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Welcome to Universal English College  
 

Congratulations on your enrolment with Universal English College (UEC). We are very happy that you 

have chosen UEC and are coming to study English with us! 

 

Students just like you have been studying English in Sydney with Universal English College since 1988! 

That’s 35 years and in that time more than 40,000 students have taken more than 50,000 courses – 

that’s more than 500,000 weeks of lessons, or nearly 1 million days of lessons!  

 

Considering that the average age of students at UEC is between 20 and 30, it is also very likely that the 

first students came to UEC before you were born! In fact, we recently had a student whose parents 

first met when studying at UEC! 

 

Since the first day that Universal English College opened its doors and welcomed its first students, it’s 

been about more than study though. UEC has been a community for its students and its staff. UEC has 

also been a place of opportunity. Thousands of students who have graduated from UEC have gone on 

to graduate university programs in Australia thanks to the English skills they learnt at UEC and tens of 

thousands have gone on to study vocational qualification courses. 

 

Students at Universal English College consistently mention the friendliness of their teachers, the 

student services staff, and their classmates when they talk about what made their UEC experience so 

special. The staff at UEC are dedicated to providing amazing learning experiences and ensuring your 

UEC journey will be an amazing and treasured time in your life. 

 

So, welcome to the UEC family! We look forward to being a part of your UEC journey! 
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Introduction to the Student Handbook 
 

This handbook is a very important document for students at UEC. In this handbook you will find a lot of 

vital information UEC students need to know before coming to Australia to and starting a course, 

information needed during a UEC course, and lots of information for after completing one or more 

courses of English studies at Universal English College. 

Almost all the information you will need for your enrolment at UEC is in this handbook. Some of the 

information you will need is made available with links to online sources. To access these online 

information resources, you will need to use the online version of this document or find the links via the 

UEC website.  

Please remember that the information in this handbook is updated regularly. If you downloaded this 

handbook some time ago, the information in it may have been updated. Please go back to the website 

and get the most up to date version or come to reception and we can provide you any information you 

might need in person. 
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About Universal English College  
Established in 1988, Universal English College (UEC) is well known globally as a high quality an English 

language college that offers a range of English language courses to adult students from all over the 

world.  

Having offered English language courses for 35 years, UEC is one of the oldest English language colleges 

in Australia. Having been founded by former international students, UEC has always been very focused 

on ensuring it creates a welcoming, friendly, fun place for international students to learn English, 

experience Sydney and Australia, and build a foundation for future studies, travels, careers, and lives. 

Those 35 years of experience also mean UEC has developed real expertise in delivering the highest 

quality courses. This means a deep passion for teaching and learning, amazing course curriculum that 

are always at the forefront of best practice, the best teachers available, and an ethos of ensuring 

fantastic service. 

We’ve also learnt that the quality of customer service and the whole experience students have at UEC 

can be just as important as what happens in the classroom. That’s why UEC is famous with its students 

for being such a friendly, welcoming place and loved by its staff for the same reason.  

 

The Universal English College Vision 
This is the Vision that we work to embody in what we do: 

 

Thousands of international students from around the world achieve their 

educational and career goals every year thanks to the teaching and learning 

provided by Universal English College. Students love Universal English 

College for its excellence in service and the rich, friendly, fun learning 

experiences it enables and the UEC team love it as an exceptional place to 

work. 

 

The Universal English College Values 
These are the values that we endeavour to live by every day at Universal English College: 

 

We are passionate, persistent, and enthusiastically positive. We are driven 

by our mission to positively change lives through learning. Each action each 

of us take each day should contribute positively to our mission. 

 

We are passionate about delivering exceptional customer service and 

enabling exceptional academic experiences and outcomes. Good is not good 

enough! We are fiercely ambitious – we are always looking for better – and 

we take action to improve now, not later.  

 

We are hungry and humble. We are tenacious and embrace the discomfort 

of facing our imperfections while striving to be awesome at what we do. We 

understand that how we do any one thing, is how we do everything. We 
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care about the little things and the simple things just as much as the big 

things. 

 

We are deeply committed to the people we engage with – our students, our 

staff, our partners. We care for each person as a human doing their best – 

imperfect and inherently worthy of respect and kindness. We champion 

each other’s efforts, voices and wellbeing. We have fun along the way and 

celebrate our successes big and small. 

 

We act with integrity, authenticity and honesty. We accept conflict and that 

we will not please everyone, but we will always assume positively, listen 

curiously, speak respectfully, and act according to our values.  

 

We are all owners and ambassadors of what we do. We take pride in both 

the process and the outcomes. We face problems and pursue opportunities 

– we speak up bravely and hold ourselves accountable. We learn from our 

failures and mistakes. We take initiative and act with energy and urgency. 

 

The Universal English College Team 
The Universal English College team is growing all the time, but below are some faces that you’ll see and 

get to know starting from when you first arrive, when you start learning, when you want to talk about 

your next course, and the people behind the scenes. 

 

The Universal English College Campus 
The Universal English College campus is located at 338 Pitt Street Sydney. That’s right in the centre of 

the city and with 5 minutes’ walk of multiple transport options. Reception is on level 8. 

 

 

The Universal English College Contact Details 
You can contact us via email, phone, social media or just come into the campus. 

 

Phone: +61 2 9283 1088  

Email: study@uec.edu.au  

Website: www.uec.edu.au  

 

Business hours  
Reception opening hours are: Monday to Friday 8:30am – 7:00pm  

 

  

http://www.uec.edu.au/
http://www.uec.edu.au/
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Enrolling with Universal English College  
For anyone thinking about enrolling to take an English course with Universal English College, there is 

lots of information available to help you decide that UEC is the right place for you. We strongly 

recommend you start by going to our website and looking at the course information and watching the 

course demonstration videos. Also watch the ‘About Us’ video to get a better idea of who we are. 

We also strongly recommend you talk to an agent to help you with the process. Organising a visa and 

travel and study is a complicated thing to do. That’s why UEC partners with excellent agents in every 

country to help students to enrol in our courses and organise their visa application, their 

accommodation, and their trip to Sydney, Australia. You can find a list of the agents we work with on 

our website.  

Once you have decided to study with us, you’ll need to fill in an application form. This makes sure we 

get all the information we need to enrol you and get everything right for you. As you complete the 

application form, take the time to read the Terms and Conditions of Enrolment – we know most people 

skip those when buying things, but we really want you to read them so you know exactly what our 

promises are to you, what your rights are, and what your obligations will be too. This really does 

include a lot of very important information – everything from who we can accept onto each of the 

courses, when the public holidays are, the rules for student visa holders, how to change a course after 

you’ve enrolled, what your attendance and academic progress must be while you study with us, and 

what your consumer protections are and how the UEC refund policy works. 

Once you’ve sent in your application form, our admissions team will review it and make sure you are 

eligible to enrol. You may need to complete our online English language test to make sure you are the 

right level for the course you’ve chosen. If everything is good, then we’ll send you a Letter of Offer of 

Enrolment along with a Written Agreement for you to sign and the invoice for your fees with the due 

dates for each of the payments. 

Remember though – the Letter of Offer is not a guaranteed place in the course. To secure a place, you 

must sign and return the agreement and the required payments must be made. For students who will 

study on a student visa, once the initial payment is made, UEC will send out the CoE (Confirmation of 

Enrolment) that is needed for the student visa application. 

For students who organise their accommodation through UEC, flight details are required at least four 

weeks before arrival to guarantee the booking. 

All that’s left then is to pack your luggage and prepare for the trip and study! There is a lot of 

information in this handbook to help you with that. You should also look at the UEC website for more 

information and ideas. 
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Preparing for life in Sydney  
With over 5 million inhabitants, Sydney, Australia the biggest city in Australia.  

The land that Sydney stands on today has been populated by indigenous Australians for more than 

30,000 years – probably much longer in fact. Universal English College stands on the lands of the 

Gadigal people of the Eora nation and we proudly acknowledge the traditional owners of the land.  

Today, Sydney is a very multicultural city with more than 30% of the population of Sydney born 

overseas. If your only image of Australia is surfers with blonde hair like Chris Hemsworth (the actor 

who plays Thor in the Marvel movies!), then you need to know – Australian’s come in every shape, 

colour, and creed. While Australia’s English heritage is well known, there were nearly as many Irish and 

Scottish at some points. Just as important is to know that Italian, Greek, and Chinese immigrants were 

helping build the country we’ve become since well before 1900. Throughout the second half of the 

1900s Germans, Pilipinos, Turkish, Lebanese and Vietnamese immigrants amongst so many others have 

been a huge part of making Australia what it is today. You definitely can’t tell an Aussie by their 

‘ethnicity’! 

Sydney is a very modern city. While Sydney is generally in the top 20 most expensive cities in the world, 

it’s also very consistently in the top 10 most liveable cities. In part, this is because salaries are quite 

high in Sydney, there is so much to do that doesn’t cost anything – like go to the beach or for a 

bushwalk – and because Sydney is also one of the safest cities in Australia. In fact, as you’ll read below, 

it has consistently rated in the top 5 safest cities in the world and the top 10 friendliest!  

Sydney is also quite a large city geographically – it’s over 1,500 square kilometres, which is more than 

double the size of New York in the USA. The population is much lower than New York though – Sydney 

is spread out. 

Sydney has a lot of beaches. Some people say there are over 100 of them, ranging in size from a few 

feet to several kilometres long. 

George Street is the main street that goes right down the middle of Sydney city centre and it’s the 

oldest street in Australia. Universal English College campus is on the street parallel to George Street 

called Pitt Street – about 50 meters away.   

 

 

Key Facts  

Weather  
Australia is a big country – the 6th biggest in the world! It takes about 4.5 hours to fly across the width 

of Australia – from Sydney to Perth. It’s almost the same distance as Paris, France to Iğdır, Turkey or 

from Bogota in Colombia to Santiago in Chile! So, the climate varies a lot around the country! We have 

rainforests, deserts, and snow-covered mountains as well as fabulous beaches.  

In Sydney, there are four seasons and these are at opposite times to those in the northern hemisphere. 

Sydney has warm summers and mild winters. That means that you’ll get many opportunities to go out 

and explore the city.  
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Make sure you bring clothes for cool weather and for warm weather though. In Sydney the weather 

can change from hot to cold in a day. 

Spring  

September to November. It’s lovely and sunny and not too hot. Spring tends to be the driest season 

and it’s not at all humid. The average temperature ranges from 11° C to 23° C. 

 

Summer  

December to February. It can get quite hot in the sun, but it’s rarely super-hot and it’s not hot every 

day. It can get quite humid. The average temperature ranges from 19°C to 26°C. You will experience 

days over 30°C, but there are usually only a few days over 35°C each Summer.  

 

Make sure you bring a hat and sunscreen if you arrive in the middle of Summer!  

 

Autumn  

March to May.  Autumn is usually the mildest season in Sydney. The average temperature ranges from 

15°C to 23°C  

 

Winter  

June to August. Winter in Sydney is not very cold – the coldest days are generally around 5°C – but it 

can feel quite cold as there is much less heating of homes and buildings than in Europe. The average 

temperature is from 8°C to 18°C. It never snows in Sydney and temperatures lower than 5°C are rare. 

Make sure you bring a warm coat if you arrive in Winter! Sydney is not built for the cold – heating in 

buildings is not that common. 

 

Time zone and Daylight saving  
Sydney is located the time zone that is 11 hours ahead of Greenwich Mean Time (GMT). That makes it:  

- 16 hours ahead of Bogota, Colombia 

- 10 hours ahead of Madrid, Spain 

- 8 hours ahead of Istanbul, Turkey 

- 3 hours ahead of Shanghai, China 

 

Sydney has Daylight Saving Time (DST) during the warmer months of the year.  

  

Daylight Saving Time begins at 2am on the first Sunday in October, when clocks are put forward one 

hour. That means, 1am becomes 2am. Daylight Savings ends at 2am on the first Sunday in April, when 

clocks are put back one hour. That means 3am becomes 2am.  

Money  
The currency in Australia is Australian dollars. You should check the value compared to your currency, 

but you will need to understand that some things will be more expensive and some things will be 

cheaper – it will really depend on where you’re from and what you are comparing. 
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The Australian currency is one of the most secure in the world. This means counterfeit money that 

looks real is not a common problem here. 

Cash is becoming less commonly used in Australia except for smaller purchases. Some shops and 

services no longer accept cash since it became unpopular during COVID19. We recommend that all 

students have a bank card which is often called an ‘EFTPOS card’ or a ‘debit card’ or a ‘cash card’ in 

Australia. 

 

Cost of Living  
Sydney is not a cheap city to live in, but it’s cheaper than most cities in the USA and similar to Canadian 

cities. Generally, wages in Sydney tend to be higher than many European cities. 

There is a table below of typical prices at the time this handbook was printed. A whole year of living 

and studying in Sydney – not including the tuition fees – is likely to cost you around AUD$20,000 to 

AUD$25,000. This will cover most living expenses, including accommodation, transport, food, clothes 

and entertainment.  

Please refer to the Australian Government Website below for more information:  

https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia  

  

Here are some common expenses:  

Single & shared accommodation per week     $120 - $380  

Weekly public transport travel  $20 - $55  

Take away lunch  $8 - $15  

Movie ticket  $16 - $24  

Loaf of bread  $2 - $6  

Litre of milk  $1.60 - $3  

Can of coke  $2 - $3  

Dining out (per person) $25 - $80  

Regular take away coffee  $3 - $5  

  

Banking  
International students can open a bank account before they arrive in Australia. Opening an Australian 

bank account is important in Australia, especially if you want to work and get paid. This is a free 

service.  

You can use a basic day to day account to pay for course fees, rent or daily living costs.  

There are four major banks in Australia: ANZ, CBA, NAB and WESTPAC and a lot of smaller banks.  

ANZ: https://www.anz.com.au/personal/bank-accounts/life-stages/studying/  

https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.studyinaustralia.gov.au/english/live-in-australia/living-costs/living-costs-in-australia
https://www.anz.com.au/personal/bank-accounts/life-stages/studying/
https://www.anz.com.au/personal/bank-accounts/life-stages/studying/
https://www.anz.com.au/personal/bank-accounts/life-stages/studying/
https://www.anz.com.au/personal/bank-accounts/life-stages/studying/
https://www.anz.com.au/personal/bank-accounts/life-stages/studying/
https://www.anz.com.au/personal/bank-accounts/life-stages/studying/
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CBA: https://www.commbank.com.au/moving-to-australia.html  

NAB: https://www.nab.com.au/personal/accounts/opening-a-new-personal-account  

WESTPAC: https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/  

  

For further information on how to open a bank account with one of Australia’s leading financial 

institutions online, simply visit their websites.  

Normal bank trading hours:   

9.30 am – 4.00 pm Monday to Thursday  

9.30 am – 5.00 pm Friday  

Some banks are open Saturday mornings.  

 

Getting a visa 
If you are coming to Australia, you’ll need to make sure you get the right visa. Depending on what 

country you are from and how long you want to stay and study in Australia, there are a number of visa 

options. A Student Visa is the most common option and the next most common options are tourist visa 

(also called a Visitor Visa) and working holiday visa. 

There are strict laws in Australia about giving advice on visas – only a registered migration agent can do 

it inside Australia. This means UEC can’t give you visa advice. To find out more about what visa you 

should get, please talk to your agent or to a registered migration agent or contact the Australian 

immigration office directly. 

The Australian government’s Study Australia website – https://www.studyaustralia.gov.au/ – provides 

a lot of useful information. This page from that website has information about student visas: 

https://www.studyaustralia.gov.au/english/latest-travel-and-visa-advice/updates/step-by-step-guide-

to-visa-and-entry-requirements  

For students who come to Australia on a Student Visa, there are a range of rules and requirements for 

the student and the college. This handbook provides you with information on these in other sections. 

 

Accommodation 
Your home away from home! Being comfortable in your home is so important! Being in a new country 

with a new culture is an amazing adventure, but we all know it can be challenging too. That means 

having a safe, comfortable, welcoming home to go to at the end of each day is so important. 

 

So, at UEC we make sure we offer you great options for accommodation. We make sure we only work 

with high quality, reliable accommodation providers who really know what international students 

want, need, expect, and care about. 

 

When you choose to study with UEC, you can choose to stay with one of our specially chosen 

Australian homestay families or we can help arrange accommodation in purpose-built student 

accommodation, in student share houses, in hostels, hotels and managed apartments.  

https://www.commbank.com.au/moving-to-australia.html
https://www.commbank.com.au/moving-to-australia.html
https://www.commbank.com.au/moving-to-australia.html
https://www.commbank.com.au/moving-to-australia.html
https://www.commbank.com.au/moving-to-australia.html
https://www.commbank.com.au/moving-to-australia.html
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.nab.com.au/personal/accounts/opening-a-new-personal-account
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.westpac.com.au/personal-banking/bank-accounts/moving-to-australia/
https://www.studyaustralia.gov.au/
https://www.studyaustralia.gov.au/english/latest-travel-and-visa-advice/updates/step-by-step-guide-to-visa-and-entry-requirements
https://www.studyaustralia.gov.au/english/latest-travel-and-visa-advice/updates/step-by-step-guide-to-visa-and-entry-requirements
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Homestay 
Homestay accommodation offers a unique living-in-Australia experience. You will stay in the home of 

an Australian family. Many UEC students tell us that living with an English-speaking host family helped 

them learn English much faster and they get to experience Australian customs and culture more 

naturally. Many students stay with a homestay family for so long they become like a second family – 

for some they develop a relationship that lasts a lifetime! 

You’ll be able to choose if you live in a house with children or not, with pets or not, and so on – there is 

a lot of choice. While Sydney-siders usually live further out of the city than might be common where 

you are from, we ensure that the homestay is not too far from the college. 

Things to know: 

• Carefully selected families, all homes are inspected regularly 

• A great way to know more about the Australian way of life. 

• Speak English in an everyday context. 

• Homestay includes 2 meals a day Monday to Friday and 3 meals a day on weekends. 

• Airport transfer is available on request 

• Transport information and map provided before arrival 

• Homestays located near public transport 

• Homestay families are located 30-60 minutes from the college. Please note, there are no 

homestays in the city centre as most Australian families don’t live in the city centre, they live 

30 to 90 minutes away by public transport. 

 

Student Residences  
For students who are more comfortable living more independently, a purpose build student 

accommodation option might be the best choice. Here you can live with other international students 

from around the world studying English, vocational courses, or at university in Sydney. The 

accommodation options are very modern and have a range of facilities that have been developed and 

designed specifically for international students.  

There are a range of packages to choose from, but UEC only works with high quality providers who 

have years of excellent service records. Here are a few things about the residences we work with: 

• Secure swipe card access to each bedroom and entry door    

• Individually air-conditioned bedrooms 

• Free, fast wi-fi 

• Shared living room with Plasma TV, leather lounges 

• Modern bathroom facilities 

• Coin-operated laundry 

• Full house cleaning 3 times per week.  

• Welcome pack and personal induction service to help you settle in quickly 

• 24/7 access to management support 

• Within 15 minutes' walk to UEC campus 

 

Longer Term Student Accommodation 
For students who are more comfortable living more independently and want a longer term, high-

quality, purpose build student accommodation option there are some great choices to consider. These 
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offer the opportunity of living with other international students from around the world who are 

studying English, vocational courses, or at university.  

Below are some accommodation providers which are suitable for students who want long-term 

student accommodation.  The minimum booking time is usually six months, but 3-month bookings are 

occasionally possible.   

• Unilodge – Offers a variety of apartment styles and sizes approx. 15-20 minutes’ walk from the 

college 

• Urbanest – Shared accommodation for students near major educational institutions  

• Iglu – Contemporary shared apartments or private studios. All apartments feature private 

ensuite bathrooms 

 

Serviced Apartments 
Serviced apartments are a great choice for families travelling with children or couples on short courses 

who prefer not to worry about cleaning.  

• Meriton Apartments – Meriton offers luxury serviced apartments in the centre of the city 

• Waldorf Apartments – Serviced apartments located throughout Sydney and surrounding 

suburbs 

• Adina Apartments – Offers hotel services such as 24-hour reception, room service, fully 

equipped gyms.  

 

Hotels and Hostels 
Booking a hotel or a hostel can be a good idea if you will be arriving in Sydney before your homestay or 

student residence accommodation is available and you need accommodation for a few days or a week.  

There are many hotels in Sydney ranging from five-star, luxury hotels to much more affordable hotels 

in and around the CBD. Using a search and booking app like www.tripadvisor.com or www.wotif.com 

are good ways to find a hotel to suit your needs. 

For hostels, you can get much more affordable options by looking at the websites below. 

• Youth Hostel Association Australia (YHA) – There are 5 YHAs in Sydney and many more 

throughout Australia 

• Sydney Harbour YHA – The nearest hostel to the college with amazing views of Sydney Harbour 

• Wake Up – Large modern hostel 2 minutes walk from Central Station 

 

Rental and Share Accommodation 
If you want to be fully independent, then you might be best to find an apartment to rent – alone or 

with ‘flatmates’. This generally means signing a contract to guarantee that you’ll stay and pay rent for a 

specific period of time. Please be aware though – it can be hard to find an apartment in Sydney and 

some owners won’t rent to people on temporary visas such as student visas. 

Unless you know someone already living here in Sydney who you can live with, we normally 

recommend you chose homestay or student residence for your first 4 weeks in Sydney. This helps you 

https://unilodge.com.au/
https://urbanest.com.au/
http://www.iglu.com.au/
https://www.meritonsuites.com.au/
https://www.waldorf.com.au/
https://www.adinahotels.com/
http://www.tripadvisor.com/
http://www.wotif.com/
https://www.yha.com.au/
https://www.yha.com.au/hostels/nsw/sydney-surrounds/sydney-harbour/
https://wakeup.com.au/
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to learn about the city and settle in more easily. Then you can move into a shared apartment with 

other students once you know how things work and what to expect.  

You should know that there are a lot of laws in Australia to protect the rights of people renting an 

apartment or house – you should make sure you know a little about this before you book in and pay 

any rent or deposit. 

Often the students you meet when you start at UEC are the best source of information on available 

apartments and rooms to rent. These websites can also help you find a rental or shared apartment or 

house:  

• Domain – lists rental and share accommodation across Sydney 

• RealEstate.com – lists rental and share accommodation across Sydney 

• Flatmates.com – a free online service for finding flatmates or rooms in Australia  

 

 

  

http://www.domain.com.au/
http://www.realestate.com.au/
https://flatmates.com.au/
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Working in Australia  
Who can work?  
You must have the correct visa to work in Australia.  Only people with Working Holiday, Work and 

Holiday or Student visas may work while they are in Australia. On a Student visa, you can work for a 

maximum of 40 hours per fortnight.  You cannot work at all if you are on a Visitor visa.  

Visit the Department of Home Affairs website to check your visa conditions.  

For Student Visa holders, check here: https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-

listing/student-500  

For other visa holders, check here: https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-

finder/work  

What do you need to start work?  
To get a job, you need to apply for a tax file number at Australian Taxation Office so that you and your 

employer can pay tax. You can find out more here: https://www.ato.gov.au/Individuals/Tax-file-

number/Apply-for-a-TFN/  

Please be aware that no matter what visa you are on, you should not work without a tax file number 

and without your employment being registered with the ATO and you and the employer paying tax. 

You will also need a bank account so your employer can pay you. Jobs that pay cash, are often not 

100% legal and you need to be very careful that you are a registered employee and being treated fairly 

and legally. See the details below about workplace rights. If you’re unsure, come talk to us. 

Finding work  
All UEC students are welcome to come to job club.  In job club, you will learn how to write a resume, 

where to look for job vacancies, practice what to say at job interviews, discuss experiences relating to 

applying for work or to your work experiences.  

For more details and how to sign up for job club, please ask at reception.  

A great place to look for work is on the website www.seek.com.au. This is the biggest job search 

website in Australia and it offers a special service for international students in Sydney. When you go to 

the website enter #NSWJobsConnect into the search field and you will see a list of jobs that has been 

checked by StudyNSW, the government organisation that supports international education in the state 

of NSW. 

One of the most common ways that students find jobs is by talking to one another and on social media. 

There are many groups on social media platforms where international students share information, 

including jobs. Of course, the groups are changing all the time so the best way to find them is by talking 

to other UEC students. 

 

Workplace Rights  
All workers, including Student Visa and Working Holiday Visa holders have a broad range of rights 

under Australia’s laws. UEC does not have any lawyers who can give legal advise, but we can help you 

https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/student-500
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/student-500
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-finder/work
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-finder/work
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN/
http://www.seek.com.au/


18 
 

understand your rights as they are explained on Australian government websites and we can help 

connect you with services to support you if needed. 

If you feel you are not being treated fairly, by an employer, please come to reception and talk to 

student services. 

Most important is to know that Australia has a lot of laws to protect employees and they apply to every 

worker. A very important website is the FairWork Australia website. It has lots of information 

explaining your rights and the obligations of employers. Check here: https://www.fairwork.gov.au/  

Sometimes, employers aren’t sure about the specific rights and obligations of non-Australia workers, 

including Student and Working Holiday visa holders. For details of your work rights according to your 

visa, please visit the government website: https://immi.homeaffairs.gov.au/visas/working-in-

australia/work-rights-and-exploitation  

The Fair Work Ombudsman Pay and Conditions Tool (PACT) provides information on pay rates, shift 

calculations, leave arrangements and notice and redundancy entitlements.  

https://www.fairwork.gov.au/ 

 

 

 

 

  

https://www.fairwork.gov.au/
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation
https://www.fairwork.gov.au/
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Arriving to Australia 
When you fly into Australia, you are required to complete a form on the plane and give this to 

immigration. It can be a difficult if your English is limited. 

Go to the website below and scroll to the bottom and you can get a copy of the form in your language: 

https://www.abf.gov.au/entering-and-leaving-australia/crossing-the-border/at-the-border/incoming-

passenger-card-(ipc)   

This is what it looks like in English: 

 

 

 

Customs  
To protect the unique Australian wildlife and the animals on farms, Australia has very strict customs. 

Since COVID19, this has become stricter all around the world be there are some important things to 

know about arriving in Australia. 

There are very strong fines for attempting to bring in things that are not allowed. Somethings are 

considered a crime and it can lead to your visa being immediately cancelled and you needing to return 

home without stopping in Australia. Obviously, illegal things are not allowed, such as non-prescription 

https://www.abf.gov.au/entering-and-leaving-australia/crossing-the-border/at-the-border/incoming-passenger-card-(ipc)
https://www.abf.gov.au/entering-and-leaving-australia/crossing-the-border/at-the-border/incoming-passenger-card-(ipc)
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drugs, including marijuana, cocaine, ecstasy, MDMA, or similar substances. You should never try to 

bring any kind of weapon into Australia, including things that might be considered for personal 

protection in some countries, like pepper-spray or electric ‘taser’ devices. 

You should definitely check the Australian government border control website for details: 

https://www.abf.gov.au/entering-and-leaving-australia/can-you-bring-it-in. The key things to 

remember is that you must not bring in: 

• Any fresh fruit or vegetables 

• Any homemade food 

• Any food from the plane 

• Any plants or seeds 

There are also a lot of things that you should ‘declare’ when you arrive. This means that you should tell 

customs that you have it with you and check if it is allowed. This will include things like: 

• Coffee 

• Honey 

• Tea 

The simple rule is – if you are not 100% sure it’s okay, declare it. 

 

Transport from Sydney Airport 
There are a range of options for getting from the airport to you accommodation or to the college if 

you’re coming straight to UEC campus from the airport. 

Airport Pickup 
Plane travel can be fun, but it can also be exhausting. Arriving to a new city in a country you don’t know 

after a long flight can also be both fun and scary – especially if your English isn’t strong yet! If you’re 

worried about how you will get from the airport to your accommodation and you don’t want to try 

finding a taxi or working out the trains, you might want to book an airport transfer service. 

 

Airport transfer bookings mean someone will meet you at the airport when you exit the arrivals gate 

and drive you to your accommodation. Often, you’ll be with one or two other international students 

arriving and going to the same accommodation. 

 

UEC can organise a special airport pick up for students arriving on international flights. This is a private 

car or minibus that will collect you, and possibly other students, from the airport and take you direct to 

your accommodation. Some students prefer this because it means they make payment when they 

book their course and not during the drive itself and because the driver will know where they need to 

go, so the student doesn’t need to explain anything. This is the most expensive option, but certainly 

the most convenient! 

 

Trains 
Sydney has a large train network that covers the city and the suburbs. You can get a train from the 

airport to the city centre and then from there to most parts of the city. See the details below on getting 

an Opal Card which is the ticket you’ll use for all public transport in Sydney. This is the cheapest option 

by far, but many people find it too hard after a long plane trip and when they first arrive in Sydney. 

https://www.abf.gov.au/entering-and-leaving-australia/can-you-bring-it-in
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Taxi  
Sydney has many taxi companies. Taxi’s in Sydney are not cheap, but they all run on a meter system. 

This means you can see the charge increasing as you drive rather than agreeing to a fee before you 

start the ride. The amount you pay will be based on how far you go, but there are also additional 

charges which aren’t shown on the meter, this will include the charge for any toll roads and an airport 

surcharge if you are starting at the airport. 

 

Standard Transport Information 
Sydney has an extensive public transport system that includes trains, buses, ferries and light rail. 

Opal Card  
You should get an Opal Card as soon as you arrive. They are available at train stations and convenience 

stores. You can store some money on your Opal Card and add money when it’s empty or you can link it 

to your bank account so it refills automatically. 

You can use the Opal Card on any public transport – buses, trains, light-rail, ferry. When you get to the 

train station, light-rail stop, or ferry stop, you touch the card to the card reader. We say ‘tap on’. Then 

when you get off at your destination, you ‘tap off’ by again touching the card to the card reader. When 

you catch a bus, you tap on and off inside the bus. 

Trains 
Sydney has a large train network that covers the city and the suburbs. You can get a train to most parts 

of the city. 

Buses  
Sydney has a large bus network that services the entire city and out in the suburbs. You need to get an 

Opal Card before you catch a bus – you can’t buy one on the bus.  

Ferries  
You can take a ferry between Circular Quay and several harbourside suburbs including Cremorne, 

Mosman, Pyrmont, Rose Bay and Balmain. You can also take one from the Quay to Parramatta and the 

suburbs along the Parramatta river. Catching the ferry from Circular Quay to Manly is a lovely way to 

spend a day! 

Light Rail  
The light rail goes from Central Station to Circular Quay and to the inner western suburbs via Pyrmont 

and Glebe. It’s a quick and comfortable way to travel through the centre of Sydney city to Circular 

Quay.  

Hints and Tips  
Make sure you have an Opal Card and you Tap On when you travel. There are inspectors and police on 

the trains regularly and people who travel without a ticket or without tapping on can get a $200 fine.  

Make sure you tap on and tap off with your Opal Card – if you don’t tap off, you’ll pay the maximum 

fare. 

If you have any other questions about transport in Sydney please visit Transport NSW website, call 131 

500 or come see us at Reception!  
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Download Citymapper  
If you have a smartphone this app will be your new best friend in Sydney. You can plan your trip 

whenever you like and get live updates on timetables and scheduling. You can download it on Goolge 

Play or the iTunes app store. https://citymapper.com/sydney  

Useful links for Sydney transport  
Transport NSW: https://transportnsw.info/tickets-opal City 

of Sydney – Late night transport information:   

https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport  

  

  

  

https://citymapper.com/sydney
https://citymapper.com/sydney
https://citymapper.com/sydney
https://transportnsw.info/tickets-opal
https://transportnsw.info/tickets-opal
https://transportnsw.info/tickets-opal
https://transportnsw.info/tickets-opal
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport
https://www.cityofsydney.nsw.gov.au/explore/getting-around/public-transport/late-night-transport


23 
 

Health and Safety  
The health, safety and welfare of students and staff is the most important thing to us at UEC. We work 

very hard to make sure we do everything we can to help keep our students and staff safe and healthy.  

Personal Safety  
Sydney is a very safe city. In fact, according to the Safe City Index report by the Economist, Sydney is 

the 4th safest city in the world! It’s also ranked as the 13th friendliest - https://www.william-

russell.com/blog/worlds-friendliest-cities/. Still, there are a few important things you should 

remember:  

• Never leave bags or possessions unattended. Take extra care with your bag, telephone, purse 

or wallet in food courts, train stations and airports.   

• Be careful when crossing the road – especially in the city. Cars don’t always stop at pedestrian 

crossings or when the light goes red, so always watch the cars, not just the lights. 

• Don’t drink a drink if it’s been left unattended in a bar. 

• At the beach, only swim between the yellow and red flags. The surf might not look dangerous 

outside the flags, but it can have very strong currents below the water. Every year, even 

experienced swimmers drown at Australian beaches when swimming outside the flags.  

• The sun is harsh in Australia. Wear sun screen and a hat to protect your skin, even on cloudy 

days.  

   

Emergency Telephone Numbers  

Emergency – fire, police, ambulance  000  

Police Assistance Number (non-emergency)  131 444  

Poisons Information  13 11 26  

Translation and Interpreter Services  13 14 50  

UEC phone number – weekday daytime  02 9283 1088  

UEC after hour emergency – within Australia  1800 029 900  

UEC after hour emergency – from outside Australia  +61 7 3377 3955  

 

 

Beach Safety  
People who swim all over the world agree – Australian beaches are some of the most beautiful in the 

world. They also all agree that the strong currents make Australian beaches more dangerous than 

almost anywhere else.  

The waves and currents can grab you and pull you out into the ocean and they can be impossible to 

swim against – it’s hard to believe until you experience it yourself but please trust us! Shark attacks are 

rare, but drowning is not. While shark attacks make the news and terrify everyone, we normally only 

have one every few years. Sadly, though people drown on Australian beaches every week. Please take 

care! 

https://www.william-russell.com/blog/worlds-friendliest-cities/
https://www.william-russell.com/blog/worlds-friendliest-cities/
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Only swim at beaches that are supervised by Surf Lifeguards, these are beaches that are marked by red 

and yellow flags. The lifeguards study the beach every morning and find the dangerous rips and 

currents and put the flags where it’s safe. 

 

Health and Sickness  
The health of our students and staff is extremely important to us at UEC. We work hard to make sure 

the campus is a healthy place for everyone to study and work – physically, mentally, and emotionally. 

Part of this means that when you are sick with a cold or flu or COVID19, you should stay off campus to 

avoid sharing the virus with other students or staff.  

If you are unwell, you should visit a doctor for advice. You can either go to a local medical centre, check 

with you OHSC insurance provider for a doctor they recommend, or come to reception. If you need a 

doctor who speaks your language, come to reception and we will help you find one. 

Please note that going to the hospital is for emergencies only. If you have a cold or a flu or anything 

that is not urgent, you should see a doctor. If you have anything that is urgent, you should go straight 

to hospital.  

If you hurt yourself while on campus, please immediately let your teacher or reception know. We have 

First Aid Officers and first aid equipment on campus.  

 

Overseas Student Health Cover (OHSC)  
All Student Visa Holders must have an Overseas Student Health Cover (OSHC) policy for the entire 

duration of their stay in Australia. OSHC gives you access to hospital and medical services and assists 

you in meeting those costs. This is usually arranged when you organise your visa.  

Take care to maintain your cover at all times and do not fall behind in payments. If you do fall behind, 

you may not be able to claim for services you use. That is, you will need to pay the full fee yourself. 

UEC can help you to arrange your OSHC if you haven’t got it. Come to reception to discuss this.  

  

Mental Health  
Being away from your family and friends and living and studying in Australia can be exciting and 

wonderful but sometimes it can also feel lonely and cause or increase anxiety and depression. It is very 

natural to experience all these feelings and surprisingly common. Student service staff are always 

available to help you.  

Sometimes we can give you the help and support you need. Sometimes we can connect you with the 

right support service for you. Come see us for a chat any time! 

  

https://uec.edu.au/health-and-safety/
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Your First Day at UEC 
Your first day at UEC is so important – to you and to us! We love meeting new students on campus and 

it’s very important that we meet you on your first day. As soon as you have enrolled in a course at UEC, 

you’ll receive an email giving you some important information to start your orientation – including a 

link to this handbook. 

Closer to when your course is about to start, you’ll receive another email with information about your 

first day and your Orientation. It’ll look like this: 

 

New Student Guide 

 

To help you prepare for your first day, please go through the list 

below.  

 

1. Submit your Contact Details in Australia at:   
https://uec.edu.au/registration/ 

 

2. Completed the English level test. This is how we know which class 
you will start in on your first day. Do the test online before your 
first day so you can go straight to class after orientation. 

 

3. Receive access to Moodle (UEC’s online learning platform). The 
instructions for using Moodle are below. 

 

4. Attend Orientation (online or on campus) on your first day. 
 

• Morning students – 9.15am (Sydney time) 

• Evening students – 3pm (Sydney time) 

 

5. If you are enrolled into the Academic English Preparation course 
(AEP), please bring your laptop or tablet. 

 

If you have any questions, Student Services can help – just reply to 

this email. 

 

https://uec.edu.au/registration/
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Orientation 

UEC is required to provide an Orientation to all new students. It’s also really important – this is where 

you will get a lot of information about your course, the college, the campus, and your time in Australia. 

You’ll get important information about visa rules, like attendance, and safety, like emergency 

evacuations of the campus and personal safety in Sydney. 

In your Orientation you will learn all about the college, your course, be reminded about the rules of 

your enrolment and visa, have a tour of the campus and much more! 

Here is a link to the presentation slides: https://rb.gy/4qauoa  

Or use this QR code to find the slides 

 

 

For students who have to join Orientation online, please go to this link https://rb.gy/aky3am for video 

instructions on how to join or use this QR code: 

 

 

  

https://rb.gy/4qauoa
https://rb.gy/aky3am
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Moodle 

At UEC we use Moodle as the online learning system. We also use it for online orientation as the video 

instructions above mention. 

To log in to Moodle, first go to https://online.uec.edu.au/ and you’ll see this: 

 

 

Login: your student number 

Password: UECstudy2021! 

 

Your student number is in all of the documents we have sent you during your enrolment. Email us if 

you can’t find it for any reason. 

When you first log in you’ll need to change your password. 

 

Your First Lesson 

After your Orientation and after your English test – if you didn’t do it before your first day – you will be 

given your course book and taken to class. That’s right – you will start lessons on the day you arrive!  

Please remember, it might take a few days before you get used to your lessons. The first day might 

seem too hard or too easy. Please be patient – we work hard to make sure we judge your level well and 

put you in the right class for you. Talk to your teacher if you still feel the level is not right for you after a 

day or two though – they are the best person to help you and the fastest way to get help. 

Also remember, this is probably your first English lesson since school and your first lesson in Australia 

with students from all over the world. It will probably be quite different to lessons you’ve had before. 

Teachers  
All teachers at Universal English College are enthusiastic, friendly and supportive and committed to 

helping you reach your personal study goals. We only choose teachers who share our level of care, 

https://online.uec.edu.au/
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friendliness and professionalism. All UEC teachers are fully qualified with degrees and English teaching 

qualifications. They all participate in regular professional development sessions and training every 

year. Unlike most people’s high school experience though, you will change teachers a number of times 

in your course as you change levels and classes and we move teachers around to match the needs of 

our students and to make sure you get a variety of learning experiences. 

 

Your Classmates  
One of the most important things about your study experience at UEC will be your classmates and the 

other students in the college. Some of them will be people you study with for a few weeks, others you 

might study with for years! Some will become lifelong friends! Here are some things to remember: 

• Students at UEC come from all over the world – people from more than 50 countries will be in 

the school at any one time. That means lots of different cultures and different ways of doing 

things. Stay open and curious to the differences – it’s a huge part of your global adventure! 

• Students come to UEC for many different reasons. Some are on a pathway to a degree at 

university, others are here to develop their professional career, others are here for a fun, life-

changing experience. Some students come without clear goals – they are working it all out as 

they go.  

• Your classmates and other students in the school are your number one opportunity for 

practicing your English. Use it! Make mistakes and have a laugh. Support one another. Be 

friendly, kind and patient with yourself and with each other. 

• You won’t get on with everyone – that’s life. Find people you are comfortable with and who 

accept you for who you are, just like you would in your home town. 

• We know it’s often challenging and can be uncomfortable. Everyone is experiencing a range of 

feelings that change from one day to the next. Again, be friendly, kind and patient with 

yourself and with each other. 

• You might notice that your classmates make mistakes more than you with grammar or that 

they aren’t as fluent. Or you might notice that they seem better than you. Relax and focus on 

your learning. Speak to your teacher about your level if you are concerned. Remember that we 

pace you in your class because of a broad range of things – your grammar, your vocabulary, 

your speaking, your listening and reading, how fluent you are and how accurate you are. 

Remember as well that these things will change from day to today and week to week. 

Finally, if you have a question or a concern, talk to your classmates – they have probably had the same 

question or concern at some point. And talk to your teacher – that’s a big part of why they are with 

you. 

 

  



29 
 

The Campus 
The Universal English College campus is a fully equipped, modern campus in the middle of Sydney city. 

It’s on Level 8 and Level 7 of a modern business high rise building. The classrooms and breakout space 

are full of natural light from the large windows in every room. 

Getting to the Campus 

Your campus is located in the heart of the Sydney central business district – the CBD – right next to the 

World Square shopping centre. Town Hall train station is only 5 minutes’ walk away. Museum station is 

also about 5 minutes’ walk away. Central Station is a 15 minute walk. There is a light rail stop less than 

5 minutes’ walk away and lots of buses from suburbs and areas without trains or light rail are all 

around the city and only a few minutes away. 

Check in at Reception 

When you first arrive, come to level 8 and come to the Reception desk. You’ll be greeted by a Student 

Support team member who will help you check in. Please bring your passport the first time you come. 

The Breakout Space 

Your Orientation will be in the level 8 breakout space. It has lots of seating, a kitchen, a vending 

machine, and computers. You can leave your lunch in the fridge in the morning, heat it in one of the 

microwaves, and then relax and eat and chat with classmates during your breaks. There is a vending 

machine here for snacks as well. 

There is another breakout space and a table tennis table down on level 7.  

Your Classrooms and Facilities 

UEC’s campus has 25 modern classrooms that all have lots of natural light from the windows and are 

set up for hybrid teaching and learning.  

 

Schedules, Start Dates, Public Holidays 

Below are all the times and dates you need to know about. Please note that these do change from time 

to time. 

  
Shifts  

General English - Day  Monday to Friday: 8:45 – 13:45  

Tuesday, Wednesday and Thursday: 14:00 - 14:50 (optional)  

  

Academic English Program  Monday to Friday: 9:15 – 14:15  

Tuesday, Wednesday and Thursday: 14:15 - 15:00   

  

General English - Evening  

Cambridge B2 First Preparation  

Monday to Friday: 16:30 – 20:50  
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For more details for each of the courses available at UEC, please visit our website: 

https://uec.edu.au/find-a-course/  

 

Course Intake Dates   

General English  Students can start on any Monday  

Cambridge B2 First Preparation  Students can start in September, January, and March 

  

Academic English Preparation  Students can start every five weeks  

  

 

Public Holidays  

UEC will be closed during all public holidays. Please note, there is no refund or extra teaching to make 

up for study days lost in weeks with public holidays.   

  

NSW Public Holidays  

Please note – many of the dates below change from year to year. Check the actual dates for the 

year you will be in Sydney here: https://www.nsw.gov.au/living-in-nsw/public-holidays  

 

New Year’s Day  1 January  
Australia Day  26 January  
Good Friday  Date is not fixed, it is based on the moon cycle 

and can be from March 22 to April 25 

Easter Saturday   The Saturday after Easter Friday  
Easter Sunday  The Sunday after Easter Saturday 
Easter Monday  The Monday after Easter Sunday  
Anzac Day  25 April  
King’s Birthday  10 June  
Bank Holiday  5 August  
Labour Day  7 October  
Christmas Day  25 December  
Boxing Day  Thursday 26 December  

   

  

Note: For certain public holidays, when they happen on a weekend, the following Monday becomes a 

public holiday. 

 

College Holiday – UEC is closed  
UEC will close for the week of Christmas and Boxing Day. 

 

Holidays and Study breaks  
In addition to the above holidays, you may decide that you want to take a holiday during your course to 

get some rest, to take up a short work opportunity, or to go adventuring. Please come and see us – 

there are a range of rules depending on your visa and the availability of your course.   

https://uec.edu.au/find-a-course/
https://uec.edu.au/find-a-course/
https://uec.edu.au/find-a-course/
https://uec.edu.au/find-a-course/
https://uec.edu.au/find-a-course/
https://uec.edu.au/find-a-course/
https://www.nsw.gov.au/living-in-nsw/public-holidays
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Rights and Obligations on Campus & the Code of Conduct 
UEC is a safe, friendly and comfortable place for our students and staff and we welcome and celebrate 

diversity. UEC is more than just a college for study – it’s a community! Everyone who follows the simple 

rules below is welcome to be a part of our community.  

The Code of Conduct applies to all students and all staff equally. It is available on the website. It can be 

summarised with the following points: 

- be polite and kind 

- be respectful 

- be responsible 

- be safe. 

At UEC we do not accept or allow any activities or behaviours that:  

- endanger or distress others or might do harm to others wellbeing 

- are illegal in Australia  

- involve any form of discrimination or bullying. 

UEC is a multi-national, multi-cultural community. We understand there will be a degree of discomfort 

from behaviours and activities which are considered okay in one culture but not in another – there will 

be misunderstandings. In a college where students come from more than 50 different countries, some 

things will be new and strange. Remaining curious about differences between us and treating others 

kindly, we almost always find these differences are opportunities to learn rather than for conflict.  

Put simply, when someone does something that is strange for you or seems a little inappropriate or 

even rude, start by asking yourself and even them, if that is normal where they are from. You can 

explain how you feel it is viewed in your culture and what you are and are not comfortable with. All of 

this can start a conversation that leads to understanding.  

None of this means you should accept inappropriate behaviour. Bullying, aggression, and 

discrimination are not acceptable. This includes excluding a person, treating them differently or making 

comments based on nationality, ethnic background, skin colour, gender, sexual orientation, socio-

economic background, physical or mental capability limitations, age, and marital status. 

If you ever feel unsafe, disrespected, or treated unfairly, please let us know! If you see anything you 

think is illegal, please let us know. If you’re uncomfortable about anything, come talk to us – we’re 

here to help and make sure your learning experience is safe, enjoyable, and supportive. 

Note: The terms and conditions of enrolment state that not following the Code of Conduct can lead 

to the suspension of a student’s enrolment and the cancelation of the course.  

It is also important to know that UEC is committed to the principles of procedural fairness.  This means 

that we believe that everyone has:  

• the right to be treated without bias  

• the right to be heard  

• the right to be informed of allegations against them  

• the right to be provided with reasons for any decision made against them. 

 

When issues arise, we will work with everyone involved to ensure a fair outcome that protects 

everyone’s rights and ensures everyone follows their obligations. 
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Keeping the Campus Safe 

The Universal English College campus is in a modern, well-maintained office building and the 

classrooms, breakout space, toilets and facilities are all cleaned and maintained daily to keep 

everything working, clean, tidy, and, most importantly, safe. Keeping the campus safe is a top priority 

for us at UEC and we take it very seriously. 

When you see something that looks unsafe, please make sure you tell a staff member immediately – 

your teacher or someone at Reception. We will take care of it immediately to make it safe. 

 

Emergencies on Campus 

The Universal English College campus is in a modern, well-maintained and fully-serviced office building. 

This means we have heat and smoke detectors in every room, sprinklers in every room, fire 

extinguishers and fire hydrants and two fire-stair exits. You will be shown all of this during your 

orientation. 

From time to time throughout every year, we have practice evacuations so we can do it safely in case 

of a real emergency. If the alarm does go off, you must treat it like it’s a real emergency – it might be! 

Always listen to your teacher and the floor warden – they will be the one in the red or yellow helmet 

giving directions to leave the building via the stairs. 

Take the time while you’re on break on campus to read the emergency procedures plans on the walls 

in the breakout spaces. 
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Student Support Services  
For the team at Universal English College, providing amazing service and support to our students is 

absolutely central to what we do and who we are! Your experience with UEC is about more than just 

study – we are here to support you with your whole experience during your enrolment. 

We know this is not the same in many countries around the world, but in Australia, it’s normal and 

common and welcome when students talk to their teacher and ask for help or advice. Speaking to the 

teacher is also definitely the best first step if you want to ask for a change in lessons – like more or less 

grammar work or homework – or to change the level of your General English class. 

Student services is available to help you with academic and personal matters. For anything from a 

holiday request to a question about insurance or tax or a payment, please come and talk to one of the 

lovely Student Services Officers at the reception desk. They can help you make an appointment to see 

one of the academic managers, arrange to change your enrolment, find a doctor who speaks your 

language or tell you a good place for a haircut or how to find a job. And so much more! If you’re not 

sure who to ask, come to reception and we’ll either help you or let you know who can help you and 

connect you with them. 

Here are just a few of the things Student Services can help you with. 

Course and enrolment advice  
These are the most common support requests we get every day. Everything from where is my 

classroom, to changing your shift, to booking another course. You might need a new book for your 

class or want some support with learning. You might want some help from someone who speaks your 

language.  

You may want to book a holiday or change your timetable from the morning to the evening. You will 

need to come see us and get permission. 

Come to see us at reception and we can help you. Please note changes to your enrolment are not 

always possible because of your visa or due to availability and can take time to arrange. 

Further study advice  
Students who graduate from UEC have so many options for further study in Australia. Students have 

been graduating from UEC for 35 years, so we can provide you with more than 50 options of 

universities and colleges you can go onto study with when your English is at the right level.  

You can discuss your options with our Student Service team and ask for the information on our 

pathway partners. We can even organise visits to some popular further study institutions or connect 

you with staff at those institutes to help you.  

Student personal belongings  
UEC Campus is a safe place and students and staff are very honest, but to keep the campus tidy and 
safe and avoid issues with lost property we ask all students to keep all belongings with them at all 
times and to avoid bringing overly valuable possessions to campus. Please note that while we take all 
care, UEC does not accept any responsibility for any loss, accident or mishap with student’s property.   

UEC has minimal space for storage on campus and can’t store student’s property. If you are moving or 
arriving and need to bring your luggage to school while you are in class, we may be able to hold it for 
you during your lessons, but please check in advance. 
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When you find something on campus that does not belong to you, please bring it to reception. We will 

keep it in a safe place until we find the owner. If you have lost an item, please check at reception as we 

might have it waiting for you.  

Legal services  
Students occasionally want legal advice in relation to an accommodation, employment, personal or 

even immigration matters. Legal advice in Australia is usually very expensive, but there are some 

services that are free or at a minimal cost.  

For further information go to Legal Aid New South Wales: https://www.legalaid.nsw.gov.au/  

Additionally, free legal services are available for international students at Redfern Legal Centre. For 

more information please visit their website: https://rlc.org.au/our-services/international-students  

List of useful numbers and website addresses 
There are so any things that students ask us for help with that we can’t list them all in this handbook. 

Often we can’t provide the support needed ourselves, but we can connect you with someone who can. 

We always provide referrals to these services free of any charge.  

Below is a list of some of the most common services we get request for and the numbers we give. If 

what you want or need isn’t in this list or if you want help making contact with one of these services, 

please come talk to us at Reception. 

   

Doctor  www.oshcallianzassistance.com.au 13 67 42  

Postage  

  

www.auspost.com.au/locate  

Public Transport  www.opal.com.au 13 67 25  

Visa  www.homeaffairs.gov.au 13 18 81  

Depressed or Anxious  

  

www.lifeline.org.au 13 11 14  

JP Signature  

  

www.jp.nsw.gov.au  

Tax File Number  www.ato.gov.au 13 28 61  

Interpreter Services  www.tisnational.gov.au 13 14 50  

Drug & Alcohol  www.directline.org.au 1800 888 236  

Victims of Crime  www.victimsservices.justice.nsw.gov.au 1800 633 063  

1800 Respect  www.1800respect.org.au  

13 15 00  

1800 737 732  

Mental Health Services  1800 011 511  

https://www.legalaid.nsw.gov.au/
https://www.legalaid.nsw.gov.au/
https://rlc.org.au/our-services/international-students
https://rlc.org.au/our-services/international-students
https://rlc.org.au/our-services/international-students
https://rlc.org.au/our-services/international-students
https://rlc.org.au/our-services/international-students
https://rlc.org.au/our-services/international-students
http://www.oshcallianzassistance.com.au/
http://www.oshcallianzassistance.com.au/
http://www.opal.com.au/
http://www.opal.com.au/
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Pregnancy  
Support Helpline  

www.pregnancycounselling.com.au 1300 737 

732  

Housing/Homelessness Support  1800 152 152  
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Rules, Regulations and Laws  
In Australia, there are many regulations and laws to ensure international education is safe, fair, and 

reliable for international students. Some of these are specific to international education organisations, 

some are specific to international students and some are general laws that cover all organisations and 

all consumers. This section of the handbook will explain some of the key rules that you should know 

about and all the rules that we are required to tell you about.  

 

It is important to know that the rules that are specific to international education institutions and 

students relate to student visa holders only – and the institutions that provide courses to them. These 

rules aren’t required by law to apply to students who are on a visitor or working holiday visa. However, 

as 80% or more of the students at UEC are on a Student Visa, we generally use these rules as our 

standard operating procedures. 

 

CRICOS 
In Australia, colleges and universities must be officially registered with the Australian government to be 

allowed to have student visa holders as students. The register of all providers approved by the 

Australian government is called CRICOS. You can find it here:  https://cricos.education.gov.au/  

 

A key thing you should know: Student Visa holders should not enrol in courses offered by organisations 

that are not CRICOS registered. There are a small number of exceptions to this rule though. If you’re 

not sure, come see us at reception and we can help. 

 

 

The ESOS Framework & Rules for Education Providers  
To be approved and stay on the CRICOS list, all providers, including UEC, must follow the rules set by 

the Australian Government known as the ESOS Framework. This includes lots of rules in different 

documents, including:  

• the Education Services for Overseas Students Act 2000 (ESOS Act),  

• the Education Services for Overseas Students Legislation Amendment (Tuition Protection 

Service and Other Measures) Act 2012.  

• The Education Services for Overseas Students Regulations 2019 (ESOS Regulations) 

• The National Code of Practice for Providers of Education and Training to Overseas Students 

2018  

• ELICOS Standards 2018 (ELICOS = English Language Intensive Courses for Overseas Students) 

 

These laws and regulations are designed to protect student visa holders and make sure students 

consistently get high quality learning experiences and outcomes. These and other associated 

legislations can be found at https://www.education.gov.au/esos-framework. Another useful website to 

understand the rules is https://www.studyaustralia.gov.au/. All students and prospective students 

should definitely read the fact sheet by the Australian government: 

https://www.education.gov.au/esos-framework/resources/international-students-factsheet  

 

 

https://cricos.education.gov.au/
https://www.education.gov.au/esos-framework
https://www.studyaustralia.gov.au/
https://www.education.gov.au/esos-framework/resources/international-students-factsheet
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Deferring Your Course  
Sometimes things come up in life and you need to delay things. Perhaps a family or work related 

matter means that you want to delay your course. If you need or want to delay the start date of your 

course, you must apply in writing at least two weeks before the original course start date.  

 

You must also check the UEC course calendar and contact us to make sure that the delay is possible. If 

you are due to start a Cambridge course or an AEP course, the delay might mean you miss the course 

intake and need to wait till the next one. This can get more complicated if you are going on to do 

another course after you achieve the English level you need. 

 

When a delayed start date is possible and you are coming to study on a student visa, please note that 

this will mean an adjustment to your CoE and that this may impact your visa. You must contact and get 

advice from an immigration official.  

 

Please note that, if you are on a student visa holder and you don’t commence your course on the 

agreed commencement date, we may need to cancel the your CoE if we don’t hear from you or if you 

are going to be delayed by more than two weeks. This means reporting the cancellation to the 

Australian immigration department and this may result in the cancellation of your visa. 

 

Suspending or Cancelling Your Course  
If you decide at any point that you need to pause or end your course, you must come speak with us 

and discuss it. You must tell us in writing so that we have a record that it was at your request.  

 

Please note if you decide to cancel your course for any reason and you wish to receive a refund of any 

of the fees you have paid, you must apply in writing and a cancelation fee of $250 will apply. 

 

It is rare, but sometimes we are required to suspend or to cancel your course entirely. These are the 

reasons we may suspend your course:  

• failure to co-operate reasonably with your teacher, other students, other UEC personnel or 

third parties such as, accommodation providers; 

• non-compliance with the UEC code of conduct. This includes, but is not limited to, activities or 

behaviours that endanger others, are in any way illegal, negatively impact the wellbeing of 

others or might reasonably be considered distressing for others, including any form of 

discrimination or bullying; 

• failure to meet minimum attendance and/or course progress requirements as per the UEC 

policies and visa conditions; 

• failure to pay course and/or related fees on time. 

 

If a student’s course is suspended for any of the above reasons, they will have the opportunity to 

discuss this with us and they will have the right to appeal the decision to suspend their course. The 

details of appealing are below, but important to note is that the student will have 20 days from the 

date they are notified their course has been suspended to appeal a decision to suspend or cancel their 

course. We will not cancel a student’s course, before these 20 days have passed or they have either 

waived the right to appeal or an appeal has been made internally and externally and deemed 

unsuccessful. 
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Refunds of Fees for Cancelled Enrolments  
Where a student wishes to defer, suspend, or cancel their course prior to commencement and to 

receive a refund of any fees paid, they must apply in writing. A Cancellation Fee of $250 will apply. 

 

Except in cases of visa application rejection, dealt with further below, the amounts to be refunded will 

depends on when you submit written notice of cancellation to us:  

• more than 28 working days before the original course start date*, a refund of tuition fees less 

any relevant accommodation booking fees. 

• 28 working days or less but greater than 14 working days before the course start date*, a 

refund of 80% of tuition fees less relevant accommodation booking fees.  

• 14 days or less before the original start date 50% refund of tuition fees only.  

  

There is no refund of tuition or any fees for cancellation after the course start* date. 

 

*Note that if you defer your course start date and later cancel the enrolment, the course start date will 

be taken to be the original start date agreed to in the Letter of Offer & Written Agreement. 

 

Refunds for accommodation and/or airport transfer services that have been booked through UEC will 

be according to the terms and conditions of the agreements made with the service provider - 

additional Terms and Conditions will be provided prior to booking. 

 

If your visa application is rejected, UEC will refund tuition and non-tuition fees paid within 28 days of 

receiving acceptable evidence that the application made for a student visa was rejected by a visa-

issuing authority. The amount of the refund will be equal to the fees paid by or on behalf of the 

student, minus the lesser of the following amounts: 

• 5% of the amount of fees received; or 

• $500. 

 

No refund will be provided in any circumstances where it is demonstrated that the student has 

supplied fraudulent, forged or deliberately misleading documents. 

 

All refunds will be sent to the account from which the fees were originally paid or to the party 

nominated in writing by the student at the time of application for the refund. No refunds will be 

transferred to other current or future students or to bank accounts not adequately identified. 

 

In the unlikely event that UEC is unable to deliver a course in full, the student will be offered a choice of 

enrolment in an alternative course at no extra cost or a refund of any as-yet-unused, pre-paid fees.  

 

If for any reason no alternative course or refund is possible, the Tuition Protection Service (TPS), an 

initiative of the Australian Government to assist when education providers are unable to fully deliver 

their course of study, will provide the student with their preferred option of: 

• completing their studies in another course or with another education provider; or 

• receiving a refund of their unspent tuition fees. 
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In the case that a student wishes to transfer from a current enrolment with another provider to a 

course at UEC, they will need to be released on PRISMS from the original provider except where that 

provider has ceased to be registered or has been suspended. If a student is enrolled at UEC and wishes 

to transfer to another provider prior to completing 6 months of their principal course they must 

provide a valid letter of offer from another provider and evidence of compassionate and compelling 

circumstances to be released on PRISMS. 

 

Transferring to another CRICOS Provider  
Sometimes things change. You might have come to Australia planning to do one thing but when you 

started doing it, you found it too hard or that it didn’t meet your expectations or needs. That’s life – we 

understand. As always, we are here to help you. So come see us and talk to us about your situation. 

There are a number of rules relating to Student Visa holders transferring from one college to another 

though. These are all set out in the National Code 2018 in Standard 7. The rules are complicated, but 

basically, if you want to leave UEC and enrol with another college and you haven’t completed the first 

6 months of your enrolment in your ‘primary course’ you must first get permission from UEC.  

Note that your ‘primary’ course might be a course after you finish at UEC if your visa was granted for a 

‘package’ of courses that might have started with an English course at UEC which was followed by 

another course with another college or university. 

On the other side of this, UEC is not allowed to enrol a student wishing to transfer from another 

registered provider’s course prior to the overseas student completing six months of his or her principal 

course unless certain conditions apply. 

The reasons that a transfer might be allowed include:   

1. the releasing registered provider or the course in which the student is enrolled has ceased to 

be registered;  

2. the releasing registered provider has had a sanction imposed on its registration by the ESOS 

agency that prevents the student from continuing his or her principal course at that registered 

provider;   

3. the releasing registered provider has agreed to the overseas student’s release and recorded 

the date of effect and reason for release in PRISMS;  

4. any government sponsor of the student considers the change to be in the student’s best 

interest and has provided written support for that change.  

There are other reasons that might mean a transfer is possible - reasons that are there to protect 

students. These reasons include:   

I. the student will be reported because they are unable to achieve satisfactory course 

progress and/or attendance at the level they are studying, even after engaging with UEC’s 

intervention strategy to assist the overseas student in accordance with Standard 8 

(Overseas student visa requirements).  

II. there is evidence of compassionate or compelling circumstances.  

III. UEC fails to deliver the course as outlined in the Letter of Offer.  

IV. there is evidence that the student’s reasonable expectations about their current course are 

not being met.  
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V. there is evidence that the student was misled by UEC or an education or migration agent 

regarding UEC or its course and the course is therefore unsuitable to their needs and/or 

study objectives.  

VI. an appeal (internal or external) on another matter results in a decision or recommendation 

to release the student.  

VII. it has been agreed that the student would be better placed in a course that is not available 

at UEC.  

VIII. for a request for transfer to be considered, students must complete the Course Variation 

Request Form.   

    

There are also reasons we might not give you permission to transfer to another provider, including:   

IX. the transfer may jeopardise the student’s progression through a package of courses.  

X. the student’s progress is likely to be academically disadvantaged or would not be better 

placed in another institution.  

XI. the student has started the course less than one month earlier and the full range of 

support services are yet to be provided.   

XII. UEC believes the student’s application to transfer is not in their best interests and/or that 

there is a risk the student is being exploited.  

XIII. the student has fees owing to UEC.  

 

There are also a range of specific rules relating to an application to transfer to another provider. These 

include: 

2. students must provide a valid Offer of Enrolment from another registered provider.  

3. The outcome of the student’s application for course transfer will be provided in writing within 

10 working days of receipt of application.  

4. Where a student’s application is refused, the reasons for this will be communicated plus the 

right to access the complaints and appeals process.   

5. There is no cost in releasing students. However, where a student transfers to another 

registered provider, any refund of course fees, where applicable, will be paid will be in 

accordance with UEC’s Cancellation and Refund Policy and Procedure.  

 

 

Complaints and Appeals 
There are a lot of specific protections for international students in the ESOS Framework. A lot of these 

are also included in the UEC Terms and Conditions of Enrolment. One important protection is the right 

to complain when you are not happy with a service and to appeal when you are not happy with a 

decision. There is more on this below. 

 

Standard 10 of the National Code 2018 requires that UEC – and all CRICOS registered colleges – have a 

written policy that explains how and when students can complain about services provided by their 

college and appeal decisions made by the college. You can find the UEC complaints and appeals policy 

here: https://uec.edu.au/policies-and-procedures/  

https://uec.edu.au/policies-and-procedures/
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It’s a detailed document as it needs to cover all the rules set out in the National Code. Below is a 

simplified version. 

 

When you experience a difficulty or you find a service we provide – including your lessons – to be 

dissatisfying, we encourage you to tell us, as soon as possible. The faster you tell us, the faster we 

can work to address the problem. The same is true when you are not happy with a decision that is 

made. That might mean a decision about an assessment outcome or a notice you have received 

about your attendance. 

 

Before you start the process, please know that you are always welcome to bring a support person to 

any meeting regarding a complaint or appeal. Sometimes this can help you feel more comfortable 

and the support person can help you communicate your concerns. 

 

The first step is to discuss your concerns with your teacher. Remember in Australia, it is normal and 

acceptable to let your teacher know if there is something about your lessons you’d like to change. 

Perhaps you want more grammar or more speaking or less writing or something is upsetting you. 

The person most able to fix these issues is your teacher. 

 

If you need or prefer you can discuss the issue with Student Services. Just come to reception and 

they will either find a way to help you or organise for you to meet with someone who can. They 

might arrange a meeting with the Head Teacher or the Campus Director, for example. 

 

If discussing you concerns doesn’t help you fix the issue effectively or you don’t feel it’s appropriate 

you might choose to make a formal complaint. This means writing an email or completing a 

Complaints and Appeals form. Formal complaints are considered by the Campus Director. If you 

make a formal complaint, we will ensure you get formal response. That means, we will give you a 

written response that tell you the decision made and explains the reasons for that decision. 

 

If you are still not satisfied with the response, you can ask that the matter be addressed by the 

Managing Director. Again, you will get a written response that tell you the decision made and 

explains the reasons for that decision.  

 

Please note that in the case of an appeal of a decision to cancel a student’s enrolment and report 

this to the Australian government, the student will have 20 working days to make the appeal. 

 

If, at the end of this process, you are still not satisfied with the solutions provided or the decisions 

made, you can take your complaint or appeal to the external government organisation that deals 

with these matters: the Overseas Student Ombudsman. The Overseas Students Ombudsman (OSO) 

investigates complaints about problems that overseas students may have with private education 

and training in Australia.  

 

Students can contact OSO by phoning by phoning 1300 362 072 or emailing  
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ombudsman@ombudsman.gov.au. For more information visit: 

http://www.ombudsman.gov.au/Howwe-can-help/overseas-students  

 

Tuition Fees Protections for Student Visa Holders 
Another one of the specific protections for student visa holders under the ESOS Framework is called 

the Tuition Protection Service (TPS). The TPS assists student visa holders to either continue their 

studies through another course or different provider, or provides a refund or loan re-credit for 

education and training they paid for but did not receive. Along with the ESOS Act and the National 

Code, this means that, in the unlikely event Universal English College is unable to deliver a course to a 

student visa holder in full, we must offer the student visa holder a refund for the unused portion of any 

tuition fees already paid.   

  

This refund will be paid to you within 14 days of the day on which the course ceased being provided. 

Alternatively, UEC may offer you an enrolment in an alternative course at no extra cost. You will have 

the right to choose whether you would prefer a refund or to accept a place in another course. If the 

you choose the alternative course, you will be issued a new Letter of Offer and acceptance agreement 

which you will need to sign to confirm your placement in that course. In any case that UEC defaults and 

cannot pay the refund, student visa holders will be helped to access the TPS which will facilitate the 

refund. 

 

Another feature of the TPS rules is that students who enrol in a course that is longer than 25 weeks 

can’t be forced to pay the full fees for their course in advance. When a college enrols a Student Visa 

holder in a course of more than 25 weeks, the college can only require the student to pay 50% of the 

total tuition fees in advance. This means that Student Visa holders can choose to pay 50% before they 

start or they can choose to pay more, but the college can’t require a payment of more than 50% of the 

total tuition fee. Note that this doesn’t include non-tuition fees, such as accommodation costs. 

 

 

Rules and Protections for Every Student 
The Australian government provides a lot of protection for all consumers regardless of what visa you 

are studying on. There are a number of laws that protect all consumers, including international 

students from organisations not keeping their promises and not providing goods or services according 

to their advertising or the terms and conditions or in line with laws in Australia. The Australian 

Consumer and Competition Commission has a website which explains a lot of these matters: 

https://www.accc.gov.au/  

 

Australian Consumer Law offers consumer protections in the areas of:  

• unfair contract terms, covering standard form consumer contracts  

• consumer rights when buying goods and services  

  

If you have a question or complaint about your rights as a consumer, you can contact consumer 

protection in New South Wales, NSW Fair Trading’s office at:  

http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
http://www.ombudsman.gov.au/How-we-can-help/overseas-students
https://www.accc.gov.au/
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NSW Fair Trading 60 Station Street Parramatta 

NSW 2150 Postal:  

PO Box 972  

Parramatta NSW 2124  

Enquiries: 13 32 20  

Website: http://www.fairtrading.nsw.gov.au/ 

 

Privacy Protections 
In today’s world there are many laws about privacy and about your ‘data.’ At UEC we take your privacy 

very seriously and we take a range of steps to protect your data. However, there are a number of 

important things that you must know: 

 

• To process and manage your enrolment, in accordance with the requirements of the ESOS Act 

2000, the National Code 2018, the NVETR Act, and to ensure compliance with the conditions of 

your visa(s) and the associated obligations under Australian immigration laws, UEC must collect 

certain personal information on all applicants.  

• UEC is committed to only collecting personal information by fair and lawful means and as 

necessary for it to perform its functions and comply with its obligations.  

• UEC will store all personal information and take all reasonable security measures to protect it 

from unauthorised access, misuse or disclosure. 

• UEC is committed to ensuring the confidentiality and security of the information provided to it, 

in accordance with Privacy Act 1988 (Cth) and Australian Privacy Principles (APPs).  

• UEC may also disclose personal information to Commonwealth and State or Territory 

government departments and authorised agencies, including the education department, the 

ELICOS regulator (ASQA), the Tuition Protection Scheme (TPS), The Overseas Students 

Ombudsman, and the immigration department.  

 

Your personal information may be used or disclosed for the following purposes: 

• issuing certificates; 

• facilitating statistics and research relating to education, including surveys; 

• developing market understanding, policy, workforce planning and consumer information; and 

• programme administration, regulation, monitoring and evaluation. 

 

UEC will not disclose your personal information to another person or organisation except or unless: 

• you are made aware that information of that kind is usually passed to that person or 

organisation (see above examples); or 

• you have given written consent to the disclosure; or 

• UEC believes on reasonable grounds that the disclosure is necessary to prevent or lessen a 

serious and imminent threat to your life or health or that of another person; or 

• the disclosure is required or authorised by or under law; or 

• the disclosure is reasonably necessary for the enforcement of criminal law or of a law imposing 

a pecuniary penalty, or for the protection of the public revenue. 
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As well as communicating directly with you, UEC may communicate with your parents, legal guardians, 

and representative agents in cases of unsatisfactory attendance, course progress, late payments, or 

failure to adhere to the Student Code of Conduct. UEC may send you information about us or other 

courses. You may request not to receive further information at any time. 

 

Any personal information you provide in this application and during your enrolment at UEC is available 

for your review within 10 days of UEC receiving a written request from you. Should you indicate at that 

time any incorrect, incomplete, out of date, or misleading information, appropriate corrections will be 

made. 

 

Please note that, as per the Terms and Conditions of Enrolment, any testimonials by you or photos of 

you which are used by UEC are property of the UEC and may be used for UEC promotional material. If 

you have any concerns about this, please come to reception to discuss it. 

 

 

Rules for Student Visa Holders 
All overseas students must be on an appropriate visa to study in Australia. Each visa has its own set of 

rules that clarify what is allowed and required and what isn’t allowed. Some of the rules have been 

mentioned earlier in this handbook, but below are three very important rules for all students on a 

student visa.  

 

Your Address and Contact Details  
A key requirement of a Student Visa is that you must give your address and contact details to the 
college. You must also tell us if your address changes – within 7 days of the change.  

This includes:  

• Your home address; and 

• Your mobile phone number; and 

• Your email address. 

 

Student Attendance  
Student Visa holders are required to attend a minimum of 80% of the scheduled lessons. This means a 

minimum of 80% of the 20 hours a week of classes.    

 

Almost all UEC students have no problem meeting the 80% requirement. They came to UEC to improve 

their English and make the most of the learning opportunities they have. Sometimes though it’s 

impossible not to miss some classes – you might get sick for example and need to rest for a few days. 

 

We understand that living in Sydney there can be lots of distractions from studies – beaches, friends, 

and work. To help make sure you don’t have a problem with your visa because of low attendance, we 

will give you warnings if you attendance falls below certain levels. Actually, we are required to warn 

you and, if your attendance gets too low, we are required by law to report this. Basically, it works like 

this: 
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1. If your attendance falls below 90%, you will receive a warning 

2. If your attendance falls below 85%, you will receive a second warning 

3. If you attendance falls below 80%, you will receive a ‘Notice of Intent to Report’ 

 

The ‘Notice of Intent to Report’ – sometimes called an ITR – means you have failed to meet the 80% 

minimum attendance requirements. It means you must come see us as discuss the reasons for your 

attendance and a plan to improve it. It may mean we are required to report your attendance to the 

Department of Home Affairs (DHA) which could result in visa cancellation.  

 

Another important rule for student visa holders is that you must not be absent without approval for 

more than 5 consecutive days. If we haven’t seen you or heard from you for 3 days in a row, we will 

email, text, or call you to check you are okay. If you know you will miss class for 3 days in a row or more 

for any reason, please make sure you tell us. 

 

Please note that if a decision is made that UEC must report a student for failure to meet the 

attendance requirements of their student visa, the student will be give 20 days to make an appeal of 

the decision. Please see the section on complaints and appeals for more details or check the 

Complaints and Appeals Policy. 

 

For more details please visit our website and read the Policies and Procedures page:  

https://uec.edu.au/policies and procedures  

  

Monitoring Course Progress Policy and Procedure  
Student Visa holders are also required to make satisfactory course progress in their studies and UEC is 

required to monitor course progress and work with students who do not make satisfactory progress to 

develop strategies to improve learning outcomes. However, unlike university or vocational courses, 

English language courses don’t give you a specific qualification, so you don’t need to make any specific 

amount of progress - you should make steady progress from one level to the next if you’re in a general 

English course though.  

If you spend more than 20 weeks at one level, we will organise a time for you to meet with an 

academic counsellor to help you improve your learning. Remember though – you don’t need to wait 

for us to come see you. If you are concerned your progress is too slow, speak with your teacher or 

come to reception and ask for help. We’re here to help. 

Student Visa holders should be aware, however, that course progress is a requirement. If you are not 

making a reasonable effort to learn, you won’t learn – that is a simple fact. If we feel you are not 

making a reasonable effort and you are not making any progress, we may give you a formal warning.  

 

https://uec.edu.au/policies%20and%20procedures
https://uec.edu.au/policies%20and%20procedures
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Compelling and Compassionate Circumstances 
There are times when terrible things happen that are outside your control. At UEC we certainly 

recognise this and so does the Australia government. We are allowed to be flexible in situations that 

are described as ‘compelling and compassionate circumstances.’ 

 

Compelling and compassionate circumstances include, but are not necessarily limited to, death of close 

family such as parents, siblings, children and grandparents, serious illness and life-threatening 

conditions, or involvement into a traumatic event such as experiencing or witnessing a crime. In such 

cases, UEC may, at its sole discretion, choose to vary any of the above conditions to provide 

appropriate support for the student. 

 

Should you need to apply for consideration of compelling and compassionate circumstances, you can 

do so initially in person, but this must be supported by valid documentation and the relevant request 

form. 
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Document Control  

The policies and procedures, and the forms included in this document are approved and implemented 

by UEC. This document will be electronically available to UEC staff in protected format (PDF file) in the 

designated folder (in G drive). Any ongoing changes made to this document will be documented as per 

below.  

  

Version  Authorised By  Description of the change  Approved Date  Effective Date  
Version 2.0  General Manager  Updated  2 April 2019  3 April 2019  
Version 3.0  General Manager  Added transfer policy and procedure 

Added living and working in Australia  
14 June 2019  17 June 2019  

 Version 4.0 Managing Director  Redraft of all sections  12/01/2023 16/01/2023 
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