity to correct the information;
the entity must take such steps (if any) as are reasonable in the circumstances to correct that
information to ensure that, having regard to the purpose for which it is held, the information is
accurate, up to date, complete, relevant and not misleading.
Notification of correction to third parties
13.2 If:
a. the APP entity corrects personal information about an individual that the entity previously
disclosed to another APP entity; and
b. the individual requests the entity to notify the other APP entity of the correction;
the entity must take such steps (if any) as are reasonable in the circumstances to give that notification
unless it is impracticable or unlawful to do so.
Refusal to correct information
13.3 If the APP entity refuses to correct the personal information as requested by the individual, the
entity must give the individual a written notice that sets out:
a. the reasons for the refusal except to the extent that it would be unreasonable to do so; and
b. the mechanisms available to complain about the refusal; and

c. any other matter prescribed by the regulations.
Request to associate a statement
13.4 If:
a. the APP entity refuses to correct the personal information as requested by the individual; and
b. the individual requests the entity to associate with the information a statement that the
information is inaccurate, out-of-date, incomplete, irrelevant or misleading;
the entity must take such steps as are reasonable in the circumstances to associate the statement in
such a way that will make the statement apparent to users of the information.
Dealing with requests
13.5 If a request is made under subclause 13.1 or 13.4, the APP entity:
a. must respond to the request:
i.
if the entity is an agency — within 30 days after the request is made; or
ii.
if the entity is an organisation — within a reasonable period after the request is made;
and
b. must not charge the individual for the making of the request, for correcting the personal
information or for associating the statement with the personal information (as the case may
be).
Use of personal information
Personal information provided to International Institute (Aust) may be made available to
Commonwealth and State agencies and the Fund Manager of the ESOS Assurance Fund, pursuant to
obligations under the ESOS Act 2000 and the National Code; and where International Institute (Aust)
is required, under s19 of the ESOS Act 2000, to tell DEPARTMENT OF HOME AFFAIRS about certain
changes to the student's enrolment; and any breach by the student of a student visa condition relating
to attendance or satisfactory academic performance.
IMPORTANT NOTE: Your class trainer or PY Admin team members may take your photos or images
from you / your class while you are in the class environment for the purposes of attendance record.

Privacy Notice
Under the Data Provision Requirements 2012, Danford College is required to collect personal
information about you and to disclose that personal information to the National Centre for Vocational
Education Research Ltd (NCVER).

•
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•
•
•

School – if you are a secondary student undertaking VET, including a school-based
apprenticeship or traineeship;
Employer – if you are enrolled in training paid by your employer;
Commonwealth and State or Territory government departments and authorised agencies;
NCVER;
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Your personal information (including the personal information contained on this enrolment form and
your training activity data) may be used or disclosed by Danford College for statistical, regulatory and
research purposes. Danford College may disclose your personal information for these purposes to
third parties, including:

------------------------------------------------------------------------------------------------------------------------------------------------

•
•

Organisations conducting student surveys; and
Researchers.

Personal information disclosed to NCVER may be used or disclosed for the following purposes:
•
•
•
•

Issuing a VET Statement of Attainment or VET Qualification, and populating Authenticated VET
Transcripts;
facilitating statistics and research relating to education, including surveys;
understanding how the VET market operates, for policy, workforce planning and consumer
information; and
administering VET, including program administration, regulation, monitoring and evaluation.

You may receive an NCVER student survey which may be administered by an NCVER employee, agent
or third-party contractor. You may opt out of the survey at the time of being contacted.
NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy
Act 1988 (Cth), the VET Data Policy and all NCVER policies and protocols (including those published on
NCVER’s website at www.ncver.edu.au ).
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Danford PY Program Team members
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End of PY Program student Handbook.
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