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Welcome to ECA Professional Year
We are very pleased to welcome you to the academic team at ECA Professional Year!
At ECA Professional Year, we value and understand the importance of quality education,
and we offer all our students excellent and experienced teaching staff, enjoyment in
learning, progress and achievements. We celebrate the multiculturalism that is shared in
our classrooms and offer a wealth of support to our students.
ECA has been successfully delivering Professional Year since 2008. We are proud of
being one of Australia’s most established Professional Year providers.
To guide you through what is involved in being a Trainer / Assessor at ECA, this Trainer
Handbook aims to answer common questions about the services, training & assessment
processes, administrative processes and procedures and expectations we have of ECA
academic team members.
The ECA Professional Year Team aims to provide you with the best facilities, trainers
and support services to ensure that your learning experience meets and exceeds your
expectations.
ECA Professional Year proudly supports its academic calendar with a social calendar of
regular events and Professional Development workshops to ensure that you enjoy your
experience with us here at ECA Professional Year. We look forward to you being a part
of the ECA Professional Year team.
Wishing you success for your professional development at ECA Professional Year.

Luciano D’Ambrosi
General Manager – ECA Professional Year
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Our Mission
The corporate mission of ECA Professional Year is:
… to be an institute of excellence providing our students with a caring environment
whilst enhancing our students’ knowledge and providing pathways to further study and
careers.

The Academy
ECA Professional Year carries on business as a Registered Training Organisation (RTO)
in partnership with Accounting PYP and ACS Professional Year Program which is a
professional year program approved by the Department of Home Affairs available to
overseas students who already have an Australian accounting or IT degree qualification
as a result of at least two years’ study in Australia. It provides an additional pathway
from university to employment within Australia by offering a job readiness program to
help equip students with the professional skills needed for a successful career in the
Australian workforce.

ECA Professional Year encompasses:
• The Professional Year Program structure which is delivered over a period of 44-52
weeks.
• The required total program hours are 500 hours, made up of 256 hours of class
content over 32 weeks with 8 hours per week (including 1week orientation and 31
weeks coursework) and 245 hours of professional internship over a minimum of 12
weeks.
• IT students to undertake a compulsory online program Professional Environments
(PE) developed and managed by the Australian Computer Society (ACS).

ECA Professional Year aims to:
• Promote equity values to all members of the College community
• Enable equal opportunity principles to underpin all College policies and practices
• Meet statutory obligations and other government requirements
• Elimination of direct and indirect discrimination
• Assist, advise and encourage the implementation of affirmative action strategies
• Advise and assist the College students and staff who have an equity related
complaint.
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Trainer & Assessor
Requirements
The following outlines what the
expectations and requirements are of a
qualified Trainer & Assessor for the ECA
Professional Year.

Position Title: Trainer & Assessor
Position Type: Contractor
Responsible to: Program Coordinator/
Academic Manager/Course Coordinator

• Complying with all ECA Professional Year
policies and procedures, dress code, code
of conduct and punctuality.
• Obtaining the appropriate currency within
the industry or profession (Accounting
and / or IT).

Contribute towards effective management by:
• Maintaining accurate records.

Key Responsibilities:

• Maintaining equipment and materials.

Responsible for the development,
implementation and evaluation of high
standard teaching and learning programs,
which includes:

• Reading and following all ECA
Professional Year manuals, notices,
directives, WH&S policies, grievance
procedures.

• Designing and conducting a learning
environment appropriate to the needs of
ECA Professional Year students/clients
and the organisational requirements.

• Working to the best of his/her ability and
provide quality service to customers and
colleagues

• Preparing appropriate teaching/
learning materials and maintaining a
unit of competency material kit with all
materials included.

• Recognising and respecting the skills and
talents of other staff members.
• Acting to prevent harassment,
discrimination and bullying against others
in our workplace.

• Evaluating the progress and outcomes
of teaching/learning programs at
the end of each unit of competency
and other appropriate ongoing
measurements.

• Respecting cultural and social differences
among your colleagues and customers.

• Striving for ongoing high standards in
teaching/learning programs, delivery
and assessment.

Role of Trainer

• Assessing and evaluating student
competency with all prescribed learning
outcomes/competencies.
• Using a range of appropriate
assessment methods.
• Maintaining and finalising student results
within timeframes.

• Treating people fairly (Don’t discriminate
against, harass or bully them).

• The ECA Professional Year Trainer
must understand their respective
responsibilities and accountabilities
with regards to the competency-based
principles of the learning environment by
doing the following tasks:
• Understanding the framework of
Competency Based Training.

• Maintaining student attendance records.

• Having the right qualifications to train
& assess the ECA Professional Year
program.

Developing high standards of training
by:

• Using training materials where necessary
for delivery and assessment tools.

• Participating in ongoing professional
development independently and as part
of ECA Professional Year staff.

• Mapping out of the competency by
matching relevant resources available
in books, Internet and other industry
journals.

• Obtaining the appropriate qualifications
in Assessment and Training.
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• Researching subject material on training
and delivery as required.
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• All practical tasks and other assessment
design must highlight the desired
outcome or competency expectation.

• Please use the standard Invoice provided
by the college and quote your ABN/GST
number on every invoice.

• Student competency requirements must
also take into consideration the current
competency level of the students for the
lectures and assessment materials to
become relevant, fair and valid.

• Please do not arrive late to class, leave
the class for any reason or leave early. If
you are going to be absent, please inform
the Program Coordinator/Academic
Manager/Course Coordinator/Head
Trainer by phone or text ASAP. Lateness
and early departure exceeding 10 minutes
will incur payment penalties.

• The Trainer must attempt to encourage
the students to show their practical
understanding of the task or questions
by demonstrating in a practical manner
or by way of relating the question or
task with their real-life experiences.

Invoicing & Timesheets

• Always maintain a professional attitude
and conduct.

Staff Details

• Trainer/Assessor must always follow the
corporate dress code or wear professional
corporate attire.

Trainers must invoice the college in
accordance with the pay cycle using
their company’s invoice. The pay cycle is
every fortnight and invoices need to be
submitted by the relevant Wednesday at
noon. If these dates are missed, your pay
may be processed in the following cycle.

General Requirements

7

• Please ensure that you have completed
a staff information sheet and provided
administration with all payment details
and trading name.

Trainers Meetings
Training meetings and assessment
Moderation/Validation meetings are
organised at regular intervals including
professional development (PD) meetings.

• There are several important
requirements which all trainers must
familiarise themselves with before the
start of each unit.

The purpose of the Trainers Meetings is to:

• The minimum trainer and assessor
qualifications required are a
combination of:
• A Certificate IV in Training and
Assessment (TAE40110/TAE40116)
or its equivalent.
• A tertiary qualification at least
to the level of qualification being
delivered or assessed.
• Current industry experience.

• Help trainers realise their respective
roles in promoting integrated and quality
professional education

• ECA Professional Year will be
presenting a series of Staff Professional
Development workshops on various
aspects of training such as assessment
strategies, training strategies, creativity
in the classroom etc. Participation helps
trainers and staff keep up-to-date with
the latest changes in this industry.

• Examine issues pertaining to
Occupational Health & Safety in
accordance with relevant law of the state

• Bring trainers together to exchange views
and ideas regarding the optimal way to
deliver the program

• Train students in the various techniques
and methodologies involved in training
• Review the relevance and adherence to
Learning and Assessment Strategies
• Review Professional Year/Current Market
requirements

• Discuss areas of potential risk
• Discuss areas of continuous improvement
• General Issues
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Moderation/Validation Meeting
Assessment Moderation
Monitoring and Moderation of Trainers’
assessments of students submitted
work plays a crucial role in ensuring that
ECA Professional Year’s processes of
assessments and assessments comply
with the:
• Principles of Assessment (validity,
reliability, sufficiency and equity);
Assessment Procedures and
Requirements; and the
• Trainers’/Assessors’ Code of Practice.
Systemic Assessment Moderation is
undertaken on a quarterly basis and, if a
need is identified for more specific Unit
or assessment task moderation, whenever
such a need is identified.

Quarterly Assessment Moderation.
The PY Program Co-ordinator /
Academic Manager / Course Coordinator
is responsible for randomly selecting
representative samples of each cohort’s
assessed work and preparing a Moderation
Review of the work. This review will focus
on and identify issues relating to the
four (4) Principles of Assessment listed
above and identify possible modifications
and improvements in procedures and
assessment consistency, reliability and
equity.
The Campus Moderation Reviews will
then be discussed at Campus Assessment
Moderation Meetings of all campus
Trainers chaired by the Campus PY
Coordinator and General Manager ECA
Professional Year to consider the findings
and develop recommendations for
redressing any identified problems.
The Moderation Reviews are then shared
with Campus Coordinators / Academic
Managers of other campuses to:
• Consider the findings and
recommendations.
• Decide on any necessary systemic
modifications/improvements.
• Decide on any actions (counselling,
professional development) required
to address identified issues/problems
relating to specific Trainers; and, if
necessary.
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• Determine necessary remediation or
assessment adjustments to ensure
compliance with the Principles of
Assessment.
Academic Managers / Program
Coordinators / Course Coordinators,
supervised by the General Manager –
ECA Professional Year, are responsible
for implementing decisions of National
Assessment Moderation Meetings.

Assessment Validation
Assessment Validation is undertaken by the
ECA PY trainers.
Assessment Validation Committee
meetings are held at regular intervals
of time and, where necessary, prior to
introducing new or revised assessment
tools to ensure they are appropriate for
the units of competency and assess the
competencies contained in the Accounting
PYP/ACS PYP IT Core Outcomes and ECA
PY Modules.
Assessment Tools are examined to ensure
they meet the principles of validity,
reliability, sufficiency and equity; and
provide students with the opportunity
to provide evidence which is accurate,
verifiable, relevant, current and sufficient.
Validation Meetings consider:
• Random selections of Assessment items
submitted by students and assessed by
trainers.
• Data analysed from the student’s
feedback forms on delivery and
assessment.
• Trainer’s feedback drawn from meetings
called to focus on the assessment
process, the quality of the assessment
tools and the relevance of the evidence
submitted.

Professional Development
Purpose:
A Professional Development program
is a designed program to keep Trainers
equipped with the latest knowledge and
skills in critical business areas.
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As part of ECA Professional Year’s
commitment to quality training and
assessment, it encourages professional
development among its academic
team as it enables a broadening of
knowledge of current industry practice
and ensures that team members keep
abreast of new regulations and strategies.
Additionally, professional development
aligns employees’ skills & knowledge with
organisational business objectives.
The purpose of the Professional
Development for Trainers is to support
trainers in their professional and career
development as an essential part of their
employment with ECA Professional Year.
ECA Professional Year acknowledges
that a program of continuing professional
development is integral to personal job
satisfaction, workplace productivity,
and is critical to the achievement of
the ECA Professional Year’s mission
and in demonstrating the principles of
continuous improvement in the quality of
its programs and services.

• Maintain and increase job satisfaction.
• Provide support for career advancement.
• Maintain and improve organisational
effectiveness and efficiency.

Guidelines
1.

PY Trainer Classroom/Non-Classroom
Compliance Report.

2. Each trainer will be informed one-week
prior for the classroom observation to
take place.
3. Based on the classroom/Non-Classroom
observation, the Program Coordinator/
Academic
Manager/Course
Coordinator will give feedback on the
Trainer’s performance and effectiveness
in delivering the PY course content to
his / her student cohort.

This applies to all trainers and sets out the
principles that underpin the provision of
continuing professional development at
ECA Professional Year.

4. The Program Coordinator / Academic
Manager / Course Coordinator reserve
the right to conduct unscheduled
classroom observations to ensure that
the required quality standards in course
delivery and student experience are
upheld.

Performance Appraisals

Use of Performance Review

Policy

The performance review has the following
applications:

ECA Professional Year is committed to
the development of each individual and
to the overall organisation performance
by conducting an annual performance
review for all its staff or team members.
In extending the knowledge and skills,
ECA Professional Year will continually
endeavour to improve the provision of
learning opportunities.

Performance Review Requirements
The aims and objectives of the team
member’s performance review is to:
• Discuss and identify staff strengths and
weaknesses.
• Determine what skills and/or knowledge
the team member needs to perform the
job more effectively.

9

• Determine the next suitable assignment
or activity for personal and professional
development.

1.

To continually monitor and review
staff performance in conjunction with
strategic direction of the organisation.

2. To be used as an ad-hoc ‘development’
tool for the individual where specific
steps may be measured and awarded as
required.
3. To provide ECA Professional Year
management with an opportunity
to review its team, course materials
and facilities regarding identifying
continuous improvement initiatives.
4. To ensure the PY syllabus, learning
outcomes and lesson plans are complied
with.
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Classroom Discipline

All Professional Year Trainers must maintain
an accurate record of daily attendance of all
students. Such a document has legal status
and may be used to prepare a statement for
use in court.

Underlying Principles

Class Rolls Procedures

ECA Professional Year encourages positive
and courteous behaviour with a foundation
of mutual respect for trainers and fellow
students alike.

1.

ECA Professional Year Grievance
Procedures outline the appropriate staff
and steps to follow to solve any problems
which may arise.

2. Hours that are presented at each
individual student row indicate the hours
the students have been present within
the college at the time.

ECA Professional Year staff must provide
clear/fair boundaries and guidelines to
be adhered to which will provide a safe
learning environment. In all matters, a winwin situation is to be sought by all parties
involved unless it involves a compliance
issue.

3. Zero (0) hour represents ‘Absent’ which
signifies that the student failed to come
to the college.

Class and Trainer
Responsibilities

Classroom Management
ECA Professional Year policies must be
complied with in a manner that facilitates
positive classroom management and
establishes a positive study environment
to maximise student engagement. Trainers
are expected to provide worthwhile,
relevant tasks set at the appropriate level
and delivered at an appropriate pace so
that the students identify the value of each
lesson. When behavioural problems arise,
trainers are expected to try and distinguish
between categorical behavioural problems
and avoidance of failure symptoms. Trainers
must share these difficulties with the
Program Coordinator/Academic Manager/
Course Coordinator to find an appropriate
solution.
Trainers must set fair, meaningful and
consistent boundaries that students are
aware of. Students are encouraged to own
their own behaviour. If students continue
to ignore ECA Professional Year Policies,
appropriate action will be taken.

Class Rolls Policy
ECA Professional Year governing bodies
(Accounting PYP and ACS PY) expect
students to attend 100% of the program.
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Trainers of ECA Professional Year are
expected to arrive punctually on time
and the same principle applies for
students of ECA Professional Year.

4. If students are more than half an hour
late or leave early, they should be
marked as ‘Absent’.
5. Public Holidays: These are automatically
calculated by RTO Manager and are
taken into consideration when creating
class timetables on RTO Manager.
6. Trainers are to mark the class roll of
each of their classes every lesson on
RTO Manager.

Class Requirements
1.

There is no food or beverage allowed to
be consumed in the classrooms.
• At the end of every class, the room
is to be tidied up, chairs pushed in,
and tables straightened. This is to
be checked by the trainer before
dismissal of students.
• In the case of temporary
rearrangement or movement of
college resources and materials,
these are to be returned by the
students at the end of the session.

2. All classrooms should be locked when
not in use together with lights and
computers switched off.
3. If classrooms are required for use
outside usual class times, bookings are
required to be made in advance through
the Program Coordinator/Academic
Manager/Course Coordinator.
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4. In the case where the Trainer feels
additional cleaning is required, cloths
and spray cleaner will be made
available for tables and boards.
• Vacuuming will be covered by
the Maintenance Department
Procedure.
5. The use of electronic equipment, such
as mobile phones, Smartphones and
any other entertainment device, is not
permitted in the classroom.
• A lap top computer is permitted
provided it is relevant to the class
and is used as part of the PY course.
• The use of a dictionary by students
in class is permitted.
6. Students are expected to use
appropriate language always.
• Trainers are also reminded that
the use of offensive language in
class does not reflect the college
philosophies.
• Students are expected to speak
English in the classroom in
accordance with local custom.

Trainer Requirements
Trainer’s strategies are based on the
following; as soon as trainers have
identified special needs, level of current
competency of students and the duration
or time allocated for the lecture, the
trainer delivers the training via discussion,
power points, and other visual needs.
Using audio-visual materials as part of
lecturing variation, question and answer
session is also used in most part to check
student’s involvement and concentration
in the lecturing process.
1.

Trainers prepares their lesson
plans and session plans before the
commencement of the delivery each
week of the classroom component.

2. All modules and module sequence
information are readily available.
3. Therefore, no challenges are posed in
organising and preparing the lesson
plan before the term begins.
4. All training materials are checked
according to the competency
requirements.
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5. On the first day of class it is very
important that all students in your class
are fully aware of Professional Year
Program requirements (via Orientation).
7. Please distribute a lesson plan outlining
the learning outcomes and the unit of
competency elements and performance
criteria.
8. Please ensure the attendance list is
marked twice for each class and be a
continual procedure to collate evidence
of attendance for each student.
9. Assessment tools and the learner
guide are available in the student’s and
trainer’s directory on RTO Manager.
10. Discussion of the assessment tool and
methods of assessment on how the
student will be assessed during and/or
after completion of each unit.

Computer Policies and
Procedures
All students and staff will treat ECA
Professional Year computing equipment
and facilities with responsibility and respect.
ECA Professional Year is committed to legal
norms around software usage; software
and commercial documentation cannot be
copied as it will violate ECA Professional
Year policy and Federal copyright statutes.

Code of Conduct - Classrooms
• No smoking, drinking or eating is allowed
in any computing or classroom facility.
Neither open nor unopened food nor
drinks are allowed in the classrooms.
Students and Trainers cannot bring
food and/or drinks into the classrooms.
Residue from food and drink affects the
working condition of the keyboard/mouse
components and creates an undesirable
working environment.
• Students must be considerate of other
users. Privacy and concentration are
important in the classrooms. If they need
to talk to somebody, they should do
so in a way that does not disturb other
students.
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• The computing labs are an academic
resource. The following will not be
permitted in the classrooms: eating,
drinking, games, Internet relay chat
software, playing cards etc.

• On scheduled maintenance times, notices
will be posted ahead of closure whenever
possible.

• ECA Professional Year management
is not responsible for any USB or
belongings left in the classrooms.
Students should make sure they take
their USB with them when they leave. If
a USB becomes stuck or jammed in any
drive, it will be removed. Data recovery
will be attempted for the convenience of
the user.

While the boundaries for positive behaviour
are set by various ECA Professional Year
policies, recognition of the fact that ECA
Professional Year students are overseas
students, a special understanding must
be undertaken. Trainers are expected to
try and understand the “whole person”
and realise that these students may be
having life management difficulties such
as homesickness that directly affect their
approach to learning. Students must
learn that the culture in Australia is both
transparent and fair. Therefore, ECA
Professional Year Grievance Procedure
outlines the steps to be taken in this
environment to solve problems they may
be experiencing. In all situations where
difficulties arise, the role of the General
Manager is to provide support for the
student, trainer and guardians/parents.

• Students must not make changes to
the hard drive configurations of the
computers in the labs.
• Software that is downloaded from the
Internet is not to be installed on any lab
computer for any purpose. Students
should save their work to their own USB.
• Attempting to damage or destroy
information on the computers will not
be tolerated.
• Students are expected to leave their
computer workstation in the same
condition as they found it. This includes
putting chairs back in place and exiting
all open applications when they leave.
• Sexual Harassment of any type will
not be tolerated in the classrooms.
Examples of sexual harassment
may include, but are not limited to
displaying rude or offensive sites, verbal
harassment or abuse etc.
• Students are responsible for reading and
abiding by all signs posted in the labs.
• Hardware and software are installed and
maintained by ECA Professional Year IT
Technical Support.
• The Student Service team opens
classrooms in each campus at the
beginning of each day.

Providing Support

The security and appearance of the
classrooms is the responsibility of the
Trainer allocated to that room and should
reflect the professional image that ECA
Professional Year seeks to uphold. As
ownership and pride in the student’s
surroundings and the presentation of their
work is to be considered part of their
professional development, it is expected
that these activities could be incorporated
into class time.
Trainer’s behaviour in the classroom is
expected to be conducive to the most
effective learning environment to maximise
student’s engagement and interest.
Observation of consideration and respect
for classmates and trainers is expected.

• Students are advised to please consult
the student service officer at the front
desk if the classroom is not open.
• ECA Professional Year Technical
Support may close labs without notice
in cases where the classroom requires
emergency repairs.
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Assessment Policy
Assessment Description
ECA Professional Year Assessments are
Competency based which is the process
of collecting evidence and making
judgments as to whether the required
competency or synthesis of knowledge,
skills and attitudes/values have been
achieved and demonstrated by the
student.
The actual assessments methods are:
• Formative involving in class activities
and practical exercises made necessary
by the nature of classroom learning
which carries different opportunities
and constraints from workplace learning.
• Summative methods to demonstrate
knowledge and skills unit of
competency.
A variety of assessment activities
and tasks are used to assess students’
competency in each unit of competency,
including:
• Written activities
• Observation/demonstration

Standard Policy for assessment
• All assessment tasks must be typed.
• All assessment tasks must include the
standard ECA Professional Year cover
page.
• All assessment tasks must be submitted
on RTO Manager by the due date.
Trainers have the prerogative to refuse
acceptance of any assessment task
that does not conform to standard ECA
Professional Year policy.
Students will have one week to resubmit an
assessment task that has been refused due
to substandard presentation.
If refused assessment tasks are not
resubmitted within the week, an ‘NYC’ will
be recorded against the student record.

• Learner Workbook activities

Assessment Monitoring

• Major group project and report

All assessment techniques applied by
Trainers must be monitored by the Program
Coordinator/Academic Manager/Course
Coordinator/Academic Administrator
for validity (is the assessment technique
assessing what the trainer thinks is being
assessed) and reliability (if the technique is
applied to another similar group of students
will similar results be obtained).

• Skills and knowledge review
• Case studies
• Simulations and role plays
• Individual and group presentations
• Interviews
• Teamwork activities and projects
The design, establishment and
management of the assessment system,
the development of assessment tools; and
the conduct of an assessment accord with
the four Principles of Assessment:

Technical principles for assessment

• Reliability;

Competency based assessment is the
process of collecting evidence and making
judgments on whether competency has
been achieved. Assessment systems
and registered training organisations are
required to demonstrate compliance with
the four technical principles of assessment.

• Sufficiency; and

• Validity

• Equity

• Reliability

While some units require summative
assessment tasks, competency-based
training and assessment also places a

• Flexibility

• Validity;
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focus on cumulative and integrative
formative learning and assessment. This is
particularly evident in the second term of
the Professional Year which incorporates a
range of specific learning and assessment
tasks within an integrative formative
learning and assessment framework based
on a major small group project.

• Fairness
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These technical principles of assessment
must be addressed in the conduct of
an assessment, in the development of
assessment tools, and in the design,
establishment and management of the
assessment system.
The technical assessment principles are
elaborated below in the application of
the Assessment and Workplace Training
Competency Standards.

Assessment Requirements
All assessments must be mapped
according to the competency
requirements, all resource books used by
ECA Professional Year have been checked
for their value-added to the quality of the
training and assessment provided.
• The ECA Professional Year Trainers
announce assessment requirements
during the Orientation in the intake
week for each cohort.
• The ECA Professional Year Assessments
are the only basis and point of reference
used by PY Trainers in delivering their
assessment materials to their students.
• Trainers are responsible for assessing
each student’s assessment tasks,
assessing the information submitted
by the student against the criteria of
validity, reliability, sufficiency and Equity,
and using the Marking Guide as the
standard to Mark and Moderate their
marking.
• Trainers are required to assess each
student as “C” - Competent or “NYC” Not Yet Competent for each assessment
task and record the result in the
RTO Manager within two weeks of
submission.
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Where in hard copy form, the marked
assessments will be scanned and
uploaded in RTO Manager in the Result
and Entry section.
• Students are given a chance to resubmit
for a re-assessment for any Assessment
deemed to be ‘NYC’.
• Trainers are the first point of intervention
to implement action regarding a student
not achieving competency.
• Trainers are responsible for
communicating to the Program
Coordinator/Academic Manager/Course
Coordinator all issues arising from any
trainer assessment concerns and/or any
student assessment concerns.
• The Academic Administrator/Program
Coordinator/Academic Manager/Course
Coordinator verifies that the correct
procedures have been fulfilled regarding
correctly saving each assessment and
completing the Assessment Marking Tab
for each cohort.

Assessment Strategies
Students are assessed using a variety of
assessment tasks per subject. These tasks
should be flexible incorporating a range of
strategies that assess learning outcomes or
competencies in an integrative manner.
Learning outcomes/competency units may
be assessed separately or in an integrative
manner. Assessment may include any of the
following strategies:
• Written activities
• Observation/demonstration
• Learner Workbook activities
• Major group project and report

• Trainers are required to provide
collective and individual feedback on
assessment outcomes in the week
following submission of assessment
tasks.

• Skills and knowledge review

• The Trainer will enter Assessment
Results with relevant comments and
upload the marked students’ marked
assessments in RTO Manager in
the week following the provision of
feedback to the student/s.

• Interviews

• Case studies
• Simulations and role plays
• Individual and group presentations
Trainers must adopt a range of strategies
that are suitable for the subject matter
and the learning objectives as per the
assessment tasks.
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Code of Conduct for
Students

• Refrain from using mobile phones, pagers
or any other electronic devices that may
disrupt classes.

Student rights

• Attend all scheduled classes according to
the schedule outlined in the signed Letter
of Offer.

ECA Professional Year Trainers should
know that all ECA Professional Year
students have the right to:
• Be treated fairly and with respect by
ECA Professional Year staff and other
students.
• Learn in an environment free of
discrimination and harassment.

• Follow normal safety practices where
required and following both written
and verbal directions given by the ECA
Professional Year staff.

• Learn in a supportive and stimulating
environment to pursue their goals.

• Not to behave in a way that would offend,
embarrass or threaten others.

• Have access to counselling if desired or
required. Students are required to make
an appointment with Student Services
to request any form of counselling
through PY’s College Counselling
Services.

• Comply with all lawful regulations, rules
or procedures of ECA Professional Year
that pertain to them.

• Privacy concerning records that contain
personal information, subject to
statutory requirements.
• Be given information about assessment
procedures at the beginning of the
module and internship information as
required.
• Lodge a complaint without fear of
retaliation or victimisation.

Student responsibilities
ECA Professional Year Trainers should
know that all ECA Professional Year
students have a responsibility to:
• Treat other students and ECA
Professional Year staff with respect and
fairness.
• Follow any reasonable direction from a
member of ECA Professional Year.
• Refrain from swearing, drinking and
eating in classrooms and other learning
areas.
• Behave responsibly by not littering,
harassing fellow students or staff,
damaging, stealing, modifying
or misusing the property of ECA
Professional Year or other students.
• Behave responsibly by not being under
the influence of drugs and alcohol.
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• Complete all assessment tasks honestly,
and not engage in plagiarism, collusion or
cheating.

• Pay according to the payment terms
stipulated in their Letter of Offer.

Code of Practice for
Trainer / Assessors
In fulfilling these requirements Trainers
are required to comply with the following
ethical code:
• The differing needs and requirements of
the person being assessed, the enterprise
(internship host company) and/or
industry partners are identified and
handled with sensitivity.
• Potential forms of conflict of interest in
the assessment process and/or outcomes
are identified and appropriate referrals
are made, if necessary.
• All forms of harassment are avoided
throughout the planning, conduct,
reviewing and reporting of the
assessment outcomes.
• The rights of students are protected
during and after the assessment.
• Personal or interpersonal factors that
are not relevant to the assessment of
competency must not influence the
assessment outcomes.
• The student is made aware of his/her
rights and processes of appeal.
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• Evidence that is gathered during the
assessment is verified for validity,
reliability, sufficiency and equity.
• Assessment decisions are based on
available evidence that can be produced
and verified by another Trainer/Assessor.
• Assessments are conducted within the
boundaries of the assessment tools and
procedures.
• Assessment tools, systems, and
procedures are consistent with equal
opportunity legislation.
• Students are informed of all assessment
reporting processes prior to the
assessment.
• Students are informed of all known
potential consequences of decisions
arising from an assessment, prior to the
assessment.
• Agreement is obtained from the
student and the Trainer/Assessor that
the assessment was carried out in
accordance with agreed procedures.
• The assessment results are used
consistently with the purposes
explained to students.
• Confidentiality is maintained regarding
assessment results.
• Results will be released only with the
written permission of students.
• Professional development opportunities
are identified and sought.
• Opportunities for networking amongst
Trainers/Assessors are created and
maintained through meetings, both
formal and informal.
• Opportunities are created for technical
assistance in planning, conducting and
reviewing assessment procedures and
outcomes by the General Manager
and Program Coordinator/Academic
Manager/Course Coordinator.

Continuous Assessment
Within a competency-based training
environment, the focus is on continuous
assessment as opposed to concentrating
the assessment to a minimum number
of major assessment tasks (unless the
subject specifically requires this form of
concentrated assessment).
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Assessment tasks may be selected from a
wide range of techniques and applied at
regular intervals throughout the training
period.

Assessment Results and
Outcomes
Academic Results
Assessment
As indicated in the previous sections,
students’ submitted assessment tasks are
assessed as either Competent or Not Yet
Competent (C or NYC). All assessment
tasks must be completed and assessed as
Competent for a student to successfully
complete the course and graduate.

Re-assessment
Students who receive an NYC Assessment
will be given constructive feedback
within one week of the assessment being
submitted and will be given an opportunity
to respond to the feedback and re-submit
the amended Assessment Task for Reassessment. A date will be set by the
Trainer for the re-assessment.

Second Opinion Assessment
Students who are dissatisfied with their
Trainer’s assessment or re-assessment
decision may submit their work to the
Program Coordinator/Academic Manager/
Course Coordinator for a Second Opinion
Assessment which must be conducted by
another Trainer appointed by the Program
Coordinator/Academic Manager/Course
Coordinator.

Internal Appeal
If a student remains dissatisfied after
receiving the outcome from the Second
Opinion Assessment, they may submit
an Internal Appeal relating to their
Trainer’s decisions on assessments or reassessments. Appeals will be investigated
by the Program Coordinator/Academic
Manager/Course Coordinator and escalated
to the General Manager – ECA Professional
Year for input or review.
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Academic Appeals
Academic appeals relating to decisions
made on assessments, reassessments and
repeating of subjects must be lodged
using the Appeals Form online within
10 working days of the decision being
communicated to the student. Students
are encouraged to check the Student
Access on RTO Manager regularly for
updates to their results and feedback
provided by their Trainer/Assessor.

Academic Support
ECA Professional Year understands
that sometimes students may face
circumstances and difficulties which
impact on their academic work, resulting
in them having trouble in maintaining
satisfactory results.
Students who experience such difficulties
are encouraged to seek support through
their Trainers or through any member of
the academic team. If Trainers identify that
a student is experiencing such difficulties,
they are encouraged to approach the
student with a view to providing them
with appropriate support and assistance.
If the problems are of a personal nature,
students can be referred for counselling
through our professional counsellor
available at each campus pf ECA PY.
If the problems are more academic
(including failure to attain Competency in
assessments), Trainers are encouraged to
provide initial one-on-one tutorial support
designed to identify and address the
specific problem/s the student may be
facing.

In-class Academic Support/Intervention
In-class academic support and
intervention is conducted during normal
class hours and entails:
• Discussing the academic problems
leading to unsatisfactory progress.
• Identifying the probable reason(s) for
their difficulties.
• Providing additional advice and exercise
and strategies for overcoming those
difficulties.

17

If this in-class support and intervention
fails to adequately address the student’s
problems, Trainers may refer the case to the
Program Coordinator/Academic Manager/
Course Coordinator who will interview the
student and if required, make arrangements
for appropriate additional Out-of-class
Academic Support/Intervention sessions at
a time convenient for both the Student and
the Trainer.

Study Plan
If a student has missed a significant amount
of class work and assessment tasks due to
absence on approved compassionate leave,
that student will have to negotiate and
agree with a Study Plan. The Study plan will
be designed so that the student will:
• Resume their classes at the stage in the
course where their absence/leave started;
• Be able to successfully complete their
Professional Year with satisfactory
attendance; but may be required to defer
the date of their course completion and
graduation.

Missed Assessment Tasks
If a student misses an assessment task
due to significant absence caused by
demonstrated compassionate and
compelling circumstances sufficient to
approve leave, the student will be required
to make up for work missed during their
absence. They may also be required to
defer the completion of their course
and graduation in accordance with ECA
Professional Year policies on Attendance
and Leave.
Where a student knows beforehand
that they will be unable to attend for an
assessment task, it is their responsibility to
inform their Trainer of the circumstances
and make alternative arrangements prior to
the date of the assessment.
If the reason for missing an assessment task
is due to an absence of a lesser duration
(for example, not attending an Assessment
Job Interview or an individual or group
presentation) the student must provide a
reasonable and verifiable explanation, such
as for illness and a medical certificate must
be provided.
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If the student provides a medical
certificate or an acceptable explanation
for their absence, alternative assessment
arrangements will be made.
If the student does not provide an
acceptable explanation for missing an
assessment, an ‘NYC’ will be recorded for
that Unit; and they will be expected to
complete the assessment task at a time
determined by the Trainer.

Plagiarism/ Cheating
Assignment work must be substantially
the student’s own work and it is
unacceptable to collaborate with fellow
students to the extent that the work of the
assignment is partitioned among a group
of students, assembled and presented
by each participating student, effectively
claiming it to be all his or her own work.
This does not prohibit the Student from
discussing the nature and underlying
theory of the assignment with other
students or academic staff. However,
ultimately the work the Student submits
must substantially be his/her own.
Plagiarism is someone else’s solution to
the assignment, either wholly or partially.
Attempts to disguise such plagiarism by
cosmetic changes will be detected and
considered as plagiarism. It is an offence
to be in possession of someone else’s file
or printout, with or without the permission
of the owner of that file or printout. A
student who permits others to have
access to their assignment material is
equally guilty of plagiarism.

Confidentiality
Policy
It is a requirement of ECA Professional
Year that employees or contractors
representing ECA Professional Year are
fully aware of the responsibilities which
apply in the performance of their duties.
In addition to all material contained within
Contractors common law contracts,
employees or contractors must not relay,
publicise, or promote for private purposes
any material written or verbal that would
be deemed by a “reasonable” person
to be of a confidential nature, given the
circumstances, information and scenario.
The various positions that an employee or
contractor holds within ECA Professional
Year may also determine the degree and
nature of such confidential information. It is
expected that employees will not undertake
the following.
• Create any vested interest outside ECA
Professional Year to promote or profit
from any ECA Professional Year Property,
material, initiative or idea.
• Disclose any private information to any
recipients (third parties) who were not
intended to receive such information,
without prior authorisation from your
departmental manager.

Guidelines
Examples of confidential information
includes the following:
1.

A Warning Letter will be sent to the
student at their specified email address
to formally notify them of the failure and
that any further breaches will result in the
student being expelled from the course.
Evidence confiscated, or notes taken
by the Trainer as evidence of plagiarism
will be kept on the student file so that, if
any further instances occur, appropriate
action can be taken. Where more than one
instance of cheating is noted, the College
reserves the right to expel the student
from the course.
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All information which comes into the
possession of employees or contractors
relating to the business of ECA
Professional Year must be treated as
confidential, unless it is the employee/
contractor’s responsibility to use that
information for or on behalf of the
employer.

2. All information which is generated by
the employer from the resources of
the employer by employees/contractor
during their employment must be
regarded as information which is not to
be disclosed, unless that disclosure is
authorised on behalf of the employer
or any other information which may be
regarded by ECA Professional Year as
confidential.
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3. Authorisation to use confidential
information requires prior approval
from ECA Professional Year.
4. Contractors by the nature of their
duties have different levels of
responsibility to make use of classes
of information as part of their
responsibilities.
5. Any employee/contractor who has
such access or acquires the capacity
to access information not part of their
standard responsibilities must be
aware that such action taken to make
use of or deal with that information is
prohibited, unless express authority
has been obtained beforehand from
their manager.
6. Authorisation and release of
information requires prior approval
from ECA Professional Year.
7. ECA Professional Year’s authority
for contractors to access, use and
release confidential information will be
explicit as to only a requirement of the
employee’s position.
8. Confidentiality should be maintained
even after leaving ECA Professional
Year.
9. All Information in the possession
of ECA Professional Year shall be
confidential information both during
an employee’s employment and
thereafter, when the employee is no
longer employed by the organisation.
10. Any such privileged information
includes but is not limited to:
a. Students’ records and/or personnel
files.
b. Any business information that you
may become privy to whilst in your
position at ECA Professional Year
and during your employment.
c. Any business plans, corporate
structures, promotional materials,
and any literature sourced,
implemented or drafted whilst
employed within ECA Professional
Year employment.
d. Any such information that was
passed onto you whilst employed at
ECA Professional Year.
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11. Consequences of policy breach:
a. Employees/Contractors who use
ECA Professional Year’s information
for any improper or unauthorised
purpose may be found guilty of
serious and willful misconduct and
their employment may be summarily
terminated.
b. In the most serious cases employees
may be the subject of civil action
being taken to secure ECA
Professional Year’s legal position
and to prevent further improper use.
Damages and remedies may also be
sought in exceptional cases.

Student Records
In accordance with current regulations,
all ECA Professional Year student records
are maintained for a period of 30 years.
In the event of reissue of a qualification
or a statement of attainment or a closure,
these records will be transferred to the
Department of Home Affairs.

Student Support Services
The staff at ECA Professional Year are
committed to providing international
students with excellent education
and training and in creating a friendly
environment in which they study. The staff
are sensitive to the needs and difficulties
facing international students.

Student Services – Reception
ECA Professional Year has dedicated
Student Services Officers who are able to
assist students with the following matters:
• Pay tuition fees
• For course variations e.g. Leave of
Absence,
• To find and book appointments with
relevant ECA Professional Year staff
• Appointments to see or speak to:
• Program Coordinator/Academic
Manager/Course Coordinator
• Student Services Manager
• Student Services and Welfare
Coordinator
• General Manager ECA PY

ECA Professional Year is a registered trading name of ECA Graduate Institute
ABN 81 128 584 896, RTO 91423

09/07/2019
V2019.7

• Change of personal details
• General inquiries
• Contact details for legal, medical and
emergency services
• Complaints
• Student cards
Alternatively, students can also email their
initial inquiries py@eca.edu.au or Phone:
• (02) 9318 8171 (Chippendale Campus)
• (03) 9603 5333 (Melbourne Campus)
• (07) 3210 7400 (Brisbane Campus)

Who to contact – Academic Team
To obtain information on Course
Information, Academic inquiries, Academic
Progress, Study Plans or Attendance
issues, Trainers or Students can make
an appointment with a member of the
Student Services team to see or speak
with:
• Amitoj Grewal – Program Coordinator
(Chippendale Campus)
• Rumesh Chandrasekera – Academic
Manager (Melbourne Campus)
• Dushyant Singh – Course Coordinator
(Brisbane Campus)
Any escalated matters should be directed
to:
• Luciano D’Ambrosi – General Manager –
ECA Professional Year

Intervention Strategy
ECA Professional Year has an ‘Intervention
Strategy’ in place for all its courses where
academic course progress is monitored
continuously throughout their enrolment
by the academic administration team.
Students who have unsatisfactory course
progress will be intervened and contacted
for an appointment with the ECA
Professional Year academic administrator.
Students who have attendance issues will
similarly be intervened and contacted for
an appointment with the Student Services
Officer.

Student Welfare and Engagement
Officers
The first point of contact for international
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students experiencing personal difficulties
of a non-academic nature (financial
problems, health problems, and all
matters related to the welfare, safety, visa
and emergency situations) is the ECA
Professional Year Student Services Officer
who will refer them to the ECA Professional
Year Student Welfare and Engagement
Officer for their campus.
Students can make an appointment at
Student Services reception to see their
Student Welfare and Engagement Officer
on:
• Preetika Shaw – preetika@eca.edu.au
or phone (02) 9318 8168 (Chippendale
Campus)
• Ayu Deasy – ayu.deasy@eca.edu.au
(SEO) (Chippendale Campus)
• Filomena Erdely – studentwelfaremel@
eca.edu.au or phone (03) 9603 5333
(Melbourne Campus)
• Carolina Valencia – Carolina.valencia@
eca.edu.au (SEO) (Melbourne Campus)
• Lina Han – lina.han@eca.edu.au or phone
(07) 3210 7415 (Brisbane Campus)
• Corina Bastidas – corina.bastidas@eca.
edu.au (SEO) (Brisbane Campus)
The Student and Welfare Engagement
Officers will determine if any health and
/ or psychological emotional issues a
student may be having require escalation
to a professional counsellor or health
professional.
ECA Professional Year students are also
offered FREE access to an experienced and
professional counsellor, Petrina Hennessy,
who attends the Regent Street Chippendale
campus every Tuesday and Thursday from
11am to 2pm. Online bookings are advisable.
All information discussed with the
counsellor is treated with confidentiality.
Melbourne and Brisbane campuses similarly
have access to a list of counsellors and
health professionals for escalated cases
where student welfare is paramount and
professional help is required.
The ECA PY Counsellor is available to
talk through any problem’s students may
have, and to lend a sympathetic ear. The
counsellor can help students with the
following, or any other, problems:
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• Crises in the students’ life.
• Difficulty in making an important life
decision.
• Feeling depressed.
• Feeling highly stressed.
• Alcohol/drug abuse, gambling or other
addictive behaviour that is seriously
affecting student’s health or social
functioning.
• Eating disorders.
• Anxiety and panic attacks.
• Suicidal thoughts.
Students experiencing problems of a legal
nature (theft, break-ins, assault, sexual
abuse and assault, racial/ethnic abuse
and/or discrimination) will be referred
by the Student Welfare and Engagement
Officer who will then refer the students to
appropriate bodies for assistance. Where
appropriate, the Student Welfare and
Engagement Officer or Counsellor will be
available to accompany the student to
such services if requested to do so by the
student.

Attendance Support Services
Students must attend 100% of the
scheduled classes of Professional Year
program contact hours.
However, ECA Professional Year
understands that sometimes students
may experience some difficulties to attend
100% of the scheduled classes due to
study and/or personal problems. In these
circumstances, students should contact
a member of the ECA Professional Year’s
Student Services team for a confidential
discussion. Depending on the nature of
the problem, a Student Service Officer
will be able to assist the students or refer
them to the:

Academic Administration team as soon as
possible. If the student’s absenteeism is
due to personal reasons and/or extenuating
circumstances beyond their control, please
ask the student to make an appointment to
see their Student Welfare and Engagement
Officer as soon as possible. Students must
submit a medical certificate to Student
Services if there is any compelling and
compassionate reason for any absence from
the course.

Child Minding
There are no child-minding facilities at the
college. Students should make necessary
arrangements with their local child-care
centre for the care of pre-school aged
children. School aged children are required
to be enrolled at a local primary or high
school.

Staff Grievance
Policy
ECA Professional Year aims to provide
an effective and acceptable means
for contractors to bring problems and
complaints concerning their work and their
well-being to the attention of the Program
Coordinator/Academic Manager/Course
Coordinator. For that reason, a formal
grievance procedure has been established
for the benefit and use of all contractors.

Guidelines
1.

• Student Welfare and Engagement
Officer
• ECA PY Counsellor
• Program Coordinator/Academic
Manager/Course Coordinator
If students’ absenteeism is due to medical
reasons, they need to submit a ‘Medical
Certificate’ either to the Trainer or to the
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The contractor must explain the
grievance in a written statement to his
or her Program Coordinator/Academic
Manager/Course Coordinator. Where
the grievance involves the Program
Coordinator/Academic Manager/Course
Coordinator the matter should be
raised with the General Manager. The
contractor should submit the grievance
personally but may ask a fellow
employee to appear with him or her.

2. Any documentation relating to the
grievance is to be securely kept for
permanent record by the General
Manager. The Program Coordinator/
Academic Manager/Course Coordinator
and contractor must sign the grievance.
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3. The ECA Professional Year team
member /General Manager will attempt
to resolve the grievance and after
consideration and investigation a
written response that addresses the
points raised in their grievance will be
given to the contractor within a period
five (5) working days.
4. If the employee’s General Manager
cannot settle the grievance, the
General Manager will submit a written
response to the Governance, Quality
Assurance & Compliance Manager
for review. The Governance, Quality
Assurance & Compliance Manager
will follow the grievance through
to a final solution, taking it to the
General Manager for final arbitration if
necessary.
5. Should the contractor be unhappy
with the outcome the contractor has a
right to appeal to Governance, Quality
Assurance & Compliance Manager who
will make a final decision that is based
solely on the relevant evidence.

Dress Code
Policy
Staff will maintain a reasonable standard
of dress and appearance appropriate to
the nature and circumstances of their
employment. Due to the professional
nature of our industry, staff are expected
to maintain a clean, neat and tidy general
appearance that is in line with the image
of ECA Professional Year. Attire should not
be immodest, sexist or offensive to clients,
students, the public or fellow employees.

Corporate Dress Expectations
When representing ECA Professional
Year, appropriate business attire should
be worn. This may include suits, ties,
skirts, blouses, tailored trousers or other
appropriate clothing. Unacceptable attire
includes:
• Shorts
• Torn/extremely baggy pants
• Sportswear/casual /leisure clothing
(runners, track suits etc.)
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• Baseball caps
• Polo/sport shirts with printed nude or
semi-nude pictures, suggestive cartoons
drawings, slogans, racist material,
advertising and profanity
• Thongs or UGG boots
• Singlet tops
1.

Male staff must be clean-shaven or have
beards always neatly trimmed while at
work.

2. ECA Professional Year reserves the
right to send an employee home based
on inappropriate dress or appearance.
Should this occur, the offending staff
member will be reminded of this policy
and be advised of the consequences of
any further breach
3. Continuing breaches of this dress code
will be subject to ECA Professional
Year’s disciplinary procedures.

Workplace Health &
Safety
All students and staff will be informed of
the appropriate Workplace Health and
Safety procedures in case of emergency
(e.g. fire, bomb scare, earthquake, etc.).
Students will be informed verbally during
the induction session and in writing on a
fact sheet that references emergency exit
points, fire-extinguisher locations etc.
ECA Professional Year agrees to abide by
the Occupational Health and Safety Act
2000 to protect the health, safety and
welfare of staff and students through the
provision of safe learning environments and
equipment.

Workplace Health and Safety Procedures
ECA Professional Year aims to provide
a safe working environment for all its
members including staff, students and
visitors. Because of this, the College
encourages all members of the College
to regard accident prevention and safe
working as a collective and individual
responsibility.
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Under Section 8(1) of the Occupational
Health and Safety Act 2000 (OHS
Act 2000) the College is aware of the
following responsibilities:
• Safe premises
• Safe systems of work
• Information, instruction, training and
supervision

Critical incidents are not limited to, but
could include:
• Missing students;
• Severe verbal or psychological
aggression;
• Death, serious injury or any threat of
these;
• Natural disaster; and

• A suitable working environment and
facilities

• Issues such as domestic violence, sexual
assault, drug or alcohol abuse.

As a Trainer/Assessor you must be aware
of your responsibilities to ensure health
and safety for all people at the college as
much as possible. It is important for you to
know the following details under the Act:

ECA Professional Year and its provider
partners recognise that in most cases
international students do not have close
family available to care and provide support
to them in Australia in the event of crisis
and/or critical incident. It is important that
ECA Professional Year does everything in its
capacity to:

Section 20 of the Occupational Health and
Safety Act 2000 states that you must:
• Take reasonable care for the health and
safety of your co-workers who may be
affected by your actions
• Co-operate with your college in
anything that they do or require, to
ensure safety.
You must:
• Ensure that your actions do not put
others at risk
• Work safely
• Use and maintain machinery and
equipment properly

• Respond in a practiced and timely
manner with any critical incident
involving an international student.
• Ensure that timely and regular
information is relayed to families abroad.
• Ensure that ongoing support is provided
to a student in need.
• Ensure that comprehensive records are
maintained.
1.

• Ensure that your work area is free of
hazards.
Cooperating with the College may include:
• Notifying the Program Coordinator/
Academic Manager/Course Coordinator
of actual and potential hazards
• Carrying out work in a safe manner
• Following health and safety instructions
• Taking notice of signs

Critical Incident Policy
Definition
A critical incident is defined by The
National Code 2007 as ‘a traumatic event,
or the threat of such (within or outside
Australia), which causes extreme stress,
fear or injury’.
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All students will be advised during
orientation of the details of ECA
Professional Year’s Critical Incident
policies and procedures, and all students
will be provided information on relevant
emergency services contact persons
and telephone numbers.

2. All contractors are made aware of the
ECA Professional Year’s Critical Incident
policies and procedures upon initial
induction and at Trainer Induction
sessions for all trainers at the beginning
of each semester. All contractors will
be provided information on relevant
emergency services contact persons
and telephone numbers.
3. When any student becomes aware
that an international student has been
missing from the campus for 5 working
days with no known contact with staff
(general or academic) and/or other
students, that student is encouraged to
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inform a trainer or Student Services
staff member of the situation.

incapacitated and unable to provide
these themselves.

4. When any Trainer becomes aware
that an international student has been
missing from the campus for 5 working
days with no known contact with staff
(general or academic) and/or other
students, that Trainer is responsible
for informing the Student Welfare and
Engagement Officer of the situation.

9. If the Program Coordinator/Academic
Manager/Course Coordinator has not
been immediately available and involved,
the incident and the consequential
action must be reported to the General
Manager as soon as possible after the
initial support has been provided.

5. Should any student or staff member
become aware of any critical
incident affecting one or more of
ECA Professional Year’s international
students (either during or out of
normal ECA Professional Year
operating hours) that student or
staff member will be responsible for
informing the Student Welfare and
Engagement Officer.
6. The Student Welfare and Engagement
Officer will:
a. record details of the reported
concern/incident;
b. report the concern/incident to the
General Manager;
c. investigate the concern/incident
to identify and evaluate the details
and severity of the incident; and
d. determine, in consultation with
the General Manager, what action
needs to be taken.
7. If the incident is not severe and can
be resolved with resources available
to ECA Professional Year the Program
Coordinator/Academic Manager/
Course Coordinator and/or the Student
Welfare and Engagement Officer
will ensure that the appropriate level
of action is taken, and support is
provided.
8. If the incident is severe and warrants
a level of support/assistance from
external resources, including the
police and other emergency services,
the Program Coordinator/Academic
Manager/Course Coordinator and/
or Student Welfare and Engagement
Officer will initiate action to arrange
that support. Personal details may be
provided to the relevant emergency
service/s if the student involved is

24

10. The Program Coordinator/Academic
Manager/Course Coordinator and/
or Student Welfare and Engagement
Officer will:
• Monitor developments and the
condition of, and provide appropriate
support to, the international
student/s through any period of
treatment/convalescence.
• Ensure, where appropriate, that
family members and other relevant
people are kept informed of the
condition of the international student.
• Coordinate the provision of any ECA
Professional Year resources required
during any period of treatment/
convalescence/support.
• Liaise with the police and other
emergency services personnel as
required.
• Advise and assist any family members
who decide to travel to Australia to
support the international student/s
with travel and accommodation
requirements;
• Ensure that detailed records are
maintained of the incident.
11. The Student Welfare and Engagement
Officer will prepare a report on any
critical incident, the response and
the outcome, and that report will be
maintained in the Critical Incident File
in the PY Server. (see Appendix 1 for
a copy of the Critical Incident and
Accident Report).
12. Even if investigation of a suspected
critical incident reveals that no critical
incident occurred, the Student Services
Welfare and Engagement Officer will
prepare a report and investigation, and
that report will be maintained in the
Critical Incident File in the PY Server.

ECA Professional Year is a registered trading name of ECA Graduate Institute
ABN 81 128 584 896, RTO 91423

09/07/2019
V2019.7

13. 13. In the event of the death of an
International Student, the Principal
Executive Officer will ensure the
following actions are undertaken:
b. a.
Contact the family and
determine their wishes regarding
repatriation of the body, personal
effects, religious observances etc.;
b. b.
Coordinate the repatriation
of the body and personal effects
in line with the family’s wishes
and in accordance with Australian
regulations;
b. c.
Organise the sending of a
letter of condolence to the family;
b. d.
Ensure all administrative
actions are taken e.g. adjust the
student records database, process
any tuition refunds, notify all
relevant parties, etc.
3. 14. In implementing these procedures
in response to any suspected or
real Critical incident the responsible
officers will remain mindful of
information privacy principles, laws
and regulations.

to complete an ‘Critical Incident and
Accident Report’ Form. Your report will
assist us in determining what happened,
how it happened and most importantly how
we can prevent it from happening again.

Emergency Management
In the event of an emergency, all students
are required to act as directed by the
Emergency Warden. If asked to evacuate
they should proceed to the Emergency
Assembly Area. Please check the
‘Emergency Evacuation Map’ (located
next to the toilets) for this location. An
emergency evacuation is not a formal
break.

Evacuation Procedures
• Don’t run, don’t panic.
• Pick up your personal belongings.
• Assist your students to the nearest exit
• Exit the building by the fire stairwells. Do
not use the lifts.
• Follow orders of ‘Emergency Warden’ and
move to the assembly point.

Automatic Fire Alarm

Emergency Information
POLICE - 000
AMBULANCE - 000
FIRE - 000
ECA Professional Year is committed to
providing a safe working and studying
environment establishing and maintaining,
so far as practicable, the highest standards
of occupational health, safety and welfare
for the employees, students, contractors
and any other members of the community
who may be affected by the college’s
operations.

Accident/Injury
Accidents can result in the loss of life,
injury, and property or equipment
damage. All injuries or incidents that
occur on ECA Professional Year’s premises
including excursions must be reported.
Students injured or involved in an incident
must advise their Trainer and will be asked
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• DO NOT PANIC and IN AN EMERGENCY
DO NOT USE THE LIFTS.
• At the sound of the ALERT Tone – (Beep,
Beep, Beep) – Move immediately to the
nearest assembly area.
• At the sound of the EVACUATION tone
– (Whoop, Whoop, Whoop) or When
requested to do so by your Emergency
Warden MOVE INTO THE FIRE STAIRS IN
ORDERLY MANNER to ANOTHER LEVEL
OR STREET LEVEL.
• On reaching the street move clear
and out of sight of your building and
down REGENT STREET AND INTO THE
KENSINGTON STREETS TOWARDS
THE MARK CENTRAL PARK and AWAIT
FURTHER INSTRUCTIONS.
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Evacuation Assembly Area – Chippendale Campus

Evacuation Assembly Area – ECA Melbourne Campus
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Evacuation Assembly Area – Brisbane Campus
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Important Contact Details
Important Contact Details – Chippendale Campus
ECA Professional Year General Manager
Luciano D’Ambrosi
Email: luciano.dambrosi@eca.edu.au
Phone: (02) 9318 8180 or Mobile 0408 868 897
Availability: Mon to Sun 9am to 9pm (via phone, email or by appointment)

ECA Professional Year Program Coordinator
Amitoj Grewal
Email: armitoj.grewal@eca.edu.au
Phone: (02) 9318 8169
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Student Services Manager
Clemencia Matupit Witkowski
Email: clemencia.matapit@eca.edu.au
Phone: (02) 9318 8121
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Student Services Coordinator & Student Welfare and
Engagement Officer
Preetika Mann
Email: preetika@eca.edu.au
Phone: (02) 9318 8168
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Internship Manager
Loren D’Souza
Email: loren.dsouza@eca.edu.au
Phone: (02) 9318 8132
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Academic Administrator
Sujeet Kumar Shrestha
Email: Sujeet.shrestha@eca.edu.au
Phone: (02) 9318 8170
Availability: Mon to Fri 9am to 5pm (via appointment only)
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ECA Professional Year Student Services Officers
Jay Parekh
Email: Jay.parekh@eca.edu.au
Phone: (02) 9318 8171
Availability: Tues to Sat 9am to 5pm
Jessica Ngo
Email: Jessica.ngo@eca.edu.au
Phone: (02) 9318 8171
Availability: Mon to Fri 9am to 5pm
Karen Li
Email: karen.li@eca.edu.au
Phone: (02) 9318 8171

ECA Professional Year Student Engagement Officer
Ayu Shinta Deasy
Email: ayu.deasy@eca.edu.au
Phone: (02) 9318 8175
Availability: Mon to Wed 9am to 5pm (via appointment only)

ECA Professional Year Administration Assistant
Jerry Liu
Email: jerry.liu@eca.edu.au
Phone: (02) 9318 8175
Availability: Mon to Wed 9am to 5pm (via appointment only)

Important Contact Details – Melbourne Campus

ECA Professional Year Office Contact Details
Level 7, 399 Lonsdale Street, Melbourne VIC 3000
Telephone: (03) 9603 5333
E-mail: py@eca.edu.au
Internet: https://www.professionalyear.info
ABN: 81 128 584 896
RTO Number: 91423
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ECA Professional Year General Manager
Luciano D’Ambrosi
Email: luciano.dambrosi@eca.edu.au
Phone: (02) 9318 8180 or 0408 868 897
Availability: Mon to Sun 9am to 5pm (via appointment only)

ECA Melbourne Campus Manager
Vince Alfonzetti
Email: Vince.alfonzetti@eca.edu.au
Phone: (03) 9603 5307
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Academic Manager
Rumesh Chandrasekera
Email: Rumesh.chandrasekera@eca.edu.au
Phone: (03) 9603 5333
Availability: Mon to Thurs 9am to 5pm (via appointment only)

ECA Professional Year Internship Manager
Loren D’Souza
Email: loren.dsouza@eca.edu.au
Phone: (02) 9318 8132
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Student Welfare and Engagement Officer
Filomena Erdely
Email: studentwelfaremel@eca.edu.au
Phone: (03) 9603 5333
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Student Services Officer
Carolina Valencia
Email: carolina.valencia@eca.edu.au
Phone: (03) 9603 5333
Availability: Mon, Wed, Sat & Sun 9am to 5pm
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Important Contact Details – Brisbane Campus
ECA Professional Year Office Contact Details
Level 1, 126 Margaret Street, Brisbane QLD 4000
Telephone: (07) 3210 7474
E-mail: py@eca.edu.au
Internet: https://www.professionalyear.info
ABN: 81 128 584 896
RTO Number: 91423

ECA Professional Year General Manager
Luciano D’Ambrosi
Email: luciano.dambrosi@eca.edu.au
Phone: (02) 9318 8180 or 0408 868 897
Availability: Mon to Sun 9am to 5pm (via appointment only)

ECA Brisbane Campus Manager
Naveen Vashist
Email: Naveen.vashist@eca.edu.au
Phone: (07) 3210 7408
Availability: Mon to Fri 9am to 5pm (via appointment only)

ECA Professional Year Course Coordinator
Dushyant Singh
Email: dushyant.singh@eca.edu.au
Phone: (07) 3210 7474
Availability: Sat 9am to 5pm (via appointment only)

ECA Professional Year Student Welfare and Engagement Officer
Carolina Bastidas
Email: carolina.bastidas@eca.edu.au
Phone: 07) 3210 7474
Availability: Mon to Fri 9am to 5pm (via appointment only)
ECA Professional Year Student Services Officer
Lina Han
Email: lina.han@eca.edu.au
Phone: 07) 3210 7474
Availability: Mon to Fri 9am to 5pm (via appointment only)
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Appendix 1

Critical Incident and Accident Report
This Incident and Accident Report should be completed and submitted to the General
Manager and the relevant Campus Manager within 24 hours of the incident occurring.
(assign a unique number to each report prefixed by the year e.g. 04-001)

Incident Report Number:

Date:

Person/s Affected: (If more than one list names as attachment)
Student

Trainer

Administrator

Male

Other

Gender:
Female

Other

Student Number:
(if a student)

Surname:
Given Names:
Department:
Nature of Incident:
Accident:

On-site

Off-site

Involving:
Serious Injury

Drug/Substance Abuse

Severe Trauma

Suicide

Fatality

Racist Attack

Domestic Violence

Aggressive Discrimination

Physical Assault

Psychological/Emotional Attack/Aggression

Sexual Assault

Victim of Other Crime: Robbery

Murder

Natural Disaster (storm, flood, fire, earthquake…)

Abduction

Terrorist Incident

Missing Student

Other:

Psychological Crisis
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Details and Description of Incident:
Date:

Time:

Location:

Persons Involved in the Incident:
1.
Name:
Address:
Email:

Phone Number:

2.
Name:
Address:
Email:

Phone Number:

3.
Name:
Address:
Email:

Phone Number:

4.
Name:
Address:
Email:

Phone Number:

Witnesses:
Description: (please attach additional sheets if required)
What led up to the incident and situation when the incident occurred:
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Write a complete description of the incident in chronological order:

At what point were you informed, and when did you become involved?

What verbal and/or physical interventions attempted, and by whom?

Emergency action taken (e.g. did you call the police, ambulance, fire brigade?)

How was the incident resolved?
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Consequences (e.g. injuries, disruption to classes, property damage…)

Persons notified of the incident, including responsible management, relatives (include
name, position, contact details and the time and date they were contacted and informed)

NOTE: Statements from key participants and/or witnesses may be attached, or they may be attached
to a supplementary report by an Investigating Officer.

Incident /Accident Report Officer Details:
Report Officers’ Name:
Email:

Phone Number:

Report Officers’ Position:
Report Officers’ Signature:
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ECA Professional Year is a registered trading name of
ECA Graduate Institute ABN 81 128 584 896, RTO 91423

CHIPPENDALE (NSW)
Level 3, 55 Regent Street
Chippendale, NSW 2008
Phone: (02) 9318 8171
Email: py@eca.edu.au
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MELBOURNE (VIC)
Level 7, 399 Lonsdale Street
Melbourne, VIC 3000
Phone: (03) 9603 5333
Email info@eca.edu.au

BRISBANE (QLD)
Level 2, 126 Margaret Street
Brisbane City, QLD 4000
Phone: (07) 3210 7450
Email info@eca.edu.au

