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Our vision ….
“to be the pathway from passion 
to industry”

Our values ….
“the way in which we conduct our business is based on the 
following set of values” 

Honesty, to be sincere, truthful and trustworthy in everything we do

Equity, everyone’s differences are acknowledged and embraced

Respect, to recognise the diversity within individuals, and to treat 
others with the same respect we would have them treat us

Willingness to change, to be open to new ideas and prepared to try to 
do things better

Accountability, to be called to account for one’s actions; to be 
responsible

Enjoyment of success, to be able to always recognise, acknowledge, 
applaud and accept praise for, a job well done

Team work, in our organisation and beyond
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Media Makeup Academy & Agency is a registered training organization (RTO) with the Australian Quality Authority 
(ASQA) accredited to deliver nationally recognised training for 069910C CUF50407 Diploma of Specialist Makeup  
Services. Our CRICOS registration number is 03159G and our provider number is 2316.

We have put together this handbook to guide an international student through the application process and to provide 
you with more information on how our courses are conducted, what we are about and how we can guide you 
towards achieving your goals. International Students should also read the Student Handbook for general policies and 
procedures relating to all learners - Student Handbook  
 
International Student Admission

International Applicants – are you an international applicant?
If you do not possess an Australian or New Zealand Citizenship and you do not have permanent residency status for 
Australia, you are classified as an international applicant
.
If you are an New Zealand Citizen, please refer to mediamakeup.com.au and apply as a domestic student.
 
Office Contact Details
Telephone	 +61 8 8223 3233
Facsimile	 +61 8 8212 3607
Email		  info@mediamakeup.com.au
Web		  www.mediamakeup.com.au
Postal		  P O Box 3090 
		  Rundle Mall SA Australia
Address	 Level 2, 27 James Place
		  Adelaide SA 5000 Australia

Welcome to Media Makeup Academy & Agency

Media Makeup strives “ to be the pathway from passion to industry” offering 
quality training in Makeup artistry and Special Effects.
 
The course is designed to equip the learner with all the skills necessary to 
gain employment within the Cosmetic, Fashion and Media Industries. Media 
Makeup is a dual provider offering both domestic and international programs. 
Since the Academy was established in 1998 it has become one of Australia’s 
leading make up schools, combining excellence in theory, training and 
practical applications. Media Makeup maintains these high standards through 
its impeccably trained and experienced staff, its national and international 
focus, its employment outcomes and state of the art facilities, becoming the 
“Industry’s Choice” training provider.  
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About Us

Location
Media Makeup is located in heart of Adelaide off of the busy shopping 
district of Rundle Mall in the trendy lane way of James Place. 
James Place & Rundle Mall are walking streets, lined with Retail Outlets, 
Banks, Library, Restaurants & Bars, Coffee Shops and Food Courts 
all within a short walk from the Academy. This makes lunchtime an 
enjoyable and interesting time. 

Being located in the heart the city there is excellent public transport to 
anywhere in Adelaide. Including Trams, Buses and Trains. There is no 
parking available at the academy, however close by are many parking 
stations with an average of $13AUD per day for early bird parking (In the 
carpark before 9.30am)

Media Makeup’s only neighbour in the building located on level 1 
is Anytime Fitness. This a 24/7 Gym and health club, offering Media 
Makeup students special discount and rates to use the facilities across 
all of there health clubs Anywhere, Anytime. 

View our video on the website to see the academy http://www.
mediamakeupaustralia.com/galleries/

Student Facilities
In 2014 Media Makeup relocated to a brand new purpose built facility 
offering 5 classrooms, commercial photo studio, Prosthetics & Special 
Effects Lab, Student Lounge and Specific Retail store for the industry 
and students. 

The commercial photo studio is used during the program to complete 
portfolio development with professional photographers, as well as 
student have access to the studio to take their own photos with the 
professional lighting and equipment.

All classrooms are equipped with Audio Visual Equipment, Apple TV’s, 
Specialised lighting, Makeup Stations and Student lockers. 

Free WiFi is provided for all students throughout the building.

During classes students have access to all the tools, equipment, and 
products required to learn all of the skills necessary to become an 
industry professional makeup artist. All the products that we use are 
what are commonly used in the Industry. 

Media Makeup has printers, scanners and photocopier available for 
students to use.

Student have access to learning support materials such as Books, 
DVD’s, magazines and other resources. 

Media Makeup has a reference library located at the Academy, which is 
available to all students. The library carries reference books, magazines 
and career advisory leaflets and is available from 8.30am to 8.30pm 
Monday to Thursday and 9am to 3pm Fridays.
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Learning Approach
Media Makeup is a committed to offering the best learning environment to equip learners with industry skills required to 
work as a Makeup Artist in the Media Industries. 

Using a range of learning techniques that are suitable for adult learning such as e learning, theory lessons, practical 
demonstrations, practical makeup applications and work experience. Learners will receive a well-balanced approach 
delivered in a simulated work environment. 

Our People
Our team of professionals are available throughout the Media Makeup experience offering a wide rang of support with 
over 15 years experience in Makeup Education. From academy support staff, mentors to retail makeup artists we have 
a team of people to assist your learning. 

Educators at Media Makeup are selected specifically for their expertise in the 
delivery of training in their areas of technical knowledge and experience, and will 
have at least a qualification that is being taught of an equivalent or higher level 
relevant to the unit of competency/content taught and a minimum of 3 years of 
recent industry experience. Staff must have a high standard of communication 
skills, (interpersonal, oral and written) and personal presentation appropriate to 
the standards set by the industry. This includes the ability to assess the previously 
acquired competencies of students for the purposes of RPL.

All of our Educators are qualified in Training and Assessment as well as working 
in the industry. We have a wide variety of external consultants such as English 
Support, Counselling and Medical Services that are available as required. Our 
Trainers - http://www.mediamakeup.com.au/about-us/our-trainers/

Class Structure and Size
All classes are taught in English in a “Face to Face” environment. This means that is 
a traditional classroom structure with a trainer present in each lesson. International 
Students are combined in the classroom with Australian students. The maximum 
class number is 20 for full time students.  

Course Duration
Course duration is 48 weeks. Classes are from Monday to Thursday 9am to 4pm – 28 contact hours each week. Lunch 
Break from 12pm to 1pm  Additional Study Support on Fridays from 9am to 3pm Expected Home Work Per Week 5-7 
hours Additional External Work Experience 60 hours progressively throughout the course program 

Incidental Expenses, Makeup Products and Required Equipment
All Learners are required to have the necessary tools and equipment required 
to complete the course. Media Makeup offers Makeup Kits at very competitive 
prices which is included in the Incidental Expenses of the Course. The Makeup 
Kits include a full professional Makeup Kit (Including Case), Set of Makeup 
Brushes and Tools, Airbrush Kit, Hairstyling Kit, Special Effects Kit. In the Diploma 
program we use the Special Effects Lab to make prosthetics therefore we include 
a small “Lab Fee” to cove the cost of the consumable items that are used during 
these lessons. We understand that some students may already be in the industry 
and have some of these items, therefore it is not compulsory to purchase items 
if you already have them. Makeup Kits are to used to complete practice and 
provide you with the professional equipment required to work in the industry. 
Additional Makeup products that are not in the kits are supplied during sessions 
but students will also use their own kits during lessons 
to learn how to use it correctly.
 
Media Makeup is the main PRO Supplier of MAKE UP 
FOR EVER for Australia. Students get the full benefit of 
this brand as we include a lot of the products in the kits 
and we use the products during lessons. Student also 
receive 25% professional discount of the products in 
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the Media Makeup Store, so when it come to stock up its at the best price 
that is available. View Media Makeup store www.mediamakeupstore.
com. Other Brands are also used in the kits such as MAC, Kryolan, Skin 
Illustrators and PPI, Elementwo, EVO, Ben Nye, MAQPRO, Smooth On 
and other leading brands in the industry.

Learners are required to supply the following item throughout the course: 
laptop,camera, makeup cape (hairdressing Cape), towels (at least 2 hand 
towels to place on workbench and for hair washing and one full size towel 
for showering), general stationary items (detail list is provide at enrolment) 
and responsible for replenishing items in your makeup kits as they run out.

Media Makeup Directory
Students often need to ask questions or require time to discuss an issue. 
To assist with your queries, please refer to the directory below and kindly 
ensure that you direct your query to the appropriate contact person, using 
the recommended contact method. Students are encouraged to drop in or 
make an appointment, however, we request that this is done during student 
contact hours between 8.30am and 5.30pm.

Opening Hours
Visit our Staff between:		  8.30am - 5.30pm Monday to Thursday
				    8.30am - 3.30pm Friday

Use the facilities between: 	 8.30am – 5.30pm Monday to Friday

After hours emergency contact	 Bec Cochrane 0401 060 927

Query Contact Person Preferred Contact 
Method Details

General Enquires 
 

Admin Visit Reception during 
contact hours; or Email

info@mediamakeup.com.au 

Finances, Complaints & Appeals, 
Grievances

 
Bec Cochrane
CEO

 
Face to face; or Email; 
or Phone

 
For appointments, speak to Bec  
at Media Makeup; or email or; 
phone 8223 3233 
 
bec@mediamakeup.com.au 

Work Experience Jessica Elmer 
Work Experience  
Coordinator

Face to face; or Email; 
or Phone 

info@mediamakeup.com.au 
phone 8223 3233 

Timetables, Weekly Planners, 
Training Concern, Additional 
Support, Progress & 
Absenteeism

Sharon Nicholson
Training Manager

Face to face; or Email; 
or Phone

sharon@mediamakeup.com.au 
phone 8223 3233

General Student Support, 
Enrolments, RPL, Career 
Counselling 
 
 
 

Marie Puccini
Student Liaison Officer

Face to face; or Email; 
or Phone 
 

 

admin@mediamakeup.com.au 
phone 8223 3233
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Study in Adelaide, South Australia

Adelaide is arguably Australia’s best learning environment. 
Adelaide is home to increasing numbers of international visitors 
from all over the world. It is one of Australia’s most affordable, 
safe, culturally diverse and friendly place to live, work and learn.

www.studyadelaide.com says that it has “a strong sense of heritage and traditional values combined with a vibrant 
international and cosmopolitan character”.

All of this, together with the highest quality in education services, makes the choice for where to study in Australia  
a whole lot easier.

In Adelaide you will find:
•	 Quality education institutions and learning pathways
•	 Afford ability
•	 Accessibility
•	 Safety
•	 A strong community spirit
•	 Cultural diversity and excellent migration opportunities.
•	 South Australia is one of the 6 states of Australia and is approximately 15%  
	 of the landmass of Australia.
•	 South Australia has a mild climate with warm, dry summers and cool, wet winters.
•	 Adelaide is the capital city of South Australia. It is known as one of the most livable 
	 cities in the world and is a great study destination.
•	 Adelaide is known as the education city of Australia, which provides a quiet, safe 
	 and secure environment for international students.

Adelaide at a Glance
		  Capital 			  Adelaide 
		  State 			   South Australia 
		  Area			   870 sq km (336 sq miles)
		  Population 		  1.29 million 
		  Time Zone 		  GMT/UTC +9.5 
		  Official Language 	 English

Climate 
South Australia enjoys an average temperature of 25 degrees. Our mild Mediterranean climate offers a perfect 
combination of four seasons that will allow you to enjoy our scenic and beautiful tourist attractions in and around 
the city. South Australia is known for its relaxed, affordable, safe and green environment.

Links
Study Adelaide - www.studyadelaide.com 
Adelaide City Council - www.adelaidecitycouncil.com 
South Australia Tourism - www.southaustralia.com
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Why You Have Made the Right Decision to Study with Media Makeup
	 • Media Makeup has been established since 1998
	 • Media Makeup students are highly sort after
	 • Media Makeup has an established name in the industry
	 • Excellent Support from Employers and Industry
	 • Student Support Services to help you succeed
	 • Student Facilities to Support Your Learning
	 • Australian Government Accreditation
	 • Competitive Program Fees
	 • A Dedicated Team of Professionals
	 • Small class sizes, so students can reach their full potential
	 • Access to Professional Makeup Products and Equipment

Accommodation
There are three main accommodation options for international students in 
Australia. See more comprehensive information in the International Student 
Resource Guide.
 
Student Residence is available throughout Adelaide. They are typically close 
to public transport and shopping facilities. The main advantage of staying in 
an International Student Residence is that you will meet and make friends with 
people of your own age who are also studying. 

Standard accommodation in an International Student Residence includes: A single room with a bed, desk and cupboard, 
access to a shared television lounge room, a shared kitchen and dining area, laundry facilities, shared bathroom facilities 
and access to public telephones. Full Board accommodation includes 3 meals per day in addition to the above. 

Typically costs for student residences are between $110.00AUD to $300.00AUD per week for full board and $75.00AUD 
to $150.00AUD for a single room.

Homestay Accommodation provides students with excellent opportunities to learn about Australia and Australian 
culture and customs.

This accommodation includes: single room with bed, desk and wardrobe, up to 3 meals per day depending on the 
individual homestay family, the opportunity to live and learn in an Australian family environment, and use of facilities 
within the residence. You need to remember that the price you are paying for homestay accommodation may not 
include: telephone calls, Internet (if available) and personal items such as toiletries.

The price for homestay varies from $140.00AUD to $250.00AUD per week depending on the different facilities and 
options provided. Please note that these prices are approximate and subject to change without prior notice. The length 
of stay is arranged between the homestay provider and the student.
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Shared Accommodation offers students the opportunity to share an apartment, house or flat with one or more other 
people. This is often a preferred accommodation option that offers affordable living in and around the city. The price 
varies dramatically but averages between $80.00AUD to $200.00AUD per week, depending on the different facilities 
and locations.
Links	 Uni Lodge - www.unilodge.com.au
	 Urbanest - www.urbanest.com.au
 
Media Makeup can assist in helping you make an informed choice about accommodation, but ultimately it will be your 
responsibility to find suitable accommodation.  If you would like assistance or advice please contact the academy.

English Language Requirements
Media Makeup courses are taught in English and therefore you are 
required to demonstrate English proficiency in listening, speaking, reading 
and writing by completion of an English language test in English is not your 
first language. The IELTS (International English Language Test System) or 
TOEFL is the preferred English language proficiency qualification. 
Links	 www.ielts.org
	 www.ets.org/toefl

The minimum English language entry requirement for our courses is IELTS/
TOEFL 5.5 (overall band score). Band score of each component is not less 
than 5.0. The IELTS/TOEFL test must be the Academic version. Booking in 
the Test in your home country can take some time to get an appointment, 
please consider the wait list time frame when making your application.

If your English language proficiency does not yet meet the standard, Media 
Makeup will provide guidance in securing the necessary English training 
for your studies. The final decision in acceptance of any applicant will 
be based on an interview with Media Makeup. If, once the course has 
commenced, there are some difficulties arise with the level of English 
proficiency required, then the student is encouraged to speak initially to 
the International Student Liaison Officer who can direct them for external 
assistance.

Code of Practice
This sets out the guidelines for the ethical conduct of registered providers 
of courses to International Students. Media Makeup is a registered 
provider of courses for International Students and is committed to meeting 
educational standards outlined in the National Code of Practice issued by 
the Australian Government. Please read the code of practice for overseas 
students, which can be viewed on this link www.internationaleducation.
gov.au
 
Admissions

Participant Selection Policy
	 •	 Participants wishing to apply for a Diploma Course with Media 		  	
		  Makeup will need to have passed a minimum of Year 10 		
		  Secondary Education or higher, a recognised equivalent or 		  	
		  relevant industry experience. Participants are required to 		  	
		  present relevant Certificates/Documents to support education 		  	
		  levels and skills. 
	 •	 Meet the Language, Literacy and Numeracy required of the 		  	
		  ACSF(Australian Core Skills Framework) Level 3
	 •	 If English is a second language an English Proficiency Test 		  	
		  must be complete. Accepted test are IELTS or TOEFL with a 		
		  minimum over all band score of 5.5 and the band can not be 
		  Lower then 5.0 for each component
	 •	 International Students must be over the age of 18. 
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	 •	 Basic Computer Literacy is required, ability to use word 		
		  processing, power points, comfortable with formatting and 		
		  uploading in to the E-Learning, being able to use the internet 		
		  effectively. 
	 •	 Have a genuine desire to work as a Makeup Artist for the 		
		  Photographic, Theatre, TV, and Film Industry.
	 •	 Be willing to work in teams, have good communication skills 		
		  and have a creative flare.
	 •	 An ability to work with Clients, Colleagues and Trainers whilst 		
		  following established policies and procedures, code of conduct 		
		  and workplace heath and safety procedures in the academy 		
		  and in the workplace.
	 •	 The ability to complete minimum of 60 hours of accumulative 		
		  Work Experience in Film or TV, Performance of Theatre, 		
		  Fashion or Photographic. This is over an above contact 		
		  hours and completed in own time.
	 •	 Must have good personal hygiene and presentation to work in 		
		  a personal service industry

Application Timeline for International Students
Generally, we recommend that applications are no less than 12 weeks 
prior to the course commencement. Students in countries with longer visa 
procedures, such as Assessment level 3-4 countries are encouraged to 
apply at least six months before their intended course start date. Student 
Visa applications can vary from country to country. Please check with your 
nearest Australian Embassy or High Commission. www.immi.gov.au

Application and Enrollment Procedure for International Students
The following steps outline the processes of enrolment.
	 Step 1	 Download and read the International Program Prospectus which includes the course fees & incidental 	
			   costs and policies & produces. View information on this website regarding course start dates and 		
			   other useful information.

	 Step 2	 Participant to enquiry by telephone (+61 8 8223 3233), email (bec@mediamakeup.com.au) or from 	
			   an Approved Agent directly. Check the course start dates and ensure there is a position available. You 	
			   must allow sufficient time to complete the application process. We recommend a minimum of 		
			   12 weeks for Visa process for a low risk country and up to 6 months for a high risk county. immi.gov.au

	 Step 3 	 To apply download and complete the International Student Application Form which can be accessed 	
			   from our website www.mediamakeupaustralia.com Alternatively you can request the International 		
			   Student Application Form by email -  admin@mediamakeup.com.au or call +61 8 8223 3233

	 Step 4	 Send to completed application form with:
			   Application fee of $250.00AUD (non-refundable)
			   Covering letter
			   A copy of TOEFL/IELTS certificate (applies only if English is not your first language)
			   Current resume, education documents and copy of passport
			   If applying for course credit or RPL then relevant forms must be sent with the application form

			   Send your application to:
			   Student Liaison Officer
			   Media Makeup Academy
			   PO Box 3090 
			   Rundle Mall SA 5000 
			   Australia
			   or Email: admin@mediamakeup.com.au

			   Once your application as been received by Media Makeup, we will notify you within 2 weeks.
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	 Step 5	 A telephone interview will be conducted by Student Liaison Officer. During the telephone interview the 	
			   Student Liaison Officer will be accessing suitability to undertake the program. It will be determined 	
			   if there are any areas for Course Credit or RPL (Recognition of Prior Learning) and the process 		
			   explained.

			   If accepted into the course then a Letter of Offer will be sent which outlines the deposit requirements 	
			   and course fees payment plans. The enrolment & written agreement form must be signed & competed 	
			   at this time. Send the deposit payment and proof of Overseas Student Health Cover with the 		
			   completed enrolment & written agreement form. (If the application is not successful then written 		
			   notification will be issued. Please note the application fee is non-refundable).

			   The letter of Offer confirms that you have been accepted by the training provider (Media Makeup 		
			   Academy & Agency Pty Ltd) and that a position is being held for you. The Letter of Offer is required to 	
			   apply for a Student VISA. 

	 Step 6	 Upon receipt of deposit payment, Media Makeup will issue confirmation of enrolment. Upon issuance 	
			   of eCoE (electronic confirmation of enrolment), Media Makeup will send a Welcome Letter (including 	
			   Orientation details, Pre-departure check list & payment details of the remainder of course fees) and 	
			   a receipt of the deposit payment. If course credit is granted then the course duration and course fee 	
			   adjustments will be included in the eCoE.

	 Step 7	 Apply for your student visa in your home country from the Department of Immigration and Border 		
			   Protection (DIBP) 

Authentication of Documentation
It is a policy of Media Makeup that all documents submitted 
by students in relation to enrolment into a course of study 
and or course work at Media Makeup will be scrutinised and 
confirmed as authentic documents by appointed personnel 
from Media Makeup. It is a requirement that all documents 
submitted are in English or translated in English for 
authentication processing. If assistance is required for any 
interpretation of documentation then an interpretation and 
translating centre is located at 24 Flinders Street, Adelaide. 
Telephone: 82261990 itc@saugov.sa.gov.au and 
www.translate.sa.gov.au This is at the students own cost.

The procedure requires either the original document or a 
certified copy of the document be cited by Media Makeup 
appointed personnel. It may be required, in circumstances 
where there is some uncertainty of the authenticity of the 
original or certified copy of the document , that Media 
Makeup personnel will contact the institution, person or 
agency or organisation that has signed and or produced the 
document  to confirm its authenticity and or legitimacy. If 
this is deemed necessary by the Media Makeup appointed 
personnel, then consent from the student would be gained 
prior to Media Makeup contacting the relevant institution, 
person or agency. This request will be documented in writing. 
If the student objects to the document being authenticated 
then Media Makeup will not recognise the document.

This policy and procedure relates to documents pertaining 
to recognition of prior learning (RPL), study visas, medical 
certificate and any other document that may relate to the 
student’s enrolment and course of study at the Media 
Makeup.
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Participant Personal Details
It is a requirement of your Visa that you notify Media Makeup of any change to personal details, such as name, address, 
phone number and availability for employment. Media Makeup will check your detail information regularly at least every 
6 months, you must confirm that your details are correct in writing.

Personal information may be accessed by the Australian 
Government and designated authorities, ASQA,TPS and the ESOS 
Assurance Fund Manager. This information includes personal and 
contact details, course enrolment details and changes, and the 
circumstance of any suspected breach by the student of a student 
visa condition.

Orientation and Induction
Induction typically occurs on the Friday prior to the first day of course 
commencement. Media Makeup is committed to:
	 •	 Introduce you to your support team at Media Makeup
	 •	 Tour of the premises
	 •	 Explain the relevant policies & procedures for International 	
		  Students
	 •	 Provide you with a tour of Adelaide city (including sites of 	
		  interest)
	 •	 Provide you with the necessary support to understand the 	
		  local culture and environment
	 •	 To provide a friendly, family-oriented environment.

On commencement of the course,the following Monday, the first class 
will be Induction at which the participant will receive any Learners 
Handbook updates and a Learning & Assessment Strategy and (Training 
Record Book). All participants will be taken on a tour of the premises 
and the facilities, exits, fire extinguishers, first aid kit, Library will be shown. The Learning & Assessment Strategy Book 
& Training Record Book will be discussed and assessments outlined for the duration of training, the weekly planner will 
be accessed and our e-learning system will be explained.

Student Visas
You will need to obtain and maintain  a  student  visa  until the completion of your course. You can obtain visa information 
from the nearest Australian Embassy or Australian High Commission or local Department of Immigration and Border 
Protection (DIBP) offices. Student visa applications are assessed based on your country’s level of risk (level 1 being low, 
level 5 being very high). Access to a student visa will depend upon the assessment level (AL) of your country of origin. 
Students from Assessment Level 1 have fewer restrictions when applying for a student visa than students from Level 2 
and above. The AL of a country is different in each educational category. Each assessment level has differing criteria. 
This criteria includes financial, English and other requirements. www.immi.gov.au Media Makeup is in the Vocational  
Education and Training Category (subclass 572) 

Eligibility for VISA
Have you checked your countries Assessment Level?
Full Fee paying prospective learners of Assessment Level 3-5 are encouraged to undergo pre-visa assessment before 
lodging an application for a visa to study in Australia. Self-assessment information can be obtained from your nearest 
Australian Embassy. 

Changes Affecting Visa Status
Media Makeup is required by law to notify the Department of Immigration and Border Protection (DIBP) whenever a 
student:
	 •	 Fails to commence the nominated course as expected
	 •	 Has their enrolment cancelled for failure to meet course requirements, or any other reason
	 •	 Ceases to occupy the place for which the course enrolment was confirmed, either through 
		  Completion of, or withdrawal from the course
	 •	 Changes course and/or provider during their period of stay in Australia

If you have changed your course and/or provider, you may need to contact your OSHC provider about maintaining 
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overseas learner heath cover. You should contact DIBP, prior to making a decision, with any queries that you have 
regarding a change of VISA status. Please also note that you are required to notify Media Makeup if your are applying 
to DIBP to change your VISA status.

Dependants
If holders of a Student Visa have dependants who will be coming with them to Australia then they are required to make   
arrangements for the education of the dependant/s. Students should contact (DIBP) for more information about the  
status of dependants when intending to study in Australia. If you are accompanied by school aged dependents you  
will be required to pay the full fees for their schooling. Please note: International Students are not eligible for travel  
concessions on  public  transport in Australia.

Overseas Student Health Cover (OSHC Insurance)
(DIBP) require mandatory, visa length health insurance for all student visa holders. OSHC covers up to 100% of the 
scheduled fee for most medical services and 100% of scheduled fees in hospitals and emergency ambulance. Learners 
may consider taking out additional insurance for extras such as dental services, Chinese or alternative medicines. 
Currently the fee for OSHC basic level cover is approximately $380AUD per year for single learner. This is subject to 
change and only a guideline. 

	 Approved OSHC providers include:
	 Medibank Private – www.medibankprivate.edu.au 
	 BUPA OSHC – www.overseasstudenthealth.com 
	 Australian Health Management – www.ahm.com.au

If you don’t maintain your health cover insurance, you will be in breach of your Visa conditions. 

Refund of OSHC Payments
A student may apply directly to the OSHC provider for refund of monies paid if any of the following occur:
	 •	 If they do not arrive in Australia
	 •	 If their student visa is not extended
	 •	 If they have been granted resident status in Australia
	 •	 If they are required to return home for reasons beyond their control

The Education Services for Overseas Students 
ESOS Framework
Students should read and understand these guidelines.
www.aei.gov.au/AEI/ESOS/EasyGuide_ESOS.htm 

Please access this document via the link provided. Students 
who cannot access the document via this link should contact 
the Media Makeup team.

The ESOS Acts Regulations set out the legal framework for 
the delivery of education to overseas learners. It governs the 
following:
	 •	 Which providers may be registered 
	 •	 The CRICOS registration process 
	 •	 Obligations of providers
	 •	 Tuition assistance and consumer protection 		
		  mechanisms
	 •	 Enforcement and compliance powers
	 •	 Charges providers pay to enrol overseas learners 

Marketing Information and Practices Policy
All marketing of Media Makeup Education and Training services 
is professional, accurate and maintains the integrity and 
reputation of the industry. All training and marketing material 
is written in a clear and non misleading form in which students 
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have ready access to either on line or in the written format. It is Media Makeup’s policy to ensure clear information 
and advice is provided to all participants in relation to all policies & procedures, inclusive of the following: Association 
with other RTO providers of training; the employment outcomes associated with a course; automatic acceptance into 
another course; possible migration outcomes or any other claims relating to Media Makeup, Media Makeup’s courses or 
outcomes associated with the course. Media Makeup will not actively recruit a student where this clearly conflicts with 
obligations relating to all policies & procedures under “Transferring to another Training Provider”.

Payment of Fees
International learners are required to pay tuition fees. The payment schedule is detailed in the letter of offer and provided 
to the learner prior to enrolment. Course Fee and Incidental Expenses are advertised on the website and are subject to 
change. Course Fees and Incidental Expenses are payable in $AUD. A deposit is required prior to the course starting. 
Learners will be invoiced at the end of a study period and will be required to pay for the study period in arrears. 

Tuition Protection Service
The Tuition Protection Service (TPS) is an initiative of the Australian Government to assist international learners whose 
education providers are unable to fully deliver their course of study. The TPS ensures that international learners are able 
to either complete their studies in another course or with another education provider or receive a refund of their unspent 
tuition fees. Media Makeup is actively covered by the TPS. Further information can be found at www.tps.gov.au

International Learners are not required to pay more then 50% of their total tuition fees for a course before they commence 
unless the course has only one study period and does not exceed 24 weeks. 

Refund Policy
Media Makeup reserves the right to cancel a course, or refuse any enrolment as permitted by law. Media Makeup 
reserves the right to adjust the fees on an annual basis, vary course requirements or class schedules at any time as 
deemed necessary. Once fees have been set and outlined in the Letter of Offer the fees will not change for that program.

Refunds, if approved, will be normally made within four weeks after a written claim has been received from the applicant/
student. However, if:
	 •	 Media Makeup is unable to start the course on the day on which the course was 
		  scheduled to start or a later day agreed by the student and Media Makeup
	 •	 Media Makeup stops providing the course after the course has started but 
		  before it is completed. 
	 •	 Media Makeup will offer the refund to all students who are 
		  Enrolled at the time within two weeks of the day on 		
		  which Media Makeup should have provided the course or it 	
		  stopped providing the course.

In these situations, a student may be offered enrolment in an alternative 
Media Makeup course at no extra cost. If the student chooses to accept 
enrolment in the alternative course, written confirmation will be required 
from the student to confirm that the alternative enrolment is in substitution 
for refund of fees. This change of course will be reflected in an amended 
electronic Confirmation of Enrolment (eCoE). It is the student’s choice 
whether to accept a refund of fees or enrolment in an alternative course.

Where a student changes visa status (e.g. changes education sector) and 
requires a new visa to be issued, the student is required to bear any and 
all costs associated with the visa.

Refunds will only be made by electronic funds transfer or by cheque. 
Refunds will be made in Australian dollars and will be made to the student 
unless the student requests in writing that the refund is to be made to a 
person nominated by the student.

Money will not be transferred to other educational institutions under any 
circumstances. Tuition/Course fees has the meaning provided for in the 
ESOS Act.
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Reasons for Refund of Fees Paid and Refund Payable by Media Makeup
	 1	 If the visa application is unsuccessful and the course had not started on the day on the day on which the 	
		  course was scheduled to start or a later day agreed between Media Makeup and the student (the Agreed 	
		  Starting Day). 
		  Deposit is refundable less a $250.00AUD administration fee.

	 2	 If the visa application is unsuccessful and the course has already 	
		  started on the Agreed Starting Day and the student started the 		
		  course on that day. 
		  All Fees less monies to cover administration expenses and any 	
		  part of the course you have already studied as provided for in 	
		  the ESOS Act and ESOS Regulations.

	 3	 If the offer of a place is withdrawn.
		  All Fees are refunded except the application fee.

	 4	 If Media Makeup is unable to start the course on the day on which 	
		  the course was scheduled to start or a later day agreed between 	
		  Media Makeup and the student (the Agreed Starting Day)
		  All Fees are refunded except the application fee. Provided the 	
		  student has not withdrawn before the day on which the course 	
		  was scheduled to start or a later date as agreed between Media 	
		  Makeup and the student.

	 5	 If Media Makeup stops providing the course after the course has 	
		  started but before it is completed.
		  All Tuition/Course Fees (provided the student has not withdrawn before the day on which the course 	
		  was scheduled to start or a later date as agreed between Media Makeup and the student).

	 6	 If incorrect or incomplete information is supplied by the applicant and the offer is withdrawn by Media Makeup.
		  All Tuition/Course Fees less a $250.00AUD administration fee.

	 7	 If the student does not start the course on the Agreed Starting Date and has not previously withdrawn and 	
		  the reason for not starting on that date is not because the visa application is unsuccessful. In this case the 	
		  student will be in default as provided for under the ESOS Act.
		  Deposit is non-refundable.

	 8	 If the student withdraws more than 30 calendar days before the Agreed Starting Day of the course.
		  All tuition fees less $250.00AUD administration fee.

	 9	 If the student withdraws less than 30 calendar days before the Agreed Starting Day the course.
		  Deposit is non-refundable.

	 10	If the student withdraws after the Agreed Starting Day of the course.
		  Deposit is non-refundable.

	 11	 If a student
			   - Breaches student visa conditions.
			   - Breaches the rules of Media Makeup resulting in suspension or expulsion from the course or
			   - Has his/her visa cancelled and is asked to leave the country
		  No Refund for the current study period and $250.00AUD administration fee will be charged.

	 12	If a student receives permanent residency status during a semester.
		  No Refund for the current study period. The student will be required to pay domestic fees for the 		
		  subsequent study periods .

This policy, and the availability of complaints and appeals processes, does not remove the right of the student to take 
action under Australia’s consumer protection laws.
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Course Deposit
A fifty percent (50%) deposit of the course cost is required on enrolment to confirm a position in the course. The deposit 
is part of the total course cost. The deposit is refundable if the learner decides to withdraw from the course program and 
provides a written request at least 30 days before the commencement of the first study period. 

Student Default and Withdrawal from Course
Students are required to provide written notification of withdrawal from any course or study period, prior to the 
commencement of the enrolled course, in order to obtain a refund for that course. If a student withdraws from the course 
prior to the course start date but after the 30 days before the commencement of the course program, the deposit is 
non-refundable. However any incidental expenses will be refunded, less a $250.00AUD administration fee. This fee is in 
addition to the original student application administration fee. The student may defer their course to another intake date 
within a one year period from the initial course start date.

If a student withdraws from the course after commencement of the course, then the student is required to pay any 
fees owing for the current study period. All refunds claims will be paid to the student within four weeks from the date of 
receiving the notification of withdrawal. The 50% deposit will not be refunded.

Refunds incur a $250.00AUD administration fee. Please check with the International Student Liaison Officer before 
withdrawing to ensure that it complies with your student visa requirements. 

Please note that information about international students may be made available to relevant Commonwealth and State 
Government agencies.

Deferment of Enrolment
Requests for the deferment of studies are required in writing. Deferments may be granted by Media Makeup for up 
to one year providing notice is given in writing at least 2 weeks prior to the commencement of a given study period 
or for exceptional circumstances. Deferments will only be granted between study periods for all subjects or subject 
components successfully completed in the previous study period. 

Media Makeup is required to notify DIBP of your deferment and you may therefore forfeit your current student visa.

A student is only allowed to defer commencement or suspend studies of a course on medical grounds (with a medical 
certificate) or other exceptional compassionate circumstances.

Definitions: Compassionate or extenuating circumstances – resulting in temporary leave, deferral, program suspension 
or cancellation. 

Compassionate or extenuation circumstances are generally beyond the control of the student and have an impact on 
the student’s academic progress or wellbeing.

These include but are not limited to:
	 •	 Serious illness or injury occurring after enrolment. This must be supported by 
		  A medical certificate stating when the injury occurred or illness commenced.  
	 •	 Bereavement of close family member such as parents or grandparents 		
		  (where possible death certificate should be provided).
	 •	 Major political upheaval or natural disaster in the home country requiring 
		  emergency travel and this has impacted on the student studies; or
	 •	 Traumatic experience which could include; involvement in, or witnessing of 
		  a serious accident; or witnessing or being the victim of a serious crime, and 
		  has impacted on the student (these cases should be supported by police or 
		  psychologists reports)
	 •	 Where the registered provider was unable to offer a pre-requisite unit or 
	 •	 Inability to begin studying on the course commencement date due to delay 
		  in receiving a student visa.
	 •	 Additional compassionate or extenuating circumstances may also apply 
		  and Media Makeup will make a professional judgment and assess each case 
		  on an individual basis. 

Media Makeup reserves the right to defer or temporarily suspend the enrolment of the 
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student on the grounds of misbehaviour (breach of Media Makeup Policies 
& Procedures) by the student. In this situation Media Makeup will inform the 
student in writing of the intention to suspend or cancel the student’s enrolment 
and that the student has 20 working days in which to access the complaints 
and appeals processes. If the complaints & appeals processes are accessed 
by the student then the deferment will not take place until the internal process 
is completed. Misbehaviour (breach of Media Makeup Policies & Procedures) 
of students can also be grounds for cancellation of the course program and in 
this situation the student will be informed of this prior to enrolment.

Media Makeup must notify DIBP of your decision to defer your studies in 
Australia. DIBP will defer the student visa up to
6 months. Over six months your visa will be cancelled, therefore you will need 
to reapply for another student visa prior to recommencing your studies. Please 
note that the final decision about your eligibility for a second student visa will 
be made by DIBP and will be based on your reasons for deferring your studies. 
Therefore, we strongly advise you contact DIBP to ensure that you will be able 
to resume your student visa status, prior to making your final decision to defer.

There is no monetary action on deferments, however, please note that courses 
may be subject to change and you are required to check with International 
Student Liaison Officer, at the beginning of the year in which you intend to re-
enrol, to ensure that re-enrolment is possible.

Transferring to Another Training Provider Policy
Students wishing to transfer an enrolment with Media Makeup to another registered provider are required to complete 
six calendar months of the course program prior to requesting a transfer. If a Student wishes to transfer before finishing 
the first six months of study then the student must apply to the International Student Liaison Officer for a release letter. 
Students must follow the steps below and apply to the International Student Liaison Officer for Release. 
Media Makeup will only issue a Release letter if: 

	 •	 A course in academically unsuitable for a student  - eg. Where a student is better suited to a different 		
		  learning environment or the course does not meet the needs of the student either educational or developmental. 
	 •	 Compassionate or compelling reasons for the transfer exists. 
	 • 	 All tuition fees are up to date for the current study period

Step 1	 Student is to request for an Application Form to Transfer to another provider, from the International Student 	
	 Liaison 

Step 2 	 Student to provide a written letter detailing the reasons behind their request to transfer to another provider 	
	 along with any other supporting documents. The International Student Liaison Office will document on the 	
	 application the date that application was made and provide a copy to the student as a receipt. A decision will 	
	 then be made within 14 calendar days from the application date.  

Step 3 	 Student must first be accepted by another provider and provide a valid copy the “letter of Offer” from the 		
	 provider.

Step 4 	 Students must continue to attend all classes and complete the course program as normal and until they 		
	 have been formally released from the program at Media Makeup.

Step 5 	 Once the application has been made by the student, the International Student Liaison Officer will consult 	
	 with the CEO. The CEO will assess the request to transfer and make a decision based on the following:

		  - 	 Will the transfer jeopardise the student’s progression through the training package of courses? 
		  - 	 Has the student provided evidence that he or she was misled by Media Makeup or an education or 	
			   migration agent regarding Media Makeup or its courses, which constitutes a breach of the ESOS Act? 
		  - 	 Does the course to which the student wishes to transfer better meet the study capabilities
			   of the student?
		  - 	 Does the course to which the student wishes to transfer better meet the long term goals of the 		
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			   student, whether these relate to future work, education or personal aspirations? 
		  - 	 Does the student wish to change course in order to get access to greater support (may be through 	
			   the services offered by another provider, commercial or non-for-profit services or through access to 	
			   family, friends or a cultural support network)?
		  - 	 Does the student claim and/or can he/she provide evidence that his/her reasonable expectations 		
			   about the current course are not being met? 
		  - 	 Is the student simply trying to avoid being reported to DIBP for lack of course progress or poor 		
			   attendance?
		  - 	 Is it within 6 weeks of the student arriving in Australia? Issues such as homesickness may take some 	
			   time to overcome and transferring to another provider is unlikely to solve this problem. Media Makeup 	
			   may consider that the student needs some time to settle into the course and the Australian education 	
			   system, and for the student to use and benefit from its Student Support Services. 
		  - 	 Does the student have any outstanding fees payable? If so, these must be paid before a Letter of 	
			   Release can be provided.

Step 6 	 the International Student Liaison Officer will notify the Student in writing with in 14 calendar days with the 	
	 request outcome. 

Step 7 	 If the student’s request is approved then a “letter of release” will be issued at no cost to the student.

Step 8 	 The student is responsible for contacting DIBP to assess whether a new visa is required. 

Step 9 	 The International Student Liaison Officer will notify DIBP of the termination of the student’s studies at Media 	
	 Makeup The approval of transfer of a student to another institution does not indicate the agreement to 		
	 provide any refund. Refunds are governed by the cancellation and refund policy, Independent of this policy.
 
Students request maybe refused and a “letter of release” not been granted, if the CEO deems the transfer to be 
detrimental to the student and the circumstances for approving the release letter have not been satisfied. If the transfer 
request is refused the following steps will take place:

Step 1 	 The International Student Liaison will issue in writing a letter notify that the request has been rejected within 	
	 14 calendar days of the request being received. 

Step 2 	 The student will be informed about the Media Makeup complaints and appeal policy and procedure and has 	
	 20 working days from the date of the refusal letter to lodge an appeal against the decision to the CEO. Then 	
	 the Complaints and Appeals policy and procedure will be followed. 

Step 3 	 The student must remain enrolled and attend all classes as normal during the appeal procedure. 

Step 4 	 Media Makeup will maintain all records on the student file to be used in the complaints and appeal procedure. 

The availability of the complaints and appeals processes, does not remove the right of the student to take action under 
the Australian Consumer Protection Laws. 
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Students Seeking to Transfer to Media Makeup
International students within the scope of this policy who seek to transfer to Media 
Makeup prior to completion of the first 6 calendar months of their principal course, 
will be issued with a CoE only if:
	 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 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; or
	 3.	 Any government sponsor of the student considers the change to be 		
		  in the student’s best interest and has provided written support for that 		
		  change.

International Students who are seeking to transfer to Media Makeup must write 
a letter to the CEO to request a transfer. The letter is accompanied by the Media 
Makeup Application Form along with all supporting documentation. 

Each request is first assessed by the CEO before the application process can begin.
Once approved the International Student Liaison Officer will commence the application process and the application fee 
charged. 

If the application is successful the Student will receive a Letter Of Offer, which is required to be given to the original 
registered provider in order to receive a Letter of Release. 

Once the student has received the Letter of Release, the student is then responsible to supply the Letter of Release to 
the International Student Liaison Officer. 

The student is responsible for contacting DIBP to assess whether a new visa is required and to also withdraw their 
enrolment from the original provider. 

Once the Letter of Release has been received, then the Student will receive a CoE for the applied course and enrolled 
in the program

New Diploma coming in 2017.
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Financial Policy
 
Media Makeup reserves the right to refuse the continuation of their course 
program if students are in breech of minimum payment terms and/or 
payment plans (unless suitable arrangements have been made) and will 
be liable for debt recovery and/or legal costs associated with recovery of 
overdue fees.

Media Makeup reserves the right to defer any outstanding course 
assessments, and therefore the issuance of Qualifications, until payment of 
outstanding course fees are paid. If in the event assessments are deferred 
for this reason then the participant is responsible for paying for their 
assessments. If the participant does not pay the outstanding fees within 
the agreed payment time frame, unless suitable arrangements have been 
made, then Media Makeup reserves the right to pass on the outstanding 
fees to a debt collector, which will incur extra fees.
 
Prices of Courses
The actual costs of training are monitored on a regular basis, taking into 
account current market trends in employment and employer requirements, 
CPI, equivalent competitor price structures as against perceived competitor 
success rates. It is important to Media Makeup to keep our prices both 
affordable and reasonable in order to maximise both public and industry 
access.
 
Incidental Expenses
All Incidental Expenses are payable 30 days before course commences unless negotiated otherwise. All materials will 
be issued at orientation. All kit materials are purchased at very competitive prices and the retail value of most kits is over 
and above the cost to students.
 
Other Fees and Charges
There may be circumstances where a student is required to make payment of other fees and charges.
For example; 

1	 The issuance of a replacement Qualification and/or Statement of Results will incur an administration 	
	 charge of $50.00.

	 2	 If a student has had multiple attempts at assessment or other course related activities, and is 
	 still found to be ‘not yet competent’, the student may be required to pay additional fees for ongoing 	
		 training and/or assessment activities. Media Makeup will negotiate these fees with the individual 		
	 student and reserves the right to waive additional student fees if the student demonstrates severe 	
	 financial hardship or other exemption categories, which are acceptable to Media Makeup.

It is important for students to note that all credit card transactions will incur a bank fee of 2%.

Training Policies

Progress Monitoring Policy
International students course progress is monitored to ensure that the course is completed within the duration specified 
in the eCoE and that the duration of study may only be extended where it is clear that the student will not complete the 
course within the expected duration, as the result of:
	 • 	 Compassionate or compelling circumstances (eg. illness where a medical certificate states that the 	
		  student was unable to attend classes or where Media Makeup is unable to offer a pre-requisite unit).
	 • 	 Media Makeup implementing it’s intervention strategy for students who were at risk of not meeting 	
		  satisfactory course progress.
			   •	 An approved deferment or suspension of study has been granted.

If the student as a result of the above requires an extension then Media Makeup will record the variation and the reasons 
for it on the student file. Media Makeup will issue a new eCoE and contact PRISMS.
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Training Delivery and Assessment Progress Policy
Media Makeup is committed to high standards in the provision of training and assessment. The organisation only 
uses qualified staff, facilities, equipment and materials to provide the training and/or assessment services within scope 
of registration and to accommodate client needs, delivery methods and assessment requirements.
The organisation ensures that in developing, adapting or delivering training and/or assessment products and services, 
the following:
Methods used to identify learning needs, and methods for designing training and assessment, are documented;
	 •	 The requirements of the Training Package or accredited course are met;

•	 Language, literacy and numeracy requirements are developed to suit the individual needs of  
	 each client using allowable adjustment;
•	 Delivery modes and training and assessment materials will meet the needs of a diverse range  
	 of clients;
•	 Where assessment or training is conducted on-line or by distance, the organisation has effective 		
	 strategies for learner support, monitoring and assessment.

	 •	 The organisation’s assessments meet the requirements of the endorsed components of Training 		
	 Packages and the outcomes specified in accredited courses within the scope of registration.

The organisation ensures that all assessments:
•	 Comply with the Assessment Guidelines included in the applicable nationally endorsed Training 		
	 Packages or the assessment requirements specified in accredited courses;
•	 Comply with the principles of validity, reliability, fairness and flexibility;
•	 Provide for applicants to be informed of the context and purpose of the assessment and the 		
	 assessment process;
•	 Where relevant, focus on the application of knowledge and skill to the standard of performance 		
	 required in the workplace and cover all aspects of workplace performance, including task skills,  
	 task management skills, contingency management skills and job role environment skills;
•	 Involve the evaluation of sufficient evidence to enable judgments to be made about whether 		
	 competency has been attained;
•	 Strategies are reviewed by industry on a regular basis (at least annually);
•	 Provide for feedback to the applicant about the outcomes of the assessment processes and 
	 guidance on future options;
•	 Are equitable for all persons, taking account of cultural and linguistic needs;
•	 Provide for reassessment on appeal; and RPL is offered to all applicants on enrolment. 

Poor Academic Progress Intervention Strategy
During the course program students are required to attend all lessons presented 
and to complete all assessments allocated. Participants must be competent in 
80% or more of the units attempted in any one study period. A two hour study 
period is available for all students on Friday mornings and students may attend 
extra evening classes by appointment if required at no further cost. External 
counselling is also available at the students own cost. It is compulsory for 
International Students to attend the Friday study period and a progress review 
will also be conducted during this time.

Trainers must inform the Course Coordinator if any student is having difficulty 
with the program content so that the matter can be addressed as follows:

Step 1	 The student is required to attend a meeting with the Course 		
	 Coordinator. The student will be counselled, any special needs will be 	
		 identified, help will be provided and extra tuition will be agreed upon if 	
	 required. a Poor Academic Progress Report will be completed at this 	
	 meeting.

Step 2	 The Participant will be monitored and further help will be offered if 	
	 required. 

Step 3 	 If the student does not achieve satisfactory progress, a letter will be 	
	 sent requesting that the student refer to the complaints & appeals 	
	 processes.
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Step 4 	 If the student has chosen not to access the complaints and appeals process within 20 working days they 	
	 will be advised of our intention to report the student to the Secretary of DEST through PRISMS for not 		
	 achieving satisfactory course progress.

Step 5	 Students will be advised of our intention to report the student for not achieving progress and breaching  
	 Visa conditions and ensure that they access the complaints and appeals process it in the Student Handbook.

Program Attendance Policy
International students are required to undertake a full time program and expected to attend 100% of the course duration 
as specified on the CoE. An extension to the duration of the course may be accepted as a result of compassionate or 
compelling circumstances (eg. Illness where a medical certificate states that the student was unable  to attend classes 
or if Media Makeup is unable to offer a pre-requisite unit), Media  Makeup have implemented the intervention strategy 
due to the risk of not meeting satisfactory course progress or Media Makeup have approved a deferment or suspension 
of study. Except in the above circumstances the expected  duration of study specified in the eCoE must not exceed  the 
CRICOS registered course duration.

Attendances under 80% of the program may be deemed as a breach to Visa conditions.

Program Attendance Monitoring Procedures
	 Step 1	 Trainers complete attendance sheets at the commencement 	
			   of each lesson.

	 Step 2	 If absences of more than one day are recorded without a 	
			   medical certificate presented, then the Course coordinator is 	
			   notified.

	 Step 3	 A counselling session is arranged with the student and course 	
			   coordinator, reasons for missed classes assessed and 		
			   attendance report completed on out comes.

	 Step 4	 If the student does not achieve satisfactory attendance, 		
			   then the student will be issued with a letter advising them of 	
			   Media Makeup intention to report the student for not 		
			   achieving 80% attendance and breaching visa conditions. 	
			   The student has 20 working days in which to access to the 	
			   complaints and appeals process.

	 Step 5	 If the student chooses not to access the complaints & appeals 	
			   process, or the process is completed and results in a decision 	
			   supporting Media Makeup, then Media Makeup will notify 
			   the Secretary of DEST through PRISMS that the student is 	
			   not achieving satisfactory attendance.

Models
Participants are required to bring in models for some practical classes. This enables the participant to work with different 
client’s needs and to complete more applications in class time. It is a requirement that each participant be willing to be a 
model for other participants in the classroom, unless other suitable arrangements have been made with Media Makeup 
management.

Work Conditions on Student VISA 
International Learners are generally entitled to work for up to 20 hours per week of paid work. Learners are advised to 
contact DIBP in order to confirm their work entitlements and if necessary, may be required to apply to DIBP. A Student 
VISA does not necessarily allow you to work in Australia automatically. In order to legitimately work in Australia, you 
need to contact DIBP after your course commencement. 

This VISA may be an additional cost. Application forms are available from DIBP.
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Change of Personal Details 
If your personal contact or address details change, i.e mobile, home 
and/or work phone numbers, email etc you must notify Media Makeup 
immediately and supply us with an updated list of contact details. This is 
part of an ongoing VISA requirement. 

Client/Model Contact
Out of courtesy to clients we request that you ask permission to touch the 
clients face prior to application of cosmetics.

Work Experience
Throughout the course program the participant is required to be available 
to complete work experience during their course program. This enables 
the participant to gain valuable work skills and competencies to complete 
their courses at Media Makeup. The work experiences can lead to 
employment opportunities in many different areas of the cosmetics/media 
industries. All participants will be inducted into WH&S prior to workplace 
commencement and the work environment will be assessed for safety. 
Assessors will liaise with participants during work experience.

Certificates will not be issued until all Work Experience is completed. 
The Work Experience hours for the Diploma are as followed. Diploma 
of Specialist Makeup Services - 60 Accumulative Hours, made up of 30 
hours in Fashion, Bridal & Photographic and 30 hours in Film, TV, Media, 
Performance & Theatre.

Work Experience Alerts
All Learners has access to support in gaining and organising Work 
Experience. 

The Media Makeup website www.mediamakeup.com.au under student 
services has an online registration form. This allows the learner to select 
what type of work experience they require and what areas across Adelaide and Suburbs are they willing to travel to. 
Once they are registered, they will receive an Alert of the opportunity through an email and they can either accept or 
decline the offer. Once they have accepted the Work Experience the Work Experience Coordinator will provide details 
and products/equipment to be used during the experience. 

Punctuality & Course Attendance
It is expected that you are punctual in your attendance for every day of the program. You are also expected to return from 
lunch and tea breaks at the designated times. In the interests of both participants and trainers, we will ask anyone who 
is late for a session to report to the Admin Office prior to attending the session. If participants are continually late without 
notifying the academy, or notify the academy with unsubstantial excuses (eg. missing the bus every morning or stuck in 
traffic every morning) then the participant will be asked to return home and marked absent for a day.

Absenteeism
To get the most out of your training, we assume you will attend all components of the course. If you are going to be late 
or absent, you must advise the centre by 8.30am.

In the event of absenteeism it is the responsibility of the participant to catch up on the work missed in their own time. 
International student must have a medical certificate even if they are absent for one day. This is part of the student visa 
conditions. Additional tutorial support may be arranged at the student’s own expense. Private tuition is charged at $40 
hour. If the participant is absent for more than 10% of the course program and has not caught up on missed classes then 
Media Makeup management reserves the right to defer the participants’ course attendance until all training is updated 
by the participant.

Personal Conduct
Media Makeup has a personal code of conduct, which sets out the standards of behaviour that are expected of all 
students in order to maintain the reputation of the Academy. This policy will be beneficial to both you and Media Makeup 
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in creating a positive and co-operative working environment.

If you are unsure of any of the following policy details, please feel free 
to discuss them with your Trainer or the Course Coordinator.

Interaction with Colleagues
Participants shall work cooperatively with colleagues, support and learn 
from each other and accept differences in personal style. Participants 
shall respect, and seek when necessary, the professional opinions 
of colleagues in their area of competence, and acknowledge their 
contribution.

Ethical Behaviour
Participants shall comply with all lawful and reasonable directions 
given. Complaints arising out of such directions shall be discussed, and 
attempted to be resolved, with your trainer. Participants dissatisfied 
with the outcome can lodge a personal grievance to have the matter 
resolved. Participants must continue to carry out any lawful and 
reasonable directions that may be given until the matter is resolved 
(Refer to Grievance/Disciplinary Policy).

Participants are encouraged to report to a trainer any behaviour by 
another participant they consider to be unethical. This may include 
behaviour that you believe violates any law, rule or regulation or 
represents corrupt conduct, substantial mismanagement of public 
resources, or is a danger to public health safety or to the environment. Reports of such shall be protected against 
reprisals providing the claim is based on a reasonable belief, is reported to an appropriate person and is not vexatious 
(Refer to Equal Employment Opportunity Policy).
Participants decision making and professional conduct shall be consistent with the provisions of Equal Opportunity 
legislation. Participants shall ensure they observe the EEO principles, exhibit appropriate behaviours and provide a work 
environment free from harassment (including sexual), bullying  and discrimination.

Material that is fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, intimidating, defamatory or 
otherwise unlawful or inappropriate must not be sent by e-mail or other forms of electronic communication or displayed 
or stored on computer (Refer to Internet policy).

Dress and Personal Hygiene
One of the main prerequisites an employer has of an employee is personal presentation to enhance the company image 
and profile. Media Makeup requires all students to wear their uniform of black long sleeve or short sleeve T-shirt during 
any work experience at all times. The black apron is to be worn when a makeup service is being provided. These are 
supplied by the Academy and are charged to the Student as Incidental Expenses.

Clothes should be clean, ironed and without holes. Participants need to maintain their grooming and clothing to 
the standard of the cosmetics workplace; neat, clean dress is required along with an acceptable level of personal 
hygiene. Casual clothing is not acceptable. For example, the following are not considered appropriate workplace dress 
standard: tracksuits, blue denim jeans, running shoes, rubber thongs, ugg boots, hats, scarves, beachwear, revealing 
or inappropriate clothing. Participants not adhering to this policy will be requested to leave the training facility in order 
to change their dress.

In learners are required to adhere to extra WH&S dress requirements, when working the in Prosthetic Lab. Closed in toe 
shoes must be warn. Learners will be notified in advanced when this will be required. 

Industry Standards
It is not considered appropriate industry behaviour to consume alcohol, drugs, smoke or chew gum. Please refrain from 
doing these things on the training premises for the duration of the course, including on work experience.

A nonsmoking policy exists within the building. Smoking is permitted only outside of the building, and all cigarette butts 
are to be placed in the ashtray provided. If this policy is not adhered to, dismissal procedures may be implemented.
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Housekeeping
Tea & coffee making facilities and filtered drinking water are provided, however all drinking implements must be cleaned 
and put away before leaving the premises. It is part of the course curriculum to keep the academy clean and hygienic 
at all times. Therefore it is the responsibility of the individual to dispose of rubbish; and, of the group to maintain a clean 
training environment. 
 
General
Belongings left on the premises are done so at the participants risk. Lockers are provided for personal belongings 
and training materials. A $10AUD deposit is required for the locker key and returned to the participant when the key is 
returned at the end of the course. All mobile phones are to be switched off during class times, unless prior arrangements 
are made with the trainer, and handbags & mobile phones must be placed in the lockers for security during class times.

Media Makeup is unable to give participants medicines for any reason. This includes aspirin and other headache- 
relieving preparations; so participants may need to keep their own supply. If there is a need to have personal medicines 
on hand we request that participants inform the principal of any medical/health conditions for first aid support.

Access and Equity
While Media Makeup reserves the right to select only those students it wishes to invite to attend training, student 
applications should only be rejected when:

	 In the opinion of the Manager the applicant does not possess the required language literacy and numeracy 	
	 skills at the required AQF level outlined in the relevant Training Packages key competency statement.

	 The applicant is unable to meet the financial commitment required to attend training.

	 A copy of the Anti Discrimination Act 1977 is held on file in the training offices and all policy and procedure 	
	 regarding Access and Equity must be cross checked against the Act for compliance.

	 In selecting/accepting attendance at training courses the Company will ensure it conforms in every way 		
	 to legislation related to anti-discrimination and equal opportunity. It will also ensure it positively 			 
	 accommodates the principles associated with dealing with the disabled or disadvantaged, minority groups 	
	 and women. Allowance will be made to ensure these groups are in no way discriminated against or 		
	 disadvantaged.

Any applicant who believes they have been unfairly treated in any way whatsoever in the selection process will have 
access to the appeals process as detailed in section Appeal and Complaints.
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Quality Assurance
By establishing Quality Assurance as an integral part of all our daily operations, Media Makeup is able to meet - and 
surpass - the needs and expectations of our funding bodies, industry and most importantly, our clients.
 
English Language, Literacy & Numeracy Support
In line with our Access and Equity Policy which states that we encourage and will support any person who wishes to 
undertake a training program, we will provide all the necessary assistance for participants wishing to undertake training 
and who may have difficulty with Language Literacy and Numeracy (LLN) requirements of the course of study or units 
of competencies to be achieved.

All trainers/assessors must have an understanding of this policy and its underlying principles before facilitating a learning 
program or conducting an assessment of clients.

Participants who may potentially have a difficulty with the LLN requirements of a course will be assessed prior to the 
commencement of the learning program. The nature of the difficulty may be determined at a pre-course interview or 
counselling session and if detected then following options; depending on the severity of the learning difficulty, may 
require
	 A)	Additional coaching throughout the training course. A personalized training plan that considers the LLN 		
		  requirements within each unit, interpreting implications of the LLN issues in assessment for competencies 	
		  from the training package will be developed. The training plan will be reviewed with feedback from the client, 	
		  trainer, specialist and others as required.
	 B)	Engagement of the services of a LLN specialist to determine the LLN level and degree of support required

If a client chooses option A or B there may be an additional service fee that will be negotiated with the client. If a trainer 
detects that a client is experiencing learning difficulties once the course has commenced then the following options may 
apply:
	 a	 The trainer/facilitator may provide additional assistance to the learner. This may be through peer support 	
		  and or additional coaching during or after sessions of training.
	 b)	 Refer the client to the Program Coordinator to discuss further options available to meet the client/student 	
		  needs.

If during the interview process or the course program it is decided by Media Makeup that the participant needs English 
language support, they will be required to attend the South Australian College of English for an assessment of their 
English language ability. Testing is carried out every Monday from 9.00am to 11.00am at the cost to the participant.

The College would be able to then provide English tuition to those whose ability is less than the level required to 
undertake courses at Media Makeup. For more information contact:
		  South Australian College of English 
		  Level 1, 47 Waymouth Street 
		  Adelaide  SA 5000
		  Ph: 8410 5222 
		  www.southaustralia.collegeofenglish.com.au

Legislation
As a nationally registered training organisation and educational institution, Media Makeup is governed by a key number 
of regulatory authorities  and  legislative requirements. Individuals wishing to obtain a copy of  one or more of the 
following legislations are directed to the following web links an/or organisations. 

Clients may also check the legisltive and regulatory requirements that are currently governed by the Australian Skills 
Qualification Authority (ASQA), this information is available from www.asqa.gov.au (keywords as listed) or visit or for 
Australian Government ligislation visit www.comlaw.gov.au or for South Australian Government legislation visit www.
legislation.sa.gov.au (keywords as listed).

Legislation Areas				    Website Links* 
Occupational Health & Safety			   www.austlii.edu.au (keywords as listed)

Workplace Harassment, Victimisation and Bullying	 www.austlii.edu.au (keywords as listed) 
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Anti-Discrimination including Equal Opportunity, Racial	 www.austlii.edu.au (keywords as listed) 
Vilification and Disability Discrimination 		  www.dewrsh.gov.au (keywords as listed)
							       www.hreoc.gov.au (Disability Discrimination Act DDA)
Standards for RTO’s 2015			   www.comlaw.gov.au (keywords as listed)

Child Protection Act (1993)			   www.legislation.sa.gov.au

Australian Government Deptment of Immigration &	 www.immi.gov.au (keywords as listed)
Citizenship

Tuition Proctection Services			   www.tps.gov.au 

*Media Makeup may need to comply with other policies and legislative requirements however clients should note that 
not all details are recorded in this Handbook.

Critical Incident Policy
Media Makeup ensures that individuals receive optimal 
educational and employment outcomes for all students through 
effective Critical Incident Management.Every effort is made by 
our organisation to prevent Critical Incidents from occurring 
and/or minimize the effect the incident may have on individuals.
Media Makeup will provide annual staff training and/or awareness 
sessions on critical incident response and management and 
at least 3 members of current staff will have current First Aid 
Training.

Definitions
Critical Incident is any sudden or progressive development 
(event) which requires immediate attention and decisive 
action to prevent/minimise any negative impact on 
the health and welfare of one or more individuals. 
Critical incidents may include (but are not limited to) events 
such as:
	 •	 Violence/abuse projected toward another 	
		  individual or received by an individual
	 •	 Irrational thoughts (including harming oneself 	
		  or someone else) possibly stemming 
		  from Mental Illness
	 •	 Death of a family member impacting on 		  	
		  “normal” functions
	 •	 Accident or injury
	 •	 Other traumatic events

Designated Critical Incident Officer is any Media Makeup staff member who is either a witness to, or first to be informed 
about an actual or potential critical incident. The Designated Media Makeup Officer is to assume responsibility for 
alerting the most senior staff member available as soon as possible. The Designated Media Makeup Officer may need 
to assume temporary control of a critical incident site and assign duties to available persons (such as calling emergency 
services, alerting other staff, assisting with first aid etc).
 
Critical Incident Procedures
Where a Critical Incident occurs:
	 1.	 The Designated Media Makeup Officer to assess the situation and consider any apparent risks to their 	
		  own safety.
	 2.	 Where the Designated Officer considers a critical incident to be apparent or likely, he/she must alert the 	
		  most senior staff member available and contact emergency services if necessary.
	 3.	 The CEO will review the situation, set priorities, allocate tasks/responsibilities and coordinate an 		
		  immediate response ncluding communications (to staff, students, families of those involved, agents and 
		  helpers).
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	 4.	 The Designated Media Makeup Officer and the student (if the student is in a position to be able to do so) 	
		  are required to complete a Critical Incident Report Form identifying the nature of the incident with a brief 	
		  explanation where relevant. This should then be handed in to the CEO for follow up. 

	 5.	 The CEO will ensure student family, friends and staff are contacted in the event of injury or trauma and 	
		  the initial contact with next of kin/significant others will be considered carefully with the appropriate 		
		  manner of contact.

	 6.	 The CEO should make an appointment with the individual within 24 hours of receiving the Critical Incident 	
		  Report Form. The outcome of the meeting should be recorded on the Incident Report form and 		
		  maintained in the student’s file.

	 7.	 Where necessary, the Individual should be referred to the CEO and/or the Student Counsellor for further 	
		  consultation.

	 8.	 The individual should be regularly monitored and assessed for the remainder of their time at Media 		
		  Makeup to prevent further incidents occurring and to ensure they are progressing as normal. 
		  Where necessary, the individual should receive ongoing counselling sessions until the individual 
		  feels the situation has been resolved. 

	 9.	 The Critical Incident Report Form should be updated and held in the students file for future reference. 

	 10.	 The Incident is discussed with relevant Media Makeup personnel and where necessary recorded on the 	
		  internal CIR (Central Improvement Register) to determine the necessary preventative measures
		  for future Critical Incidents of the same or similar nature.  

	 11.	 For International Students, where the incident causes the student to exceed their completion date as 		
		  stated on their eCoE, Media Makeup will notify DIAC through PRISMS and/or issue a new eCoE with a 	
		  revised completion date. This is to be recorded on the student file in conjunction with the Critical Incident  
		  Report Form.
 
Complaint & Appeal Policy
All personal complaints will be handled in a fair and impartial manner according to process outlined in this policy. This 
formal complaints procedure has been provided to ensure all student complaints are heard fairly and impartially to reach 
effective resolution. All students are encouraged to adhere to this policy by bringing all problems and complaints firstly 
to the attention of the trainer or course coordinator, or to the attention of the CEO.

The purpose of this policy is to give the trainers and students an opportunity to clear up problems, misconceptions, 
disputes or misunderstandings of any kind. It should be considered a formal method of assuring everyone just and 
suitable treatment. In order for this procedure to be successful, everyone must want it to work and use it when informal 
methods prove unsatisfactory. The complainant or appellant has an opportunity to formally present his or her case at 
minimal or no cost to him or herself.

Complaints & Appeals Procedure
All students who have complaints, problems, concerns or disputes with another student or having to do with specific 
course conditions, safety, unfair treatment, disciplinary actions, compensation, interpretation of their course contract or 
any form of purported discrimination shall bring this issue to the attention of the trainer, Course coordinator or  CEO  
within  seven (7) days of the incident. All complaints will be discussed, documented and filed by the CEO. Within three 
(3) days following this initial discussion, the CEO will consider the matter and make every effort to mutually resolve the 
situation to everyone’s satisfaction.

If the issue cannot be resolved mutually to everyone’s satisfaction within that three (3) day period, additional time to 
gather sufficient and more comprehensive information may be jointly agreed upon. A meeting between the parties 
involved in the dispute will be held to try and resolve the issue. Each party may be accompanied and assisted by a 
support person or body independent of and external to Media Makeup at any relevant meetings.
If the matter remains unresolved, the student may file a written complaint and submit it to the CEO. The CEO will 
provide the student with an answer within ten (10) days of this written report, which will include details and reasons for 
the decision.
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If the internal or any external complaint handling or appeal process results 
in a decision that supports the student, Media Makeup will implement any 
decision and/or corrective and preventative action required and advise 
the student of the outcome .If the issue is not resolved satisfactorily, the 
student may choose to contact 	
		  Overseas Student Ombudsman
		  www.oso.gov.au
		  1300 362 072 within Australia
		  +612 6276 0111 outside Australia
		  email: ombudsman@ombudsman.gov.au

No student will be discriminated against or retaliated against for lodging 
a personal complaint. The student’s enrolment will be maintained whilst 
the complaints and appeals process is ongoing. Any discrimination or 
retaliation will result in disciplinary action, which may lead to termination 
of the course contract.

Overseas Student Ombudsman 
The Overseas Student Ombudsman investigates complaints about 
problems that overseas students or intending overseas students may be 
with private education and training in Australia.

The Ombudsman Act 1976 was amended in 2011 to give the role of 
Overseas Students Ombudsman to the Commonwealth Ombudsman. 
The function commenced on 9 April 2011.

The Ombudsman provides the following to overseas students:
	 • Provides a free service
	 • Is independent and impartial and doesn’t represent either 
overseas students or private education providers
	 • Can make a recommendation arising out of the investigation
	 • Is a function of the Commonwealth Ombudsman

The Ombudsman may not investigate a complaint if the complaint has 
not first been raised with the education provider or another organisation 
is better able to help. 

Students with Disabilities Policy 
Media Makeup as an education provider will treat all prospective students 
with a disability on the same basis as a prospective student without a 
disability. A person with a disability is able to seek admission to, or apply 
for enrolment on the same basis as a prospective student without a 
disability, including the right to reasonable adjustment that are necessary 
to ensure that they are able to enrol on the same basis as prospective 
students without disabilities. If successful in gaining admission to a 
course a student with a disability will have the right to participate in the 
course, and to use facilities and services, provided by Media Makeup, 
on the same basis as students without disabilities, including the right to reasonable adjustments, where necessary, to 
ensure they are able to participate in education and training as students without disabilities.

The RTO will provide reasonable adjustments to the enrolment process and course learning and assessment strategies 
to the extent that they:
	 •	 Do not impose unreasonable hardship on the RTO as defined 			   by subsection 3.4 (2) of the 
Disability Standards for Education 			   2005.
	 •	 Do not compromise the academic requirements of the course 			   or the implementation and 
assessment guidelines of the 			   Training Package.
If a learner has a physical disability it is determine and assessed at the per enrolment interview if the learner will have 
the physical ability with or without additional tools or equipment to meet the outcome to work as a Makeup Artist. If the 
assessment results in the learner being able to meet the outcome, additional support may be required or adjustments 
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implemented. The Academy has complete disabled access through out 
the training facility and staff are experienced in dealing with learners with 
a disability. 

Types of support may include:
	 •	 Adjustments to the facility or special equipment that are 	
		  specific to a certain need of the learner may need to 		
		  be installed or adjusted. 
	 •	 Private Tuition on motor skills training or learning different 	
		  technique of makeup applications that are specific 		
		  to the needs of the learner.
	 •	 Referral and work with Occupational Therapist or 		
		  Physiotherapist to develop techniques to achieve the 		
		  physical aspect of the Job tasks. 

Dismissals

Dismissal Policy
In order to maintain high standards and to protect our hard-won reputation 
with industry, Media Makeup has established the following policy. If any 
participant does not abide by the policies and procedures then they may 
be dismissed. If any participant feels they have been unfairly dismissed 
according to the dismissal Procedure then they may contact
			   Australian Skills Quality Authority (ASQA)
			   www.asqa.gov.au
			   Phone: 1300 701 801

Dismissal Procedure
The CEO will conduct a hearing and consider evidence. The CEO, in the 
hearing of the matters before her, shall comply with principles of natural justice, and in particular;
	 •	 Shall give a participant in writing, details of the misconduct alleged against them,
	 •	 Shall give a participant the opportunity to be heard,
	 •	 Shall give a statement of reasons for any decision, which shall include an account of facts and evidence on 	
		  which the decision is based.
The CEO, on determining any complaint, may impose the following penalties;
	 •	 A reprimand,
	 •	 Cancellation of enrolment in all subjects in which the participant is enrolled,
	 •	 Suspension for a period of the right to use any facility or building used by Media Makeup,
	 •	 Prohibition from entering the premises or a specified part of the premises used by Media Makeup.

Breach of Policy Process
The process will depend on the nature and circumstances of an event. Serious offences could result in a summary 
dismissal. Use of other counselling procedures will normally be progressive and reflect the seriousness of the behaviour. 
There will be circumstances where an act of misconduct is serious, but not so serious as to constitute dismissal. In this 
case a participant will be given a final written warning in the first instance. All disciplinary action is confidential. Copies 
of all forms, letters, records of interview will be retained on the staff or student file

Student Support Services

Media Makeup believes that we offer a key role in helping you achieve your goal. Students may access welfare 
related support services to assist with issues that may arise during study, including course progress and attendance 
requirements and accommodation issues at no extra cost to the student. (Support services are listed in the International 
Student Resource Guide). Here are some of the things we can offer you.

Academic Support
Academic support is accessible if you feel like you need assistance with your studies. You may be concerned about:
	 •	 English Support
	 •	 Academic Support
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	 •	 Personal & Financial Issues (Student Counselling & Vocational Guidance)
	 •	 Introductory Programs

Extra study hours are provided to students on Fridays from 9am to 3pm with access to a trainer for assistance. It is not 
considered as one on one private tuition for any missed classes. Office hours are from 8.30am to 5.00pm Monday to 
Friday. Facilities and equipment are available during these hours subject to timetable restrictions.

Internet Policy
Rules Governing Use of Academy Internet Services
Media Makeup has set limits on use of large files of still or moving images 
or sound and on downloading files in any medium. Media Makeup also 
reserves the right to limit the amount of time an individual user can 
devote to a single session. The student must comply with all applicable 
federal, state and local laws, including laws governing the transmission 
and dissemination of information while accessing the Internet, and with all 
Media Makeup policies and procedures.
Users may not:
	 •	 Use the network to make unauthorised entry into other 			
		  computational, informational or communication 			 
		  services or resources.
	 •	 Distribute unsolicited advertising.
	 •	 Invade the privacy of others.
	 •	 Make any attempt to damage computer equipment or software.
	 •	 Engage in any activity that is harassing or defamatory.
	 •	 Use the Internet for any illegal activity, including violation of 
copyright or other rights of third parties, or in a 			   manner 
inconsistent with Media Makeup’s policies and procedures. 

Violations may result in loss of access. Unlawful activities will be dealt with 
in an appropriate manner.

Public Users’ Security
Users should be aware that the Internet is not a secure medium and that third parties may be able to obtain information 
regarding users’ activities. Media Makeup does not accept responsibility for any viruses obtained whilst using the internet.

Compliance
Media Makeup reserves the right to take appropriate action to ensure compliance with this policy.

Student Liaison Officer
The International Student Liaison  Officer will  assist International students with things such as Visas, Overseas Student 
Health Insurance, applications, and other personal needs. If you need any assistance at all, please visit the International 
Student Liaison Officer.

International Student Buddy Program
During your orientation with Media Makeup you will be introduced to a Buddy (usually an Australian Enrolled Makeup 
Student or past Graduate) who will be your buddy/mentor during your studies at Media Makeup. Your buddy can help 
you with study skills, getting to know your way around Adelaide, meeting new friends and many other aspects to your 
academic and personal experience here in Australia.

Media Makeup Facebook & Instagram
Media Makeup encourages all participants (past and present) to take advantage of our newsletter and Facebook.

The media makeup newsletter is sent out bi monthly and provides information about events in the makeup industry, 
achievements of past & present participants and professional development programs. Media Makeup has a Facebook 
group which enables past & present participants to maintain contact with each other and inform us of what achievements 
they are making in the makeup related industries. Participants may sign up to the newsletter through Media Makeup 
website and ask to join the media makeup group in Facebook.
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Counseling & Welfare Services
Media Makeup recognises that a variety of problems have the potential to affect participant’s training performance and 
impact on functional relationships within the training environment. Access to internal and external confidential counseling 
services provides assistance to resolve or alleviate problems.

Further information about the external counseling service provider can 
be obtained from the internal resource library or visit the link www.
studyadelaide.com/living-in-adelaide/cultural-groups.aspx This website 
provides an extensive list of welfare service groups catering to many 
international cultures. All references to external support services made 
by Media Makeup are not charged to the student.

Course Credit
Media Makeup recognises applicants may already have some of 
the skills and knowledge relevant to the course chosen to study and 
therefore Media Makeup offers a course credit process that leads to a 
shortening of the course and a reduction of course fee. Please refer to 
the information on our website What is Course Credit? For all of the 
different forms of Course Credit, and the different forms of evidence that 
are accepted.
This policy adopts the following principles:
	 a)	 Competence: Course Credit will focus on the competencies a 
person has acquired as a result of both formal 			   and 
informal training and experience - not how, when or where the learning 
occurred.
	 b)	 Access: Every individual may have his or her prior learning 
recognised.
	 c)	 Fairness: All participants must be confident that the Course Credit process is fair.
	 d)	 Support: Individuals applying for Course Credit must be given adequate support. Personnel involved 		
		  in the assessment of candidates must be trained to support applicants so that an efficient and effective 		
		  service is maintained.
	 e)	 All participants will be provided information about the Course Credit process.
A successful Course Credit application may lead to a reduction in the length of the course. Course Credit may attract a 
fee of 30% of the standard course/tuition fee (when whole levels have been granted).

Course Credit Procedures
	 Step 1	 Applicant must read the Course credit information prior to sending in a course International Student
			   Application Form.

	 Step 2	 Applicant competes the International Student Applicant form which can be downloaded from the 		
			   website and pays the application fee of $250.00AUD. On the application form be sure to indicate 		
			   the Course credit may apply and include all supporting documentation. One the Application has been 	
			   reviewed an interview will be arranged with the CEO. International applications are assessed after 	
			   contact has been made with relevant employers and training institutions for clarification of authenticity 	
			   of parchments and the skills achieved. This is usually done before the interview.

	 Step 3	 At the course interview (face to face or via telephone) the participant will be asked if they understand 	
			   the Course credit process and the participant will be notified if they have provided sufficient evidence 	
			   to proceed with an application for Course credit.

	 Step 4	 If the participant has sufficient evidence and has been recommended by the CEO to proceed with 		
			   an application for Course credit an alternative appointment (either face to face or via telephone) will 	
			   be arranged. An additional Course credit admin fee of $100.00AUD will be required to be paid prior to 	
			   the Course credit appointment.

	 Step 5	 The Course credit assessor may contact the applicant to address the following:
				    •	 All relevant material (as listed on the application form).
				    •	 Questions about work experience and skills attained.
				    •	 The possibility of a practical demonstration. (A DVD of practical application 
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					     is acceptable) by the applicant, which may require another appointment. 
					     (This may attract further fees for the applicant).
				    •	 An outline of the topics as listed on the weekly planners, to assess if participant 
					     has underpinning skills and knowledge.

	 Step 6	 On completion of the Course credit assessment, the assessor will discuss the areas where Course 	
			   credit may be granted and discuss the course topics and the lesson plan. Providing the applicant is 	
			   comfortable with the areas of recommendation Course credit will be granted.

	 Step 7	 If Course credit is granted and it effects the course duration and course fee adjustments will be 		
		  included in the eCoE as per step 8 of the application process.

			   If Course credit is granted after the student visa grant then the changes of course duration will be 		
			   reported via PRISMS under sections 19 of the ESOS Act (this will generate a new eCoE).

	 Step 8	 The list of units of competency that the participant receives credit for are given to the course 		
			   coordinator who then records the units of competency in the student file and on the student database. 	
			   The class dates are all listed on the attendance sheet as CA (Competency Achieved).

	 Step 9	 A statement of competencies is generated on course completion. The statement will assessment will 	
			   be listed along side these units.
Course Credit Appeals
When an applicant is dissatisfied with the Course Credit decision, an application for reconsideration can be lodged with 
the office. This can be done by writing to the CEO, if the applicant wishes to discuss the situation Ms Cochrane can be 
contacted on 08 8223 3233 or in writing to:
								       Bec Cochrane
								       Media Makeup Academy & Agency
								       PO Box 3090,
								       Rundle Mall SA, 5000
								       AUSTRALIA
								       or email bec@mediamakeup.com.au
When the applicant remains dissatisfied with the decision of the Course Credit application, the applicant can refer the 
matter to : Office of the Training Advocate phone: 1800 006 488.

Acronyms and Abbreviations
		  eCoE				  Confirmation of Enrolment
		  CRICOS		  Commonwealth Register of Institutions and Courses for Overseas Students 
							      http://cricos.deewr.gov.au
		  DOE				   Australian Government Department of Education, Science and Training 
							      http://www.dest.gov.au/
		  DIBP				   Australian Government Department of Immigration and Border Protection 
							      http://www.immi.gov.au/
		  ELICOS		  English Language Intensive Courses for Overseas Students 
							      http://www.elicos.com/
		  ESOS Act		  Education Services for Overseas Students Act 2000 
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							      http://www.aei.gov.au/AEI/ESOS/ESOSLegislation/Default.htm
		  ESOS Regulations	 Education Services for Overseas Students Regulations 2001 
							      http://www.aei.gov.au/AEI/ESOS/NationalCodeOfPractice2007/Definitions.htm
		  PRISMS		  Provider Registration and International Students Management System 
							      https://prisms.deewr.gov.au/Logon/Logon.aspx
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Participant’s Signature									         Date 
 
 
Participant’s Full Name 
 
 
Upon signature of this document I have read and understood and I agree to abide by the policies and procedures 
outlined in this document.
 
 
“This Agreement, and the availability of complaints and appeals processes, does not remove the right of the student 
to take action under Australia’s consumer protection laws.”
 
 
Witness Signature									         Date 
 
 
Witness Full Name

International Student Agreement Form


