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1.0 Purpose

The purpose of this policy is to set out the method that EIT adopts to provide information on
availability of consultation avenues for Vocational Education & Training (VET) students.

2.0 Scope

This policy is relevant for EIT students and staff involved in VET courses and activities.
3.0 Consultation forums

Webinars

The delivery of lectures is via interactive, online sessions called webinars. Students are
expected to participate actively in these sessions and are required to attend 70% of the
webinars in a course. During these sessions the lecturer is available to respond to questions
and to assist in the explanation of the content as it is delivered.

Progress Questionnaires

Students are asked to complete three progress questionnaires throughout a diploma and
advanced diploma program. For graduate certificate courses there are two progress
guestionnaires. The progress guestionnaires provide the students with an opportunity to
provide EIT with feedback on the course in a range of areas and helps EIT to continually
improve the courses.

Assessment Results

These results indicate to EIT academic and administrative staff both group and individual
student progress. They also give a general measure of the efficacy of the webinar sessions
for the students and the accuracy of the assessment tools. (Refer to Student Counselling
below for the EIT’s response to assignment submission and results.)
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Email

Following the webinars or interactive online sessions, students are encouraged to email their
lecturers with queries relating to the content being delivered within the webinars and/or with
their assignments. Lecturers are required to respond to these emails in a timely manner.

Information Packs

At the commencement of a course, students are provided with the contact details of staff
who can assist them with a range of needs, including their dedicated Learning Support
Officer (LSO). This information is available to all students via Moodle, EIT's Learning
Management System.

Moodle

EIT utilises Moodle, which is a Learning Management System designed to manage internet-
based courses. Moodle at EIT has been customised to ensure better management of EIT
courses. Moodle is designed to provide students and lecturers with a range of information,
including scheduled webinars, assignment due dates and reference material.

4.0 Student Counselling

The LSO is responsible for a specific course intake and will contact a student for counselling,
if a student:

e Fails to submit a second assignment.

e Is struggling with the English teaching medium — this is often determined through
participation, or lack thereof, during webinars.

e A student submits assignments, but submits more than two after the due date,
without requesting an extension on the assignment.

e A student fails a second assignment.
e A student begins to miss webinars without informing the LSO.
e A student’s payment is declined.
Where it is deemed necessary, the LSO will refer the student on to other personnel within
EIT and beyond, including:
e Learning and Career Advisors - career counselling and ESL advice
e IT Manager - Any IT issues
¢ College Manager — Any matter they need support with.

e Other LSOs — Support for any problems they require assistance with.

5.0 Related Documents
e Student Code of Conduct.DS
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