Student Support Policy and Procedure
Next Step Institute

Purpose

The purpose of this policy and procedure is to outline the student support services provided
at Next Step Institute. The Institute is committed to supporting students in their transition
to study and life in Australia, delivering culturally appropriate and age-relevant orientation
programs, and ensuring access to academic and welfare support services throughout their
enrolment.

Key Support Services

Next Step Institute offers a range of support services to assist students with their academic
and personal wellbeing, including but not limited to:

Orientation programs covering Australian laws, health and emergency services, public

transport, banking, and postal services

- English language support and study skills programs

- Academic counselling and intervention strategies

- Personal and welfare-related support, including accommodation assistance

- Legal, health, and emergency service referrals

- Student Code of Behaviour, complaints and appeals processes

- Privacy and confidentiality assurance

- Student ID cards, timetables, and access to resources

- Equity of access for all students regardless of delivery mode (online, blended, or face-to-
face).

- Wellbeing provisions covering mental health, counselling referrals, and academic
support.

- Inclusion of diversity support measures for CALD, disability, First Nations, and
disadvantaged learners.

Student Support Officer

A dedicated Student Support Officer is available to all students by appointment during
standard office hours. This officer is responsible for assisting with welfare and academic
issues, maintaining confidentiality, and referring students to external services when
required. All staff and students will be notified immediately of any changes to support
personnel.
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Staff Responsibilities

All staff are responsible for providing support to students and staying informed about the
student support services offered. Trainers are expected to provide vocational guidance and
refer students to appropriate staff when additional support is needed. Staff must ensure
emergency evacuation plans are current and visible in all areas, and report any compliance
issues promptly.

Academic and Attendance Support

Students experiencing academic or attendance difficulties are encouraged to seek support
as early as possible. Support includes advice on maintaining course progress, intervention
strategies, and ensuring satisfactory attendance and academic performance. The Student
Support Officer should be the first point of contact.

Continuous Improvement

This policy and its associated procedures will be reviewed annually to ensure continued
relevance, effectiveness, and alignment with student needs and regulatory requirements.

Annual review with evidence logged in the Continuous Improvement Register.
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