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I am currently studying Diploma of Hospitality (Commercial Cookery pathway) 

 

Andres Silva, from Chile 

I’m working in a Mexican Restaurant (it wasn’t easy actually to find a job, I took 5 

months to find one, but once I got it I started to have more contacts and more 

chances to get other jobs.) 

I think Evolution Hospitality Institute has given to me the tools that I need to work in 

the hospitality industry, I have had nice teachers and I have learned from them a 

lot. I like the institute and the people that work there too. 

My name is Irina Pipenko. I'm 44 and I came from Moscow, Russia to make my 

dream true. My dream was always to be a Chef and finally I've made a 

decision to change my life and follow my real destiny. I'm studying the Diploma 

in Hospitality course at the moment at the Evolution Hospitality Institute, I've 

got a job at the Four Seasons Hotel a year ago getting through 4 stages of 

interview which was not so easy but I did it. Now it is time to make tracks. What 

I love being at Evolution Hospitality Institute: Very passionate, determined and 

highly qualified teaching staff; Great possibility to explore ourselves organizing 

different exciting events; Valuable experience playing roles of real managers 

in real situations during the study process according to tasks and assignments 

of the Diploma course. 
Irina Pipenko, from Moscow 

Valuable experience playing roles of real managers in real situations during the study process according to tasks and 

assignments of the Diploma course. Moreover - having fun and excitement of all of it. I would love to say many thanks 

to the Management of Evolution Hospitality Institute for making this Hospitality Institution extraordinary and special! And 

a special thanks to my teacher Aline Sinclair for being so passionate and energetic about her work and for making our 

times in class full of invaluable information and knowledge. 

At the moment I am a gelato/ice cream maker at Gelato Messina. So far being at 

Evolution is really good. I had the chance to improve my skills and know a lot of 

things that I didn't know before even though it has been a little while that I am 

working in a kitchen and pastry laboratory. Most important I find Evolution and 

everything that it's offering really nice and fun. I do enjoy a lot every practical class. 

Dalila Rossi, from Italy 

Cristiano Fonseca, from Brazil 

I work as "Breakfast Cook" for "The Hughenden Boutique Hotel", which is located at 

Woollahra. Evolution has been a great mentor for me in terms of helping me get skills 

to work as a Cook. I just have good comments about the teachers and classes. It's an 

awesome place to learn with our mistakes and to avoid them at the same time. What 

I like most about the College is that it has a friendly atmosphere and a sense of caring. 

Besides, It's a fantastic School where we can improve how to respect other cultures. I 

hope I'll have gotten all the qualifications to become a great Chef by the end of the 

course, and I can hardly wait to boost my creativity and make appetising dishes. Thank 

you so much Evolution for working together towards these achievements. 
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Welcome 
 

The management and staff of Evolution Hospitality Institute would like to extend a warm welcome 

to you.  

Evolution Hospitality Institute is committed to providing high standards of vocational education 

and training. We strive to create a happy and friendly atmosphere in which to learn and work. We 

endeavor to assist students to achieve the best possible outcome.  

Evolution Hospitality Institute will ensure that you receive the opportunity to fulfil your personal and 

professional potential during your training and every effort will be made by staff to accommodate 

your individual needs.  

The contents of this handbook will be discussed at your orientation session. Therefore, it is important 

to look after this handbook as you may require it during your training – it will provide additional 

guidance and answers as you progress. 

In this handbook you will find general information about Evolution Hospitality Institute’s policies 

and procedures as well as relevant information for students studying at the institute. It also outlines 

forms and documents you may need to refer to.   

We sincerely hope your time at Evolution Hospitality Institute is a memorable and productive 

learning experience. 

 

 

Stuart A. Page 

Chief Executive Officer  

Evolution Hospitality Institute 
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Our Mission  
 

Evolution Hospitality Institute has a commitment to provide high quality training services and 

courses that are relevant to student, employer and industry needs 

Evolution Hospitality Institute’s approach to education is to offer practical training and aim to assist 

all our students in developing themselves personally, vocationally and professionally 

We believe that our services enrich people’s lives and provide outstanding student and client 

service  

We aim to become the leader in the hospitality training field and believe that our innovative 

approach is vital to attaining and sustaining this leadership 

Evolution Hospitality Institute is committed to excellence in all we do, accomplishing our broader 

purpose with high standards of ethics and integrity 

Evolution Hospitality Institute recognizes its environmental responsibility   

Evolution Hospitality Institute is committed to caring and responsible corporate citizenship for 

Sydney and each community in which it operates. We also believe the people of Evolution 

Hospitality Institute are its most valuable resource therefore we encourage and nurture them to 

grow with us both professionally and personally  
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Training & Student Facilities 
 

 

 

Head Office & Campus:  

 

552 George Street, Sydney NSW 2000 

Evolution Hospitality Institute has a training facility in the Sydney CBD and students are allocated 

to a class on enrolment. It is here where students are able to gain a complete learning experience 

in both theory and practice.  

The Head Office is equipped with a student library and computer facilities, as well as a student 

common room. These facilities are available for all Evolution Hospitality Institute students. Our 

training premises have wireless hotspots for student internet use and student notice boards. 
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Student Orientation 
 

Orientation is conducted on the Thursday prior to 

course first day of course commencement. Its 

purpose is to fully inform new students of most 

aspects of life at the Institute and provide an 

introduction to studying, living in Sydney, 

transportation, facilities and accommodation. In 

addition our staff will be introduced to you and 

you will have an opportunity to ask any questions 

you have. Orientation includes information on: 

• A site campus tour and introductions 

to Evolution Hospitality Institute staff & 

Trainers 

• What is expected of you, including 

behavior requirements 

• Student support services available in 

the transition to life and study in a 

new environment 

• Visa requirements – academic and 

attendance 

• Course requirements and resources 

• Work Placement Requirements 

• Complaints and appeals processes 

• Further study options that are 

available during and after the course 

of study 

• Emergency and Health Services 

What to Bring to Orientation: 

• A copy of your passport 

• Your international student Overseas 

Student Health Cover (OHSC) 

• Original transcripts and certificates 

There may also be a guest speaker. Read this 
handbook carefully, as it contains much of the 
information presented to you at orientation. 

ID Cards 
You will be issued a student card displaying your 

name, photograph and student number on your 

orientation day. You will be required to wear this 

ID card at all times while on campus.  

Course Resources 
All students enrolled in SIT50313 Diploma of 

Hospitality (Commercial Cookery or Patisserie 

Pathway) & SIT30813 Certificate III in Commercial 

Cookery and SIT31113 Certificate III in Patisserie will 

be provided all required resources, including 

Chef’s Uniform, Boots, Toolkit and a Laptop are 

within the tuition fees.  

E-learning Resources 
You will receive a login and password on 

orientation day that will allow you to login to our E 

learning Platform (Moodle).  The Moodle e - 

learning resource holds your entire course learning 

outcomes and this is where all your theory notes 

and assessments will be undertaken. Your trainer 

will be able to communicate with you in relation 

to your course study outcomes through this 

platform.  There will be a demonstration of how to 

use the E learning platform (Moodle) at 

orientation and then again in your initial class. 

Please keep the password safe to ensure the 

privacy of your information.  

Note: You will also be issued your new resources 

on orientation day. 

 

 

Find information on upcoming 

Orientation sessions on the website 

www.evolution.edu.au 
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Student Information
Study in Australia 
Australia has the third largest number of 

international students in the English-

speaking world, but in many countries 

Australia is a student's first choice for 

international study. This is because the 

Australian education system has a 

standardized system of qualifications 

which means that all institutions offering 

nationally recognized qualifications 

must be registered with the Australian 

Government and meet very strict 

Australian registration conditions. This 

ensures that courses are of high standards 

ethically and in the quality of training offered. 

Together with the great lifestyle opportunities 

available in Australia there is little wonder that 

over 200,000 international students choose to 

study in Australia.  

ESOS Act 

The Australian Government wants overseas 

students in Australia to have 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 (ESOS) Act 

2000 and the National Code 2007. 

The ESOS framework protects your rights: see ‘Your 

Rights and Responsibilities as a Student’ which sets 

out the standards Australian education providers 

offer education services to overseas students. 

These standards cover a range of information you 

have a right to know and services that must be 

offered. 

For more information on studying in Australia, go 

to www.australia.gov.au. From the tabs at the top 

of the screen click on information services then on 

Education and Training then International 

students. 

Student Visa Requirements 

According to the Department of Immigration and 

Boarder 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. You will 

need to work through the local 

Australian Immigration Office. You will 

be required to also show that you 

meet the selection requirements for 

any of our courses that you are 

hoping to enrol in. 

Additional information on your visa 

issues is available from your Education 

Agent but independent advice is 

available on the Department of 

Immigration and Citizenship Internet site on  

http://www.immi.gov.au   

Also see the ‘If you want to...’ section in this 

handbook.  

Change of Address  
Upon arriving in Australia you are required to 

advise us of your residential address and 

telephone number and of any subsequent 

changes to these details. This is extremely 

important.  It is your responsibility to ensure that 

you always update your address details at the 

Institute to ensure you receive important 

information about your course, fees receipts and 

any other important information. You can learn 

how to update your details in the ‘If you want to…’ 

section of this handbook. 

English Requirements  

You must be able to read, write and understand 

the English language, and provide evidence of 

English proficiency. You will need to provide proof 

of meeting the minimum standards below.  

- International English Language Testing System 

(IELTS) 5.5 (general) 

- Test of English as a Foreign Language (TOEFL) 

500 

- Combined Universities Language Test (CULT) 

60% 

- Australian Second Language Proficiency 

Rating (ASLPR) 3+ 

Please note that Evolution Hospitality Institute requires 

proof of IELTS score of 5.5 at the point of enrolment.   

http://www.australia.gov.au/
http://www.immi.gov.au/
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Working while studying  
You can only work a maximum of 

20 hours a week whilst you are in 

Australia on a student visa, as 

long as it does not interfere with 

your study. If you work longer 

than 20 hours a week you are in 

breach of your conditions and 

your employer is breaking the 

law. Immigration conducts 

random checks and you may be 

in serious trouble.  

If you would like to work more 

than 20hrs during term breaks, 

you can contact the Student 

Support Officer who may issue 

you a letter to let your employer know that you 

are in a term break and are able to work 

additional hours without breaching your visa 

conditions.  

Living in Australia  

About Sydney 

Sydney the largest coastal cities in Australia and 

one of Australia’s foremost capital cities. It is a city 

of beauty, elegance and history. It is famous for 

the Opera House and Harbour Bridge and has a 

population of approximately four and a half 

million. Apart from the major landmarks, Sydney is 

also known for its vibrant and cosmopolitan 

nature in offering entertainment, festivals, 

shopping and sightseeing. 

Sydney’s weather is variable, although it has a 

temperate climate there can be a few extremes 

in the weather patterns, especially for a few days 

in the summers and winters. However, it is mostly 

pleasant throughout the year.  

If you're thinking of studying in Sydney you may 

need to know what it will cost to support yourself. 

Obvious things that come to mind are 

accommodation, food, clothes and child care. 

The cost of living in Sydney 

For more information, refer to the ‘pre-departure 

guide’ available on the website. 

We estimate that an international student 

requires a minimum of $15,000 to $18,000 for living 

expenses for each academic year. Initial 

establishment costs for a shared apartment, such 

as rental bonds for accommodation, electricity, 

gas and telephone, could add up to at least 

$1,500.  

In addition, there are the costs associated with 

staying in touch with home. There are internet 

cafes located throughout Sydney, these cost 

around AU$5.00 per hour. The cheapest way to 

phone overseas is using a phone card. Phone 

cards can be purchased at newsagents and 

convenience stores. Different phone cards will 

have different rates so make sure different cards 

are compared to see which is the cheapest for 

your country. Students requiring a mobile phone 

can get packages starting from around AU$15.00 

a month plus call costs for a two year contract. 

You can also buy a pre-paid mobile phone for 

about AU$100.00.  

To post a letter overseas the cost is between 

AU$1.10 to AU$2.60 through Australia Post. Parcels 

and freight are a lot more expensive and the cost 

will depend on how much you are sending and 

where it is going to. 

Living costs to study in Australia are based on the 

average expenditure by actual international 

students surveyed, but they will ultimately 

depend on the students' own lifestyles. Students 

who study in Australia have the option of a 

number of types of accommodation, and can 

choose to live with other students or by 

themselves. Most international students prepare 

or buy their own meals. However, some on 

campus university accommodation offers 

cooked meals as well as accommodation.  
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Share accommodation: this usually involves the 

payment of bond (commonly 2 or 4 weeks rent), 

which is refundable if the room is left in good 

condition. Telephone, gas and electricity are 

additional costs shared between the tenants. 

Prices can vary between A$50 and A$180 per 

week depending on size, location and facilities. 

Notice boards and newspapers (online or print) 

are generally the most common places to find 

share accommodation. 

Rental accommodation: rental properties involve 

signing of a lease contract and paying a 4 week 

government held bond, which is refundable if the 

dwelling is left in good condition. Lease contracts 

are typically 12 months or six months in length. 

Single room units can be as cheap as $60 per 

week depending on the city and size. Multi room 

units and houses can be anything from $150 - $600 

or more per week depending on the size and 

location to the city. 

Home stay Accommodation: Home stay 

accommodation is popular among English 

language students and involves living with an 

Australian family in a shared or private room. 

Home stay accommodation is often arranged by 

the educational institution or privately by the 

student. Home stay can cost anywhere between 

A$135 and A$240 per week inclusive of most 

meals. 

Public transport 

Sydney has a very well established public 

transport system. Students can get to each of the 

Institute’s venues, Sydney city centre and other 

suburban areas by using public transport. Buses 

and trains are the most preferred means of 

transport to travel to the Institute and in and 

around Sydney. Taxis are available everywhere, 

but they are comparatively more expensive than 

trains, buses and ferries. Students may contact the 

student support officer for further assistance in this 

matter. 

A good website to use is www.131500.com.au.  

 

This allows you to enter any destination and it will 

outline the best and quickest way to get there 

using Sydney’s public transport systems. The New 

South Wales Government does NOT allow student 

concession tickets on trains, ferries and  

State Transit Authority (STA) buses for overseas 

students. Please do not travel on a student ticket. 

The fine for travelling without the correct ticket on   

public transport is an on the spot fine of $200 or 

more. 

 

Opal Card 

 The Opal card is a free 

smartcard ticket that you load value onto and 

keep for travel on all public transport in Sydney, 

and the Blue Mountains, Central Coast, Hunter, 

Illawarra and Southern Highlands. The Opal card 

is an easy, convenient way of paying for your 

travel on public transport. It's the only card you'll 

need to get around on all public transport 

including trains, ferries, buses and light rail. If 

you’re 16 years of age, or older, normally you 

pay full fare. 

How do I use My Opal Card 

You will simply need to tap on at an Opal card 

reader to start your journey, and tap off at the 

end of your journey. The system will automatically 

calculate your fare and deduct it from the value 

stored on your Opal card. 

How do I get an Opal Card 

To obtain an Opal card you will need to visit 

website: www.opal.com.au which will inform you 

of Opal Card Retailers , Transport Customer 

Services Centre’s and Shops or Service NSW. 

The closest retailer to Campus is: 

EzyMart  

300 George St , SYDNEY NSW 2000 

Budget Hotels and Guesthouses: budget hotels 

and guesthouses typically involve 

accommodation in a dormitory or a private room 

excluding meals and are common among 

language or short course students and 

backpackers. Costs vary between A$68 to A$98 

per day. Cheaper for weekly rates. Electricity and 

gas are usually included.  

Cost of Utilities 

There are of course other costs associated with 

living in Australia. Please take these into account. 

For example, the extra cost of the use of 

electricity, the telephone and gas on top of your 

rent. The initial cost of connecting these basic 

services are as follows (please note these are 

current at the time of printing and that you will 

need to check these costs for your local area):  

Connection of Gas   $120.00 approx 

Connection of Electricity   $120.00 approx 

Connection of Telephone $50.00 approx

http://www.131500.com.au/
http://www.opal.com.au/
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Banking 

Banks are generally open at 9.30am and close at 

4.00pm. On Fridays they close at 5.00pm. Some 

banks are open on Saturday mornings. Most banks 

provide Automatic Teller Machines (ATMs). These 

are also located in shopping arcades.   

To open a bank account, you will need to provide 

your Passport and some money for the first 

deposit. If you need assistance opening a bank 

account, please see one of our friendly Student 

Services Staff. 

Location of City Banks 

• Commonwealth Bank of Australia: Cnr. 

of George & Market Streets 

• National Australia Bank: 292 Pitt Street & 

580 George Street 

• ANZ Bank: Cnr. York and Market Streets 

• St George Bank: Cnr. of Pitt & Market 

Streets 

• Westpac Bank: Cnr. of Pitt and Hunter 

Streets 

Medical Info 

OHSC 

Overseas Student Health Cover (OSHC) is a type 

of insurance that allows you to use the Australian 

healthcare system and it covers the costs for any 

medical or hospital care which you may need 

while studying in Australia. If you are an 

international student studying in Australia, you 

must purchase an approved OSHC policy from a 

registered health benefits organisation - 

commonly referred to as health funds - before 

applying for your visa. You will need to buy OSHC 

before you come to Australia, to cover you from 

when you arrive. You will also need to maintain 

OSHC throughout your stay in Australia. 

If you are applying from overseas, we will arrange 

OHSC for you automatically and add it to your 

Initial Invoice. If you do not wish us to do so, please 

let us know. You can find out more about 

purchasing Overseas Student Health Cover at the 

website 

http://www.health.gov.au/privatehealth/osfaq/ 

 

 

To get your OHSC card: After starting at Evolution 

Hospitality Institute you need to ask the front desk 

for your medical OHSC card. To find out more 

about your OSHC cover, contact the Student 

Support Officer or your Enrolment Officer. 

Doctors  

If you get sick, you may have to go and see a 

doctor. In Australia, you do not go to a hospital 

unless you are seriously ill. You go to your local 

doctor, which is usually open from 9:00 am. When 

you arrive, the receptionist will ask you for your 

OSHC card.  

If you cannot come to the Institute, the doctor will 

give you a medical certificate that describes 

what is wrong with you and says how many days 

you may stay at home. You must submit your 

medical certificate to the Head Office within 5 

days (please note we only accept medical 

certificates from registered doctors). You keep the 

original certificate and we will place a copy on 

your file. Please refer to the section on 

‘Attendance Requirements’ in this handbook. 

In Australia, you have to pay the cost of a visit to 

your local doctor, and then your OSHC will 

reimburse some of the cost. If you are in a public 

hospital you do not have to pay at all. However, 

you may have to pay more to see a specialist or if 

you are in a private hospital. When you get a bill 

or receipt for medical service, take it with your 

OHSC medical care to an office of your Insurance 

Provider and apply for a refund.  

For further information on living in 

Sydney visit: www.sydney.com.au/info 

www.sydneyguide.net.au 

www.sydneyaustralia.com.au 

http://www.health.gov.au/privatehealth/osfaq/
http://www.sydney.com.au/info
http://www.sydneyguide.net.au/
http://www.sydneyaustralia.com.au/
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Hospitals  

Under OSHC you are covered for 

accommodation and/or treatment in public 

hospitals. This applies whether you need to stay in 

hospital or are a patient at the hospital’s 

outpatient clinic or casualty department. 

Public hospitals throughout Australia have 

emergency clinics where you can go at any time 

of the day or night in an emergency. Doctors at 

the hospital will attend to you. 

Emergencies 

For all emergencies that are life threatening, dial 

000 from your telephone (or 112 from your mobile 

phone) to be attended by the emergency service 

departments. This includes Fire, Police and 

Ambulance services, operating 24 hours a day.  

Dialing 000 (or 112 from mobiles) is a free call. For 

general police enquiries please contact a local 

police station. NOTE: Dialing 000 (or 112 from your 

mobile) as a prank call is an offence and you may 

be in trouble with the police if you do it. 

Ambulance Service 

Your Overseas Student Health Cover (OSHC) will 

cover costs for an ambulance only when it is used 

in a state of emergency where medical attention 

is needed immediately. The costs for an 

ambulance used for non-emergency medical 

transport is not covered by OSHC. 

First Aid 

If a student is ill or injured and needs help please 

contact any member of the Institute staff, as first 

aid cabinets are available on the premises. The 

Institute is not permitted to provide or administer 

medication to any students. All trainers at 

Evolution Hospitality Institute are required to hold 

a First Aid Certificate and can manage most 

simple first aid problems until medical help arrives. 

Students must report all injuries, accidents and 

near misses to their trainer or a staff member. 

Students who suffer from a serious illness or 

allergies or who are required to take medication 

daily should advise the Student Support Officer for 

any assistance or special arrangements. 

Dentist 

Dental treatment in Australia is expensive. A basic 

check-up with no treatment will cost around $50 

but you can expect to pay around $95 onwards 

for standard treatments such as fillings, etc. 

Special insurance is available for dental cover 

and it is highly recommended for those who need 

frequent dental treatments.  

Optometrist 

Optometrists can test your eyesight to check for 

any sight disorders and they may prescribe some 

visual aids or spectacles. The fee for eye tests are 

covered by your medical insurance. However, 

glasses or the lenses are not covered. 
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Evolution Hospitality Institute Code of 

Practice 
 

Evolution Hospitality Institute has developed this 

Code of Practice to address and establish our 

commitment to the maintenance of high 

standards in the provision of vocational education 

and training and our operations in accordance 

with the principles and standards of the VET 

Quality Framework (VQF) and CRICOS 

requirements. 

 

Evolution Hospitality Institute recognises the 

possibility of conflicts of interest between its staff 

and business operations, and requires that existing 

and potential conflicts of interest be declared, 

discussed and that action be taken where there is 

an actual conflict of interest, or when there may 

be a perception of conflict, and that these 

actions will be open, accountable and properly 

documented while respecting the confidentiality 

of the information disclosed. 

1. Legislative requirements 

In all dealings with staff and students, Evolution 

Hospitality Institute endeavours to observe and 

comply with all relevant Commonwealth and 

State legislation and regulations, particularly in 

relation to: 

• Work health and safety; 

• Workplace harassment, victimisation, 

bullying and sexual harassment; 

• Anti-discrimination that includes equal 

opportunity, racial vilification and 

disability discrimination; 

• Privacy; 

• The delivery and administration of 

vocational education and training; and 

• All relevant legislation and regulations 

associated with qualifications offered. 

 

2. Access and equity 

Evolution Hospitality Institute will meet the needs of 

individuals and the community through the 

integration of access and equity guidelines. We 

will ensure that Access and Equity principles for all 

people are implemented through the fair 

allocation of resources and the right to equality of 

opportunity without discrimination. 

We will increase opportunities for people to 

participate in the vocational education and 

training system, and in associated decisions, 

which affect their lives. Evolution Hospitality 

Institute prohibits discrimination towards any 

group or individual in any form, inclusive of: · 

• Gender 

• Pregnancy 

• Race, colour, nationality, ethnic or ethno-

religious background 

• Marital status 

• Homosexuality (male or female, actual or 

presumed) 

• Age (in relation to compulsory retirement) 

 

3. Quality focus 

Evolution Hospitality Institute is committed to the 

provision of quality training and assessment 

services and is focused on the continuous 

improvement of our systems, products and 

processes. We actively seek feedback from 

students and staff and value their contribution 

towards improving programs and services. 

4. Client service 

We have sound management and administrative 

processes to ensure delivery of an efficient client 

service. Student’s assessment results, 

qualifications, transcripts and statements of 
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Attainment are issued in a timely manner with 

competencies recorded and certified in 

accordance with national guidelines. 

Our commitment to quality client service is 

demonstrated by the following policies and 

procedures: 

• Recognition of Prior Learning Policy and 

Procedure; 

• Credit Transfer Policy and Procedure; 

• a fair and reasonable Refund Policy; 

• Complaints and Appeals Policy and 

Procedure; 

• an Access and Equity Policy;  

• Language, Literacy and Numeracy 

Assistance Information (Student Support); 

• Monitoring attendance and course 

progress policy; 

• Deferring, suspending or canceling the 

Students Enrolment Policy. 

 

5. External audit and review 

Evolution Hospitality Institute participates in 

external monitoring and review processes 

conducted by the required Government 

authorities. These processes may include random 

compliance and quality audits, audit following a 

complaint, and audit for the purpose of 

maintaining or extending our scope of 

registration, financial audits and strategic industry 

audits. 

6. Financial and administrative practices  

 

Evolution Hospitality Institute guarantees the 

sound financial position of the business. Measures 

have been taken to ensure that all course fees 

paid in advance are identified and protected 

and the business maintains appropriate insurance 

policies. 

 

Students’ records, including USI, are managed to 

ensure confidentiality and security of all student 

information maintained. All student records are 

stored and archived in accordance with the 

requirements set by ASQA (Clauses 3.1-3.4 – 3.6) 

and retained records are retrievable for perusal 

by students or regulatory authorities if requested 

and in accordance with Australian Privacy 

Principles. For more information click on the 

Privacy section of Evolution Hospitality Institute 

website. 

 

7. Marketing and advertising 

 

Evolution Hospitality Institute markets its products 

and services with integrity, accuracy and 

professionalism, avoiding ambiguous and vague 

statements. In the provision of information, no false 

or misleading comparisons are drawn with any 

other training organisation or training product. The 

marketing material is reviewed at least twice a 

year for accuracy and ongoing integrity and 

each time a change is made to the product 

offered by Evolution Hospitality Institute, as 

relevant. 

 

8. Training and assessment standards 

 

All training staff has the appropriate qualifications 

and experience to deliver training and assessment 

relevant to the training products and services 

offered. 

We are committed to the ongoing professional 

development of our staff and regularly conduct 

trainer/ assessor monitoring to continually improve 

assessment methods and training delivery. 

Assessment is conducted in accordance with the 

requirements set by ASQA (Clauses 1.13 – 1.16) 

and the relevant National Training Package 

(including National Recognition, Recognition of 

Prior Learning and Credit Transfer) and where 

necessary, arrangements for language, literacy or 

numeracy assistance are made. 

At all times, we will provide adequate facilities, 

equipment and materials to create an 

environment that is conductive to successful 

learning. 

 

9. Issuance of qualifications 

Evolution Hospitality Institute will issue either a full 

certificate and transcript or statement of 

attainment to students who meet the 
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requirements of units of competency within the 

relevant training package or nationally 

accredited courses. 

 

10. Recognition of qualifications 

All AQF qualifications and statements of 

sttainment issued by other registered training 

organisations will be fully recognised by Evolution 

Hospitality Institute. 

All staff and potential students will be informed 

that their AQF qualifications and statements of 

attainment will be fully recognised by Evolution 

Hospitality Institute. 
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Student Code of Conduct / Guidelines
 
Students of Evolution Hospitality Institute are 

expected to comply with the Student Code of 

Conduct at all times. The disciplinary procedure is 

clearly outlined and misbehaviour will not be 

tolerated. 

Expected and Unaccepted behaviour  

• Students are expected to participate in all 

assessment tasks as scheduled, honestly and 

to the best of their ability;  

• Follow normal safety practices and act in a 

safe manner that does not place you or others 

at risk; 

• Treat staff and fellow students with respect 

and fairness; 

• Follow reasonable directions from a member 

of Evolution Hospitality Institute staff. 

• Social Media: It is accepted that students 

ONLY post reviews on the Social Media – 

Facebook (Evolutions Facebook page) 

•  It is unaccepted for students to post reviews 

on any other form of Social media ie: Twitter, 

Google or Snap Chat 

• Unaccepted use of social media that 

comprises of defame of individuals or 

Evolution Hospitality Institute, using hate 

speech against groups of people or 

individuals, race, origin, religion, disability, 

age, sexual orientation or gender.  

•  Unaccepted use of social media that is 

impersonating oneself or others which 

misrepresents your identity or connection with 

the place or person you are reviewing 

• Unaccepted use of social media that 

contains another person’s personal or 

confidential information ie: name (full or short) 

identification 

Communication 

Students are expected to communicate to 

administration staff with respect and politeness. 

Use “Please” and “Thank you”. Requests of 

documentation, assessment outcomes or 

general support services must be sent as an 

email to studentsupport@evolution.edu.au. 

Include a brief description in your enquiry, your 

name and student identification number. A 

member from the student support team will 

contact you as soon as possible. 

The use of poor communication etiquette will not 

be tolerated and can lead to disciplinary action. 

Avoid using words such as “I want” and “You 

must” 

Dress Code 

A high standard of dress is expected of all 

students. This allows students to familiarise 

themselves with the correct attire suitable for a 

professional environment. Students are required to 

wear their allocated uniform pertaining to the 

class they are attending.  

DURING PRACTICAL SESSIONS (in the kitchen) 

students must wear their FULL chef uniform with 

closed toe black shoes.  

AT ALL OTHER TIMES students must ensure their 

professional appearance is conducive to a 

professional working environment.  

CLOTHING ATTIRE NOT ACCEPTABLE includes 

thongs, singlet tops, midriff tops, board shorts, 

ripped & highly torn jeans. Any breaches of the 

dress code may result in the student being asked 

to leave class to change into more appropriate 

attire.   

DURING THORY SESSIONS (in the class room) 

students must only wear SMART dress wear. That 

is: 

• Smart dress pants; 

• Full length pants; 

• Dress or Skirt knee length; 

• T- shirt with collar (no singlet tops or 

midriffs); 

• Enclosed shoes at all times (no thongs or 

sandals); 

• Long hair is to be neatly tied back, clean 

and groomed. 

Personal hygiene 

The hospitality industry expects an above average 

display of personal hygiene. It is also part of 

compliance issues that surround food laws in 

Australia. Therefore, it is expected of you as a 

student studying with Evolution Hospitality Institute 

to observe the following on a DAILY basis:  

mailto:studentsupport@evolution.edu.au
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• All students are required to shower or bath on 

a daily basis; 

• Uniforms must be clean and pressed (ironed) 

with NO EXCEPTIONS; 

• Hair is to be clean and no longer than 

shoulder length when in the kitchen. Hair that 

is longer must be tied up and bundled 

underneath your chef cap/hat with a hairnet 

to secure it; 

• Facial hair must be neat and tidy (trimmed) 

and covered in the kitchen environment or a 

beard guard will be required. (Student will be 

required to purchase this at their own cost); 

• Fingernails are to be reasonable length, clean 

and free from nail polish, stencils or clear 

varnish; 

• Oral hygiene must be observed each day so 

brush your teeth daily; 

• Appropriate use of antiperspirants; 

• All footwear must also be clean and in good 

repair; 

• Should you have a cut, burn or open wound 

you must use a blue band aid and wear food 

handling gloves. 

Failure to observe the above policy may result in 

students being asked to leave the premises so as 

to adjust their appearance/personal hygiene in 

order to comply with the Institute’s requests.  

Drugs and alcohol 

Evolution Hospitality Institute is a drug and alcohol 

free environment. To ensure the integrity of 

Evolution Hospitality Institute, the consumption, 

use, sale or distribution of alcohol and/or 

prohibited drugs by any studenton Evolution 

Hospitality Institute premises is strictly forbidden at 

all times. Any student who is affected by the use 

of drugs and/or alcohol whilst attending training is 

in breach of Evolution Hospitality Institute policy 

and guidelines and is subject to severe disciplinary 

action. This can include suspension, expulsion, or 

any other penalty appropriate under the 

circumstances. Smoking is not permitted on ANY 

Evolution Hospitality Institute campuses including 

outdoor areas.  

Plagiarism 

Plagiarism is defined by attempting to pass off an 

idea or creation of another person’s work as your 

own.  Material can come from written, electronic 

or graphic sources (including the internet) and be 

presented in written form, orally, graphically or 

visually. You must reference other people’s work 

and explain how it relates to and supports your 

own work. You must never submit another 

student’s work as your own.  

You will be required to sign plagiarism 

declarations with each assessment or piece of 

evidence throughout your course. Most often 

plagiarism is the result of poor study and note-

taking methods. Remember to write down the 

exact references for all the material that you use 

as you take your notes. 

Evolution Hospitality Institute regards the following 

as cheating or plagiarism: 

• Copying or using another student’s work 

during a test, including food during a 

practical test; 

• Copying any section of another student’s 

assignment work; 

• Allowing another student access to one’s 

assignment work for the purpose of copying 

content; 

• Using (without adequate attribution) content 

from any printed material or website. 

Students found cheating or guilty of plagiarism on 

any form of assessment will be deemed Not Yet 

Competent for the relevant Unit of Competence.  

The student will then need to sit a reassessment at 

their own cost. Repeat offenders will need to re-

enrol and repeat the entire unit in question on 

payment of applicable fees. Remember that 

plagiarism is punishable by failure of the unit and it 

may lead to expulsion from the Institute in cases 

of repeat plagiarism offences.  

Unacceptable behaviour 
The following are examples of unacceptable 

behavior / misconduct which may trigger 

disciplinary action against you.  These include but 

are not limited to: 

• Behaving in any way that may offend, 

embarrass or threaten others;  

• Lack of personal hygiene; 

• Theft, fraud, violence / assault, damaging, 

modifying or misusing property or facilities;  

• Discrimination, harassment, intimidation or 

victimisation of fellow students or staff, this 

would encompass but not limited to – use of 

offensive language, sexual harassment / 

advances / viewing of sexually explicit 

material via the internet or other mediums;  

• Acting in an unsafe manner that places you 

or others at risk, WHS non compliance; 

• Continued absence at required times; 

• Continuous interruptions to the trainer whilst 

delivering the course content; 
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• Refusing to participate when required in 

group activities; 

• Being disrespectful to other participants, staff 

or the public; 

• Smoking in non-smoking areas or in uniform; 

• Being under the influence of alcohol or illegal 

drugs; 

• Carrying weapons capable of harming 

others, including knives of all sorts, blades 

and any other sharp objects (special 

consideration e.g. religious requirements 

must be applied for prior to course 

commencement); 

• Breach of confidentiality; 

• Non-payment of fees; 

• or other objectionable behavior. 

Disciplinary procedure 
If you do not comply with any of Evolution 

Hospitality Institutes Codes of Conduct or Policies, 

or do not fulfil your responsibilities, you will go 

through a disciplinary procedure. 

1. Disciplinary action against you will first be acted 

upon at the level of the member of Institute staff. 

Prior to the decision to impose any penalty, a staff 

member shall discuss the matter with you and any 

other students involved and afford you the 

opportunity to explain your conduct. Any incident 

will be put in writing and noted on your student file.   

 

2. As part of our disciplinary procedure, you may: 

• be removed from class;  

• be temporarily suspended from class; 

• receive an intervention that may lead to 

formal reporting (temporary suspension and  

/or cancellation); 

• receive a warning letter (behaviour); 

• Serious cases you may be issued with a Full 

Suspension or Termination of your student 

placement; 

• be removed from your work experience host 

workplace, and be eligible to pay the ‘re-

placement’ cost (see ‘Reassessment 

procedure’ in this handbook). 
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Rights and Responsibilities 
 
 

You have the right to: 

• be treated fairly with respect from others and 

without discrimination or harassment, 

regardless of religious, cultural, racial and 

sexual difference, age, disability or socio-

economic status;  

• have personal property and the Institute’s 

property protected from damage or other 

misuse;  

• have any disputes settled in a fair and 

rational manner; lodge a complaint and 

have it investigated effectively without fear 

of retaliation or victimization; and 

• work and learn in a supportive environment 

without interference from others; work in a 

safe, clean, orderly and cooperative 

environment;  

• apply to have existing skills and knowledge 

recognised; 

• privacy concerning records containing 

personal information, (subject to other 

statutory requirements and other agreed 

uses); 

• be given information about assessment 

procedures at the beginning of the unit and 

progressive results as they occur and appeal 

within twenty one days of receiving 

notification of any decision made about late 

or missed assessment; 

• express and share ideas and to ask 

questions. 

 

 

 
 
 
The ESOS framework protects your rights, 

including: 

• your right to receive, before enrolling, current 

and accurate information about the 

courses, fees, modes of study and other 

information from your provider and your 

provider’s agent; 

• your right to sign a written agreement with 

your provider before or as you pay fees, 

setting out the services to be provided, fees 

payable and information about refunds of 

course money. You should keep a copy of 

your written agreement; 

• your right to get the education you paid for.  

The ESOS framework includes consumer 

protections that will allow you to receive a refund 

or to be placed in another course if your provider 

is unable to teach your course. 

Your responsibilities 

As an overseas student on a student visa or a local 

student, you have responsibilities to: 

• satisfy your student visa conditions; 

• maintain your Overseas Student Health 

Cover (OSHC) for the period of your stay; 

• meet the terms of the written agreement 

with your education provider; 

• inform your provider if you change your 

address; 

• maintain satisfactory course progress; and  

• follow your provider’s attendance policy. 

You will be asked to provide feedback on your 

level of satisfaction with your learning experience. 

This information is collated and given to 

Government regulatory bodies.

 
 
 
 
 
 

  

If you feel that your rights as a student are being 

compromised, or you cannot for any reason, fulfil your 

responsibilities, please make an appointment to see 

the Student Support Officer immediately. 
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Academic Requirements 
 

Academic 

You must maintain satisfactory performance 

standards by passing each of your assessments. The 

courses you are undertaking are not just knowledge 

tests and you may be assessed in several different 

ways but all require you to be on-site and to provide 

written evidence to demonstrate you know and 

understand the learning outcomes. These are called 

Units of Competencies.  

Student progress is reviewed at the end of each 

study period. If you are found Not Yet Competent in 

half or more of your completed units you will trigger 

an intervention strategy, which may include 

counselling, referral to tuition services and 

reassessment.  Your course progress may also be 

identified for review during the study period, and 

reviewed at other times including on return from 

suspension of studies and after extended absence.  

If you continue to have difficulties and are not able 

to show you meet the competencies listed in your 

course brochure and your work book, then we must 

advise the Department of Immigration and Border 

Protection (DIBP) that you are having problems. It is 

important that you read and understand the 

‘Reassessment Procedure’ in this handbook, as it may 

impact on your academic progress and your visa 

requirements.  

Attendance 

Evolution Hospitality Institute requires you to attend 

all practical lessons and at least 80% of the 

scheduled theory classes, unless you are sick and 

have a medical certificate signed by a registered 

doctor in Australia (see ‘Doctors session’). This forms 

part of your academic requirement as you need to 

attend classes to pass holistic assessments and 

continue meeting course requirements. 

It is important that you arrive at your training location 

before class starts, to prepare for the lesson and 

change into your uniform. Lateness interrupts other 

students and valuable work is missed. Students are 

expected to return to class on time after breaks. If 

you are continually late and disrupt the class you 

may be asked to leave and return on time to the next 

class, this will be marked as a non-attendance. 

The attendance register or 

‘roll’ is taken every day and 

records the time you are in 

class. Even if you attend every 

day if you are consistently late 

your attendance percentage 

will be lower.  

You are required to notify 

reception or your trainer if you 

are unable to attend a class. If 

you think you will be away or 

otherwise unable to attend 

class you must contact the 

Student Support Officer. If you 

are absent on the date of a 

practical class or assessment you will be required to 

re-sit the class or be reassessed on another date. (See 

the ‘Reassessment procedure’ in this handbook.) 

Yyou may need to pay a fee. 

If your attendance drops below 80%, you may be 

sent a warning letter warning that low attendance 

may result in an inability to meet academic 

requirements, and you may be identified for 

academic intervention.  

Behaviour  

Acceptable behaviour is part of the ongoing course 

requirements. Please read the ‘Student Code of 

Conduct’ and disciplinary procedures (in this 

handbook) carefully and understand the 

consequences of not meeting behaviour 

requirements.  

Reporting procedures 

Evolution Hospitality Institute is required to report 

client non-compliances of academic progress and/ 

mis-behaviour and non-attendance that exceeds 

80% to the Department of Immigration and Border 

Protection. Students who fail to satisfactorily address 

poor academic progress after the final warning letter 

has been sent will be reported to DIBP/DEST via the 

PRISMS system at the earliest practical time.  DIBP will 

decide after an interview whether a client is no 

longer a bona fide student.  

Please note that if you are reported to DIBP by 

Evolution Hospitality Institute, you will generally not be 

allowed to re- enrol at Evolution Hospitality Institute.
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Training & Assessment

What Are Unit Of Competencies (UOC)? 

You will be assessed on units which are about the 

skills, knowledge and attitudes you need to 

complete. You need to show a proficiency in a 

unit to be deemed COMPETENT. You must show 

the required level of skills and knowledge to 

receive a UNIT OF COMPETENCY. 

Throughout each unit your skills and knowledge 

will be assessed in several ways. The assessment of 

your competency means that you must be able 

to “Show, Talk About and Apply” what you have 

learned. For each unit there are a number of 

assessments. These may include workbook 

activities, written exams, projects/ assignments or 

practical observation in the kitchen. The level of 

your performance is assessed against the units 

which form the national standards.. This means 

that the evidence you provide and the 

competencies you demonstrate must meet the 

standard of performance already set. If your 

knowledge and skills are deemed ‘satisfactory’ in 

these assessments, you will be marked C 

(COMPETENT) for the unit or if you cannot 

demonstrate your skills you will be marked NYC 

(NOT YET COMPETENT) . In the instance of being 

marked as NYC you will be notified by your trainer 

and will be given opportunity of re assessment. 

(Please refer to the sections about re assessment 

in this handbook) 

Training delivery 

When you start each unit of competency, your 

Trainer will discuss the suggested content matter 

for the unit of competency including how you will 

be assessed (if you have specific learning needs, 

the trainer will make sure that the methods used 

will reflect your requirements). You will be asked to 

sign an acknowledgment stating that you 

understand what is required of you to pass the 

unit. You will receive a description of each unit of 

competency together with a proposed 

assessment task list and the dates the assessment 

tasks are due (this is called an Assessment 

Schedule).  

Classroom attendance: You will attend regular 

classes and the trainer will moderate the learning 

pace, method and sequence appropriate to your 

learning needs. Learning methods will vary and 

can include case study scenarios, field trips, 

'hands on' practical classes, role play techniques, 

discussions, presentations and assignments. 

Your learning is supported by the Evolution 

Hospitality Institute Student Library and computer 

facilities. Wireless Internet capability is also 

available at the campus. You will receive 

computer resources that support learning and 

contain activities and assessments for each unit as 

part of your resources. You have unlimited access 

to computer facilities but remember that 

classroom teaching has priority over individual 

computer use. Software support is available on 

most computers to enable foreign language 

reading of websites.  

How you will be assessed 

Your trainer will provide you with feedback and 

guidance based on informal assessments you do 

in class and the kitchen. These assessments do not 

contribute to your final grade but give you and 

your trainer information about your progress.  

All trainers and assessors have vocational 

competency which means that they have the 

particular skills and knowledge relevant to the 

industry area in which they are delivering.    

In addition, the assessor has completed an 

Certificate IV in Workplace Training and 

Assessment (TAE40110) and hold the required 

qualifications in order to train and assess.  

External study tours 

As part of your studies with Evolution Hospitality 

Institute you are required to participate in 

excursions pertaining to your studies. These are 

study tours and are form part of the overall 

assessment for several units of study. There are four 

main excursions throughout the course. Other 

minor excursions may be undertaken throughout 

your course, and you will be notified of these by 

your trainer/assessor. These excursions form part of 

unit of unit competency requirements, and if you 

miss an excursion you will need to attend on a 

rescheduled date (see the ‘Reassessment 

Procedure’). 
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Work placement 

It is a requirement of your course that you 

complete a set number of work experience hours 

along with a predetermined number of service 

periods (a service period equals to one working 

shift) during the second half of your course. This 

work experience forms an assessment method 

and forms part of the evidence that proves your 

competency. Without this form of assessment and 

experience, you will not be able to gain a 

qualification.  

• Certificate III Commercial Cookery  - 2 terms 

(6 months) 

• Certificate III Patisserie – 1 term (3 months) 

• Certificate III Hospitality – 1 term (3 months) 

• Certificate IV in Commercial Cookery – 1 

term (3months) 

This can be done by one of two ways: 

1) If you have a job in the industry and 

request to complete Work Placement in 

this workplace, Evolution Hospitality 

Institute will audit the site to be approved 

as an acceptable site. If the site is found 

to meet the requirements of the course, 

you will then be able to log the period of 

work required. 

2) Evolution Hospitality Institute in 

partnership with Evolution Employment 

Network supports students opportunities 

for industry workplacment. Evolution 

Hospitality Institute will review your 

performance before offering a place in 

an employer’s establishment. All units 

undertaken are considered a pre-

requisite for work experience. You must 

meet course attendance requirements to 

be offered this option.  

For your workplace to be considered it must: 

• Be in a hospitality enterprise producing 

menus and foods of either classical, 

contemporary or ethnic nature and service 

may be either formal or informal; 

• A commercial kitchen environment 

preparing dishes for customers within typical 

industry time constraints;  

• Be involved in commercial food preparation 

and service operation using a wide range of 

suitable ingredients for preparing, cooking 

and serving food for menus  

The tasks you undertake in your role must primarily 

involve actual food preparation and service. 

Unsuitable positions and duties include; 

• Cleaning duties/ cleaner/ kitchen hand; 

• Storage / store person; 

• Waiter or waitressing or other work unrelated 

to food preparation and service. 

These positions will not be considered for work 

experience, and work hours spent on these duties 

may not be included in your logbook as work 

experience hours. Also, you must apply for 

workplace suitability assessment no later than the 

end of the first half of your course. 

 

The only exception to this is if you change paid 

employment during the work experience period. 

No hours can be credited from a workplace 

before suitability, safety and risk assessment is 

made, and an agreement with the workplace is 

signed. No student’s paid employment 

completed in the first half of their course will be 

considered. You cannot have workplaces 

consecutively counting towards work experience 

hours. Only one workplace will be assessed, 

monitored and counted for each student in any 

one period.

Work placement requirements  

You are required to meet course requirements 

(including academic & behaviour requirements) 

to commence the Work Experience component 

of your course. All units undertaken are 

considered pre-requisites for work experience. 

This means that you need to be found competent 

in all units undertaken and have an attendance 

rate of 80% or above to be placed with a host 

employer. You will not be placed until you meet 

these course requirements. 

In the event that you need re-placement in a 

workplace because: a workplace requests your 

removal or you are otherwise suspended or 

removed from a workplace as a result of 

misbehaviour, inappropriate behaviour or a 

breach of the Student Code of Conduct, 

including continued absence without 

extenuating, compassionate or medical reason; 

you will be liable to pay re-placement costs, 

outlined in the ‘Fees & Charges’ section on the 

website. If this placement is a result of the course 

and eCoE being extended without medical or 

extenuating circumstances, additional tuition fees 

for the relevant period will apply. 
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If you need to be re-placed due to extenuating or 

medical reason; due to unforeseen business 

circumstances involving the workplace, or as a 

result of any complaint or appeal regarding the 

workplace where it has been found to be 

substantiated and in your favour, you will be re-

placed at no cost to you. 

Log book 

You will receive a log book when your work 

experience placement begins.  Complete the first 

page with as much information as possible. Your 

logbook is a valuable document as it provides a 

record of the number of hours completed in 

structured on-the-job training as part of your 

course and the activities undertaken during the 

work. 

It is your responsibility to show your log book to 

your host employer or supervisor every day to 

verify that you have completed your time sheet 

accurately and you have listed all of the activities 

undertaken during your work placement. These 

activities should be entered daily. 

Your log book is your responsibility, and lost or 

stolen log books may mean you need to repeat 

hours. Field officers will check these log books 

during workplace monitoring visits at your host 

workplace, as well as assessing your skills during 

the visit.  

You will be required to attach the following 

documents to your log book and hand this to the 

field officer: 

• Pay slip; 

• Copies of menus; 

• Function running sheets; 

• Photos 

Reassessments 

(Also refer to flowchart at the back of this 

handbook.) 

If you are found ‘Not Yet Competent’ for a unit or 

‘Unsatisfactory’ for an assessment, Evolution 

Hospitality Institute will give you a Reassessment 

Notification Form with details of the unit and/or 

assessments you need to be reassessed for. This 

notification is entered into your student file. 

When notified, you need to take this notification 

to reception within 1 week, pay applicable fees, 

and be booked into a reassessment session during 

or at the end of the term. You will be given a 

receipt that you must take back to your trainer. Re 

-assessment fees will apply unless you submit a 

medical certificate for the assessment date you 

missed within 5 days or have extenuating 

circumstances.  

In either case, you will need to attend the office 

to book your reassessment and explain if 

necessary. Students at Evolution Hospitality 

Institute are allowed to repeat assessments once. 

Re-assessment fees are summarized on the ‘Fees 

and Charges’ form available on the website 

www.evolution.edu.au. You must arrive at your 

reassessment date ready to complete the 

assessment. Failure to do so will result/ NYC and in 

a loss of the payment. 

If you do not book your reassessment or do not 

attend a booked reassessment day without 

medical or extenuating circumstances, you will 

receive an academic warning. If this happens 

more than once for any one unit or units, you will 

not be given further opportunity to be reassessed 

for those units. 

Any payment for reassessment, does not carry to 

the next reassessment session. 

Assessment Appeals 

Please see the ‘If you want to… make a 

Complaint or Appeal, section of this handbook. 

  

http://www.evolution.edu.au/
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Reassessment Policy 

 

Policy Statement 

This policy outlines how the Evolution Hospitality 

Institute will meet the requirements of 

reassessment as outlined in the various documents 

associated with the issuance of qualifications 

under the AQTF 2015 standards. 

What is Reassessment? 

Reassessment is a planned activity organised on 

behalf of Evolution Hospitality Institute that allows 

the opportunity for the student to present 

evidence of their skills and knowledge when 

matched against specific National Industry 

Competency Standards. Evolution Hospitality 

Institute is committed to implementing valid, 

reliable, fair and flexible reassessment processes 

that comply with the Australian Quality Training 

Framework requirements for the implementation 

of assessment by Registered Education 

Organisations. 

Principles of Reassessments  

Validity, reliability, flexibility and fairness are the 

principles underpinning the development of 

reassessment and assessment tools. 

 

 

 

 

 

Reassessment Scope and 

Contexts  

• Reassessment can be presented in a range 

of contexts. Reassessments can be 

undertaken by the student/s as part of a 

process of gaining a qualification, or as an 

isolated activity so as to achieve recognition 

and attainment of one or more National 

Competency Standards for a specific 

purpose, relevant to the student.  

• Reassessments can be presented within the 

following formats:  

• Observation by an assessor of 

demonstrated skills and knowledge i.e. 

undertaking work tasks in the 

workplace, undertaking a simulated 

work activity or participating in an 

interview, undertaking nominated 

learning outcomes as part of the 

training plan; 

• Research and reflection through the 

presentation of a written task;  

• Response to Question and Answer 

task/s, either written or oral, that allows 

knowledge and skills to be 

demonstrated. 

• Reassessment may only be undertaken at 

times and dates as clearly outlined in the 

Evolution Hospitality Institute Procedures 

document. 

 

 

 

 

 

 

  

Make sure you understand the reassessment 

procedure as it affects your course 

and academic progress 
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 Reassessment Procedure 

Overview 
Reassessment provides the student/s the 

opportunity to meet competency outcomes in 

line with the required skills and knowledge of the 

stipulated unit of competency/s. The unit of 

competency is assessed in line with National 

Training Package requirements as set down by the 

Department of Education and Training with 

governance and auditing by ASQA. 

 

Procedure 
Evolution Hospitality Institute reassessment 

structure is as follows: 

1) The student is deemed unsatisfactory in 

an activity or NYC (Not Yet Competent) in 

the unit. They are notified by their trainer 

that they are NYC and feedback is given 

to them. 

Please note that in class reassessment is 

for theory units & theory assessments only. 

If a student is deemed NYC for a practical 

unit or unsatisfactory for a practical 

activity, the student will be required to do 

any further reassessments at cost. 

 

2) First in class attempt – The trainer is to 

notify the student of a suitable time within 

the intake to sit the required 

reassessment. This is undertaken at no 

expense to the student. Theory only. 

 

3) Second in class attempt – The trainer is to 

notify the student of a suitable time within 

the intake to sit the required 

reassessment. This is undertaken at no 

expense to the student. Theory only. 

 

4) Out of class reassessment - If after the in 

class attempts the student is still NYC, they 

are to be notified by the trainer, given 

feedback and instructed that they must 

make an appointment to meet with the 

Academic Manager to discuss their 

options in regards to having further 

reassessment undertaken. This will be at 

the expense to the student. 

 

 

 

 

Further Reassessment  

 If a student is still NYC after the out of class 

reassessment, the student is to be notified by 

the trainer and Academic Manager. 

There will be no further reassessment attempts 

undertaken at this point. (If a further 

reassessment is to be given, this is at the 

discretion of the Academic Manager). 

A repeat of the unit or stage will be required 

at this point. The student will be required to 

meet with the Academic Manager to 

arrange a time for the student to sit the repeat 

of unit. 

All repeat of units will be conducted outside 

of the student’s normal class time, in the 

following term and a cost will apply. 

All results are to be given to Administration 

within 3 days of the reassessment being 

undertaken. 

Refer to the below table for costs. 

Theory 

Reassessment 

$ 250.00 per 

UOC 

Students are to 

see reception 

and make 

payment and 

booking.  

Practical 

Reassessment 

$ 400.00 per 

UOC 

Students are to 

see reception 

and make 

payment and 

booking.  

Missed Practical 

Reassessment 

$ 600.00 per 

UOC 

Students are to 

see reception 

and make 

payment and 

booking.  

Nominated Work 

Placement 

Reassessment 

$1900.00 per 

Unit 

(3months to 

complete) 

Students are to 

liaise with the 

IWPM and 

once finalised 

see reception 

and make 

payment and 

booking. 

Work placement 

continued 

reassessment 

$1000.00 per 

Unit 

(maximum 3 

months to 

complete) 

Students are to 

liaise with the 

IWPM and 

once finalised 

see reception 

and make 

payment and 

booking. 

Repeat of Unit -

Theory 

$400.00 per 

UOC 

Students are to 

see reception 

and make 

payment and 

booking.  

Repeat of Unit - 

Practical 

$600.00 per 

UOC 

Students are to 

see reception 
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and make 

payment and 

booking.  

Repeat of Stage 

Students will be advised of cost 

by Academic Manager or 

Student Support Officer 

Note:  students are advised to read this section with 

the current “Incidental Fees and Charges” available 

from on the website www.evolution.edu.au. Fees and 

charges are subject to change at the discretion of 

Evolution Hospitality Institute’s discretion. 

 

Procedure of Reassessment for Work 

placement 

1. Where a student fails to meet the 

assessment requirements in full for the 

Industry Work Placement in accordance 

with the Learning Outcomes due to failure 

to meet the guidance and instruction 

from the Industry Work Placement 

Manager, of the nominated Unit/s of 

Competence the student will be required 

to re complete that unit in full.  

 

2. Where a student is deemed to only have 

met partial competency in a nominated 

Industry Work Placement Unit.  

This partial reassessment will be 

undertaken during the student’s own time 

whilst continuing to undertake and meet 

the projected Training Plan Pathway as 

outlined within their original eCOE Terms 

and Conditions. This partial reassessment 

can only be determined by the 

Academic Manager or the certified Head 

of Industry Work Placement. The student 

will be consulted in relation to the 

decision made with regards to NYC 

(partial). 

The decision of being  marked as Not Yet 

Competent (NYC) may be due to:- 

• Failure to meet the full nominated length of 

Industry Work Placement term; 

• Failure to meet all learning outcomes for the 

UOC in question as outlined by the National 

Training Package requirements; 

• Re adjustment of assessments methods and 

learning pathway will be at the discretion of 

the trainer and assessor. 

 

Conditions of Reassessment 

Reassessment will only be conducted on the 

following days:-  

Monday,Tuesday, Wednesday and Thursday of 

the first week of each holiday break, for both 

theory and practical reassessment. Unless 

specified by the Academic Manager. work 

Placement reassessment dates are to be 

discussed with the Industry Workplace Manager. 

These appointments are to be booked in the 

Reassessment Calendar.  

For students to be eligible to sit any form of 

reassessment, they must have attended a 

minimum of 50% class attendance for the unit in 

question. This requirement is to ensure that the 

student will have had an opportunity to learn the 

underpinning knowledge and skills required to sit 

the reassessment in question.  

If a student has not attended this minimum 

attendance requirement, a repeat of unit must be 

scheduled. 

If a student is required to repeat a unit or stage, 

the student will be counselled and explained the 

reasons.  Evolution Hospitality Institute decision 

and options will be given to the student for dates 

and times where practical. Repeat of a unit or 

stage will be at an additional cost to the student. 

For international students, this may require an 

extension of eCOE. 

It is the student’s responsibility to attend their 

reassessment class on time and be prepared. 

Failure to do so may result in a NYC result, as they 

are not meeting the basic conditions of 

assessment. 

Students who fall ill or have an extenuating 

circumstance that causes them to miss an 

assessment or become aware that the assessment 

date cannot be met, must inform the Student 

Support Officer as early as practicable and supply 

all required medical certificates or evidence to 

support their missed reassessment period. A 

rescheduled time will then be set for the following 

term break (or alternate time as approved by the 

Academic Manager).  

http://www.evolution.edu.au/
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If the student fails to submit the required medical 

documents or evidence they will have the 

opportunity to re-sit their reassessment, however 

the further reassessment will be at their own 

expense. (Refer to table of costs, original 

reassessment prices-not missed reassessment 

prices apply.) 

If the above conditions are not adhered to, 

students will be deemed Not Yet Competent. 

All Evolution Hospitality Institute training staff are 

required to give constructive feedback and 

counselling to assist the student to improve their 

knowledge and skills prior to the next assessment 

event. 

All students have the right to appeal any 

assessment decision made by Evolution Hospitality 

Institute. Please see the appeals process in the 

Student Handbook. 

The CEO of Evolution Hospitality Institute has the 

right to change this policy at any time without 

giving notice. 

*Key words in this section 

ASQA Australian Skills Quality Authority  

NYC Not Yet Competent 

UOC Unit of Competency 

IWPM 
Industry Work Placement 

Manager 

EHI 
Evolution Hospitality Institute 

Hospitality Institute 

eCOE Commencement of Enrolment 

CEO Chief Executive Officer 

RPL, CT & RCC 

This Process must occur within 5 days from 

commencement of the course. For more detailed 

information, please refer to the RPL, CT & RCC 

brochure, which is available in the student 

handbook and on the website.  

A Credit Transfer (CT) is when you have a credit 

transcript from a registered training provider 

stating you have completed units of competency 

that are the same as units taught in your course at 

Evolution Hospitality Institute. These units are 

credited to you so you do not need to repeat units 

you have previously passed. 

Recognition of Prior Learning (RPL) refers to an 

assessment of your current skills and experience as 

they apply to the units of competency in your new 

course. Evidence of competency can be 

collected from sources such as current job 

performance, resumes with supporting 

documents, log books, job descriptions, projects 

or assignments or workplace interviews. 

International students are advised that where this 

recognition is issued prior to the issue of a visa, 

then the period of your visa will be reduced to 

compensate. Where recognition is granted after 

the visa has been issued, then Evolution Hospitality 

Institute will review your enrolment to ensure you 

maintain full study load with supplementary 

materials and supervised study. 

National Recognition: Evolution Hospitality Institute 

recognises the qualifications that are presented 

by any student, provided that they are original (or 

verified) copies from any Australian Registered 

Training Organisation and obtained within the last 

three years. The Academic Manager will make 

the final decision on all Recognition of Prior 

Learning (RPL), Credit Transfer(CT) or Recognition 

of Current Competencies (RCC). 

If you would like to apply for Recognition of Prior 

Learning (RPL), Credit Transfer(CT) or Recognition 

of Current Competencies (RCC), please 

complete the appropriate form.  

Commonly used forms are available on our 

website, otherwise please contact Reception or a 

Student Support Officer. 

Applications for CT must be made at enrolment 

and applications for RPL within two weeks of 

course commencement. 

Students are required to pay a fee for Recognition 

of Prior Learning (RPL), Credit Transfer (CT) or 

recognition of Current Competencies (RCC). 

Fees are made available on Evolution Hospitality 

Institute website: www.evolution.edu.au 

Reference document: “Incidental Fees and 

Charges” 

 

 

 

http://www.evolution.edu.au/
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Course Completion  
When you have completed your course, we will 

either issue a certificate attached to a record of 

results or statement of attainment. 

You will receive your qualification or statement at 

a graduation ceremony. See ‘student events’ in 

this handbook. 

 

 

Incomplete Qualifications 
If you leave the course without actually 

completing and being deemed competent in all 

of the assessments in full, then you are only entitled 

to be issued with a statement of attainment. This is 

simply a list of those units that you have been 

competent in during assessment.  

Reissuing Qualifications 
Evolution Hospitality Institute keeps records of your 

course with us for 30 years. If in the future you need 

another copy of your certificate then write us a 

letter. The letter needs to state: 

• Your name (if your name has changed 

please write both your new name and your 

name at the time of the course); 

• Your date of birth; 

• Your current address (and your address at 

the time of the course if you remember it); 

• The course you completed; 

• When that course started and finished; and 

• Any other detail you can give to identify 

yourself. 

We will review your request and either send a 

new certificate or statement of attainment; or 

send a letter explaining why we can re-issue 

your qualification at this time and not what 

you need to do from here. Fees will be 

charged for reissuing qualifications. (Refer 

Incidental fees and charges.) 

Note: this section should be read with Issuing 

of Certificates under graduation in the 

Student Service section of this handbook. 
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If you want to...

View your results  
All students can gain access to their results and 

attendance rates through the Student Resources 

Centre (SRC). 

The SRC is an online portal for students to be able 

to update their personal details, view courses, 

their current timetable and results as well as their 

attendance percentages. They also have access 

to view emails communications and relevant 

supporting documents logged by the student 

administration team. All communications are 

primarily sent to students via email. This SRC 

provides all students with an overview of their 

course progress. All students are trained on how 

to use the Student Resources Centre in class; they 

are sent an email once their portal has been 

activated, explaining how the Student Resource 

Centre works and their user information. 

Change your timetable 
Students are allocated a location and timetable 

on enrolment. You are required to attend all 

classes in your allocated timetable. This timetable 

may change during your course. Timetables are 

not able to be changed on request.  

If you have extenuating compassionate 

circumstances, you can complete a “Timetable 

Transfer Request” form, available from reception 

or on the website. Changes must be approved by 

the Academic Manager and will only be made for 

extenuating circumstances.  

Defer, suspend or transfer your 

course 
You are only allowed to defer commencement 

of a course or suspend studies of a course on 

medical grounds (with a doctor’s certificate) or 

other exceptional compassionate 

circumstances. It must be noted that if you defer 

commencement or suspend your studies on any 

other grounds, Evolution Hospitality Institute must 

report you to DIBP as not complying with your 

visa conditions.  

 

Compassionate or compelling circumstances are 

those which are beyond your control and have an 

impact upon your course progress or wellbeing. 

Evolution Hospitality Institute will make the 

assessment based on the appropriate evidence.  

If you wish to defer, suspend or cancel your 

enrolment, you need to contact the Student 

Support Officer or Admissions Officer and inform 

them of the reasons for deferment or suspension. 

Application for deferment, suspension or 

cancellation must be done in writing.  

If you would like to request leave please obtain an 

‘Application to Suspend Studies’ form from 

reception or the website and make an 

appointment to see the Student Support Officer.  

If you are leaving the country, you will need to 

request a letter stating your approved leave dates 

and when you are expected to return to class. You 

MUST make an appointment with the Student 

Support Officer on or before your expected return 

date, and attend this appointment. If you do not 

contact the office on or before your expected 

return date, you inactively advise us that you will 

not be continuing your studies, and your course & 

eCoE will be cancelled. (Please note that you 

may be liable for outstanding fees, read your 

Enrolment Terms & Conditions carefully.) 

Transfer  
One of the standards outlined in the ESOS 

framework (see ‘Study in Australia- the ESOS Act’) 

does not allow another education provider to 

enrol a student who wants to transfer to another 

course, but has not completed six months of the 

final course of study you plan to undertake in 

Australia. If you want to transfer beforehand you 

need your provider’s permission. If you would like 

to request a Letter of Release, you need to 

complete a ‘Letter of Release Request’ form, 

available on the website or ask Reception or the 

Student Support Officer and obtain a Letter of 

Offer from the other registered organisation. 

Evolution Hospitality Institute will then assess the 

application for transfer. If the transfer is approved, 

we will issue you a letter of release. It is your 

responsibility to contact DIBP to seek advice on 

whether a new student visa is required.  
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If the transfer is not approved, Evolution Hospitality 

Institute will supply written reasons for our decision. 

You have the right to appeal this decision through 

the complaints and appeals process. 

Transfers to Evolution Hospitality Institute will be 

granted if the original registered provider has 

ceased to exist; and/or the course in which the 

student is enrolled has ceased to be registered; 

and/or the original registered provider has had a 

sanction imposed on its registration by the 

Australian Government or the NSW government 

that prevents the student from continuing their 

principal course; and/or a government sponsor of 

the student considers the change to be in the 
student’s best interest and has provided written 

support for the change; and the student meets 

the entry requirements of the course; and the 

student is able to meet the fees for the remainder 

of their course; and the student has been 

complying with their visa conditions. 

Suspension 

Evolution Hospitality Institute may suspend the 

enrolment of a student due to misbehavior of the 

student or breach of visa conditions. See the 

‘Code of Conduct’ and ‘Disciplinary Procedure’ 

section of this handbook. 

Complaint or Appeal Process 
If you have a complaint about training or some 

other aspect of vocational education then talk to 

your trainer and they will try to solve it at that time. 

If the complaint is not resolved, you can complete 

a ‘Complaint and Appeal Application Form’ 

available through reception or on our website, or 

talk to the Student Support Officer, who will 

advocate on your behalf. You can also phone or 

email with your complaint or concerns. 

We aim to resolve complaints quickly and 

effectively, if your complaint is substantiated, 

Evolution Hospitality Institute will take prompt and 

appropriate action to resolve the circumstances. 

If you are complaining against another student or 

staff member, your complaint can be handled as 

confidential and your privacy ensured.  

Complaints 

Complaints are investigated fairly and objectively 

and you will receive details of the outcomes of 

your complaint. If you are not satisfied with the 

outcome, you can let us know, and the matter will 

be referred to the General Manager for review by 

an independent mediator. Again, you will be told 

details of other investigation and details of any 

decisions made. 

If you choose to access our Complaints or 

Appeals Process, your enrolment will be 

maintained with the Complaints or Appeal 

Process is ongoing. 

Appeal against an Assessment 

Outcome 

(Also refer to flowchart at the back of this 

handbook.) 

 

Evolution Hospitality Institute maintains a 

supportive and fair environment, which allows you 

to appeal their assessments or recognition 

decisions within one week of being notified of the 

decision or within 4 weeks of the assessment date, 

whichever is longer.  

You should initially discuss the assessment 

outcomes with your trainer/assessor. If this does 

not resolve the matter, or if the trainer is an active 

respondent to the appeal, then you can see the 

Student Support Officer and complete an 

‘Assessment Appeal Form’. 

We will gather information including your records; 

attendance; assessment tools and assessment 

data; and any other supporting documents, and 

refer you to the Academic Manager. You will 

need to make an appointment to see the 

Academic Manager, and you can bring a support 

person if you like. The Academic Manager will 

then consider the issues raised and attempt to 

resolve the appeal to your satisfaction. You will be 

notified of outcomes of your appeal. 

If you would rather not see the Academic 

Manager, or if the issue has not been resolved to 

your satisfaction, you can see an alternative 

mutually agreed independent mediator who will 

meet with you with minimal cost.  

You can also visit the ACPET website 

(www.acpet.edu.au) and lodge a student 

appeal. 

 

 

http://www.acpet.edu.au/
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Study English 
All students are required to have an IELTS 

(International English & Literacy Test Score) of 5.5 

in order to enroll at Evolution Hospitality Institute.  

Evolution Hospitality Institute courses can be 

packaged with English courses held at other 

colleges. Should you wish to find out more 

information about the classes and courses which 

are available to help students improve their 

English, please speak to Student Services. 

Evolution Hospitality Institute fully supports students 

who wish to improve their English speaking skills.  

Look for a job 
See the ‘Working in Australia’ and ‘Student 

Services’ sections in this handbook, or speak to the 

Student Support Officer for information on Job 

Search Services.  

Give feedback 
You will be asked to complete a survey each term, 

as well as after orientation and at various other 

times. All feedback is appreciated and 

confidential. 

You will also be asked to complete a Learner 

Engagement survey. This survey will focus on the 

extent to which students are engaging in activities 

likely to promote high-quality skill outcomes and 

will include student perceptions of the quality of 

their competency development and the support 

they receive from Evolution Hospitality Institute. 

If you have areas of concern, issues or would like 

to make suggestions for improvement, please 

contact the Student Support Officer or email us. 

Evolution Hospitality Institute prides itself on being 

involved in continuous improvement of its learning 

and teaching environment. The Student Support 

Officer is in charge of collecting and processing 

student survey data, which is used to improve the 

Institute's teaching activities.  

If you have an idea or thought about something 

that could be improved, or added or started, 

please let us know! You can tell a Student 

Representative, or the Student Support Officer. 

We strive to provide an excellent service to our 

students and appreciate your thoughts and ideas.  

Take Leave Abroad 
All students looking to travel abroad during 

allocated term break periods, are required to 

complete a Student Notice of Leave of Absence 

form. This is to ensure we have notification of your 

personal whereabouts as part of our duty of care 

and responsibilities to you as one of our students. 

This form can be obtained from student services 

and the information received will be logged with 

student services. 
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Student Services

Evolution Hospitality Institute offers varied student 

services to support each student through their 

time with us and provide them with an enjoyable 

and sociable place to study. Student Events, 

Promotions and the Newsletter are all contributed 

to by students on the Student Committee. 

Student Events are held periodically throughout 

the school calendar year and all students are 

invited and encouraged to participate. For 

information on current student events check the 

Student Notice Board, Evolution Hospitality 

Institute Social media communications such as 

Facebook and our website. 

Student Promotions - includes competitions and 

draws, which motivate students to reach goals, 

such as 100% attendance rates and successfully 

completing a cookery quiz to go in the draw for a 

prize.  

Evolution Employment Network - provides supports 

services to the Evolution Hospitality Institute 

student cohort in the areas of:- 

• Job Vacancy Notice Boards (located on 

level 3); 

• Professional Career development training 

sessions run through out each term; 

• Career guidance and mentoring; 

• Employment Assistance Program. 

Complementary Support Sessions 

Study sessions designed to help students ‘kleep on 

track’ academically are held each week or at the 

discretion of your trainer and assessor and are 

held on Campus. During these sessions, students 

can study and receive one-on-one assistance 

from a qualified hospitality trainer. These sessions 

complement the existing sessions covering topics 

such as ‘essay writing’ and ‘study skills’, and are 

available to all Evolution Hospitality Institute 

students. We believe that this service will be 

invaluable to students who need to balance a 

study workload with work and living in an 

unfamiliar environment, and who may need 

assistance to continue meeting course 

requirements, who simply enjoy studying in a 

group or who strive to excel in their assessments. 

For current dates of study sessions enquire with the 

Academic Manager located on Level 3. 

Graduation 

A graduation ceremony is held for graduating 

students. At the ceremony you will receive your 

certificate and record of results, or statement of 

attainment. Various awards will also be presented 

to students who have been nominated by the 

Executive team within Evolution Hospitality 

Institute.  

Students will receive a formal invitation to their 

graduation ceremony, stipulating date, time, 

location, dress code, with a list of awards to be 

presented. Group photos are taken and students 

have the opportunity to buy photos. All 

completing students are encouraged to attend 

and celebrate along with friends and family. 

All completion certificates will be issued unless 

formal request from the students is submitted to 

student services addressing the reason of request 

prior to the scheduled graduation. 

Student Support Officer  
If you have any concerns about living in Australia 

or your progress, please feel free to contact our 

experienced Student Support Officer. We are able 

to advise students in all aspects of student life. The 

Student Support Officer is there to discuss and 

support students with any concerns, and may give 

advice or refer you to an external professional 

service. 

The Student Support Officer can help you with: 

• Support in finding accommodation; 

• Learning pathways;  

• Provision for special learning needs; 

• Provision for special cultural and religious 

needs; 

• Provision for special dietary needs; 

• Stress management; 

• Access & Equity issues; 

• Appeals/conflict resolution; 
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• Options for further study; 

• Any other issue. 

The Student Support Officer is to ensure equal 

access and assistance is available for all students. 

Not only that, the Student Support Officer also has 

a folder of contact information and services such 

as the local Department of Community Services 

that may be available to resolve any matter that 

you are worried about.  

 

Make an appointment at the Reception to see the 

Student Support Officer. 

Appointment Times 

Students must respect the time of appointment 

made with any Evolution Hospitality Institute staff 

member.  In Australia, it is considered impolite to 

be late to an appointment as the person you are 

meeting has arranged to see you. An 

appointment will be cancelled if a student fails to 

show up within 15 minutes of the start time or fails 

to contact the person she/he is meeting within 

those 15 minutes. If you think you will be late, or 

need to cancel, be sure to call the office 

immediately. 

Language, Literacy and Numeracy (LLN) 

Support 

LLN Support is available to provide students with 

advice and support services in the provision of 

language, literacy and numeracy assessment 

services. If you have begun your course and you 

think you need assistance, speak to your trainer. 

Many trainers have a background in language 

learning and teaching and are able to offer 

students case by case support in this area. 

Language, literacy and numeracy skills are 

generally included and identified in all course 

programs.  

Post Program and Exit Counselling 

Services 

This includes assistance with job seeking, resume 

and interview skills, vocational advice. 
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Education Agents 
 

All education agents working on behalf of 

Evolution Hospitality Institute have completed an 

Agent Third Party Agreement with us. We review 

the activities of education agents regularly and if 

you are unsure of what is happening then you 

should give us a call. 

It is unusual for you to have additional fee 

payments made to education agents once you 

have been accepted by our Institute in Australia. 

Should you be asked for additional fees please 

speak to the Marketing Manager or Student 

Support Officer at the Campus. 

Our education agents must give you important 

information contained in this handbook before 

you enrol into a course at Evolution Hospitality 

Institute. 

You will be asked to complete surveys and answer 

questions about your agent’s services from time to 

time. This helps us monitor agent performance 

and ensure they give you the information and 

support you need. 

Selection & Enrolment 
All information for enrolment can be found on our 

website, or by 

requesting a 

Student 

Prospectus 

Pack, which 

includes 

information on: 

• Enrolment Form;  

• Student Handbook International (is 

available on your USB, Evolution 

Hospitality Institute website and sent to 

you with your Letter of Offer – prior to 

enrolment); 

• RPL, CT & RCC Information; and 

• Course information/flyers.  

When you send the enrolment form with the 

necessary supporting documents to us, the 

Admissions Officer determines your suitability for 

enrolment based upon the existing competencies 

and skills demonstrated in the following 

application documents: the completed 

International Student Enrolment Form; a copy of 

your passport; and a copy of your IELTS Score 

report (or equivalent). 

Access & Equity 
Evolution Hospitality Institute is committed to 

access and equity principles and processes in the 

delivery of its services and working environment. 

We endeavor to ensure that access to programs 

is available to all persons regardless of age, 

gender, disability, race or social/ethnic 

background. However, some programs require 

outcomes that may not be suitable for some 

disabilities or religious customs.  

Evolution Hospitality Institute makes sure that you 

have the opportunity to participate in the same 

outcomes as other members of the community. 

Events of major cultural importance to you will be 

acknowledged and allowance will be made for 

their observance. In the first instance, each of our 

staff members has responsibility for access and 

equity issues for all students. If you are 

experiencing any harassment or discrimination, 

please see the Student Support Officer. 

 

 

You can also enrol online at www.evolution.com.au 

www.evolution.edu.au  
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Paying your Course Fees

FEES, REFUNDS AND CONDITIONS  
 

International Students policies and procedures 

are governed under the ESOS framework 

(amended to include Tuition Protection Service 

effective from 1st July 2012).  

 

This condition, and the availability of complaints 

and appeals processes, does not remove the right 

of the student to take action under Australia’s 

consumer protection laws.  

 

Students are encouraged to refer to their letter of 

offer when reading this section of the student 

handbook. 

 

Fees  
Please refer to the course materials in your Student 

Prospectus Pack for current course fees, and see 

the ‘Fees & Charges’ and ‘Incidental Fees and 

Charges’ sections on the website. 

Cash 

You can pay your fees in person at EHI’s Head 

Office between 10am-4pm Monday to Friday. 

Payments in person outside of these times will only 

be accepted by appointment.  

Credit Card or Eftpos 

You can pay your fees by Eftpos, MasterCard or 

Visa at reception. If you would like to pay by credit 

card but cannot come into the main campus you 

need to complete a ‘credit card authority form’ 

available on the website and submit to the Office.  

All credit card payments attract a 2% surcharge. 

Bank Deposit 

Payment may also be made electronically into 

the following account: 

 

Important: If transferring funds by telegraphic 

transfer or direct deposit, please inform the bank 

staff to enter your student ID number (on your 

eCoE) or if making your initial payment, please 

include your last name and date of birth 

(DDMMYYYY). By including this information we will 

be able to verify receipt of your funds in our 

account.  

 

Also email a copy of the bank receipt to 

accounts@evolution.edu.au to ensure prompt 

processing of your payment. 

Cheque/Money Order 
Evolution Hospitality Institute does not accept 

cheques or money orders. Please contact front 

reception who will advise you on alternate 

methods of payments and as outlined in this 

section of the Student Handbook. 

 

 

Helpful Tips for students 
1. When starting your course, plan your 

finances carefully. Be aware of your basic 

expenses (e.g. rent, tuition fees, 

electricity, gas, groceries, etc).  Compare 

this amount with your current available 

funds and earnings. 

Bank: ANZ 

Address: 
Cnr York and Market Street 

Sydney 

BSB: 012-172 

Account 

Name: 
Evolution Hospitality Institute  

Account No. 4881 61368 
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2. If you have put funds aside for your tuition 

fees to be paid in the future, deposit them 

into a high interest saving 

account.  Check which financial 

institution is giving you the best interest 

rate. (Please note that Evolution 

Hospitality Institute is not responsible for 

any fees or charges etc. relating to using 

banks, this is a tip only, students must 

research their financial institution 

themselves.) 

Tuition fees must be paid directly to 

Evolution Hospitality Institute. This is to 

ensure that Evolution Hospitality Institute 

receives your tuition fees on time in order 

to avoid the 10% surcharge.  Evolution 

Hospitality Institute has agreements in 

place with students agents that all their 

clients tuition fees are paid directly to 

Evolution Hospitality Institute so as to 

avoid any confusion or disruption to 

students agents. 

3. Always keep a receipt of all payments 

that you make.  A receipt can become 

legal evidence of your payment, whether 

it is from Evolution Hospitality Institute or 

any other party. Do not leave the 

premises without a receipt after making a 

payment.  Keep your receipts with you for 

at least 7 years. File them somewhere 

safe.   

4. With the assistance of your payment 

schedule, write down your payment date 

in your diary (manual or computerised) 

and set a reminder 2 weeks prior to the 

due date. 

5. If it appears that 2 weeks prior to the due 

date you will not be able to pay the 

whole amount of tuition fees, make an 

appointment with an Evolution Hospitality 

Institute staff member to discuss a new 

payment plan.  Be aware that a new 

payment plan can only be arranged 

once during the course of your study.  We 

cannot and will not make another 

payment plan from a previous approved 

payment plan. 

6. If you are paying after the due date, 

accept the fact that you will be charged 

an additional 10% on the top of your 

overdue fees.  This is part of our policy.   

7. Organised and polite students will always 

be listened to. If you have had a situation 

beyond your control we may be able to 

assist you (if you do have explanations, 

etc. please be sure to contact us well 

before the due date). 

8. Should you wish to discuss payment 

regarding your finances please organize 

a meeting with Evolution Hospitality 

Institute Finance Department or the 

student committee. All discussions will be 

in confidence. Your privacy will be 

respected.  

9. Ignoring our letters and/or warnings will 

not get you out of trouble.  This is usually a 

lack of communication that starts a 

situation that was avoidable in the first 

place. 

10. Understand not only your rights but also 

your obligations under a student visa.  We 

are more than happy to direct you to 

useful websites to assist you with 

this.  These links are located on Evolution 

Hospitality Institute’s website 

www.evolution.edu.au  under “Current 

students”. 

11. Communicate at all times with Evolution 

Hospitality Institute. We do want you to 

achieve your goals. 

We hope that this information is helpful to you and 

once again, please don’t hesitate to contact us if 

we can help you in any way. 

Non-Payment of Fees  

If your payment is late without notification you 

may not be allowed into class, and a 10% 

surcharge will be added on the overdue amount. 

You will need to pay for any reassessments 

applicable due to this non-attendance. You will 

not receive any form of awards or recognition of 

courses or units completed while you have fees 

owing. If you are having difficulties with payments, 

please contact us well before the due date of 

your scheduled payment. 

Additionally, you will be mailed and e-mailed a 

notice of intention to report for non-payment of 

fees letter.  This letter explains that Evolution 

Hospitality Institute intends to report you to the 

Secretary of the Department of Education, 

Employment and Workplace Relations (DEEWR) 

through PRISMS for non-payment of fees.  This 

action automatically alerts DIBP.  

http://www.evolution.edu.au/


INTERNATIONAL STUDENT HANDBOOK 
 

Doc Name – Int Student Handbook Version – 3.1  

Released – May 2017 Review date – 2018 Document uncontrolled when printed 

 

Page | 38 

 

Applications for college transfer (a request to 

leave Evolution Hospitality Institute and study at 

another college) will be most likely rejected at this 

stage as you will owe money for services to 

Evolution Hospitality Institute. 

You will have 20 working days from the date of the 

letter to make an appeal or alternatively payment 

of your remaining fees, including the overdue 

amount fee. Should you have not appealed or 

paid your fees after 20 working days, Evolution 

Hospitality Institute will cancel your eCoE through 

PRISMS for non-payment of fees, and you fall 

under the ‘student default’ section of the Terms 

and Conditions. This means that your student visa 

will be affected and you will not be a student of 

Evolution Hospitality Institute any more.  

If you are reported for non-payment of fees 

and/or withdraw from your course after course 

commencement, Evolution Hospitality Institute will 

pursue all monies owing according to our Refund 

Policy. The Refund Policy may be found in your 

letter of offer and Evolution Hospitality Institute 

website: www.evolution.edu.au. 

 

REFUND POLICY 

 

All refunds will be made in Australian dollars. Bank  

charges for refund made by telegraphic transfer  

will be deducted from the refund amount.  

The exchange rate is subject to the rate as of the 

 day of transfer. 

 

EVOLUTION DEFAULT 

 

If a student is unable to complete an EHI program  

due to a default by EHI, being the failure to start  

the program on the agreed starting date, the  

program ceasing after it starts and before it is  

completed or because a sanction is imposed upon  

EHI under Part 6 of the ESOS Act 2000, the student 

will be notified by EHI  in writing which complies with 

 the legislative requirements made under section  

46B ofthe ESOS Act 2000, provided the student has  

not withdrawn before the default date.  

EHI will notify in writing the Secretary and TPS  

Director of its default within 3 business days of the  

default occurring. 

In the case of provider default, EHI will discharge its 

obligations as set out under section 46D of the  

ESOS Act 2000 within 14 days after the default  

day, by providing the following options to students and to 

report the outcome of the confirmed default  

occurring within 7 subsequent days; 

 

 

i)   EHI arranges for the student to be offered a place  

in an alternative course at EHI’s expense, an offer which 

the student will accept in writing; or 

 

ii)   EHI issues a refund of the amount, worked out in  

accordance with the legislative instrument made  

under section 46D(7) of the ESOS Act 2000,  

of any unspent pre-paid fees received by EHI in respect  

of the student. EHI will provide the full statement to the  

student that explains how the refund amount has been  

calculated. 

 

STUDENT DEFAULT 

Where a student is unable to commence an EHI  

program as a result of a visa being refused for whatever  

reason, a refund of fees or other compensation will be  

made in accordance with the requirements of the  

ESOS Act 2000 and the National Code 2007.  

To apply for this refund, you must provide a copy of  

the original rejection letter from your visa processing  

centre.  

A calculation of fees refunded will be provided to  

each student.  

 

No refunds will be made and the full course fee is  

payable  where a student or applicant fails to  

complete, withdraws from, or does not commence an 

 EHI program. 

 

(where they have not formally withdrawn), including  

Where: 

 

a) such failure to complete, withdrawal or  

non-commencement results from changes to a  

student’s visa status, or 

b) for visa cancellation, or a student electing to  

transfer to a different provider, after the student 

 has commenced  

 

failure to make payment within 28 days of ‘intention to report 

 for non-payment of fees’ letter. 

 

STUDENT WITHDRAWAL 

 

If a student withdraws from a course and gives notice 

 in writing a minimum of 28 days prior to the course start           

date, they are eligible to request a refund of the fees paid  

up to 50% of paid Course fees.  

 

If a student withdraws from a  course in writing less than  

28 days but more than 15 days before the course start 

 date, they are eligible to request a refund of the fees 

 paid up to 20% of the paid Course fees. If a student 

 withdraws from a course in writing less than 15 days before 

 the course start date, they are not eligible to 

refund. 

http://www.evolution.edu.au/
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Administration fees and Deposit bond are not 

refundable under any circumstances. If a student 

withdraws from a course after course 

commencement, the entire course tuition fee will 

be forfeited. This means that any student  

withdrawing from their course and not eligible  

for a refund under sections 14 &15 of these terms 

& conditions, must pay all costs associated with 

their course as outlined on their Letter of Offer. 

No refunds will be paid to a third party unless it is 

indicated at the time the refund application is 

lodged, that any refunds due are payable to a 

third party.  

 

The applicant may elect to  

have any paid tuition fees transferred to an 

alternative EHI program if he or she has an 

approved application for the alternative 

program. If an applicant gives less than 28 days’ 

notice he or she will not be entitled to any refund  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

or transfer of fees. EHI undertakes the obligation 

to make 

 refund within 28 days from receiving the 

completed  

withdraw and request for refund form.  

 

 

All students are bound to comply with the 

conditions  

stated in the Evolution Hospitality Institute  

International Student Handbook and Letter of 

Offer  

which are subject to change in times as per  

notification given in advance.  

(see www.evolution.edu.au ). 
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Academic 

Calendar
Certificate/Diploma Academic calendar January 2017 to December 2017 

Start Date Term Start and Finish Break Public holidays 

16th January 2017 

(Monday) 

Monday 16 Jan – 

Sunday 26 Mar 

27th March 2017 – 9th April 2016 

(2 week) 

1st  January New Year’s Day 

26th January Australia Day 

Reassessment week:  27th March – 31st March 2017 

10th April 2017 

(Monday) 

Monday 10 April – 

Sunday 18 June  

 

19th June 2017 – 9th July 2017 

(3 weeks) 

14th April to 17th April (Easter) 

25th April – ANZAC day 

13th June Queen Birthday 

Reassessment week: 19th  June – 23rd June 2017 

10th July 2017 

(Monday) 

Monday 10 July – 

Sunday 17 September  

18th September 2017 – 

2nd October 2017 

(2 weeks) 

2nd October - Labour Day 

Reassessment week: 18th September – 22nd September 2017 

3rd October 2017 

(Tuesday) 

Tuesday 3 October – 

Sunday 10 December 

11th December 2017– 

21st January 2018 

(5 weeks) 

25th December -Christmas Day  

26th December –Boxing Day  

Reassessment week: 11th December – 15th December 2017 

 
 

Certificate/Diploma Academic calendar January 2018 to December 2018 

Start Date Term Start and Finish Break Public holidays 

22nd January 2018 

(Monday) 

Monday 22nd Jan -  

Sunday 1 April  

 

2nd April 2018  – 15th April 2018  

(2 week) 

26th January Australia Day 

30th March – 2 April (Easter) 

 

Reassessment week:  3rd April – 6th  April 2018 

16th April 2018 

(Monday) 

Monday 16th April - 

Sunday 24 June 

25th June 2018 – 15th July 2018 

(3 weeks) 

25th April – ANZAC day 

11th June Queen Birthday  

 

Reassessment week: 25th  June – 28th  June 2018 

16th July 2018 

(Monday) 

Monday 16th July – 

Sunday 23rd Sep 

24th September 2018 – 

7th October 2018 

(2 weeks) 

1st October - Labour Day 

 

Reassessment week: 24th September – 28th September 2018 

8th October 2018 

(Monday) 

Monday 8th October 

– Sunday 16th Dec 

17th December 2018 – 

20th January 2018 

(5 weeks) 

25th December -Christmas Day  

26th December –Boxing Day  

Reassessment week: 17th December – 21st December 2018 
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Certificate/Diploma Academic calendar January 2019 to December 2019 

Start Date Term Start and Finish Break Public holidays 

21st January 2019 

(Monday) 

Monday 21st Jan – 

Sunday 31st  Mar  

 

1st Apr ––14th April 2019 

(2 week) 

26th January Australia Day 

Reassessment week:  1st April – 5th  April 2019 

15th April 2019 

(Monday) 

Monday 15 Apr – 

Sunday 23rd Jun  

24th June 2019 – 14th July 2019 

(3 weeks) 

19th April to 22nd April  (Easter) 

25th April – ANZAC day 

10th June – Queens Birthday 

Reassessment week: 24th  June – 28th  June 2019 

15th July 2019 

(Monday) 

Monday 15 Jul – 

Sunday 22 Sep 

23rd September 2019 – 

7th October 2019 

(2 weeks) 

7th October – Labour Day 

 

Reassessment week: 23rd September – 27th September 2019 

8th October 2019 

(Monday) 

Tuesday 8 October – 

Sunday 15 December  

16th December 2019 – 

19th January 2019 

(6 weeks) 

25th December -Christmas Day  

26th December –Boxing Day  

Reassessment week: 16th December – 20th December 2019 

 

 

 

Public Holidays 

New Year’s Day    1st of January 

Australia Day     26th of January  

Good Friday    25th of March 

Easter Saturday   26th of March 

Easter Sunday    27th of March 

Easter Monday   28th of March 

Anzac Day     25th of April 

Queen’s Birthday   13th of June 

Labour Day    3rd of October 

Christmas Day    25th December  

Boxing Day    26th December and 27th of December 

 

Please note: 

• Reassessment dates are held in the 11th week of each term, unless otherwise notified. 

•  If you plan to leave the country during your break, we recommend you take with you a 

holiday letter stating that we understand you are leaving the country, and when we 

expect you back. 

• If you require leave during term dates, you must contact us to apply for leave, deferment 

or suspension; or to otherwise explain your absence. 
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Assessment & Re-Assessment 

Students are allowed to appeal assessments within one week of being notified of the decision or within 4 

weeks of the assessment date, whichever is longer.  Assessments can be appealed by accessing 

Evolution’s Complaints and Appeals resolution process. 

 

 

 

 

 

 

 

 

 

  

Assessment 

Not Yet Competent (NYC) 

 
Student no show 

 

Trainer notifies student and 
provides feedback 

 

If student is deemed NYC for 
practical unit then the 

student will move into out of 
class attempt 

A Fee will apply 

 

First in class attempt – the 
trainer will notify student of 
a suitable time (Theory only) 

No Fee will apply 

Second in class attempt – the 
trainer will notify student of 
a suitable time (Theory only) 

No Fee will apply 
 

Out of class attempt – the 
trainer will notify student of 
a suitable time (Theory only) 

A Fee will apply 
 

Not Yet Competent (NYC) 
Competent (C) 

(no further action is 
required) 

 

Competent (C) 
(no further action is 

required) 

 

Competent (C) 
(no further action is 

required) 

 

Competent (C) 
(no further action is 

required) 

 

Competent (C) 
(no further action is 

required) 

 

Student contacts 
Evolution to be assigned 
new date for assessment 

 

Re Assessment 
notification given and 

student pays Re –
Assessment Within 7 days 

Student will move into 
Out of class attempt 

assessment 
Fees will apply (for both 

practical and theory) 
 

Note: if reason is medical 
a certificate will be 

required within 5 days 

Acceptable 
reason 

Non-acceptable 
reason 

Trainer notifies student 
/student provides 

reasoning 
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Evolution Hospitality Institute 
Head Office 

Level 4, 552 George Street Sydney NSW 2000 

Phone: 02 8275 5300 

Fax: (02) 9283 8168 

 

General enquiries: 

reception@evolution.edu.au 

General enrolment information, Agent applications and enquiries: 

enrol@evolution.edu.au 

Student services, including Issues or complaints, fee payment issues: 

studentsupport@evolution.edu.au 

Tuition fees, fee payment issues, all account enquires: 

accounts@evolution.edu.au 

Facebook: Evolution Hospitality Institute 

Website: www.evolution.edu.au 

 

mailto:reception@evolution.edu.au
mailto:enrol@evolution.edu.au
mailto:studentsupport@evolution.edu.au
mailto:accounts@evolution.edu.au
https://www.facebook.com/EvolutionHospitalityInstitute
http://www.evolution.edu.au/

