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1. GENERAL INFORMATION

1.A.1 Purpose of this handbook

The Student Handbook is intended to be used in the following ways:

1. To provide information to applicants that will enable them to make informed decisions
about studying at Bluewater Aviation Pty Ltd, holding by Diamond Airline Academy Pty Ltd,
trading as Diamond Airline Academy, (abbreviated as DAA in this handbook).

2. To provide a reference for enrolled students about DAA’s policies and processes and their
rights and obligations.

3. To provide a reference and training tool to all staff at DAA of VET processes and procedures.

DAA’s entry requirements, policies and procedures, are set out in this Student Handbook under
relevant sections. Please read carefully through the information material and links provided before
making a decision about study.

If you have any questions please contact
Student Manager: Dipti Patel
Email: enrol@diamond.edu.au

Phone: 1300 342 666

1.A.2 Statement of quality assurance

Bluewater Aviation Pty Ltd is a Registered Training Organisation (RTO) with National
Provider Code 31977 and approved to offer certain courses under the Australian
Qualifications Framework (AQF). As a registered provider Bluewater Aviation must meet the
following requirements:

1. Be compliant with all components of the Vocational Education and Training (VET)
Quality Framework which includes, but not limited to, the Standards for NVR
Registered Training Organisation 2012, as set out by ASQA.

1.A.3 Courses offered under the AQF

Course Code Qualification Title
AVI50219 Diploma of Aviation (Commercial Pilot Licence — Aeroplane)
AVI50519 Diploma of Aviation (Instrument Rating)
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1.A.4 Campus
Address: 22-24 Northern Avenue Moorabbin Airport VIC 3194
1.A.4.1 Location

Diamond Airline Academy Office is located at the Moorabbin Airport which is about 25KM from
Melbourne CBD. Moorabbin Airport has 5 runways and is a major employment precinct for the State
of Victoria. It offers an unique blend of features that accommodate a diverse range of training
options. Student can benefit from all the required navigational aids for effective and efficient
training; radar controlled airspace; and uncontrolled airspace for navigation, and access to various
regional and remote airfields

1.A.5 Privacy

Personal information is collected for the primary purpose of flight training, mainly via the enrolment
form. Notwithstanding the relevant provisions of the Privacy Act 1988 DAA undertakes to abide by
the following Policy:

1. VET provider requirements under ASQA to collect and report “Total VET Activity” data. This
includes full Australian Vocational Education and Training Management Information
Statistical Standard (AVETMISS) data, in accordance with the National VET Provider
Collection Data Requirements Policy.

1.A.5.1 Personal Information Collected by DAA

a) All personal information gathered, as required by CASA and of the normal administration of
the flying school such as name, date of birth, home address, email address, and phone
number

b) All personal information in regard to next of kin for the purposes of notification in the event

of an emergency

c) Most information is gathered directly from the person however from time to time it may be
required to collect information from a third party. When it is required to gather information
in this way you will be asked to give a written consent.

1.A.5.2 Sharing of your personal details

a) DAA undertakes that no personal information gathered, shall be used for any other purpose
than that stated to you.

b) Information shall not be passed to any third party without your knowledge and consent.
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c) We may pass on your information to a third party in limited circumstances when authorised
under law.
d) When your information is passed to a third party we require that they comply with the

Australian Privacy Principles in the Commonwealths Privacy Act 1988.

If you wish to seek access to your personal information or enquire about the handling of your
personal information, please contact the Student Manager on P 1300 342 666

1.A.5.3 Consent

DAA will assume that, unless you advise otherwise, you consent to the collection of the information
that you provide to DAA (either directly or indirectly) for use and disclosure by DAA in accordance
with our Privacy Policy.

DAA will only collect sensitive information (which is a category of personal information that includes
information about things like health, religion etc.) from you with your consent and where it is
reasonably necessary for DAA to provide you with services or carry out services or activities.

1.A.6 Unique Student Identifier (USI)

As of 1 January 2015, if you are undertaking nationally recognised training delivered by a registered
training organisation you will need to have a USI. An USI gives you access to your online US| account
that contains our nationally recognised training records and results from 1 January 2015 onwards.
One of the main benefits of the USI is that you will have easy access to your training records and
results throughout your life. It is free and easy for you to create your own USI online; please follow
the link http://www.usi.gov.au

1.A.7 Formal communication with students

DAA uses email as the primary method of communicating with students and providing them with
information. Students provide contact details, including address, phone numbers and email address
on their enrolment form, which will be used by all departments for student training and
administration.

1.A.8 Incident and accident reporting

Please refer to DAA’s Workplace Hazard and Incident Reporting Policy in our Operations Manual.
The operations manual is accessible for all students in the library. This will be covered during the
student’s induction and orientation process.
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1.A.9 Civil Aviation Safety Authority (CASA)

CASA is primary responsible for maintenance, enhancement and promotion of safety for civil
aviation in Australia. CASA have outsourced the delivery of exams to Assessment Services Pty Ltd
(ASL). Their web site is: https://www.aslexam.com/tol/default.aspx.

For more information on CASA and their fees please go to their website www.casa.gov.au

1.A.9.1 Aviation reference number (ARN)

All individuals who plan to do flight training in Australia needs to apply to CASA for an ARN as soon
as possible. You will need an ARN before you can book an aviation medical examination. ARN
Application Form 1162 can be downloaded from the CASA website www.casa.gov.au and sent to
CASA with a legible copy of one piece of identification. Submit your application by one of three
methods:

Mail: CASA Licence and Registration Centre (CLARC); GPO Box 2005;

Canberra ACT 2601.

Fax number: 1 300 737 187 (+61 2 6217 1899) if faxing from outside of Australia).
Email: Scan and emailing as a jpeg file to clarc@casa.gov.au

1.A.9.2 Aviation Medical

All students require a medical certificate from a CASA approved doctor (DAME) before starting a
flying course.

There are two classes of CASA medicals:

A Class 2 medical is a general medical certificate, recommended for individuals who fly purely for
their own enjoyment and recreation and do not intend to train beyond PPL level. A Class 2 medical
certificate is valid for four years for applicants under 40 years and two years for older persons. A
Class 2 medical is appropriate for all foreign students who undertake training at Bluewater Aviation
for a foreign licence.

A Class 1 medical is required for all individuals at CPL level and beyond. The medical examination
includes hearing, eyesight, ECG and blood tests and is valid for 1 year. All Bluewater Aviation
students undertaking a course to achieve a CASA CPL or higher should get a Class 1 medical
certificate before starting a flying course of study.

For more information on medical certificate requirements and the location of approved DAMEs,
please visit the CASA website www.casa.gov.au and go to ‘Aviation Medicals’.

New CASA application procedures

1. Students need to login directly at http://services.casa.gov.au/avmed/default.asp with their
ARN, full name and date of birth. CASA sends a link to the student’s email address to begin
the medical application.

2. The student then pays the $75 CASA fee and books an appointment with a DAME.

RTO Code: 31977


https://www.aslexam.com/tol/default.aspx
https://www.aslexam.com/tol/default.aspx
http://www.casa.gov.au/
http://www.casa.gov.au/
mailto:clarc@casa.gov.au
mailto:clarc@casa.gov.au
http://services.casa.gov.au/avmed/default.asp
http://services.casa.gov.au/avmed/default.asp

Page |9
3. After the appointment the DAME sends the application to CASA who then forwards the
medical directly to the student’s email.
1.A.9.3 Drug and alcohol management plan (DAMP)

Please refer to DAA’s Drug and Alcohol Management Plan in our Policies and Procedures Manual.
The manual is accessible for all students in the library. This will be covered during the students
induction and orientation process.

1.A.9.4 Aviation security check

All students enrolled in a CASA course require an Australian Security Identification Card (ASIC) prior
to the issue of their licence. Students must submit their application as soon as practical before
commencing the course as this is a pre-requisite to enrol into the course.

1.A.9.5 English Language requirements

General English Language Proficiency or visit the CASA website

https://www.casa.gov.au/licences-and-certification/standard-page/english-language-proficiency-
flight-crew

Or

Aviation English Language Proficiency or visit the CASA website

https://www.casa.gov.au/licences-and-certification/standard-page/english-language-proficiency-
flight-crew

1.A.9.6 CASA examinations

The courses are developed to align with CASA syllabus and embed the learning outcomes for
students to prepare to undertake the CASA cyber examinations, which is a requirement to complete
the licences.

To learn more about the licences, please visit the following links which will outline the flight crew
licencing requirements for the below or visit the CASA website https://www.casa.gov.au/

Recreational Pilot Licence (A)

Private Pilot Licence (A)

Commercial Pilot Licence (A)

Instrument Rating (A)
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1.A.10 Leave procedures

Students are able to lodge a leave form for the following reasons and students will take
responsibility of their academic progress monitoring.

1.A.10.1 Sick leave

Definition: Unable to attend class or flying lessons due to illness

Student’s responsibility DAA'’s responsibility
1. Students inform their instructor, or 1. Assist students with doctor or
Management (in that order) by hospital visits if needed.

phone/email (not text message)
before the first lesson of the day
that they will be absent.

2. Students who need help, for
example transport to a doctor,
should contact the Student Manager
by phone only.

3. DAA requires students to provide a
medical certificate on the day of
return, depending on the duration of
absence.

1.A.10.2 Leave from Study

Definition: Short period of leave during a scheduled training period due to compassionate or
personal reasons.

Student’s responsibility DAA'’s responsibility

Complete Student Leave Form 1. As a general rule, students taking
Visit the relevant managers leave from study for extended
indicated on the form for the periods have to go through the
approval of leave departure clearance process.

3. A formal departure clearance may
be needed for longer periods of
leave, as advised by the Student

Manager

1.A.11 Student Mentor

The Chief Flying Instructor and/or Student Manager will be allocated as a student mentor in the first
instance and will assist in areas such as:
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Page |11

e Educational support and referral
e Student support service referral

1.A.12 Dress code

As part of the professional culture at DAA, students are required to wear a standard uniform while
studying. Uniforms can be ordered/purchased from DAA reception.

Uniform consists of

e  White short sleeve shirt with DAA Logo

e Black trousers

e Navy jumper and / or jacket with DAA logo
e Black socks and shoes

e Epaulettes (dark blue and gold stripes)

Student takes full responsibility to keep uniforms clean, tidy and safe.
Please refer to the price list of each item of “uniform” from the reception.

1.A.13 Media policy

Only the Chief Executive Officer (CEO) or a delegate authorised by the CEO, shall make any official
comment to any external agency in relation to any incident or issue that may arise. The CEO will
gather information, check all facts and determine the official DAA response.

No employee, student or contractor of DAA shall allow themselves to be interviewed or make
statements about any company issue to any media representative without the consent of the CEO.
Failure to comply with this directive will result in disciplinary action.

If a member of the media is requesting information from an employee then that employee must
politely direct the media representative to the CEO and decline further requests to provide
information.
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2. COURSE INFORMATION

2.A.1 Entry requirements
The following minimum entry requirements apply:
Pre-requisites:

AVI50219 Diploma of Aviation (Commercial Pilot Licence — Aeroplane)

e ARN (refer to (refer to 1.A.9.1)
e 18 years of age
e English language requirement (refer to 1.A.9.5)

AVI50519 Diploma of Aviation (Instrument Rating)

e Commercial Pilot Licence (A)
2.A.2 Recognition of prior learning

Policy

DAA ensures that individual’s prior learning is recognized, irrespective of how or where the learning
has taken place including recognizing the qualifications and Statements of Attainment issued by any
other Registered Training Organization. All candidates will be provided with a copy of the RPL policy
and procedure. Applications for PRL will be managed and assessed by a person or persons with
relevant qualifications.

RPL will be granted for modules where it can be substantiated that the applicant has achieved the
key learning outcomes / units of competency ONLY.

Procedure
Applications for qualification verification should be lodged with the following documents attached:

1. A valid Pilot Licence issued by the Government of a Country which is a signatory to the
Chicago Convention 1944 and abides by the rules of the International Civil Aviation
Organisation

2. A Log Book appropriately certified by the relevant authority of the Licence issuing State;

OR

3. A Certificate of Attainment issued by an Australian Registered Training Organisation which is
authorized to deliver pilot training under AQF

4. A Log Book appropriately certified by the relevant authority of the Licence issuing State

RTO Code: 31977
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The student may be required to undertake a practical skills test to verify appropriate attainments
claimed prior to acceptance into the course. An assessment and verification of the application will be
undertaken. (Further information/ documentation may be requested to be supplied and assessed).

Applicant is then notified of the assessment decision. Where applicable, credit will be given and
recorded for identical modules/ units of competence completed elsewhere. Exemptions will be
granted and recorded for achievement of the equivalence of a module/ unit of competence. A
Statement of Attainment will also be issued. Applicants may appeal a decision. Appeals should be
lodged with the Department of Education.

2.A.3 Tuition Fees

AV150219 Diploma of Aviation (Commercial Pilot Licence — Aeroplane)

1. The tuition fee is a fixed amount of $69,995.00 (Australian Dollars) (Excl. GST) approximately
This amount includes (only):

o Allflight training associated with the 150 hourly CASA syllabus
e All theory instruction (ground theory subjects both internal and CASA)

This amount does not include:

e Please see Materials and Equipment List (Appendix 1)
e Transport cost

e Accommodation

e Meals

AV150519 Diploma of Aviation (Instrument Rating)

1. The tuition fee is a fixed amount of $26,500.00 (Australian Dollars) (Excl. GST) approximately
This amount includes (only):

e All flight training associated with the 40 hourly CASA syllabus
e All theory instruction (ground theory subjects both internal)
e Allflight briefings

This amount does not include:

e Please see materials and equipment list
e Transport cost

e Accommodation

e Meals

RTO Code: 31977
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2.A.3.2 Payment conditions

AV150219 Diploma of Aviation (Commercial Pilot Licence — Aeroplane)

.

The course fee is divided into 60 payments (each payment is $1,166.58 Australian Dollars)
The first payment is made on Monday of the first week of Term 1 commencement date.
Each payment is made on each Monday accordingly up to week 60 (last week of the course)
Extra training costs may be incurred for additional training if the required standard is not
achieved within the minimum 150 hours. If additional training is required, a new agreement
will be issued .

AVI150519 Diploma of Aviation (Instrument Rating)

The course fee is divided into fly training fee and non-fly training fee.

The payment of fly training fee is “Pay as You Fly”, total $19,700 Australian Dollar (GST excl.)
Non-fly training fee is $5,800 in total, and the fee is divided into 12 payments (each payment
is $483.33 Australian Dollars (GST excl.)

The first payment of the non-fly training fee is made on Monday of the first week of the
commencement date.

Each payment is made on each Monday accordingly up to week 12 (last week of the course)
Extra training costs may be incurred for additional training if the required standard is not
achieved within the minimum 40 hours (20 Hours in aircraft, and 20 hours in simulator). If
additional training is required, a new agreement will be issued

2.A.4 Integration of flying and ground training

AVI50219 Diploma of Aviation (Commercial Pilot Licence - Aeroplane)

150 hourly CASA Day (VFR) Syllabus

Flight Training Theory component
RPL (A) RPL (A) CASA theory examination
Minimum requirement: Units of competency
25 hours flight time including: AVIY0037 Operate at a controlled aerodrome

AVIY0055 Take off aeroplane

AVIY0054 Control aeroplane on the ground
AVIY0057 Land aeroplane

AVIE0006 Maintain aircraft radio
communications

AVIY0056 Control aircraft in normal flight
AVIY0046 Execute advanced aeroplane

5 hours SOLO
2 hours instrument flight

manoeuvres and procedures
AVIW0029 Manage pre and post flight actions

RTO Code: 31977
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PPL (A)
Minimum requirement:
40 hours total flight time including

= 5 hourssolo total
= 5 hours solo cross country total
= 2 hoursinstrument flight

PPL (A) CASA theory examination
Units of competency

AVIY0034 Operate in controlled airspace
AVIF0026 Implement aviation risk management
process

AVIH0010 Plan a flight under visual flight rules
AVIH0014 Navigate aircraft under visual flight
rules

AVIY0035 Operate in class G airspace
AVIY0036 Operate at a non-towered
aerodrome

AVIF0030 Manage safe flight operations
AVIWO0032 Operate and manage aircraft
systems

AVIY0040 Apply aeronautical knowledge to
aviation operations

AVIY0047 Manage abnormal aeroplane flight
situations

AVIZ0006 Manage situational awareness in
aircraft flight

CPL (A)
Minimum requirement:
150 hours flight time including:

= 70 hours solo

= 80 hours solo cross country

= 10 hours instrument flight

= upto ten (10) hours aircraft conversion

CPL (A) CASA theory examinations

Aerodynamics
General Knowledge
Meteorology
Navigation

Air Law

Human Factors
Performance

Units of competency

AVIF0027 Implement Aviation fatigue risk
management process

AVIY0058 Manage aircraft fuel

AVIF0029 Implement threat and error
management strategies

AVIF0033 Manage aircraft passengers and
cargo

AVIF0035 Manage human factors in aircraft
flight

AVIY0041 Apply principles of civil air law to

aviation operations
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AVIY0033 Operate aircraft using aircraft flight
instruments

AVILIC0003 Licence to operate a commercial
aeroplane

AVIO00017 Manage disruptive behaviour and
unlawful interference with aviation

AVIHO0015 Plan a flight under night visual rules
(Elective)

e Allflight training provided under the AVI50219 Diploma in Aviation (Commercial Pilot
Licence — Aeroplane) is delivered in accordance with the minimum hour requirements
imposed by the Civil Aviation Safety Authority (CASA) RPL, PPL and CPL 150 hourly syllabus.

e Details of Units of Competency refer to Appendix 2.

AVI50519 Diploma of Aviation (Instrument Rating)

Approved training course
40 hourly CASA Syllabus

Flight Training Theory component
Multi Engine Command Instrument IREX (A) CASA theory examination
Rating (A)
Units of competency
Simulator
AVIWO0032 Operate and Manage aircraft systems
e 20 hours AVIY0075 Perform published instrument departure
procedures
Flight Training AVIF0030 Manage safe flight operations
= 20 hours (including multi AVIY0044 Conduct a 2D instrument approach
engine endorsement) AVIY0081 Conduct a 2D global navigation satellite

system non-precision approach

AVIF0029 Implement threat and error management
strategies

AVIY0050 Perform instrument arrival and standard
arrival route procedures

AVIY0076 Perform visual circling approach

AVIY0033 Operate aircraft using aircraft flight
instruments

AVIY0074 Perform non-published instrument departure
procedures

AVIY0073 Operate the aircraft in the traffic pattern at
night

AVIH0013 Plan a flight under instrument flight rules
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rules

AVIH0017 Navigate aircraft under instrument flight

AVIY0045 Conduct a 3D instrument approach (Elective)

o All flight training provided under the AVI50519 Diploma of Aviation (Instrument Rating) is
delivered in accordance with the minimum hour requirements imposed by the Civil Aviation

Safety Authority (CASA) 40 hours syllabus.

e Details of Units of Competency refer to Appendix 3.

2.A.5 Assessment

Assessment is set as per Civil Aviation Safety Authority for all flight tests and theory examinations. To

achieve a specific unit of competency an in- house theory examination is set at particular hour

milestones throughout the training syllabus as per the training plan. Please see our website for all
assessment requirements.

2.A.6 Timetable

AVI50219 Diploma of Aviation (Commercial Pilot Licence - Aeroplane)

0900-1030 1030-1200 1200-1300 1300-1430 1430-1600
Monday Flight briefing | Flight Lesson | Lunch Break Flight Lesson | Debrief
Tuesday Flight briefing | Flight Lesson | Lunch Break Flight Lesson | Debrief
Wednesday Flight briefing | Flight Lesson | Lunch Break Flight Lesson | Debrief
Thursday Flight briefing | Flight Lesson | Lunch Break Flight Lesson | Debrief
Friday and OFF OFF OFF OFF OFF
weekend

e The timetable comprises of a combination which includes both theory lessons and flight

training

e Theory lessons and Flight training are scheduled as per the Academic Timetable

e Hours do not exceed 6 hours in one day and 24 hours in one week (4 days a week)

e Flight training after these set times are subject to change as per prior learning ie. NVFR

RTO Code: 31977
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0900-1030 1030-1200 1200-1300 1300-1500
Monday Flight briefing | Flight Lesson Lunch Break Debrief
Tuesday Flight briefing | Flight Lesson Lunch Break Debrief
Wednesday Flight briefing | Flight Lesson Lunch Break Debrief
Thursday Flight briefing | Flight Lesson Lunch Break Debrief
Friday & OFF OFF OFF OFF
weekend

e The timetable comprises of a combination which includes both theory lessons and flight
training.

e Hours do not exceed 5 hours in one day and 20 hours in one week (4 days a week)

e Flight training after these set times are subject to change as per prior learning i.e. NVFR

2.A.7 Monitoring Academic Progress

2.A.7.1 Policy

DAA has an obligation to maintain its credibility and the integrity of its courses by insisting upon
appropriate levels of achievement from its students and academic study. DAA will ensure staff are
aware of their obligations and remain current through ongoing training and development programs.
Furthermore, DAA will implement a range of communication strategies to inform students of their
obligations during orientation and training. DAA monitors course progression and implements
intervention strategies to assist students in completing their qualification or course within the
duration specified.

The Course Progression Intervention Strategy must specify:

e provision of information to students;

e procedures for contacting and counselling identified students;

e strategies to assist identified students to achieve satisfactory course progress; and the
process by which the intervention strategy is activated.

e process for teaching staff to notify DAA of failure to meet satisfactory course progress,
intervention strategies and any variation to enrolment load.

DAA will implement the Course Progression Intervention Strategy for any student who is at risk of
not meeting satisfactory course progress requirements. At a minimum, the intervention strategy will
be activated where the student has failed or is deemed not yet competent in 80 per cent or more of
the units attempted in any study period.
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Where there is a variation in the student’s enrolment load which may affect the student’s expected
duration of study, DAA will record this variation and the reasons for it on the student file.

If required, DAA will notify the student in writing of the intention to report the student for not
achieving satisfactory course progress. The written notice must inform the student that he or she is
able to access DAA’s complaints and appeals process and that the student has 20 working days in
which to do so. Reporting a student for unsatisfactory course progress occurs only when the student
has been identified as not making satisfactory course progress in two consecutive study periods and
the student has not made a successful appeal against this assessment.

If a student is identified for a second but not consecutive study period as not making satisfactory
course progress, DAA does not report the student for unsatisfactory course progress. Where the
student has chosen not to access the appeals processes within the 20 working day period, withdraws
from the process, or the process is completed and results in a decision supporting DAA.

2.A.7.2 Procedure

1. Flight Instructors at a minimum must review the student’s course progress at the end of
each study period to make a judgement as to whether a student is:

a) making satisfactory course progress; or

b) at risk of non-completion of the qualification or course within the duration as stated on the
students’ enrolment;

c) at risk of not making satisfactory course progress in the first study period, and therefore an
intervention strategy must be implemented; or

d) not making satisfactory in the following study period after an intervention strategy has been
agreed to by the student and implemented within the first four weeks of the second study
period.

2. Intervention Strategy at a minimum, the intervention strategy must be activated where the
student has failed or has been deemed not yet competent/has not achieved in 80 per cent
or more of the units / subjects attempted in any study period and/or is at risk of non-
completion of the qualification or course within the duration as stated on the student’s
enrolment.

a) DAA may choose to activate an intervention strategy at any point before the end of a study
period; however, the intervention strategy must be activated within the first four weeks of
the following study period

b) Intervention strategy is to be activated by:

e informing the student in writing that they have been identified as failing or at risk of failing
to meet course progress requirements; and

e personal contact with the student by a suitably authorised staff member. The Intervention
strategy must specify what support will be provided to the student at risk of not meeting
satisfactory course progress requirements.

c) Strategies for assisting students at risk must include:

e where appropriate, advising students on the suitability of the course in which they are
enrolled;
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e assisting students by advising of opportunities for the students to be reassessed for tasks in
units or subjects they had previously failed, or demonstrate the necessary competency in
areas in which they had not been previously able to demonstrate competency; and

e advising students that unsatisfactory course progress in two consecutive study periods of a
course could lead to the student being reported to department of education, depending
upon the outcome of any appeals process.

d) Additional Strategies for assisting students at risk could include, but are not limited to:

e transition support;

e English language support;

e study skills support;

e re-enrolment in the unit failed;

e being placed in a suitable alternative subject within a course or a suitable alternative course;
or

e acombination of the above and a reduction in course load.

e) A copy of the intervention plan signed by both the student and DAA representative is to be
sent to the Student Manager.

f) If the Intervention Strategy requires a variation to the enrolment and study load a Request
for alteration of students enrolment is to be sent to the Student Manager.

3. Written notice of intention to report a student to Department of Education

e If a student is identified as not making satisfactory course progress in a second consecutive
study period in a course, the Student Manager or delegate must notify in writing the CEO
prior to the end of that study period.

e The Student Manager will notify the student in writing of DAA’s intention and the written
notice must inform the student that he or she is able to access DAA Appeal process and that
the student has 20 working days in which to do so.

4. Conditions of Appeal A student may appeal on the following grounds:

o DAA failure to record or calculate a student’s marks accurately;

e Compassionate or compelling circumstance; or

e DAA has not implemented its intervention strategy and other relevant Academic Polices
according to its documented policies and procedures that have been made available to the
student.

5. Internal Appeal Process

e Within 10 working days of receipt of the appeal, a meeting comprising of the key personnel
in relation to the course such as Student Manager, Chief Flying Instructor, Flight Instructor
will be organized and the Student Manager will be nominated as Chair.

o If the evidence is found to be incomplete, the Chair will contact the student and request
further documentation.

o The student will be invited to formally present their case to the meeting members and may
be assisted by a support person.

e The meeting will meet as soon as is practicable to review the appeal and evidence submitted
in support of the appeal.
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e The meeting considers the appeal, makes their decision and informs the student by letter of
the decision, within fourteen (14) working days of the appeal hearing.

o The student will remain enrolled and will have the right to continue to attend classes whilst
the appeal is being heard unless there is a compelling reason such as a risk to health and
safety to a member of DAA will ensure student is not disadvantaged.

6. Outcome of Internal Appeal

Where the student’s appeal is successful, DAA will not report the student to Department of
Education. The outcomes will vary according to the findings of the appeals process.

If the appeal finds that:

e there was an error in calculation, and the student actually made satisfactory course
progress, in this case there is no requirement for intervention.

e the student has not made satisfactory progress, but there are compassionate or compelling
reasons for lack of progress, ongoing support must be provided to the student through
DAA’s Intervention strategy

e Where the student’s appeal is unsuccessful, students will be advised of their right to an
external appeal

7. External Appeal Students have a right to access an external appeals process at minimal or no
cost. DAA will not impose any fee related to external appeals.

Process

e Students who choose to access an external appeals process should notify DAA of this within
10 working days of receipt of the decision.

e DAA will hold off from any further action until it is advised of the outcome of the external
appeal by the external appeal body.

o The student will remain enrolled and will have the right to continue to attend classes whilst
the appeal is being heard unless there is a compelling reason such as a risk to health and
safety to a member of DAA. In this case other arrangements can be made by negotiation to
ensure that the student is not disadvantaged.

How to lodge an external appeal

Lodge an appeal or grievance with appropriate external organisations. These include the Human
Rights and Equal Opportunity Commission, or the State Equal Opportunity Commission; or ask DAA
to request an external mediator be provided by the Australian Council for Private Education and
Training; or

e Contact the Commonwealth Department of Education, Employment and Workplace
Relations
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e chosen not to access the complaints and appeals processes within the 20working day period,
e withdraws from the process, or

8. Cancellation of Enrolment
e Where the decision is taken to cancel the student’s enrolment the Student Manager of DAA
will process the cancellation of enrolment.

9. Records

a) Where DAA has implemented an intervention strategy, the relevant documents including
the following must be kept in each student’s file within DAA.

e Letter generated by DAA informing the students in writing that they have been identified as
failing or at risk of failing to meet course progress requirements;

e Any notes relating to discussions with the student by a suitably authorised DAA staff
member;

e Intervention Strategy document signed by both DAA representative and the student;

e Request to Student Manager for alteration to students enrolment if the Intervention
Strategy requires a variation to the enrolment and study load that would lead to a need to
extend the enrolment; and,

e Notification from DAA indicating that the student is not making satisfactory course progress
in a second consecutive study period in a course.

b) DAA will keep copies of all the following documents, in the student’s file:

e Letter generated by the DAA informing the students in writing that they have been identified
as failing or at risk of failing to meet course progress requirements;

e Any notes relating to discussions with the student by a suitably authorised DAA staff
member;

e Intervention Strategy document signed by both DAA representative and the student;

e Notification from DAA indicating that the student is not making satisfactory course progress
in a second consecutive study period in a course;

o Notification letter of the intention to report the student for unsatisfactory course
progression, the appeals process and the mechanism to access the Student Grievance Policy
and Procedure;

e Document indicating the outcome of the appeal and any actions required;
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3. INDUCTION AND ORIENTATION

3.A.1 Orientation

e All new students will undertake an orientation tour of the premises by the relevant
instructor/manager prior to the commencement of studies set out in the orientation
checklist (provided to students on their first day)

e DAA recognizes the value of appropriate orientation of students in the facilitation of the
learning process;

e Students need to be familiar with their surroundings and the people they will deal with on a
day to day basis;

e Students need to be familiar with the Policies and Procedure of the Organisation so they can
participate fully and act appropriately to comply with rules and regulations;

e All students need to be aware of all relevant legislative requirements;

e Students need to be able to communicate any concerns in an appropriate manner, in the
knowledge that any concern will not hinder a continued free dialogue between other
students and staff;

e Students need to understand the organisational structure to facilitate appropriate
communication and access all services provided by the school;

e Students need to be informed of the Emergency Procedures and reporting of Hazards for the
safety of all.

3.A.2 Enrolment

DAA will inform candidates of the results of the selection as soon as practically possible. Students
will be offered a place on our planned course. DAA will provide a successful candidate with a student
agreement, stating course cost and other arrangements and conditions. Students will sign the
agreement and return it to DAA 1 week before the course start date.
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4. STUDENTS RIGHTS AND OBLIGATIONS

4.A.1 Withdrawal Policy

DAA is committed to ensure quality and accountability in the management of student enrolment and
that no financial, administrative or other barriers would prevent entitled students enrolled in a
course of study from withdrawing ten (10) working days prior to course commencement:

1. Student will receive a refund, without having to apply for one, for any up-front tuition fee
payment ten (10) working days prior for the specified unit of study from which they are
withdrawing.

2. Will not be charged an additional penalty or fee to allow them to withdraw from a course

3. Under no circumstances, once the course has commenced, a refund will not be available.

4.A.2 Withdrawal Procedures

The following procedures apply:

Student’s responsibility DAA'’s responsibility

1. Inform DAA of your decision to 1. Refund any upfront tuition fees for
withdraw your enrolment in writing the specified unit of study.
or via email to ensure a date of 2. Allow students to re-enrol in a
withdrawal is recorded, at course on written notification.

enrol@diamond.edu.au

2. Complete “Form Student
Withdrawal and Refund” and hand it
to the Student Manager

3. To re-enrol, notify the Student
Manager in writing or by email at
enrol@diamond.edu.au

4.A.3 Deferment
This procedure refers to cases where:

1. Students request to either defer their course of study start date or apply to suspend or
cancel their enrolment after starting their studies. To defer or suspend enrolment means to
temporarily put studies on hold.

2. DAA initiates the deferral of a course start date or the suspension or cancellation of a
student’s enrolment due to misconduct or lack of sufficient course progress.
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4.A.4 Suspension or cancellation procedure
4.A.4.1 Deferment, suspension or cancellation initiated by the student

Students may only request a temporary deferment or suspension of their enrolment on one of the
following conditions:

1. Unavailability of the course
2. Compassionate or compelling circumstances, including but not limited to:
e Serious illness or injury
e Bereavement of close family members
e Major political upheaval or natural disaster
e Traumatic experience.

The following procedures apply:

Student’s responsibility DAA'’s responsibility
1. Complete form Application for 1. Assess the application and inform the
deferment, suspension or cancellation, student in writing if their application has
including supporting documents from been approved or refused, including
the Student Manager. reasons for the decision.
2. Email application to
enrol@diamond.edu.au

4.A.4.2 Deferment, suspension or cancellation initiated by DAA

DAA may need to defer a student’s course start date or cancel a course due to insufficient student
numbers.

DAA’s responsibility in this case will be to:

1. Inform the student in writing about the postponement or cancellation, stating the reasons
for the decision.
2. Refund all upfront payments to the student.

DAA may decide to suspend or cancel a student’s enrolment due to misconduct or insufficient
course progress. Please refer to the section ‘Monitoring of Academic Progress’ for an explanation
and guidelines of performance monitoring. The section ‘Misconduct’ gives further detail on what
DAA considers unacceptable behaviour and how it will be handled.
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Student’s responsibility

DAA'’s responsibility

1. Appeal the decision using DAA's
complaints, appeals and grievance
procedures within 28 working days from
receiving DAA’s letter of intention to
cancel enrolment. This does not mean
the appeals process needs to be
completed within 28 working days.

1. Inform the student in writing about

the intention to suspend or cancel
their enrolment in 28 working days,
stating the reasons for the decision.

2. Inform the student of their right to

appeal the decision, using DAA's
complaints, appeals and grievance
procedure.

3. Allow the student to continue with

training during the process if
practical.

4.A.5 Student transfer procedures

Procedures for Accepting a Transferring Student

DAA will not knowingly enrol students from another provider before they have completed six
months of their principal course of study, except in the following circumstances:

1. The original registered provider has ceased to be registered or the course in which the

student is enrolled has ceased to be registered.

2. The original registered provider has provided a written letter of release.
The original registered provider has had a sanction imposed on its registration by the
Australian government or state or territory government that prevents the student from

continuing his or her principal course.

The six months restriction applies to any prerequisite courses in a package of courses, as well as the
first six months of the course. After the first six months the course no restrictions apply.

The following procedures apply:

Student’s responsibility

DAA responsibility

1. Student follows DAA’s enrolment
application to DAA with authentic
information about their current
enrolment status.

2. The student provides a letter of release
from the provider of the course the
student wants to transfer from.

Management informs the student in
writing within two weeks if their
application has been approved or
refused, including reasons for the
decision.

Issue a letter of offer of enrolment to the
student if the application is successful.
Accept the student’s letter of release
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from the other provider

4.A.6 Student complaints, appeals and grievance

Grievance or complaint means an actual or supposed circumstance regarded as just cause for

complaint. Appeal refers to the review of decisions made by DAA, including assessment decisions

and termination of a training contract due to misconduct or failure to progress with flight or ground

theory training at a reasonable and/or safe rate.

DAA is committed to ensure that grievances and appeals are resolved in a confidential, fair and

timely manner, following the principles of natural justice and procedural fairness. Students are

expected to continue their training while a grievance/appeals process is underway, if practical.
Students have a right to be accompanied by a support person of their choice during any stage of the
complaint process. No fees will be charged to the student during the internal or external resolution

stage of the grievance/appeal process.

The process applies to:

1.

Academic matters, for example student progress, assessment, outcomes and awards in a

VET course of study.

Non-academic matters, for example harassment, discrimination, fines, payments, financial

matters and complaints about privacy and DAA’s processes.

The following procedure applies to student grievances and complaints:

Student’s responsibility

DAA'’s responsibility

Discuss the problem informally with the
most appropriate staff member, for
example a flying or ground instructor or
Management

Both parties should do their best to
reach a workable solution in the best
interest of the student.

If dissatisfied with the outcome, submit
form Student Grievance/Appeal within
one week of the informal discussion to
enrol@diamond.edu.au

If the student remains dissatisfied with
the proposed solution of the complaint,
they can appeal to an external
independent mediator within ten
working days of when the written report
was received.

DAA acknowledges the grievance/
appeal via email and record it in the
SMS.

DAA investigates the matter and gathers
information from relevant parties to
determine if the grievance is justified.
DAA recommends a resolution in
consultation with the CEO via a written
report within two weeks of the
lodgement of the complaint, including
reasons for the decision.

DAA records and documents the
complaint and solution in the SMS.
DAA will implement decisions made by
an external independent mediator and
keep a record of the entire process on
the student’s electronic file.
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4.A.7 Misconduct

The code of conduct is intended to provide general principles that govern acceptable behaviour. It
presents the standards and norms that Diamond Airline Academy, its students as well as the
individuals, companies or organisations executing functions on behalf of Diamond Airline Academy
must respect and sets the tone for what is considered appropriate behaviour.

The code applies to all students and company’s premises, sponsored accommodation and/or any
activity approved and conducted in accordance with the company’s affiliates.

The code with be published via the Manager. An exam to ensure all students have read and
understood the code of conduct will be administered.

The company reserves the right to update or amend the code of conduct at any time and will
communicate to all applicable the latest version via the Manager.

4.A.7.1 General Behaviour

1. Students must; at all times behave professionally, ethically and comply with academy
policies and procedures and regulatory obligations.

2. The company aims to provide an environment in which all parties may participate in all
aspects of their learning environment through practice of professional courtesy and non -
discriminatory practices.

3. Students must not engage in unlawful discrimination; harassment or bullying

4. At our company we value and respect the social and cultural diversity of our staff and
students, encouraging inclusive behaviour in order to provide an environment that is
supportive, professional and productive.

5. The company expects that students are fully committed to their study and flight training to
ensure satisfactory and timely completion of their respective program.

4.A.7.2 Personal Conduct

Some acts of commission or omission that will be treated as serious breaches of discipline and if
proved may lead to the student’s suspension or dismissal from the company. Listed below some
examples but not limited to:

Falsification of leave, absence records, documents and certificates
Wilful insubordination of any order or direction received from the company for adherence
Habitual late or irregular attendance

il

Absence without leave or beyond the sanctioned leave without sufficient reasons or
satisfactory explanation and/or certification

o

Neglect of study or negligence of academic performance

6. Disclosing or divulging proprietary information of the company for personal wrongful gain

7. Damage to any property of the company due to gross negligence, wilful misconduct or
dereliction of duty.

8. Giving false information on any matter related to training during the course
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Drunkenness or indecent/disrespectful behaviour within the company premises, on the
premises of customers or suppliers and outside the premises where such behaviour is in
connection with the company’s business reputation or prospects

Dishonesty/lack of integrity in any regard; and

Discrimination against harassment of any company employee/vendor/trainee based on race,
religion, sex, age, nationality, disability or any other factor unrelated to the company’s
legitimate interests.

4.A.7.3 Academic conduct

It is academic misconduct if a student in relation to an examination or assessment:

vk wN e

Cheats

Engages in plagiarism

Improperly colludes with another person

Fails to comply with examination or assessment rules or directions; or

Engages in other conduct with a view to gaining unfair or unjustified advantage

4.A.7.4 In Ground School and Flight Operations

All deviations from below rules shall be set as a violation to the code of conduct and action taken

accordingly

1. Except for the extraordinary leave requirement arising out of extreme compassionate or
medical grounds, no leave shall be granted when a student is assigned to ground training
activities.

2. Students shall be seated and present in classroom at least 5 minutes before starting time

3. During breaks between classes students are permitted to be outside their classrooms in the
corridor provided it is not a noise issue

4. Absence or being late may result in additional charges towards completing the ground
training syllabus

5. Any student failing to report for briefing at least one hour before a flight lesson or failing to
inform about his/her sickness as instructed, will have to pay a penalty of 50% of the fees for
the flight (no show charge)

6. Students unable to attend ground school or flight briefing and or class shall inform dispatch
via telephone at least one day in advance

7. Students who are declared unfit for flying shall inform the Manager and their flight
instructor as soon as possible or at least one hour in advance, a medical certificate must be
provided

8. Students not fit to fly shall not be programmed for flying until provision of a medical
certificate stating the student is fit to fly

9. Fulltime students shall leave the flight/ground school only as per program or with
permission from the flight instructor or as daily published schedule

10. Fulltime students must leave the ground school immediately after the scheduled program
except with permission from the flight instructors or Operational Manager.

11. Students shall observe all flying discipline rules. Violation of any rule shall be dealt with

severely and could even lead to suspension or termination.

RTO Code: 31977



Page |30

12. During training, the following reasons (only) for leave shall be permitted
e Class 1 medical renewal
e Emergency or compassionate grounds

4.A.7.5 Prohibited conduct

No alcohol
No smoking
No cards/ gambling activities

P wnN e

No drug and gang activities

Failure to comply with these strictly prohibited activities will result in disciplinary actions such as

DAA terminating a student’s enrolment without verbal and / or written warning.

4.A.7.6 Other rules
Staff offices

e Students must not be in a staff office unless invited and a staff member is in attendance
Student rooms

e Conversation and noise levels must be kept to a minimum
e Leave the area in a tidy condition

e Place unused paper and all rubbish in the nearest bin

e Tables clear and chair stowed

e No food and/ or drink

Mobile phones

e Mobile phones are to be switched off or in silent mode in classrooms and must be turned off
in the aircraft

o All mobile phones and other portable devices shall be handed to the invigilator prior to the
examination

Social media and networking

The DAA respects students right to a private life. However, the company must also ensure the
confidentiality and its reputation are protected.

The DAA classifies social media as, but not limited to:

e Blogs
e Wikis
e Microblogs

e Message boards
e Chat rooms
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e Electronic newsletters

e  Online forums

e Social networking sites

e And other sites and services that permit users to share information with others

Company students using any of the above listed services must:

e Avoid associating the company with inappropriate comments

e Ensure that they do not conduct themselves in a way that is detrimental to the reputation of
the company

e Interactions with other websites that could damage working relationships

e Do not upload videos, pictures to social media with the company logos and / or assets for
commercial use

e Selfies are not to be taken during flight

DAA reserves the authority and rights to request students to remove and/ or delete pictures and/or
video, and or/ comments from social media

Others:
e No electronic device gaming during study period

DAA may decide to terminate a student’s enrolment due to wilful or deliberate behaviour that is
inconsistent with the continuation of their training contract and/or may cause serious risk to the
health and safety of other students and staff at DAA, or to the reputation, viability or profitability of
DAA. Misconduct includes but is not limited to where students:

1. Engage in theft, cheating, fraud or assault
Are intoxicated (under the influence of illicit drugs/alcohol) during training
Refuse to carry out a lawful and reasonable instruction that is consistent with their training
contract

4. Direct unreasonable behaviour towards others, which creates a risk to a person’s mental or
physical health and safety.

DAA may decide to also suspend a student’s training during the termination process as a risk
management process to protect the business' tangible and intellectual property. Students have a
right to be accompanied by a support person of their choice during any stage of the termination
process.
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5. SUPPORT SERVICES

5.A.1 Counselling

DAA does not offer formal welfare or guidance services, but every effort will be made to assist
clients to access appropriate support agencies.

Counselling Services

Beyondblue

Depression and anxiety affect people from all cultures. You can call Beyondblue 24 hours a day, or
talk to a counsellor online from 3.pm to midnight every day. An interpreter service is available via
TIS.

Phone 1300 224 363
www.beyondblue.org.au

Lifeline

Lifeline provides free, confidential telephone counselling 24 hours a day, 365 a year.
Phone 1311 14

www.lifeline.org.au

5.A.2 Student Advocacy
Student advocacy deals with assistance relating to a range of academic activities.
Please see DAA’s policies and procedure for further assistance.

o Grievance and appeals Policy and procedure
o Monitoring Academic progress

For external assistance please visit:

Australia Skills Quality Authority at https://www.asga.gov.au/students

5.A.3 Health and Welfare

5.A.3.1 Clinics

e Medical One
www.medicalone.com.au

e Heritage One
www.enerchimedicalclinic.com
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5.A.3.2 Chemists and Pharmacies

o Chemist Warehouse
www.chemistwarehouse.com.au

5.A.3.3 Transport

e Public Transport
www.ptv.vic.gov.au

e  Myki Travel Card
www.ptv.vic.gov.au

e TAXIS
13 Cabs: 13 22 27
www.13cabs.com.au

e Silver Top Taxi: 13 10 08
www.silvertop.com.au

DAA does not offer transport services.
5.A.3.4 Accommodation

DAA does not offer accommodation services or take any responsibility for accommodation
arrangements. However, DAA is able to refer students to appropriate accommodation services and
are always available to discuss any issues or concerns a student may have with their accommodation
arrangements.
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6. STUDENT EXIT PROCEDURES

6.A.1 Graduation and Certification

DAA will issue nationally recognised qualifications to students on completion of their
training. Certificates and Statement of Attainment will be issued and either mailed with a
receipt confirmation request or handed to students before they leave. Certification must be
completed within 30 days of course completion.

Certificate is an important document and should be stored carefully. You will have to
present it if you are applying for courses at any other Registered Training Organisation.

6.A.2 Incomplete Qualifications

If you leave the course without actually completing and being deemed competent in all of
the assessments in full, a Statement of Attainment to be issued only.

RTO Code: 31977



7. ABBREVIATIONS

Page |35

ACN Australian Company Number

ACPET | Australian Council of Private Education and Training
AQF Australian Qualifications Framework
AOC Air operator’s Certificates

ARN Aviation Reference Number

ASIC Aviation security identification Card
ASTAS | Aus student Tuition Assistance Scheme
ASQA | Australian Skills Quality Authority

ATPL Air Transport Pilot Licence

CASA Civil Aviation Safety Authority

CASR Civil Aviation Safety Regulations

CEO Chief Financial Officer

CLARC | CASA Licence and Registration Centre
CPL Commercial Pilot Licence

DAA Diamond Airline Academy PTY LTD
DAME | Designated Aviation Medical Examiner
DAMP | Drug and Alcohol Management Plan
HOO Head of Operations

ICAO International Civil Aviation Organisation
IELTS International English Language Testing System
MOS Manual of Standards

PPL Private Pilot Licence

RPL Recognition of Prior Learning

RPL Recreational Pilot Licence

RTO Registered Training Organisation

usl Unique Student Identifier
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8. Appendix 1

Materials and Equipment List

AVI50219 Diploma of Aviation (Commercial Pilot Licence - Aeroplane)

VFG

All maps (as advised)
Flight Computer
ERSA

Map ruler

All textbooks for the course (e.g. Bob Tait Text Books)

RPL and PPL Volume 1 and 2

CPL Aerodynamics

CPL General Knowledge

CPL Meteorology

CPL Navigation

CPL Air Law

CPL Performance

CPL Human Performance and Limitations

AVI50519 Diploma of Aviation (Instrument Rating)

All textbooks for the course (e.g. Instrument Rating by Bod Tait)

All departures and approach publications (including maps, ERSA and AIP)
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9. Appendix 2

Units of Competency of AVI50219 Diploma of Aviation (Commercial Pilot Licence -
Aeroplane)

AVIEO006 Maintain aircraft radio communications

AVIF0026 Implement aviation risk management processes
AVIF0027 Implement aviation fatigue risk management processes
AVIF0029 Implement threat and error management strategies
AVIF0030 Manage safe flight operations

AVIF0033 Manage aircraft passengers and cargo

AVIF0035 Manage human factors in aviation operations

AVIHO0010 Plan a flight under visual flight rules

AVIHO0014 Navigate aircraft under visual flight rules

AVILICO003 Licence to operate a commercial aeroplane

AVIO0017 Manage disruptive behaviour and unlawful interference with aviation
AVIW0029 Manage pre and post flight actions

AVIWO0032 Operate and manage aircraft systems

AVIY0033 Operate aircraft using aircraft flight instruments
AVIY0034 Operate in controlled airspace

AVIY0035 Operate in Class G airspace

AVIY0036 Operate at non-towered aerodromes

AVIY0037 Operate at a controlled aerodrome

AVIY0040 Apply aeronautical knowledge to aviation operations
AVIY0041 Apply the principles of civil air law to aviation operations
AVIY0046 Execute advanced aeroplane manoeuvres and procedures
AVIY0047 Manage abnormal aeroplane flight situations

AVIZ0006 Manage situation awareness in aircraft flight

AVIY0054 Control aeroplane on ground

RTO Code: 31977



AVIY0055 Take off aeroplane

AVIY0056 Control aeroplane in normal flight
AVIY0057 Land aeroplane

AVIY0058 Manage aircraft fuel

AVIHO015 Plan a flight under night visual flight rules (Elective)

RTO Code: 31977
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10. Appendix 3

Units of competency of AVI50519 Diploma of Aviation (Instrument Rating)

AVIWO0032 Operate and manage aircraft systems

AVIHO013 Plan a flight under instrument flight rules

AVIHO017 Navigate aircraft under instrument flight rules

AVIY0076 Perform visual circling approach

AVIF0029 Implement threat and error management strategies

AVIF0030 Manage safe flight operations

AVIY0033 Operate aircraft using aircraft flight instruments

AVIY0073 Operate aircraft in the traffic pattern at night

AVIY0075 Perform published instrument departure procedures

AVIY0044 Conduct a 2D instrument approach

AVIY0022 Perform instrument arrival and standard arrival route procedures
AVIY0074 Perform non-published instrument departure procedures
AVIY0081 Conduct a 2D global navigation satellite system non-precision instrument approach

AVIY0045 Conduct a 3D instrument approach (Elective)
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11. Receipt

Please read and sign the Student Handbook and hand it back to the Training provider:

| hereby, to confirm that the contents of this handbook prior to commencing my course with
Diamond Aviation Academy. | fully understand the contents and conditions of this Student
Handbook, which outlines, my rights and responsibilities as a student of DAA’s Training Program and
that | have also received my induction into my training program.

Print Name: Print Signature:

Date:
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