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We hope you have a wonderful time at ALS. 
 
This handbook outlines the conditions of studying at ALS , and it also includes the ALS refund policy. 
 
If you have any questions about the rights of international students, please ask us or contact the Department of Education, 
Training and Employment (DETE). There is important information about Education Services for Overseas Students at this 
Website at: https://internationaleducation.gov.au 
 
Certificate courses are related to the Australian Quality Framework and overseen by ASQA. You can find more about 
this at http://www.training.com.au 
 
The staff at ALS are always ready to help you with your studies and any problems, so please stop and talk to us anytime. 
We can help you settle quickly into Brisbane life. If you have difficulties with the language level of any of the certificate 
courses, there is support available for you. 
 
ALS respects the rights of its students and understands the pressures that students may face, living and studying in 
another country. Our staff are always ready to help and we want to fix any problems before they become too serious. 
In return, we expect our students to respect their fellow students and the requests of ALS staff.  
If you are repeatedly unable to do this, or are violent or abusive towards staff or your classmates you may be asked to 
leave the school. 

Welcome,	from	all	of	us	at	ALS	
 

IN AN EMERGENCY AT SCHOOL 
 

• Stay calm 
• Follow the instructions given 
• Meet in front of city hall 

 
There are maps in each area to show you the quickest way out of the building. 
 

24 hour Emergency Contact Number: +61 407 776 156 

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

Postal Details: 
PO Box 13393  
George St  
Brisbane 4003,  
Queensland,  
Australia  
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YOUR STAFF 
 

Our teachers and staff will answer your questions and help you settle into life in Brisbane.  Come and see us any time - 
that’s what we’re here for. 
If you have trouble understanding English, we can provide an interpreter.  It’s our pleasure to help you find your way 
around our city and our school! 
 
You can find all of the staff who work here on our website – www.ihbrisbane.com.au – but here are a few of the people 
you will meet 

You can find all of 
the staff who work 

here on our website – 
but here are a few of 
the people you will 

meet:    

Neil Preston 
Principal 

Miran Park 
Enrolments Officer 

Bo Kim 
Enrolments Officer 

    

Basia Kosmowska 
Admin Officer 

Erin McLeod  
Admin Officer 

Sol Kim 
Finance 

Celia Deng 
Finance 

    

James Kim 
Marketing 

Vitor Reis 
Marketing 

Bruce Lee 
Marketing 

Kayo Baker 
Marketing 
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YOUR SCHOOL LIFE 
 
5 STEPS TO BE A GREAT STUDENT 

1. Be on time for classes. A late student disrupts the lesson for others. If you are late, you should explain 
the reason to your teacher after class. If you are more than 10 minutes late, you will be marked absent for the 
session. 

2. Speak only English at school and in the school building (See the PRIDE Policy!) 
3. Wear your ID Card at school and in the school building. 
4. Enjoy yourself while you are here. Take part in outings and activities 

after school and talk to as many people as possible 
5. Get involved! 

 
Things you need to know… 

• Be aware of Australian values and customs – for example wear footwear (shoes) 
in the school at all times, and it’s ok to call your teacher by their name 

• Don’t smoke anywhere in the school, including the toilets, stairs or upstairs in the student eating area. Australia 
has strict laws about smoking where people eat and drink. 

• Don’t flush any female hygiene products down the toilet. 
 
IH BRISBANE – ALS STUDENT CODE OF CONDUCT 

Learning a language isn’t easy – and it’s great that we 
can help you do it. We want you to take PRIDE in what 

you are doing (we know we do). 

Whilst you are here at IH Brisbane – ALS, we expect all students to behave in 
certain ways – this is outlined on the next page. The reason for this is simple: we 
want everyone to have great time and really enjoy learning English!. If you break 
these rules there are consequences, as outlined below. 

1. The first time, I will be warned not to do it again. My name will be recorded. 
2. The second time, I will be excluded from school for the rest of the day. My name will be recorded as being 

excluded. 
3. If I have been excluded from school 3 times for breaking the PRIDE agreement, I will be required to attend a 

counselling session with the Director of Studies or Academic Manager. 
4. The next time, I will be excluded from school for the following week of classes, and marked as absent. My 

name will be recorded as having been warned. 
5. The fifth time will be the final time, I will be sent to the Principal who will expel me from IH BRISBANE - ALS 

without a refund. 
MOBILE PHONES 
Your Mobile Phone and other technology can really help you learn English BUT we ask that whilst in class:  

• Your phone is switched to silent 
• Don’t use it to text  
• If you need to take a phone call, let the teacher know and leave the room. 
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PRIDE – Our Student Code of Conduct 
We agree to take PRIDE in our studies 

P Possession 
Taking control of 

your learning. 

IH Brisbane - ALS can help us, but we are responsible for our learning 
• We will speak up if there is something we don’t understand or need help with. 
• We will be on time for class. 
• We will participate willingly in class activities. 
• We will do as much study and practice outside of class as we can. 

R Respect 
Treating everyone 

fairly and with 
sensitivity. 

For everyone to be able to benefit from the classes, we will respect each other. 
• Staff knowledge and experience as experts is to be accepted 
• We will switch our mobiles to silent in the classroom. 
• We will be understanding of individual and cultural differences. 
• We will be flexible and open to others’ ideas. 
• We will be supportive, fair and honest in our relationships with each other. 
• We will respect each other’s privacy. 

I Integrity 
Being truthful and 

sincere. 

We are in control of our actions, and will act in the best way possible. 
• We will behave as responsible adults. 
• We will accept any reasonable penalty for our behaviour. 
• We understand that assessment policies and procedures are clear and apply to all, 

and the school will apply them equally. 
• We are responsible for what we do and say. 
• We do not claim the work of others as our own. 
• We will follow all school rules and regulations. 
• We will speak up when there are problems and work together to find solutions. 

D Dive in! 
The more you 

give, the more you 
get. 

We understand the more we put in, the more we get out. 
• We will complete all tasks as required to the best of our ability. 
• We will participate willingly and fully in class activities. 
• We will try and find ways to use English outside of class and school, and integrate 

into Australia as much as we can. 

E English only 

We understand that speaking English is good for our ability, and includes everyone.  
• We will speak English in the school wherever and whenever possible. 

 
STUDENT ID CARD 
 
On your FIRST DAY, we will take your photo to make an IH BRISBANE - ALS student card.  Please check that the 
information on the card is correct, as you must wear this when you are in school. 

 
 
Your IH BRISBANE - ALS student ID card will help you get student discounts around Brisbane, for example, book 
purchases, tickets to the movies.  Ask at Reception for more details. 
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ATTENDANCE 
 

To avoid problems with your study visa conditions, you should obtain a medical certificate to cover any absence caused 
by illness. The medical certificate must be given to Reception within two days of your return to class.  
 
YOUR CERTIFICATE 
 
To successfully complete a course you are required to pass all of modules of your course. If you 
do not pass all of the modules, at the end of the course you will not receive a certificate, but a 
statement of attainment detailing the modules that you have passed. 
Successful candidates will receive a certificate and record of results. These will have the course 
dates on them (the certificate will have the course completion date, and the issue date; the 
training record will have the dates for each module and the issue date). 

 
CHANGING OR DEFERRING A COURSE 
ALS is happy to help you make any changes you need to wherever we can, and you can find more information about this 
here. 

• Once an enrolment period (course) has started, you cannot make changes to that enrolment period. 
• If you want to make changes to the date of a future enrolment period please be aware that 

o If it requires a change of Confirmation of Enrolment (for student visa holders) a $40 admin fee will be 
charged 

o It is at the discretion of ALS , and may not be approved 
• Requests to change courses must be done in writing. 

 
HOLIDAY POLICY 
Certificate courses have set holiday periods; no further holidays will be granted. 
 
CHANGING ADDRESS 
It is very important that you keep us informed of any changes to your address, email and mobile whilst studying 
with us. If you are on a student visa and don’t do so, your visa may be cancelled without you knowing! 

• Use the student portal at alscertificates.com to let us know any changes, within 5 working days. 
• We check we have the right address every 12 weeks – if we have the wrong details please update them as soon 

as you can 
 
LATE PAYMENT POLICY 

 
If you have a payment plan with ALS, it is very important that you make your payments on or before the payment 
date. 

• For each payment that is paid late there will be a $100 surcharge. 
• Each 3 working days after the payment was due, you will receive a warning for non-payment of funds. After 3 

warnings you will be issued with an intent to report to DIBP. Failure to pay before this time means that your 
Confirmation of Enrolment will be cancelled, which may result in your student visa being cancelled. 
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ALS STUDENT AREA ON www.alscertificates.com 
 

 
Students have exclusive access to the ALS student area at 

www.alscertificates.com 
 

Here you will be able to find two areas – The Student 
Portal and  

The Resource Centre 
 
 
 
 

 
The Student Portal - here 
you can check your classes, 
times, rooms, and results, and  
update your contact details , as 
well as lots of information about 
the school in the dairy section 
 
 

 
  

 

The Resource 
Centre – grammar 

parctice activities, files 
shared with you from your 

classes, lots of great 
things to help you with 

your classes and in 
Australia in general. 

 

 
  



8  IH BRISBANE - ALS  
Student Handbook 

   www.ihbrisbane.com.au 
  CRICOS provider number: 02885G 
 

STUDENT COMPLAINTS 
 

If you cannot understand this document, please tell us and we will get someone to explain to you. 
 

At IH BRISBANE - ALS, we aim to give you top quality teaching and student care.  
 

If you are not happy with any aspect of your course or the care you are receiving, we want to know.    
 

Don’t worry if your English is not so good. You can bring someone along to help you, or we can arrange somebody to help 
you (an interpreter for example) at any meetings, and every step of the procedure. You will be asked to complete a form 
to help us track your complaint / appeal. 

 
WHAT TO DO IF YOU HAVE A PROBLEM. 
Homestay Problem? 
Talk with our Student Services Officer. We will contact the Accommodation Service and help you 
fix the problem. 
Visa Problem? 
Again, our Student Services Officer may be able to help you with these problems.  You can also 
talk with our Student Adviser.   
However, we recommend you contact the Brisbane Immigration office to get the best advice on 
any visa problem you have.   
Immigration Address 
Ground Floor, 299 Adelaide Street, Brisbane.  
Hours Mon-Fri 0900-1600 (Wed 0900-1330)  
Personal problem? 
Our Student Advisers can help you with personal problems or refer you to the right place for help. 
We know you can’t be happy at IH BRISBANE - ALS if your life is not going smoothly and we 
want to help. 
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IH BRISBANE - ALS COMPLAINTS AND GRIEVANCE PROCEDURE 
 
Do you have a problem? 
 
1. Talk to your class teacher > Problem Solved?   
  
No? 
 
   
 
 
2. Talk to the Academic Manager > Problem Solved?  
 

No? 
 
 
 
 
3. Talk to the Principal > Problem Solved?  
 

No? 
 
  
 
4. Contact… 
 

Overseas Students Ombudsman 

Email: overseas.students@ombudsman.gov.au 

Call: 1300 362 072* within Australia. Outside Australia call +61 2 6276 0111. Enquiries 9am to 5pm Monday to Friday 
(AEDT) 

Fax: 02 6276 0123 within Australia. Outside Australia +61 2 6276 0123. 

Postal: GPO Box 442 Canberra ACT 2601. 

 Or Dispute Resolution Branch, Department of Justice and Attorney General 
Postal Address: GPO Box 149 Brisbane Qld 4001 
Street Address: Level 1, Brisbane Magistrates 
Court, 363 George Street, Brisbane Qld 4000 
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COURSE PROGRESS AND ASSESSMENT 
 
All the assessment you do has no grade – only S (Satisfactory – Pass) and NYS (Not Satisfactory – Fail) 
• You will be assessed at the end of each module that you are studying, or at the end of the course. There will be 

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

• You can check your results with your teacher or on the your specific certificate course student area. 
• If you are marked as NYS, you will have a chance to be reassessed. Your teacher will inform you when this 

opportunity is. 
 
Some of the activities which may be included as assessment tasks are: 
• Workbook Completion 
• Interviews 
• Listening / Reading tests 
• Writing 
• Analyzing Case Studies. 
 
If you are unable to understand or complete for any reason any of the assessment tools please let your assessor know 
and ALS will examine ways to help you without breaching the validity of the assessment. 
 
You must make satisfactory course progress to fulfill your visa conditions; if you do not, you will be given help but may 
ultimately risk losing your student visa. Unsatisfactory course progress in considered to be when you have more than 
50% of completed modules not passed at the end of each study period. You will be told when these are in your 
orientation.  
 
We will do everything it can to help you with your studies; if you are found to have made unsatisfactory course progress 
in any study period, we will give you help through our intervention strategy. This means that: 

§ You will have a meeting with an academic counselor (one-to-one) to clearly detail which elements you have not 
made satisfactory progress on. This will be arranged by your class teacher during class time, or over the phone, 
and will take place in the first week of classes in the next study period. 

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

 
However, if you still do not achieve satisfactory progress (success rate below 50%)  you will receive a warning letter. 
After three warning letters for poor progress, the student is given a letter notifying them of our intention to cancel their 
COE. They have 20 working days to access the appeals process (both internal and external), after which time they will 
have their CoE (Confirmation of Enrolment) cancelled and DIBP will contact them. 
 
You will receive a notice of intention to report which includes information on accessing an appeals process, and also 
how you can get more help and be reassessed on the modules you have missed. If you believe that you have been 
treated unfairly, you may make an appeal through the college’s complaints and appeals process. 
 
APPEALING A MARK GIVEN 
If you wish to appeal a mark or grade that has been given, please follow our complaints and grievance procedure, or fill 
in a Complaints and Appeals form available at reception. 
 
REASSESSMENT COSTS 
If you wish to take or re-take assessment outside of your normal scheduled times you can do so; it is charged at the 
normal rate for private lessons unless otherwise specified. 
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The RPL Process (Recognition of Prior Learning) 
 
You may apply for RPL for any of the units of your course instead of completing the learning and assessment material. 
The process involves the completion of an evidence collection document.  In this document, you will indicate the 
evidence you can provide for the unit or parts of units.  It should also show that you your knowledge is current. 
 
This process acknowledges previous experience and skills and allows credit for any relevant units. This gives you the 
chance to gain the qualification without having to complete all learning and assessment materials. The process is as 
follows: 
 
1. Candidate approaches ALS about RPL. 
                      ↓ 
2. ALS provides information about RPL, self-assessment checklist, examples of types of acceptable evidence, cost of 
RPL and offers support.  
                      ↓ 
3. Candidate completes self-assessment with ALS assistance. ALS advises whether candidate is suitable for RPL. 
Candidate enrols in course or unit if suitable. Candidate and assessor agree on provisional evidence plan, timelines, 
support etc 
                      ↓ 
4. Assessor, candidate, industry surpervisor collect evidence, make judgements and revise evidence plan and timelines 
where needed. [This occurs over a series of regular meetings.] 
                      ↓ 
5. Candidate is successful (and supplied with information on further pathways) or unsuccessful (and is supplied with a 
learning plan and option of Appeals process) 
 
If you are on a student visa, obtaining units / modules through RPL mreans that you will not be 
undertaking study in those modules. This means that you your course length and Confirmation 
of Enrolment will be shorter than previously advised, and this may in turn affect your visa 
conditions. 
If you are unsure about this, please ask for assistance. 
 
Language, Literacy and Numeracy 
 
If you feel that you are struggling on the course or with your assessments because of your level of language, literacy or 
numeracy, please let us know. You may be asked to undertake some extra assessment to help us understand where 
you are having problems. 
 
Where ever possible we will make adjustments to the course to help you, but we may also recommend that you take up 
extra study to bridge the gaps that you have. 
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SCHOOL MAPS 
 

  
Level 8, 
116 
Adelaide St 

Level 9, 116 
Adelaide St 
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YOUR  FACILITIES AND OTHER SERVICES 

 
 

COMPUTER ROOMS AND LEARNING 
 
IH BRISBANE - ALS has great computer programs on all the self-access 
computers.  You can use these programs to improve your English: before school, 
during breaks and after school.  All the programs include Grammar reference and 
Dictionaries.  The computer rooms are open from 8 a.m. to 8 p.m. unless being 
used for a class.  

 
IH BRISBANE - ALS  has Wireless Internet. The  current password can always 
be found on this month’s activities calendar.  Please remember that you are 
responsible for your own equipment.  Do NOT use the student Wi-Fi for personal banking. 
 
Need to print? We can print up to 5 pages for you (black and white). Just ask at reception! 
 
Unique Student Identifier - USI 
 
Since 1st January 2015, all students studying certificate courses are required to have a USI – a number unique to you 
that will track your studies in Australia. 
 
If you do not have a number already, then ALS will apply for a number for you. 
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Your Privacy 
IH Brisbane - ALS is committed to safeguarding your personal information. 
IH Brisbane - ALS takes their obligations to protect personal information 
seriously under the Privacy Act 1988 (Cth) and the Australian Privacy 
Principles (“APPs”) (together, “the Privacy Act”). 
IH Brisbane - ALS collects, holds, uses and discloses 
personal information in order to manage and administer the 
courses and services we provide to our clients, whether they are 
individuals or businesses. We will only collect/monitor personal information 
if that information is voluntarily provided by the individual or a third party. 
IH Brisbane - ALS collects personal information: 

• directly from the individual - in person, by phone, by mail, over 
the internet, by e-mail or fax, or by completion of a form (such 
as an enrolment form).  

• from a third party, for example an authorised representative 
(e.g. agents or guardians), a referee or a government agency. 

Unless given consent to do otherwise, IH Brisbane - ALS will only collect 
and use personal information for the following purposes: 

• Enrolment 

The information you provide in a course application will be used to process 
your enrolment at IH Brisbane - ALS. This information will be treated as 
confidential and is available for your review. However, it may be made 
available to Australian immigration and education authorities in connection 
with your visa (if applicable), as required by the National Code and the 
ESOS Act 2000. 

• The provision for further related course information 

IH Brisbane - ALS may send you information about our centre or other 
courses. You may request not to receive further information at any time. 
 
We will not retain identifiable personal information longer than 
is reasonably necessary and permitted under Australian law. 
Some elements of personal information are also referred to as sensitive 
information, these include: 

• racial or ethnic origin; 
• political opinions; 
• membership of a political association; 
• religious beliefs or affiliations; 
• philosophical beliefs; 
• membership of a professional or trade association or union 

membership; 
• sexual orientation or practices; 

• criminal history; 
• health information; 
• genetic information; 
• biometric information; or 
• biometric templates. 

We only collect this information when it is permissible under Australian law 
and we will only use this information for a legitimate purpose where this is 
reasonably necessary. 
Requests for access will be dealt with in accordance with the 
Australian Privacy Principles. We endeavour to ensure that personal 
information is accurate, complete and up-to-date. Your personal 
information stored by IH Brisbane - ALS can be reviewed or amended 
except where it is required for legal reasons. 
Under no circumstances will IH Brisbane - ALS receive 
payment for disclosing your personal information, and all clients 
and suppliers must maintain your privacy rights and APPs. We may 
disclose your personal information to third parties for the following 
purposes: 

• To provide the service requested; 
• To provide course progress and results information to specific 

persons as agreed Terms and Conditions; 
• If permitted or required by law; or 
• Otherwise with the consent of the individual. 

IH Brisbane - ALS will endeavour to take all reasonable steps 
to keep secure any personal information recorded. However 
security of communications over the Internet can not be guaranteed, and 
therefore absolute assurance that information will be secure at all times 
can not be given. IH Brisbane - ALS will not be held responsible for events 
arising from unauthorised access to personal information. 
Please note that tracking technologies such as cookies used on the IH 
Brisbane - ALS website do not identify individuals. Digital information is 
stored on a password protected server and hardcopy information in locked 
areas. 
IH Brisbane - ALS provides links to web sites outside of the IH Brisbane - 
ALS. These linked sites are not under the control of IH Brisbane - ALS and 
IH Brisbane - ALS is not responsible for the conduct of those companies. 
 
We will take all reasonable and practicable steps to ensure that personal 
information is properly protected from misuse or loss, unauthorised 
access, modification or disclosure, but if you have any questions or 
complaints please contact the College Director on 07 3229 3389 or 
admin@ihbrisbane.com.au
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YOUR LIFE OUTSIDE SCHOOL 
 

BEING AUSTRALIAN 
Australia and Australians are unique! Here’s a few tips to get you started in becoming an Aussie 

• Do things outdoors – a lot of Australian life takes places outdoors, in sport, picnics or just hanging out. Try it! 
• Fall in love with the wildlife-you don’t need to visit a zoo, just look outside your window! 
• Try the local stuff-explore the great cafes, restaurants, markets and even supermarkets for some new flavours 
• Australia is a passionate sporting nation, but you don’t have to be a super athlete-try bushwalking, stand up 

paddle boarding, or adventure racing 
• The computer and internet were invented for work! In your free time why not visit a local pub and hear some live 

music or catch one of the local festivals instead  
 

ACCOMMODATION 
You need to be comfortable where you are staying to be able to study properly! 
There are 3 main types of accommodation you should consider: 
Homestay accommodation: 
This gives you the chance to live with an Australian family. Talk to the Enrolments team if you would like help with this. 
Student accommodation: 
Well-equipped rooms and facilities make this an easy place to base whilst you study. 
Share accommodation: 
Check our school notice boards regularly for share accommodation 
advertisements. Try websites such as: 
www.rooms4rent.com.au 
www.sunbrisbane.com.au 
www.realestate.com.au 

www.flatmates.com.au 
www.gumtree.com.au 
au.easyroommate.com 

 
But remember, wherever you choose to live, try and find somewhere with people who don’t speak your language! If you 
speak English all day, but your language all the time at home you will not progress as fast as you could. 
 
IDENTITY - PROOF OF AGE CARDS 

 
You need to show valid ID for lots of things in Australia. 
If you are going to stay in Australia for more than a few weeks, we recommend that you 
get a proof of age card. This card costs around $65, but is valid for life. 
 To get a card, take:    and go: 

• your Student ID card 
• Your passport  
• A credit card or EFTPOS card 
• Proof of QLD address 

Pick up a “How to” guide from reception. 
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SHOPPING IN AUSTRALIA AND BRISBANE 
 

Most supermarkets, Shopping Centres and Department Stores in Brisbane are open 7 days a 
week and some smaller stores and food outlets are open 24 hours a day. Suburban 
Supermarkets are usually open 8am to 9pm weekdays, 8am - 5pm Saturdays, and 9pm – 6pm 
Sundays.  You will find a wide variety of fresh meat, fish, fruit and vegetables at reasonable 
prices. The main chains in Australia are Woolworths and Coles, but if you want try and budget 
more, find a Bi-Lo or Aldi. 
 
Big W and Kmart stock almost everything non-food that you could want, and OfficeWorks next 
to the school is good place for your stationary needs. 
 

There are also a large number of Asian supermarkets and restaurants in places like China Town and Sunnybank Plaza.   
 
SAFETY AND SECURITY AT IH BRISBANE- ALS,  IN AUSTRALIA AND BRISBANE 

 
Security at IH BRISBANE - ALS  
Please take care of your bags and possessions. Do not leave any valuables unattended (camera, purse, wallet, passport 
etc). If you leave your bag in a classroom or in the library, make sure you take your valuables out first and keep them with 
you.  For your own safety, do not carry large amounts of cash around with you.  Don’t carry your passport with you.  Leave 
it at home in a safe place. 
 
Legal Services in Brisbane 
If you need legal advice while you are studying at IH BRISBANE - ALS, the Student Services Officer can give you 
information about services in Brisbane. There are several legal services close to IH BRISBANE - ALS and we can help 
you find the right service to meet your needs. 
 
YOUR HEALTH 

 
Health care in Australia can be quite expensive so we recommend that you have insurance whilst you are here. If you 
don’t, ask us and we can give you some options.  
 

Overseas Student Health Cover 
Students who hold an Australian Student Visa are required to have private health insurance for 
the duration of your stay in Australia. This is called Overseas Student Health Cover (OSHC). 
Student visa holders will have their OSHC organised by IH BRISBANE - ALS.  It will cover the 
time you study at IH BRISBANE - ALS.  Your membership card will be ready to collect by the 
end of your first week. For further information please ask our Student Services Officer. 

 
Emergency Health care – Doctor, Dentist, Eye Doctor etc. 
We can help you find a doctor if you need one - it costs between $60 and $80 for a consultation with a doctor. The Student 
Services Officer or the Receptionist can give you the name card of a Dentist, Doctor or Eye Doctor for emergency 
treatment.  The closest Medical Centre is in the Albert Street Mall, just 5 minutes away.  This Centre is open every day 
and has Korean, Japanese and English speaking doctors. 
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WORKING IN BRISBANE AND AUSTRALIA 
 
Students on Australian Student Visas are able to work up to 40 hours per fortnight while they are studying. If you are on 
a Working Holiday Visa there is no limit to the number of hours you can work BUT decide – are you studying or are you 
working? 
 
How to find a job in Brisbane 
Persistance is the key! Check websites such as  
www.seek.com.au 
www.AllJobs.com.au 
www.sunbrisbane.com.au 
and don’t be afraid to take your CV to places and leave it for them (our teachers can help you write your resume during 
Job Club on Friday afternoons). Some people find jobs very quickly, but it can take a long time. 
 
To be ready to start work you must: 

• Apply for a Tax File Number (TFN). It is quicker to apply online at www.ato.gov.au  It takes about 2 weeks to 
receive it by post. 

• Get a bank account in Australia. 
• Have the correct visa. 

 
It is also a good idea to make yourself as ‘employable’ as you can – think about getting an RSA certificate (Responsible 
Service of Alcohol) so you can work in a bar, or doing a Barista course so you can work in a coffee shop. 
 
There is lots of seasonal work in Australia for when you finish your studies – fruit picking for example. Try this site to help 
you see where you can go! 
http://jobsearch.gov.au/harvesttrail/ 
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CONTACTS 
If you need help, please ask the staff or at reception. If we can’t help you, we will find someone who can. Here 
are some useful phone numbers in case you want to find help by yourself.  

Emergency - Police, Fire, Ambulance – 000 or 112 from your mobile 
Service Phone Number 

Department of Immigration and Border Protection 131 881 
Translation & interpreting services       131 450 
Your health 1800 022 222 
Abortion & grief counselling association  1300 363 550 (24 hour)  
Alcohol & drug information service  1800 177833 
Lifeline 24 hours 131 114 
Counselling & Wellbeing Centre Qld      3891 2273 
Qld poisons information centre: 13 11 26 
Gay and Lesbian Welfare Association 1800 184 527  
Pregnancy help line 1800 882 436 (24 hour)  
Gamblers Anonymous Helpline: 1800 858 858 
Kids Help Line 1800 55 1800 
Brisbane domestic advocacy service 1800 811 811 
Maritime Australian Search and Rescue 1800 641 792 (24 hour)   
Department of Child Safety (07) 3224 8045 
Legal services  1300 65 1188 
Police (Charlotte St)         3258 2582 
Police (Roma St) 3364 3011 
Police Link (Non Urgent Contact)         131444 
Transport:  
Taxis – Yellow cabs        13 19 24 
Black and White cabs  13 32 22 
Public transport information www.translink.com.au  

 
 

 

 
If you are unsure of what emergency service you need tell the operator what the emergency is. Think 
ahead – you’ll need to know the important information which will help them to respond.  Where you are; 
(note street names and the closest intersection), what has happened and to whom; what their condition 
is.  If you are concerned about your English, remain calm and work with the operators who are very 
experienced with all cultures. 
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Finding a telephone number 
 
If you need to find the name or address of a person or a company in Brisbane, or another part of Australia, go to 
www.whitepages.com.au and select a city location.  
You can also call 1234 for personal assistance with phone numbers, directions, movies, etc (24 hours a day).  Call 12456 
to connect you to any number listed in Australia.  Call 1223 if you know the name of the person or business you are 
looking for.  

 
24-hour interpreter service 
 
If you can’t make yourself understood, you can call the 24-hour interpreter service for help. Just dial 131 
450 and tell them your nationality and what you need to know. A fee will apply for this service. 
 
Mobile Phones 
 
The easiest way to stay in touch in Australia. There are lots of companies that sell pre-paid mobile phone SIM cards, such 
as Virgin, Telstra and many more (all of them have shops in Queen St Mall). There are also some companies that 
specialise in overseas calling as well – such as Lebargo and Amaysin – that you can buy from newsagents. Don’t be 
afraid to ask for help! 
You can top up your phone online or in newsagents and supermarkets. 
 
Post 
 
The cost of mailing a standard letter or a postcard to anywhere in Australia is about 70 cents. Letters to most destinations 
are usually $2.75. Other overseas mail is charged according to weight and the cost can also depend on the destination.  
Australian Post Offices open at 9am and close at 5.00pm – Monday to Friday. 

 
The nearest post office to IH Brisbane - ALS is the George St Post Office, on the corner of George and Adelaide Streets, 
about 400 metres up towards the Brisbane River. 
 
Personal Mail 
 
You can use the IH BRISBANE - ALS address to receive mail if you do not have another permanent address in Brisbane. 
Please check at Reception regularly for your mail.   
Postal Details: 
PO Box 13393  
George St  
Brisbane 4003,  
Queensland,  
Australia 
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MONEY, BANKS AND BANKING 
 
There are lots of foreign exchange places in Brisbane, and all of them offer roughly the same rate of exchange. Try not to 
carry too much cash (see safety and security) – most Australians pay with EFTPOS – an electronic banking system, using 
your debit card like you would a credit card.  
 
In order to open a bank account, you will need to present your passport at the Bank.  You don’t need a large amount of 
money to open a bank account in Australia. Most banks are open from 9.30am to 4pm Mondays to Thursdays and 9.30am 
to 5.30pm on Friday. The main banks in Australia are the Commonwealth, NAB and ANZ. 
 
Automatic Teller Machines (ATM’s) are located throughout Brisbane city and suburbs and you can access them 24 hours 
per day, but check the machine will not charge you a fee (if it isn’t your bank). 
 
Credit cards are widely accepted in Australia, but you may not be able to use American Express or Diners Club in some 
places. 
 
BE AWARE!  
 

• Never let your cards out of your sight 
• Some ATM have been found to have ‘skimming’ devices on them, that capture your card details as you use the 

machine. If something about the machine doesn’t look right, don’t use it! 
 
TRANSPORT 

 
Brisbane has a good public transport system of buses, electric trains and ferries. There is also 
an electric rail link to the Gold Coast and Brisbane International Airport.  Timetables and full 
details are on the web – go to www.translink.com.au . 
We recommend that you get a GO card to help you use the systems – it is cheaper than buying 
new tickets each day. You can buy a GO card from newsagencies and 7-11s, as well as at all 
main stations. 
To register for a concession (not available for ELICOS students at this time) please go to 
https://gocard.translink.com.au/ and enter your Go Card details (the organisation name 
is Australian Language Schools, and your student number is 5 digits long, and on your ID 
card (please do not enter 0000! Bad Example: 000014485 Good Example: 14485 
After you make 8 journeys in a week on your Go-Card, you will receive a 50% discount on other 

journeys that you make for the rest of the week! 
 
Driving 
You can drive in Queensland on the drivers licence from your home country. However, you must carry an official translation 
of your licence with you at all times. You may also use an International Drivers Licence. The Queensland traffic rules are 
detailed in “The Queensland Driver’s Guide” which may be purchased at newsagents (newspaper shops.) 
BE AWARE! Distances in Australia are very big, so always plan your journey to take breaks so that you don’t get too tired. 
Try this link to help you plan your journey 
http://www.racq.com.au/travel/drive_travel/trip_planner 
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VISAS and VISA QUESTIONS 
IH Brisbane – ALS advises all students to seek professional advice if you are unsure about any of the conditions on your 
visa 

Course Extensions 
If your visa allows it, you may extend your course in Australia or enrol in a different course. If you 
do, you may need to extend your visa.  
You do this at the Department of Immigration and Border Protection (DIBP).   

You will need to take your passport, a Confirmation of Enrolment (CoE) or letter from IH 
BRISBANE - ALS and an Attendance Statement.  Our Student Advisers and other staff can tell 
you about further courses of study in Australia.   
 
The Immigration Department (DIBP) in Brisbane 
Ground Floor, 299 Adelaide Street, Brisbane QLD 4000 
(this is the same street as IH BRISBANE - ALS) 
Office hours 
Mon-Fri 9 am to 4pm (Wed 9am to 1.30pm) 
You should always call first, on 131 881 and make an appointment. The Immigration Officer 
will also tell you what documents to bring. 
 
If you have any enquiries about your visa, or are worried or confused about any aspect of your 
visa conditions, please ask a Student Services Officer.  

 
The important things to remember are;  
• You must have a current visa.  
• Your attendance must be satisfactory.   
• Tell IH BRISBANE - ALS and Immigration if you change your address.  
 

Mandatory cancellation of student Visas will occur when a student Visa holder is assessed as not complying with the 
requirements of their Visa conditions relating to meeting course requirements. Visa cancellation can mean detention, 
removal from Australia and a bar on applying for other Visas, other than a Protection Visa. 
Current Visa conditions set down by DIBP that international Participants must be complied with include: 
• • Satisfy course requirements 
• Maintain a valid enrolment with IH BRISBANE - ALS 
• Notify IH BRISBANE - ALS of any change of address 
within seven days 
• Have sufficient funds to cover tuition fees and living 
expenses whilst in Australia 
• Do not work more than 40 hours per fortnight during 
semester 
• Maintain valid Overseas Student Health Cover 
• Inform DIBP of any change in their student status 

• Inform DIBP if they withdraw from the course they are 
enrolled in 
• Students must extend their student Visa before it 
expires  
• DIBP requires student visa holders to maintain 
adequate schooling arrangements for school-aged 
dependants who are on a student dependant visa and 
who are in Australia for more than three months, which 
means you will have to pay fees for these depoendents. 

 
  



22  IH BRISBANE - ALS  
Student Handbook 

   www.ihbrisbane.com.au 
  CRICOS provider number: 02885G 
 

BRISBANE AND AROUND 
Brisbane has lots of things going on! Check the noticeboards at the school – we will try and keep you updated, but try 
these websites as well. 
 
http://www.couriermail.com.au/life/whatson and http://www.brisbane.qld.gov.au/whats-on/index.htm 
 
Brisbane – From the Lonely Planet Guide Book… 
One of Australia’s most underrated destinations, Brisbane is an easy-going city with a vibrant arts scene, burgeoning 
nightlife and first-rate dining, with lush gardens, iconic sights and historic buildings all woven into the urban landscape. 
 
Brisbanites are an active bunch and make good use of the temperate climate and lovely riverside setting. You can go 
jogging, cycling, kayaking and rock climbing, wander through outdoor markets or relax on palmfringed artificial beaches 
just a short jaunt from the high-rises looming over the winding Brisbane River. 
 
Brisbane’s chefs cater to a global palate, and eating and drinking is all about the open-air experience. Many restaurants, 
bars and cafes have back gardens, riverside views, or sidewalk seating on tree-lined streets. As an epicentre of the arts, 
Brisbane is no longer just the ‘big country town’ of decades past. Instead you’ll find world-class museums, theatres, live-
music venues, massive sporting events and heaps of unique fare – open-air cinema, outdoor concerts, colourful 
festivals and more. 
When Brisbane suffered devastating floods in early 2011, Queenslanders came together to help the city’s speedy 
recovery. 
 
Top things to do in and around Brisbane: 

• Watch the Brisbane skyline go past from a 
CityCat 

• Go see the view from Mt Coot-tha 
• Splash in the artificial beach at Southbank 
• Enjoy the museums – like GOMA 
• Hang out in a coffee shop in one of the suburbs 

like Paddington, Milton or Oxley 
• See some live music in Fortitude Valley 
• Hire a bike and explore the paths 
• Shop in the Queen St Mall 

• Watch dolphins and whales (at the right time of 
the year!) from Moreton or Stradbroke Island 

• Escape to the beach – either the Gold or 
Sunshine Coast 

• Get your walking boots out and see world 
famous wildlife in the National Parks in the 
hinterland 

• Drink the famous Castlemaine XXXX at the 
brewery (and take the tour) 

If you would like any help planning a trip or ideas on where to go to, just see any of our friendly student services team. 
 

Important Swimming Warning! 
Queensland is famous for its beautiful beaches, but at times a 
surf beach can be extremely dangerous. Only swim at beaches 
where SURF LIFESAVERS are present. Make sure you always 
swim between the flags and only when the flags say it is safe to 
swim.  A RED flag signals DANGER. You should never enter the 
water when a red flag is flying. Please be careful at all times 
 

 
Australia  
Australia has busy cities, beautiful beaches and amazing wilderness – 
something for everyone. If you want help planning a trip around Australia 
please feel free to ask for help – a good starting point are the Guide Books we 
have in the library for you to use 
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WALKING TOUR OF BRISBANE 
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 LOST? 
If you are ever lost and can’t find your way, ask 
a police officer or a bus driver. You’ll find that 
Queensland police are very helpful and caring 
to overseas visitors. Be careful about accepting 
a lift in a stranger’s car, even if they appear 
friendly. 
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By choosing to study at IH Brisbane – ALS, you agree to the following: 
TERMS AND CONDITIONS 

 
1. I have read and agree to following policies, all available in the Student 
Handbook: 

• PRIDE policy  
• Attendance requirements 
• Privacy policy 

and understand failure to follow them may result in my exclusion from IH 
Brisbane – ALS, as detailed in the unacceptable behavior procedure. 
I have also read and understood the information regarding 

• Leave requests 
• Deferment Policy 
• Course Changes 
• Late payment of fees 

2. Indemnity: Neither IH Brisbane – ALS and its staff nor its representatives, 
will be held responsible for any loss, damage, illness or injury to people or 
property which may occur while students are on any activity or excursion 

organized by IH Brisbane - ALS. Students are solely responsible for taking out 
own insurance which we recommend be purchased in their own country.  
3. Release of Photography:  Photos or images of students participating in IH 
Brisbane - ALS school activities, taken by/for IH Brisbane - ALS staff, remain 
the property of IH Brisbane - ALS and can be used for promotional materials. 
If you do not wish to be photographed or videotaped please inform us in writing 
as soon as possible. 
4. Contact details: Students are required to notify IH Brisbane – ALS within 5 
working days of any changes to residential address through their student 
portal; failure to do so may result in automatic visa cancellation. 
5. Personal information provided to IH Brisbane - ALS is confidential, but by 
law, may be provided by IH Brisbane– ALS to appropriate parties. IH 
Brisbane –ALS is required to share information about its students with the 
Australian Government and other designated authorities, such as the TPS. IH 
Brisbane - ALS has the right to share information on your progress and 
attendance with your sponsor or educational agent. 

REFUND, ENROLMENT & CANCELLATION POLICY 
 
Refund Policy – there are 5 refund categories at IH Brisbane – ALS; these will be applied to each and every course (even on same offer letter) applied for: 
 

• Cancellation due to Visa refusal - Before course start date:$150 Admin Fee. Tuition, Material and Airport Reception Fees refunded. Enrolment and 
Accommodation Placement Fees not refunded.   

• Cancellation due to Visa refusal - After course has commenced:$150 Admin Fee. Unused Tuition and Material Fees refunded. Enrolment and 
Accommodation Placement Fees not refunded.    

• Cancellation notice given more than 4 weeks prior to the course start day: $250 Admin Fee. Tuition, Material and Airport Reception Fees 
refunded. Enrolment and Accommodation Placement Fees not refunded.    

• Cancellation notice given less than 4 weeks prior to the course start day: $1200 Admin Fee. Tuition, Material and Airport Reception Fees 
refunded (if more than 48 hours notice given). Enrolment and Accommodation Placement Fees not refunded.   

• Cancellation after course has commenced: No refunds eligible. 
 
• Course Commencement means the first working day of the week the student is enrolled to start.   
• Change of Enrolment - It may be possible up to 1 week before course commencement to transfer to a later course. A change of enrolment fee will be 

payable; this is the cost of revising enrolment information such as the start date, course length and Confirmation of Enrolment. No charge will be made for the 
first change, afterwards $40.00 admin fee will be charged for each subsequent change. Any refund request after making a change will be as case 4 except in 
case of visa refusal. 

• Failure to commence – IH Brisbane – ALS is required to report any student default within 5 working days.  
• Pre-requisite level of English – some courses at IH Brisbane – ALS require a pre-requisite level of English. Students who do not have this level of English will 

not be abel to commence study in this course, but will be offered a place in an different course. Any difference in fees will be the sole responsibility of the 
student. 

• Course Cancellation by IH – Brisbane ALS - If IH Brisbane - ALS is unable to deliver a course, a full refund of unused portion of prepaid tuition fees, material 
fees, and enrolment fee will be made within 2 weeks of the day on which the course ceased being provided. You may be offered enrolment in an alternative 
course at no extra cost, and have the right to choose whether you would prefer a refund of fees or to accept a place in another course, which must be done in 
writing. 
o In the unlikely event that IH Brisbane - ALS ceases to operate and is unable to offer you a place in another course or a refund, for student visa holders the 

TPS will place you in a similar course at no charge. Any refund due to a default of IH Brisbane - ALS as the registered provider is covered by the provisions 
of the Education Services of Overseas Students Act 2000 (the ESOS Act) (as amended). 

• Request for Refund  
o Request for refund must be made on a Request For Refund Form (download from our website www.ihbrisbane.com.au) with appropriate supporting 

documentations (e.g. the letter from the Department of Immigration and Citizenship and bank details) and submitted to enrol@ihbrisbane.com.au. 
o A refund can only be paid if IH Brisbane - ALS has received the money and it has been entered into its accounts, and all debts to IH Brisbane - ALS have 

been paid. 
o Refund payments will be made in Australian currency within 4 weeks of submitting the completed Request For Refund Form and all required supporting 

documentations.  
o All refunds will be made payable to the students only, except for formally approved sponsored students or education agents who paid on behalf of the students 

(students must send us an authorization letter) 
o Requests for refunds of Overseas Student Health Cover (OSHC) must be made directly to the student’s OSHC provider.  
o Promotional discount will not be applicable in any refund cases. 

 
For further information please read the IH Brisbane - ALS Student Handbook at www.ihbrisbane.com.au 

 

 


