Vines Road Community Centre

Student Handbook

Welcome to Vines Road Community Centre…

About Us

Vines Road Community Centre is a non-profit incorporated Association managed by the community which operates under the Department for Victorian Communities’ Neighbourhood House program. Our aim is to offer a range of quality community development programs which are affordable and easily accessible to the whole community.

We receive limited funding from government bodies such as the Department for Victorian Communities, Adult Community & Further Education (ACFE) and the City of Greater Geelong. The remainder of our operating costs are covered by our fee for service activities such as the hiring of the facility to individuals and community groups.

One of the key purposes of Vines Road Community Centre is to provide the advancement of education for those most disadvantaged in our community. However, all our programs and services are open to all members of the community without discrimination.

Vines Road Community Centre Inc. is committed to providing and developing quality education, training programs and services for its clients.

Based on this principle, Vines Road Community Centre Inc. seeks feedback from its clients to ensure that we are providing the programs and services the community wants in an appropriate professional way. To this end, all Centre users are encouraged to share concerns and problems if and when they arise so that they can be acted upon in a timely manner and the overall delivery of programs and services is set in a pattern of continuous improvement. We also use our student satisfaction surveys to note how our students are enjoying their courses and our tutors and facilities with the same aim.

Centre Policies and Procedures

The Centre has a range of policies and procedures which are available for all to read on request. The following policies and procedures are those which apply more directly to students taking a course at Vines Road Community Centre.

ACE Framework for Non- Accredited Learning

Vines Road Community Centre only delivers non-accredited courses.  Each year according to community demand, we deliver a small range of accredited courses in partnership with Registered Training Organisations such as GATE.

In all our course offerings we aim to provide the student and the community with quality educational opportunities in line with the principles and processes described in the ACFE  ACE Framework for Non-Accredited Learning “Building on the Best”.
Fees and Charges Policy

VRCC Inc. charges a range of fees for programs and services. Fees for programs and services are determined after consideration of the following factors:

· Student status – all Centrelink card holders only pay our listed course concession fee

· Teacher payments including salary on costs 

· Venue costs 

· Marketing

· Number of course hours 

· Number of participants 

· Materials 

· Administration costs

· Any funding applicable to the course 

Concession Policy

VRCC Inc. in establishing fees and charges for programs and services makes available a number of concessions and or payment plans to clients, staff, Association members, and Tutors.

These factors apply regardless of the source of funding. If the course funding is provided by a government funding body such as ACFE, the most current Ministerial Policy on Fees and Charges is implemented.

All Centrelink card holders only pay our listed course concession fee

Refund Policy
This Policy applies to programs in the following educational program areas: 

· Access and Preparatory 
· Language and Literacy 

· Vocational Education and Training 

· Community Education 

Community Education Program - Fee for Service 

All withdrawals from courses where enrolment has occurred will incur an Administration Fee of $20 per course.  Where a participant at VRCC has paid for a course and wishes to withdraw from the course, a refund will only be issued for cancellations made five (5) working days prior to the course commencing. No refunds will be payable after this time unless there are exceptional hardship issues contributing to the withdrawal.

Students enrolled in ongoing Community Education courses, who wish to take up their place, must pay the full fee no less than one week before the course is scheduled to begin, or their name will be taken off the class list and placed on the Waiting List. 

Government-Funded Programs 

If for any reason a student withdraws, by written notice, from a Government-Funded course at any time up until four (4) weeks after the commencement of classes in that course, VRCC will refund the tuition and amenities fee paid in respect of the course less the $20 administration charge. 

All Program and Courses 

A full refund will be given if VRCC cancels a course due to lack of numbers or changes in Centre circumstances. 

A written request for a refund may, in other exceptional circumstances, be made to the Centre Manager for consideration and final decision.
Grievance Policy

VRCC will ensure that any grievances are dealt with in a timely and professional manner. The scope of this policy includes:

VRCC personnel and volunteers

· Tutors 

· Students 

· Suppliers 

· Any other VRCC stakeholder
Harassment Policy

VRCC Inc. has a Harassment Policy which serves to respect the right of all individuals to an atmosphere free of harassment while undertaking work at the Centre, either paid or as a volunteer, or a course of learning.

This policy is available for all Centre users to read and in brief;

· Recognises that harassment may occur among peers and co workers, between supervisors and subordinate staff, between VRCC staff and members of the public, or among students. Such behaviour lessens the integrity of staff, students and VRCC and will not be tolerated under any circumstances 

And seeks to;

· Prevent all forms of harassment 

· To address harassment where it has occurred 

· To resolve complaints about harassment by members of staff, students or Community Centre Groups

· All complaints will be treated confidentially, seriously and sympathetically and appropriate action will be taken wherever harassment has occurred. No one will be disadvantaged as a result of raising concerns or complaints relating to harassment.

 Student Conduct Policy
All students enrolled in and participating in programs or using the services of VRCC are expected to maintain appropriate standards of conduct at all times.

Where behaviour is deemed to be improper or inappropriate, a counseling and conciliation procedure will be used.

Where behaviour is deemed to be considered grossly inappropriate and/or disruptive to the class, VRCC Inc. will instantly dismiss the student from the class, course or program with no refunds available to the student.

Student Support Services Policy

VRCC Inc. provides a range of educational, training and development opportunities for people in Geelong and its surrounding communities. 

For students to optimise their participation in programs at VRCC, we provide a range of student support services including;

· Course advice by experienced staff 

· Access to curriculum to assist in course selection

· Student amenities 

· Disability access

· Access to a range of technology 

· Course concessions 

· Ongoing tutor support 

· Recognition of prior learning (RPL)

· Recognition of current competencies (RCC)

· Referral to careers counselors where requested

· Referral to other Adult Education Centres, TAFE’s and Universities

Student and Participant Policy 

The primary role of VRCC is to provide educational opportunities and a range of services for adults (15 years and over) not in compulsory education programs. However, VRCC will ensure that all programs and services will be accessible to all members of the community, regardless of age, gender, culture, location, disability or disadvantage to enhance life standards and the general well being of the community.

Student selection will be based on the following:

· Chronological order of existing waiting lists

· Course guidelines, targets and class sizes

· Student needs in comparison with the Program guidelines 

· Student interest in achieving  program outcomes 

· Educational standard of the students and the requirements of the program 

Learning and Assessment Policy

VRCC uses a range of learning and assessment techniques to ensure students are able to  maximise learning opportunities in both accredited and non-accredited courses. However, in the long term interests of the student competency standards for each course will apply equally to each student. Where a student feels the need to enroll more than once in the same course to achieve the competency standards required, VRCC will permit such re-enrolments particularly where a learning disability is involved.
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