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CEOQO’s Message

Dear Students,
Welcome to Melbourne Education Institute (MEI).

We are committed to providing high-quality education and training that supports students in
achieving their academic, professional and personal goals. Our courses are designed to
equip students with the knowledge, skills and practical experience required for further study
and future employment opportunities.

At MEI, you will study in a supportive and multicultural learning environment with access to
experienced trainers, modern facilities and a range of student support services. We are
dedicated to helping every student achieve their full potential and enjoy a positive learning
experience.

| encourage you to make the most of the opportunities available to you during your studies
and to seek assistance whenever you need it. We look forward to supporting you
throughout your learning journey and wish you every success in your studies and future
career.

Yours sincerely,
Chen JIANG
Chief Executive Officer
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1. Introduction to Melbourne Education Institute (MEI)
1.1 About Us
Welcome to Melbourne Education Institute (MEI).

MEI is a Registered Training Organisation (RTO) and CRICOS-registered provider committed to
delivering quality education and training in a supportive and inclusive learning environment.

Located in the heart of Melbourne's Central Business District (CBD), MEI provides students with
access to modern learning facilities, experienced trainers, student support services, wireless
internet, computer resources and study areas.

MEI welcomes students from diverse cultural backgrounds and is committed to helping students
develop the knowledge, skills and confidence needed to achieve their educational and career goals.

1.2 Our Values

At Melbourne Education Institute (MEI), we are committed to delivering high-quality education that
empowers students to achieve their academic, professional, and personal goals. Our values reflect
who we are and guide everything we do.

1.3 Our Philosophy

Our philosophy is based on the student-centred approach with a strong focus on providing quality
education under AQF (Australian Qualifications Framework) standards. We are committed to
meeting the needs of our students through continuous improvement and quality assurance
processes, helping them achieve their academic and career goals.

1.4 Campus Location and Facilities

This Student Handbook has been developed to assist you in your transition to studying and living in
Melbourne, Australia. It provides important information about your studies, student support services,
campus facilities, policies and procedures, and your rights and responsibilities as an international
student.

MEI is conveniently located in Melbourne’s Central Business District (CBD):
Melbourne Education Institute (MEI)

Address: Level 1, 310 King Street, Melbourne VIC 3000 Australia

Phone: +61 (03) 8638 8960

Email: admin@mei.edu.au

Website: www.mei.edu.au

The campus is easily accessible by public transport and is located close to a range of shops,
restaurants, cafés, accommodation options and student services.

1.5 Local Amenities

MEI is located within walking distance of major public transport services, including Flagstaff Railway
Station and Melbourne’s free tram zone, making it convenient for students to travel to and from
campus.

Nearby amenities include:
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e Queen Victoria Market

e Melbourne Central Shopping Centre

e Emporium Melbourne

e Supermarkets, banks and pharmacies
e Cafés, restaurants and food courts

e Public libraries and community facilities

For information about public transport services in Victoria, please visit the Public Transport Victoria
(PTV) website.

1.6 Classrooms

All classrooms are equipped with appropriate learning resources, furniture and technology to
support effective teaching and learning. Classrooms are located on Level 1 and can be accessed
via the building lifts or stairs.

1.7 Student Facilities
MEI provides students with access to:
e Student lounge and common areas
e Student computers and internet access
e Printing and photocopying facilities (where available)
e Student support services
e Learning resources and study materials
e Information about living and studying in Australia

Students are encouraged to use these facilities for study, relaxation and interaction with fellow
students in a safe and respectful environment.

Important contact information for the MEI team

Position ‘ Name Phone Email

CEO Chen JIANG (03) 8638 8960 info@mei.edu.au
Administration Anna WANG (03) 8638 8960 admin@mei.edu.au
Student Support Lisa CHU (03) 8638 8960 admin@mei.edu.au
Academic Support Hao LIU (03) 8638 8960 haoliu@mei.edu.au
Language Support Rita QIN (03) 8638 8960 rita.qin@mei.edu.au
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2. Introduction to Melbourne

Melbourne is Australia's second-largest city, with a population of more than 5 million people. As the
capital city of Victoria, Melbourne is consistently recognised as one of the world's most liveable
cities. It is an exciting and welcoming destination for international students, offering a diverse
cultural environment, beautiful parks, stunning beaches, and a vibrant arts and entertainment scene,
all enriched by Australia's unique history and heritage.

Melbourne Education Institute is conveniently located in the heart of Melbourne's Central Business
District (CBD), with many popular attractions within walking distance. These include Flagstaff
Gardens, Melbourne Central, SEA LIFE Melbourne Aquarium, Crown Melbourne, Federation
Square, the National Gallery of Victoria, Old Melbourne Gaol, the Yarra River, and Melbourne
Museum.

3. Study in Australia

Australia is a popular destination for international students, offering high-quality education, globally
recognised qualifications and diverse study opportunities. Students can choose from a wide range
of courses delivered by universities, vocational education and training (VET) providers, schools and
English language institutions.

Australian qualifications are recognised worldwide through the Australian Qualifications Framework
(AQF), supporting further study and employment opportunities both in Australia and internationally.

Australia is also known for its multicultural society, high standard of living and welcoming
environment. Studying in Australia provides students with the opportunity to develop valuable
knowledge, practical skills and experiences that support future academic and career success.

3.1 Global Recognition

By studying in Australia, you will receive a qualification that is recognised internationally. The
Australian Qualifications Framework (AQF) provides a nationally consistent framework for
qualifications across Australia's education and training system and supports the recognition of
Australian qualifications both in Australia and overseas.

3.2 Quality Assurance

Australia has established a comprehensive regulatory framework to help ensure that international
students receive high-quality education and appropriate consumer protections while studying in
Australia.

These measures include:

» The Education Services for Overseas Students (ESOS) Act 2000 and associated legislation, which
establish the legal framework for the delivery of education to international students studying in
Australia on a student visa.

» The Tuition Protection Service (TPS), which assists students if their education provider is unable to
deliver their course as agreed. The TPS may help students access a suitable alternative course or
receive a refund of unspent tuition fees.

* The Australian Skills Quality Authority (ASQA), the national regulator for vocational education and
training (VET) providers. ASQA monitors and regulates training providers to ensure compliance with
nationally approved standards and legislative requirements.
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* Ombudsman services, including the Overseas Students Ombudsman (OSO), which can
investigate complaints and provide assistance to international students regarding issues with
education providers and certain government agencies.

4. Living in Australia

Australia is a multicultural society that values diversity, inclusion, respect and equal opportunity.
People from many different cultural, ethnic, religious and language backgrounds live, work and
study together.

While studying in Australia, students are expected to respect the rights of others and comply with
Australian laws. Australian society is built on principles including:

* Respect for the freedom and dignity of all individuals.

* Equality of opportunity regardless of race, gender, age, disability, religion or cultural background.
* Freedom of religion and belief.

* Freedom of expression within the law.

* Respect for the rule of law and democratic principles.

» Mutual respect, tolerance and inclusion.

International students should familiarise themselves with Australian laws and social expectations
and seek assistance if they require support understanding their rights and responsibilities.

For emergencies requiring police, fire or ambulance assistance, call 000.
5. Student Support and Wellbeing

Melbourne Education Institute (MEI) is committed to supporting students throughout their studies
and promoting student wellbeing. MEI provides access to a range of support services designed to
assist students in achieving their academic goals and maintaining their personal wellbeing while
studying in Australia.

5.1 Academic Support

MEI provides academic support to assist students in successfully completing their course. Support
may include:

Course and assessment guidance
e Learning and study skills support
e Academic progress monitoring

e Intervention strategies for students identified as being at risk of not successfully completing
their course

Students experiencing difficulties with their studies are encouraged to contact Student Support as
early as possible.

5.2 Language, Literacy, Numeracy and Digital (LLND) Support

Melbourne Education Institute (MEI) recognises that students may have different language, literacy,
numeracy and digital skill levels. MEI is committed to providing appropriate support to help students
successfully participate in training and assessment and achieve the requirements of their course.

LLND support may include:

e One-on-one assistance from trainers, assessors or student support staff.
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o Additional learning resources and study materials.

o Assistance with understanding assessment requirements and course content.

o Digital skills support for accessing online learning platforms and completing assessments.
o Reasonable adjustments, where appropriate and in accordance with course requirements.
o Referral to external support services where additional assistance is required.

Students are encouraged to discuss any LLND support needs with Student Support or their trainer
as early as possible so that appropriate assistance can be arranged.

5.3 Student Wellbeing and Counselling

Melbourne Education Institute (MEI) recognises that personal, emotional, health, financial, family,
accommodation and other wellbeing-related issues may affect a student's ability to successfully
participate in their studies.

Students who are experiencing personal difficulties are encouraged to seek assistance from Student
Support. MEI can provide guidance, wellbeing support and referrals to appropriate external services
where required.

MEI may also organise student engagement activities and social events to promote student
wellbeing, community engagement and cultural awareness.

External support services include:
e Study Melbourne Student Centre 1800 056 449 (24 hours)
o Lifeline Australia (Crisis Support and Suicide Prevention) 13 11 14 (24 hours)
e MensLine Australia 1300 789 978 (24 hours)
o Safe Steps Family Violence Response Centre 1800 737 732 (24 hours)
e Gambling Help Online 1800 858 858 (24 hours)
5.4 Accommodation Assistance

MEI does not provide accommodation directly and is not responsible for accommodation
arrangements. However, Student Support can provide information and referrals to accommodation
services and resources to assist students in finding suitable housing.

5.5 Medical Services

Student Support can assist students in locating nearby doctors, medical centres, dentists, hospitals
and other health services when required.

5.6 Legal Assistance

Where appropriate, Student Support may refer students to professional legal services or community
legal centres for independent advice.

Useful resources include:
e Victoria Legal Aid
e Study Melbourne
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e Consumer Action Law Centre
e Tenants Victoria
5.7 Diversity, Inclusion and Cultural Safety

Melbourne Education Institute (MEI) is committed to providing a safe, inclusive and respectful
learning environment for all students. We welcome and value people from diverse cultural, linguistic,
religious and social backgrounds.

Students are expected to treat others with dignity, courtesy and respect at all times. MEI does not
tolerate discrimination, harassment, bullying, vilification, racism, antisemitism, Islamophobia or any
behaviour that may harm, intimidate or exclude others.

Students who experience or witness inappropriate behaviour are encouraged to report the matter to
MEI so that appropriate action can be taken.

5.8 Critical Incident Support

Melbourne Education Institute (MEI) is committed to supporting students affected by critical
incidents.

A critical incident may include a serious accident, injury, iliness, death, missing student, mental
health emergency, natural disaster, or any traumatic event that may significantly affect a student’s
wellbeing or ability to continue their studies.

Students involved in or affected by a critical incident should contact MEI as soon as possible. MEI
will provide appropriate support and assistance and may refer students to relevant emergency,
medical, counselling or community services where required.

For emergencies requiring immediate assistance, call 000.
6. Course and Training
6.1 Course Information and Structure

Detailed information about your specific course, including the units of competency, duration, delivery
mode, and assessment requirements, can be found in your Course Guide. This guide is provided to
you upon enrolment and is also available on our website.

6.2 Credit Transfer (CT) and Recognition of Prior Learning (RPL)

Students may apply for Credit Transfer (CT) or Recognition of Prior Learning (RPL) for relevant
units within their course.

Applications should be submitted as early as possible and must be supported by appropriate
evidence. MEI will assess the evidence provided and advise students of the outcome in writing.

Credit Transfer recognises previously completed nationally recognised training, while RPL
recognises skills and knowledge gained through work experience, life experience and informal
learning.

For further information, please refer to the Recognition of Prior Learning (RPL) and Credit Transfer
Policy and Procedure.

6.3 Unique Student Identifier (USI)
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All students undertaking nationally recognised training are required to provide Melbourne Education
Institute (MEI) with a valid USI, unless an exemption applies.

Students who do not provide a valid USI may not be able to receive an AQF qualification, Statement
of Attainment or other certification documentation upon successful completion of their course.

Students can create or retrieve their USI by visiting the official USI website http://www.usi.gov.au

For further information, please contact Student Administration.
6.4 Academic Course Progress Requirements

To successfully complete your course, students must demonstrate competency in all required units
of competency.

International students are required to maintain satisfactory course progress in accordance with
student visa requirements and MEI's Course Progress Policy and Procedure.

MEI monitors student progress throughout the course and may provide additional support to
students identified as being at risk of not meeting course requirements. Students experiencing
difficulties are encouraged to seek assistance as early as possible.

Where a student does not meet satisfactory course progress requirements, MEI will manage the
matter in accordance with its Course Progress Policy and Procedure, including access to the
complaints and appeals process where applicable.

For further information, please refer to the Course Progress Policy and Procedure.
6.5 Academic Integrity, Plagiarism and Al Use
Students are expected to complete all assessments honestly and submit work that is their own.

Academic misconduct includes plagiarism, cheating, collusion, falsification of assessment evidence,
submitting another person's work, or unauthorised use of Atrtificial Intelligence (Al) tools.

Students must comply with assessment requirements and appropriately acknowledge any sources
used in their work. Where Al use is permitted, students must follow assessment instructions and
disclose the use of Al tools as required.

Breaches of academic integrity may result in reassessment, assessment failure or other disciplinary
action.

For further information, please refer to MEI's Al Use Policy and Procedures and Student Misconduct
Policy.

6.6 Student Code of Conduct

Students are expected to behave in a respectful, responsible and professional manner at all times
and comply with MEI policies, procedures and applicable laws.

Breaches of the Student Code of Conduct may result in disciplinary action.

6.7 Student Rights and Responsibilities

Students have the right to receive accurate information, access support services, be treated fairly
and respectfully, have their personal information protected, and access the complaints and appeals
process.
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Students are responsible for participating in their studies, meeting course requirements, maintaining
accurate information, complying with MEI policies and procedures, and respecting the rights of
others.

7. Enrolment and Administration
7.1 Enrolment Process and Written Agreement

Upon acceptance into a course, students will be issued with a Letter of Offer and Written
Agreement. The Written Agreement outlines the terms and conditions of enrolment, including course
information, fees, payment arrangements, refund conditions and student obligations.

Students are responsible for ensuring that all information provided during the enrolment process is
accurate and complete. Enrolment cannot be finalised until the Written Agreement has been signed
and any required fees have been paid.

International students will be issued with a Confirmation of Enrolment (CoE) upon meeting the
enrolment requirements, which may be used to support a student visa application.

7.2 Fees and Refunds

Course fees and payment arrangements are outlined in the Written Agreement and applicable Fee
Schedule.

Refunds are assessed and processed in accordance with MEI's Fees and Refund Policy. Students
are encouraged to familiarise themselves with the policy before accepting an offer of enrolment.

If MEI is unable to commence or continue delivering a course as agreed, students will be offered a
suitable alternative course or a refund of any unspent tuition fees in accordance with applicable
legislation and the requirements of the Tuition Protection Service (TPS).

For detailed information, please refer to the Fees and Refund Policy.
7.3 Deferment, Suspension and Cancellation of Enrolment

Students may apply for a deferment (prior to course commencement) or suspension of studies due
to compassionate or compelling circumstances. Applications must be submitted in writing and
supported by appropriate evidence.

MEI will assess each application and advise the student of the outcome in writing. International
students should be aware that approved deferment, suspension or cancellation of enrolment may
affect their Confirmation of Enrolment (CoE) and student visa.

MEI may also suspend or cancel a student's enrolment in accordance with its policies and
procedures, including where there is serious misconduct, non-payment of fees, or failure to comply
with student visa requirements.

For further information, please refer to the Deferment, Suspension and Cancellation Policy and
Procedure.

7.4 Attendance and Participation Requirements

Students are expected to attend scheduled classes, participate actively in learning activities and
complete assessments as required by their course.

Attendance requirements may vary depending on the course in which a student is enrolled.
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Students enrolled in ELICOS courses are required to maintain satisfactory attendance in
accordance with the Attendance Policy and Procedure.

Students enrolled in VET courses are expected to participate in scheduled training and maintain
satisfactory course progress in accordance with the Course Progress Policy and Procedure.

Students experiencing difficulties that may affect their attendance or participation should contact
Student Support as early as possible.

For detailed information, please refer to the relevant Attendance Policy and Procedure or Course
Progress Policy and Procedure.

7.5 Change of Contact Details

International students must notify MEI of any changes to their residential address, telephone
number, email address or emergency contact details within seven (7) days of the change.

7.6 Student Visa Requirements

International students are responsible for complying with the conditions of their student visa,
including maintaining enrolment, satisfactory attendance and/or course progress, current contact
details and Overseas Student Health Cover (OSHC).

7.7 Privacy and Confidentiality

MEI collects and manages personal information in accordance with the Privacy Act 1988 (Cth) and
relevant legislation.

Personal information may be disclosed to government agencies and regulatory authorities where
required by law. For further information, please refer to MEl's Privacy Policy.

8. Student Feedback, Complaints and Appeals
8.1 Student Feedback

MEI values student feedback and encourages students to provide suggestions and comments to
help improve our services, facilities, training and support. Feedback may be collected through
student surveys, meetings, suggestion boxes and other consultation activities.

8.2 Complaints and Appeals

MEI is committed to providing a fair, transparent and accessible process for handling complaints
and appeals.

Students have the right to raise concerns or appeal decisions that affect them without fear of
disadvantage or victimisation.

Students are encouraged to seek informal resolution where appropriate. If the matter cannot be
resolved informally, a formal complaint or appeal may be submitted in accordance with the
Complaints and Appeals Policy and Procedure.

Where a student is not satisfied with the outcome of the internal process, they may access an
appropriate external complaints or appeals body at no cost or minimal cost to themselves.

International students may also seek assistance from the Overseas Students Ombudsman (OSO),
which provides a free and independent external complaints service for international students.
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Overseas Students Ombudsman
Phone: 1300 362 072
Website: www.ombudsman.gov.au

For detailed information, please refer to the Complaints and Appeals Policy and Procedure.
8.3 Continuous Improvement

MEI reviews student feedback, complaints and appeals to identify opportunities for continuous
improvement and to enhance the quality of its training, assessment and student support services.

9. Work Health and Safety (WHS)

Melbourne Education Institute (MEI) is committed to providing a safe and healthy learning
environment for students, staff and visitors.

Students are required to:

e Follow all health and safety instructions provided by MEI staff.

e Comply with WHS requirements and safe work practices at all times.

e Use equipment and facilities safely and only for their intended purpose.

¢ Wear any required personal protective equipment (PPE) during practical training activities.

e Immediately report hazards, injuries, incidents or unsafe conditions to a trainer or staff
member.

¢ Follow emergency and evacuation procedures when required.

Students who fail to comply with WHS requirements may be restricted from participating in practical
activities or may be subject to disciplinary action.

For further information, please refer to MEI's Work Health and Safety (WHS) Policy and Procedure.

10. Useful Websites
e Department of Home Affairs https://www.homeaffairs.gov.au/
e Study Australia https://www.studyaustralia.gov.au/
e Study Melbourne https://studymelbourne.vic.gov.au/
e USI https://www.usi.gov.au/
o TPS https://www.education.gov.au/tps
o Overseas Students Ombudsman https://www.ombudsman.gov.au/
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