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PRE-ENROLMENT INFORMATION GUIDE FOR DOMESTIC 

STUDENTS 

WELCOME  

Welcome to The Lan-Grove Office Training Centre Pty Ltd trading as The Sydney Business and Travel 

Academy, SBTA Culinary Institute, SBTA Community Care (SBTA) and Sydney English Language Academy 

(SELA) herein known as “The Academy”.  

The Academy is a Registered Training Organisation, registered by the Australian Skills Quality Authority 

(ASQA) and also registered on the Commonwealth Register of Institutions & Courses for Overseas Students 

(CRICOS) to provide training and assessment services to international students.  

BEFORE YOU ENROL TO STUDY WITH US 

As a prospective student, it is important that you read this information carefully prior to your enrolment so 

that you can make an informed decision before studying with us. If you have any questions, please do not 

hesitate to send us an email at info@sbta.com.au  or marketing@sbta.com.au   

When you complete your “Enrolment form”.  you will be acknowledging that you have read this 

information, accessed the links from our website, read our policies and procedures and agreed to our 

Terms and Conditions.  

If you have any disabilities, it is important that you disclose this so that we can organise all relevant support 

services to ensure that you are successful in your studies with us. It is your responsibility to ensure that you 

read our Student handbook and policies and procedures prior to enrolling which can be accessed from 

our website: www.sbta.com.au. You can also obtain a copy of your Student handbook form our website as 

well. 

General Course Information 

The Academy offers a diverse-range of nationally recognised courses in Business, Hospitality, Commercial 

Cookery, Travel and Tourism, Accounting, Project Management, Marketing and Communication faculties 

and English language courses. Our Diploma and Advanced Diploma courses also provide a pathway to a 

range of popular Australian universities.  

You can review the course information for each of the qualifications listed below from our website: 

https://www.sbta.com.au/courses/   which includes further information about each course. 

You can request detailed course guide by emailing marketing at marketing@sbta.com.au .  

Course Fees and any other charges For course fees, materials and equipment and any other 

miscellaneous charges, please refer to our website https://www.sbta.com.au/timetable-and-fees/ or email 

marketing at marketing@sbta.com.au. 

Smart and Skilled Funding 

What is Smart and Skilled Funding? 

Smart and Skilled is a NSW Government program designed to help individuals in New South Wales gain in-

demand skills through subsidized vocational education and training. It aims to improve job prospects and 

career advancement by providing access to government-funded training courses. 
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Eligible individuals can receive training up to and including a Certificate III, with additional funding 

available for higher-level courses in targeted priority areas. 

To be eligible for Smart and Skilled, you must meet the following requirements: 

• Be aged 15 or older. 

• Live or work in NSW. 

• Be no longer in secondary education – except for home school students 

• Be an Australian citizen, permanent resident, humanitarian visa holder. New Zealand citizen or a 

partner visa holder whose sponsor is a humanitarian visa holder. 

Please visit our website to view our approved courses under Smart and Skilled funding which you may be 

eligible for - https://www.sbta.com.au/domesticstudents/  

Please check website for eligibility: https://education.nsw.gov.au/skills-nsw/students-and-job-seekers/low-

cost-and-free-training-options/smart-and-skilled-training 

Variations to Products and Services 

The Academy reserves the right to alter its fees and class schedules, amend its policies, prerequisite 

conditions for admission to The Academy and any other matter or detail pertaining to the provision of the 

course at any time. The Academy’s policies and procedures and information helps create a learning 

environment which is safe, inclusive and culturally diverse to ensure our students study in a warm and 

friendly environment which is free from any discrimination. Refer to our website www.sbta.com.au for 

policies and procedures. 

Work Placement Information 

Work placement plays a vital role in bridging the gap between classroom learning and real-world 

workforce expectations. It allows students to apply their theoretical knowledge in practical settings and 

develop the skills needed for a successful transition into their chosen careers. 

Some programs offered by The Academy include mandatory work placement as part of the qualification. 

Students will be clearly informed of the specific requirements, including placement hours, workplace 

expectations, and assessment components before commencing their placement. 

Information about work placement requirements will be provided prior to enrolment and again during 

orientation. Students will be required to sign a Work Placement Agreement with both the host employer 

and The Academy, and must conduct themselves professionally at all times, as they would in a typical 

work environment. 

Work placement is assessable. While students are completing their placement, an assessor from The 

Academy will conduct a workplace visit to ensure that students are able to effectively transfer their 

learning into a real-world context. 

Students will receive ongoing support throughout their placement. For more information about work 

placement requirements or assistance in securing a suitable host organisation, please contact our Industry 

Liaison Officer, Ron Palo, at ronald@sbta.com.au  

Industry Liaison Officer 

Our Industry Liaison Officer is responsible for liaising with our industry partners and also assisting students find 

work placement opportunities if required. Our Industry Liaison Officer, Ron Palo can be contacted via 

email at ronald@sbta.com.au 

Student Services Coordinator  

https://education.nsw.gov.au/skills-nsw/students-and-job-seekers/low-cost-and-free-training-options/smart-and-skilled-training
https://education.nsw.gov.au/skills-nsw/students-and-job-seekers/low-cost-and-free-training-options/smart-and-skilled-training
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Whilst studying at The Academy you will have access to our Student Services Coordinator who is there to 

assist you if you have any queries or difficulties which can be either academic or non-academic. You can 

contact our Student Services Coordinator by sending an email to studentservices@sbta.com.au. 

Student Counsellor  

Student counsellors play a vital role at our Academy as the counsellor is there to help our students achieve 

academically and also socially and emotionally whilst they are studying at The Academy. We understand 

that you may be feeling depressed, anxious or sometimes a bit lost. If you feel you need to speak to the 

counsellor, please make an appointment with the Student Services Coordinator by sending an email to 

studentservices@sbta.com.au or speak to the staff at reception. 

Assessments 

As part of your qualification, you will be required to complete a range of assessments. The purpose of 

assessment is to gather evidence to determine whether you have met the required standards of 

performance for each unit of competency. 

Assessment tasks may include: 

• Role-plays 

• Case studies or scenarios 

• Demonstrations or workplace observations 

• Written activities 

• Project-based work 

Each assessment task is marked with either a "Satisfactory" or "Not Satisfactory" outcome. To be deemed 

competent in a unit, you must achieve a "Satisfactory" result in all required tasks. Once all tasks are 

completed successfully, you will receive a "Competent" result for that unit of competency. 

If you do not achieve satisfactory results in one or more tasks, your outcome for the unit will be "Not Yet 

Competent." In this case, you may be given the opportunity to resubmit the individual task or re-attempt 

the entire unit, depending on your specific outcome. 

If you fail to submit an assessment task, you will receive a "Did Not Submit (DNS)" result. You will then be 

required to make an appointment with the Student Services Coordinator to discuss your options and 

arrange a new submission deadline. 

If you do not attend a scheduled unit, you will receive a "Did Not Attend (DNA)" outcome and will be 

required to re-enrol in that unit to complete the qualification requirements. 

Recognition of Prior Learning (RPL)  

RPL is the acknowledgment of current skills and knowledge which students may have gained from a range 

of experiences including work, volunteering, study and general life experiences. It is achieved through the 

assessment of evidence you provide against a set of criteria in a qualification. Fees apply. For further 

information, refer to our website – www.sbta.com.au. 

Credit Transfer (CT)  

Credit transfer is the formal recognition of studies undertaken elsewhere. The Academy will ensure that 

learners must not be required to repeat any unit or module in which they have already been assessed as 

competent, unless a regulatory requirement or license condition (including industry licensing schemes) 

requires this. 

Unique Student Identifier  

All students enrolling in a nationally recognised course must have a Unique Student Identifier (USI). This is an 

Australian Government Initiative which will allow you to view all your training results from all providers 

including all completing training units and qualifications.  

mailto:studentservices@sbta.com.au
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The Academy will assist students in obtaining their USI at the orientation. Students who have already 

obtained their USI must submit the email confirmation with the USI to the reception on the first day of their 

course. Students must obtain their USI prior to commencing their training. Students can create their own USI 

by visiting the following website: https://www.usi.gov.au/students/create-your-usi 

Student Support, Welfare and Guidance 

We are here to help. Studying can be challenging, so it’s important to us that you have access to help to 

support your study and learning. 

Academic Support 

The Academy is committed to ensuring that students are provided with academic support to assist them in 

reaching their full potential. The Academic support is designed to help every student at The Academy to 

improve their study skills, understand assignments and prepare for their future career. Academic Support is 

provided to students free of charge on a weekly basis during term time from Monday –Saturday. Students 

can make an appointment with our Student Services Coordinator by to book support services. Online 

resources plus hard copy resources from our Library are also available for students to access at any time 

during their study.  

Our resource room (the library) is open to students and teachers to access during all days of the week. The 

Academy has various books which can be utilised for extra research. Trainers can utilise these books to 

provide extra context to our students during class. If students or trainers wish to borrow any books details will 

be recorded in the student’s diary in the student management system (ACAS).  

We also offer short courses such as resume writing, interview techniques, coffee making and job seeking to 

help support the students with their career goals. 

Mental Health  

At SBTA, we understand that balancing study, work, and life commitments can be challenging. To support 

our students’ overall wellbeing, we offer regular mental health and wellbeing workshops. These sessions are 

designed to help students build resilience, manage stress, and develop practical strategies for maintaining 

mental wellness throughout their studies. 

Workshops are facilitated by qualified professionals and cover topics such as: 

• Coping with academic pressure 

• Building positive habits and self-care routines 

• Recognising signs of stress or burnout 

• Accessing support services and resources 

These workshops are open to all students and are part of SBTA’s commitment to fostering a supportive, 

inclusive learning environment where students can thrive both academically and personally. 

Support Line If you have immediate safety concerns for yourself or others, call triple zero (000) for 

emergency services (fire/ambulance/police). 

If you require specialist Mental Health assistance, call the Mental Health Access Line 1800 011 511. 

Community resources 24-hour crisis phone counselling is also available from the following community 

resources:  

• Lifeline 13 11 14 (online chat or video also available 7pm – midnight)  

• Mental Health Line (NSW) 1800 011 511  

• Suicide call-back service 1300 659 467 (online chat or video also available 24 hours)  

• NSW Rape Crisis Service 1800 424 017 Other counselling resources  

• Headspace  

• Reach out  

• Beyond Blue  

https://www.usi.gov.au/students/create-your-usi
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• Head to Health 

 

 

Coaching support (Tutorial Sessions)  

The Academy also provides free coaching support if you need additional one-to-one coaching with your 

studies. Additional coaching can be organised via our Student Services Coordinator. 

Student Engagement & Community Activities  

In addition to academic support, we offer a range of student activities throughout the year, providing 

opportunities to:  

• Meet and connect with fellow students from diverse backgrounds.  

• Participate in social, cultural, and networking events to build friendships and industry connections.  

• Engage with the local community excursions, and cultural experiences.  

• Enhance well-being and personal development through interactive workshops and recreational 

activities.  

We encourage all students to take advantage of these opportunities to enrich their learning experience, 

build networks, and feel part of the student community. Keep an eye on announcements from Student 

Services for upcoming events! 

Internet and free WIFI  

We provide free Wi-Fi across our campuses, ensuring students have access to online resources for their 

studies. Computers are available in designated breakout areas which can be used from Monday to 

Saturday to assist with coursework. Additionally, most classrooms are equipped with computers for student 

use during study sessions. Facilities may vary across campuses, and students are encouraged to check 

availability at their specific location. 

Resources  

Students have access to additional resources which they can access in hard copy or via their eLearning 

portal. 

Trainers and Assessors 

At The Academy, our students learn from industry professionals with extensive experience in their fields. Our 

trainers and assessors are committed to providing practical, job-focused training. Students also benefit 

from access to quality training resources and modern learning technologies, ensuring a flexible and 

engaging learning experience designed to support career success. 

Our Facilities 

You will learn in our state of art teaching facilities, which has short throw projectors and monitors and latest 

Dell thin-clients. You will also have access to our E-Learning portal, which has online resources accessible 

from anywhere and at any time. You can access this facility using your mobile devices as well. The 

Academy also offers free internet and Wi-Fi for all our students. For our hospitality students, we have a fully 

equipped classroom with bar and coffee making facilities. Mingle with other students and enjoy and relax 

at our large outdoor balcony with views over Darling Harbour, a great place to socialise with your friends. 

Key Organisational Policies and Procedures  

We have summarised key policies and procedures which are relevant to you which you must be aware of. 

You can access the full list of policies of procedures from our website: www.sbta.com.au 

Admission into our courses 

http://www.sbta.com.au/
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The Academy will ensure that the admission process is fair and equitable to all prospective students. 

Students will be selected into our courses based on the following entry requirements:  

• You must be 18 years and over.  

• You must have minimum score of upper intermediate level of English (IELTS 6.0) or equivalent; or  

• an English proficiency of upper intermediate level or above from any NEAS accredited ELICOS 

provider  

Meet course entry requirement (if applicable) The Academy must be satisfied that that 

qualification/course is appropriate to the student’s needs, considering the students existing skills and 

knowledge and the student must also agree to abide by The Academy’s policies and procedures. 

Course Fees  

Fees and Timetable Each course has established tuition and non-tuition fees and charges depending on 

the nature of the course. The Academy’s course fees and charges are listed on our website and different 

for each course. Course fees will also vary depending on individual circumstances such as credit transfer or 

recognition of prior learning. You can obtain our course fee information from our website at 

www.sbta.com.au  

Other Fees and charges  

There are also other miscellaneous fees and charges which may be applicable to the students whilst 

studying at The Academy. These include homestay placement fee, home share, airport pick-up, late 

payment fee, course change fee, document request fee, reissue of qualification, etc which you can also 

view from our website.  

Prepaid Fees 

In accordance with the Standards for RTOs 2025, SBTA will not collect more than $1,500 in prepaid fees from 

any individual student prior to the commencement of their course. 

This means that: 

• Prior to course commencement, students will only be invoiced and required to pay a maximum of 

$1,500. 

• Further fees (if applicable) will only be collected after the course has started, and in accordance 

with a clearly defined payment schedule. 

 

This policy ensures that student fees are protected and aligns with ASQA’s national requirements for 

financial transparency and consumer protection. 

 

Payment of Fees  

Students are provided with fee information and the payment terms prior to enrolment. Students have to 

agree to the fee information and payment terms by signing their Letter of Offer. If students have any 

questions about fee information, they are encouraged to contact The Academy by emailing 

accounts@sbta.com.au   

The Academy accepts payment by direct deposit, credit card (VISA, MasterCard) and EFTOS. Fees can be 

paid directly into our bank account which is:  

Commonwealth Bank of Australia  

BSB Number: 062 000  

Account Number: 16928213 SWIFT Code: CTBAAU2S 

 

Overdue Fees  

Should fees be overdue more than fourteen (14) days you will incur a late payment penalty of $100 and 

will not be permitted to attend classes or appear for assessments, nor shall The Academy grant any 

administrative requests. The Academy reserves the right to cancel your enrolment, notify Department of 

Home Affairs and take legal action where fees remain overdue, and pass your personal information and 

http://www.sbta.com.au/
mailto:accounts@sbta.com.au
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debt details on to a credit reporting and/or debt collection agency. All recovery costs will be charged to 

you in addition to the outstanding fees. 

Please refer to Course Cancellation and Refund policy from our website – www.sbta.com.au  

Access and Equity  

The Academy is committed to the provision of a safe and inclusive teaching and learning environment 

that is free from discrimination and harassment. If you have any disability or learning difficulty, we are here 

to help. Our friendly student support services coordinator will assist you in providing the best possible 

scenario and study plan to ensure you successfully achieve your goal.  

Privacy and Students Personal Information  

The Academy complies and abides by the New South Wales Privacy and Personal Information Protection 

Act 1998. Personal information is information that identifies you. Personal information could be:  

• a record which may include your name, address and other details about you  

• photographs, images, video or audio footage  

• fingerprints, blood or DNA samples.  

The Academy collects personal information solely for the purposes of operation as a provider. All 

reasonable steps are taken to protect personal information from misuse, loss, unauthorised access, 

modification or disclosure, including password protection of electronic files, secure storage of paper files 

and secure backup of data. 

All students are able to access their results via their student portal and are able to send a request to get 

their personal information updated if their contact details are not accurate or out of date. Access to 

student’s personal information may be given to an identified government officer from such agencies as 

the Department of Home Affairs for the purposes of an audit. The Academy is required to inform the 

Department of Home Affairs of any changes to student’s enrolment and any breaches by your student visa 

conditions relating to academic performance. If a third party e.g. another Registered Training Provider 

wishes to verify a student’s qualification and/or transcript, a written permission from the student will be 

required before any information will be released to the third party. All our students are provided with the 

following information prior to enrolment and in their written agreement. 

Privacy Statement 

Under the Data Provision Requirements 2020, The Academy is required to collect personal information 

about our students and to disclose that personal information to the National Centre for Vocational 

Education Research Ltd (NCVER). 

Students personal information (including the personal information contained on this enrolment form), may 

be used or disclosed by The Academy for statistical, administrative, regulatory and research purposes. The 

Academy may disclose your personal information for these purposes to:  

• Commonwealth and State or Territory government departments and authorised agencies; and 

NCVER. 

Personal information that has been disclosed to NCVER may be used or disclosed by NCVER for the 

following purposes:  

1. Populating authenticated VET transcripts;  

2. Facilitating statistics and research relating to education, including surveys and data linkage;  

3. Pre-populating RTO student enrolment forms;  

4. Understanding how the VET market operates, for policy, workforce planning and consumer information; 

and  

5. Administering VET, including program administration, regulation, monitoring and evaluation. 

http://www.sbta.com.au/
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Students may receive a student survey, which may be administered by a government department or 

NCVER employee, agent or third-party contractor or other authorised agencies. Please note you may opt 

out of the survey at the time of being contacted. 

NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy Act 

1988 (Cth), the National VET Data Policy and all NCVER policies and protocols (including those published 

on NCVER's website at www.ncver.edu.au). 

Data Quality and Security  

The Academy will ensure that it will take reasonable steps to ensure the personal information collected is 

accurate, up to date and complete and stored securely. The Academy will also take all reasonable steps 

to protect the personal information it holds against loss, unauthorised access, use, modification or 

disclosure, and against other misuse. When the data is no longer required, The Academy will ensure that 

personal information is destroyed and deleted in a secure manner and in accordance with The 

Academy’s Record Management Policy and Privacy Act. 

Access and Correction  

Students can request access to their personal information under the Privacy Act or the Freedom of 

Information Act 1982 (FOI Act). Students can also request that The Academy corrects their personal 

information without charge. 

Student Conduct  

Students are expected to adhere to The Academy’s policies and procedures at all times. The Academy 

reserves the right to suspend or expel students for serious breaches of The Academy’s policies and 

procedures. No refunds will be made in such cases. Whilst studying at The Academy, the students will be 

informed that: 

• They are responsible for their own health and safety and the health and safety of others.  

• Report any hazards or incidents immediately to The Academy  

• Refrain from any bullying or harassing behaviour which may impact on others  

• Treat others with courtesy, fairness and respect at all times 

Bullying, Discrimination and Harassment  

The Academy is committed to providing an environment that supports the Anti-Discrimination Act 1977 

which recognises and positively promotes a discrimination free workplace. The Academy will not 

discriminate toward any group or individuals in any form, inclusive of:  

• Gender  

• Pregnancy  

• Race, nationality, ethnic or religious background  

• Marital status  

• Sexual Orientation, Gender Identity or Intersex Status  

• Age 

Under NSW and QLD laws you cannot be harassed because of your gender, pregnancy, marital, race or 

religion, disability, age, sexual orientation or intersex status. The Academy will not tolerate bullying, 

harassment, victimization or any such conduct that has the purpose or effect of interfering with an 

individual’s performance or health or creating an intimidating, hostile or offensive learning environment. 

If you feel that someone has discriminated against you, report the harassment to The Academy’s 

management. A counselling session will be held to determine the course of action to be taken. If a 

satisfactory solution has not then been reached, the student can contact the Anti-Discrimination as follows: 

Anti-Discrimination New South Wales - 1800 670 812  

Website - https://antidiscrimination.nsw.gov.au/ 

http://www.ncver.edu.au/
https://antidiscrimination.nsw.gov.au/
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Queensland Human Rights Commission – 1300 130 670  

Website - https://www.qhrc.qld.gov.au/ 

Consumer Protection 

The Australian Competition & Consumer Commission (ACCC) promotes competition and fair trade in 

markets to benefit consumers, businesses, and the community. ACCC’s primary responsibility is to ensure 

that individuals and businesses comply with the Australian completion, fair trading, and consumer 

protections laws, in particular the Competition and Consumer Act 2010. 

The Australian Consumer Law offers consumer protections in the areas of:  

• unfair contract terms, covering standard form consumer contracts  

• consumer rights when buying goods and services  

• product safety  

• unsolicited consumer agreements covering door-to-door sales and telephone sales lay-by 

agreements. 

The Academy will ensure that it is committed to ensuring that it remains complaint with the relevant 

legislation and regulations that protect the rights of consumers as well as fair trade, completion and 

accurate information in the marketplace. For more information, visit https://www.accc.gov.au/ 

NSW Fair Trading  

Fair Trading is part of the Department of Customer Service whose role is to make doing business in NSW 

simple, accessible and fair for employees, consumers and industry while providing the best value for 

government. What do they do? NSW Fair Trading is responsible for the administration of consumer 

protection laws in NSW. We aim to achieve fairness for all in the marketplace by undertaking a range of 

activities including:  

• giving consumers and traders information about their rights and responsibilities  

• helping to resolve consumer complaints and disputes  

• licensing businesses, contractors, tradespeople and property professionals  

• registering associations and co-operatives  

• conducting compliance, inspection and testing programs  

• developing and enforcing laws to safeguard consumer rights and inform business and traders on 

fair and ethical practices  

• safeguarding rental bonds.  

For our students in NSW, please refer to the following link for more information - 

https://www.fairtrading.nsw.gov.au/about-fair-trading 

Queensland Office of Fair Trading 

The Office of Fair Trading (OFT) aims to deliver a fair and safe marketplace for Queensland consumers and 

businesses. The OFT do this by supplying information and advice about rights and responsibilities, and 

enforcing consumer protection laws.  

For our students in Queensland, please refer to the following link for more information - 

https://www.qld.gov.au/law/fair-trading 

 

Health and Safety 

The Academy is committed to support the health, safety and welfare of students and staff. Students and 

staff also have a legal duty to take care and protect their own health and safety, and to avoid affecting 

the health and safety of students and staff. For more information, please refer to our policies and 

procedures. 

 

https://www.qhrc.qld.gov.au/
https://www.accc.gov.au/
https://www.fairtrading.nsw.gov.au/about-fair-trading
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Orientation 

If you decide to enrol into any of our course, it is mandatory for you attend orientation a week prior to your 

course commencement. 

You should attend orientation programs to get a head start on your academic journey and campus life. 

Orientation provides essential information on academics, resources, and campus facilities, helping you feel 

more confident and prepared.  

It is also an opportunity to make connections with fellow students and faculty, fostering a sense of 

belonging. Additionally, orientation can introduce you to vital support services and campus safety 

measures, ensuring you have access to assistance when needed. By participating in orientation, you can 

set a strong foundation for a successful and fulfilling study experience. 

Associated Policies and Procedures 

• Academic Integrity, Plagiarism & Collusion Policy and procedures 

• Access, Equity and Diversity Policy and Procedure 

• Non-Smoking Policy 

• Students Complaints Policy and Procedures 

• Students Appeals Policy and Procedure 

• Recognition of Prior Learning (RPL) Policy and Procedure 

• Credit Transfer Policy and Procedure 

• Workplace Bullying Policy 

CAMPUS LOCATIONS 

NSW 

Sydney Campus:  

Levels 2 and 6,  

401 Sussex Street SYDNEY,  

NSW 2000  

Cookery Campus:  

81A Foveaux Street  

SURRY HILLS,  

NSW 2010  

 

QLD 

Brisbane Campus:  

333 Adelaide Street  

BRISBANE QLD 4000  

Surfers Paradise:  

3059 Surfers Paradise Boulevard  

SURFERS PARADISE 4217 

 

CONTACT DETAILS  
Phone: +61 2 90486900  

Email: info@sbta.com.au or marketing@sbta.com.au or studentservices@sbta.com.au  

Website: www.sbta.com.au 

 

WE LOOK FORWARD TO WELCOMING YOU TO THE ACADEMY 

mailto:studentservices@sbta.com.au
http://www.sbta.com.au/

