


Director’s welcome
Welcome to Brisbane North Institute of TAFE.

Life as a student can be both a challenging and 
rewarding time. As Director of Brisbane North 
Institute of TAFE, it is my hope that during your 
time at this institute you will be encouraged, 
motivated and rewarded by your learning 
experience.

At all of the campuses of Brisbane North Institute 
of TAFE you will encounter a wide cross section 
of students who all have the common goal of 
enriching their lives through learning, whether 
for personal growth or to increase employment 
prospects. Brisbane North Institute of TAFE 
staff respect the right of all members of our 
community to avail themselves of vocational 
education and training and will guide you 
towards achieving your educational goals.  
The rest is up to you.

Enjoy your time at Brisbane North Institute of
TAFE and I wish you well in your studies.

Lynne Foley
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Introduction

Brisbane North Institute of TAFE leads the development and delivery of quality, customer-focussed 

programs that give customers a rich range of flexible and blended delivery options that suit busy 

lifestyles. We offer choices of learning at home, online, on the job, or on campus.  Our range of delivery 

options enables us to service customers, both individual students and corporate clients, across 

Brisbane’s central and northern districts, as well as Queensland and Australia-wide.  We partner with 

community, industry and employers to develop and deliver innovative training programs that equip and 

up skill people for existing jobs as well as for jobs in emerging industries. Our tailor-made corporate 

training programs are customised to suit business needs. Brisbane North Institute of TAFE has 5 

community campuses at: Bracken Ridge, Caboolture, Grovely, Ithaca and Redcliffe. 

Customer Service Centre 131 248
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Bracken Ridge campus 
Located at Norris Road, Bracken Ridge Qld, 4017, the campus is situated 
about 20 km from Brisbane’s CBD.  

Caboolture campus
Located at Tallon Road, Caboolture, Qld, 4510, the campus is shared with 
the Queensland University of Technology (QUT), with on campus facilities 
used by both BNIT and QUT students.  

Grovely campus 
Located at Fitzsimmons Street, Grovely, Qld, 4054, the campus is situated 
about 15 km north-west of Brisbane’s CBD.  

Ithaca campus 
Located at Fulcher Road, Red Hill, Qld, 4059, the campus is situated 
approximately 3km from Brisbane’s CBD.  

Redcliffe campus 
Located at Klinger Road, Redcliffe, Qld, 4020, the campus is situated 35 minutes 
north of Brisbane’s CBD.  
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“BNIT definitely provided the resources and 

support I needed to go back to school. It opened 

the door to improve the quality of life for me and 

my family by providing the skills I need for  

a career in administration.”

Student Services

Learning hubs
A learning hub is located on each campus of the Brisbane North 
Institute of TAFE.

Services include:  
•	� Access to texts and accompanying materials to support 

programs
•	� Access to videos, magazines, CD ROMs, daily newspapers 

and fiction
•	� Access to PCs including Microsoft products
•	� Access to the internet
•	� Photocopying/printing services
•	� Access to scanners
•	� Video viewing facilities including access to the use of 

equipment on campus
•	� Training by library staff in accessing information (individual 

support is also available)
•	� Intercampus loans and access to other TAFE Queensland 

Institute library resources. 

Staff are available to assist students in locating information 
and support material.  Opening hours vary between campuses. 
Please contact the learning hubs or access our website at  
www.bn.tafe.qld.gov.au/library/index.htm  

Learning support – language, literacy and numeracy 
Students are eligible to receive extra help with study and 
learning skills from learning support staff.  Students who feel 
they may need this type of support should approach their 
teacher.  Support is flexible and caters to individual learning 
needs.  Learning support is available to students during their 
course; however, students who may need learning support are 
encouraged to seek help in the early stages of study.

Counselling services
Student counsellors are available across the Institute to assist 
students with the following:
•	� Assistance choosing a Brisbane North Institute of TAFE 

course
•	 Career and vocational counselling
•	� Options for students experiencing financial difficulties
•	� Interaction with Institute staff on behalf of students
•	� Advice about services available in the community.

To speak with a student counsellor, please contact the Student 
Services team at any campus on 3259 9037.

Disability services
Disability services are available to students with a disability 
requiring assistance to achieve their training and career goals. 
This may include
•	� Coordinating personal support services including disability 

support workers, sign language interpreters, mentors & 
tutors 

•	� Arranging exam accommodations & further reasonable 
adjustments with teaching staff 

•	� Organising adaptive equipment & assistive software loans on 
behalf of the student 

•	� Arranging professional assessment services. 

For further information please contact  
disability.bnit@deta.qld.gov.au or fill out an Application for 
Disability Support form at any campus enrolment centre.

Indigenous support officer
Indigenous support officer’s responsibilities range from:
•	 Organising services for indigenous students
•	 Assisting with student concerns
•	 Cross cultural awareness for staff and students.

For further information please contact the Student Services team 
at any campus on 3259 9037.

Student support officers
Student support officers are responsible for a wide range of 
activities which assist and support students.  These activities 
include:
•	� Providing access to suitable employment opportunities via 

an electronic student newsletter, available on all library and 
classroom computers

•	� Assisting students to prepare job application documents and 
undertake different job search techniques

•	� Providing facilities and activities on campus.

For further information about the services provided by a student 
support officer please contact the Student Services team at any 
campus on 3259 9037.

“I’m getting the training I need at BNIT 

Caboolture campus to become an Enrolled 

Nurse while maintaining my responsibilities as a 

mother of three children. I plan to work full-time 

as an Enrolled Nurse after graduating.”
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Facilities and other student 
information

Bookshop
Student textbooks can be purchased through the independent 
bookshop Queensland Textbook Warehouse located at Bracken 
Ridge Campus.  The bookshop offers free delivery to all 
campuses. 

Queensland Textbook Warehouse 
157 Norris Road, Bracken Ridge Qld 4017
Phone: 07 3261 1300
Fax: 07 3261 1966
Freecall: 1800 611 300
Email: info@qtw.com.au 
Internet: www.qtw.com.au

Canteen/coffee shop
Hot and cold food, drinks and snacks are available from the 
canteens.

Computer facilities
I.T. resources are provided to assist education and training.  
Students are prohibited from accessing or displaying obscene, 
offensive, discriminatory, illegal, fraudulent or pornographic 
material.  The system records details of ALL internet activity.

The following are criminal acts and any breach of student rules 
will be dealt with by the Institute accordingly:
•	 Damage
•	 Unauthorised accessing 
•	 Violating copyright
•	 Downloading of inappropriate material
•	 Misuse of information.

Hairdressing salon
The Institute’s training hairdressing salon ‘Swish’s’ is open 
to students and the public.  Student hairdressers are fully 
supervised at all times and a charge is made to cover the cost of 
the products used.  Appointments can be made by telephoning: 
(07) 5498 0333.  

Security
Security assistance is available on all campuses.  If security 
assistance is required ask a staff member of the Institute for the 
contact telephone numbers. 

Smoking
Government regulations prohibit smoking within all Institute 
buildings and structures (including areas outside windows 
and doors or under eaves or roofs) and areas where food may 
be purchased and consumed.  In view of this the Institute has 
provided designated smoking areas and smokers are requested 
to smoke in these designated areas only. 

Parking
Free parking is available on 5 campuses of BNIT.

Public transport
Information regarding transport to and from each of BNIT 
campuses can be obtained from Translink on 131 230 or  
www.transinfo.qld.gov.au

Restaurants
The Institute has 2 restaurants that are used for training 
purposes. Polaris Resturant at our Bracken Ridge campus and 
Isabella’s at our Caboolture campus.

Polaris Restaurant is open to the public. Reservations can be 
made by telephoning 3258 5300 during business hours.

Customer Service Centre 131 248
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Enrolment information

Enrolment conditions
Access to all classes is subject to:
•	 Sufficient enrolments in the class
•	 Prerequisites & other entry requirements being met
•	 Enrolment fees being finalised

Enrolment
Students are required to complete a New Student Details 
form and Enrolment Selection form with an “X” against the 
appropriate program/class details to be studied.

Students must sign the New Student Details form (if under 18 
years, parent/guardian signature is required). Once the forms 
have been completed they may be forwarded to the Institute 
for processing with payment of fees.  It is the responsibility of 
the student to ensure enrolment into the correct program/class 
and that all necessary program/class prerequisites have been 
completed.  If necessary this should be verified with a teacher.

Methods of enrolment
Post/mail
Post enrolment documentation along with your cheque or money 
order and concession card details if applicable made payable to 
Brisbane North Institute of TAFE or credit card details (including 
name on card, card number and expiry date) to:
Brisbane North Institute of TAFE
Locked Bag 3, Eagle Farm Qld 4009
Telephone – 131 248

Phone
To enrol by telephone (credit card payments only) contact 
the Brisbane North Institute of TAFE Customer Service Centre 
between 8.00am and 5.30pm Monday to Friday (with the 
exception of Thursday, when opening hours are between 9:am 
and 5:30pm and public holidays).  If applying for reduced fees 
please have concession card details available at the time of 
enrolment.

In person
Students can enrol by visiting the Customer Service Centre 
at any Brisbane North Institute of TAFE campus. Payment 
is required at the time of enrolment.  When claiming a fee 
exemption, concession card details are required at the time of 
enrolment.

Fax: 07 3307 4746
Enrolments (credit card payments only) may be faxed to the 
Institute.  Please include credit card and concession card details 
(including name on card, card number and expiry date).

Student ID cards
All students should have a student identification (ID) card for a 
number of reasons. A student ID card enables students access 
to many resources and facilities available at Brisbane North 
Institute.  In addition, full time students may be able to use the 
student ID to obtain discounts on public transport and at leisure 
and entertainment facilities.  You must pay for the student ID 
card at the time of enrolment.

Fees and payment options

Fees
A student is not enrolled until all fees have been paid in full.  If 
experiencing difficulty paying fees prior to class commencement, 
students can contact a Customer Service Centre to discuss a 
time to pay and/or Centrepay arrangement.  Students are liable 
for all payments, even if they discontinue their program. Debt 
recovery action will be taken to recover outstanding fees and 
students will be required to pay the costs incurred to recover  
the debt. Student awards may also be withheld until all fees  
are paid.

Fee for service program
Fees payable on a fee for service program is charged on a cost 
recovery basis and NO fee exemptions apply.

Government funded programs
Many programs are largely funded by the government and the 
fees charged to students are usually a very small part of the 
total cost of the program.  The fees indicated on the Enrolment 
Selection form are subject to change.

Payment of fees
All fees are due and payable at the time of enrolment.  Fees can 
be paid by cash, cheque (payable to BNIT) EFTPOS or credit card 
(Bankcard, Visa, Mastercard and American Express).  If a student 
is unable to make payment in full prior to commencement of 
class  they must advise a Customer Service Centre officer at the 
time of enrolment.  

An option exists for students to apply for a payment plan to 
allow them time to pay fees. Further information can be obtained 
from the Customer Service Centre at any Brisbane North 
Institute of TAFE campus.  Should a student request a time to 
pay option, they will be required to produce identification at the 
time of enrolment.  If a student is a concession cardholder they 
may wish to contact Centrelink to discuss financial assistance, 
which may be available.

If a student’s employer (or other party) is paying enrolment fees 
an Agreement by Employer to Pay Fees form must be completed 
in full for each student and accompany the Enrolment Selection 
form.  This form is available at the Brisbane North Institute of 
TAFE Customer Service Centres or by telephoning 131 248.  A 
student who has paid fees, has an approved payment plan or 
other special arrangement (with evidence of participation in a 
learning event), becomes a confirmed enrolled student.

Tuition fee exemptions 
(government funded programs only)

A reduction in fees is available on verification of the following:
•	� Centrelink Health Care Card holder
•	� Centrelink Health Benefit Card holder
•	� Centrelink Pension Card holder
•	� Department of Veterans Affairs Pension Card holder (blue card)
•	� Birth Certificate showing students under the age of 17 years 

on 28 February of year of study have not completed year 12
•	� Indigenous people (Written evidence is required)

A reduction of fees will only be granted upon confirmation of 
eligibility with Centrelink through the Centrelink validation 
process.  It is the students responsibility to check concession 
card eligibility with Centrelink prior to enrolment.  The Institute 
will accept a Centrelink Confirmation of Concession Card 
Entitlements form if a concession card has not yet been issued.  

Customer Service Centre 131 248
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Evidence will be required for age or other exemptions.

A student who is suffering extreme financial hardship may apply 
for a fee concession/exemption.  Extreme financial hardship is 
defined as a situation where the student would have to forgo 
food, shelter or a basic necessity of living in order to pay the 
regulated fees.  To apply for a concession/exemption under this 
category the student must make an application through the 
Institute student counsellor.  Supporting documentation and a 
full breakdown of income and expenses will be required. 

Fee concessions/exemptions MUST be applied for at the time of 
enrolment.  If concessions are not claimed at the time of enrolment, 
full fees will be charged and NO adjustments can be made.

Time to pay arrangements
Application process
An application for time to pay must be completed on the 
prescribed form (IF091) prior to enrolment.  This form is 
available from any Brisbane North Institute of TAFE Customer 
Service Centre.  Enrolment cannot occur unless the time to pay 
application has been approved and the first payment made. 

The authorised officer will set payments according to the 
applicant’s financial circumstances.  A schedule of agreed 
payments will be issued at the time of enrolment.  Payments 
must be made by the due date.

Where an instalment plan is approved, the first payment must be 
made at the time of enrolment. 

Exclusions 
The following is excluded from a time to pay arrangement:  
•	 Enrolment in ACE courses
•	� Fees for service and leveraged courses unless approved 

for such arrangement by the Faculty Director and the total 
cost of enrolment is greater than $1000.  If material fees 
are not built into the total course cost for a fee for service 
or leveraged course, at least 50% must be paid in full at 
the time of enrolment.  (Commercial contracts do not fit in 
the category.  Reference must be made to the contractual 
specifications for the individual project)

•	� International student enrolments, international students 
must pay at least one full semester at a time and this must be 
paid prior  to the commencement of study.  All international 
students are welcome to pay in advance and have funds 
credited on ISAS for future studies but they can not access 
time to pay arrangements

•	� Persons less than 18 years of age, unless a guarantor or third 
party contract is agreed to by the institute

•	 Where total cost of enrolment is less than $75.

 Approval
Time to pay shall only be provided at the discretion of the 
Institute Director or delegated officer.

Time to pay may be refused where inadequate identification 
is provided, Institute staff determines an unsatisfactory credit 
history, or payment terms on previous time to pay arrangements 
have not been adhered to.

Plans
A minimum deposit of $75 or 20% of tuition and amenities fees, 
whichever is the greater, is payable at the time of enrolment.  
The student ID card, utility fee and at least 50% of the material 
fees must be paid in full at time of enrolment, along with the 
deposit against tuition and amenities.

Time to pay can only be offered if the total cost of enrolment is 
greater than $75 ($1000 for fee for service). The total time to 
pay plan shall be completed at least 30 days prior to the end of 
the student’s program of study for which a time to pay has been 
provided, or within 3 months for open learning programs.

Where the total cost of enrolment is less than $75 and the student 
requests a time to pay arrangement, a non standard time to pay 
arrangement may be appropriate. In this case the student must 
complete an application for student fees special arrangement 
(non standard time to pay) form and attach detailed supporting 
documentation to allow a student counsellor to review and make 
the appropriate recommendation to the Director, Client Relations.

Cancellation of enrolment does not necessarily cancel the 
obligation to make all payments under a time to pay plan. Please 
refer to the TAFE Queensland Student Refund Policy.

Customer Service Centre 131 248
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Refused applications for time to pay
If both a standard and non standard time to pay is refused, the 
delegated officer will provide written notice of the reasons for 
refusal.

The person may, within 14 days after written notice is given, 
apply to the Institute Director for reconsideration of the refusal.

Recovery action
When a payment becomes overdue, the full amount of the 
outstanding debt shall be due and payable immediately.  The 
student will receive an overdue letter and is required to make 
full payment of the outstanding amount.  No future time to pay 
plans shall be provided and no further enrolment will be allowed 
until the overdue debt has been cleared.

Refund

Students
Government Funded and ACE Programs
All refunds shall be in accordance with the Vocational Education 
Training and Employment Regulation 2000, Part 5A, Sections 
30N-30R and Financial Management Practice Manual 04.01.17 – 
TAFE Qld Student Refund and are applicable to:
a)	� Individual students for fees and charges of courses; and 
b)	� Any third party or guarantor responsible for a student’s fees 

and charges of courses.

Refund if program or course cancelled by Institute Director
If the Institute Director cancels a government funded program/
course or ACE course before it starts, the Institute Director will 
refund the fees paid for the program/course.

Refund if enrolment cancelled before program or course starts
If a student cancels enrolment in a government funded program/
course or ACE course before it starts, the Institute Director will 
refund the fees paid by the student for the program or course 
after deducting:
a)	� For an ACE course — the enrolment fee for the course (there 

is no refund for an ACE course unless the enrolment is 
cancelled no later than 2 days before the course starts); and 

b)	� For a government funded program/course — an 
administration charge of $10.00 for all courses cancelled at 
the same time.

This section does not apply if a tuition or student services fee 
payable on the cancelled enrolment must be applied to reduce 
fees payable on a later enrolment.

Refund after government funded course starts
If any of the following things happen while a student is 
undertaking a government funded course, the student may apply 
to the Institute Director for a refund of the fees for the course:
a)	� The student accepts a place offered through the Queensland 

Tertiary Admissions Centre;
b)	� The student suffers an illness or injury preventing the 

student from completing the course; and 
c)	� Exceptional circumstances prevent the student from 

completing the course.

No refund after start of study will apply unless within the above 
three categories.

The Institute Director may refund the fees after deducting an 
administration charge of $10.00 for all courses to which the 
application relates.

Refund for academic exemption
If a student has received an academic exemption from a 
government-funded course since enrolling in it, the student may 
apply to the Institute Director for a refund of fees for the course.  
The student must apply on the approved form within 5 weeks 
after the course starts.

Refund for successful evaluation
The Institute Director must refund the fee for re-evaluation of a 
student’s result in a government funded course to the student if 
the student’s result is upgraded to a result of competent or an 
equivalent result.

Material Fees
No refunds will be processed for materials that are considered to 
be used.

Transfer of Enrolment
Fee adjustment for certain transfers and cancellations of 
enrolment in government funded programs/courses.  This 
section applies if a student enrolled in a government funded 
program/course at a TAFE Institute:
a)	�  Transfers the enrolment to substantially the same course at 

another TAFE Institute; or
b)	� Cancels the enrolment and enrolls in another course at the 

same institute no later than 2 weeks after the start of the 
cancelled course.

Any tuition or student services fees payable on the original 
or cancelled enrolment must be applied to reduce the total 
amount of tuition and student services fees payable on the later 
enrolment.

Any balance of the tuition and student services fees paid on the 
original or cancelled enrolment must be refunded.

Refused applications for fee exemptions and refunds
If the Institute Director or delegate refuses a person’s 
application for a fee exemption and refund, the Institute Director 
or delegate must give the person written notice of the reasons 
for refusal.

The person may, within 7 days after the written notice is given, 
apply to the Institute Director for a reconsideration of the 
refusal.

2351: 10 April 2008 Page 6 of 12 – IF391 Version 4 Customer Service Centre 131 248
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Non-Government Funded Programs 
For Full Fee for Service Courses
Full refund if program cancelled or postponed by the Institute:  
A participant’s enrolment may be transferred to the next existing 
program of the same activity or participants may choose to 
obtain a full refund on all fees associated with the cancelled 
program.

Refund if enrolment is cancelled more than 5 days before 
program or course commences:
If a student cancels enrolment in a non-government funded 
course 5 or more days prior to the start date, the student will 
receive a refund of the fees paid for the program or course after 
deducting an administration charge of $10.

No refund if enrolment cancelled less than 5 days before a 
program or course commences:
Cancellations received less than 5 days before, on the day of, or 
after program or course commencement will not be eligible for 
a refund of any fees and charges paid by/for the student, and 
any remaining payments due in respect of the enrolment must 
be paid to the Institute (unless a contract between the parties 
states otherwise).

Corporate Training Programs
Cancellations will be accepted up to ten (10) working days prior 
to the negotiated commencement date for training.

After that time, cancellations will not be accepted, however 
new training dates may be negotiated, preferably with delivery 
rescheduled for commencement within 1 month of the cancelled 
program.  Rescheduled training dates beyond this period of 
quotation validity may require a new quotation to be provided.  

Any non-refundable costs incurred by BNIT as a result of 
rescheduling training dates will be charged to the client. 

Cancellation penalties for a program being delivered specifically 
for a particular corporate group will be as per the contract 
arrangements or via negotiation.

Traineeships
Cancellations of a fee for service traineeship by the client will 
attract an administration fee of $500 as well as a prorated cost 
per competency commenced at the time of cancellation.

Adult Community Education (ACE)
Refunds will not be given unless cancellation is received two 
(2) full working days prior to commencement and will incur an 
administration charge.  Cancellation must be received in writing.

Cancellation of Enrolment
Brisbane North Institute of TAFE has the right to cancel the 
enrolment of any student, if the student has:
•	� Gained admission to the Institute by misrepresentation, 

falsification of documents, or other fraudulent means,
•	� Failed to fulfil the requirements for admission or enrolment,
•	� Engaged in any act of academic or behavioural misconduct 

which has resulted in the exclusion of the student from the 
Institute,

•	� Failed to satisfy the minimum academic performance level 
required,

•	� Failed to pay any outstanding fees,
•	� Failed to fulfil the ongoing requirements of an international 

student, such as minimum attendance requirements.

Change of personal details
Once enrolled, a student can update personal details by either:
•	� Visiting the website https://enrol.tafe.net/ (note no www) 

and using the allocated student number and email address 
supplied for the Institute’s records, a student can access 
personal information, such as: enrolment details; personal 
details; academic records; and student account details.

•	 Telephoning the Customer Service Centre on 131 248
•	� Visiting one of the Customer Service Centres at any of the 

Institute’s 5 campuses

Change of enrolment
If students need to change enrolment details, contact staff 
at the nearest Customer Service Centre or phone 131 248 for 
assistance.  Changes to enrolments are not effective until 
the required Application for Enrolment Amendment form is 
completed and lodged.

Students will need to keep Centrelink informed of changes to 
their enrolment status if receiving Commonwealth assistance.   
It may be possible to transfer fees if a student transfers from one 
program/class to another.  This is only possible within the first 
two weeks of study.  If students choose to change enrolment 
after this time they may be liable for additional fees.  Verbal 
advice to the teacher is not sufficient.

Withdrawal/cancellation from a program or class
If a student wishes to cancel/withdraw enrolment, an 
Application for Enrolment Amendment form should be 
completed  and presented at any Brisbane North Institute of 
TAFE Customer Service Centre.  (This form is available from 
a Customer Service Centre).  (Refer to the Fees and payment 
options section)

Customer Service Centre 131 248
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Student responsibility and rules
While studying at Brisbane North Institute of TAFE, students are 
required to adhere to the TAFE Queensland Student Rules 2007. 
These rules can be accessed online or through the learning hubs 
on the Institutes’ campuses.

General behaviour
When communicating and interacting with TAFE staff and other 
students a student has the responsibility to:

•	� treat people with respect and fairness regardless of their 
background or culture 

•	� show respect for others by not swearing, using obscenities 
or making offensive remarks 

•	� avoid behaviour that could offend, embarrass or threaten 
others 

•	� refrain from harassing or disrupting others in the 
performance of their duties or studies 

•	� avoid unacceptable behaviour – including bullying, 
aggressive, threatening or abusive behaviour 

•	� make only truthful statements in regard to student status or 
representation as a student or entitlements as a student

Access, equity and diversity
Brisbane North Institute of TAFE seeks to promote an 
environment which is fair and equitable and free from 
discrimination and intolerance.  Activity which involves 
discrimination, intimidation, bullying, or harassment is 
unacceptable and will attract disciplinary action.  Further, such 
actions may be unlawful.  The Institute will fully investigate any 
claim of harassment or discrimination and take appropriate 
action.  (Refer to the TAFE Queensland Student Rules 2007 for 
further information).

Customer feedback
Brisbane North Institute of TAFE welcomes constructive feedback 
to help provide the best service for all current and future 
customers.  A student, who has a complaint, query or concern 
with another student, staff member or the Institute, should 
speak up to ensure help is provided.  Usually the first person 
approached is the person whose behaviour is causing the 
problem or the person responsible for the area.  If the students’ 
problem relates to a classroom or academic issue the student 
must firstly discuss it with the teacher concerned BEFORE taking 
the matter up with the manager of the appropriate area.

If the situation is not resolved to the students satisfaction or 
the student does not feel comfortable discussing the issue 
with a teacher a customer feedback form can be completed.  
Confidential customer feedback forms together with reply paid 
envelopes are available on every campus.  Students can also 
email feedback to feedback.bnit@deta.qld.gov.au

Discipline
The Institute has the authority to suspend or exclude students 
from classes in the event of misconduct. Misconduct includes 
both academic and behavioural misconduct which includes but 
is not limited to:
•	 Cheating
•	 Plagiarism
•	 Collusion 
•	 Falsifying information
•	� Breaches of Commonwealth and State law which impinge on 

TAFE operations
•	� Behaviour that impairs the reasonable freedom of other 

persons to pursue their studies and participate in the 
activities of the Institute 

•	 Refusing or failing to identify yourself truthfully
•	� Any act or failure to act that endangers the safety or health of 

any other person
•	� Actions that impair any person’s participation in a legitimate 

Institute activity or, by act or omission disrupts the peace or 
good order of the Institute

•	� Acting in a way that causes students or staff or other persons 
within the Institute to fear for their personal safety

•	� Acting in a way that causes damage to TAFE property (Refer 
to the TAFE Queensland Student Rules 2007) 

Academic appeals
Students who are dissatisfied with an academic decision have 
the right to appeal in accordance with the student appeals 
procedure as follows:
•	� An informal approach should be made to the teacher no 

later than 14 days after the results have been notified to the 
student.  If the student is dissatisfied with the decision of 
the teacher, the student has a further right of appeal to the 
Operations Manager within 14 days. This appeal must be in 
writing. 

•	� If the student is dissatisfied with the decision of the 
Operations Manager, there is a further right of appeal to the 
Institute Academic Appeals Committee and this must be in 
writing to the Faculty Director within 7 days of the decision 
made by the Operations Manager.  You will receive a written 
response to your appeal.

Misconduct appeals
If a student is found guilty of misconduct, the student has the 
right to appeal the decision or the decision process in writing 
to the Institute Director.  If you are an apprentice or trainee, 
your appeal must be lodged in accordance with the Vocational 
Education, Training and Employment Act 2000.  (Refer to the 
TAFE Queensland Student Rules 2007 for further information).   
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Educational matters 

What is competency based assessment?
Competency Based Assessment is the process of collecting 
evidence and making judgments on whether competence has 
been achieved. This confirms that an individual can perform 
to the standard expected in the workplace as expressed in the 
relevant endorsed industry/enterprise competency standards 
(or outcomes of accredited courses if there are no competency 
standards for an industry).  The Competency Based Assessment 
process will be conducted in an open, transparent and 
accountable manner emphasising the aspects of equality for all.

Evidence gathering 
Brisbane North Institute of TAFE’s academic staff have selected 
suitable methods to ensure sufficient evidence can be gathered 
on how a student performs a task or skill against the specified 
criteria. Some assessment methods are best suited for assessing 
practical skills and others are better for assessing theory or 
underpinning knowledge. 

When choosing the most appropriate assessment method, the 
following will have been considered: 
•	� The dimensions of competency (task skills, task management 

skills, contingency management skills,  job/role environment 
skills and transferability) 

•	� The skills or cluster of skills applied in a workplace situation 
•	� Specific assessment guidelines within the training package 

or accredited course requirements 
•	� Underpinning knowledge/skills which are required 
•	� The qualification level and outcomes 
•	� The individual needs of the students 
•	� Where the assessment will be conducted (on-the-job, off-the-

job, simulated environment, distance delivery) 
•	� The available resources

A teacher or workplace trainer will use a minimum of two 
different assessment methods to determine whether a student is 
‘competent’ or ‘not competent’ against the criteria. 

The assessment activities must ensure: 
•	� Assessment is valid, reliable, flexible and fair 
•	� Assessment takes place in an environment that meets the 

requirements of the relevant course 
•	� Assessment activity is suitable for the qualification/program
•	� Assessment activity covers all elements and performance 

criteria, as well as the underpinning knowledge and skills 
required within the unit, module, course or cluster

Students may find there are variables applicable to the 
assessment. This may depend on the: 
•	� Different workplaces or different work areas within the same 

workplace 
•	� Differing customer requirements/needs 
•	� Different occasions/times dealing with different situations 

such as night/day activity, busy/non-busy periods 
•	� Different facilities and resources 

Typical assessment methods include: 
•	� Observation – of someone performing a task or producing a 

product.
•	 �Reports – used on or off-the-job to provide evidence of 

understanding in a particular context. Reports may be 
combined with oral or written questioning to validate 
understanding. 

•	� Simulation/Role-Play/Case Study – simulation of workplace 
activities to gauge performance.

•	� Portfolio – provision of a collection of evidence and samples 
that prove competence against the specified criteria. 

•	� Practical exercise or task – the student undertakes a task or 
exercise that demonstrates competency performed against 
the specified criteria. 

•	 �Knowledge based tests – written or oral questioning. Written and 
oral tests are widely used as a method of assessing a student’s 
understanding or knowledge of the work or task they are 
performing. The term ‘knowledge’ is used in a broad sense and 
does not merely refer to recall from memory or rote learning, but to 
show clear understanding of the task being assessed. 

•	� Third party reports – a report that the student obtains from 
a supervisor or other appropriate person who can confirm 
that the student has the required knowledge and is able to 
perform specific skills within the workplace. 

Where appropriate, assessment methods will take into account 
and have the flexibility to incorporate the equity needs of 
students (eg. alternative methods of assessment for students 
with disabilities). 

Assessment readiness
When commencing study a teacher or workplace trainer will 
provide students with an overview of planned assessment and 
will negotiate assessment timeframes and requirements with 
the student to ensure their readiness to undertake assessment.  
Assessments should be submitted or completed by the 
specified time for a result to be recorded; however, if necessary, 
extensions of assessment timeframes will be negotiated and/or 
considered in specific or exceptional circumstances.  

Reporting to the student 
A teacher or workplace trainer will provide students with 
feedback about the outcomes of the assessment and provide 
guidance for future options. Feedback must describe the 
performance of a student against the elements or learning 
outcomes and any re-assessment options.  

Awards/results
Award documents will be mailed to students upon successful 
completion of the program, providing all fees due have been 
paid.

Program information including content and vocational outcomes 
can be obtained by:
•	� Telephoning the Customer Service Centre on 131 248
•	� Visiting in person one of our 5 campuses
•	� Visiting our website www.bn.tafe.qld.gov.au
•	� Emailing the Institute on enquiry.bnit@deta.qld.gov.au
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Prior learning

Recognition of prior learning (RPL)
Recognition of prior learning (RPL) is a process to obtain formal 
recognition for the competencies, skills and knowledge a 
student has acquired through:
•	� Previous training (at a college or place of work)
•	� Education (at school, college or place of work)
•	� Work experience (paid and unpaid work)
•	� Life experience (leisure pursuits and voluntary work)

This may be used to demonstrate achievement in a unit or 
competency(s) without having to attend training or study.

Gaining recognition for skills will enable a student to:
•	� Eliminate or reduce the need to retrain in knowledge and 

skills they already have
•	� Complete a qualification within a shorter period of time 
•	� Know what skills have developed through life and work 

experience
•	� Know what skills still need to be achieved

Recognition can be given for a whole program of study, or single 
units or modules.  Recognition through RPL is not given to parts 
of a unit or module.  If a student wishes to gain recognition for 
a unit/s of competency they must provide appropriate evidence 
to demonstrate current competency against the requirements of 
that unit/s.  Being competent means that a student:
•	� can perform a job/task/activity to meet today’s industry 

standards
•	� can do it in a consistent way, over time
•	� has sufficient knowledge to enable them to perform it in a 

range of situations

If a student believes they have the experience to apply for 
RPL they should do this PRIOR to enrolment in any program 
of study.  An RPL information guide can be obtained from 
any campus. Students will need to speak with teachers, pay 
appropriate fees and provide evidence of current competencies.

Accelerated progression
Accelerated progression (or fast tracking) requires the 
completion of all designated assessment requirements for the 
particular unit of competency and will be negotiated between 
the student and teacher.  No special applications or processes 
are required and normal enrolment fees apply.  All activities will 
be recorded as part of the standard operation of the class and a 
result processed at the completion of the assessment.

Credit transfer
Credit transfer is the process whereby formal documented study 
equivalent to that of the proposed study is recognised.  Credit 
transfer will not be granted to a full qualification.

National recognition
National recognition is the process that recognises AQF 
Qualifications and Statements of Attainment issued by other 
Registered Training Organisations enabling individuals to receive 
national recognition of their achievements.
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Important links
Brisbane North Institute of TAFE website: www.bn.tafe.qld.gov.au

TAFE Qld website: www.tafe.qld.gov.au

Brisbane North Institute of TAFE privacy policy: www.bn.tafe.qld.gov.au/services/student/privacy.html

Privacy The Department of Education, Training and the Arts collect information for general student administration as well as for planning, communication, research, 
evaluation and marketing activities undertaken by the Department.  Only authorised departmental officers have access to this information.  Your personal information may 
be disclosed to Commonwealth and State Government Agencies.  If you are an apprentice/trainee, your personal information, attendance details, progress and results will 
be disclosed to your employer.  If you are under the age of 18 years, your personal information, attendance details and results may be disclosed to your parent/guardian.  No 
further access to your enrolment information will be provided to any other organisation or person without your consent, unless authorised or required by law, in accordance 
with the Information Privacy Principles.  Should you wish the Institute to disclose your personal information to a third party written consent must be provided to the 
Institute.  A form to facilitate this can be accessed on our internet www.bn.tafe.qld.gov.au/services/student/privacy.html
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