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STUDENT CODE OF CONDUCT TRNFRM

PURPOSE

The purpose of this Code of Conduct is to outline the expectations and responsibilities of students in CCC’s
Language, Literacy, and Numeracy programs. CCC aims to create a friendly and supportive learning
environment where everyone works together in a spirit of mutual respect and co-operation to achieve their
goals.

LEARNING PLAN

Before commencing training (classes) students need to:
e Agree on an Individual Learning Plan with their tutor/assessor.
e Agree on how many hours they will attend each week.

EXPECTED BEHAVIOURS

1. Attendance

e Students are expected to attend all agreed on training sessions each week. An attendance rate of
80% or higher is required by all students.

e If a student is unable to attend due to illness or personal reasons, they must notify their tutor in
advance. A medical certificate is required for absences of more than three sessions.

e Frequent or prolonged absences without a valid reason may result in the termination of enrolment.
CCC is obligated to report poor attendance to referring agencies (e.g., Job Networks, Centrelink),
which could affect the student’s benefits.

2. Participation

¢ Student’s must engage positively and work cooperatively with their tutor and other class members
participants to improve their language, literacy or numeracy skills.
Students are expected to actively participate in class activities and complete assigned homework.
Students must arrive on time for all classes.
Students must comply with instructions given by their tutor.
Students need to take good care of the centre’s equipment and respect the personal property of
others.
¢ If a student faces any challenges, they should speak with their tutor or Adult Education Coordinator

for support.

3. Respect Boundaries
e Students must understand and respect personal boundaries - both physical and emotional. They
should maintain a comfortable distance, respecting other’s personal space, avoid unwanted physical
contact and immediately stop any behaviours when asked to do so.
e Student’'s must obtain permission before using another person's property or engaging in personal
conversations.

4. Support Others’ Well-Being
e Students should be mindful of how their words and actions might impact others. They must
contribute to a positive and safe environment for everyone.
e If a student witnesses harmful behaviour, they should provide support or report it to the appropriate
authorities.

5. Protect the Community
e Students must report any incidents of theft, deceit, or harm to the appropriate authorities or
community leaders.
e They should contribute to an environment of trust and safety for all members of the community.
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PROHIBITED BEHAVIOURS

1. No Stealing
e Students must not take, misuse, or claim ownership of items, property, or resources that do not
belong to them.
e Unauthorised use or taking of intellectual property, such as creative works or proprietary information,
is strictly prohibited.
e Students must ensure that borrowing or using others' belongings is done with explicit permission and
respect.

2. No Physical or Emotional Harm
e Students must avoid actions that may cause physical or emotional harm to others, including
violence, harassment, bullying, or intimidation.
e They must refrain from spreading false information or gossip that could damage a person’s
reputation or well-being.

3. No Coercion or Manipulation
e Students must not pressure others into doing anything against their will, through intimidation, deceit,
or exploitation. Students must avoid behaviours that exploit another person’s vulnerabilities or
circumstances to their advantage.

4. Avoid Dangerous Behaviours
e Students must not engage in behaviours that could jeopardise the safety of others, such as reckless
conduct or failure to follow safety protocols. Students must ensure shared spaces and environments
remain safe by reporting hazards and taking steps to prevent accidents.

REPORTING VIOLATIONS

Students who witness or experience any form of theft, harmful behaviour, or boundary violations, must report
it immediately to the appropriate authorities or designated representatives. All reports will be treated
confidentially, and the necessary steps will be taken to address the issue.

CONSEQUENCES OF MISCONDUCT

Violations of this Code of Conduct, including acts of theft or causing harm to others, will result in appropriate
actions such as warnings, suspension, or removal from the community or organisation, depending on the
severity of the offense. For incidents involving theft, regardless of the value, the Centre Manager, CCC
Board of Governance, and parents/guardians (if applicable) will be notified. Minor thefts (e.g. stationery,
crockery, or cutlery) will result in a warning, and additional measures such as securing the student's
belongings in a locker may be applied. For thefts involving valuable items (e.g. money, credit cards, or
jewellery), a formal warning will be issued, an incident report will be completed, and a copy will be provided
to all parties involved and kept on file. All violations and actions taken will be assessed on a case-by-case
basis.

WITHDRAWAL FROM TRAINING OR TERMINATION
If a student chooses to withdraw from training or discontinue training, or if their enrolment is terminated, CCC

may be required to notify Centrelink and/or a Job Network member. This may result in a reduction of the
student’s benefits.

By signing below, the student acknowledges and agrees to abide by Cheltenham Community Centre’s
Student Code of Conduct.

(Name & signature of student) (Date) (Class)
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