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Welcome to CAE Melbourne Flight Training Academy

We are delighted to offer you flight training at our CAE Melbourne base. Our aim is to support
you in achieving your goals and to provide a strong foundation for reaching your full potential in
the aviation industry as a Commercial Pilot.

CAE is a world leader in aviation pilot training, with facilities located across the globe. In
Melbourne alone, we have successfully trained more than 25,000 pilots, many of whom have
gone on to fly for major airlines worldwide.

CAE specialises in delivering airline-focused pilot training for Australia and the wider Asia—Pacific
region. Our programs — including integrated CPL, ATPL and MPL training pathways — combine
high-quality ground school theory with premier flying instruction.

Originally established in 1968 as General Flying Services, the organisation was later acquired by
Canadian Aviation Electronics Ltd (CAE) in 2011. CAE then became a joint-venture shareholder in
CAE Melbourne in 2014. We were the first training centre in Victoria to earn CASA approval to
deliver Part 142 training, and the first to deliver certified Multi-Crew Cooperation (MCC) training.

Today, CAE Melbourne Flight Training has an extensive history of training pilots for Australian
universities, general aviation operators, and major airline customers throughout Australia and the
Asia—Pacific region.

Our CPL MECIR program is delivered in partnership with Swinburne University of Technology.
Together, Swinburne and CAE Melbourne bring more than 30 years of collaborative experience
in delivering airline pilot training.

This publication provides important information about your rights and responsibilities as a
student, including key policies, procedures, facilities and support services available to you.

Becoming a professional pilot requires more than simply attending classes — it demands
dedication, discipline, and a positive approach to learning. Familiarising yourself with the
contents of this publication will help you make the most of your training and set you up for
success.

Welcome aboard — we look forward to supporting you on your journey into aviation

Li Jun

General Manager

Page 9 of 113



\ E CAE Australia Flight Training
r Student Handbook
About CAE

Location - Moorabbin Airport, Victoria

CAE is located at Moorabbin Airport, approximately 22 km south-east of Melbourne’s Central
Business District (CBD). Moorabbin Airport (YMMB) is Australia’s busiest training airport,
recording more than 270,000 aircraft movements in the 2024 financial year.

Situated in Melbourne’s south-eastern suburbs, the airport provides an operational environment
similar to that experienced by airline pilots. Students training here work within an active ATC-
controlled airspace, with Melbourne International Airport located approximately 30 NM away.

e General Aviation Airport

e 5 Runways

e ATC Airport in Class D Airspace

e 24 Hour Operation

e |ATA code MBW

e |ICAO Code YMMB

e Moorabbin Airport (YMMB) details may be found in the ERSA

CAE Australia Flight Training

60 Bundora Parade
Moorabbin Airport
VIC 3194

Australia

Telephone: 61 3 8587 3900

Email: studentservices@caemft.com
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Our Fleet - One of the Largest Training Aircraft Fleet in Australia

CAE Melbourne Flight Training's single and twin-engine aircraft fleet is immediately recognisable,
both on the tarmac or flying through the skies over Melbourne. Our aircraft are immaculately
maintained by our own in-house maintenance team, ensuring they meet our stringent safety
standards.

With the largest training fleet in Melbourne, CAE student pilots enjoy excellent aircraft availability
at all stages of their learning.

25 C172 Cessna (Garmin 1000) 1 Mechtronix Cessna 172
6 Piper PA44 Seminoles (Garmin1000) 1 Frasca PA44 G1000

2 Bellanca 8KCAB Decathlon 3 Frasca RTD

2 Beechcraft C90 King Air 1 Mechtronix Generic Jet

Training Centre Facilities

Our state-of-the-art purpose-designed Flight Training Academy is the most modern facility at
Moorabbin Airport, and is situated in close proximity to the ATC tower. The operations area has
direct airside access to our fleet, which reduces taxi time and maximised training efficiency.

The main facility houses management, administration and flight operations. The building is
equipped with simulator bays on the ground floor, classroom and student planning/study areas.

e Direct Airside Access

e 8 classrooms

e 6 briefing rooms

e 4 simulator bays

e Student flight planning spaces
e Student common area

e On-site Student Village

Student Village

Interstate and international students can be accommodated at our 176-bed on-site purpose
building Student Village, conveniently located directly opposite the CAE Melbourne Flight
Training.

All rooms include

e 176 beds

e Dedicated study area

e Recreation & BBQ areas

e Full professional kitchen and dining facilities
e On-site laundry facilities

e Located opposite the training centre
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Maintenance - Our In-house Maintenance Team Ensures Meticulous Aircraft
Management
Keeping our fleet flying safely and efficiently relies on CAE's highly experienced and fully

qualified maintenance team. All maintenance is completed in-house — we do not outsource any
work. This ensures fast turn-around times for scheduled and unscheduled maintenance.

Because of this dedicated support, very few aircraft are ever offline, meaning more aircraft are
available on the tarmac for your training sessions.

Our Melbourne maintenance team also provides services to several other flight training
organisations, a testament to their expertise and trusted reputation.

Established in 1968, CAE Aircraft Maintenance Pty Ltd is located at Moorabbin Airport and is
equipped to handle a full range of maintenance and repair work across multiple aircraft types.
The team operates to the highest regulatory standards, ensuring the safety, reliability, and
airworthiness of the entire fleet.
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Regulatory Accreditations

CAE Australia Flight Training is an approved aviation pilot training organisation by CASA

e Approved under the Civil Aviation Safety Regulations (CASR) Part 141 and Part 142 to
conduction non-integrated and integrated training.

e approved (or had approval) by several other National Aviation Authorities (NAA),
including the Civil Aviation Authority China (CAAC), the Directorate General of Civil
Aviation India (DGCA), and the Department of Civil Aviation Malaysia (DCAM).

e approved by the Australian Skills Quality Authority (ASQA) as a Registered Training
Organisation (RTO) to provide national qualifications.

e aregistered provider on the Commonwealth Register of Institutions and Courses for
Overseas Students (CRICOS).

The Exposition will also address any additional requirements as specified by the above aviation
or educational regulatory bodies.

General Information
Purpose of the Student Handbook

The Student Handbook is used in the following ways:

e To provide information to applicants that will enable them to make informed decisions
about studying in Australia and at CAE.

e To provide a reference for enrolled students about their rights and obligations, as well as
CAE Australia Flight Training’s policies and processes.

e To provide a reference and training tool for all staff at CAE Australia Flight Training about
VET processes and procedures.

CAE's entry requirements and procedures, as well as all matters to do with student visa conditions
are set out in this Student Handbook under relevant sections. Please read carefully through the
information material and links provided before deciding about studying. If you have any
questions, please contact CAE at studentservices@caemft.com

Statement of Quality Assurance

CAE Australia Flight Training is a Registered Training Organisation (RTO) with National Provider
Code xxxx and approved to offer aviation courses under the Australian Qualifications Framework
(AQF).https://training.gov.au/Organisation/Details/40173.

CAE Australia Flight Training is also approved to offer the same courses to overseas students
studying on a student visa. CRICOS is a register of approved providers that can offer courses to
overseas students. CAE Australia Flight Training’s CRICOS code is XXXXX, visa subclass 500,
Vocational Education and Training (VET): http://cricos.education.gov.au/.

As a registered provider CAE must meet the following requirements:

Page 14 of 113


mailto:studentservices@caemft.com
https://training.gov.au/Organisation/Details/40173
http://cricos.education.gov.au/

\ E CAE Australia Flight Training
r Student Handbook

e Be compliant with all components of the Vocational Education and Training (VET) Quality
Framework which includes, but not limited to, the Standards for Registered Training
Organisation 2025, as per National Vocational Education and Training Regulator Act 2011
(the Act).

e Be compliant with The National Code of Practice for Providers of Education and Training to
Overseas Students 2018. The National Code is a set of nationally consistent standards
that governs the protection of overseas students and delivery of courses to those
students by providers registered on the Commonwealth Register of Institutions and
Courses for Overseas Students (CRICOS).

e Be compliant with the VET Student Loans Act 2016 that governs VET and VSL in Australia.

As a flight training provider working with multiple airlines and National Aviation Authorities, CAE
must comply with Civil Aviation Safety Authority (CASA) regulations. Regulations include
standards for aircraft and simulator operation, aircraft maintenance and syllabus content and
flight training syllabus content.

CAE will issue students with AQF certification documentation in a timely manner upon the
successful completion of their studies, which will be accepted by other RTOs nationwide.

On the successful completion of all theoretical and flight training phases, students will be
recommended to complete a Licence Assessment CASA. The successful completion of the CASA
Licence assessment grants the applicable flight crew licence or rating.

Students who withdraw from study before completing a qualification will be issued with a
statement of attainment identifying completed of units of competency.

CAE publishes information about course fees and course dates on our website
www.caemft.com.au.

Brochures are available to download from the website.

Australian Skills Quality Authority (ASQA)

ASQA is the national regulator for Australia’s VET sector. ASQA's role is to ensure that RTOs
comply with the requirements as detailed in the National Vocational Education and Training
Regulator Act 2011 and the National Vocational Education and Training Regulator Amendment
(Strengthening Quality and Integrity in Vocational Education and Training No.1) Act 2024.
Compliance ensures nationally consistent, high-quality training and assessment services for the
clients of Australia’s VET system. https://www.asqa.gov.au/

VET Quality Framework

The VET Quality Framework is a set of nationally agreed quality assurance arrangements for
training and assessment services delivered by RTOs. The framework consists of a series of
legislative instruments enacted under the National Vocational Education and Training Regulator
Regulations 2011.

The VET Quality Framework comprises the:

e Outcome Standards for NVR Registered Training Organisations
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e Compliance Standards for NVR Registered Training Organisations
e Australian Qualifications Framework

e Fit and Proper Person Requirements

e Financial Viability Risk Assessment Requirements

e Data Provision Requirements

To become an RTO, and to maintain registration, organisations must comply with every
component of the framework. The Framework is supported and complimented by the
following:

e Standards for VET Accredited Courses
e Standards for Training Packages

e Standards for VET Regulators

e Studying in Australia

Australian Qualifications Framework Structure*

The Australian Qualifications Framework (AQF) provides a comprehensive, nationally consistent,
yet flexible framework for all qualifications in post-compulsory education and training.

The AQF recognises that the schools sector, vocational education and training sector and higher
education sector each have different industry and institutional linkages. It connects these in a
coherent single framework incorporating qualification titles and guidelines. The AQF now
comprises:

a.Schools Sector Accreditation

e Senior Secondary Certificate of Education
b.Vocational Education & Training Sector
Accreditation

e Level 1 - Certificate |

e Level 2 — Certificate Il

e Level 3 — Certificate llI

e Level 4 — Certificate IV

e Level 5 - Diploma

c. Higher Education Sector Accreditation

e Level 6 — Advanced Diploma, Associate Degree
e Level 7 — Bachelor Degree

e Level 8 — Bachelor Honours Degree, Graduate
Certificate, Graduate Diploma

e Level 9 — Masters Degree

e Level 10 — Doctoral Degree

Australian Q
Yay,
s

*For more information refer to https://www.asga.gov.au/
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The ESOS Legislative Framework

The ESOS framework is designed to protect the interest of overseas students studying in
Australia on student visas. Its aims to enhance Australia’s reputation for quality education and
provide a consistent national approach to the regulation of education services for international
students. The framework includes the Education Services for Overseas Students Act 2000 (ESOS
Act) and associated regulations and codes of practice. (Department of Education)
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International Students
Pre-Enrolment Engagement & Application Requirements

Overseas students studying in Australia require a student visa from the Australian Department of
Home Affairs. For more information visit https://www.homeaffairs.gov.au/ or contact the nearest
Australian Embassy or Consulate. Students may need to undertake a medical examination by an
immigration approved doctor before a student visa will be approved.

The Australian Government are supportive of overseas students in Australia and foster a safe,
enjoyable, and rewarding place to study. Australia’s laws promote quality education and
consumer protection for overseas students. These laws are known as the ESOS framework, and
they include the Education Services for Overseas Students (ESOS) Act 2000 and the National
Code of Practice for Providers of Education and Training to Overseas Students 2018.

As an overseas student on a student visa, you must study with an education provider and in a
course that can be found on the CRICOS website at http://cricos.education.gov.au/

Please review the ESOS legislative framework at https://www.education.gov.au/esos-framework.
If you have any questions, please contact CAE at studentservices@caemft.com.

Additional information on your visa is available from your Migration Agent but independent
advice is available on the Department of Home Affairs website.

You will be required to show that you meet the selection requirements for any of our courses
that you wish to enrol in. These responsibilities must be maintained after your arrival in
Australia, and it is a requirement that you are aware of these before you sign your enrolment
form.

Visa Requirements

According to the Department of Immigration and Border Protection (DIBP) to be granted a
student visa, you must provide evidence that satisfies the entry requirements applicable to you
and your country of origin. Assessment factors include whether you have enough money, English
proficiency, likely compliance with the conditions of your visa and any other matters considered
relevant to assessing your application.

Visa Conditions for Student Visa (subclass 500)

You must be enrolled in a course of study in Australia

Hold Overseas Student Health Cover (OSHC) or fall under exemption categories
Meet the health and character requirements

Demonstrate you have enough money to support your stay in Australia

Provide a Confirmation of Enrolment (COE) to lodge a valid application
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English Requirements

You must be able to read, write and understand the English language. Evidence of English
proficiency is a requirement for acquiring a student visa and CAE's entry requirements. Please
refer to further details under Academic Requirements.

Change of Address

Upon arriving in Australia, you are required to advise CAE within 7 days of arriving your
residential address. Any subsequent changes to your residential address and telephone number
must also be advised to CAE within 7 days.

It is your responsibility to ensure that you always update your address details at CAE Australia to
ensure you receive important information about your course, fees receipts and any other
important information.

Overseas Student Health Cover (OSHC)

Australia has a very modern and efficient health care system that is subsidised by the Australian
Government. Overseas Student Health Cover (OSHC) is a mandatory health insurance
requirement for international students studying in Australia.

OSHC insurers can provide a range of different OSHC products. These may range from a basic
product which covers only the compulsory minimum services to comprehensive products which
cover, in addition to the compulsory minimum services, extra services as specified under the

policy.

If you are an international student studying in Australia, you must purchase an approved OSHC
policy from a registered health benefits organisation before you arrive in Australia. You will also
need to maintain OSHC throughout your study stay in Australia.

Below is a link to the Australian Government, Department of Health, Disability and Ageing'’s Fact
sheet provide further details on OSHC and includes Insurance companies that can provide
policies. Alternatively, you can search on-line for providers and further information.

Overseas Student Health Cover (OSHCQ) fact sheet | Australian Government Department of
Health, Disability and Ageing

For more information, please visit the Department of Home Affairs website:
https://www.homeaffairs.gov.au

To apply for a visa, the student must declare that they have obtained OSHC for the entire period
of their stay, unless they are exempt from this requirement. Exemptions apply to some Belgian,
Norwegian and Swedish students, who are not required to purchase OSHC.

A student will not be able to continue with their student visa application until they have declared
they have OSHC for the entire period of their stay. Students will have to indicate in their
application the date their OSHC starts and the date it ends. A DOHA visa processing officer may
need to verify that OSHC has been obtained by asking the student for evidence, such as policy
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details. CAE Australia Flight Training. private international students must organise their own
OSHC. CAE will organise OSHC for sponsored airline cadets.

Confirmation of Enrolment (CoE)

Confirmation of Enrolment (CoE) is an official statement issued to international students from
CAE via PRISMS that verifies your enrolment in a course. CoE confirms you have accepted a place
in a course and have paid the required tuition fees and have Overseas Student Health Cover
(OSHC). Your CoE is a required document to be lodged with your student visa application.

CAE will issue you with your Confirmation of Enrolment (CoE) upon receipt of your signed
agreement and payment. The CoE will include the start and end date of your course.

Deferring, Suspending or Cancellation of Enrolment

CAE is obligated to report and maintain any changes to an overseas student’s enrolment in
PRISMS to comply with section 19 of the ESOS Act within set timeframes. Changes may include
any deferrals, suspension, cancellations, changes in course duration, failure to commence their
course by the specified start date.

An enrolment can be deferred, suspended or cancelled by either the student for compassionate
and compelling circumstances or by CAE for breach of visa conditions, failure to pay feeds,
misbehaviour or other conditions listed in the deferral withdrawal policy.

Arrival and Settling In

It's important to plan your arrival in Australia well in advance of your course start date. We
recommend arriving at least one to two weeks early to give yourself ample time to settle in,
adjust to the local environment, and attend your CAE Australia orientation program. If you
encounter any delays and anticipate arriving late, please contact studentservices@caemft.com
immediately to receive guidance on your next steps.

Upon arrival, international students may be required to follow any current quarantine protocols,
so it's essential to stay updated on the latest travel requirements. Ensure you declare all
necessary goods to Australian Customs to avoid penalties. Additionally, setting up an Australian
bank account should be one of your first tasks, as it will simplify managing your finances and
receiving payments.

By preparing in advance, you can start your academic journey smoothly and with confidence.
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Attendance

CAE has adopted the DET system of attendance as per the ESOS National Code Part D, Standard
11.

Students must attend 80 per cent of the scheduled course contact hours. Each week is at least 20
hours of face-to-face training and follows a timetable that is issued prior to enrolment. You
cannot complete our courses by distance education or self-paced learning.

You will be required to attend all scheduled classes, unless you are sick and have a medical
certificate signed by a registered doctor in Australia. If you are absent for more than 3 days, the
CAE Student Services department will contact you to find out where you are and why you are not
attending.

You are required to sign in and out of class: if you do not then you are marked as absent, if you
are late, you may be marked as late or absent depending on the circumstances.

Where a regulatory requirement for a minimum level of attendance exists and a student is in
breach of this requirement, CAE may be required to report this breach to the regulator ASQA. In
such circumstances the student will be notified of the company’s intention, specifying the
reasons to report them for failing to attain minimum attendance requirements prior to
submitting the information to the regulator ASQA. Students will be provided access to CAE's
complaints and appeals process within 20 working days of receiving the notice.

Insufficient attendance without valid reason or a medical certificate may lead to a Student
Intervention Meeting.

DET will only permit CAE to approve leave to students for major illness, accident or other
exceptional compassionate circumstances i.e., death in the family. DET does not accept reasons
such as weddings, pregnancy, and childbirth, cultural and religious activities as acceptable
reasons for leave.

The length of Approved Leave is to be strictly in keeping with the reason for the leave.

Students must apply for Approved Leave in writing and submit supporting documentation i.e., a
medical certificate from a registered medical practitioner, a death certificate and return air
tickets. If leave is requested beyond 2 weeks students will be required to defer their studies for
the duration of the leave and reapply for their visa once their leave is over. CAE Australia will
notify DET via PRISMS

Note that a component of our courses involves night flying and therefore you may be required
to attend outside the usual training hours of 0800 to 2200 hrs.

You may also be required to be at the flying school for more than 8 hours a day to allow for
changeable weather patterns and flying conditions.

As Moorabbin Airport is an outer suburb of Melbourne, if your training finishes after hours, you
will be required to organise safe transport to and from the airfield or will be supported to
arrange access to the nearest public transport stop.
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Dependents

Dependents of persons holding a student visa are required to pay full fees in any school, FTO or
university that they enrol in whilst in Australia.

Working Whilst Studying

Conditions for work limitations are set out in your Visa Grant Notification. Student Visa (subclass
500) may allow to work up to 48 hours per fortnight (14 days) when your course is in session,
after you have started. There may be other state law restrictions. Your course does not include
any work as part of your study. You are here to learn not work.

For up to date information check the Home Affairs website as work conditions are subject to
change. It is recommended students comply with their Visa conditions and consult the
Department of Home Affairs in relation to their Visa conditions.

Please be aware of your Visa conditions in relation to work and do not work breach any
conditions of your Visa. Immigration do conduct checks to ensure you are not breaching your
Visa condition. In addition, whoever employs you for that period has a responsibility under
Australia’s Immigration law and can be charged with serious offences with expensive
repercussions!

International private students

International students who are in Australia when applying for enrolment will be subjected to the
same selection criteria as Australian private student.

International students who are not in Australia when applying for enrolment are not expected to
travel to CAE for selection. The following minimum entry requirements apply to international
students on a student visa:

e Age 18 years or older
e Pre-enrolment assessment of qualifications and prior learning
e English language requirement set by CASA.

CASA sets a minimum standard of general English language proficiency and has nominated IELTS
or TOEFL or TOEIC as the acceptable general English language tests, which are delivered by
independent companies.

Academic Requirements

English Language

English is the language of aviation. As such, we have high expectations that all our students are
very capable of properly and safely communicating in English. This includes being able to read,
write, and understand English very competently.

For admission to any Aviation courses, the English language proficiency must be demonstrated
by achieving the International English Language Testing System (IELTS) of 6.0 (Academic) —
www.ielts.org for further details.
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International applicants must demonstrate English language proficiency by achieving the
following minimum standards. Please note that results must have been achieved within the last
two years. Please contact us should you have any questions about this. Note that evidence of
English proficiency is also a requirement for obtaining a student visa.

e International English Language Testing System (IELTS) Academic minimum requirement
of 6.0 with no band less than 5.5.

In addition to the above requirements, CASA requires an acceptable level of aviation English
language proficiency (ELP) for a student to fly solo and be issued with a licence. Aviation ELP will
be evaluated at the campus at which the student is enrolled. If there is any doubt if a student can
meet the CASA requirement the student should be tested as soon as possible.

For the issue of a CASA Pilot Licence the candidate will need to have a pass in the ICAO Aviation
Language test with a minimum score of 4.0. This test will be conducted during the course of
training.

Academic Performance
As part of your overseas student visa requirements, you must make satisfactory course
progression and performance standards.

The course you are undertaking test both your knowledge and technical skills and can be
assessed in several different ways with all assessment requiring you to attend in person on-site.

If you are not able to show you meet the competencies the course outline and the training
management system (ETA), CAE is obligated to advise the Department of Education.

You can only repeat a unit once and this must be in your own time (if you are repeating a unit,
you do not have to be a full-time student).

If you are shown to be “"not yet competent” after repeating a unit, then we must advise the
Government who will take steps to deport you unless you have a reasonable excuse
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Domestic Students
Pre-Enrolment Engagement & Application Requirements

VET Student Loan (VSL) Academic suitability

As part of the selection process, CAE will collect evidence of academic suitability for VSL. A
student is academically suited to undertake a particular approved course if the following
conditions are met:

a. One of the following requirements is met in relation to the student:

Student provides a copy to CAE of a Senior Secondary Certificate of Education that
has been awarded to the student by an agency or authority of a State or Territory for
the student’s completion of Year 12; or

The student is assessed as displaying competence at or above Exit Level 4 in the
Australian Core Skills Framework in both reading and numeracy using an assessment
tool approved under section 82 of VET Student Rules 2076. and CAE reasonably
believes the student displays that competency.

Student provides a copy to CAE of a certificate at level 4 or above in the Australian
Qualifications Framework; or an overseas qualification that has been assessed by a
Federal, State or Territory government agency which assesses overseas qualifications
(or an organisation contracted by such an agency to undertake such assessments) as
equivalent or comparable to a qualification at level 4 or above in the Australian
Qualifications Framework. The course for the qualification in all cases must have been
delivered in English.

b. The student meets CAE's specific academic entry requirements for the course as
described in Course Entry Requirements of this document.

c. CAE believes on reasonable grounds that the student is academically suited to undertake
the course.
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Domestic & International Students
Pre-Enrolment Engagement & Application Requirements

Unique Student Identifier (USI)

Students undertaking nationally recognised training need to have a USI. A USI gives you access
to your online USI account that contains your nationally recognised training records and results
from 1 January 2025 onwards. You can access your US| account online from a computer, tablet

or smart phone anywhere and anytime. It is free and easy for to create your own USI online, just
follow the link www.usi.gov.au/ and follow instructions.

Please provide a US| on your CAE enrolment form.

Formal Communication with Students

CAE uses email as the primary method of communicating with students and providing them with
information. Written notices under Standard 11.6 of the National Code of Practice for Providers
of Education and Training to Overseas Students 2018 (National Code 2018) will be given by
electronic communication.

Students provide contact details, including address, phone numbers and email address on their
enrolment form, which will be used by all departments for student training and administration.

The following procedures apply:

Student’s responsibility CAE's responsibility

CAE formally checks twice a year if
international students’ contact details are
correct in and updates the student
management system.

CAE receives updates from students of
personal details at all times and updates the
student management system and PRISMS.

Notify CAE immediately of changes of
personal details by email to
studentservices@caemft.com

Check emails very regularly.

When required students must acknowledge
read receipt of emails.

Skills Assessment Test (SAT)

To assist students in assessing if they are likely to succeed in their flying training, CAE conducts a
Skills Assessment Test (SAT). Skills Assessment Testing is a comprehensive assessment process.
The procedure objectively assesses a prospective student's potential by using tools and
methodologies specifically developed and validated to meet commercial aviation needs.

The assessment process covers a computer-based aptitude testing process. Skills Assessment is
specifically designed to allow for wide variations in experience, culture, and background.
Prospective students should be reassured that lack of flying experience will not prejudice their
prospects of success. Hower feedback from some of our successful candidates indicates that
exposure to the industry may assist in understanding Aviation’s' unique terminology.

The ADAPT assessment is completed remotely (online) over 120 -180 minutes via our online
system; this assessment is intended to identify individuals with the required piloting skills and
aptitude to have a better prospect of succeeding during training.
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Interview
Applicants are required to attend an interview with a CAE flight instructor. Interviews may be
either in person or online.

Additional Requirements

CASA Class 1 Medical

All students must have a medical examination conducted by a medical examiner designated by
CASA. All courses at CAE Aviation College require students to have a class 1 medical from the
beginning of their course. For a list of approved CASA designated medical professionals, please
visit the following and select from the options:

https://www.casa.gov.au/licences-and-certificates/aviation-medicals-and-certificates/medical-
certification-process

ARN & ASIC

It is a pre-requisite of enrolment that every student holds an aviation security identity card (ASIC)
and aviation reference number (ARN). Applications may take up to two months to process due to
the time required for the relevant checks to be completed, so complete the following forms and
submit them as soon as you can. The ASIC application will require a letter from the college
stating why you need the ASIC and that will be provided by the enrolments or student
coordinator.

The ASIC form is available here: https://www.asic.net.au/apply

The ARN form is available here: https://www.casa.gov.au/licences-and-certificates/aviation-

reference-numbers/individual-aviation-reference-numbers

Please ensure that you apply for the above in plenty of time as applications may lead to delays in
being allowed to fly. This may result in falling behind in your course, potentially resulting in
being pushed back to the next course intake. As such, it is very much in your interest to get them
as soon as you can.

Inquiries and requests for application forms can be made by contacting us by phone or the link
on our website.

A completed application form is to be submitted along with the below supporting documents:

IELTS Certificate

Full colour scanned copy of current Passport valid for at least 1 year
Colour Passport Photographs x 2

Payment of non-refundable enrolment application fee

Tuition Assurance Protection of Training Program Tuition Fees
CAE Australia Flight Training has tuition assurance in place to ensure students are protected in
case their course of study is no longer available at CAE or CAE ceases to exist.
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Please refer to CAE Australia Flight Training’s Tuition Protection Policy_for processes and
procedures relating to tuition assurance for VSL students, local self-funded students, and
international self-funded students.

Procedures As Replacement Provider
Refer to

Enrolment Processes and Procedures CAE as a Replacement Provider for processes and
procedures for students enrolling at CAE as a replacement provider.

Refer to Error! Reference source not found. section for processes and procedures for students
transferring credit to CAE Australia Flight Training as a replacement provider.

Language Literacy and Numeracy (LLN) Assessment Tool

The approved LLN tool used by CAE Australia Flight Training is LLN Robot is an approved online
skills review tool, it determines an applicant’s reading and numeracy levels within the Australian
Core Skills Framework (ACSF).

The LLN Robot tool identifies current working levels for English and mathematics, as well as
learning style. This gives CAE Australia Flight Training an overview of learning strengths so we
can best support applicants to achieve their learning goals. The LLN Robot tool also identifies
gaps in an applicant’s skills. For each skill gap, there is a learning resource that includes practical
exercises and answers to help find success.

Understanding your own skill and knowledge levels is an important step in commencing a new
course of study. Therefore, we recommend all new students that do not meet the Year 12
selection criteria undertake a LLN Robot assessment before beginning any training.

Students applying for a VET Student Loan (VSL), need to provide evidence that they have the
reading and numeracy skills to successfully complete the course.

Must demonstrate competence at, or above Exit Level 3 (working in Level 4) in the ACSF in both
reading and numeracy.

You can demonstrate your reading and numeracy competence in one the following ways:

e Supply a copy of your Year 12 Certificate of Education that has been awarded to you by
the board of studies of an Australian State or Territory. It does not matter when you
completed high school.

e Supply a copy of an International Baccalaureate Diploma Programme (IB) diploma; or

e Supply a copy of your Australian Qualifications Framework certificate IV or higher
qualification (where the language of instruction is English), or at a level in a framework
that preceded the AQF that is equivalent to level 4 or above in the AQF or;

e Complete a LLN Robot skills review and achieve an Exit Level 3 (working in Level 4).

All CAE Australia Flight Training students applying for a VET Student Loan who are unable to
provide a copy of an Australian Year 12 Certificate of Education, International Baccalaureate
Diploma Programme (IB) diploma, AQF Level IV or higher qualification (achieved in an English-
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language learning environment) or at a level in a framework that preceded the AQF that is
equivalent to level 4 or above in the AQF, must complete a LLN Robot skills review.

LLN RE-ASSESSMENT

If the candidate does not achieve the benchmark Exit Level 3 (working in Level 4) for both
reading and numeracy, see below:

ACSF Level (Working At) LTF Comment

No score returned Not Eligible — Re-sit after 3 months
Level 1 Not Eligible — Re-sit after 3 months
Level 2 Not Eligible — Re-sit after 2 weeks
Level 3 Borderline — Offer re-sit

Level 4 Eligible

Level 5 Eligible

Course Entry Requirements
AVI50222

e be at least 18 years of age by the date you intend to complete the course — evidenced by
an official birth certificate or passport

e have an Aviation Reference Number (ARN)

e be able to hold an Australian Security Identification Card (ASIC)

e be able to hold a CASA Class 1 Medical Certificate

e undertake the online Pilot Aptitude Assessment Test (PAAT)

e have the academic ability to undertake the course, evidenced by ONE OF the following:

o aYear 12/ senior-secondary school certificate that verifies your attainment of a senior-
secondary qualification, and a transcript of your subject results (note: your results must
confirm your literacy / English and numeracy/maths abilities to at least the minimum
levels required for the attainment of the senior-secondary qualification in your
state/territory) OR

o an Australian Qualifications Framework Certificate IV or higher qualification (where the
language of instruction is English) — evidenced by a Testamur (certificate or diploma) and
a Record of Results OR

o you are prepared to demonstrate your competence in both reading and numeracy
through an approved Language, Literacy and Numeracy test which we provide for you

For international students holding a valid visa:

o prove your identity with a current and valid passport
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prove your academic ability to undertake this course with a senior-secondary school
certificate or a high school certificate, and a transcript of your subject results

have achieved a minimum individual score of 5.5 in an International English Language
Testing System (IELTS), test, or equivalent

AVI50519

Domestic students

a current Commercial Pilot Licence (CPL) with 50+ hours solo cross-country time;
OR a current Private Pilot Licence (PPL) with 50+ hours solo cross-country time.

be at least 18 years of age by the date you intend to complete the course — evidenced by
an official birth certificate; and

have the academic ability to undertake the course, evidenced by ONE OF the following:

a Year 12 / senior-secondary school certificate that verifies your attainment of a senior-
secondary qualification, and a transcript of your subject results (note: your results must
confirm your literacy / English and numeracy / maths abilities to at least the minimum
levels required for attainment of the senior-secondary qualification in your state/territory)

OR an Australian Qualifications Framework Certificate IV or higher qualification (where
the language of instruction is English) — evidenced by a Testamur (certificate or diploma)
and a Record of Results

OR you are prepared to demonstrate your competence in both reading and numeracy
through an approved Language, Literacy and Numeracy test which we provide for you

have a valid Unique Student Identifier issued by the Australian Government.

Overseas students

To apply for this course as an overseas student (and then apply for a Student Visa) you must:

be at least 18 years of age by the date you intend to arrive in Australia to start the course
— evidenced by an official birth certificate

prove your identity with a current and valid passport

prove your academic ability to undertake this course with a senior-secondary school
certificate or a high school certificate, and a transcript of your subject results

have achieved a minimum individual score of 6.0 in an International English Language
Testing System (IELTS), test, or equivalent.

hold either:
a current Commercial Pilot Licence (CPL) with 50+ hours solo cross-country time;

OR a current Private Pilot Licence (PPL) with 50+ hours solo cross-country time.
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Enrolment - Domestic Students

The CAE enrolment process strives to provide equal and fair treatment to all students seeking to
enrol in a CAE Training Program. The final selection of students for a Training Program will be
based on CAE selection criteria which at its forefront, has the best interests of the student in
mind as a career in aviation is not to be taken lightly and requires significant commitment.

Students must be formally enrolled in a Training Program before the scheduled start day of the
Training Program. At CAE, enrolment is considered complete when a student has:

Been found academically suited to a Training Program via the pre-enrolment selection
process and successfully met the additional enrolment requirements including the pilot
aptitude assessment.

Provided CAE with personal and other information via a signed and dated Enrolment
Form.

Provided CAE with evidence of English Language, Aviation Medical, ARN and Aviation
Security Identity Card (ASIC).

Completed the application process for Recognition of Prior Learning (RPL), if applicable,
and accepted the outcome of CAE RPL assessment.

Willingly and knowingly agree to the declarations on the CAE Enrolment form.

CAE will enter into a written Training Services Agreement (TSA) with the student, signed or
otherwise accepted by that student, concurrently with or prior to accepting course money from
the student. The agreement will:

Identify the Training Services that will be provided to the student. These Training Services
will consist of a program of training that may include a Ground Program, a Flying
Program or both.

Outline any conditions that apply to the student’s enrolment.

Outline the fees payable by the student to enable them to access the Training Services
Provide information in relation to how the fees are to be paid, and processes associated
with the refund of fees.

Outline CAE’s obligations to the student, as well as the student’s obligations to CAE.
Advise the student of his or her obligation to notify the company of a change of address
while enrolled in the course.

Set out the circumstances in which personal information about the student may be
shared between the registered provider and the Education regulator and designated
authorities.

Outline the process associated with withdrawal or termination from a course or program,
and

Advise of the availability of the Complaints and Appeals Policy.
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Enrolment - International Students
International student entry procedures:

Student's responsibility CAE's responsibility
e Complete CAE's electronic enrolment e Respond to student enquiry by
form when the link is received from an providing compliant marketing
CAE staff member. information and a link to CAE's
e Attach the following evidence: electronic enrolment form.
o Proof of English language proficiency e Assessment of student application
(IELTS 5.5 or equivalent) and support documents.
o Australian senior secondary English e Provide an offer of training via a
result (if applicable) training agreement.
o Proof of ID o Accepts signed training agreement.
o Student accepts the training agreement e Accept tuition fee deposit.
by signing and returning the form via e Issue CoE via PRISMS.
email e Continue to correspond with student
e Student pays a tuition fee deposit and compile all documents needed
o After CAE issues a CoF, the student for enrolment. File all documents in
applies for a student visa, which VETtrak Student Records.
includes arrangement for private health o After student visa has been issued,
cover in Australia and international forward student induction
medical certificate. information.
e Student applies for a CASA ARN and
completes CASA medical.

Airline sponsored/aligned students.

CAE Australia Flight Training assists airline customers as agreed with pre-course selection, but the
final decision rests with the airline. Certain information and documentation are provided by
airlines on students’ behalf. Students need to provide CAE with enrolment information including a
USI prior to the course start date via VETtrak's electronic enrolment.

Enrolment process
Students must be formally enrolled in a course of study before the course start day. Enrolment is

complete when a person has:

Been found academically suited to a course via the pre-enrolment selection program.
Provided CAE with personal and other information via a signed and dated electronic
enrolment form. A link to the enrolment form will be provided to students by CAE.
Provided CAE with documented evidence as stated on the enrolment form for the
collection and verification of information for VSL/student visa purposes.

CAE Australia Flight Training completed the application process for recognised prior
learning, if applicable, and accepted the outcome of CAE’s assessment.

Indicated a decision to commit to a course of study by signing an agreement or training
contract.
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o Submitted an eCAF for VSL before the first census date on the schedule of fees (if
applicable).

Enrolment Processes and Procedures with CAE as a Replacement Provider
Tuition assurance refers to the protections and assistance available to support VSL students if
their approved provider stops offering their course, or closes.

The following enrolment process applies to displaced students enrolling at CAE Australia Flight
Training under guidance of the Department of Employment and Workplace Relations (the
Department) with the assistance of a third-party tuition assurance administrator:

a. When contacted by the tuition assurance administrator, CAE will determine if it can
reasonably offer place on an equivalent course to affected students.

b. CAE will respond to the tuition assurance administrator’s request for student placement
with accurate information in the best interest of the students.

C. CAE will enrol a displaced student in a similar, eligible VET course that leads to the same
or a comparable VET qualification.

d. CAE will follow its processes for recognition of prior learning and course credit. Refer to
Recognition of Prior Learning section of this document.

e. For any units of study, a student has successfully completed with their first provider, CAE

will ensure the student receives full credit towards the same or comparable VET
qualification or as much credit as possible towards the same or comparable VET
qualification, if the Secretary agrees that the first course was of such a specialised nature
that full credit transfer cannot be arranged.

f. Recognition of prior learning is a process of assessing competency. After completing the
RPL assessment process, CAE will advise the student of any additional tuition fees required
(including any ‘gap’ fee amounts, in excess of the approved course cap (for those
requiring access to a VET Student Loan).

g. CAE will ensure a student is taught-out at no additional cost for any replacement unit (or
part of a replacement unit) if the student has already incurred a debt for that unit.
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Recognition of Prior Learning Policy

Recognition of Prior Learning (RPL) provides a pathway for students to have their existing
competencies formally recognised, regardless of whether these were acquired through formal
qualifications, work experience, or other non-formal/informal learning. This ensures fair access,
acknowledges diverse learning experiences, and promotes equity in education.

Recognition of Prior Learning (RPL) is an assessment process which determines the credit
outcomes of an individual application.

The availability of Recognition of Prior Learning (RPL) provides all potential learners with access
to credit opportunities.

During the Pre-Enrolment Engagement process, all prospective students are informed of their
RPL and Credit Transfer options, including eligibility criteria, evidence requirements, and the
application process. This ensures students can make informed decisions prior to enrolment.

CAE Australia Flight Training is committed to:

e Offering Recognition of Prior Learning (RPL) to all current and prospective students.

e Conducting all Recognition of Prior Learning (RPL) assessments in accordance with the
Principles of Assessment (fairness, flexibility, validity, and reliability) and Rules of Evidence
(validity, sufficiency, authenticity, and currency).

e Ensuring all assessments meet VET competency standards, regardless of the assessment
method.

e Supporting students by adopting flexible evidence-gathering processes to ensure
accessibility and equity.

CAE Australia Flight Training offers recognition of prior learning to individual learners and
supports students who request RPL. This policy applies to CAE Australia Flight Training's students
and staff.

Information about RPL and Credit Transfer is made available to all students prior to enrolment
through the CAE Australia Flight Training website, student handbook, and course brochures. This
ensures accessibility and transparency in accordance with the Standards for RTOs 2025 and the
ESOS National Code 2018.

CAE Australia Flight Training has Recognition of Prior Learning (RPL) Policy and Procedures,
together with the Credit Transfer Policy and Procedures, for assessing and recording recognition
of prior learning (RPL) and granting and recording course credit.

The Recognition of Prior Learning (RPL) process requires the applicant to provide current, quality
evidence of their competency against the relevant unit of competency. This process may be
directed by the applicant and verified by the assessor. Where the outcome of this process
indicates that the applicant is competent, structured training is not required.

Applicants are encouraged to apply for RPL prior to or immediately after formal enrolment but
prior to the facilitated delivery of units to ensure that they do not miss any classroom
opportunities offered should they be unsuccessful in the RPL process.
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The decision to assess prior learning or grant course credit must preserve the integrity of the
award to which it applies and comply with requirements of the underpinning educational
framework of the course.

CAE Australia Flight Training is not obliged to issue qualifications or statements of attainment
obtained wholly through recognition of units/modules where the training has been completed
elsewhere.

Applicants for RPL will need to complete the Application for Recognition of Prior Learning Form
that is available from Student Services.

The Head of Training is responsible for the implementation of the policy and procedures and to
ensure that staff and students are aware of its application and implement its requirements.

The policy also distinguishes Credit Transfer as a separate but related process that recognises
prior studies successfully completed.

Credit Transfer

CAE Australia Flight Training accepts and provides credit to learners for units of competency
and/or modules (unless licensing or regulatory requirements prevent this) where these are
evidenced by:

e AQF certification documentation issued by any other RTO or

e AQF authorised issuing organisation; or authenticated VET transcripts issued by the
Registrar.
Recognition of Prior Learning and credit recognition for all AVI Units of competency and/or
modules shall be subject to Civil Aviation Safety Regulation 61.385 General Competency Rule.
This regulation is the cornerstone of safe aviation operations and will apply when considering
RPL or Credit Transfer.

The CASR 61.385 regulation, Limitations on exercise of privileges of pilot competencies—
general competency requirement shall apply when considering Credit transfer and recognition
of prior learning.

The following CASR regulation shall apply when considering Credit transfer and Recognition of
Prior Learning.

CASR 61.385 Limitations on exercise of privileges of pilot competencies—general
competency requirement

The holder of a pilot licence, or (AVI Unit of Competency) is authorised to exercise the privileges of
the licence, or competency in an aircraft only if the holder is competent in operating the aircraft to
the standards mentioned in the Part 61 Manual of Standards for the class or type to which the
aircraft belongs, including in all the following areas:

(a) operating the aircraft’s navigation and operating systems

(b) conducting all normal, abnormal, and emergency flight procedures for the aircraft
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(c) applying operating limitations
(d) weight and balance requirements

(e) applying aircraft performance data, including take-off and landing performance data, for
the aircraft

(TA)  Sub regulation (1B) applies if the holder of a pilot licence also holds an operational rating
or endorsement.

(1B)  The holder is authorised to exercise the privileges of his or her pilot licence in an activity in
an aircraft under the rating or endorsement only if the holder is competent in operating the
aircraft in the activity to the standards mentioned in the Part 61 Manual of Standards (if
any) for:

(a) the class or type to which the aircraft belongs; and
(b) the activity.

As there are significant differences in training aircrafts, differences in airspace, and training
environments, students requesting credit recognition may be subject to this regulation.

If this is the case, applicants can expect to complete the regulatory required additional
"differences” training before credit recognition for some units of competency. This CASA
regulation (61.385) and the subsequent requirement for differences training shall also apply
when considering applications for Recognition of Prior Learning.

Student'’s responsibility CAE's responsibility
e Complete CAE's electronic RPL e Assessing the RPL information
application form and attached contained in the enrolment form
evidence of prior experience. before the course start date in
e Provide authorisation for CAE to accordance with the RPL and Credit
request training records from your Transfer Policy.
previous provider via the electronic ¢ Inform the student in writing
RPL application form. regarding the outcome of their
e Support documents should include: application for RPL, stating reasons for
o Copies of full qualifications or approval or refusal.
statement of attainment from your e If deemed necessary, CAE Australia
previous training provider, including Flight Training may require a student
academic transcripts. to sit an internal theory exam or
o Copy of logbook, flight crew complete a flight assessment as part
examination result advice (KDR) and of the RPL process.
flight crew licence. e Record RPL or Licence or AVI Unit
o Full resume and detailed information Credit information in the student’s
about previous non-academic training contract or agreement.
experience, if applicable to the e If RPL or course credit leads to a
course of study. reduction in course duration, CAE
e Accept the outcome of CAE Australia Australia Flight Training will report the
Flight Training's assessment of their

Page 36 of 113



CAE

CAE Australia Flight Training
Student Handbook

application for RPL by replying to the
email with offer of training with RPL.

e If a student has reason to believe the
outcome of their application for RPL is
incorrect or have been unfairly
assessed by CAE, they have a right to
appeal the decision through CAE's
complaints and appeals process.

change through PRISMS for overseas
students.

Request the student's training records
from their previous flying school as
required under CASR Part 142.360.
Keep evidence of RPL or CASA Licence
or AVI Unit Credit granted, including
all correspondence and support
documents on the student’s electronic
file in Student Records (VETtrak)
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Cancellation, Deferment, Withdrawal or Termination of

Enrolment

Students can face challenges with their studies or personal circumstances, but there may be
solutions other than cancelling your enrolment. If you are thinking of withdrawing from course,
please contact to one of the following staff members for advice:

e Your training manager
e Director of Operations and Training
e Student Liaison Coordinator

Definitions:
Deferment/Suspension: Postpone the start date of a course or part of a course after enrolment
has been completed, or temporary leave from study. A return date is needed.

Withdraw: Decision by the student to cancel their enrolment, without the intention of returning
to complete the course.

Withdrawal Policy

CAE Australia Flight Training is committed to ensure quality and accountability in the
management of student enrolment and that no financial, administrative or other barriers would
prevent entitled students enrolled in a VET course of study from withdrawing before or on a
census date. Student may cancel their enrolment from a VET unit of study by withdrawing on or
before the census date, in which case the student:

e Will not incur a VETSL debt for that unit of study.

e  Will receive a refund for any up-front tuition fee payment on or before the census date
for the specified unit of study from which they are withdrawing.

e Will not be charged an additional penalty or fee to allow them to withdraw from a VET
unit of study.

Pre-Enrolment Access to Policy

CAE Australia Flight Training Student Withdrawal Policy is issued to all prospective students
during the pre-enrolment stage and is also discussed during orientation to ensure students are
aware of their rights, responsibilities, and available support.

Deferring or Suspending an Enrolment

Students who have completed the enrolment process but are unable to start the course at the
agreed date can apply directly to studentservices@caemft.com to defer or temporarily suspend
their studies, including granting a leave of absence, in certain limited circumstances.
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Maximum deferment/suspension period

Students will be allowed to defer or suspend their training only once during a course of training
and for a maximum period of six months. Students who do not return to full time training within
the 6-month period will be required to go through a recognition of prior learning assessment
process before continuing their studies.

If deferment is initiated by personal choice, you may be subject to revised fees as per the
schedule of fees applicable at the time of continuing your training.

The following procedures apply to Australian students who have started their training and then
decided to either withdraw from study or have a break in training.

Student'’s responsibility CAE Australia Flight Training's responsibility

e Inform Student Liaison Coordinator | e Student Liaison Coordinator (or person receiving
of your decision to cancel/ defer/ the withdrawal/deferment notification) to complete
suspend your enrolment by: request. The Student Liaison Coordinator will

o Email inform the Program Manager by email.

o Submit completed Deferral e Suspension/deferment of enrolment of a VSL
/Withdrawal form, available on students will be managed as follows:
the website. o CAE Australia Flight Training updates status in

e Student completes the departure VETtrak to enable student to indicate a
process. deferred status.

e To re-enrol, notify your training o CAE Australia Flight Training notes return date
manager in writing or by email. (as per withdrawal from) in VETtrak.

e Student responds to progression o CAE Australia Flight Training follows up with
email from the Department to student close to return date and activates
indicate either deferment or active progression to enable student to indicate
status. ‘active’ status.

o CAE Australia Flight Training ensures students who
decide to withdraw/suspend are not enrolled in the
specified VET unit of study or subsequent units of
study from the time of notification.

o CAE Australia Flight Training arranges an exit
interview for a student who has withdrawn, with an
appropriate staff member.

o CAE Australia Flight Training refunds any upfront
tuition fees for the specified unit of study.

o CAE allows students to re-enrol in a unit of study on
written notification.
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Suspension or cancellation procedure initiated by CAE Australia Flight Training
Suspension or cancellation of a course of study may occur in the following circumstances:

CAE may decide to suspend or cancel a student’s enrolment due to misconduct,
insufficient course progress, overdue course payments/fees and/or a student becoming
disengaged with their training program.

Refer to Section on ‘Attendance and performance monitoring’ for an explanation and
guidelines of performance monitoring.

CAE Australia Flight Training Section on ‘Misconduct’ gives further detail on what CAE
considers unacceptable behaviour and how it will be handled.

‘Disengagement’ refers to a student that has not actively participated in a training activity
listed in 'Student engagement with their training’, other than during periods of approved
leave or breaks.

If a decision is made to close a student’s enrolment, CAE Australia Flight Training will
refund/re-credit tuition fees received from a student for the portion of training that was
not delivered.

In the case of VSL students, if CAE initiates the cancellation of enrolment after a census
date, CAE will re-credit tuition fees for all training that was not delivered.

In the case of airline students, an airline may suspend or terminate (cancel) an airline
student’s sponsorship or enrolment due to the airline’s progress or performance
requirements not being met.

The cancellation of a student’s enrolment will take final effect only after any grievance
procedures initiated by the student have been completed. The process is described
below.

The following processes and procedures apply:

The Student Liaison Coordinator will compile a letter of intent to suspend/cancel
enrolment stating a summary of the intervention process and all reasons of concern.
The letter will include a date when enrolment will be closed, to give students at least 28
days to initiate grievance procedures before the cancellation takes final effect. Refer to
Complaints and Appeals Policy for processes and procedures.

The letter of intent to suspend/cancel enrolment will be signed by the Head of
Operations and retained electronically in Student Records. The scanned letter will be
emailed to the student by the Student Liaison Coordinator with a delivery and read
receipt.

The original letter will be mailed to the student’s permanent home address, with
registered mail and request for signature, if deemed necessary.

The close of enrolment date will be recorded in the Student Liaisons Coordinator Outlook
calendar as a prompt for action.

If a student does not appeal the decision in the 28-day period, the Student Liaison
Coordinator will send a final close of enrolment letter by email to the student on the
planned day of close of enrolment to notify them that their enrolment has been closed,
with delivery and read receipt.
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e If the student appeals the decision to terminate, the procedures outlined in the CAE
Australia Flight Training’s Complaints and Appeals Policy will be followed.

e The Student Liaison Coordinator will communicate the decision to all relevant staff for
action and request a financial close out.

e CAE Australia Flight Training will notify the student by email of the amount of tuition fees
that will be refunded or invoiced to their account, whichever is applicable.

e All emails, letters and support plans shall be clearly labelled and filed in Student Records
for easy access and secure recordkeeping.

International Students
Please refer to ESOS Legislative Framework for regulation for international student visa holders
at https://internationaleducation.gov.au

This procedure refers to cases where:

e Students request to either defer their course of study start date or apply to suspend or
cancel their enrolment after starting their studies. To defer or suspend enrolment means to
temporarily put studies on hold.

e CAE initiates the deferral of a course start date or the suspension or cancellation of a
student’s enrolment due to misconduct or lack of sufficient course progress.

Both cases may affect a student’s Confirmation of Enrolment (CokE). Providers do this by notifying
the Department of Education, through Provider Registration and International Student
Management System (PRISMS) of the deferment, suspension, or cancellation of enrolment.

Deferment, suspension, or cancellation initiated by the student.
Sponsored airline students’ visa applications, course start dates and termination are managed
between CAE and the airline.

Private international students must understand that a request to defer, suspend or cancel their
enrolment may affect their student visa. Students may only request a temporary deferment or
suspension of their enrolment on one of the following conditions:

e Unavailability of the course
e Delay in the visa process.
e Compassionate or compelling circumstances, including but not limited to:
o Serious illness or injury
o Bereavement of close family members
o Major political upheaval or natural disaster
o Traumatic experience.
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The following procedures apply:

Student’s responsibility CAE Australia Flight Training's responsibility

e Email or hand the application to your | e Assess the application and inform the
current Program Manager. student in writing if their application has
been approved or refused, including
reasons for the decision.

e Communicate the decision to the
Department of Education, through
PRISMS.

The information in PRISMS will be electronically transferred to Department of Home Affairs
(DOHA). DOHA will consider all the information available and if they decide to consider
cancellation, DOHA will send a Notice of Intention to Consider Cancellation (NOICC) prior to a
decision being made to cancel the student’s visa.

Students will be given an opportunity to respond to the NOICC and explain their situation. The
student does not need to contact DOHA.

A student’s application to defer, suspend or cancel their enrolment with CAE Australia Flight
Training will result in three different outcomes for the student’s Cok:

e CAE Australia Flight Training notifies the Department of Education through PRISMS that it
is deferring or suspending a student’s enrolment for a period without affecting the
end date of the CoE. In this case there is no change to the CoE or the student’s
enrolment status on PRISMS i.e. the student’s CoE status will still be listed as ‘studying’.
However, the notice of deferment or suspension will be recorded in PRISMS and sent on
to the Department of Home Affairs (DOHA). This information will be kept for future
reference.

e CAE Australia Flight Training notifies the Department of Education through PRISMS that it
is deferring or suspending a student’s enrolment for a period which will affect the end
date of the CoE. In such situations, PRISMS will cancel the original CoE, and immediately
offer the provider the opportunity to create a new CoE with a more appropriate end date. If
the provider does not know when the student will return, it can choose not to create a
new CoE at that point, but to wait until the student has notified the provider of the
intended date of return before creating the new CoE.

e The provider notifies the Department of Education through PRISMS that it wishes to
permanently cancel (terminate) the student’s enrolment. Once this process is complete,
the student’s CoE status will be listed as ‘cancelled'.

Deferment, suspension, or cancellation initiated by CAE Australia Flight Training
CAE Australia Flight Training may need to defer a student'’s course start date or cancel a course
due to:

Insufficient student numbers or insufficient resources to deliver the course.

Page 42 of 113


http://www.aei.gov.au/AEI/ESOS/NationalCodeOfPractice2007/Definitions.htm#coe

\ E CAE Australia Flight Training
r Student Handbook

CAE Australia Flight Training’s responsibility in this case will be to:

¢ Inform the student in writing about the postponement or cancellation of a course before
the student arrives in Australia, stating the reasons for the decision.

e Refund all upfront payments to the student.

e Communicate the decision to the Department of Education, through PRISMS.

The same cancellation and suspension procedures apply to overseas students on a student visa
who are responsible for their own funding.

Additional processes and procedures applicable to student visa holders are:

e CAE will inform the Department of Education and Training through PRISIMS of
cancellation of enrolment after 20 working days of sending the student a letter of intent
to close enrolment (observing all CAE appeals and grievance procedures and timelines).

e DOHA will consider all the information available and if they decide to consider
cancellation, DOHA will send a Notice of Intention to Consider Cancellation (NOICC) to a
student prior to a decision being made to cancel the student'’s visa.

e Students will be given an opportunity to respond to the NOICC and explain their
situation. The student does not need to attend a DOHA office.

Deferment, suspension, or cancellation initiated by CAE (airline students)

The progress and performance criteria for an airline student is dictated by the sponsoring airline,
and students are monitored in consultation with the airline’s representatives and student
mentors. Airline students will complete an induction that clearly identifies the expectations and
progress requirements of their airline.

The ground school and flying student support processes will apply to airline students; however,
an airline may have differing limitations, and requirements for successful continuation of training.

An airline student may have their airline sponsorship or enrolment deferred, suspended, or
terminated (cancelled) by their airline if they do not meet the airline’s, performance or
progression requirements.

If this occurs, CAE Australia Flight Training's responsibility in this case will be to:

¢ Inform the student in writing about the deferment, suspension, or termination
(cancellation) of training as directed by their airline.

e Refund all upfront payments to the student (if applicable).

e Communicate the decision to the Department of Education, through PRISMS.

The same cancellation and suspension procedures apply to overseas students on a student visa
who are responsible for their own funding.

Additional processes and procedures applicable to student visa holders are:

e CAE will inform the Department of Education and Training through PRISIMS of
cancellation of enrolment after 20 working days of sending the student a letter of intent
to close enrolment (observing all CAE appeals and grievance procedures and timelines).
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e DOHA will consider all the information available and if they decide to consider
cancellation, DOHA will send a Notice of Intention to Consider Cancellation (NOICC) to a
student prior to a decision being made to cancel the student’s visa.

e Students will be given an opportunity to respond to the NOICC and explain their
situation. The student does not need to attend a DOHA office.

Student Transfer Procedures

These procedures apply to overseas students on a student visa who want to transfer from one
training provider to another. Local students wanting to transfer to or from training providers
should follow the CAE Australia Flight Training’s withdrawal procedures.

Procedures for accepting a transferring student.

CAE Australia Flight Training will not knowingly enrol students from another provider before they
have completed six months of their principal course of study, except in the following
circumstances:

e The original registered provider has ceased to be registered or the course in which the
student is enrolled has ceased to be registered.

e The original registered provider has provided a written letter of release.

e The original registered provider has had a sanction imposed on its registration by the
Australian government or state or territory government that prevents the student from
continuing his or her principal course.

¢ Any government sponsor of the student considers the change to be in the student’s best
interest and has provided written support for that change.

The six months restriction applies to any prerequisite courses in a package of courses, as well as
the first six months of the principal course. After the first six months of the principal course no
restrictions apply.

The following procedures apply:

Student’s responsibility CAE's responsibility

e Student follows CAE's student entry o CAE will assess the enrolment application and
procedures by submitting an refers to PRISMS to determine if the student
enrolment application to CAE with has truthfully disclosed their current enrolment
authentic information about their status.
current enrolment status. o CAE will inform the student in writing within

e The student provides a letter of release two weeks if their application has been
from the provider of the course the approved or refused, including reasons for the
student wants to transfer from. If the decision.
transfer will affect the start dates of o CAE will issue a letter of offer of enrolment to
any subsequent courses covered by the student if the application is successful.
the visa, the student needs to obtain o CAE will accept the student’s letter of release
letters of release for those courses. from the other provider and proceed with the

student entry procedure.
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Procedure for transferring to another provider.
The student’s decision to transfer is considered student ‘default’ because they are defaulting on
their enrolment. CAE's student withdrawal and refund procedures will apply.

The six months restriction applies to any prerequisite courses in a package of courses, as well as
the first six months of the principal course. After the first six months of the principal course no
restrictions apply, and students can cancel their enrolment via the withdrawal procedure.

Students wanting to cancel their enrolment with CAE to continue their studies with another
training provider before completing six months of study in a primary course must follow the
process below:

Student’s responsibility CAE's responsibility

o Complete Application for Letter of e Student Liaison Coordinator will consider the

Release and submit to Student
Services their with all the required
support documentation, including
a valid enrolment offer from the
receiving provider and details
about the student’s circumstances
and reasons for the transfer.
Students have the right to appeal

request within two weeks of the application, during
which an interview with the student will be
arranged.

o Within two weeks of the interview CAE will inform
the student in writing if the application has been
approved or refused, stating reasons for the
decision.

o If the application is approved, CAE will, at no cost to

a decision by CAE to refuse the the student:

issue of a letter of release via the o Give the student a letter of release.
complaints, appeals and grievance o Communicate the student’s course variation to
process. the Department of Education via PRISMS.

o Inform Department of Home Affairs (DOHA) via
‘Student left Provider’ criteria.

o Advise the student to either contact the local
DOHA office, call 131 881 or visit
www.immi.gov.au to ask assistance with student
visa issues.

e If the application has been refused, CAE will inform
the student that they have the right to appeal the
decision via the complaints, appeals and grievance
process.

Page 45 of 113


http://www.immi.gov.au/

CAE Australia Flight Training
Student Handbook

CAE

Cancellation of Enrolment

In certain circumstances CAE may find it necessary to cancel a student’s enrolment. In such
circumstances CAE will inform the student of its intention to suspend or cancel the student’s
enrolment where the suspension or cancellation is not initiated by the student and notify the
student that they have 20 working days to access CAE's internal Complaints and Appeals process.
If the student accesses CAE's internal complaints and appeals process, the suspension or
cancellation of the student’s enrolment will not take effect until the internal process is
completed, unless extenuating circumstances relating to the welfare of the student apply.

Cancellation refers to withdrawal of enrolment PRIOR to commencement on the course.

Enrolment Fee

A cancellation may be initiated by the
student or CAE including:
Cancellation of the Course by CAE
after course commencement

Cancellation of the course by CAE
prior to commencement

Cancellation notice in writing by
student and received by CAE 4 weeks
prior to course commencement

Cancellation notice in writing by
student and received by CAE less than
4 weeks prior to course
commencement

Student visa application refused prior
to commencement of course

Student visa application refused for
current student

Cancellation of visa after course has
commenced

Not refundable and not transferable in any
circumstances unless the course is cancelled by CAE

Refund of unexpended tuition fee. Student is liable
for all course fees incurred up to the date of
cancellation. Student is liable for all accommodation
fees (if applicable) up to the date of exit from the
accommodation.

Full refund of books, equipment, uniform fees and
any tuition fees paid.

Full refund of books and equipment fees paid. Full
refund of uniform fees paid (except tailor made
items) and unexpended tuition fees.

Full refund of books and equipment fees paid. Full
refund of uniform fees paid (except tailor made
items). Refund of unexpended tuition fee minus
enrolment fee charge.

Full refund of books and equipment fees paid. Full
refund of uniform fees paid (except tailor made
items). Refund of unexpended tuition fee.

No refund of books, equipment or uniform fees
paid. Refund of unexpended tuition fee. Student is
liable for all course fees incurred up to the date of
cancellation. Student is liable for all accommodation
fees (if applicable) up to the date of exit from the
accommodation.

No refund of books, equipment or uniform fees.
Refund of unexpended tuition fee. Student is liable
for all course fees incurred up to the date of
cancellation. Student is liable for all accommodation
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fees (if applicable) up to the date of exit from the
accommodation.

Withdrawal

Withdrawal refers to the termination or change of enrolment AFTER commencement on the
course.

A transfer to another course AFTER the No refund of books and equipment or uniform fees.

initial course has commenced will Refund of unexpended tuition fee.

require the student to Withdraw from

the initial course.

Withdrawal notice in writing from

student and received by CAE after The student is liable for all accommodation fees (if

course commencement. applicable) up to the date of exit from the
accommodation.

The student is liable for all course fees incurred up
to the date of cancellation.

Changes to courses, availability and commencement dates:

Any offer for a course made six months (or more) in advance of the commencement date is
subject to change. Some courses have limited places and your acceptance in such courses is
subject to availability.

Please note: You may be required to return home if the gap between your current course and
your next future course exceeds the maximum non-study period allowed on your student visa.
Under your student visa condition, you are not allowed to remain in Australia without
studying/being enrolled in a course.

Releasing / Transferring Departing Students

It is the company policy to release any student requesting a transfer to another training provider
prior to six months completion of their course, providing that the student has:

e Provided a written request to transfer
e Supplied the company with a valid Letter of Offer from another training provider

Should a request for transfer be authorised, a Letter of Release will be issued at no cost to the
student.

Transfer between registered providers

Registered providers assess requests from students for a transfer between registered providers
prior to the student completing six months of his or her principal course of study in accordance
with their documented procedures. The receiving registered provider must not knowingly enrol
the student wishing to transfer from another registered provider's course prior to the student
completing six months of his or her principal course of study except where:

Page 47 of 113



\ E CAE Australia Flight Training
r Student Handbook

e the original registered provider has ceased to be registered or the course in which the
student is enrolled has ceased to be registered

e the original registered provider has provided a written letter of release

e the original registered provider has had a sanction imposed on its registration by the
Australian Government or state or territory government that prevents the student from
continuing his or her principal course; or

e any government sponsor of the student considers the change to be in the student’s best
interest and has provided written support for that change.

The registered provider must have and implement its documented student transfer request
assessment policy and procedure, which is available to staff and students. The policy must

specify:

e the circumstances in which a transfer will be granted

e the circumstances the registered provider considers as providing reasonable grounds for
refusing the student’s request, including when a transfer can be considered detrimental
to the student; and

e areasonable timeframe for assessing and replying to the student’s transfer request
having regard to the restricted period.

The registered provider must grant a letter of release only where the student has:

e been provided with submitted letter of offer from receiving registered provider a letter
from another registered provider confirming that a valid enrolment offer has been made;
and

e where the student is under 18

e the registered provider has written confirmation that the student’s parent or legal
guardian supports the transfer; and

e where the student is not being cared for in Australia by a parent or suitable nominated
relative, the valid enrolment offer also confirms that the receiving registered provider will
accept that responsibility for approving the student’'s accommodation, support and
general welfare arrangements as per Standard 5 (younger students).

A letter of release, if granted, must be issued at no cost to the student and must advise the
student of the need to contact DHA to seek advice on whether a new visa is required. Where the
registered provider does not grant a letter of release, the student must be provided with written
reasons for refusing the request and must be informed of his or her right to appeal the
registered provider's decision in accordance with Standard 6 (Complaints and Appeals). The
registered provider must maintain records of all requests from students for a letter of release
and the assessment of and decision regarding, the request on the student’s file.

Accepting Transferring Students

CAE will accept a student who holds a letter of release and provide a letter of offer within 10
days of initial contact if:

e The original registered provider has ceased to be registered or the course in which the
student is enrolled has ceased to be registered,
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e The original registered provider has provided a written letter of release, NOTE: A letter of
release can only be issued once CAE has issued a letter of offer to the intending student.

e The original registered provider has had a sanction imposed on its registration by the
Australian Government or state or territory government that prevents the student from
continuing his or her course or,

e Any government sponsor of the student considers the change to be in the student'’s best
interest and has provided written support for that change.

CAE will reject a student application if:

e The complaints process has not been completed and appeals process has not been
commenced

e When there are personality issues between an instructor and the student or between
students that may be resolved by mediation

e Unacceptable physical or verbal aggression

e When there are outstanding fees due for education training already received

e Breaking of any common law (in which case the visa shall be terminated)

e Other exceptional circumstances

The basis for acceptance is recorded on the enrolment form for transferring student and on the
student induction training record. This is to be issued without cost to the student. The student
must be advised to approach DHA to ensure that there are not any requirements that necessitate
issue of a new student visa.

Termination

A Termination of enrolment is initiated by CAE. A termination may be made for disciplinary
reasons or due to unsatisfactory course progress by the student.

Termination notice No refund of books and equipment or uniform fees. Refund of
provided in writing to the unexpended tuition fee.
student after course

The student is liable for all course fees incurred up to the date of
commencement.

cancellation.

The student is liable for all accommodation fees (if applicable) up
to the date of exit from the accommodation.
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Student Course Progression
What can | expect from flight training?

Undertaking flight training requires full commitment. Dedication and hard work will be essential
to your success on a flight training course. The below points should be taken into consideration.

Student engagement with their training

All CAE Australia Flight Training courses are delivered face-to-face. The close interaction between
students and trainers and their level of engagement in the program help students to succeed.

Students who fail to show they are actively training and appropriately engaged in their studies,
may find they are unable to meet the requirements of the course and may ultimately face
termination of enrolment.

Your progress will always be under review, and you are expected to keep in communication with
your instructor, on a weekly basis, to discuss how you can best advance through the course.

Students show engagement in their training by:

e Compulsory induction.

e Monitored attendance.

e Compulsory workshops (practical classroom lessons) to link theory to the practical flying
of a certain skill set.

¢ Individual flying lessons, consisting of a pre-flight brief, air exercise and post-flight brief.
A lesson report and assessment is compiled for every lesson, signed by both the student
and trainer.

e Formal progress monitoring by a dedicated training manager. Students are expected to
stay in weekly contact with their instructor during periods of self- study.

e Participating in scheduled internal theory assessments

e Providing evidence to Ground School of CASA theory examinations

e Appointed course leaders act as a link between management and students.

e Training Managers meet with the relevant progression management group weekly to
discuss any training concerns.

Integrated training program

CAE Australia Flight Training's integrated training programs consist of face-to-face ground
theory classes and one-on-one flying lessons. All students have access to digital training material
that contains all their learning resources.

CAE Australia Flight Training uses the latest technology in delivering flying and ground theory
training. All courseware is in digital format and students have access to all information updates
via our wireless coverage on site.

Nonetheless, we strongly believe there is no substitute for actual face-to-face teaching. CAE
Australia Flight Training employs dedicated area specialists in delivering flying, ground theory
and multi- crew cooperation training.
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What can | expect during the Ground School phase?

Educational requirements

Although there are no formal educational qualifications needed to train as a pilot, CASA requires
at least an ICAO English level 4 to obtain a Commercial Pilot Licence. Also, due to the complexity
of ground theory subjects, we recommend academic competency equal to the successful
completion of Senior Secondary School Mathematics and English.

Timetable

An integrated flying course towards a CASA CPL consists of Ground School phases and flying
phases. Ground theory is presented in a classroom scenario over a period of approximately 350
hours. During this time students are expected to attend between 0900-1730 hours every
weekday and pass all internal and external examinations.

Internal and external assessment

In compliance with RTO Standards, students enrolled in nationally recognised training programs
are assessed internally as competent before being recommended for a CASA aircrew licence
examination. Both types of assessment are required for successful completion of a qualification
before a certificate is issued.

The following ground theory subjects are presented in preparation for flight training:

Ground Theory Subjects

Pre-solo, Pre-area solo, RARO, Basic Aircraft Knowledge
C172 aircraft type course, and Private Pilot Licence
Theory, encompassing Air Law, Aerodynamics, Aircraft
General Knowledge, Human Factors, Aircraft Operations,
Performance and Flight Planning, Navigation,
Meteorology,

Air Law, Aerodynamics, Aircraft General Knowledge,
Human Factors, Aircraft Operations, Performance and
Flight Planning, Navigation, and Meteorology, and PA44
Aircraft type course.

Private Pilot Licence

Commercial Pilot Licence

Instrument Rating (IREX) Instrument Rating Theory

Students are provided with study material for the course and have access to online learning
material. Students are also expected to participate in class and group learning activities.

The pass mark for internal and external exams varies between 70% and 80%.

Students must show competence in internal ground theory assessments before an external exam
is attempted. Failure to pass the required exams may result in a delay of the practical flying
component of the course.

Students have access to instructors to help with any remedial teaching that may be required.

The following rules apply to external examinations:
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e The first attempt for external exams is booked by CAE Australia Flight Training on behalf
of the student, based on the course schedule. Student are required to independently re-
book exams after a failure.

e Students must settle CASA Examination re-booking fees independently.

e Initial exam dates are set and cannot be deferred by the student.

e Not attempting an exam will be considered a failure.

e Changes to exam bookings must be approved by the Ground Training team ahead of
time. Approval will only be granted for compassionate reasons beyond the student’s
control.

e Students shall provide a copy of examination results to the Ground School Administration
on the day following the exam.

Different courses apply variations of CAE Australia Flight Training's flying and ground theory
syllabi and may have different schedules and timetables depending on entry levels and
regulatory authority licence requirements.

What can | expect during the practical flying phase?

Timetable

Each student has an appointed flight instructor who will plan and schedule their student’s
training program to ensure the required resources are available. Students must be available to
conduct at least two - three flights per week, although this may not always be possible as
aviation is affected by external factors like weather. Flights may also be scheduled at any time of
the day, depending on the availability of aircraft and airwork slots. Students need to remain
flexible with their time management during this phase.

Study and preparation.

In preparation for a flying lesson, students need to allow 1-2 hours the night before to study and
revise techniques, procedures, radio calls and fundamental theory for the planned event. On the
day of the flight, all pre-flight preparation including flight planning, weather review and aircraft
performance charts must be completed 1 hour prior to a flight to avoid delays. Flights may be
scheduled to depart any time after sunrise every morning.

Continuity of training

Successful flight training relies heavily on continuity. If you are absent from training for even a
couple of days, you risk consolidation of the required skills, which may result in additional
training flights. It is strongly advised that no extensive leave is planned during your flight
training.

Assessment
The completion of the pilot licence or rating flight test can only take place after all CASA theory
examinations have been completed.

It is essential that you manage your progress through theses examinations with assistance from
your training manager and the Ground School department.
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Please take note that CASA allows almost immediate re-sits for the first, second and third
attempts of a CASA Theory exam, however a third failure will result in a lockout period of 90
days. Ongoing re-sits and a lockout period will impact the completion date of your course.

Attendance and Performance Monitoring

Application and self-discipline are essential ingredients required to succeed as a commercial
pilot. The Program Managers and Coordinators actively monitor and record attendance and
flying progress. Ground School attendance is monitored recorded using the attendance function
in VETtrak. Flight training is recorded using Education Training Administration (ETA) system.
Students are also assessed on non-flying factors, including punctuality, decision-making,
discipline, and leadership skills, which form an integral part of the development of a professional
pilot.

Performance monitoring also aims to provide private students with a mentoring service.
Students’ progress at their own pace, according to their circumstances and ability. Students who
do not perform to the required level will receive addition support and remedial training and
extra practice sessions as required and agreed upon with their instructor.

Although students are assessed internally throughout their training in theory and performance
skills, the final Licence assessments for the issue of a Pilot Licence or Rating is conducted by
internal CASA authorised Examiners. Students will only be recommended for a final CASA test
when they have successfully completed all required AVI Units of competency and CASA MOS
Units and passed the internal assessment and are deemed ready to successfully complete the
CASA Licence test.

Performance Monitoring
CAE Australia Flight Training uses the following methods and guidelines for performance
monitoring with the aim to identify students with difficulties as early as possible:

e Ground instructors record attendance and monitor theory knowledge through
compulsory internal exams before students complete the CASA examinations.

e Flying instructors train and assess the required knowledge and skills from the
qualification training package during every flying lesson as set out in the course syllabus,
and record this in students’ training records.

e Instructors record practical and theory briefing attendance.

e Program Managers regularly monitor the reason for student-initiated cancellation of
scheduled flights to determine possible trends that may result in unsatisfactory course
progress.

e CAE Australia Flight Training has set a progress check flight at the end of every module of
the flying syllabus, which is carried out by an appropriately qualified instructor or flight
examiner.

e Flying instructors and Program Managers compile a performance report for each student
at the end of each module of the syllabus, which are electronically available to students
and their airlines (if applicable) and are kept as part of their training history.

e Flying performance is rated in student training records as follows:
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A five-point Grading Scale is used by instructors to make a Formative Assessments during
training flights.

5 High - Safely achieved with smooth and accurate aircraft handling. Technical
and non-technical skills meet a higher-than-expected level of competency.

4 Standard - Safely achieved with only very few variations from the expected level.
The errors are minor, recognised and managed safely. Non-technical skills are
effective.

3 Low - Safely achieved with frequent minor or one major deviation from the

expected level. Safety is not compromised. Non-technical skills meet the
minimum level of competency.

2 Poor - Safely achieved, but performance includes more than one major
deviation from the expected level and indicates a level of skill which results in a
marginally acceptable performance. Recognition of errors is not timely and / or
correction inappropriate. Non-technical skills are below minimum level of
competency.

1 Unsatisfactory - Not achieved. Exercise completed but at the expense of using
handling errors and / or unsafe airmanship. Hazardous aeroplane handling
requiring corrective intervention by instructor. Non-technical skills resulting in
unsafe flight situations.

e Trends and ratings of 2 or below in training records indicate performance below
competency level and are reported via instructor reports in the Electronic Training
Administration (ETA) system.

e Although students’ progress at their own pace, according to their circumstances and
ability, CAE Australia Flight Training sets guidelines for rate of progress and rate of
learning to ensure flight safety. The following general guidelines are used for early
identification before an intervention strategy/support package is implemented:

o Excessive overfly (requiring more hours of flying to reach the set standard than
originally planned)

o Receiving a score of 2 or 1 in performance and personal factors, which indicates
performance below competency level.

o ldentify performance trends via instructor reports.

e Students will generally meet individually and formally with management at least twice
during their course to discuss their progress, which is usually scheduled at the end of
Phase 3 and the end of Phase 4. At these points students are expected to have shown a
competent standard of aviation knowledge via internal theory exams needed for the next
phase of flight training to operate safely in Australian airspace.

e CAE Australia Flight Training will suspend a student’s flight training program at the end of
Phase 4 until all the required internal and external CPL theory exams have been
successfully completed.

e The progress and performance of sponsored airline students are monitored in
consultation with the airline company’s representatives and student mentors.

Page 54 of 113



\ E CAE Australia Flight Training
r Student Handbook

e Decisions to terminate a student’'s enrolment based on duration of training and overfly, is
explained as follows:
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Overfly
Overfly means that a student requires more hours of flying training than stated in the syllabus.

Student Support

CAE Australia Flight Training will initiate a remedial training support strategy as early as possible
when it becomes clear to the Progression team that a student needs additional support to reach
the required competency level in the timeframe of the syllabus phase. Open communication
between the student, the instructor and the Progression team throughout the process is
extremely important. Concerns about progress, theory or flying, are flagged during student
review meetings, and recorded by the Progress team. Concerns about progress may include:

e Failure of exams

e Overfly

e Failure to reach competency level

e lLack of engagement and attendance

e Duration of completing a module of training
e Safety

e Personal factors

Concerns about progress that are not resolved must lead to a formal support plan. Student
training support must be documented in the student file and acknowledged by the student. At
this point a student would already have had some extended training (which forms part of flight
training procedures).

The Progression team will organise a meeting with the student to initiate the support program,
which will state the fundamental cause of lack of progress and set clear and measurable goals
and timelines to ensure training can be completed within the planned duration of the course.

If the training period must be extended and possibly the student’s CoE, the detail must be
included in the intervention plan.

The support program will include any or all, of the following:

e Remedial flight training package which has a financial implication

e Referral to Student Welfare for personal support

e English Language support for help with English

e Directed individual theoretical help from Ground School instructors.

Ideally the support program will help the student to continue with training and complete the
course.

If the intervention plan has not been honoured by the student or all reasonable and fair progress
guidelines have failed, CAE Australia Flight Training will initiate close of enrolment. A decision
will be made by a review panel to cancel enrolment. Refer Suspension or Cancellation of
enrolment initiated by CAE Australia Flight Training.

Student support procedure is identified in the AVI50222 Student support policy.

Student support procedure is identified in the AVI50519 Student support policy.
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Students have the right to appeal against the decision by following CAE Australia Flight
Training’s Complaints and Appeals procedures.

Course Progress

Students are required to make satisfactory progress throughout the various phases of their
course to ensure that they remain on track to complete their entire course by the target date as
specified in their individual Training Services Agreement, and/or the Training Services Agreement
entered into between CAE and the student.

CAE will use the following categories in relation to assessing course progress for all students.
Course Progress can be:

a) Satisfactory
b) Not Satisfactory

c) At Risk of Failing

Satisfactory Means a student is completing the training activities at the required
competency standard and within the required timeframe defined for
their course

Not Satisfactory Means a student has not completed one or more training activities
at the required competency standard and/or is unlikely to be able to
complete their course within the required timeframe

At Risk of Failing Means a student has not completed a remedial training package at
the required competency standard and is at risk of being unable to
complete their course

Remedial Training Plan | Means a structured series of additional training activities designed
to enable the student to satisfactorily achieve the level of
competence required for a stage or phase of training

Remedial Training Means a method of teaching/training intended to assist a student
who has knowledge or skill deficiencies to achieve the required level
of competency in theoretical knowledge or practical flight skills

In line with the various regulatory requirements and any additional stakeholder requirements,
CAE will provide a student whose progress is deemed to be either “Not Satisfactory” or “At Risk
of Failing” with the necessary level of additional support to provide the student with the ability to

return to a status of “Satisfactory”.

Where a student’s progress is deemed to have moved from “Satisfactory” to “Not Satisfactory”
CAE will provide support to the student via an appropriate Remedial Training Plan that will be
designed to allow the student to satisfactorily achieve the level of competence required for a
stage or phase of training. Remedial Training may consist of:

e additional briefings

e additional academic support (remedial ground training)
e additional flight activities (remedial flight training) or

e acombination of some or all of these interventions.
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Remedial Training will be delivered over a defined period of time and CAE will monitor the
student’s performance during the remedial training period.

At the conclusion of the remedial training period CAE will determine:

e If the student is deemed to have achieved satisfactory progress during the remedial
training period. If so, the student will be able to continue with their training program
(noting that the initial target date for completion may be extended accordingly).

e If the student is deemed to have not achieved satisfactory progress during the remedial
training period CAE will either:

i) develop an additional Remedial Training Plan, and monitor the progress of the
student during this additional Remedial Training period, or
i) categorise the student as being “At Risk of Failing”.

If CAE deems the student to be “At Risk of Failing” then it will:

e determine if an additional Remedial Training Plan is warranted to be implemented, or
e recommend that the student’s training should be terminated.

In addition to the general course progression requirements, the student’s visa may have
additional or specific requirements regarding course progression, remedial training or enrolment
cancellation/student termination.

Remedial Training Procedure

Remedial procedure outlines the process for identifying the need for, and the delivery of,
remedial training to students who are unable to achieve the required level of competency during
the standard syllabus hours within a stage or phase of a Training Program.

A remedial training package may require the repeat of some training activities previously graded
as satisfactory. Remedial training is highly likely to result in the student exceeding the total
Training Program hours as there will be limited ability to recover the total volume of hours in the
later stages of the Training Program.

Remedial Training triggers.
A student will be required to undertake remedial training when they have met the triggers
below:

AVI502222

e Two fails of any flight prior to Airwork revision; or

e Three fails of any circuit lesson; or

e 5 hours overrun without achieving first solo; or

e Three fails of any flight after first solo but before training area solo; or
e Three fails of any navigation flight; or

e Three fails of the same lesson.

AVI50519 - Diploma of Aviation (Instrument Rating)

e Stage 1-0to 8 hours Overrun
e Stage 2 - 8+ hours Overrun
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The Program Coordinator will arrange for a training progress meeting to be held with the
student with the Primary Instructor/Ground Instructor also being in attendance. This progress
meeting will address the student’s training issues, the competency requirements needed for the
continuation of their training, the financial impact to the student of remedial training and any
student concerns. The Program Coordinator will assign an appropriately qualified and
experienced Instructor to be the student’s “Remedial Instructor”. The Remedial Instructor will
develop a Remedial Training Plan that will address the specific needs of the student.

The Remedial Training Plan will detail what remedial training is required and the timeframe for
completion of this remedial training. The Remedial Training Plan will be communicated to the
student via email.

The student will be required to acknowledge the plan and that they are aware of the additional
cost incurred because of completing the training activities detailed in the Plan and that this
remedial training will need to be funded privately. Noting that the student has the right to
refuse to accept the remedial training plan on which basis their training may be terminated. The
remedial instructor will deliver the Remedial Training and report the outcome of the training to
the relevant Program Coordinator.

If the student has satisfactorily completed the Remedial Training, they will resume their standard
training program. The Remedial Instructor will complete a “handover” back to the student’s
Primary Instructor/Ground Instructor. If the student has not satisfactorily completed the
Remedial Training, the student will be considered At Risk of Failing their training course and the
Program Coordinator will advise the Student Services Manager that the student has not
satisfactorily completed their initial Remedial Training package.

The Student Services Manager will initiate the “Student at Risk” procedure. The Remedial
Training process will revert to a further training progress meeting for consideration of an
additional Remedial Training Plan to be developed. Note that this subsequent package of
Remedial Training will be delivered by a different Remedial Instructor to the initial remedial
training package.

If the student has satisfactorily completed the second Remedial Training package, they will be
able to resume their standard training program. The Remedial Instructor will complete a
"handover” back to the student’s Primary Instructor/Ground Instructor. If the student has not
satisfactorily completed the second Remedial Training, then the Program Coordinator will advise
the Student Services Manager that the student has not satisfactorily completed their second
Remedial Training package.

The Student Services Manager will continue to follow the “Student at Risk” procedure. Noting
that this may lead to either:

e the delivery of a Final Remedial Training package (reverting back to training progress
meeting) or
e the termination of the student'’s training agreement.

If training is to be discontinued, then a notification of this decision will be sent to the finance
department and the Department of Home Affairs.
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Flight Training Resources

It is the student’s responsibility to ensure Permitted Materials required for CASA Exam are
current. Permitted materials are subject to change. Please refer to Permitted materials under
Pilot Exams on the CASA website prior to exams. AirServices publications and resources are also
available as on-line publications, however you will not be able to use on-line resources whilst
sitting CAE internal and CASA exams.

Resources required are to be purchased at the commencement of the unit to ensure the most up
to date version.

Pricing lists are presented to student prior to the commence of the course. These price list are a
guide only and is subject to change. All pricing correct at the time of publication.

We recommend you refer to the Air Services Amendment Schedule for the updates to AIP’s,
ERSA, VTC, VNC, WAC Charts. http://www.airservicesaustralia.com/
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Tuition Fees, Payments, Charges & Refunds
Fees, Refunds, Re-Crediting Policy

The following information provides an overview of CAE’s policies on the payment of course
tuition and related course fees as well as the policy on fee refunds. The specific requirements for
the payment of fees for tuition, and other course related fees for items such as books and
equipment, uniforms and accommodation (where applicable) and the policy on the refund of
fees will also be provided in the Training Service Agreement for the particular course/program.

The course fees published by the company are for student guidance only and may increase
during the course, depending on the student’s ability and or learning capacity. The total flying
hours listed are for students’ guidance only. The Pilot Licence courses offered by the Company
are NOT fixed costs.

All students are required to complete a Training Services Agreement (TSA) during their
enrolment and prior to commencing their training program. It is a condition that students must
be financially current at all times. The Company'’s Fees Policy states that should a student fall
behind in payments, they will be notified that they are suspended from all training. The student
will be required to either make full payment of outstanding fees or discuss payment
arrangements with the Student Account Manager.

Please note that should any student be suspended and/or expelled from the academy due to
academic misconduct, or breach of the Student Code of Conduct or other policy, tuition fees for
the services provided will still be due and payable. Please refer to section 5 of the Training
Services Agreement (TSA) for additional information.

Course fees are valid at the time of publication however are subject to change. Please confirm
your course fee with CAE upon enrolment. Aircraft hire rates are subject to change during your
course. You will be notified of any change to the fees that impact you.

Payment of Fees

The fees for courses are formally reviewed annually and fees may be increased as a result. CAE
reserves the right to increase fees at any time where costs related to the provision of training
that are outside the control of CAE have significantly increased (for example fuel costs).

e A non-refundable enrolment fee (where applicable) is payable on enrolment.

e Fees for required books, publications, equipment and uniforms are payable in advance of
the course start date.

e Tuition fees for courses with duration of less than 24 weeks must be paid in advance.

e Tuition fees for courses with duration of greater than 24 weeks can be paid in advance or
by an instalment schedule as specified in the Training Services Agreement.

e Fees can be paid via several methods including:

a) Credit card (note: a surcharge applies)
b) Direct debit
¢) Electronic Funds Transfer
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Non-Payment of Fees

All fees outstanding after the due date outlined in the Training Services Agreement will be
considered delinquent.

e Failure to pay fees according to the payment invoice may result in a student's enrolment
being suspended or cancelled. For International students this may breach their visa
conditions which may result in cancellation of the visa.

e A student who has had their enrolment suspended or cancelled will still be liable for all
fees outstanding and will not be permitted to re-enrol until the debt is either paid in full
or payment agreement has been reached between the student and CAE's Finance
Manager.

e Students with a delinquent account will be unable to access student services.

Additional Charges

Landing Charges (for ‘full stop” landings) and en-route navigation charges are applied by
Airservices Australia and access charges are imposed by the local airport operators. These
charges are included in your course fee for the syllabus items connected to your training.
However, any additional landing fees and air navigation charges incurred in additional flying to
meet the required standard will also be charged to student at the time the training is
undertaken. Additional charges when incurred will be invoiced separately.

Refund Policy & Procedure

CAE will maintain a fair and equitable process for assessing requests for refunds of course fees.
It is CAE's policy to refund the cost of all unused flight hours specified in the course syllabus.
The specific requirements for the refund of fees for tuition, and other course related fees for
items such as books and equipment, uniforms and accommodation (where applicable) are
outlined in the Fees, Refunds and Re-Crediting Policy however these may be varied in the
specific Training Service Agreement for the course/program.

Education Services for Overseas Students (Calculation of Refund) Specification 2014
International students are entitled to receive a refund from their provider if:

e the provider defaults
e the student’s visa application is refused.

The Education Services for Overseas Students (Calculation of Refund) Specification 2014 sets out
requirements for refunds and are available. Education providers cannot retain more of students’
unspent tuition fees than the refund instrument or their written agreement with the student
allows.

Students will be eligible for a refund of ‘unspent tuition” fees. This specification outlines a
method for working out the amount of 'unspent tuition fees’ for the purposes of calculating
refunds.
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Vet Student Loan Scheme (VSL)
What is VSL?

VSL is an Australian Government loan program that helps eligible students enrolled in approved
higher-level vocational education and training (VET) at approved training providers pay their
tuition fees. Refer to the Department of Employment and Workplace Relations website for more
information: https://www.dewr.gov.au/vet- student-loans

Before applying for a VSL, students need to consider the following facts:

e ltis aloan from the Commonwealth.

e A VET student loan gives rise to a VETSL debt that continues to be a debt due to the
Commonwealth until it is repaid.

e The loan may, until the debt is repaid, reduce a person’s take-home (after-tax) wage or
salary and may reduce the person’s borrowing capacity.

e The loan must be paid to the Australian Taxation Office when your income reaches a
certain level.

e Students should seek independent financial advice before applying for a loan.

e Aloan fee of 20% will be added to the VSL loan amount.

e Each eligible student has a VETSL limit that can be used over their lifetime. The loan
cannot be greater than the student’'s remaining VETSL balance.

e Each approved VET course at CAE has a maximum loan (cap), indexed annually, that can
be used under the VET Student Loan scheme.

e The Commonwealth pays the funds directly to your training provider for your tuition fees.
Your Commonwealth Higher Education Student Support Number (CHESSN) is connected
to information about your VETSL debt.

How do | apply for a VET student loan?

Regardless of the information you have given to CAE Australia Flight Training during the
selection and enrolment process, you must complete a Commonwealth Assistance Form
(eCAF) for a VET Student Loan before the first census date on your schedule of fees (or the
nearest applicable census date for your entry point) to be eligible for a VSL.
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The following eCAF procedures apply:

Student’s responsibility

CAE's responsibility

e The eCAF system sends an email to the
student with instructions on how to access
their application.

e The student informs CAE of any
information that needs updating in the
eCAF.

e The student completes the pre-populated
eCAF, including providing their Tax File
Number (TFN). Refer to Section 5.1.3 below

o CAE Australia Flight Training assesses
the student as eligible for VSL.

e CAE Australia Flight Training enters the
student’s enrolment information into
the electronic Commonwealth
Assistance Form (eCAF) system.

o CAE Australia Flight Training corrects
information in eCAF if needed.

o CAE Australia Flight Training will

monitor eCAF due dates and send
students reminders.

for more information on TFN.

e For students under 18 additional
information is required. Refer Section 5.1.2
below.

e A student cannot submit an eCAF earlier
than two business days after the enrolment
date in the eCAF. This ensures that
students have adequate time to consider
their decision to take on a loan.

e The eCAF must be submitted on or before
the census day for which they want the
loan to apply.

o After submitting the eCAF, the student
receives a receipt via email with
confirmation that the application has been
approved.

The application process is now complete. The student will be able to access a VET Student Loan,
paid to the provider, for any census days that occur after the eCAF submission date.

Students under the age of 18
Before qualifying for a VSL, students under 18 have two options:

e Submit a VET Student Loans parental consent form available on the Department website:
https://docs.employment.gov.au/documents/vet-student-loans-parental- consent-form
to CAE signed and dated. CAE will email the form to the student and the student must
return the form by email.

e Provide CAE with evidence of the assessment of receipt of youth allowance on the basis
that the student is independent, under part 2.11 of the Social Security Act 1991.

The student must email their Centrelink Income Statement that notes that they have been
assessed as independent to CAE. CAE will upload the document to eCAF.
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If you meet VSL eligibility requirements and have found a suitable course, you can apply for the
VSL. Inform student services that you intend to apply for a VET Student Loan, we will then submit
your enrolment information to the Department of Education, Skills, and Employment (DESE)
through the electronic Commonwealth Assistance Form (eCAF) system.

Once your enrolment information is submitted to DESE, the department will send you an email
with your login details to the electronic Commonwealth Assistance Form (eCAF). You must
submit the signed and completed eCAF form to us on or before the first census date for your
course.

We recommend you submit this form as far ahead of the census date as possible. If you do not
submit your form on or before the census date, you will not be eligible for a VET Student Loan
for all or part of the course and you will become personally liable to pay tuition fees directly to
us at that time.

The department will notify you when your application for a VET Student Loan has been accepted
or denied. If your application has been accepted, you are then fully enrolled with us and can
commence the course on the start date shown in your Student Agreement.

If the department does not accept your application and you are denied a loan:

¢ Your enrolment with us still stands and you may finalise your enrolment by selecting
another payment option; or

¢ You may formally withdraw from the course from that point. VSL rules and census dates
then do not apply and if the course has already commenced you will be liable for all
tuition and non-tuition fees due up to the date of your withdrawal.

Tax file number (TFN) requirements.
To apply for a VET Student Loan a student needs to have a valid TFN. Students should apply for a
TFN well in advance of the course start date.

If a student cannot remember their TFN they should call the Australian Taxation Office (ATO) on
1328 61.

e If a student does not have a TFN by the time the eCAF is due, the following process
applies:

e The student requests a Certificate of Application for a Tax File Number from the ATO. This
is a certificate from the ATO that shows that a student has applied for a TFN.

e The student must attach this certificate to their eCAF before submitting it to the
department.

¢ Once the student receives their TFN from the ATO they need to contact CAE immediately.

e CAE will need to re-open the eCAF to allow the student to update their TFN.

e The student will receive an email telling them to update their eCAF record with their TFN.

e After entering their TFN, the student then resubmits the eCAF.

This process must be done within six weeks of the ‘first census day of the loan application” in the
eCAF.
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Without a TFN, the student will not be able to use the loan to pay their fees. Without a TFN
included in the eCAF, providers will not be paid the loan amount, and providers cannot recover
the course fee from students.

Payment options for tuition fees
Students on a VSL approved course of study have the following payment options:

e Payments by the student as fees become due.
e VET student loan for all or part of the tuition fees.

Fees covered by VSL.

Only tuition fees are covered by the VSL loan, which include the training cost associated with
ground theory and flying training as set out on your schedule of fees. This includes all learner
guides, manuals, and handbooks, which will be made available to students electronically.

Fees other than tuition fees
Students need to understand that there is a cost to flight training that includes fees other than
tuition fees, which is a total liability to the student and is not covered by VSL.

Cost not covered by the VSL loan scheme is set out in a training agreement between a student
and CAE.

Fees other than tuition fees that are collected by CAE are included in the payment schedule
in the training agreement or invoiced as required. Such fees include:

Fee description Purpose
Campus accommodation, if applicable Personal
CAE Student Pilot Uniform CAE dress code

Students are responsible to pay for a re-

Re-sits of CASA flight and theory tests attempt of a CASA examination

Additional training outside the approved

Remedial training packages, if applicable syllabus to achieve competency

Overhead cost of flight if a student fails to

Flight cancellation fees cancel the flight within the agreed timeframe

Fees other than tuition fees that are not collected by CAE Australia Flight Training are the
responsibility of the student. Such fees include but are not limited to:

Fee description Purpose

Travel arrangements Personal
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Applying, qualifying for and maintaining a
CASA flight crew licence

CASA medical examinations

Applying, qualifying for and maintaining a

CASA application for ASIC CASA flight crew licence

Equipment, including:

e Subscription to Airservices

e Ground theory permitted materials and
resources e.g. textbooks, charts etc.

e Navigation equipment, circular slide rule,
scale ruler, compass, protractor, maps,
and charts

e Pilot logbook

Equipment or items used during training that
become the student’s physical property and
are not consumed in the course

Student VSL eligibility requirements
Before course commencement, CAE will collect and verify VSL eligibility documentation described
in the table below of students applying for a VET student loan.

VET student loans will not be approved for students who do not meet eligibility requirements.
The documents will be stored on a student’s personal file in CAE's student management system.

To be eligible for a VSL loan, a person must provide evidence of the following:

Eligibility

. Documented proof
requirement

Students are responsible to keep track how much VETSL they have
available for a specific qualification and overall. VETSL balance can be
checked as follows by using your CHESSN:

e myGov account: will show you how much you owe and any

repayments you have made.

o myHELPbalance will show you how much you have borrowed.
CAE Australia Flight Training will also use its privileges as training
provider to access VETSL balances via myHELPbalance.

VETSL balance
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Provided by student, either:

e Copy of Senior Secondary Certificate of Education that has
been awarded to the student by an agency or authority of a
State or Territory for the student’s completion of Year 12; or

e Copy of certificate at level 4 or above in the Australian
Qualifications Framework, for a course completed in English;
or

e Copy of an overseas qualification that has been assessed by a
Federal, State or Territory government agency which assesses
overseas qualifications (or an organisation contracted by such
an agency to undertake such assessments) as equivalent or
comparable to a qualification at level 4 or above in the
Australian Qualifications Framework, for a course completed
in English; or

e Copy of result obtained at Exit Level 3 in the Australian Core
Skills Framework in both reading and numeracy.

Academic suitability
required by VSL
Rules

Eligibility
requirement
Additional academic
suitability required

Documented proof

by CAE Australia Provided by CAE after selection:
Flight Training: e Aviation theory assessment results
e Pilot aptitude e Recommendation email from interviewer with assessment
test/flight results and interview checklist attached.
assessment

e Interview

Students under 18, must provide either:

e Parent consent form signed and dated. VET Student Loans
Parental Consent Form available on the Department website:
https://www.dese.gov.au/vet- student-loans/resources/vet-
student-loans-parental- consent-form

Date of birth e CAE will upload the form to eCAF.

e Evidence of the assessment of receipt of youth allowance on
the basis that the student is independent. The student must
email their Centrelink Income Statement that notes that they
have been assessed as independent to CAE. CAE will upload
the document to eCAF.

Citizenship/residency
requirement by
Department:

Who qualifies?

1. Australian

Student to provide, either:
e Copy of current Australian passport; or
e Copy of Australian citizen certificate; or
e Copy of Australian birth certificate
o Different rules apply for birth certificates:

C|t|ze_ns. o Born before 20/8/1986 to Australian parents: copy of full birth
2. Qualifying NZ g
. certificate.
citizens
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3. Permanent
humanitarian
visa holder of
Australia

4. A pacific
engagement visa
holder, who is
usually resident
in Australia.

o  Born before 20/8/1986 to overseas diplomats/consular
officers in Australia: copy of Australian citizen certificate.

o Born on or after 20/8/1986 to at least one Australian parent
who was born before 20/8/1986: copy of full birth certificate
of student and of parent or copy of Australian citizenship
received from Home Affairs.

o Born on or after 20/8/1986 to parent who was Australian
permanent resident: copy of Australian citizenship.

o Born on or after 20/8/1986 to non-permanent non-
permanent residents or non-Australian citizen, and applicant
spent first 10 years in Australia: copy of Australian citizen
certificate.

o Aboriginal or Torres Strait Island applicants without current
Australian passport, who was not registered at birth: statutory
declaration as provided on the department’s Information for
VET Student Loans Approved Providers page under ‘Forms’.

o Born to Australian parent overseas: copy of Australian citizen
certificate by descent.

o Applicant or their parent born in Papua New Guinea prior to
16 Sep 1975: copy of Australian citizenship certificate issued
by Home Affairs.

Becoming an
Australian citizen

If a student acquires Australian citizenship part way through their
course, they may be eligible for a VET Student Loan for parts of a
course not yet completed, for which the census dates have not passed.
This includes for parts of a course in which the student is currently
enrolled. The student must submit an eCAF after acquiring Australian
citizenship and prior to the next census day for their course.

1. Qualifying NZ
citizens

Student to provide all of the following:
e Copy of Special Category Visa.
e Evidence of being a dependant when first entered Australia;
school reports/certificates/photos.
e Evidence of living in Australia for at least ten years:
International movement record from Home Affairs.
e Evidence of living permanently in Australia for at least eight
out of the last ten years: International movement record from
Home Affairs.
Spent at least 18 months out of the last two years permanently in
Australia: International movement record from Home Affairs

2. Permanent Aus
humanitarian
visa holders

CAE will check each individual’s visa details, conditions, visa type and
expiry date before making an offer of training at
www.homeaffairs.gov.au/vevo. Home Affairs’ Visa Entitlement
Verification Online (VEVO)

Application and
enrolment
requirements

1. CAE will send successful applicants a link to an electronic
enrolment form. Students must provide information via the
enrolment link, and sign and date the form. Information includes:
e Unique Student Identifier (USI)
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e Commonwealth Higher Education Student Support Number
(CHESSN)

e Detail about prior education

e Personal contact detail

e Inform CAE they want to access VSL

e Detail about the portion of VSL the student wants to use
towards the course

2. CAE Australia Flight Training will verify VSL eligibility data.

3. CAE Australia Flight Training will activate for each eligible student
an Electronic Commonwealth Assistance Form (eCAF). Students
must provide a (verifiable) tax file number (TFN) via the eCAF and
submit the application for a loan before or on the first census day
on the relevant schedule of fees. Refer to Section 5.1.3 for more
information about TFN.

4. Students younger than 18 years:

e Parent consent form signed and dated. CAE Australia Flight
Training will email the form to the student and the student
must return the form by email. CAE will upload the form to
eCAF.

Evidence of the assessment of receipt of youth allowance on the basis
that the student is independent. The student must email their
Centrelink Income Statement that notes that they have been assessed
as independent to CAE Australia Flight Training. CAE Australia Flight
Training will upload the document to eCAF.

Progression and Enrolled students must confirm their engagement and progression to
engagement continue to access the loan throughout the course, in February, June
and October each year. The process will be activated by CAE via the
eCAF system and communicated to students.

Evidence of Progression and Engagement

Students must meet engagement and progression requirements by completing a Progression
Form to continue accessing a VET Student Loan. Progression Forms are used to verify that VET
Student Loan students are genuine and are reasonably engaged in their course. This is
important, as the Department is not required to pay VET Student Loan amounts for students that
are not considered genuine.

There are three fixed progression points throughout the year, at four-month intervals. Delivery
dates are in February, June and October.

Where a student fails to complete two consecutive Progression Forms or where a student
indicates they have completed or withdrawn from their course, the department may take the view
that they are no longer a genuine student, and payments may be impacted.

If students advise providers, they mistakenly indicated an incorrect status response (for example,
‘completed’ instead of ‘continuing’) in a submitted Progression Form, providers can
generate another Progression Form for the student to enter the correct response.
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The process is as follows:

a. CAE will activate the VSL engagement milestone for students via the eCAF system.

The eCAF system sends an invitation to the student containing their passkey. The email
address will default to the personal email address from the previously submitted
progression or eCAF but can be overridden by the provider in the eCAF system if the
student's email address has changed.

c. Students access the Progression Form by logging in to the eCAF system using the passkey
provided, then complete and submit the form.

d. An email is then sent to the student acknowledging receipt of the form. It also provides a
summary of their responses and reminds students that they are agreeing to a VET
Student Loan being used to pay their tuition fees.

e. Students have two weeks to complete and submit the form before it expires. If a student
does not submit their Progression Form within the two-week period, CAE will need to
initiate the process again.

Further to the requirement by the Department, CAE Australia Flight Training has very strict
processes in place to monitor attendance and progress of training. Refer to Section 3.3 in this
document.

How do | keep track of my VSL loan?
VETSL debt or (VSL debt) balance can be checked as follows by using your CHESSN:

e myGov account: will show you how much you owe and any repayments you have made.
e myHELPbalance will show you how much you have borrowed.

CAE will send you a VSL Fee Notice at least 14 days before each census date on your schedule of
fees to alert you of an upcoming VETSL debt. This is to ensure you have all the information you
need to make study and payment decisions.

If you do not formally cancel your request for VSL with CAE before or on the upcoming census
date, you will incur the debt for that unit of study.

CAE will provide you with a Commonwealth Assistance Notice (CAN) within 28 days after every
census date of your schedule of fees to state the VETSL debt that you have incurred for that unit
of study.

Please keep copies of these notices as part of your personal records. You have the right to
request a correction of the information contained in these notices if needed.

Schedule of fees

CAE publishes schedule of fees for different courses, with start dates and census days on our
website at www.caemft.com.au

Tuition fees are reasonably apportioned across a specified number of sequential fee periods and
each fee period contains at least one census day. CAE schedule of fee period/units of study
directly represents the training program of your qualification.
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Significance of a census date

The census dates on your schedule of fees are the most important dates of your course of study.
CAE regards the exact deadline of a census date as of 2359 hours or 11.59 pm. A census date is
the last date you can:

e Submit an eCAF to access a VET student loan.
e Withdraw from enrolment without incurring the cost or debt for that unit of study.

Application for re-crediting a VETSL Balance
Refer to CAE Australia Flight Training'’s Fees, Refunds, and Re-Crediting Policy for processes and
procedures regarding the re-crediting of students’ VETSL balances under Part 6 of the Act.

Students wishing to appeal a decision not to credit a VETSL debt should refer to the Complaints
and Appeals Policy.

Students who appeal a decision made by CAE will be treated fairly and with respect, without
victimisation or discrimination.
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Safety

Safety is one of CAE's core business functions. CAE is committed to developing, implementing,
maintaining, and constantly improving strategies and processes to ensure that aviation activities
take place under an appropriate allocation of organisational resources, aimed at achieving the
highest level of safety performance and meeting regulatory requirements while delivering
services.

All levels of management and all employees are accountable for the delivery of this highest level
of safety performance, starting with the General Manager.

Just Culture

CAE espouses a "Just Culture” in the interest of the ongoing development of flight safety (Safety
Management System Manual Section 6.9 Just Culture). This means CAE is an organisation where:

¢ Individuals are not punished for actions, omissions or decisions taken by them that are
commensurate with their level of experience and training, but
e Where gross negligence, wilful violations and destructive acts are not tolerated

A Just Culture leads to a reporting culture, where staff and students can report safety incidents
and hazards without fear of reprisal.

A Just Culture is an organisational perspective that discourages blaming the individual for an
honest mistake where this mistake has contributed to an accident or incident.

CAE is committed to maintaining a culture where students are comfortable in reporting a hazard,
identifying a risk or making a mistake, without the fear of being “punished” for making a mistake.
The Just Culture will encourage (and even reward) reporting and will place a high value on open
communication where risks are discussed between managers, staff and students, so that action
can be taken. Sanctions are only applied to an individual where there is evidence of a conscious
violation, or intentional, reckless, or negligent behaviour.
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Safety Event/Hazard Reporting

Despite taking all reasonable care to ensure a safe environment for you, our staff, and our
visitors, if you see any unsafe situation or hazard, please report it to any staff member
immediately. Even situations/hazards of a minor nature should be reported to us. This will enable
us to take corrective action as appropriate, as quickly as possible, and before it potentially leads
to a more serious event. To report an unsafe situation/hazard, please:

e Complete a Safety Event/Hazard Report form (available through your instructor)
e Submit the completed form to the base manager of your campus (through your
instructor)

You will receive further information on event/hazard reporting during induction.

Please note that you can report in confidence, through the Safety Manager via
safety@caemft.com. Only the Safety Manager will know your identity.

Incident and Accident Reporting

CAE Australia Flight Training's Safety Management System focuses on identifying and reducing
hazards, with support from everyone in the organisation, including students. A key part of our
safety program is keeping open communication between the Safety Office and operational staff,
which includes you.

While major events like accidents are thoroughly investigated, even small risks or hazards can
add up and lead to serious issues. It's important to report any concerns so that action can be
taken to prevent incidents and accidents. If the company doesn’t know about a problem, it can’t
fix it.

Hazard, Incident and Accident reporting is made via the electronic Safety Management System -
Centrik

You may choose to include your name when reporting, so the company can follow up on
corrective actions and provide feedback on your report. Incidents, accidents and hazards may
also be reported anonymously.

Flight And Ground Safety

CAE Australia Flight Training's Safety Manager will explain the Safety Management System to
students during induction. CAE places flight safety as the highest priority. We practice Just
Culture, which means safety reporting is strongly encouraged and non-punitive.

CAE supports the reporting of all observed unsafe acts or practices. Reporter’'s will be
guaranteed absolute anonymity and confidentiality.

Any accident or incident involving a company aircraft, equipment or facilities is considered a
‘reportable incident’. An incident or accident report is intended to bring to attention anything
that affected the safety of CAE staff, students or visitors. The report is submitted to the Safety
manager and can be done anonymously. The report will be shared with the rest of the safety
management team which consist of senior management representatives.
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Drug and Alcohol Management Plan (DAMP)

As a student at CAE you will be subject to our CASA approved Drug and Alcohol Management
Plan. This plan includes random and/or targeted testing of all staff and students involved in
Safety Sensitive Aviation Activities. You may also be subjected to testing by the Aviation
Regulator, CASA. CASA have a no notice, anytime, anywhere testing policy.

It should be noted that Safety Sensitive Aviation Activities are those activities that have a direct
or indirect impact on the safe operation of an aircraft. You do not actually have to be responsible
for flying an aircraft to be subject to testing. For example, simply being in an area where Safety
Sensitive Aviation Activities are being conducted, attending flying training classes, or flight
planning may be considered Safety Sensitive Aviation Activities.

Please refer to the Alcohol and Other Drugs Policy Statement on the Student Library. Further
information on the CAE Drug and Alcohol Management plan is available on request from the
Safety Manager.

Student’s responsibility CAE's responsibility

Student services will ensure all students have
access to the most current copy of all Safety
manuals, policies and procedures via CAE's
online reference library

Access and understand CAE’s Safety manuals,
policies and procedures via CAE's online
reference library
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Student Code of Conduct

The Code of Conduct for Students has been formulated to provide a clear statement of CAE's
expectations of students in respect of academic matters and personal behaviour.

Undertaking training with CAE presents opportunities for interacting with other members of the
CAE community. CAE recognises and values the diversity of student experiences and
expectations, and is committed to treating students, both academically and personally, in a fair
and transparent manner. All students, in return, are required to comply with the requirements set
down in this Code of Conduct and associated policies.

CAE affirms its commitment to:

e high academic and technical standards and a high-quality education and training;

e tolerance, honesty and respect as the hallmarks of relationships throughout the CAE
community; and

¢ high standards of ethical behaviour.

All students are required to be aware of, and comply with, the requirements in the Code of
Conduct for Students. The Code of Conduct for Students has been published as a stand-alone
document and is available to all current students via CAE's online Reference Library.

Every student must read the Code of Conduct for Students and acknowledge that they have read
and understood their obligations under the Code of Conduct for Students within 10 business
days of the commencement of their course. Failure to acknowledge the Code of Conduct for
Students within the given timeframe may lead to suspension of training until such
acknowledgement has been received.

Dealing with Breaches of the Code of Conduct for Students

The process for enquiring into and determining allegations of breaches of the Code of Conduct
for Students by a student is set out in the Student Discipline Policy.

Personal Conduct
All students must:

e treat all employees, consultants, contractors, any other members of the public and other
students with respect, dignity, courtesy and sensitivity;

e maintain a cooperative and collaborative approach to inter-personal relationships;

e act honestly and ethically in their dealings with CAE employees, consultants, contractors,
any other members of the public and other students;

e respect the privacy of employees, consultants, contractors, any other members of the
public and other students;

e ensure that they do not act in a manner that unnecessarily or unreasonably impedes the
ability of employees, consultants, contractors, any other members of the public and other
students to carry out their study, training, or work at CAE.
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e ensure that they do not act in a manner that unnecessarily or unreasonably impedes the
ability of employees, consultants, contractors, any other members of the public or other
students to access or use the resources of CAE; and

e ensure that they do not become involved in or encourage discrimination against or
harassment or bullying of employees, consultants, contractors, any other members of the
public or other students.

Students can access the Code of Conduct for Students Policy via the Company’s online Reference
Library.

Academic Conduct

CAE is committed to academic excellence and integrity as the cornerstones of student
achievement and quality assurance. The Academic Honesty Policy sets out the principles
underpinning CAE's approach to academic honesty. CAE will ensure that students are provided
with adequate information on the Academic Honesty Policy and the consequences associated
with academic dishonesty.

All students must:

e Ensure they do not commit or collude with another person to commit academic
dishonesty.
e Comply with the Academic Dishonesty Policy.

Students can access the Academic Honesty Policy via the Company’s online Reference Library.

Disruptive Behaviour

Disruptive behaviour will not be tolerated at CAE. Any person who demonstrates disruptive or
misbehaviour will be in breach of CAE's policies and will be subject to disciplinary actions.

e Obstruct or disrupt any training, official meeting, ceremony or other activity

e Refuse to leave company property after being requested to do so

e Assault or attempt to assault any person whilst at any company owned or operated
property.

e Abuse includes physical & mental abused of any student, staff or individual on company
premises is strictly prohibited and will be treated as an criminal offence.

e Any verbal, physical, written, graffiti, email or similar offenses exchange and/or
communicated, which are objectionable in nature.

English as the Official Language at CAE

All staff and students shall communicate in English in all areas of business and operations. This
is mandatory for the following reasons

e English is the international language of aviation and CAE is obligated to promote the
development of student’s English language proficiency throughout their training

e CAE students and staff represent a diverse group of different language speakers. To
promote inclusiveness, all students and staff shall speak English in the workplace and
common areas.
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Use of Mobile Devices

The use of mobile phones and other mobile devices in the maintenance hangar, on the flight line
or around aircraft is strictly prohibited for safety reasons.

Mobile phones are to be switched off or in silent mode in classrooms and must be turned off in
the aircraft. All mobile phones and portable devices are to be handed to the invigilator prior to
examination.

Uniforms

As part of the professional culture at CAE Australia Flight Training, students are required to wear
a standard uniform while training at the Academy. CAE's dress code to wear full training uniform
applies to all students scheduled to fly/sim/attend classroom theory.

For any non-scheduled training activities, students may be dressed in smart casual attire.
Students who visit the academy must be appropriately always dressed.

Uniforms are supplied by CAE Australia Flight Training to the student at the commencement of
training.

e Branded CAE White short or long sleeve shirt
e Navy trousers

e Navy tie to wear

e CAE Branded Navy jumper or jacket

e Epaulettes.

e Black socks and shoes (supplied by student

Uniforms may not be worn in any establishment serving alcohol unless a company sponsored
event. Any time a student is wearing the uniform shirt that student is wearing the uniform.

Student ID Cards and Printing

All students are issued with a company student ID card during on commencement of their
course. It is a mandatory requirement that all students must always display their ID cards whilst
at CAE.

The student ID cards also function as a printer card. It is the student’s responsibility to replenish
funds. Students top up their printing funds at Dispatch.

If a student loose or misplace their Student ID card, they must notify student services
immediately. A replacement card will be issued at a cost of $20.00.

Grooming

Your personal appearance, cleanliness and grooming should reflect the professional standard of
the aviation profession, as well as respect for staff and fellow students. This is especially
important when operating as flight crew in an enclosed flight deck.

Students and staff should adhere to the following guidelines:

« Wear a clean and neatly pressed uniform every day.
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 Daily bath or shower

« Maintain good oral hygiene.

« Use an effective antiperspirant or deodorant, but avoid overpowering perfumes,
colognes and other fragrances.

« Maintain groomed hair, beards or moustaches.

« Keep footwear clean and in good repair

« Do not chew gum in uniform

Jewellery

The following jewellery is allowed to be worn while in uniform:

« A tight-fitting watch and/or medical bracelet.

« A small earring or studs not in excess of T0mm in diameter

« Wedding/engagement ring or dress ring.

« Necklace (if worn) must not exceed 60cm in length and worn under uniform

Hair

e Student’s hair shall be of a natural hue, neatly styled and tidy in appearance.

e If hairis long, it mush be tied back (off the collar).

e Sideburns, beards and moustaches shall be neatly trimmed

e Hair accessories shall complement the overall professional image of the uniform.

Academy Security
To promote safety and security, all staff and students must:

e Display their CAE Australia Flight Training issued photo ID card at all times while on site.

e Direct non-ID carrying visitors must report to the reception to sign in receive a Visitor
Pass.

¢ Disallow non-ID carrying visitors access to the operations area.

e Take responsibility for their personal property by not leaving it unattended and by
locking their room or office when leaving the premises.

Intellectual Property and Training Materials

All company IP and Training Materials are protected and shall not be disclosed, copied or
provided to third parties

This includes but is not limited to:

e patents,

e copyrights,

e trademarks,

e knowhow,

e technical data,

trade secrets and other information (such as designs, drawings, specifications for products,
material and equipment, process and manufacturing information, quality control information,
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performance data, product application information and other similar information) that would
benefit an actual or potential competitor or client if disclosed to it.

Company Assets

All students shall protect company property, as well as any information and documentation
under its custody and control;

Students should be alert to the potential for harm, loss, corruption, misuse or theft of company
assets.

Company assets include, but are not limited to:
Physical property, premises, supplies and equipment:

Computer systems, other technology, automated resources and net campus access (for example,
Internet);

Intellectual property, including software developed by trainers/faculty or provided by third
parties;

Information and data about The Company, however stored or maintained, including those held
in automated media form (e.g. USB).

Theft

The relevant authority will be informed to deal with any student who breaks the law in regards to
theft and other illegal infractions whilst the student is in attendance at any Company owned or
operated building and/or aircraft.

Food

No food is allowed in simulators, computer room, and classrooms. Water and food are
permitted to be consumed in the aircraft on navigation exercises; however carbonated drinks are
NOT permitted in the aircraft at any time.

Chewing gum, paan or other consumable substances that require the disposal or spitting are not
allowed on company premises including accommodation.

Smoking

Smoking is only allowed in designated smoking zones and prohibited within the Company's
buildings, hangars, on the flight line, airside and within the CAE Aircraft Maintenance hangars.

Ashtrays must be used to dispose of cigarette butts.

Possession of Dangerous Items

Students are prohibited from carrying and/or using prohibited and/or dangerous
articles/weapons in any Company owned or operated building or aircraft. The relevant authority
will be informed to deal with any student in possession of illegal firearms/weapons.
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Disclaimer:

The Company cannot be held accountable for any security lapses outside premises. The
Company will treat all students as responsible adults and cannot be held responsible for
individual acts.

Lost Property

A lost property basket is located at dispatch. Individuals must provide proof of identity and
ownership prior to claim items.

Lost property discovered at CAE’s premises should be passed to Dispatch
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Student Policies
Fair Treatment & Equal Benefit Policy

CAE will strive to meet the needs of individuals and the community as a whole, through the
integration of the following access and equity guidelines.

The key principles are:

e CAE recognises the need for implementation of equity principles via the fair allocation of
resources

e All students will be recruited in an ethical and responsible manner, consistent with the
requirements of the training program

e CAE recognises the right to equality of opportunity without discrimination for all
members of the community

With these principles in mind, the objectives are to:

e Incorporate non-discriminatory student selection procedures that encourage fair access
for members of under-represented groups
e Ensure access and equity issues are considered when developing training programs

Privacy Policy

CAE is committed to providing quality services to students and its policy outlines its ongoing
obligations to students in respect of how CAE manages their Personal Information. CAE has
adopted the Australian Privacy Principles (APPs) contained in the Privacy Act 1988 (Cth) (the
Privacy Act). The APPs govern the way in which CAE collects, uses, discloses, stores, secure and
disposes of Personal Information. Students can access the Privacy Policy via the Company's
online Reference Library. A copy of the Australian Privacy Principles may be obtained from the
website of The Office of the Australian Information Commissioner at www.oaic.gov.au

The types of personal information that CAE may collect are set out below:

e Information stated on a course enrolment from or Training Services Agreement, including
proof of identity.

e If CAE collects feedback about our service, we collect the personal information provided.

e If a person uses social media to interact with CAE, we may collect their username and any
information that the person allows the social media site to share.

e A photograph will be taken of all staff and students for an identity card that allows them
access to CAE premises and to use CAE IT equipment.

e Student information will be provided in certain circumstances to the Commonwealth and
designated authorities and, if relevant, the tuition assurance scheme operators.

e Overseas student information is collected during enrolment in order to ensure student
compliance with the conditions of their visas and their obligations under Australian
immigration laws generally.

CAE only collects personal information that is reasonably necessary for, or directly related to, one
or more of its services or activities.
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To provide all flight training services.

To handle reports of misconduct lodged with CAE, monitor compliance with the laws it
administers, and identify, investigate and take enforcement action in relation to
contraventions of those laws.

To enable CAE to consult with stakeholders and consider and determine policy.

To cooperate with foreign regulators and law enforcement agencies.

To deal with and assess complaints about CAE's conduct.

To enable users to access online tools and systems.

To provide access to the CAE site.

Use of information
CAE only uses personal information that it has collected for the purpose for which it was
collected, but may disclose personal information if one of the following applies:

The individual consents to CAE using, or would reasonably expect CAE to use, the
information for a different purpose.

CAE is required or authorised by law to use the information.

CAE reasonably believes that the use or disclosure is necessary for enforcement activities.

Disclosure to other bodies
The types of bodies or persons to which CAE usually discloses personal information collected

include the following:

Commonwealth

Civil aviation regulators

Law enforcement agencies (such as the Australian Federal Police)
Other government agencies (such as the Australian Taxation Office)
Department of Home Affairs

Hospitals and Health Clinics

Foreign regulators

Applicants under the Freedom of Information Act 1982.
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Student Attendance Policy

Monitoring attendance

The instructor will record each student’s attendance and notify the Training Manager or delegate
when the student:

e s absent for more than five consecutive days without approval; or
e is intermittently attending class; or
e s falling below 80% projected average attendance for the semester or training period.

Attendance of International Students

CAE will monitor international students’ compliance with visa conditions relating to attendance.
CAE will be proactive in notifying and counselling students who are at risk of failing to meet
attendance requirements.

The company will report students, under section 19, Education Services for Overseas Students
Act 2000 (ESOS Act) The National Code of Practice for Providers of Education and Training to
Overseas Students 2018 (National Code), who have breached the attendance requirements.

The Student Services Manager or delegate will contact the student to determine the cause of
poor attendance and advise them that further absenteeism could result in them falling beneath
the required 80% attendance. A note will be placed on the student’s file outlining the discussions
held.

Minimum Attendance Requirements
e CAE requires that all students must regularly attend all scheduled classes and flight
training to a minimum 80%. This is to best ensure the successful completion of all units of
training.
e A student will be considered to have not met minimum attendance requirements when
they breach their visa conditions by failing to meet the projected average attendance
requirement of 80% per semester.

Theoretical Knowledge Attendance

e Theoretical Knowledge classes are scheduled depending on course requirements. Details
of the timetable are available from Student Services.

e Regardless of any regulatory requirement for a minimum level of attendance, CAE
recommends that all students attend scheduled Theoretical Knowledge classes to a
minimum of 80%.

e If attendance is not possible due to illness, family emergency, etc. the student must
inform Student Services at the earliest time possible. If more than two days absence are
required, documentation may be requested and may need to be presented.

e Particular reasons for absence such as work shifts or flight training bookings or other
similar reasons will not be accepted as a reason for non-attendance.
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Flight Training Attendance

e Students must attend all flight lessons (including ground briefing component) at the
times that have been scheduled.

e Poor weather or other unforeseen operational circumstances may result in a cancellation
of a flight booking, in this circumstance the student must still attend CAE at the allocated
time (unless the booking has been cancelled). Consultation with the instructor is required
prior to non-attendance as the booking time may be utilised for further ground briefing.
This also allows the student the opportunity to re-consolidate and ask any questions
regarding areas of concern in their training or knowledge.

e Students who need to cancel a scheduled booking must notify Dispatch at least 48 hours
prior to the activity start time with a valid reason.

e Absences due to student medical reasons will require a medical certificate. Certificate
must be submitted to Student Services within 5 working days of the cancelled flight
booking.

e Cancellation fees may apply

Attendance outside scheduled training days
e Students may be required to undertake training at CAE outside their normal days of
training in order to complete any flight training cancelled due to weather, aircraft
maintenance, delay, absence or any extra training needed.
e Attendance during these times will assist to ensure the student'’s flying standard is
consistent and will progress at the required rate

Leave Requests

e All requests for leave must be submitted via the on-line application form to the Student
Services team at least ten (10) working days prior. The Student Services team or delegate
will advise the relevant Training Manager where appropriate.

e Leave taken without approval will be recorded as absent.

e Sufficient documentation for sick leave (i.e. medical certificate) must be provided.

e Leave taken without prior approval will be recorded in the student record as ‘unapproved
leave’ and will be considered as part of the overall attendance assessment.

Leave Request form link https://forms.office.com/r/pbMBUhUnAZ

Satisfactory Attendance
e A student’s attendance is considered to be satisfactory when they maintain a projected
average attendance of 80% or higher.

Unsatisfactory Attendance

e Astudent’s attendance is considered to be unsatisfactory when their attendance falls to
below a projected average of 80%, and their attendance remains unsatisfactory.

e A student will be considered to have not met minimum attendance requirements when
they breach their visa conditions by failing to meet the projected average attendance
requirement of 80% per semester. CAE may be required to report this breach to the
regulator. In such circumstances the students will be notified of CAE's intention to report
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them for failing to attain minimum attendance requirements prior to submitting the
information to the applicable regulator.

Student Flight Cancellation Policy
A student cancels a flight booking outside of 24-hours:

e No fee applies.
e A student must notify their instructor and arrange for a replacement flight booking as
soon as practicable.

A student cancels a flight booking and provides less than 24 hours of notice due to illness and
provides a medical certificate within 7 days post the cancellation:

e A student must notify Operations of their need to cancel the flight booking.
e Students will have 7-days to provide a medical certificate to Reception (or Operations
outside of Reception hours)

A student cancels a flight booking and provides less than 24 hours of notice due to illness and
fails to provide a medical certificate post-7-days since the cancellation:

e The Student Services team will contact Student'’s to advise they have been grounded and
that they will be required to pay a booking cancellation fee as per CAE's Flight
Cancelation Policy. The cancellation fee must be paid at Reception using the EFTPOS
facility.

e The student will remain ‘grounded’ until such time that the cancellation fee is received by
Reception.

e On receipt of the cancellation fee, the Student Services team will facilitate the removal of
the students ‘grounded’ status and allow the continuation of flight lessons with CAE.

A student fails to show for a flight booking and provides no notice, or arrives unprepared for
their booked flight resulting in a flight cancellation as ordered by a flight instructor:

e The Student Services team will contact the student to advise they have been grounded
and that they will be required to pay a booking cancellation fee as per CAE's Flight
Cancelation Policy. The cancellation fee must be paid at Reception using the EFTPOS
facility.

e The student will remain ‘grounded’ until such time that the cancellation fee is received by
Reception.

e On receipt of the cancellation fee, the Student Services team will facilitate the removal of
the students ‘grounded’ status and allow the continuation of flight lessons with CAE.

A student arrives late for a booked flight and provides no notice:

e The Student Services team will contact Student'’s to advise they have been grounded and
that they will be required to pay a booking cancellation fee as per CAE's Flight
Cancelation Policy. The flight delay fee must be paid at Reception using the EFTPOS
facility.
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e The student will remain ‘grounded’ until such time that the flight delay fee is received by
Reception.

e On receipt of the flight delay fee, the Student Services team will facilitate the removal of
the students ‘grounded’ status and allow the continuation of flight lessons with CAE.

Complaints & Appeals Policy

CAE will provide a fair and equitable process for resolving complaints from students in a timely
and effective manner. The company also has a responsibility under State and Federal legislation
to ensure students are not subjected to behaviour that may constitute unlawful discrimination,
harassment, or victimisation.

A complaint is any type of problem, concern or grievance about your training, your student
experience, CAE or CAE’s environment. Basically, this means anything that negatively affects your
training or experience at CAE can be raised as a complaint.

An essential part of developing that environment is ensuring students are encouraged to come
forward with their complaints in the knowledge that CAE will take prompt action to address such
complaints.

A complaint may be against another student(s) and/or staff member(s). In certain circumstances,
The Complaints & Appeals policy may be used to deal with a complaint against a person who is
not an employee or student, but who is involved in a training related activity. It can include
complaints related to academic and non-academic matters such as:

e Selection or admission decisions

e Delivery of a course or whole program
e Nature of teaching or assessment

e Administrative action or inaction

e Policy, procedure or decision; or

e Access to facilities or resources; or

CAE will ensure that all staff and students have access to the Complaints & Appeals policy CAE
online reference library or website.

Complaints related to allegations of harassment, bullying, and discrimination will be dealt with
under the Bullying, Harassment and Discrimination Prevention Policy.

External Review

If a student wishes to lodge an external appeal or complaint about a decision made by the CAE,
they can contact the relevant state/territory or the Commonwealth ombudsman. You can find
the contact details of all Australian ombudsmen'’s offices at https://www.ombudsman.gov.au/
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Media Policy

Public Statements and Media Release

Only the General Manager (GM) or Head of Operations (HOO) or authorised delegate, shall make
any official comment to any external agency in relation to any incident or issue that may arise.
The GM/HOO will gather information, check all facts, and determine the official CAE Australia
Flight Training response.

No employee, student or contractor of CAE Australia Flight Training shall allow themselves to be
interviewed or make statements about any company issue to any media representative without
the consent of the GM/HOO. Failure to comply with this directive will result in disciplinary action.

If a member of the media is requesting information from an employee or student, then they
must politely direct the media representative to the GM/HOO and decline further requests to
provide information.

Media Consent

CAE may request to take photographs, video recordings, and verbal or written
interviews/testimonials of students during activities conducted at CAE's facilities, sanctioned CAE
events (including open days), and during training sessions (both flight and ground theory).

Authorised photographs, videos, interviews and testimonials may be used by CAE on its official
media channels, website, training materials and resources, printed brochures and flyers and other
marketing or promotional materials.

CAE retains all the rights, title and interest in any promotional or media materials it produces,
including all associated usage rights.

CAE may also request permission from students to submit their own creation for potential use in
CAE's social media, marketing and promotional activities.

Social Media

At CAE Australia Flight Training, fostering confidence in our staff and students regarding
responsible social media use is paramount. Our goal is to empower students to express
themselves online confidently while supporting academic staff in disseminating information
about their research endeavours.

CAE encourages students to freely express themselves online while being mindful of how their
posts may impact the academy's reputation. Students should exercise caution in their social
media interactions to protect the academy's goodwill, be honest and accurate, maintain respect,
and safeguard confidentiality and privacy. Posting comments and information should:

i. Protect and uphold the academy's reputation.
il. Be honest and accurate.
ili. Be respectful.
iv. Protect confidentiality and privacy.

Page 88 of 113



\ E CAE Australia Flight Training
r Student Handbook

In instances where students engage in unofficial groups using social media, CAE Australia Flight
Training emphasizes that these are independent of its official social media team. When creating
unofficial channels, students are urged to clarify their unofficial status, avoid using CAE Australia

Flight Training's name or logo, use royalty-free images, and adhere to the academy's People
Management Policies

Students should be aware of the effect their actions may have and that any information posted
or published may be public information for a long time (Digital Footprint).

Information and Communication Technology (ICT) Resources Policy

Refer to the ICT Resources Policy available on the CAE online reference library.
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Student Exit Procedure
Exit Procedure

Students are required to go through an exit procedure at the completion of their training to
ensure all financial matters are settled and equipment is returned, including loaned resources.
Students must meet with Student Services near the end of their training for advice on the
departure process.

Study Surveys

CAE Australia Flight Training will provide students with up to four surveys during their training,
(one at the completion of each CASA Licencing Phase) to record feedback in the Quality
Management System. Information gained from surveys is treated as confidential and is intended
to help improve services to customers.

Graduations

The training of airline sponsored students is usually concluded with a graduation ceremony. The
date and form of the function is decided by CAE Australia Flight Training.

Certifications

CAE Australia Flight Training will issue nationally recognised qualifications to students on
completion of their training. Certificates and Statements of Attainment that meets all the AQF
requirements for certification and issuance as defined by the Standards’ guidelines for
certificates and testamur issuance and provides a virtual secure environment for students to
store their qualifications.
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Student Services

CAE aims to foster all students to achieve their full potential. Our Student Service team provides
support services to help student adjust to studying and living in Australia.

The Student Services team is available from Monday to Friday from 8.30am to 5pm. Students are
welcome at any time to ask for a Student Services team member at dispatch. The team will
always endeavour to assist you with your needs.

Arrival, Induction and Orientation

On the course start day students will be inducted into the course and operations at CAE. It is
compulsory to attend induction as it covers important information about safety and VET provider
regulations. The following subjects are covered during induction:

e Flight program and System login details

e Flight safety briefing including incident/hazard reporting
e Introduction to progress teams and training managers

e Timetable/schedule information

e Tour of the college: facilities and resources

e Quality: VSL loan scheme

e Finding resources, documents, and forms on the system
e Student support services: who can | talk to about problems?
e Emergency and health services

e Students’ legal rights and obligations

e Complaints, grievances, and appeals

e Student visa conditions (international students)

e Answers to students’ questions

CAE's Student Services Team has created an orientation program to ensure students feel
welcome and part of a community from their first day. The orientation program is designed to
help familiarise students with the campus, meet fellow students, Instructors and adapt to the CAE
environment.

Students can seek support for academic and non-academic concerns such as:

e Facilities and resources

e Training processes

e Applying for leave of absence

e General welfare and personal issues that may affect your ability to study
e CoE and OSHC extension application

e Understanding student rights and obligations

e Understanding student visa conditions

e Academic performance or progression

e Dealing with compassionate circumstances such as bereavements
e Legal services

e Emergency and health services
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Student Welfare

We aim to provide a warm and friendly environment for students. We value our dedicated
student welfare personnel will support students with personal needs like attendance
requirements, accommodation and medical issues.

Student Services is the first point of contact for students and has access to many services
designed to assist students. We understand that sometimes students may need assistance with a
particular subject or general learner support.

If at any time a student needs advice, counselling, support of any kind or just someone to talk to,
they can contact Student Liaison Coordinator who will assist with the appropriate contact should
external help be needed.

In addition, all instructors, staff, and managers have a genuine open-door policy to help students
with training and/or personal concerns.

CAE recognises the challenges students may face whilst studying so it is important that students
always have access to support when they need it.

The Student Services team will provide the opportunity for international students to access
welfare related support services to assist with issues that may arise during their study, including
course progress and attendance requirements and accommodation issues. These services are
provided at no additional cost to the student. If the company refers the international student to
external support services, the Company will not charge for the referral.

Healthy pilots are critical to aviation safety. You must address any issues that could affect safe
operations. This includes your physical wellbeing and mental health.

Help and support is available to provide you guidance through our student support network
however, it is important that you consult your DAME for medical advice that will medically
significantly impact your ability to fly. Please refer to the following link for more information
https://www.casa.gov.au/licences-and- certificates/aviation-medicals/report-change-medical-
condition.

Lifestyle and Aviation Safety

The safety of all staff and students of CAE Australia Flight Training and the general public is a
core responsibility of the company.

As an aviation trainee you will be operating machinery (i.e. aircraft),that requires a high level of
skills and alertness. Your readiness for each ground and flight lesson is not limited to the ability
to pay attention to learning, but also to the ability to recall information, and apply the skills
learned is a very dynamic and challenging environment.

Scientific research shows that the ability to perform under the influence of certain substances
including legal and illicit drugs and/or fatigue can be significantly impaired.

During your training you will be required to fulfil the role of pilot in command(PIC)during solo
flight training or command hour building. Under the Civil Aviation Safety Authority regulations,
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the pilot in command of the aircraft is required to report fit for duty and ready to fulfil his/her
responsibilities.

Your responsibility as a trainee is to adhere to a lifestyle that is conducive to learning and
provides you with the best opportunity to fulfil your role as pilot in command.

To that end, guidance is provided as follows:

e Alcohol: consumption of any form of alcohol within 12 hours prior to reporting for duty
is severely prohibited. Your BAC at the commencement of a tour of duty is required to be
zero. During the course of your training, you may be subject to alcohol and drug testing
by CASA.

¢ Medicines and drugs: if you are required to take medicines or drugs either prescribed,
over the counter or if you have taken any illicit drug, you are required to notify your
instructor and training manager prior to conducting any flight training activity. Some
medicines and drugs contain prohibited substances under the effect of which you are not
allowed to act as pilot.

e Sleep: you should achieve a minimum of 8 hours of sleep each night.

e Food: you should consume a suitable meal prior to each flight, i.e. you should not
operate an aircraft, neither as trainee nor as pilot in command unless you have consumed
a meal (breakfast, lunch or dinner) within 3 hours of the time of departure or, if
unpractical, a nutritious snack within 1 hour of departure.

e Exercise: research shows that regular exercise enhances alertness. You should aim to be
active by conducting at least 30 minutes of regular exercise every day.

Flight training can be stressful. Under certain circumstances you might be unable to meet the
provided guidelines. If you operate the aircraft without being rested and nourished, you will be
putting yourself and other people in danger.

If you are unable to achieve the above-mentioned guidelines you are required to notify your
instructor, training manager or senior management personnel prior to conducting any flight
operation. CAE Australia Flight Training practices a Just Culture where no blame is cast upon staff
or students that report themselves as unfit for duty. Management and instructors will not
pressure you to perform any task under the influence of fatigue.

Health and Safety

The company operates in a highly safety and security sensitive industry and operates under a
structured Safety Management System including a detailed Emergency Response Plan that
outlines a clear protocol to follow in what can be distressing and upsetting circumstances.

The company has a duty of care to maintain and operate all aspects of its facilities in a safe and
healthy manner. The company has dedicated Fire Wardens and First Aiders to assist when an
emergency may occur. Any injuries that require first aid or medical assistance must be
immediately reported to a member of staff.
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The company Emergency Response Plan details the critical incident policy together with
procedures that cover the action to be taken in the event of a critical incident, required follow-up
to the incident, and records of the incident and action taken.

The company will ensure that its staff members who interact directly with international students
are aware of the company'’s obligations and the potential implications for international students
arising from the exercise of these obligations. under the ESOS framework and the potential
implications for international students arising from the exercise of these obligations.

Accommodation

CAE can provide advice on accommodation and associated domestic amenities at or nearby to
Moorabbin Airport campus for students who need this service. If your personal situation is such
that living near the campus is a practical solution in order for you to complete your flight
training, then this option is available to you. Please note that the accommodation will be
provided by a third party and therefore, additional fees and charges to that of your Training
Program Tuition Fees will apply.

Another accommodation option is Homestay; homestay is a cultural exchange between an
international student or visitor and a local individual or family in the host country. The "host”
provides accommodation and support for an agreed-upon period and rate.

Homestays are designed to support international students to learn about its culture and lifestyle,
improve their language skills, or study academic courses. Properly managed homestay is the
ideal way to be introduced to a new country. Students learn to understand the language, culture
and customs of the region in which they are studying.

The Australian Homestay Network believes that a homestay program should provide
international students with much more than a place to sleep and eat. Each homestay experience
should provide an opportunity for the student and the host family to learn from each other,
share interests, and establish a foundation for a successful stay in Australia.

Living in Australia

Welcome to Australia! As you embark on your journey here, it's essential to familiarise yourself
with various aspects of living, studying, and working in this beautiful country.

Health & Safety in Australia

It is important to look after yourself and be aware of any risks that exist - and ways to minimise
them. This is particularly important for when you first arrive and are adjusting to your new way of
life.

Following your common sense and best practices will ensure you remain safe and healthy,
whether you are handling emergencies, personal and home safety, or natural elements such as
sun, water, and fire.
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Information For Emergencies

The assistance and emergency networks in Australia are widespread and well-equipped for any
potential emergencies. Fire, ambulance, and police services will be able to provide you with any
health and safety assistance you may need.

Wherever you are in Australia, if there is a life-threatening emergency, call 000. It is a free call,
even from your mobile. An operator will answer and will ask which of the following services you

need:
e Police
e Fire

e Ambulance

If you are not sure which one you need, just tell the operator what you are calling about and they
will help guide you. If you do not speak English, tell the operator your language and you will be
connected to a translator who will be able to assist.

It is important to remain calm. The operator will ask questions, such as: where you are located,
what is the emergency, and how many people are involved.

Here are some examples of when you should call 000:

e Someone has been seriously injured or is in urgent need of medical help
e If your life or property is being threatened
e If you have just witnessed a serious accident or crime

If it is a life-threatening emergency, you should still call 000 even if you are on campus.

Personal Safety

While Australia is generally a safe place to live and study, it is still important that you take
precautions to reduce the chance of an incident occurring.

Going Out
When you are out with friends or by yourself, here are some simple things to consider:

e Always plan your trip home, especially at night. You may want to pre-book a taxi or
arrange transport with a friend. Ubers are popular and generally easily.

e Try to travel with a friend or in a group.

e Keep your bag and belongings close to your body and where you can always see them.

¢ Never hitchhike.

e Where available, use pedestrian walkways and cross the street at pedestrian crossings or
lights.

e Leave valuables at home if you do not need them. This includes jewellery, electronic
equipment such as iPads and your passport.

e Do not carry large amounts of money with you. You can access your money at ATMs
found in shops, supermarkets, petrol stations, shopping malls, bars, shop fronts and
many other public places.
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e (Call 000 in the event of an emergency. Remember, calls to 000 are free of charge.
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Public Transport

Public transport is reliable and widely used in Australia, particularly in metro and urban areas.
Many security measures have been implemented to maximise the safety of public transport users
including security officers and guards, help points, good lighting, and security cameras. However,
you should still use caution when travelling on public transport:

e Avoid isolated bus, rail and tram stops.

e Check transport timetables to avoid long waits, particularly at night.

e Train carriages nearest to the driver or guard are lit and safest at night.

e If you find yourself left in a train carriage on your own or with only one other person you
may feel more comfortable moving to another carriage.

Taxis / Ride Share
Some tips when using taxis/ride share in Australia:

e Sit wherever you feel most comfortable — it is normal for passengers to sit in the front or
the rear of the taxi.

e Always ensure you know the address of your destination before getting into the vehicle.

e If you do not want the driver to know exactly where you live, choose a drop off point a
short distance away.

At CAE

When you are at CAE during the day or night, here are some tips to help keep you safe:

e Make sure you are aware of the security and emergency arrangements at CAE and in the
local area. CAE will provide you with this information at orientation.

e When leaving CAE at night try to walk with a friend or group and take paths that are well
lit and ideally frequently used by other people. Airport security (YPG Risk) can escort you
to your car upon request.

Using the Internet

When using internet, like anywhere in the world, you should protect yourself against spam,
online scams like 'phishing’, online bullying and identity theft. You can find more information
about protecting yourself online at https://www.cyber.gov.au/acsc Many Australian internet
service providers also offer guidance so check their website as well.

Home Safety

Safety at home is important, no matter where you live. Here are some tips to help keep you and
your home safe.

e Always keep your doors locked — both when you are home and when you go out.
e Lock windows when you go out, or in rooms you are not in while at home.
e Do not let strangers into your house.
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e Be careful of the information you give out to strangers through the internet, on social
networking sites, or over the phone. If you are not at home or go on holidays do not
make this information available to strangers.

e Smoke alarms will alert you to smoke on the property, so do not remove the batteries or
tamper with them. If you live in a rental property, hostel, or hotel it is the law to have
smoke alarms fitted. If your property does not have them, talk to your landlord or real
estate agent.

e If you come home to find evidence of a break in (broken window or door lock), contact
the police from a safe location.

Sun & Water Safety

The Australian sun can be very hot and may be stronger than what you are used to in your home
country. There are some steps you can take to protect your skin:

e Wear sunscreen protection (such as SPF30+ water resistant sun cream) and apply before
you go outside.

e Apply sunscreen at least 25-30 minutes before swimming and ensure you re-apply
sunscreen after swimming.

e Wear a hat and UV protective sunglasses.

¢ Avoid spending long periods of time in the sun between 10am and 3pm, as this is when
the sun is strongest.

e Make sure you follow these tips even when it is not sunny — you can still get burnt on
cloudy or overcast days.

Australia has many beautiful beaches and waterways, but it is important to take care when
swimming. Here are some tips for staying safe in the water:

¢ Never dive into a body of water if you are not sure how deep it is.

e Only swim at patrolled beaches (a beach where there are lifeguards on duty - look for
signs) and always swim between the red and yellow flags where lifeguards can see you

e Many Australian beaches have rips’. These are strong underwater currents that can be
hard to spot but which can draw you away from the shore quickly. If you swim between
the flags, you should not have any problem with rips. If you do find yourself in a rip, try
not to panic or swim against it. Stay with your surfboard or other floating device if you
have one. Swim gently parallel to the beach out of the rip zone, or wave and call for
assistance from lifeguards or other swimmers and surfers.

For more information on water safety visit the Surf Life Saving website.

Fire Safety
Fire awareness is essential in Australia, even in city and urban areas.
If you experience a fire emergency, follow these steps:

e (Call 000 from any phone or mobile — it is a free call even from a mobile phone.
e Say the word “fire” to the operator.
e Do not speak English? Just tell the operator your language and wait for instructions.
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e Answer the questions the operator asks.

Tips for Fire Prevention

e Make sure your house or room has a working smoke alarm.

e Wiring and electrical devices can overheat from too much use, especially in older
buildings, so do not overload power boards or double adaptors.

e Keep electric heaters and radiators at least a metre from your bed, furniture, or any
curtains.

e Remember to turn off all appliances when finished cooking. Most household fires occur
in the kitchen when grease, oil or other flammable cooking materials are left on the stove
and forgotten.

What to Do if There is a Fire

In case there is a fire at home, plan a way to get out in advance. Do not block doorways or
windows, and make sure you can open your windows — they can get stuck in older buildings.
Have a specific place for keys and your phone, so if you must leave in a hurry, you know exactly
where they are and can call 000 emergency services.

If you are out in the bush when there is a fire, pay attention to media reports on television, radio,
and the internet, which will tell you if or when you should evacuate the area.

Driving in Australia

Driver’s License: If you plan to drive in Australia, you must have a valid driver’s license.
International students can use their overseas license, but it's recommended to carry an
International Driving Permit (IDP) as well.

Road Rules: Australia has strict road rules. Always drive on the left-hand side of the road, adhere
to speed limits, and wear seat belts. Mobile phone use while driving is prohibited unless hands-
free.

Obtaining a License: If you plan to stay long-term, you may need to obtain an Australian
driver's license. The process varies by state, so check the specific requirements for where you
reside.

Public Transport

Overview: Public transport in Australia is reliable and widely available in major cities. Modes of
transport include buses, trains, trams, and ferries.

Opal/Myki/Go Cards: In cities like Sydney, Melbourne, and Brisbane, you'll need a transport
card (e.g., Opal, Myki, Go Card) to use public transport. These cards can be topped up with credit
and offer discounted fares for students.

Timetables and Apps: Public transport timetables are available online, and there are several
apps to help you plan your journey, such as TripView, PTV, and TransLink.
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Health and Safety

Emergency Services: In an emergency, dial 000 for police, fire, or ambulance services. This is a
free call from any phone, including mobile phones.

Health Insurance: As an international student, you must have Overseas Student Health Cover
(OSHC) for the duration of your stay. This covers basic medical and hospital care.

Emergencies on Campus: Familiarise yourself with the campus emergency procedures.
Emergency contact numbers, safety procedures, and first aid stations should be noted.

Tax File Number (TFN)

What is a TFN? A Tax File Number (TFN) is a unique number issued by the Australian Taxation
Office (ATO). It's essential if you plan to work in Australia or need to file a tax return.

How to Apply: You can apply for a TFN online via the ATO website. It's free, and you should do
this as soon as possible after arriving in Australia.

Types of Work

Working While Studying: International students on a student visa are typically allowed to work
up to 40 hours per fortnight during study periods and unlimited hours during holidays. Check
your visa conditions for specific details.

Types of Jobs: Common jobs for students include retail, hospitality, tutoring, and administrative
roles.

Minimum Wage: Australia has a national minimum wage, which is adjusted annually. Ensure
that your employer is paying you at least the minimum wage and familiarise yourself with your
rights at work. This information can be found at https://www.fairwork.gov.au/
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External Support Services

At CAE we take care of our student’s welfare by creating a safe and inclusive learning
environment. We understand students may find the demands of the course difficult at times and
their health and wellbeing are of the utmost importance. Our dedicated student services team
and flight instructors and staff are there to support students needs. Our approachable student
services team is available to support students and accessing services to assist students with their
studying and wellbeing.

Students can find programs and support services through CAE, their local council and through
student and community groups throughout Victoria.

On arrival, CAE provides students with a welcome pack with services and information they may
require throughout their training journey.

Medical
For any medical concerns or issues, students will be referred to a local general practitioner (GP).
For counselling or psychological services, referrals can be made through the GP.

Lifeline
24-hour crisis support and suicide prevention services.

Phone: 13 11 14, Website: https://www.lifeline.org.au/

Beyond Blue
Beyond Blue provides information and support to help everyone achieve their best possible
mental health. Get support for anxiety, depression and suicide prevention.

Phone: 1300 224 636, Website: https://www.beyondblue.org.au/

Headspace

headspace centres and services operate across Australia, in metro, regional and rural areas,
supporting young people in Australia and their families to be mentally healthy and engaged in
their communities. headspace National Youth Mental Health Foundation is a child safe
organisation. https://headspace.org.au/

Head to Health Clinics Victoria

Head to Health Clinics provide a safe and welcoming space to talk to someone if you, or
someone you care about, are in distress, or need help finding the right mental health support to
meet your needs. https://www.medicarementalhealth.gov.au/head-to-health-clinics-victoria

Study Melbourne

The friendly, multi-lingual staff at the Study Melbourne Hub can help to answer your questions
about health, accommodation, safety, work rights and managing your finances. Keep up to date
with Melbourne’s connected and supported international student community. Subscribe to the
Study Melbourne email newsletter or visit our website, WeChat, Instagram and Facebook group.

Phone: 1800 056 449
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Website: https://www.studymelbourne.vic.gov.au/living-here/welcome

Reading Writing Hotline

Do you need support with reading, writing and basic maths? The Reading Writing Hotline can
provide you with advice and/or a referral to one of 1200 providers who offer courses in adult
literacy and numeracy.

Phone: 1300 655 506, Website: https://www.readingwritinghotline.edu.au/

Financial Support Information
Find out what support is available to help with your living expenses while you are doing a
training course. https://www.vic.gov.au/get-financial-support-expenses-while-you-study

Victoria Legal Aid

VLA helps people with their legal problems. It focuses on protecting the rights of Victorians and
representing those who need it the most. Legal representation is subject to policy guidelines
and meeting eligibility criteria. They have lawyers in offices in most major metropolitan and
country regions.

Phone: 1300 792 387, Website: https://www.legalaid.vic.gov.au/

Victorian Equal Opportunity & Human Rights Commission

Victorian Equal Opportunity & human Rights Commission can help if you think you have been
discriminated against, sexually harassed, victimised, or vilified. They offer a conciliation process
that is confidential, impartial, free, and simple.

Phone: 1300 292 153, Website: https://www.humanrights.vic.gov.au/

Fair Work Ombudsman

Fair Work promotes harmonious, productive, cooperative and compliant workplace relations in
Australia. It helps everyone in Australia follow the laws that make all workplaces equal and fair.
It can help with pay and wages, leave, employment conditions and workplace problems.

Phone: 13 13 94, Website: https://www.fairwork.gov.au/

https://www.vic.gov.au/get-financial-support-expenses-while-you-study
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Abbreviations
ACN Australian Company Number
ADAPT | Software for Pilot Aptitude Testing | GNSS Global Navigation Satellite
System
AQF Australian Qualifications Framework
APT Aptitude Pilot Testing HOO Head of Operations
ASIC Aviation Security Identification Card | ICAO International Civil Aviation
Organisation
ASL Assessment Services Limited IF Instrument Flying
ASPEQ Assessment Specialist Provider for IFR Instrument Flight Rules
ASL exams
ASQA Australian Skills Quality Authority IREX Instrument Rating Examination
ATC Air Traffic Control JOC Jet Orientation Course
ATE Authorised Testing Examiner KDR Knowledge Deficiency Report
ATO Authorised Testing Officer LLN Language, Numeracy, Literacy
ATPL Air Transport Pilots Licence MCC Multi Crew Corporation
BAK Basic Aeronautical Knowledge IRME A) | Command Instrument Rating
Multi Engine (Aeroplanes)
CAAC Civil Aviation Authority China NOTAC Notice to Air Crew
CAEM CAE Aircraft Maintenance NVFR Night Visual Flight Rules
CAO Civil Aviation Orders PIC Pilot in Command
CAR Civil Aviation Regulations PPL (A) Private Pilot’s Licence
(Aeroplanes)
CASA Civil Aviation Safety Authority PC Program Coordinator
CASR Civil Aviation Safety Regulations PM Program Manager
CFI Chief Flying Instructor QsC Quality Safety Compliance
CIR Command Instrument Rating RPL (A) Recreational Pilot’s Licence
(Aeroplanes)
CpP Chief Pilot RTO Registered Training Organisation
CPL (A) Commercial Pilot’s Licence SLC Student Liaison Coordinator
(Aeroplanes)
CRICOS | Commonwealth Register of SSv Student Services Department
Institutions and Courses for
Overseas Students
DAME Designated Aviation Medical SSAA Safety Sensitive Aviation Activity
Examiner
DAMP Drug and Alcohol Management ™ Training Manager
Plan
ESOS Education Services for Overseas
Students
FE Flight Examiner URTI Upper Respiratory Tract Infection
Fi Flight Instructor UslI Unique Student Identifier
FIR Flight Instructor Rating VFR Visual Flight Rules
FOI Flying Operations Inspector VIC Visitor Identification Card
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| FROL | Flight Radio Operators Licence

Abbreviations

ACPET Australian Council for Private Education and Training

DET Department of Education and Training

DHA Department of Home Affairs

PRISMS Provider Registration and International Students Management System
RPL Recognition of Prior Learning

VRQA Vocational Registration and Qualifications Authority
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Access and equity

means policies and approaches aimed at ensuring that VET is
responsive to the individual needs of clients whose age,
gender, cultural or ethnic background, disability, sexuality,
language skills, literacy or numeracy level, unemployment,
imprisonment or remote location may present a barrier to
access, participation and the achievement of suitable
outcomes.

AQF certification documentation

is the set of official documents that confirms that an AQF
qualification or statement of attainment has been issued to
an individual.

AQF qualification

means an AQF qualification type endorsed in a training
package or accredited in a VET accredited course.

Assessment

means the process of collecting evidence and making
judgements on whether competency has been achieved, to
confirm that an individual can perform to the standard
required in the workplace, as specified in a training package
or VET accredited course.

Assessment system

is a coordinated set of documented policies and procedures
(including assessment materials and tools) that ensure
assessments are consistent and are based on the Principles of]
Assessment contained in Table 1.8- 1 and the Rules of
Evidence contained in Table 1.8-2. iaw Standards for
Registered Training Organisations (RTOs) 2025

Assessors are persons who assess a learner's competence in accordance
with Clauses 1.13 to1.16.iaw Standards for Registered
Training Organisations (RTOs) 2025

Audit means an audit or compliance audit undertaken by the VET

Requlator.

Australian Qualifications
Framework (AQF)

means the framework for regulated qualifications in the
Australian education and training system, as agreed by the
Commonwealth, State and Territory ministerial council with
responsibility for higher education.

Authenticated VET transcript

has the meaning given in the Student Identifiers Act 2014.

Client

means a learner, enterprise or organisation that uses or
purchases the services provided by an RTO.

Code

means the unique identifier for units of competency, skill
sets, VET accredited courses, modules, AQF qualifications or
training packages as required by the Standards for Training
Packages and Standards for VET Accredited Courses.
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Competency

means the consistent application of knowledge and skill to
the standard of performance required in the workplace. It
embodies the ability to transfer and apply skills and
knowledge to new situations and environments.

Current industry skills

are the knowledge, skills and experience required by VET
trainers and assessors and those who provide training and
assessment under supervision to ensure that their training
and assessment is based on current industry practices and
meets the needs of industry.

Current industry skills may be informed by consultations with
industry and may include, but is not limited to:

having knowledge of and/or experience using the latest
techniques and processes.

possessing a high level of product knowledge.

understanding and knowledge of legislation relevant to the
industry and to employment and workplaces.

being customer/client oriented.
possessing formal industry and training qualifications; and

training content that reflects current industry practice.

Data Provision Requirements

are the requirements for data provision as agreed by the
Industry and Skills Council and implemented by the VET

Regulator as required by its governing legislation.
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Educational and Support Services

may include, but are not limited to:
pre-enrolment materials.
study support and study skills programs.

language, literacy, and numeracy (LLN) programs or referrals
to these programs. CAE Australia Flight Training utilises LLN
Robot to provide student LLN support.

The student support procedure identifies students that
require addition theoretical and practical flying support. The
procedure defines the process required to implement this
support.

This may include flexible scheduling and delivery of training
and assessment. information and communications
technology (ICT) support, and access to additional learning
materials in alternative formats.
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Executive officer

means:

a person, by whatever name called and whether or not a
director of the organisation, who is concerned in or takes
part in the management of the RTO; or

an administrator, receiver and manager, or liquidator of the
organisation (other than a receiver and manager, or
liquidator, appointed by a court); or

if the RTO is a body corporate:
a person who, at any time during a period for

which the organisation is registered, owns 15% or more of
the organisation; or

a person who, at any time during a period for

which the organisation is registered, is entitled to receive
15% or more of dividends paid by the organisation; or

the administrator of a deed of company
arrangement executed by an organisation; or
a trustee or other person administering a

compromise or arrangement made between the organisation
and another person or other persons.

Government entity

means:
a Department of State of the Commonwealth; or

a Department of the Parliament established under the
Parliamentary Service Act 1999 of the Commonwealth.

an Executive Agency, or Statutory Agency, within the
meaning of the Public Service Act 1999 of the
Commonwealth.

a Department of State of a State or Territory; or
an organisation that:
is not an entity; and

is either established by the Commonwealth, a State, or a
Territory (whether under a law or not) to carry on an
enterprise or established for a public purpose by an
Australian law; and
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can be separately identified by reference to the nature of the
activities carried on through the organisation or the location
of the organisation whether or not the organisation is part of
a department or branch described in paragraph (a), (b), (c) or
(d) or of another organisation of the kind described in this
paragraph.

High managerial agent

means an employee or agent of the organisation with duties
of such responsibility that his or her conduct may fairly be
assumed to represent the organisation in relation to the
business of providing courses.

Industry

means the bodies that have a stake in the services provided
by RTOs. These can include, but are not limited to:

enterprise/industry clients, e.g. employers.
group training organisations.

industry organisations.

industry regulators.

industry skills councils or similar bodies.
industry training advisory bodies; and

unions.

Industry engagement

for the purposes of Clauses 1.5 & 1.6, may include, but is not
limited to, strategies such as:

partnering with local employers, regional/national
businesses, relevant industry bodies and/or enterprise RTOs.

involving employer nominees in industry advisory
committees and/or reference groups.

embedding staff within enterprises.

networking in an ongoing way with industry networks, peak
bodies and/or employers.

developing networks of relevant employers and industry
representatives to participate in assessment validation; and

exchanging knowledge, staff, and/or resources with
employers, networks, and industry bodies.
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Industry regulator

means a body or organisation responsible for the regulation
and/or licensing arrangements within a specific industry or
occupation.

Learner

means a person being trained and/or assessed by the RTO
for the purpose of issuing AQF certification documentation.

Licensed or regulated outcome

means compliance with an eligibility requirement for an
occupational licence or a legislative requirement to hold a
particular training product in order to carry out an activity.

Mode of delivery

means the method adopted to deliver training and
assessment, including online, distance, or blended methods.

Module

means a group of learning outcomes in a VET accredited
course where it can be established that it is not possible to
develop an appropriate unit of competency.

National Register

means the register maintained by the Commonwealth
Department responsible for VET and referred to in section
216 of the National Vocational Education and Training
Regulator Act 2011.

Nationally Recognised Training
(NRT) Logo

means the logo used nationally to signify training packages
and VET accredited courses.

Operations

of an RTO include training, assessment and administration
and support services related to its registration, including
those delivered across jurisdictions and offshore.

Professional development

means activities that develop and/or maintain an individual's
skills, knowledge, expertise and other characteristics as a
trainer or assessor. This includes both formal and informal
activities that encompass vocational competencies, currency
of industry skills and knowledge and practice of vocational
training, learning and assessment, including competency-
based training and assessment.

Examples of professional development activities include:

participation in courses, workshops, seminars, conferences, or
formal learning programs.

participation in mentoring, professional associations, or other
learning networks.

personal development through individual research or reading
of publications or other relevant information.

participation in moderation or validation activities; and

participation in industry release schemes.
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Recognition of Prior Learning (RPL)

means an assessment process that assesses the
competency/s of an individual that may have been acquired
through formal, non-formal and informal learning to
determine the extent to which that individual meets the
requirements specified in the training package or VET
accredited courses.

formal learning refers to learning that takes place through a
structured program of instruction and is linked to the
attainment of an AQF qualification or statement of
attainment (for example, a certificate, diploma or university
degree);

non-formal learning refers to learning that takes place
through a structured program of instruction, but does not
lead to the attainment of an AQF qualification or statement
of attainment (for example, in-house professional
development programs conducted by a business); and

informal learning refers to learning that results through

experience of work-related, social, family, hobby or leisure
activities (for example the acquisition of interpersonal skills
developed through several years as a sales representative).

Record means a written, printed, or electronic document providing
evidence that activities have been performed.
Registrar has the meaning given in the Student Identifiers Act 2014.

Registration

means registration as an RTO by the VET Regulator, where
that registration is then entered on the National Register.

RTO

means a Registered Training Organisation.

RTO code

means the registration identifier given to the RTO on the
National Register.

Scope of registration

means the training products for which an RTO is registered
to issue AQF certification documentation. It allows the RTO
to:

a) both provide training delivery and assessment
resulting in the issuance of AQF certification documentation
by the RTO; or

b) provide assessment resulting in the issuance of AQF
certification documentation by the RTO.
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Statement of Attainment

means a statement issued to a person confirming that the
person has satisfied the requirements of the unit/s of
competency or accredited short course specified in the
statement.

Student Identifier

has the meaning given in the Student Identifiers Act 2014.

Services

mean training, assessment, related educational and support
services and/or any activities related to the recruitment of
prospective learners. It does not include services such as

ctiidant crAalincallina madiatinn Ar ICT ciinnart

Skill set

means a single unit of competency or a combination of units
of competency from a training package which link to a
licensing or regulatory requirement, or a defined industry
need.

Trainers

are persons who provide training in accordance with Clause
1.13, 1.14 and1.16. iaw Standards for Registered Training
Organisations (RTOs) 2025

Training

is the process used by an RTO or a third-party delivering
services on its behalf, to facilitate learning and the acquisition
of competencies in relation to the training product on the
RTO'’s scope of registration.

training and assessment credential

are those qualifications, skill sets and units of competency, or
relevant combination of those qualifications, skill sets and
units of competency, specified in the table at Schedule 1.

Training and assessment strategies
and practices

are the approach of, and method adopted by, an RTO with
respect to training and assessment designed to enable
learners to meet the requirements of the training package or
accredited course.

Training Product

means AQF qualification, skill set, unit of competency,
accredited short course, and module.

Training Package

means the components of a training package endorsed by
the Industry and Skills Council or its delegate in accordance
with the Standards for Training Packages. The endorsed
components of a Training Package are units of competency;
assessment requirements (associated with each unit of
competency); qualifications; and credit arrangements. The
endorsed components form part of the requirements that an
RTO must meet under these Standards. A training package
also consists of a non-endorsed, quality assured companion
volume/s which contains industry advice to RTOs on different
aspects of implementation.

Unit of competency

means the specification of the standards of performance
reauired in the workplace as defined in a trainina packaae
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Validation

is the quality review of the assessment process. Validation
involves checking that the assessment tool/s produce/s valid,
reliable, sufficient, current, and authentic evidence to enable
reasonable judgements to be made as to whether the
requirements of the training package or VET accredited
courses are met. It includes reviewing a statistically valid
sample of the assessments and making recommendations for
future improvements to the assessment tool, process and/or
outcomes and acting upon such recommendations.

VET

means vocational education and training.

VET Quality Framework

comprises:

the Standards for Registered Training Organisations
the Australian Qualifications Framework

the Fit and Proper Person Requirements

the Financial Viability Risk Assessment Requirements

the Data Provision Requirements

VET Regulator

means:
the National VET Regulator; and

a body of a non-referring State that is responsible for the
kinds of matters dealt with under the VET legislation for that

State.
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