Welcome
Guide
2023

Real skills. Real experience. Real outcomes.
thegordon.edu.au TAFE 3044 CRICOS 00011G

Contents
Getting Started Checklist

3

Important contacts and emergency information

4

Manage your enrolment and finances

5

Get set-up for online learning

7

Get ready for your first class

8

Explore how to get to and around campus

9

Enhance your learning

10

Explore Student Services and Support

11

Understand your rights & responsibilities

13

Plan for your future career

14

09788

2

16 December 2022

TAFE 3044

thegordon.edu.au

CRICOS 00011G

Congratulations on starting your new course at The Gordon! To help you get off to a great
start, take some time to follow the checklist below and read through the important
information in this booklet. If you are unsure about anything please ask your teacher
or Customer Service – we are all here to help you succeed.
If you have any feedback on how we could improve your experience at The Gordon
we would love to hear from you.
Email us at: studentexperience@gordontafe.edu.au

Getting Started Checklist
Make the most of Orientation
Check your welcome emails for information about
the orientation activities that will be available to help
you make a great start at The Gordon. You may also
have a separate course orientation session and will
be advised if this is the case. At this time, you should
also check if you have your enrolment and finances
all sorted.

International Students
International students must attend a compulsory
International Orientation session. You will receive
information when to attend. You are encouraged to
also attend the general Gordon Orientation sessions.

Get your Student ID card
Once you have paid your enrolment fees you can
order your student ID card online. This card is used
for identification purposes whilst you are on campus,
to access the printers and photocopiers, and to
borrow books from The Gordon library. You should
keep this card with you at all times.
Order Student ID Card - bit.ly/3gZUgrC

Get set up for online learning
Gordon Online
You will be using Gordon Online during your studies
for most of our courses. It is our online Learning
Management System (LMS), and is where you will find
course materials and assessment details, and where
you will submit /upload your assessments. Your
teacher will let you know when you need to use it.
There is also an app you can download so you have
Gordon Online access on the go:
Get the Android mobile app - bit.ly/2YD6XQ7
Get the Apple mobile app - apple.co/2X3RJmn

Get ready for your first class
Check your timetable
Timetables can be accessed via the Student Portal,
under ‘Quicklinks’. Click the ‘Course Stuff’ icon to
access the timetable finder. You then search your
course and your group from the list. You’ll be able to
see which classroom you’re in. Click ‘Check your
timetable’. Type the name of your course or group in
the field above the calendar to access your timetable
including classroom details.

Organise textbooks and equipment
Your booklist will be provided to you by your course
area. Booklist items can be purchased from the
on-campus Gordon bookshop located at East
Geelong. The Bookshop’s details are provided later in
this booklet.

Plan how to get to and around campus
Parking is limited around the Geelong City and the
Werribee Watton Street campuses. We recommend
taking public transport if possible as both campuses
are close to train stations. If you’re a full-time student
you can get your Public Transport Concession Card
application form stamped at Customer Service.
If you drive, leave plenty of time to find a car park It is
mostly paid parking so remember to keep an eye out
for the parking inspectors around the city.
There is on-site parking at East Geelong, Hoppers
Crossing and Werribee Princes campuses. There is
parking in nearby streets if needed. The campuses
are near local bus routes as well.
To help you find your way around, please find a copy
of the Campus Maps at the end of this booklet.

 xplore Student Services
E
and Support
We offer lots of support for our students - from
amazing library facilities and a bookshop, to student
wellbeing and support, and career counselling.
The Gordon is also host to the region’s Skills and
Jobs Centre. You can find out more about this and all
of our student services on the Student Portal.

#thegordon
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Important contacts and emergency information
Customer Service: 		
5225 0800
				1300294350

Security
Geelong City 			

5225 0999

East Geelong			

5225 0888

Colac 				5225 0888
Werribee			 5225 0888
Hoppers Crossing 		

5225 0888

Emergency Services
(ambulance, fire and police)

000

Lifeline 24 hour crisis support

13 11 14

Accidents and Injuries
First aiders are trained and located across
The Gordon. For emergency assistance contact
Gordon Security.
All accidents, incidents and near misses on
The Gordon’s premises must be reported to a
member of staff. The staff member will assist you in
filling in an Injury and Illness form. Please make sure
any witnesses also provide their name and contact
number. If you are an apprentice you will need to
notify your employer as soon as possible.
You are strongly advised to have ambulance
insurance to cover costs associated with transport to
hospital if required.

Security Officers patrol campuses of The Gordon
during opening hours. Any suspicious behaviour
should be reported to a Security Officer or a staff
member immediately.

Evacuation Procedure
•

assist anyone in immediate danger (if safe to do so)

Student valuables are your own responsibility and
are not covered by insurance or The Gordon. You
should:

•

raise the alarm including phoning Gordon
Security

•

leave by the nearest, safest exit (do not use a lift)

•

always lock and secure your car or bicycle.

•

•

label your belongings and never leave them
unattended.

assemble in the evacuation area – do not leave
the area (evacuation maps are located in every
building)

•

report any theft to a staff member, Customer
Service, or the police.

•

report injuries, the location of any person with
mobility issues and any other important
information to a staff member or relevant
authority dealing with the emergency.

•

not re-enter the building until advised by the
relevant authority.

•

not use lifts during any evacuation emergency
or drill.

In case of an evacuation you should:

Emergencies
In the event of an emergency contact Gordon
Security. If it is an extreme emergency dial 000 to
phone emergency services for ambulance, fire and
police.
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Manage your enrolment and finances
eCentral – your student
information hub
eCentral helps you to manage your personal
information, including your applications and
enrolment. You can use eCentral to:

A USI account will contain all your nationally
recognised training records and results from 1 January
2015 onwards.
You will need to provide your USI at the time of your
application. Visit the USI website at usi.gov.au to see
your account, or contact Customer Service for more
information.

•

update your personal details

•

make enquiries

•

apply for courses

Withdrawal and Fee Refunds

•

view application status and correspondence

•

manage your enrolments

•

view your financial transactions

•

pay your fees

•

view your results and see details regarding
completion and graduation

•

apply for scholarships

•

find information on Support Services

•

access your online course materials.

In order to cancel or withdraw enrolment from a course
or unit, you must provide advice in writing to Customer
Service or your teaching department. The date this
advice is received is the official withdrawal effective
date and determines whether tuition and amenities fees
are refunded or credited. To be eligible for a refund or
credit of materials fees and other levies, you must
complete, sign and return a ‘Withdrawal and Refund
Request’ form. This is available from Customer Service,
teaching department or online via your eCentral
account.

You can access eCentral from a link on the Student
Portal. You will need to use your student account log
in details (Student ID and Password).

Keep your contact details up to date
Please keep your contact details up to date on
eCentral. Email and SMS are our primary forms of
communication.
If we cannot contact you in relation to absences the
consequence may be withdrawal from the course. You
may still be liable for payment of fees. This is also the
way the State and Federal Government will contact you
in relation to any VET Student Loan information that
may be relevant to you.

Credit Transfer
Successful completion of units or modules completed
at a training organisation that is nationally recognised
may entitle you to credit in an equivalent TAFE unit or
module. You must provide evidence that the unit/
module was successfully completed. An Application
for Credit Transfer form is available from Customer
Service or program areas.
There is no charge for credit transfer. For further
information please contact Customer Service.

Advanced Standing
You may be entitled to recognition of prior learning or
experience such as having completed previous units.
Contact your teacher to discuss your advanced
standing.

USI (Unique Student Identifier)
As a student at The Gordon, you need a Unique
Student Identifier (USI). A USI is provided to all
students undertaking nationally recognised training
by a registered training organisation and is made up
of 10 numbers and letters. A USI gives you access to
an online USI account.

For further details visit the Enrolments and Money
Matters section of the Student Portal.
For International students cancelling or withdrawing
enrolment from a course or unit, please contact the
International Office.

VET Student Loans
VET Student Loan (VETSL) is an Australian
Government loan scheme for Vocational Education
and Training. Students studying approved Diplomas
and Advanced Diplomas may be eligible to apply for
a VETSL to defer their tuition costs, if not wanting to
pay their tuition fees upfront. Eligible courses are
subject to VETSL course cap limits which are
reviewed annually. Other fees associated with your
course, or tuition fees over the VETSL course cap, are
to be paid by the student and cannot be deferred to a
VETSL.
To be eligible for a VETSL, you need to meet various
eligibility criteria (including citizenship and academic
requirements) prior to your admission into your
chosen Diploma/Advanced Diploma course, see
Application FAQ’s. For further details about being
admitted into your chosen course, please see our
Admission and Selection Policy.
You must read the VET Student Loans Information
Booklet before applying for a loan. Need help after
reading the booklet? Email fees@gordontafe.edu.au
for assistance. Visit the Australian Government’s VET
Student Loans site for detailed information about
financing tertiary study.
The Gordon is a signatory to the VET Student Loans
Code of Practice, demonstrating its commitment to
the principles and practices of good services to
students and effective complaint handling.

For more information:
The Gordon Application FAQs: bit.ly/3jqRycK
VET Student Loans: dewr.gov.au/vet-student-loans

#thegordon
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Fees and Charges
Fees and charges information is available on the
Student Portal. The Fees and Charges Guide outlines
enrolment, including eligibility; concessions and
refunds; as well as payment options available.

ATM
The Gordon does not have an ATM on any campus,
but most banks and ATMs can be accessed either in
the central business district of Geelong and Werribee
or in major shopping centres.

Scholarships
If you need financial assistance to help complete
your studies, a Gordon scholarship could help.
Scholarships range from $500 to $10,000, and are
awarded to students to help cover the costs
associated with studying. Some scholarships are
open to all students, while others have specific
eligibility criteria.

There are three categories:
•

Leadership and Initiative Scholarships for
students demonstrating commitment,
initiative or leadership.

•

Accessible Scholarships for people with
additional barriers to learning.

•

Skill-Specific Scholarships for a skill area or
trade.

For more information visit bit.ly/3tHne2k or
Phone: 5225 0639 or
Email: scholarships@gordontafe.edu.au
Scholarships are available for International students,
please contact the International Office.

Austudy
You may be eligible for Austudy if you are 25 years of
age or over and undertaking full-time study.
General information is available from the Careers
Counselling team. For detailed information and
applications visit Centrelink or phone 132 468.

Academic awards and certificates
Instead of paper documents, digital academic
awards and certificates are provided at The Gordon
using My eQuals. This provides you with a simple way
to view, share and verify your academic records.
My eQuals digital documents are trusted and
accepted worldwide and look exactly as they would
on paper. My eQuals protects your credentials,
guaranteeing the integrity and authenticity of your
digital records.
For more information, visit My eQuals.
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Get set-up for online learning
Get to know your online learning
spaces
Student Portal
The Student Portal is where you can find information
you need to get started and study at The Gordon.
You can access your student account (eCentral), see
your timetable, find out how to pay your fees,
contact student support services and heaps more!
Find out more here: thegordon.edu.au/student-portal

Gordon Online
You will be using Gordon Online during your studies for
most courses. It is our online Learning Management
System (LMS), and is where you’ll find course materials
and assessment details, and where you’ll often submit /
upload your assessments. Your teacher will let you
know when you need to use it.
There’s also an App you can download so you have
Gordon Online access on the go:
Get the Android mobile app - bit.ly/2YD6XQ7
Get the Apple mobile app - apple.co/2X3RJmn

Wi-Fi access
The Gordon provides free wireless access across all
campuses.
Find out more on the Student Portal at
bit.ly/3tH6XdE.

Bring your own device
If you bring your own device to campus, you will be able
to access any web based resource such as the Student
Portal, Gordon Online, email and general internet access
after authenticating with a current Gordon user account.

How do I log in?
To log in to The Gordon online and the wifi, use your
Gordon email address (e.g. 2007237@gordontafe.
edu.au) as the username, and your Gordon password.

Gordon Email Address
All students are assigned a Gordon email address
and will receive Gordon communications to both this
email and your personal email. The email address is
in the format of ‘studentnumber@gordontafe.edu.au’
and your Gordon password.
If you prefer to just keep using your personal email
address to avoid missing essential information, you
should redirect your Gordon email to your preferred
email address.
Find out how at bit.ly/3au72ry.

Student internet usage policy
You are encouraged to make use of The Gordon’s
computer network and public internet for
educational purposes.
When agreeing to The Gordon’s Terms and
Conditions during enrolment, you are agreeing to
abide by the Network User Policy which ensures
these resources are used sensibly, responsibly and
within legal and ethical guidelines. Guidelines are
displayed in the libraries and other access areas
throughout The Gordon.
Use of the internet is subject to monitoring for
security and/ or network management reasons.
Breaches of the student internet usage policy may
result in disciplinary action, as outlined under
The Gordon Student Conduct Policy.
Unacceptable use includes:

Recommended computer specifications are provided
as a guide if you wish to purchase or use your own
laptop device to assist with your studies. Find out more
on the Student Portal at bit.ly/3Xek6bt.

•

sending, receiving or viewing obscene, offensive
or defamatory material

•

using the Internet or email for gambling or illegal
activities

Free Office 365

•

wasting time on non-educational activities

•

intentionally interfering with normal operation of
the network

•

other inappropriate uses that may be identified
by the network administrator.

To help prepare our students for work in the
professional world, we provide Office to every one of
our students for FREE. You can install Office on up to
five compatible PCs and Macs, plus five tablets.
This means you’ll always have the latest version of Word,
Excel, PowerPoint, OneNote, and more for as long as
you are a Gordon student. As a student, you can access
your mail through Office 365, including calendar and
contacts list. As a student, you also
have OneDrive file storage on within Office 365.
For further information to assist you in accessing your
OneDrive at The Gordon and from home, please use this
help sheet: bit.ly/3p7bHbB

#thegordon
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Get ready for your first class
Timetables

Lockers

Timetables can be accessed via the Student Portal,
under the Timetables icon. Click your campus
location to access the timetable finder. Search your
course and your group from the list to see which
classroom you are in.

A range of lockers are available on campus. Please
check with your teaching staff for use of department
lockers. You will need to provide your own lock or
use the electronic locks (where provided). All lockers
must be emptied and locks removed at the end of
each term. Failure to do so will result in locks being
cut off and items inside lockers removed.

Find out more at bit.ly/3GreZ1P.

Books and equipment
Textbooks, chef and hairdressing equipment and
uniforms, stationery, newspapers and other everyday
items are available for purchase from the Bookshop
at the East Geelong Campus, H Building.
You can also order online at bit.ly/3TOCepJ.
Your order will be delivered to Customer Service at
your campus for collection.
Phone: 5225 0605
Email: bookshop@gordontafe.edu.au

Clothing requirements
You must ensure you meet clothing safety standards
as required for your course, i.e. protective clothing.
Bare feet, thongs or strapless shoes are not
permitted. Shorts and singlets are not permitted in
engineering, building, construction and cookery
trade areas. If you are unsure of clothing
requirements for your course, please ask your
teacher for clarification.
The Gordon has a range of branded clothing and
accessories available to students including student
uniforms.
We work with local supplier Hip Pocket to bring you
a range of good quality, affordable apparel.
You can purchase Gordon branded clothing instore
at Hip Pocket, 170 Torquay Road, Grovedale or online
at bit.ly/2X6JFkO.
hippocketworkwear.com.au/geelong
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Please note: The Gordon does not take any
responsibility for theft or damage to items stored
inside lockers.

Attendance and Absences
You are expected to attend all classes until
competency has been assessed. You should notify
your teachers if you are unable to attend class due to
illness or other circumstances.
It is your responsibility to participate in training and
assessment, attend classes as scheduled and report
any absences in a timely manner. Consequences of
non-attendance may be withdrawal from your
course. If you are withdrawn you may still be liable to
pay fees.
In most cases, medical certificates will be needed for
extensions to assessment dates.

Explore how to get to and around campus
Public Transport

Bicycles

Trains

Students are encouraged to ride a bike to campus as
often as possible. Bicycle racks are available for
student use:

The Geelong City campus is located directly opposite
Geelong Train Station. Trains run on a regular basis to
various destinations including Melbourne.

Buses
Geelong Route 31 will get you from the Geelong Train
Station to our East Geelong campus.

•

Geelong City Campus - outside Building C and
G South

•

East Geelong Campus - outside Buildings A, E, H,
G and M

•

Colac - at the public library

More information on public transport in Geelong can
be found at bit.ly/3mGQxxT.

•

Werribee and Hoppers Crossing - contact
Customer Service.

More information on public transport in Werribee can
be found at bit.ly/3DAUUSb

Students must ensure they lock their bikes whilst on
campus. The Gordon is not responsible for stolen or
damaged bikes. Bikes must not be ridden whilst on
campus property, and not on any grassed areas.

Myki
Myki is a reusable smart card ticketing system used
across public transport in Victoria. You can register a
new Myki to an existing account or set-up a new
account. You can register your Myki online, via the
PTV app or call 1800 800 007. You will need your
15-digit myki number to register. With a registered
myki you can check your Myki balance, top up, buy a
Myki, get notified when your Myki is due to expire
and more.
Top up your Myki Money and purchase a myki Pass
with an online account at ptv.vic.gov.au/tickets/
myki.
You can also set-up auto top-up, which automatically
tops up your Myki whenever it falls below your
chosen minimum amount. Simply choose how much
to top it up by and set the minimum threshold.

Travel Concession Cards
Eligible students are able to apply for Travel
Concession Cards, providing cheaper travel on trains,
buses and trams in Victoria. Victorian public
transport student concession card/Victorian student
pass application forms are available from Customer
Service.

Children on campus
The Gordon is an adult education environment and
does not have facilities or resources for young
children on campus. We also have responsibilities
under Child Safe Standards and risks associated with
COVID-19 that limit our ability to control or eliminate
risks to children and young people on campus.

Parking
Geelong City Campus
No student parking is available. There is limited
all-day metered parking available on Fenwick and
Little Malop Streets, however council restrictions
apply.
See more at geelongaustralia.com.au/parking

East Geelong Campus
Free parking is available. Please refer to the campus
map for more information.

Colac
Free parking is available. Please refer to the campus
map for more information.

Werribee and Hoppers Crossing
No student parking is available. There is limited
public parking. Check the local council websites for
further information.

Skateboards. Scooters and Skates
Skateboards, inline skates, roller skates and scooters
(including electric scooters) are not to be ridden in or
around any campus of The Gordon.

Animals on campus
Public health regulations do not allow for any animals
on campus at The Gordon except for:
•

Registered guide dogs used by people who have
low vision or who are legally blind

•

Companion dogs assisting people with
disabilities or mental health needs

•

Animals approved for animal studies in
designated study areas.

If an unaccompanied animal is found on campus
please contact Gordon Security.

#thegordon
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Enhance your learning
Libraries

Photocopiers and Printing

The library offers welcoming spaces to study, eat and
relax. At the library, you can access a variety of
resources including: books, ebooks, video streaming,
and journals. Visit the Library to access subject
guides providing relevant course resources.

Photocopiers are available in the Library at the
Geelong City and East Geelong Campuses.
Computer printing costs are deducted from your
online student printing account.

The following services are also available to help you
make the best use of the library:
•

assistance using technology

•

research assistance

•

referencing assistance

•

computers with software for your course

•

printing and photocopying

•

laptop and book loans.

Library website: thegordon.libguides.com/library
Geelong City Campus: H Building
(Underneath the Tech School)
Phone: 5225 0812
Email: library@gordontafe.edu.au
East Geelong Campus: H Building, Boundary Rd
Phone: 5225 0609
Email: eastlibrary@gordontafe.edu.au
For Werribee, Hoppers Crossing and Colac students,
please contact us to discuss your individual needs.

Learning Support
Our Learning Support team provides support in
language, literacy, numeracy, and digital skills. Some
examples of how Learning Support can enhance your
learning are: writing skills, maths skills, study skills,
time management, using technology, and navigating
course material if English is not your first language.
Services include:
•

online learning activities in
the Learning Lounge via Gordon Online

•

in-class skill development sessions

•

tailored drop-in sessions

•

one-to-one appointments.

Learning Support is available to everyone at any
time. Find us at the Library, or under Library and
Learning Support on the Student Portal.
Email: learningsupport@gordontafe.edu.au.
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When you first log on to the network you will have a
$10 printing credit. Additional value can be added to
your online account by purchasing credit at
Customer Service or the bookshop.
Both black and white and colour printing are
available. Details can be found on the Student Portal.

Certificates in General Education

Certificates I, II and III in General Education courses
can help improve your literacy, numeracy, computing
or study skills. The courses are run by supportive
teaching staff who aim to give you the confidence to
continue on your learning journey. Full and part-time
options are available and classes can start at any
time.
For further information please contact General
Education on 5225 0836.

English Language Classes
Our English as an Additional Language (EAL)
program offers courses at various levels depending
on your current level of English. Each program
includes training in reading and writing, conversation,
computer skills, employment skills, workplace skills,
and Australian studies. Our English Language Unit
offers flexible delivery of courses, counselling
services, a library, and a language laboratory.
If you are aged between 17 and 24, we also offer a
Youth Preparation for Further Study and
Employment program. This intensive one-semester
program focuses on English, numeracy and
computer skills along with work placement
opportunities.
Apply online at bit.ly/3v4PXh7 and you will then be
contacted to arrange an interview date and time.

The Student Connection
Student Connection is your student e-newsletter,
providing information, news, events and insights
designed to help you throughout your studies.

Explore Student Services and Support
We recognise that your learning journey is as
important as the destination. That is why we have
invested in a range of innovative facilities and services
to ensure your Gordon experience exceeds your
expectations and you can achieve your educational
goals.

Library and Learning Support

Disability Support Services
At The Gordon we recognise that everyone has the
potential to succeed and provide quality support to
help students achieve their educational goals.
Students with the following conditions may be
eligible for support:
•

chronic illness and/or medical condition

•

hearing and/or vision impairment

•

intellectual and/or learning disability

•

physical disability

Counselling

•

mental health conditions.

Free, confidential personal counselling services are
available to enrolled studentsif you need support with:

Types of support:
•

reasonable adjustment negotiations

•

personal issues affecting your time as a student
(eg. relationships, homesickness, mental health)

•

in-class note takers and education assistants

•

advice on physical access

•

financial advice, particularly in relation to course
costs

•

disability counselling and advocacy support

•

personal growth

•

AUSLAN interpreters

•

exploring skills to cope and thrive

•

specialised equipment and software.

•

dispute resolution, with counsellors able to
provide a supportive presence during mediation.

Refer to the previous section Enhance your learning
(p.10) for detailed information about the Library and
Learning Support services.

Services are available at the Geelong City and East
Geelong Campuses. For Hoppers Crossing and Colac
students please email us to discuss your individual
needs.
For afterhours crisis service phone Lifeline on 131 114
(24hrs).
Find out more on the Student Portal under Wellbeing
and Support: bit.ly/3lwexnY.
Book an appointment: bit.ly/3lwexnY
Phone: 5225 0963
Email: counsel@gordontafe.edu.au

These services are provided free of charge and
operate across all campuses.

Specialist Employment Partnerships
TAFE Specialist Employment Partnerships (TSEP) is
a free, on-campus employment service that supports
graduating students with a disability who are seeking
employment. A specialist consultant will be onsite at
The Gordon one day per week, rotating between our
main campuses.
Please email us to discuss your individual needs
Email: disabilitysupport@gordontafe.edu.au

Aboriginal Education Unit ‘Kitjarra
wurrun-ngeen’
The Aboriginal Education Unit offers assistance and
support to Indigenous students, and helps them to
achieve their full potential in education, training and
employment.
Students are able to access course information,
mentoring, confidential and financial advice,
information about Abstudy and assistance schemes,
as well as tutoring services. Students and community
are welcome to drop-in for a yarn, and use the
kitchen and study facilities.
The unit also delivers Certificate I, II and III in
Mumgu-dhal tyama-tiyt.
Phone: 5225 0859
Email: jkildea@gordontafe.edu.au

#thegordon
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The Gordon Residence
Accommodation
Located at the East Geelong Campus (approximately
5 minutes drive from the City Campus), Gordon Res
is a small community renowned for its friendly and
welcoming environment. The residence is comprised
of three separate wings, accommodating 50
furnished bedrooms.
All rooms are spacious and include a queen sized
bed. Communal living areas are situated centrally on
each floor with couches, dining, TV and DVD
facilities. Fully equipped kitchen and bathroom
facilities are shared between four residents. If this is
your first time away from home, you will have the
chance to build independent living skills in a safe and
supportive environment. Gordon Res offers support
services, activities and fun opportunities to make
new friends; the residence experience is so much
more than just a place to stay. More details can be
found at thegordon.edu.au/students/studentresidence.
Phone: 5246 6132
Email: StudentResidence@gordontafe.edu.au

International Student Support
Gordon International supports international students
to ensure that their stay in Australia is both
educationally rewarding and an enjoyable
experience. Services include:
•

orientation

•

accommodation and airport pickup
arrangements

•

personal and educational counselling

•

general visa and health issue advice

•

community resource information.

Inclusive spaces
The Gordon supports diversity and inclusion in all of
our activties.
Quiet rooms at the Geelong City Campus Library and
East Campus A building provide space on campus to
withdraw, regulate or relax. Each room has a
collection of relaxation and sensory items including a
water feature, rocking chair, weighted blanket,
puzzles, scented and fidget items.
Non-denominational prayer spaces are available for
use by all students and staff at The Gordon. Please
contact our Customer Service Office on 5225 0800
for details.
Welcoming Rainbow spaces are available at both the
Geelong City and East campuses.
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Understand your rights & responsibilities
During your enrolment, you will have rights and
responsibilities to The Gordon and, equally,
The Gordon has responsibilities to you as your training
provider. Please take the time to review the details as
these will help you to be aware of, and understand,
these mutual obligations.

Smoking

thegordon.edu.au/sitedocs/gordon-students/
sts-rd-20-07.aspx

The Gordon is a smoking, vaping and tobacco free
environment. Smoking, vaping and the use of tobacco
products is prohibited on all campuses, property, land
and vehicles under the control of The Gordon. This
policy has been implemented to create a healthy and
safe environment for all Gordon staff, students and
associates.

Code of Conduct

International Students

The Gordon is committed to the provision of high
quality and rewarding education and training for all
students in an environment which actively encourages
and supports learning for all students. To foster these
goals The Gordon has established this code of
conduct to communicate students’ responsibilities.
The Gordon believes that by establishing and
communicating these standards we will provide a
supportive and equitable learning environment for all
students.

If you are studying on student visa, you are
considered to be an international student. If you are
unsure please check with Gordon International.
International students holding a student visa must
comply with the Educational Services for Overseas
Students (ESOS) Act and the National Code 2018.
For further information please contact Gordon
International or visit bit.ly/3ge1DeA
T Building, Level 1, Geelong City Campus.

Read the Student Code of Conduct at bit.ly/3FEW3ty.

Phone: 5225 0920

Policy

Email: international@gordontafe.edu.au

This Policy provides guidance on the standards of
behaviour expected of students and describes the
process involved in the management and resolution of
alleged student misconduct.

If you have feedback you would like to share, or a
complaint, we would love to hear it.

Read the policy at bit.ly/3AxsiHm.

Visit bit.ly/3BK9GHH.

Child Safe Standards

Documents and Forms

The Gordon is committed to youth and child safety.
Our commitment includes zero tolerance for child
abuse, regardless of where the abuse occurs at The
Gordon, on a Work Placement or in your home life. All
allegations and concerns are taken seriously and
support is provided to our students by our Aboriginal,
Counselling and Disability Support Services.
Read our Statement of Commitment at
bit.ly/3v29DlW

Personal Learning Requirements
Your Personal Learning Requirements are outlined
when you apply for your course, they list the personal
skills and capabilities that you bring to the course and
you need to be familiar with them. You can review
them under Entrance Requirements on your course.

Alcohol and Other Drugs
Being under the influence of alcohol or other drugs
while at The Gordon or while participating in or
attending any Gordon organised (including off
campus) activity may lead to action under the Student
Conduct Policy. This may involve suspension.

Feedback and Complaints

There are a range of documents, forms, policies and
procedures you may need to access during your
journey with The Gordon.
You can find them all on the Student Portal.

Plagiarism
When you write an essay or research project, you are
expected to use information from books, journals, the
Internet and other sources, as well as your own ideas.
You must always tell your reader when you have used
other people’s work. If you don’t, this is plagiarism.
Plagiarism is intellectual theft. Teachers will fail
plagiarised work. More information can be found on
the Student Portal under Your Studies > Learning
Support.

Referencing
Referencing is a way of avoiding plagiarism by giving
credit to the information that you use. It also supports
your ideas by demonstrating that you’ve used reliable
and credible sources.
Find out more on the Student Portal.

For further information, including the disciplinary
action procedure please refer to the Student Code of
Conduct bit.ly/3FEW3ty.

#thegordon
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Plan for your future career
Career, Employment
and Resume Assistance
The Skills and Jobs Centre and Careers team provide
free career counselling appointments and workshops
to prospective and current students. As a current
student, receive assistance with job applications,
resumes, interview skills and employment information.
The team work flexible across Geelong City, East
Geelong and Werribee campuses. Career support
is available to all students at Hoppers Crossing and
Colac.
This service is here for you right throughout your
career, not just while you study.
Web: s
 killscentregeelong.org.au
Phone: 5225 0700
Email: skillscentre@gordontafe.edu.au
Facebook: facebook.com/
thegordonskillsandjobscentre/
LinkedIn: linkedin.com/company/the-gordon-skillsand-jobs-centre

Career Hub
We use Career Hub as our one-stop shop for
everything career-related, including local job listings,
upcoming free events and some great resources –
sample resumes, online job boards and FAQs. If you’re
an enrolled student at The Gordon, you can login to
CareerHub via the Student Portal using your Gordon
username (student ID) and password. If you need help
logging into CareerHub, please contact the Careers
Team.

Short Courses
From floristry to welding, cyber security to CPR,
espresso coffee to First Aid.
To view the full list of offerings and to book online visit
our at bit.ly/2YyjUtX.

Guaranteed Pathways with Deakin
The Gordon and Deakin University now offer seamless
pathways with Credit for Prior Learning and
Guaranteed Entry to a range of Deakin degrees.
Subject to satisfactory progression through the
specified diploma of advanced diploma, this provides
certainty about entry into Deakin if this is a priority for
you.
More details can be found on our website
at bit.ly/2YBAF7y.

Become a Student Ambassador
Each year the Gordon offers a fantastic opportunity
for highly motivated and passionate students to
enhance their employability skills and join our
Marketing team as Student Ambassadors.
Reporting to the School Liaison, these casual roles
(based at Geelong City and East, and Werribee
Campuses) involve talking to prospective Gordon
students at recruitment events, expos, school tours
and presentations.
The position would suit students with a great attitude,
a customer service focus and a passion for their
course at The Gordon. You should be confident, have
initiative, attention to detail and be highly organised.
There are a number of dates throughout the year
where ambassadors are required to attend and help
the marketing team. Transport to and from events will
be provided if necessary. Students are rewarded with
gift vouchers for their involvement.
Interested? Contact Marketing for more information:
marketing@gordontafe.edu.au or
Phone 5225 0631
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Contact Customer
Service Centre
P +61 3 5225 0800
F +61 3 5225 0440
Postal Address:
Private Bag 1,
Geelong Mail Centre,
Victoria, Australia, 3221
Geelong City Campus
2 Fenwick St, Geelong
Victoria, Australia, 3220
East Geelong Campus
Boundary Rd, East Geelong
Victoria, Australia, 3220
Werribee Learning Centre
9 Bridge Street, Werribee
Victoria, Australia 3030
P +61 3 5227 2001
Werribee Campus
24 Watton St, Werribee
Victoria, Australia 3030
P +61 3 5225 0666
Werribee Princes Campus
180 Princes Highway, Werribee
Victoria, Australia 3030
P +61 3 5225 0650
Hoppers Crossing Trades Campus
195 Old Geelong Rd, Hoppers Crossing
Victoria, Australia 3029
P +61 3 5225 0800
Colac
173 Queen Street, Colac
Victoria, Australia, 3250
P +61 3 5232 1596
F +61 3 5232 2126
Gordon International
Geelong City Campus
P +61 3 5225 0920
F +61 3 5225 0502
Training is delivered with Victorian and
Commonwealth Government funding

TAFE 3044 CRICOS Provider No. 00011G
© The Gordon 2022

My important information
Username/Student ID:

thegordon.com.au

Default Password:

