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B a l l a r a t  N e i g h b o u r h o o d  C e n t r e  ( B N C )  i s  a  N o t - f o r
- P r o f i t  c o m m u n i t y  o r g a n i s a t i o n  c o m m i t t e d  t o
p r o v i d i n g  q u a l i t y  a d u l t  e d u c a t i o n .   W e  a r e  p l e a s e d
y o u  h a v e  d e c i d e d  t o  s t u d y  w i t h  u s ,  a n d  w i l l  s u p p o r t
y o u  a s  m u c h  a s  w e  c a n .  
B N C  i s  a  s a f e  a n d  i n c l u s i v e  s p a c e ,  w e l c o m i n g
l e a r n e r s  o f  a l l  c u l t u r a l  b a c k g r o u n d s ,  g e n d e r ,
s e x u a l i t y ,  a b i l i t y ,  a n d  a g e .  W e  w a n t  e v e r y o n e  a t
B N C  t o  l e a r n  i n  a  r e s p e c t f u l  e n v i r o n m e n t  f r e e  f r o m
d i s c r i m i n a t i o n .

BALLARAT
NEIGHBOURHOOD
CENTRE

PART 1:  LEARNING WITH BNC

B N C  o f f e r s  a  w i d e  v a r i e t y  o f  c o u r s e s .  I f  y o u  a r e
i n t e r e s t e d  i n  a  c o u r s e ,  a n d  w a n t  m o r e  i n f o r m a t i o n ,
d e t a i l e d  f l y e r s  a r e  a v a i l a b l e  f r o m  t h e  r e c e p t i o n  o r
t h e y  c a n  b e  a c c e s s e d  o n  o u r  w e b s i t e .   O u r  s t a f f
c a n  d i s c u s s  y o u r  n e e d s ,  m a k e  s u r e  t h e  c o u r s e  w o r k s
f o r  y o u ,  a n d  l e t  y o u  k n o w  i f  t h e r e  a r e  a n y
i n t e r v i e w s  o r  a s s e s s m e n t s  r e q u i r e d  f o r  t h e  c o u r s e
y o u  c h o o s e .   C l a s s  s i z e s  a r e  l i m i t e d ,  s o  g e t  i n  e a r l y
i f  y o u ' r e  i n t e r e s t e d !  

C H O O S I N G  A  C O U R S E
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C o u r s e  f e e s  w i l l  b e  c o n f i r m e d  b y  O f f i c e  s t a f f

a n d  m u s t  b e  p a i d  w h e n  y o u  e n r o l .  N o t e ,  i f  y o u r

r e f e r r i n g  a g e n c y  i s  p a y i n g  f o r  y o u r  c o u r s e

t h e r e  w i l l  b e  n o  c h a r g e  t o  y o u .  F o r  l e n g t h y

c o u r s e s  y o u  m a y  b e  a b l e  t o  n e g o t i a t e  a

p a y m e n t  a r r a n g e m e n t  w i t h  t h e  M a n a g e r .

   
O n c e  y o u  h a v e  s e l e c t e d

a  c o u r s e ,  y o u  n e e d  t o
e n r o l  i n  t h e  c o u r s e  t o

e n s u r e  t h e r e  i s  a  p l a c e
f o r  y o u .

 Y o u  c a n  e n r o l  o n l i n e
v i a  o u r  w e b s i t e  o r  a s k

o u r  O f f i c e  s t a f f  f o r  h e l p .

A, StudentSignature........................................

F E E S  A N D  C H A R G E S

E N R O L M E N T
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.

C l a s s e s  a r e  g e n e r a l l y  h e l d  i n  t h e

s a m e  r o o m s  f o r  e v e r y  s e s s i o n .

H o w e v e r ,  i t  i s  a  g o o d  i d e a  o n

a r r i v a l  t o  c h e c k  t h e  D a i l y  E v e n t s

B o a r d  i n  r e c e p t i o n  i n  c a s e  t h e

c l a s s  h a s  b e e n  m o v e d .  

BEFORE YOU START:

K N O W  W H E R E  Y O U ' R E  H E A D E D

T h e  o t h e r  t h i n g s  t o  c h e c k  a t

e n r o l m e n t  a r e  c o u r s e  d a t e s  a n d

t i m e s .  N o t e  h o w  m a n y  s e s s i o n s

p e r  w e e k  a n d  w h i c h  d a y s .

P u t  r e m i n d e r s  i n  y o u r  p h o n e ,

d i a r y ,  o r  c a l e n d a r

K N O W  W H A T  Y O U  N E E D

S E T  R E M I N D E R S

A  p e n  a n d  n o t e p a d  a r e  h e l p f u l

a n d  y o u ' l l  n e e d  a  U S B  s t i c k  i f

y o u ' r e  d o i n g  M Y O B .  L e t  u s  k n o w

i f  y o u  h a v e  a n y  p r o b l e m s  o r

q u e s t i o n s
Page 6



Mak ing  you r  c la s se s  a  p r io r i t y  means
you ' l l  ge t  max imum bene f i t  f r om  you r
l ea rn i ng .   Somet imes  l i f e  ge t s  i n  t he

way ,  so  I f  you  can ' t  make  i t  p lease  g i ve
recept ion  a  ca l l  o r  l e t  you r  t u to r  know

GETTING THE MOST OUT

OF YOUR COURSE

G E T T I N G  T O  C L A S S

Y o u r  t u t o r ,  a n d  a l l  t h e  s t a f f  a t  B N C  a r e
h a p p y  t o  a n s w e r  y o u r  q u e s t i o n s .   T h e r e
i s  n o  s u c h  t h i n g  a s  a  s i l l y  q u e s t i o n ,  a n d
a s k i n g  y o u r  t u t o r  t o  e x p l a i n  s o m e t h i n g

a g a i n  o r  i n  a  d i f f e r e n t  w a y  s h o w s
y o u ' r e  k e e n  t o  l e a r n

Y o u r  c l a s s m a t e s  a r e  a  g r e a t  s o u r c e
o f  k n o w l e d g e  a n d  s o c i a l  s u p p o r t .

M a y b e  m e e t  f o r  c o f f e e ,  o r  s e t  u p  a
g r o u p  o n  F a c e b o o k  w h e r e  y o u  c a n

c h a t  a n d  s u p p o r t  e a c h  o t h e r

I F  Y O U  D O N ' T  K N O W ,  A S K  U S

U S E  Y O U R  P E E R S
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FOR ADULT LEARNERS
STUDY T IPS

BE ORGANISED
Set reminders and

allow time to study.
Write notes, or record
them on your phone.

HELP EACH OTHER
You're all here

together to learn. Talk
to your classmates
and support one

another

ASK QUESTIONS!
If there's something

you dont understand,or
want to know more

about, ask your tutor.

SET GOALS. . .
...but don't be too hard
on yourself! It might've

been a while since
you've studied, give

yourself time to settle in.

SEEK SUPPORT
Check in with the staff
if you're struggling. If

we can't help, we
know someone who

can. Please ask.

LET US KNOW
If there's something we
could do better, we'd
love to hear about it.

Please give us any
feedback you have.
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Think about what you want to achieve in the
long term, and set yourself smaller, SMART
goals which will help you get there
 

Know when you need
to have completed
your goals

Choose goals that help
you to get where you
want to be

Push yourself, but not 
past your limits

Setting small
goals helps to
achieve BIG wins 

PECIFIC

IME-BASED

ELEVANT

CHIEVABLE

EASURABLE

Make your goals
direct and meaningful

Make sure you can
track your progress
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D O  Y O U  N E E D  M O R E  S U P P O R T ?
W e  u n d e r s t a n d  p e r s o n a l ,  f a m i l y ,  f i n a n c i a l  a n d

p h y s i c a l  o r  m e n t a l  h e a l t h  i s s u e s  c a n  m a k e  s t u d y

d i f f i c u l t .  L i f e  i s  c o m p l i c a t e d ,  a n d  s o m e t i m e s  w e  a l l

n e e d  h e l p .  I f  y o u ' r e  h a v i n g  d i f f i c u l t i e s  a n d  n e e d

o u t s i d e  s u p p o r t ,  a s k  u s  a b o u t  a  r e f e r r a l ,  c h e c k  o u t

t h e  A s k I z z y  w e b s i t e  f o r  s u p p o r t  s e r v i c e s  n e a r  y o u ,  o r

s e e  t h e  n e x t  p a g e  f o r  s o m e  i d e a s  a b o u t  w h o  t o  c a l l

f o r  h e l p .

CAN WE HELP? TALK TO US .
Tutors ,  course  coordinators  and of f ice

s taf f  have many years  of  exper ience in

educat ion  and can ass i s t  you  wi th  any

aspect  of  your  s tud ies .

I f  you  want  to  know someth ing ,  or  you ' re

hav ing problems wi th  your  course ,

p lease let  us  know as  soon as  poss ib le .

S U P P O R T

www.askizzy.org.auPage 10



EXTERNAL SUPPORTS
I SSUE S E R V I C E P H O N E

Emergency Services
WRISC
Berry Street
Child & Family Services (CAFS)
SalvoConnect
Centre Against Sexual Assault

BADAC
Budja Budja Aboriginal Co-op
Switchboard
Uniting Ballarat
Ballarat Community Health
Headspace Youth Centre
Beyond Blue
Lifeline
Headspace Youth Centre
BRMC
Interpreter Service
Uniting Ballarat
Anglicare
CAFs (free counselling)
Victoria Legal Aid
Grampians Disability Advocacy
MensLine Australia

000
5333 3666
5331 3558
5337 3333
5329 1100

5320 3933
1800 806 292

5331 5344
5356 4751

1800 184 527
5332 1286

5338 4500
5304 4777

1300 224 636
13 11 14

5304 4777
5383 0613

131 450
5332 1286
5338 8651
5337 3333

1300 792 387
1800 552 272
1300 789 978

Police, Ambulance, Fire
Family violence

Sexual Assault

Indigenous Support

LGBTQI Support
Alcohol & other drugs
support

Depression or anxiety

Multicultural support
Language translation
Financial Support

Legal Assistance
Disability Support
Men's Support
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B a l l a r a t  N e i g h b o u r h o o d  C e n t r e
a c k n o w l e d g e s  a l l  o u r  v o c a t i o n a l
e d u c a t i o n  a n d  t r a i n i n g  i n c l u d e s
l a n g u a g e ,  l i t e r a c y ,  a n d  n u m e r a c y
t a s k s .  O u r  t u t o r s  w i l l  p r o v i d e
l e a r n i n g  m a t e r i a l s  a n d  r e s o u r c e s ,
a n d  e n s u r e  a s s e s s m e n t  t a s k s  m a t c h
t h e  r e q u i r e d  l e v e l  o f  t h e  r e l e v a n t
w o r k p l a c e  c o m p e t e n c y .   

O u r  t u t o r s  a i m  t o  s u p p o r t  y o u  a t  t h e
l e v e l  y o u  r e q u i r e  a n d  o f f e r  m a n y
o p p o r t u n i t i e s  f o r  y o u  t o  p r a c t i c e
a n d  i n c r e a s e  y o u r  s k i l l s .   

B N C  h a s  a  s t a f f  m e m b e r  q u a l i f i e d  t o
a s s e s s  l a n g u a g e ,  l i t e r a c y ,  a n d
n u m e r a c y  l e v e l s .   I f  y o u  n e e d  i t ,
a d d i t i o n a l  s u p p o r t  m a y  b e  a v a i l a b l e
t o  h e l p  y o u  c o m p l e t e  y o u r  c h o s e n
c o u r s e

Language,
literacy, and
numeracy
support
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STUDENT  FACIL I T IES

Page 13

Access
BNC provides ful l  wheelchair access to al l  rooms
and has disabil ity ,  gender neutral toi lets in both
facil it ies.

Resources      
BNC computers have internet access.   

Breaks
Tea and coffee is provided in the kitchenettes.
Please your wash cups and keep the space tidy.

First aid
The first aid kits are located in the kitchenettes,
please report any accidents or injuries as they
occur to Office staff .  No medication is kept on
the premises.  

Parking
All  day, free parking is available at the centre.
No specific disabil ity parking is available at
either site.

Smoking
BNC is a smoke-free environment across its
facil it ies.
No smoking is permitted 

on the Phoenix P12 College grounds or within
4 metres of the school gates,  or
in the community garden or around the
Delacombe Community Hub building.    

Location
The Ballarat South Community Hub (BSCH) is the
main operating base for BNC. Bui lt  in 2012 and
located in Tuppen Drive Sebastopol ,  BNC shares
the Hub with Phoenix P12 Community College
music students.  

BNC also operates activit ies and programs from
the Delacombe Community Hub in Nandiriog
Drive Delacombe.



CELEBRATE!  
You 've s tuck  i t  out ,  done the work ,  and

f in i shed your  course .  I t ' s  a  great  fee l ing ,

and you  shou ld  be genu ine ly  proud of

yourse l f .  N ice work ! !

Now i t ' s  t ime to  th ink  about  what  you ' l l  do

wi th  your  new sk i l l s  and knowledge,  but  f i r s t

do someth ing to  ce lebrate your

achievement !

FINDING SUPPORT

G E T  R E C O G N I S E D !
I f  y o u ' v e  s u c c e s s f u l l y  c o m p l e t e d  a l l  t h e

r e q u i r e m e n t s  o f  y o u r  p r e - a c c r e d i t e d

c o u r s e  y o u ' l l  b e  e n t i t l e d  t o  a

p e r s o n a l i s e d  c e r t i f i c a t e  o f  p a r t i c i p a t i o n .   

S e e  t h e  O f f i c e  i f  y o u  d o n ' t  r e c e i v e  i t  a t

y o u r  l a s t  s e s s i o n .

F I N I S H I N G  Y O U R

C O U R S E
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P A R T  2 :  G E N E R A L  I N F O
P O L I C I E S
F u l l  p o l i c y  d o c u m e n t s  a r e  a v a i l a b l e  u p o n
r e q u e s t  f r o m  t h e  m a n a g e r  o r  f r o m  t h e  B N C
w e b s i t e .  B e l o w  i s  a n  a b r i d g e d  v e r s i o n  o f  B N C
p o l i c i e s  a n d  g e n e r a l  o p e r a t i o n a l  i n f o r m a t i o n . . . .

A s  a  requ i rement  o f  some f und ing  bod ies  and  fo r  ou r
own  pu rposes ,  Ba l la ra t  Ne ighbourhood  Cent re  s ta f f
reques t  per sona l  i n fo rmat ion  f rom ou r  s t uden t s .  The
in fo rmat ion  co l lec ted  and  o r  s to red  may  i nc l ude :
name and  addres s ,  da te  o f  b i r t h ,  emp loyment  s ta tu s ,
and  educat iona l  ach ievement s .   
Th i s  i n fo rmat ion  i s  requ i red  as  a  cond i t ion  o f  ou r
government  f und ing ,  however  when  i t  i s  s ha red  w i th
f und ing  bod ies  i t  i s  anonymous  and  does  no t  i nc l ude
s tuden t s '  names  o r  addres ses .  
Ba l la ra t  Ne ighbourhood  Cent re  w i l l  on l y  u se  a
s t uden t ' s  name and  addres s  fo r  commun icat ion
pu rposes .   Th i s  may  be  to  send  i n fo rmat ion  abou t
you r  cu r ren t  cou r se ,  o the r  cou r se s  wh ich  we  o f fe r ,  o r
to  send  ou t  ce r t i f i ca tes  o r  i n vo ices .  Occas iona l l y ,
you r  name and  addres s  w i l l  be  u sed  to  reques t
i n fo rmat ion  abou t  ou r  own  cu s tomer  se r v ice  o r  to
ga in  feedback  abou t  o the r  a reas  o f  ou r  bu s i nes s .   

Ba l la ra t  Ne ighbourhood  Cent re  comp l ie s  w i th  ou r
ob l igat ion s  under  t he  P r i vacy  Ac t  o f  1988 .

PRIVACY
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Students  have the r ight  to access their  s tudent records .  
I f  you wish to s ight  or  require a copy of  your student
records ,  please put the request  in  wri t ing to the
Manager .   The Manager wi l l  consider your request  and
provide you with access to your student record within
two (2)  bus iness  days of  the request  being received.

ACCESSING YOUR INFORMATION

Adult  learners  have both r ights  and responsibi l i t ies .
They must  comply with BNC Code of  Ethics & Conduct ,
copies are located in the k i tchenette.
Students  can expect that they:

Wil l  receive high qual i ty  serv ice from staff
Wi l l  receive effect ive teaching from tutors
Wil l  be treated with respect as adults  by tutors
and other course students
Have access to a proper processes for  the
resolut ion of  gr ievances should they be dissat is f ied
with any aspects  of  the administrat ion or  teaching
of the course
Have the r ight  to a course refund in accordance
with the fees and charges pol icy

 Students  have a responsibi l i ty  to:
Pay course fees at  the t ime of  enrolment
Respect the r ights  of  other students  to learn in a
pleasant and fr iendly learning environment
Care for  al l  faci l i t ies  and property
Attend al l  t imetabled sess ions       
Put  mobi le phones on s i lent  whi le in  c lass .

CODE OF CONDUCT
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Refunds wi l l  be made in fu l l  i f  Bal larat Neighbourhood
Centre has to cancel  a course.   BNC is  not responsible
for changes in a student ’ s  c ircumstances .  P lease choose
your courses carefu l ly  and ensure you are able to meet
the attendance commitments .  

Note,  i f  exceptional  circumstances do prevent you from
engaging in an enrol led course ,  a wri t ten appl icat ion
for a part ial  refund may be made.   This  appl icat ion
must  reach the Off ice within f ive working days after
course commencement .

REFUNDING OF COURSE PAYMENTS

Safety i s  everyone's  bus iness  and responsibi l i ty .  P lease
report  any safety i ssues ( leaks ,  spi l l s ,  unsafe behavior ,
broken equipment ,  etc) ,  accidents  or  in jur ies ,  no matter
how smal l  immediately .   Incident Report  forms are
located in the Kitchenette or  are avai lable from the
Off ice.  
P lease fami l iar ise yoursel f  with the Emergency
Procedure Instruct ions placed near the door in  every
room. In  case of  an emergency,  exit  the classroom
calmly and quickly ,  leave al l  i tems behind and fol low
the staff  member ’s  instruct ions .  The Emergency
Procedure Book is  located in the Kitchenette.

SAFETY PROCEDURES
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Administrat ive staff  are avai lable from 8:30 am unt i l  
4:30pm from Monday to Fr iday.   Some staff  members
are part  t ime and are not avai lable at certain t imes .  
Any of  the avai lable off ice staff  wi l l  be able to ass is t
you.
The BNC Off ice staff  can be contacted dur ing off ice
hours  v ia telephone 03 5329 3273.

Please note,  BNC is  c losed on Publ ic Hol idays and for
3 weeks over the Christmas / New Year period.

OFFICE HOURS

Students  wi l l  be asked to complete sat is fact ion
surveys on course complet ion.   There are two dif ferent
surveys:  one for  funded courses and one for  fee for
service courses .   These are important documents as
your feedback is  very important to us  and i t  i s  used to
improve our serv ices .   

STUDENT FEEDBACK

BNC and i t ' s  learners  are covered by Publ ic L iabi l i ty
Insurance.

PUBLIC L IABIL ITY
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Our Commitment to

Children and Child Safety

WE WANT CHILDREN TO BE SAFE, HAPPY AND
EMPOWERED

Bal larat Neighbourhood Centre has zero tolerance of
chi ld abuse,  and al l  al legations and safety concerns
wi l l  be treated serious ly and consistent ly  with our
robust  pol icies and procedures .  

We recognise our duty of  care and responsibi l i t ies to
chi ldren and always act in the best interests  of
chi ldren.  

We understand our legal and moral  obl igations to
contact authorit ies when we are worr ied about a
chi ld ’s  safety ,  which we fol low r igorously .  
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BALLARAT NEIGHBOURHOOD CENTRE IS
COMMITTED TO:

the safety ,  part ic ipation ,  and empowerment of  al l
chi ldren.
support ing and respecting al l  chi ldren,  as wel l  as
our staff ,  volunteers  and community .  
the cul tural  safety of  Aboriginal  chi ldren,  the
cultural  safety of  chi ldren from cultural ly  and/or
l inguist ical ly  diverse backgrounds ,  and to
providing a safe environment for  chi ldren with a
disabi l i ty .
ident i fy ing chi ld abuse r isks  ear ly ,  and act ing to
prevent ,  remove or reduce these r isks .  
regular training and education for  Committee
members ,  s taff  and volunteers  on chi ld abuse r isks ,
and chi ld safety strategies .  
robust  human resources and recrui tment practices
to reduce the r isk  of  chi ld abuse by new and
exist ing board members ,  s taff  and volunteers .
pol ic ies and procedures which support  our  board
members ,  s taff  and volunteers  to achieve these
commitments .
cont inuous ly  monitor ,  and improve,  our  Chi ld Safe
pol icies ,  procedures ,  and training.
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Bal larat Neighbourhood Centre wi l l  ensure that
course students  receive accurate and t imely
information about:

Course content and requirements
Tutors ,  venues and dates and t imes
Fees and charges
Tasks which must  be completed successfu l ly  for  a
cert i f icate of  part ic ipation to be awarded

Any changes to the above information wi l l  be
communicated quickly .

I f  you have concerns or  complaints  about any issues ,
please speak to your tutor ,  the off ice staff ,  or  the
manager .  We're always here to ass is t  in  any way we
can.

BNC Feedback forms are avai lable in reception and
can be let  in  the suggest ion box or given to a staff
member.

GRIEVANCES AND COMPLAINTS

W E L C O M E  T O  B N C

H A P P Y  L E A R N I N G
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BALLARAT NEIGHBOURHOOD CENTRE

( located at the Bal larat South Community Hub) 

11  Tuppen Drive ,  Sebastopol ,  3356

PO Box 540W, Bal larat ,  3350

Phone: 03 5329 3273

www.bal laratnc.org.au


