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CHANGE OF NAME / CONTACT DETAILS

whitehouse
institute
N 1 of design,

1 i
VY = = = = = 4. m . m =’ W A _E _d4austraia

Current Student Details

Family Name:

Given Name(s):

Student Number:

Session Group:

Course Specialisation: [ Fashion

O Interiors O Styling

Details of Change

Change of Name details:
attach proof of name change

Residential Address:

Suburb:

State: Postcode:

Postal Address:

Suburb:

State: Postcode:

HomePh: ()

Mobile Ph:

Contact Email:

Student Authorisation

Please note:

e Students are to inform administration of any change or update to their contact and/or address information. This information is to
enable teaching and/or administration staff to communicate important subject/assessment and/or Institute information to you in a

prompt and effective manner.

e Whitehouse Institute protects the Privacy of its students under the guidelines of the Commonwealth Privacy Act 1988 and the
Whitehouse Institute’s Privacy Policy and will only release information as required by entities with due authority.

Student Signature: Date:
Office Use Only
Received by: Date:
Updated: O Database O Filed Date:
CHANGE OF CONTACT Nov 2011 T1O0F1
& " *% '(

# $ %
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STUDENT LEAVE FORM ‘x / H I' I ‘E HO I S I .: i
of design,
australia

Student Details

Family Name: Given Name(s):

Student Number: Session Group:

Course Specialisation: [ Fashion O Interiors O Styling
Details of Absence

O lliness [ Compassionate Reasons [ Appointment [ Other

Details:

Please remember to attach proof of absence when submitting form or reason for absence will not be validated

Teacher Authorisation (if leaving early)

Purpose of early departure:

Time of departure:

Teacher:

Signature:

Please note:

All absences affect your overall attendance; however validated absences will be taken into account when reviewing a student's
academic progression

Students are reminded to provide proof of absence i.e. medical certificate, compassionate leave or unavoidable appointment
details or will have the leave recorded as non-approved

It is recommended the student retain a copy of the supporting documentation

Proof of absence (such as medical certificates) are to be attached within five days of return to college. Whitehouse reserves
the right to confirm validity supporting documentation such as medical certificates and letters

Appointments such as routine dental and medical matters should not in class hours

This form is to be used in case of unexpected absences (i.e. illness, compassionate etc. For scheduled events in advance - use
Request for Absenteeism - to be lodged 4 weeks prior to requested leave

If leaving class early - sign off by teacher required.

Student Authorisation

Student Signature: Date:
Office Use Only
Received by: Date:
Updated: O Database O Filed Date:
STUDENT LEAVE FORM Nov 2011 10F 1
2 W +

$ %
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2012 - APPLICATION FOR STUDENT W I I ITE I I QU S E atiie*
ABSENTEEISM SLsean

Please note:

e Requests for absenteeism must be lodged 4 weeks prior to the request leave period unless exceptional circumstances apply
e Overseas students are not eligible for absenteeism

*  Applications may not be approved unless supporting documentation is submitted with the application

®  Absenteeism cannot be sought or be approved during the first semester of study

Student Details

Family Name: Given Name(s):

Student Number: Session Group:

Course Specialisation: O Fashion O Interiors O Styling
Details of Request

O Medical [ Compassionate Reasons [ Family Commitment [ Other

Details of request:

Ensure you attach details/proof of request before submission

Teacher/Program Coordinator approvals
In the event of leave during assessment periods, students are required to meet and negotiate with teachers or program coordinator revised submission dates
for individual units prior to lodging form.

Unit: Teacher signature: Submission date:
Unit: Teacher signature: Submission date:
Unit: Teacher signature: Submission date:
Unit: Teacher signature: Submission date:
Notes:

Student Authorisation

In signing | acknowledge that:

e | haveread the 2012 Student Handbook and understand the policies and procedures involved with a request for absenteeism

¢ Relevant documentation has been attached to support my request

e |am aware students are required to maintained a minimum of 80% attendance and that all absences approved or otherwise contribute
to my overall absenteeism

e | have discussed the absenteeism with the Program Coordinator and negotiated assessments before application for absenteeism is
lodged

e If absenteeism is not approved and | do not attend class, | am aware that this will be marked as ‘Away without Leave’

Student Signature: Date:
Office Use Only
Received by: Date:
Current Attendance: Approved: O Yes O No
Approved by: Copy to student: O Yes O No
2012 - APPLICATION FOR STUDENT ADSENTEEISM Nov 2011 10f1
2 w =
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2012 - CONSENT TO DISCLOSE INFORMATION W I I ITE I I OUS E i
STUDENT FILE ACCESS AUTHORISATOIN Sressien

Student Details

Family Name: Given Name(s):

Student Number: Session Group:

Course Specialisation: O Fashion O Interiors O Styling

Student Authorisation

Whitehouse Institute protects the Privacy of its students and will only release information and records as required by entities
with due authority. Any information disclosed under this authority will be under the guidelines of the Commonwealth Privacy
Act 1988 and the Whitehouse Institute’s Privacy Policy. You may request to review the information that is on your Student File
or authorise another person to have access by completing the following form.

O Tlauthorise disclosure of information on my Student File to another person.
l, hereby give permission to the Whitehouse Institute of Design, Australia to

discuss and/or release details of my attendance and/or academic performance to my parents/guardian or person/s listed
below.

Name: Signature: Relationship:
Name: Signature: Relationship:
Student’s signature: Date:
AND/OR

O Irequest to access to my Student File.

l, , hereby request access to personal information held on my student file for the

purpose of:

Student’s signature: Date:

Office Use Only

Received by: Date:

Updated: [ Database O Filed Date:

2012 - AUTHORITY TO DISCLOSE / ACCESS STUDENT FILE Nov 2011 10F1

*3
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APPLICATION FOR ACADEMIC CREDIT / W I I ITE I I OU S E et
RECOGNISION OF PRIOR LEARNING (RPL) of destin

Prior to submitting application, please read ‘What is Academic Credit and how to apply’ information about required

supporting documentation for ACADEMIC CREDIT/RPL consideration

= Complete all relevant sections of this application in full

= Please print CLEARLY

= Return this application form, with all supporting documentation and applicable fee to Whitehouse Institute Student
Administration (fee waived for existing Whitehouse students)

= Submit application and supporting documentation prior to course/semester commencement but where possible no later
than 4 weeks before the applicable census date to enable sufficient time to review application

= Applicants must retain copy of application for your own academic records, as no documentation will be returned. This
includes academic credit/rpl submission with evidence and notice of application outcome

Applicant Details

Family Name: Given Name(s):

Address:

Suburb: State: Postcode:

Phone: Mobile: Email:

Specialisation: [ Fashion O Interiors [ Styling Campus: O Sydney I Melbourne

Student Number (if existing student):

Whitehouse Subject/ Title

List the Whitehouse Institute unit number(s) (e.g. COR107) and title (e.g. Design Ideas & Concepts) for which you are seeking
Academic Credit / RPL. Refer to the Student handbook or website for subject strand, unit numbers and descriptors. Please
complete separate form if applying for more than four units of RPL.

SI:ItraBg;ign Contexts O Design Communication O Design Methods O Design Synthesis
(History/Marketing) (Digital & lllustration Comms) (Technical Workshop)

Unit: Unit Title:

Unit: Unit Title:

Unit: Unit Title:

Unit: Unit Title:

Details of Academic Credit/RPL

Indicate in the space provided the relevant learning undertaken at an institution or provider. Attach all details to evidence
application for academic credit /RPL i.e. academic transcript, qualification awarded and subject/curriculum outcome). You
may also be required to attach copies of work (i.e. essays / projects) to support learning and assist mapping to Whitehouse
unit.

Institution name: Award/Course title:

Semester/year of study: Subject/Unit no and title:

Curriculum outline:

Institution name: Award/Course title:

Semester/year of study: Subject/Unit no and title:

Curriculum outline:

APPLICATION FOR ACADEMIC CREDIT / RPL Nov 2011 1/2

t# S %



APPLICATION FOR ACADEMIC CREDIT / W I I ITE I I OU S E et
RECOGNISION OF PRIOR LEARNING (RPL) of destin

Skills Recognition
Indicate in the space provided any work experience, employment etc that provide evidence of your skills attained and attach
proof/support documentation such as references, awards etc.

Employer:

Address:

Contact name: Title:

Contact details:

Summary of duties:

DECLARATION

I hereby declare that | have read the Academic Credit / RPL information and that the information provided by me is correct,
without amendments, and complete to the best of my knowledge. Supporting documentation is attached. | understand the
process will incur $100 per unit of study applied for, will be credited to my student account upon enrolment and | am aware
there is no refund should my application be declined or if | decline offer to enrol.

I acknowledge if application is successful that it is my responsibility to withdraw the approved unit(s) of study by completion

of Notification to Withdraw on or before the semester census date or | will remain liable for the tuition fee for the approved
unit(s) of study.

Student Signature: Date:

Note: Fee waived for existing Whitehouse students.

Whitehouse use only:

Assessor Notes

Office Use Only

Date received: Fee applicable: 0 YES C0NO  If YES paid: $ Documentation Attached: ] YES [0 NO
Assessed by: Title:

Approved: OO YES ONO Date student notified: EMinerva updated:

APPLICATION FOR ACADEMIC CREDIT / RPL Nov 2011 2/2

*5



2012 - ASSESSEMENT COVER SHEET W I I ITE I I OU S E fé‘ug
BDes - MELBOURNE CAMPUS Sl

Complete ALL information requested and attach to the front of the assessment. No responsibility will be taken by
Whitehouse for assessments submitted without a completed cover sheet.

UNIT CODE: UNIT TITLE:

DISCIPLINE (tick)l:  FASHION [ | INTERIORS [ | STYLING [ | SESSION GROUP:

NAME: STUDENT NUMBER:
EMAIL ADDRESS: PHONE NUMBER:
LECTURER/TUTOR: ASSESSMENT NUMBER:
DUE DATE:

PLEASE NOTE: All assessments must be via the Library. If you would like a receipt of suk please compl the attached
submission receipt to enable the Librarian to stamp and detach. Administration including Reception will not accept assessment submissions

on behalf of Lecturer or Program Coordinators.

PLAGIARISM - THE WHITEHOUSE INSTITUTE UNDERSTANDS THAT A GREAT DEAL OF INFORMATION IS AVAILABLE TO YOU ABOUT YOUR STUDY
TOPICS: ON-LINE, IN JOURNALS, BOOKS AND MAGAZINES. HOWEVER, TO PRESENT THE IDEAS IN THESE WORKS AS YOUR OWN IS PLAGIARISM,
AND RUNS COUNTER TO THE TEACHING AND LEARNING PHILOSOPHY OF THE INSTITUTE WHERE YOU ARE BEING ENCOURAGED TO DEVELOP
YOUR OWN CREATIVITY AS WELL AS YOUR CAPACITY TO CRITICALLY ANALYSE OTHER PEOPLE'S IDEAS. TO THIS END:

Plagiarism is prohibited, where plagiarism is formally recognised as the ‘presentation of thoughts or works of another as one’s own’ and this may
include (butis not limited to):

e Copying or paraphrasing material from any source without due acknowledgment

. Using another's ideas without due acknowledgment

e Working with others without permission and presenting the resulting work as though it was completed independently

¢ Working with others with permission and not accurately crediting each person’s contribution to the final work

Should it be alleged that you have plagiarised then the matter will be investigated in accordance with the Institute’s plagiarism policy and
procedure. Should it be found that you have plagiarised, then penalties will apply.

SUBMISSIONS & ASSESSMENT REQUIREMENTS ON BACK OF SHEET: SIGNING THE ASSESSMENT COVER SHEET DECLARES YOU AGREE TO THE
ASSESSMENT POLICY OF WHITEHOUSE INSTITUTE OF DESIGN.

DECLARATION: | declare that, except where specified, this is all my own words, designs, production, etc.

STUDENT SIGNATURE:

DATE OF SUBMISSION:

3< Student - complete details and detach to enable receipt of submission

SUBMISSION RECEIPT:

UNIT CODE: UNIT TITLE:
DISCIPLINE (tick): FASHION [ | INTERIORS [ | STYLING [ | SESSIONGROUP:

NAME: STUDENT NUMBER:

EMAIL ADDRESS: PHONE NUMBER:

LECTURER/TUTOR: ASSESSMENT NUMBER:

DUE DATE: SUBMISSION DATE:

RECEIVED BY: (print name) SIGNATURE:

2012 - ASSESSEMENT COVER SHEET -~ MELBOURNE CAMPUS Nov 2011 10f2

$ %



2012 - ASSESSEM
BDes - SYDNEY C

ENT COVER SHEET

A S YY = .=

whitehouse
institute
i A | of design,
= =

M4 N B s W/ A/ _E_4 austraiia

Complete ALL information requested and attach to the front of the assessment. No responsibility will be taken by
Whitehouse for assessments submitted without a completed cover sheet.

UNIT CODE:

DISCIPLINE (tick):

UNIT TITLE:

- — ~ -

R s N I [
FASHION INTERIORS TYLING SESSION GROUP:

NAME: STUDENT NUMBER:
EMAIL ADDRESS: PHONE NUMBER:
LECTURER/TUTOR: ASSESSMENT NUMBER:
DUE DATE:

PLEASE NOTE: All assessments must be via the submission box in the Library {note: these will be non receipted). Should a student
prefer to have their submission receipted, they are to complete the submission receipt and lodge submission directly with Reception
who will finalise receipt.

PLAGIARISM - THE WHITEHOUSE INSTITUTE UNDERSTANDS THAT A GREAT DEAL OF INFORMATION IS AVAILABLE TO YOU ABOUT YOUR STUDY
TOPICS: ON-LINE, IN JOURNALS, BOOKS AND MAGAZINES. HOWEVER, TO PRESENT THE IDEAS IN THESE WORKS AS YOUR OWN IS PLAGIARISM,

AND RUNG COUNTER TO THE TEACHING AND | EARNING DU ACADLIV OF TUE INSTITUITE WUERE VAL ARE BEING ENCOLURAGEDS TO DEVEL OP
AND RUNS COUNTER TC THE TEACHING AND LEARNING PHILOSOPHY OF THE INSTITUTE WHERE YOU ARE BEING ENCCURAGED TO DEVELOP

YOUR OWN CREATIVITY AS WELL AS YOUR CAPACITY TO CRITICALLY ANALYSE OTHER PEOPLE'S IDEAS. TO THIS END:

Plagiarism is prohibited, where plagiarism is formally recognised as the ‘presentation of thoughts or works of another as one’s own’ and this may
include (butis not limited to):

e Copying or paraphrasing material from any source without due acknowledgment

e Usinga

. Working with others without permission and presenting the resulting work as though it was completed independently
e Working with others with permission and not accurately crediting each person’s contribution to the final work

a

Should it be alleged that you have plagiarised then the matter will be investigated in accordance with the Institute’s plagiarism policy and
procedure. Should it be found that you have plagiarised, then penalties will apply.

SUBMISSIONS & ASSESSMENT REQUIREMENTS ON BACK OF SHEET: SIGNING THE ASSESSMENT COVER SHEET DECLARES YOU AGREE TO THE
ASSESSMENT POLICY OF WHITEHOUSE INSTITUTE OF DESIGN.

DECLARATION: | declare that, except where specified, this is all my own words, designs, production, etc.

STUDENT SIGNATURE:

DATE OF SUBMISSION:

< Student - complete details and detach to enable receipt of submission by Reception

SUBMISSION RECEIPT:
UNIT CODE: UNIT TITLE:
DISCIPLINE (tick): FASHION [ | INTERIORS [ | STYLING [ | SESSIONGROUP:
NAME: STUDENT NUMBER:
EMAIL ADDRESS: PHONE NUMBER:
LECTURER/TUTOR: ASSESSMENT NUMBER:
DUE DATE: SUBMISSION DATE:
RECEIVED BY: {print name) SIGNATURE:
2012 - ASSESSEMENT COVER SHEET -SYDNEY CAMPUS Nov 2011 Tof2
2 g I

$ %
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2012 - APPLICATION FOR EXTENSION WH ITE HOU S E

A student can request an extension to the due date of an assessment task by negotiation with the Lecturer/Tutor. The
Application for Extension form must be completed by the student and submitted no later than ten (10) days before the
submission date. Requests for Extension cannot be accepted after this date. Please note: where a student fails to submit an
assessment task after the agreed extended due date, the result will be recorded as ‘Not Submitted’ and may contribute to the
student receiving a FAIL for the subject. Refer to the student handbook and academic progression policy for more information.

Student Details

Family Name: Given Name(s):

Student Number: Session Group:

Course Specialisation: O Fashion O Interiors O Styling

Extension Request

Subject: Teacher:

Date of Request: Assessment Due Date:

Assessment Title:

Teacher:

Reasons for Extension:

Requested Submission Date:

Teachers Signature:

Student Authorisation

Please note:

e Requests for extensions due to illness, special circumstances or other are to be negotiated with the Tutor or Program
Coordinator; and are to be completed by the student at least ten (10) days before the submission date

e Ifapproved, this form is to be attached to the assessment along with the Assessment Cover Sheet.

Student Signature: Date:

Teacher Authorisation

Approved Submission Date:

Teacher: Signature:

2012 - APPLICATION FOR EXTENSION Nov 2011 1/1

t# S %
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2012 - APPLICATION FOR SPECIAL W I I ITE I I OU S E atie ™
CONSIDERATION australa’

SPECIAL CONSIDERATION

A student may apply for special consideration if they consider that illness or misadventure adversely affected their assessment task or the
student was prevented from submitted their work due to circumstances beyond their control. It is recommended that the student is aware
of conditions of application and instances that do not apply to special consideration on the reverse of application or the 2012 Student
Handbook before submission.

Student Details

Family Name: Given Name(s):

Student Number: Session Group:

Course Specialisation: O Fashion O Interiors O Styling

Application Request

Date of Request: Unit(s) of Study:

Teacher: Assessment Due Date:

Assessment Title:

Reasons for Special Consideration:
(attach supporting documentation)

Requested Submission Date:

Teachers Signature:

Student Authorisation

Please note:

An Application for Special Consideration must meet the following deadlines:

e Forassessment items during semester where possible the application must be lodged ten (10) days before the
assessment due date

¢ ForPanel assessments or formal examinations the application must be lodged no later than one (1) working day after the
panel assessment or examination

¢ Ifapproved, should you fail to meet approved deadline, the assessment will be treated as a ‘non submission” and normal
academic penalties will apply.

Student Signature: Date:

Teacher/Program/Academic Coordinator Authorisation

Approved by: (hame) Signature:

Please note, all student enquires for extensions, special consideration or exceptional circumstances are to be with your Teacher, Program or

ator only. Campus Management and/or Administration staff do not have the authority to vary or approve late

Academic Cool

submissions without academic penalty.

2012 - APPLICATION FOR SPECIAL CONSIDERATION Nov 2011 1of2

t# S %
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2012 NOTIFICATION TO WITHDRAW OR W I I ITE I I OU S E atiuie
DEFER STUDIES SLearn

Students considering deferment or withdrawal are required to meet with the Program/Academic Coordinator and or Student Administration to discuss
their intentions as the student needs to be aware of the consequences of their actions if deferring or withdrawing from studies.

= Please read the 2012 Changing Enrolment information attached as well as the Changing Enrolment information and the relevant Refund Policy in
the 2012 student handbook prior to completing this form

- Please print clearly and complete all relevant sections on front, sign and date declaration on reverse of this form - retain the information page for
yourfiles

= Submit or mail completed form together with student card/transport concession to Student Administration at your Campus

Student Details

Family Name: Given Name(s):

Address: State: Postcode:

Email: Phone: Mobile:

Course Specialisation: O Fashion O Interiors O Styling

Student No: Session Group: FEE-HELP student: O Yes O No
Overseas Student: O Yes O No Campus: O Sydney O Melbourne

Deferral: Deferment date will be effective when notification is receipted by Student Administration

o I wish to defer my enrolment in the Bachelor of Design:
When do you anticipate your return: Semester:
or
jn]
Unit No: Unit Title: When:
Unit No: Unit Title: When:
Unit No: Unit Title: When:
Unit No: Unit Title: When:
or
Withdrawal: Withdrawal date will be effective when notification is receipted by Student Administration
o I wish to withdraw and cancel my enrolment in the Bachelor of Design
Do you require an Academic Transcript of Studies? (allow 5-10 days processing) O Yes ONo
Do you require a Letter of Release? (overseas students only - provide Letter of Offer) O Yes ONo

Please state your reasons for deferring (in full or part) or withdrawing from studies before completion of qualification

O Health O Personal

O Financial pressure O Change of study direction

O Travel/Work opportunities O Dissatisfaction with degree program
O  Other: (please state)

Your comments that would assist us in improving the quality of the program would be appreciated:

2012 - NOTIFICATION TO WITHDRAW OR DEFER STUDIES Version 2 - Dec 2011 10of3
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2012 NOTIFICATION TO WITHDRAW OR

whitehouse
institute
DEFER STUDIES W HITE HOUSE st

Fee information

Please advise tuition fee payment method

O FEE-HELP - refer to the FEE-HELP booklet for conditions
O PRE-PAID - Please respond to following question

If PRE-PAID, would you prefer Whitehouse to refund or retain any pre-paid O NO - please refund payee O YES - yes please retain
tuition fees (if eligible) as credit against future re-enrolment?

PAYEE:

Student Declaration

n signing i deciare that:

. I have met with the Student Administrator and/or Program Coordinator prior to submitting this notification

e | have read the Changing Enrolment information attached and/or Changing Enrolment section and relevant Refund Policy in the 2012 Student Handbook
and understand the policies and procedures involved with submitting this notification

¢ | have attached/returned my Whitehouse student card / transport concession (if withdrawing or deferring in full)

e |am aware thatif approved and | withdraw or defer in full in the_period of 28 days of course/semester commencement through to the census date,
I will incur the Late Withdrawal fee $2,173.00. The late withdrawal fee along with any other Whitehouse fees that | have incurred during my enrolment
are to paid in full on or before the close of business censes date. My enrolment will remain in effect until all outstanding Whitehouse fees I have
incurred during my enrolment, including the withdrawal fee, are paid in full. If all outstanding fees are paid on or before the close of business census
date, my enrolment will be cancelled, the FEE-HELP debt for the units of study removed. If | have not followed this process and the enrolment is still in
effect after the census date, the FEE-HELP debt will remain. If I have paid the tuition fees up front, | will be eligible for a refund for the balance of fees or
they can be held in credit against my future re-enrolment

* |am aware that if partial deferral is approved, on or before the census date, the deferred units of study will be removed from my study load. The FEE-
HELP debt will be removed and/or | will be eligible for a refund or credit of pre-paid tuition fees for the deferred units of study. Late withdrawal penalty
does not apply for partial deferral on or before the census date

e | am aware that if | withdraw or defer in full or part after the census date, | will incur the FEE-HELP debt or fees for all relevant units of study
undertaken in this semester of enrolment

e | understand that withdrawal or deferral will be effective from the date the notification was received by Student Administration and when all
outstanding Whitehouse fees are paid

s lam aware that lieve that my withdrawal or defeival after the census date is due to exceptional circumstainces, | am to rate
Refund or Re-Credit of FEE-HELP debt. | will complete the Application to Refund Tuition Fees or Re-Credit FEE-HELP form and submit with supporting
documentation to the Student Administration Manager for consideration by the CEO.

Student Signature: Date:

Office Use Only

Discussed with: Date:

Processed by: Date:

0O Academic Coordinator advised O Enrolment updated 0 Student file updated

O PRISMS updated (overseas students) O Notification to student O Data collation updated

2012 - NOTIFICATION TO WITHDRAW OR DEFER STUDIES Version 2 -Dec 2011 20f3
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2012 NOTIFICATION TO WITHDRAW OR W I I ITE I I OU S E atiuie
DEFER STUDIES SLearn

CHANGING ENROLMENT INFORMATION - PLEASE KEEP THIS PAGE FOR FUTURE REFERENCE - ALSO KEEP A COPY OF YOUR NOTIFICATION

DEFERMENT OR WITHDRAWAL

If a student (domestic and overseas) is considering deferring or withdrawing from studies after enrolment/re-enrolment, they are to meet with their Program
and or Academic Co-ordinator and Student Administration to discuss their intentions and submit the appropriate documentation to support the request.
The Whitehouse Institute assesses all requests to defer or withdraw (in full or part) based on factors that need to be taken into consideration such as
academic progression, attendance, course suitability, study load and/or student welfare. The Whitehouse Institute will take no action until a completed
Notification to Withdraw or Defer form is submitted to Student Administration.

If approved, deferral with no academic penalty is granted for a maximum period of two (2) years. All students need to be aware of the financial conditions of
changing their enrolment status and are advised to refer to the relevant Refund Policy.

DOMESTIC STUDENTS

If, after the meeting, the student decides to fully defer or withdraw from the course on or before the census date, the student is to submit the Notification to
Withdraw or Defer form and return his/her Whitehouse Institute student ID card and transport concession when the notification is submitted. The student will
then be invoiced the late withdrawal fee. The student’s enrolment will remain in effect until all outstanding Whitehouse fees the student has incurred during
their enrolment, including the withdrawal fee, are paid in full. If all outstanding fees are paid on or before the close of business census date, the student’s
enrolment will be cancelled. A Withdrawal/ No Fee Payable (WDNFP) code will be recorded on the student file. If the student has requested FEE-HELP
assistance, the FEE-HELP debt will be removed. If the student has pre-paid tuition fees, the balance of fees will be refunded to their nominated payee within
four (4) weeks or held in credit against future re-enrolment for a maximum of two (2) years.

If the student has not correctly followed this process and the enrolment is still in effect after the census date, the FEE-HELP debt will remain.

If a partial deferral is approved after the meeting and submission of the Notification of Withdrawal or Deferral form, on or before the census date, the
deferred unit(s) of study will be removed from the students study load. A Withdrawal/ No Fee Payable (WDNFP) code will be recorded against the deferred
units on the student file. The FEE-HELP debt will be removed and/or the student is eligible for a refund or credit of pre-paid tuition fees for the deferred units
of study. The Late Withdrawal fee does not apply for partial deferral on or before the census date.

When the student withdraws or defers in full or part on or before the census date, the unit(s) of study are removed from the study load and no academic
result will be recorded for these unit(s) of study.

If, after the meeting, the student decides to defer or withdraw (in full or part) from studies after the census date, the student is to submit a completed
Notification of Withdrawal or Deferment form and return his/her student ID card and travel concession. A Withdrawn/Fee Payable (WDFP) code will be
recorded on the student’s file and pre-paid tuition fees will not be refunded. If the student has applied for FEE-HELP assistance, he/she will incur the FEE-
HELP debt of all enrolled units of study. Where a student withdraws from the course without notification, the student is deemed as ‘withdrawn without
notice’. The student’s enrolment will be cancelled with the Withdrawn/Fee Payable (WDFP) code recorded on the student’s file. Pre-paid tuition fees will not
be refunded and/or the FEE-HELP debt for all enrolled units of study will remain. No Attempt (no work submitted) or FAIL (results for work submitted to date)
will be recorded against the student’s academic record.

Overseas Students
Special rules apply to overseas students and holders of student visas. Changing enrolment status could have serious consequences for the student and may
lead to the cancellation of a student visa.

Under the National Code of Practice, student visa holders are not permitted to apply for deferment or withdrawal after enrolment except in exceptional
circumstances. If exceptional circumstances are applied for and approved, the student’s enrolment will cancelled and Withdrawn/Fee Payable (WDFP) will be
recorded against the student file. DIAC will be informed of any changes to a student’s status. The student may then apply for a full or partial refund or credit
against future re-enrolment depending on the exceptional circumstances - refer to the relevantrefund policy.

Student visa holders are restricted from transferring to another Australian education provider if the student has not completed six calendar months of study
in their enrolled program. If, after the completion of six months of study and meeting with the academic staff, the student decides to cancel their enrolment
at Whitehouse, the student is reguired to submit the compieted Notification to Withdiaw or Defer foiim to student Administration with a valid offer of
enrolment from another registered eduction provider along with their student ID. This is to be done 28 days prior to semester commencement. Failure to
lodge the notification before the deadline will result in the enrolment and tuition liability remaining. A Letter of Release and Academic Records/Transcripts
will be withheld until all fees are paid.

If, after the meeting, the student visa holder decides to submit the Notification to Withdraw or Defer form and fails to provide a valid offer of enrolment from a
registered education provider, the Whitehouse Institute will cancel the student’s enrolment and CoE. Withdrawn/Fee Payable (WDFP) will be recorded
against the student file. Where a student withdraws from the course without notification, the student is deemed as ‘withdrawn without notice”. The student’s
CoE and enrolment will be cancelled, Withdrawn/Fee Payable (WDFP) code recorded on the student’s file. Pre-paid tuition fees will not be refunded. DIAC
will be informed by cancellation of the CoE, which may result in the cancellation of the student visa. The appropriate grade for work(s) submitted will be
awarded and recorded against the students academic record. No Letter of Release will be issued. Academic Records/Transcripts will be withheld until all fees
(tuition and/or incidental) are paid.

For an overseas student on a temporary residency visa (other than a student visa), deferral or withdrawal (in full or part) is permitted. If, after the meeting, the
student decides to defer or withdraw in full or part, no further action will be taken by the Whitehouse Institute until a completed Notification of Withdrawal or
Deferment form is submitted to Student Administration. The Student’s ID card must be returned (if deferring or withdrawing in full). The student’s enrolment
will be cancelled or updated (if deferring in part) and Withdrawn/Fee Payable (WDFP) will be recorded. The student will not be eligible for refund except in
exceptional circumstances. The appropriate grade for work(s) submitted to date will be awarded and recorded against the students academic record.

DEFERMENT OR WITHDRAWAL DUE TO EXCEPTIONAL CIRCUMSTANCES

If the student believes that deferral or withdrawal is due to exceptional circumstances, they are to submit an Application to Refund Tuition Fees or Re-Credit FEE-
HELP Debt form with documentation within 12 months of deferral or withdrawal. If approved, the student’s file will be updated as Withdrawn (No Fee Payable)
and no academic result will be recorded. Pre-paid tuition fees will be refunded to nominated payee and/or FEE-HELP debt credited. If the application is not
approved, all fees or FEE-HELP debt for units of study will apply and the previous academic results awarded such as No Attempt (no work submitted) or FAIL
(results for work submitted to date) will stand.
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You should complete the Application to Refund Tuition Fees or Re-Credit FEE-HELP Debt form if you
are requesting refund of all or part of your pre-paid tuition fees or FEE-HELP loan for the semester
cancelled if:
¢ Youare or were an enrolled student of Whitehouse Institute within the last 12 months
¢ You paid your tuition fees upfront or you deferred your tuition fees to FEE-HELP
¢ The census date has now passed and because of exceptional circumstances you withdrew or
deferred your enrolment (partially or in full) before the last teaching date of the semester/session

Privacy

Personal information collected on this form or supplied by you to the Whitehouse institute is treated in
the strictest confidence in accordance with the relevant privacy legislation and guidelines. The
information collected is used solely for the purpose of assisting the Student Administration Manager to
advise the Chief Executive Officer in making an informed decision on your case.

Changing your address
In accordance with Whitehouse Institute rules, it is important that you immediately notify the Whitehouse
Institute in writing of any change of mailing address.

False or misleading statements or information

It is a criminal offence to knowingly make a false or misleading statement or to otherwise knowingly
supply false or misleading information in connection with an application for refund of tuition fees or re-
crediting of your FEE-HELP debt. Applicants who knowingly supply false or misleading information may be
liable to criminal prosecution.

What exceptional circumstances are accepted?
Each application will be examined and determined on its merits. As a general guide, exceptional
circumstances include those that are beyond your control; i.e. a situation occurs which a reasonable
person would consider is not due to the person’s action or inaction, either direct or indirect, and for which
the person is not responsible. This situation must be unusual, uncommon or abnormal.
AND
did not make its full impact on you until on or after the census date; i.e. your circumstances occurred

¢ before the census date, but worsen after that day, or

s before the census date, but the full effect or magnitude does not become apparent until on or

after that day, or

s on or after the census date.
AND/OR
made it impracticable for you to complete the course/unit requirements; i.e.

- undeartaka tha nacecsary private study reauired gr attend sufficient lact
i UnGeriake tne nedessary privaie study requireq, of aliend suimidient et

other compulsory attendance requirements in order to meet your compulsor
requirements, or

¢ complete the required work, or

¢ sit the required examinations, or complete any other course/unit requirements.

course/unit

<

Exceptional circumstances may include:
¢ Medical reasons - where your medical condition only became known after enrolment OR the
census date OR your medical condition existed prior to the census date, continued past that date
and deteriorated to the extent that you are unable to continue your studies.
* Family/personal reasons - due to unforeseen personal/family reasons that are beyond your
control you are unable to continue with your studies.
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Please note: exceptional circumstances do not include:
¢ alack of knowledge or understanding of FEE-HELP regulations or
¢ a lack of knowledge or understanding of the Whitehouse Institutes enrolment procedures and
policies or
s termination of enrolment due to failure to comply with Whitehouse policies including, but not
necessarily limited to unacceptable conduct and unsatisfactory progress.

Application Period
Your application must reach the Student Administration Manager within 12 months from the day you
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application must reach the Student Administration Manager within 12 months from the last day of the
period in which you undertook or were to undertake the unit or units of study.

If not supplied at submission of application, supporting documentation is required within 28 days of
receipt of your application. A lack of knowledge or understanding of the requirements for applying for
refund of tuition fees or re-crediting of FEE-HELP debt is not a valid reason for applying after the deadline.

It is most important that your application for refund of tuition fees or re-crediting of a FEE-HELP debt
reaches the Student Administration Manager within the 12 month application period. Applications
received after these dates WILL NOT be considered. The time limit maybe waived if Whitehouse is
satisfied that it was not possible for you to apply within the time limit.

Supporting documentation

Your application for refund of tuition fees or re-crediting
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a FEE-HE
merits in conjunction with the supporting documentatlon you provide. Your supporting documentation
should provide enough detail for the Student Administration Manager to advise the Chief Executive
Officer to make an informed decision regarding your case.

What supporting documentation do | need to provide?
It is most important that you provide independent supporting documentation to support your claims. It is
not sufficient to provide only a personal statement outlining your exceptional circumstances.

Depending on your reasons for application, you may also need to provide a statement from a doctor
and/or counsellor to verify your claims. Statements made by parents/guardians, husbands/wives/partners
or close relatives are not considered to be independent documentation for these purposes.

Supporting documentation should include
e Medical reasons - a statement from adoctorin

...... easons - a staten yadocto ting: th
changed; how your condition affected your ability to stu
you could not continue with your studies.

+ Family/personal reasons - a statement from a doctor, counsellor or independent member of the
community (e.g. A Justice of the Peace or a Minister of Religion) indicating: the date your personal
circumstance began or changed; how your circumstance affected your ability to study; and when
it became apparent that you could not continue with your studies.

What happens to my application after it has been lodged with the Student Administration
Manager?
1. Upon receipt of the application form with original supporting documentation by Student
Administration Manager, you will be issued with an acknowledgement (if you lodge it in-person).
If you send your application via post, you will be emailed an acknowledgment advising date of
receipt. If you have not received an acknowledgment of your application within two weeks of
posting it, you should contact Student Administration to follow up. It is recommended that you
retain a copy the completed application and all supporting documentation.
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2. The decision to approve or not approve the refund of tuition fees or re-crediting of a FEE-HELP
debt will be considered principally on the basis of your independent supporting documentation. It
is your responsibility to ensure all relevant documentation is provided. Whitehouse reserves the
right to validate any documentation supplied to support your claim.

3. The application, along with supporting documentation and any relevant student administration
documentation will be forwarded to the Chief Executive Officer for review and decision. The
Student Administration Manager will then advise you in writing of a decision within 45 working
days that either the application is approved or disallowed, or if further documentation/validation

ic vas ivad
is required.

4. If approved, in the event of pre-paid tuition fees, it will be paid in favour of the student or your
nominated agent within 4 weeks of approval. In the event of FEE-HELP re-credit, the debt will be
remitted at the next batch of revisions (before the end of the calendar year). Due to cut off dates,
please be advised that it can take some time for the ATO to remove the debt after reporting.

5. If not approved and you are not satisfied with the decision, you may apply in writing for a review.
Your application for review must be sent within 28 days of receiving the original advice. You must
state the reason why you are applying for a review.

6. The Whitehouse Institute will acknowledge receipt of the request for a review.

7. You will be notified in writing of the reviewer’s decision and the reviewer’s reasons for making the
decision within 45 working days.

8. If you are dissatisfied with the results of the review, you have the right to appeal to the
Administrative Appeals Tribunal (AAT) for a review of the reviewer’s decision. The Whitehouse
Institute will participate in any procedures as deemed necessary by the AAT to resolve the matter.

Address for enquires and applications

For enquiries about making application for refund of tuition fees or re-crediting of a FEE-HELP debt, see
the Student Administration Coordinator at your campus. Further information on your rights and
obligations are covered in the Bachelor of Design student handbook, relevant Student Refund Policy,
Going to Uni government website www.goingtouni.gov.au or the FEE-HELP information Booklet provided
at enrolment or available from Whitehouse Institute. It is recommended that you retain these instructions
and a copy of your application and supporting documentation for future reference (if required).

Send completed applications and supporting documentation to:
Student Administration Manager
Whitehouse Institute of Design, Australia
Level 4, 672 Bourke Street
Melbourne VIC 3000
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Whitehouse Institute of Design, Australia
Level 4, 672 Bourke Street, Melbourne VIC 3000

Student Details

Family Name: Given Name(s):

Address:

Suburb: State: Postcode:
Phone: Email:

Student Number: Campus: Session Group:

Course Specialisation: [ Fashion O Interiors O Styling
Request details

| am applying to: 0O Refund of Tuition Fees [ Re-credit FEE-HELP debt
Notification of Withdrawal or Deferral lodged? OYES DONo If YES: date lodged:
Withdrawal or Deferral confirmed: O YES [ No If YES: date of confirmation:

Section 1 - Unit of Study claim details {not required if withdrew/deferred on or before census):

Year: Study period: Census Date: Unit No: Unit name: Payment Type:
e.g.2010 e.g. Semester 1 e.g. 23 March e.g. COR107 e.g. Design Ideas and Concepts i.e. Paid upfront or
2011 deferred FEE-HELP

Continued over................
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