AUSTRALIAN

ACADEMY of
COMMERCE

STUDENT CODE OF CONDUCT

Introduction

The Australian Academy of Commerce (AAC) is committed to providing a positive, respectful
and inclusive environment where all students can achieve their academic and personal
goals. This Student Code of Conduct outlines the responsibilities, and expected behaviour of
all students, ensuring mutual respect and a supportive learning environment. This code
aligns with AAC’s values and its commitment to access, equity, mutual obligation and zero
tolerance for discrimination, harassment and sexual misconduct, as well as compliance with
relevant legislation. By adhering to this Code, students contribute to a safe, fair and
productive community that benefits all members. Breaches of this code will be addressed in
accordance with AAC’s policies and procedures.

Purpose

This Student Code of Conduct provides a framework for acceptable behaviour and promotes
a culture of respect, fairness and academic integrity. It ensures that all students understand
their rights and responsibilities and the consequences of non-compliance.

This policy ensures a safe, inclusive, and respectful learning environment for all students
and staff. It outlines expected standards of student behaviour, and the fair and transparent
procedures to be followed in response to breaches of conduct or misbehaviour.

It supports compliance with AAC’s duty of care and legal obligations under the Work Health
and Safety Act 2011, the Disability Discrimination Act 1992, and relevant equal opportunity
and anti-discrimination legislation. Furthermore, it promotes student wellbeing and
engagement by ensuring that behavioural issues are managed consistently and supportively.

Scope

This policy applies to all students (domestic and international) of AAC. It outlines the rights
and responsibilities of students in ensuring a safe, respectful, and equitable learning
environment. It applies to all conduct within AAC premises, during AAC-related activities,
and in any setting where students represent AAC.
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Policy Statement

AAC is committed to fostering a positive and respectful learning environment in which all
students, staff, and stakeholders feel safe, supported, and valued. This policy outlines the
standards of behaviour expected of students and provides a clear and consistent framework
for managing conduct that does not align with AAC’s values or obligations.

All students are expected to conduct themselves in a manner that upholds the principles of
integrity, mutual respect, safety, and inclusion. This applies across all modes of delivery,
including face-to-face, online, work placement, and RTO-related activities.

AAC recognises that behavioural issues may arise and is committed to managing such
matters in a timely, fair, and supportive manner. The policy provides for preventative
measures, clear behavioural expectations, and graduated responses to breaches, including
opportunities for support, counselling, and procedural fairness in decision-making.

This policy aligns with relevant legal and regulatory frameworks and forms part of AACs
overall commitment to continuous improvement, student wellbeing, and the delivery of
quality vocational education and training.

Student Rights
As a student of AAC, you have the right to:

1. Be treated with respect and fairness, free from discrimination or harassment,
regardless of religious, cultural, racial, gender, sexual or socio-economic differences,
age or disability.

2. Study and work in a safe, clean and cooperative environment.

3. Have your personal property, including student work and computer files, protected
from misuse or damage.

4. Learnin an environment free from intimidation, bullying or disruptive behaviour.

5. Access support services, including academic assistance, counselling, language and
literacy resources.

6. Receive clear, timely information about course requirements, assessment criteria,
and academic performance feedback.

7. Resolve complaints and disputes fairly and without fear of retaliation.

8. Express and share ideas, ask questions, and actively participate in the learning
process.
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Student Responsibilities

With rights come responsibilities. AAC students are expected to:

1.

Respect Others: Treat all members of the AAC community, including students, staff
and visitors with courtesy, respect and fairness. Refrain from discriminatory or
harassing behaviour.

2. Uphold Academic Integrity: Submit original work, acknowledge other’s
contributions, and avoid plagiarism, cheating, or other forms of academic
misconduct.

3. Respect Intellectual Property: Acknowledge and respect the intellectual property
rights of AAC, its staff and fellow students. Do not reproduce, share or distribute
course materials or assessment or AAC resources without permission.

4. Follow Policies: Comply with AAC policies and procedures, including those related
to bullying, harassment and sexual misconduct.

5. Engage Actively: Attend all scheduled classes and training sessions, participate
fully in learning activities and submit assessments on time. Request extensions
where necessary at least three days before the deadline.

6. Maintain a Safe Environment: Avoid disruptive behaviour, and do not bring
unauthorised substances or weapons onto campus.

7. Care for Resources: Respect and maintain AAC property, facilitates and equipment.

8. Be Punctual and Prepared: Arrive on time to classes with necessary materials,
ready to engage in the learning process.

9. Comply with Financial Obligations: Fulfil payment obligations as outlines in your
enrolment agreement.

Definitions

Academic Behavioural misconduct includes not only disruptive or

Misconduct and unsafe actions, but also academic misconduct such as

Behaviour plagiarism, cheating, falsification of evidence, collusion, or
submission of work that is not the student's own. These
forms of academic dishonesty are breaches of both
behavioural and assessment standards. Such matters will be
managed jointly under this policy and the Academic Integrity
Policy to ensure procedural fairness and consistent
consequences.

Access Ensuring all individuals have equitable opportunities to enrol,
learn and succeed.
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Bullying

Repeated and unreasonable behaviour directed towards an
individual or group that creates a risk to health and safety;
including verbal, physical, social or psychological harm.

Discrimination

Treating someone unfairly or less favourable based on
characteristics such as race, gender, age, disability, religion,
sexual orientation or other protected attributes.

Harassment Unwelcome conduct that makes a person feel intimidated,
humiliated or offended. This includes sexual harassment.
Intellectual Rights related to inventions, designs, trademarks, copyright

Property (IP)

patents, confidential information and creative works.

Mutual Obligation

The shared responsibilities between AAC and its students to
ensure a positive and productive learning environment.

Misconduct Behaviour that breaches RTO policies or expected standards
Serious Any behaviour that threatens safety, causes harm, or
Misconduct involves illegal acts.

Support Services

Resources and assistance provided to students to help them
succeed academically and personally, such as counselling,
academic support, and referral service.

Regulatory and Legislative Requirements

e ELICOS Standards 2018
e ESOS Act 2000
e ESOS National Code 2018; Standard 10

e NVR Act 2011

e Standards for RTOs 2025; Quality Area 2 — VET Student Support, Outcome

Standards 2.5, 2.6, 2.7 and Quality Area 4 — Governance, Outcome Standard 4.3

e Anti-Discrimination Legislation: Disability Discrimination Act 1992, Racial
Discrimination Act 1975 and Sex Discrimination Act 1984.
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Student Code of Conduct Procedure

AAC expects all students to conduct themselves in a respectful and responsible manner that
supports a safe and positive learning environment. Behavioural expectations are
communicated to students during enrolment, orientation, and throughout their course of
study. All students are made aware that conduct affecting the wellbeing, safety, or learning
experience of others may lead to intervention, behavioural agreements, or disciplinary
action.

This procedure ensures that students understand their rights and responsibilities,
encourages accountability, and provides mechanisms for early intervention, resolution, and
appeal. It also assists staff to respond confidently and appropriately to behavioural concerns,
ensuring actions are documented and proportionate. By embedding behavioural
expectations within AAC’s broader culture of respect, this policy contributes to improved
student retention, safety, and educational outcomes.

1. Declaration and Acknowledgement

All students must review the Student Code of Conduct during Orientation and sign the
Declaration of Understanding to confirm their agreement. A copy of this signed declaration
will be kept on file.

2. Reporting Misconduct

Students are encouraged to report instances of misconduct, including bullying, harassment,
or academic dishonesty, to the Student Services Officer (SSO) or other designated AAC
staff member.

AAC will:

e Address complaints promptly and fairly.
¢ Ensure confidentiality, except where disclosure is required by law.
e Provide support services, including counselling and mediation, where appropriate.

When a staff member observes or receives a report of inappropriate, disruptive, or
concerning behaviour, they are required to document the incident and report it to the
relevant trainer, student support officer, or compliance officer, depending on the severity.
Minor behavioural issues, such as lateness or low-level disruption, are initially addressed
through informal discussions with the student. These conversations are intended to raise
awareness, clarify expectations, and offer support.
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For more serious or repeated behaviours, such as harassment, bullying, verbal abuse, or
unsafe conduct, the matter is referred to the Compliance Officer or delegated manager. The
student is advised in writing of the concern and provided with an opportunity to respond. A
behavioural meeting may be scheduled to assess the situation, identify underlying causes,
and determine appropriate action. This may include issuing a written warning, agreeing to a
Behavioural Agreement, or referral to support services.

3. Consequences of Breaches

Failure to comply with AAC’s Student Code of Conduct may result in disciplinary actions on
in serious cases the cancellation of a student’s enrolment. Disciplinary actions may include:

e Warning Letters
e Suspension or cancellation of enrolment
e Other appropriate measures as per AAC’s policies and procedures.

In cases of serious misconduct (e.g., violence, threats, discrimination, or illegal activity), AAC
may immediately suspend the student while an investigation is undertaken. The student will
be provided with an opportunity to respond to the allegations, and all outcomes will be
documented and communicated in writing. Where a student is dissatisfied with the outcome,
they are entitled to access the Appeals process.

Where a sanction may impact the student’s visa (e.g. suspension or exclusion), provide a clear
explanation of implications and refer students to internal and external appeals processes as
required under Standard 10 of the National Code.

At all times, AAC will ensure that students are treated with procedural fairness, that
decisions are made impartially, and that support is offered where appropriate. Behavioural
matters will be recorded confidentially and monitored to ensure resolution and continuous
improvement.

Cancellation of enrolment for breach of the Student Code of Conduct will void all student
rights relating to refunds.

AAC maintain comprehensive records of all reported incidents, investigation processes,
support services offered, behavioural contracts, disciplinary outcomes, and appeals for a
minimum of 2 years after the student ceases enrolment.
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Procedure Summary Table

Step & Action
1. Communicate
behavioural expectations at
enrolment and orientation
2. Observe and record
inappropriate or concerning
behaviour
3. Address minor or first-
time issues through
informal conversation

4. Refer repeated or serious
concerns to Compliance
Officer

5. Provide written notice
and allow student to
respond

6. Conduct behavioural
meeting and determine
outcome

7. Implement outcome and
monitor behaviour

8. Record and file
documentation
confidentially

9. Advise student of right to
appeal if dissatisfied

Responsible
Student Support
Officer / Trainer

Trainer / Staff
Member

Trainer / Staff
Member

Trainer /
Coordinator

Compliance
Officer / CEO
delegate

Compliance
Officer / CEO
delegate

Trainer / Support
Staff

Compliance
Officer

Compliance
Officer

Roles and Responsibilities

Tools/Forms

Student Handbook,
Orientation Checklist

Behaviour Incident
Report Form

Behaviour Monitoring

Log (if used)

Behaviour Incident
Report Form

Behaviour Notification

Letter, Student
Response Record

Behavioural Agreement
Form, Support Referral

Form

Behavioural Agreement

Monitoring Log

Student File Checklist

Appeals Policy, Appeal

Form

Timeframe
At enrolment
and orientation

As required

Within 2
business days of
incident

Within 1
business day of
escalation
Within 3
business days of
referral

Within 5
business days of
response

Ongoing as per
agreement

Within 2
business days of
outcome

At time of
outcome
notification

Role

Responsibility

CEO

Promote a culture of respect, equity and academic integrity.
Oversee the implementation and review of the Student Code of
Conduct.
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Compliance Officer

Ensure compliance with relevant legislation and AAC policies and
procedures.

AAC Staff Model appropriate behaviour and uphold AAC’s policies and
procedures. Provide a supportive and respectful environment for
all students.

Address reports of misconduct promptly, fairly and confidentially.

Students Adhere to the Student Code of Conduct and actively contribute to

a safe, respectful and inclusive learning environment.

Report any incidents of misconduct, harassment or discrimination
to AAC students or staff.

Policy Implementation

This policy is implemented through:

e Orientation sessions and the Student Handbook.

o Staff training in managing student behaviour.

e Publication of the Student Code of Conduct.

¢ Integration with risk management and wellbeing strategies.
¢ Complaints and appeals systems.

e Quarterly review of behavioural incidents and outcomes.

Monitoring and Review

The Compliance Officer maintains records of all behavioural incidents. Patterns and
outcomes are reviewed quarterly and used to inform training, support services, and policy
refinement. Serious incidents are reported to the CEO.

Version Control

Version | Date Description | Approved | Approval Author Review
by date date
V1.0 Feb New CEO 17 Feb 2025 | Compliance Feb 2026
2025 Student Team
Code of
Conduct for
AAC
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V2.0 Jun
2025

Updated in CEO
line with
new
Standards
for RTOs
2025

11 July 2025

Compliance
Officer

July 2027

Policy and Document Information

Author:

Compliance Team

Policy owner:

Compliance Officer

Approved by:

CEO

Approved date: 11 July 2025
Status: Approved
Next review due: | July 2027
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