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STUDENT HANDBOOK 
 

 

WELCOME TO PEGASUS INTERNATIONAL COLLEGE 

Dear Students, 
 

Welcome to Pegasus International College! 
 

As the CEO, it is my pleasure to extend a warm and heartfelt welcome to each of you. We are thrilled that you 
have chosen to join our community and embark on this exciting educational journey with us. At Pegasus 
International College, we are committed to providing you with a dynamic and supportive learning environment 
that fosters growth, innovation, and excellence. 
 

Our college is built on the foundation of industry expertise and practical knowledge, with courses designed to 
equip you with the skills and experience needed to excel in the civil construction industry. With our unique 
features such as instruction by professionals with over 10 years of experience, online studies via MS Teams, 
and guest lecturers from the industry every semester, we ensure that you receive an education that is both 
comprehensive and relevant to current industry standards. 
 

We understand the importance of preparing you for successful careers, and our dedicated team is here to 
support you every step of the way. From resume checks to mock interviews, our student support services are 
designed to help you conëdently navigate your career path. 
 

At Pegasus International College, we believe in nurturing talent and encouraging ambition. We are here to 
inspire you, challenge you, and help you achieve your fullest potential. We are excited to witness your growth 
and success as you take on this transformative journey. 
 

Once again, welcome to Pegasus International College. Let’s soar to new heights together! 

Warm regards, 

Parapti Sharma 
Chief Executive Officer 
Pegasus International College 

 



 

 

3 | P a g e  

STUDENT HANDBOOK 
Admin@Pegasus.edu.au 
PEGASUS INTERNATIONAL COLLEGE | RTO CODE: 46222 

TABLE OF CONTENTS 
 

STUDENT HANDBOOK 2 

WELCOME TO PEGASUS INTERNATIONAL COLLEGE 2 

TABLE OF CONTENTS 3 

1. INTRODUCTION 5 

SERVICE COMMITMENT 5 

2. STUDENT RIGHTS AND RESPONSIBILITIES 6 

ASSESSMENT 6 
ASSESSMENT MALPRACTICE 6 
BEHAVIOUR 6 
MISCONDUCT INCLUDES 6 
RESPECT FOR OTHERS 7 
CHANGE OF PERSONAL DETAILS 7 
DISCIPLINARY PROCESSES 7 
EVALUATION AND FEEDBACK 8 
LEARNER SUPPORT SERVICES 8 
MENTORING & GUIDANCE 8 
LANGUAGE, LITERACY NUMERACY 8 
LEARNING MATERIALS 8 
MAKING THE MOST OF YOUR TRAINING 8 

3. COURSE INFORMATION 10 

RII60520 - ADVANCED DIPLOMA OF CIVIL CONSTRUCTION DESIGN 10 
TERM 11 
UNIT TITLE 11 
CORE OR ELECTIVE 11 
LEARNING AND ASSESSMENT METHODS 12 
CREDIT TRANSFER (CT): 12 
RECOGNITION OF PRIOR LEARNING (RPL): 12 
COMPLETION 12 
ASSESSMENT 13 
PRINCIPLES OF ASSESSMENT 14 
VALID 14 
RELIABLE 14 
FLEXIBLE 14 
FAIR 14 
RULES OF EVIDENCE AND ASSESSMENT 15 
VALID 15 
SUFFICIENT 15 
AUTHENTIC 15 
CURRENT 15 
COURSE ASSESSMENT 15 
PRESENTATION OF ASSESSMENTS/ ASSIGNMENTS 15 
ASSESSMENT RESULTS 15 
RE-ASSESSMENT 16 



 

 

4 | P a g e  

STUDENT HANDBOOK 
Admin@Pegasus.edu.au 
PEGASUS INTERNATIONAL COLLEGE | RTO CODE: 46222 

ASSESSMENT APPEALS 16 
REASONABLE ADJUSTMENTS 16 
EXTENSIONS FOR ASSESSMENT 16 
LEARNING MANAGEMENT SYSTEM (LMS) 16 
CERTIFICATES 17 
COURSE DELIVERY 17 
LANGUAGE, LITERACY AND NUMERACY 18 
RECOGNITION 18 
RECOGNITION PRIOR LEARNING (RPL) PROCESS 19 
RECOGNITION DECISION 19 
SPECIAL NEEDS 20 
TRAINER AND ASSESSORS 20 

4. POLICIES AND PROCEDURES 21 

ACCESS AND EQUITY 21 
COMPLAINTS AND APPEALS 21 
PROCEDURE 23 
STUDENT ENROLMENT 27 
PROCEDURE 29 
STUDENT RECORDS 32 
CANCELLATION & TRANSFERS 32 
EQUAL OPPORTUNITY 33 
PRIVACY 36 
STUDENT SUPPORT 37 
COURSE FEES 39 
REFUND POLICY 40 
REFUND PROCEDURE: 42 
STEP 1 – LODGEMENT OF REFUND BY STUDENT 42 
STEP 2 – REFUND OF FEES DUE TO COURSE CANCELLATION 43 
STEP 3 – MANAGEMENT APPROVAL FOR REFUND 44 
STEP 4 – FINALISE REFUND REQUEST 44 
STEP 5 – PROCESSING THE REFUND 45 
CONTACT DETAILS 45 

  



 

 

5 | P a g e  

STUDENT HANDBOOK 
Admin@Pegasus.edu.au 
PEGASUS INTERNATIONAL COLLEGE | RTO CODE: 46222 

1.  INTRODUCTION 
 

The purpose of this handbook is to provide you with a quick reference about training programs, policies and 
processes, roles and responsibilities guiding you through your learning experience with Pegasus International 
College.  

Pegasus International College is the trading name of Pegasis Star Pty Ltd, RTO No. TBA. The college aims to 
deliver high quality, innovative and engaging training that is relevant to students, employers, and industry. Our 
commitment to continuous improvement means we are constantly developing and improving new resources, 
processes, and facilitation methods to remain ahead in technology and industry standards. 

Pegasus International College offers the following training product and services which includes the following: 

 RII60520 - Advanced Diploma of Civil Construction Design 

As an RTO, Pegasus International College is bound to comply with the Standards for Registered Training 
Organisations (SRTOs) 2015. Training Services provided to students follow policies and processes developed to 
meet the VET Quality Framework and SRTOs 2015. 

SERVICE COMMITMENT 

Pegasus International College is committed to providing quality training and assessment services to its 
learners. We aim to: 

 Provide training and assessment services that meet industry needs and trends. 

 Deliver high quality, innovative and engaging training. 

 Maintain a person-centered approach. 

 Foster relationships with our students, supporting them through their career. 

 Provide íexible learning opportunities. 

 Provide a supportive, facilitative, and open learning environment. 

 Ensure all training is delivered by qualiëed trainers and assessors with the necessary skills and 
experience. 

 Ensure all training is continually monitored and improved. 

 Maintain a healthy and effective learning environment for students. 

 Produce competent and conëdent workers that beneët the community and industry. 
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2. STUDENT RIGHTS AND RESPONSIBILITIES 
 

Pegasus International College has developed the following student etiquette guidelines which will help foster a 
healthy learning environment for all students. 

ASSESSMENT 

All assessments must be submitted by the due date. If you are having difficulty completing an assessment, you 
should discuss it with your trainer/assessor well in advance of the due date. This way the trainer/assessor may 
be able to offer support or grant additional time. Please note there may be conditions or penalties to gaining an 
extension. 

ASSESSMENT MALPRACTICE 

Assessment malpractice includes cheating, collusion and plagiarism. 

Pegasus International College regards the integrity of assessment as critical to its professional responsibilities 
as an RTO and therefore strives to ensure the assessment processes are not compromised. Pegasus 
International College has policies and procedures in place for dealing with assessment malpractice. 

 Cheating - All assessments must be 100% your own work. Cheating or the use of another person’s 
work and submitting as your own is cheating and will not be tolerated. 

 Collusion - Collusion is the presentation of work, which is the result in whole or in part of 
unauthorized collaboration with another person or persons. It is your responsibility to ensure that 
other students do not have the opportunity to copy your work. 

 Plagiarism - Copying from a published work (including the internet), without referencing, will not be 
tolerated. This includes presentation of work which has been copied in whole or in part from another 
person’s work or from any other source such as the Internet, published books, and periodicals. This 
includes systematic re-wording or changing key nouns and verbs. 

You must follow reference guidelines if you take another person’s idea and put it into your own words. 

BEHAVIOUR 

Students are expected to behave appropriately in a mature and professional manner at all times. All students 
are expected to take responsibility for their own learning and behaviour during training and assessment. 
Misconduct will not be tolerated. 

MISCONDUCT INCLUDES  

 Any offensive conduct or unlawful activity (e.g. Theft, fraud, violence, assault); 

 Interfering with another person’s property. 

 Removing, damaging, or mistreating property or equipment. 

 Cheating/plagiarism. 

 Interfering with another person’s ability to learn through disruptions during training. 
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 Breach of conëdentiality. 

 Inappropriate language. 

 Serious negligence, including WHS non-compliance. 

 Discrimination, harassment, intimidation or victimization; 

 Being affected by drugs or alcohol and being unët to participate in learning activities. 

RESPECT FOR OTHERS 

It is expected that the behaviour of all persons in the learning environment ensure a positive learning 
experience. Respect for other students and the trainer/assessor is expected. 

Pegasus International College retains the right at all times to remove disruptive students from the training 
environment. Thus, 

 You will be expected to treat staff and fellow students with respect and observe any student etiquette 
requirements which appear in this handbook or requested during the course by a trainer/assessor. 

 Inappropriate language and actions will not be tolerated. 

 Harassment, bullying and intimidation of staff or fellow learners will not be tolerated. 

 Treat facilities and equipment with due care and respect. 

 You are required to respect the rights of others and treat others in a manner which is fair and non-
discriminatory. 

CHANGE OF PERSONAL DETAILS 

Students are required to ensure their personal details recorded with are up-to-date at all times. Should your 
circumstances or details change please update your record through your student login account as soon as you 
change your information or inform the college to change it.  

DISCIPLINARY PROCESSES 

Pegasus International College may implement student discipline processes should a student be found to be 
acting inappropriately, due to misconduct or assessment malpractice. 

Any breaches of discipline will result in the person being given a ‘verbal warning’. 

Further disciplinary processes may include: 

 The student being asked to justify why they should continue to participate in the learning group. 

 Suspension from training access. 

 Expulsion from the training access; or 

 Expulsion from the Training course. 
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EVALUATION AND FEEDBACK 

Pegasus International College values all feedback from students as it assists us to continuously improve the 
products and services we offer. Students are encouraged to provide us with feedback, both positive and 
constructive. 

Pegasus International College has developed some feedback forms for you to provide feedback. Thank you in 
advance for your comments. 

LEARNER SUPPORT SERVICES 

Pegasus International College understands the importance of the quality of our Trainer Support for your 
success. The college has identiëed a number of support services for students who have special needs or 
require additional support and assistance to undertake or complete their learning. 

MENTORING & GUIDANCE 

Pegasus International College can provide students with mentoring, coaching and guidance on course content, 
as well as effective learning and study techniques. 

Telephone support calls from Trainers can be booked by calling 1300 019 535. Any training and assessing 
queries can be sent directly to trainers and assessors via the email Admin@Pegasus.edu.au or in the official 
email of your nominated trainer which can be accessed 24 hours/7 days. We aim to answer all student 
messages within 24 hours Monday to Friday, however we must respond to student queries within 48 hours 
maximum Monday to Friday. 

Pegasus International College office is closed for Public Holidays. The online student portal will remain open. 
So, students can continue with their coursework and submit assessments. There will be no trainer or admin 
support available during this time. 

LANGUAGE, LITERACY NUMERACY 

Discuss with us your options for further language literacy and numeracy development. 

Reading Writing Hotline: http://www.readingwritinghotline.edu.au/ , 1300 655 506 

LEARNING MATERIALS 

Students receive a copy of training and /or assessment materials as part of the course fee. Should you lose or 
misplace the materials you are provided, additional fees for replacement of materials will be incurred. 

MAKING THE MOST OF YOUR TRAINING 

It is very important to make the most of your training opportunity. Please note it is your responsibility to do 
this. To optimize your own learning and successful completion, undertake to do the following: 

 Complete all training sessions and complete all required reading and learning activities. 

 Prepare well in advance of each training session. 

 Be a willing participant. 

 Respect other people’s opinions. 
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 Ensure you have a clear understanding of the assessment requirements. 

 Take responsibility for the quality of evidence that you submit to the Assessor. 

 Keep track of your progress. 

 Complete and submit all assessments on time, tasks using clear and concise language. 

 Be willing to contact your trainer/assessor if you do not understand the training activity or 
assessment task. 
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3. COURSE INFORMATION 
 

RII60520 - ADVANCED DIPLOMA OF CIVIL CONSTRUCTION DESIGN 

This qualiëcation reíects the role of an individual working as a structural/civil designer or a structural/civil 
draftsperson, who supports professional engineers. They perform tasks that are broad, specialised, complex 
and technical and include strategic areas and initiating activities. They are responsible for the design of 
complex projects to ensure the implementation of the site requirements and are required to demonstrate self-
directed application of theoretical and technical knowledge and initiate solutions to technical problems or 
management requirements. 

Licensing, legislative, regulatory and certiëcation requirements that apply to this qualiëcation can vary 
between states, territories, and industry sectors. 

Course Duration: Total duration is 52 weeks including 8 weeks of holidays (Providing normal academic progress 
is made) 

Course Delivery: Synchronous Online Learning  

Pre-Requisites: There are no pre-requisites for this qualiëcation. 

Entry Requirements:  

 18 years of age or over 

 Students need to have either successfully ënished Australian Year 12 or an equivalent level of 
education, or hold a Certiëcate IV or a higher qualiëcation from an Australian educational institution 

 Australian/New Zealand citizen or permanent Australian resident or hold a visa that entitles you to 
study in Australia (a student or working holiday visa are unacceptable). 

 Have a valid Driver’s Licence, Photo Card  

 Meet prescribed Language, Literacy and Numeracy requirements.  

 Applicants should have basic computer and MS Office skills (Word, Excel and Power Point). 

 All learners are expected to have access to a laptop or computer with the Windows 7 operating system 
or higher with webcam. Students must have an active email address for communication and be 
contactable by phone (mobile or landline) and by mail (postal address). Students also must have access 
to a high-speed internet connection – broadband wired or wireless (5G/4G/LTE) – Minimum bandwidth 
requirement is 5/3 Mbps (download/upload speed). 

 Pre-Training Review- All prospective students (the candidates) are interviewed through Phone or zoom 
and will have the course explained to them by a Student Services Officer. The purpose of this interview 
is to ensure the candidate understands the commitment of signing up to the course, entry 
requirements, course outcomes, and what is expected of the student during their studies with Pegasus 
International College. The review also aims to identify training needs through questions on previous 
education or training, relevance of the courses to learner and relevant experience 
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Delivery Structure: Delivery for this learning program, as a guide:    

Structured Online Classroom Training: 990 hours 

Formative Assessment: 575 hours 

Self-Paced Research: 235 hours 

Total Training and Assessment: 1,800 hours       

Attendance: Students must attend all training sessions. 

Units of Competency: To complete RII60520 – Advanced Diploma of Civil Construction Design, a total of 12 
units must be completed. 

TERM UNIT TITLE CORE OR ELECTIVE 

Term 1 BSBWHS616 – Apply safe design principles to control WHS risks Core 

Term 1 BSBTWK502 – Manage team effectiveness Core 

Term 1 BSBPMG535 – Manage project information and communication Elective 

Term 1 BSBPMG632 – Manage program risk Core 

Term 2 BSBPMG530 – Manage project scope Elective 

Term 2 BSBPMG531 – Manage project time Elective 

Term 2 BSBPMG532 – Manage project quality Elective 

Term 3 RIILAT402E - Provide leadership in the supervision of diverse work 
teams 

Elective 

Term 3 RIIQUA601E – Establish and maintain a quality system Core 

Term 3 RIICWD533E - Prepare detailed design of civil concrete structures Elective 

Term 4 RIICWD534E - Prepare detailed design of civil steel structures Elective 

Term 4 RIICWD601E – Manage civil works design processes Core 

 

  



 

 

12 | P a g e  

STUDENT HANDBOOK 
Admin@Pegasus.edu.au 
PEGASUS INTERNATIONAL COLLEGE | RTO CODE: 46222 

LEARNING AND ASSESSMENT METHODS 

Pre-course- Before starting this course, you will be required to complete a Language, Literacy and Numeracy 
(LLN) questionnaire. This quick questionnaire is used to determine your LLN skill level so that we can best 
support you in your studies. 

During the course, students will be given access to their individual Learning and Management System (LMS) 
portal – Moodle. Each portal will be resourced with all the required Learning and Assessment material. This 
course involves a number of learning and assessment methods. Typically, the learning methods may include 
Presentations and discussions, Demonstrations, Individual and group activities, Skills practice, Role plays, Case 
studies, Simulated scenarios, and Research activities. 

Assessment methods generally include Written or Oral Questioning, Case Studies, Role Plays, Reports, 
Research Projects, Presentations, etc. 

CREDIT TRANSFER (CT):  

You may be eligible for Credit Transfer if you are able to demonstrate that you have achieved competency in 
the same or equivalent unit/s in a Nationally Recognised Training from any Registered Training Organisation. 
Please read the Credit Transfer Policy and Procedure for more details. 

RECOGNITION OF PRIOR LEARNING (RPL):  

If you think that you have already gained the skills and experience for a unit or entire qualiëcation, you can 
apply for RPL to get recognised as competent for parts or a whole nationally recognised qualiëcation. Not 
everyone will get credited for their skills and knowledge. Successful applicants will need to demonstrate a 
reasonable amount of experience in the area their course covers. Contact us to know more about our RPL 
process. 

 Pathway: It provides a pathway to further learning and work in various security roles and settings. Job roles and 
titles vary across different industry sectors. Possible job titles relevant to this qualiëcation include: 

 Civil Engineering Draftsperson 

 Structural Modeller 

 Structural Draftsperson 

COMPLETION 

At the successful completion of the course students will be awarded with the “Testamur” and a “Record of 
Results” which provides detailed Units of Competency completed in the course. 

At the Partial Completion of the course students will be awarded with a “Statement of Attainment” which will 
detail only the Units of Competency that student has achieved competency from the course. 

For more information, please contact our friendly Student Support Offcer at 1300 019 535 or email your query 
at admin@pegasus.edu.au 

 




