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Introduction 

Welcome to Open Learning at Pilbara TAFE 

Congratulations!  You have joined a special group of 
students who will be learning by tapping into flexible 
delivery methods.  Open Learning offers training at 
times and in places that better suit the learner – giving 
you more control over the pace and style of learning.  

This information booklet has been put together so that 
you can make the most of your experience as an open 
learning student. 

It contains information on the services of particular interest and assistance to 
open learning students.  

It also provides you with direction, guidance and answers to frequently asked 
questions. 

Read this information, along with the Client Information Guide, so that you are 
well prepared. 

If you feel there is useful information for open learning students missing from 
this document, please complete the Open Learning Information Feedback 
Form in Section 8 of this booklet. 

Enjoy your learning!  And remember… goals are dreams with deadlines. 

 

 

 

This product was developed with the assistance of funding by the 

Australian National Training Authority (ANTA). 
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Success 

 
(You can, if you think you can) 
 
If you think you are beaten, you are. 
If you think you dare not, you don’t. 
If you’d like to win but think you can’t, 
It’s almost certain that you won’t. 
 
If you think you’ll lose, you’re lost 
For out in the world we find, 
Success begins with a fellow’s will 
It’s all in the state of mind. 
 
Life’s battles don’t always go  
To the stronger or faster person 
But sooner or later the person who wins 
Is the person who thinks they can! 

 

Anon 

Managing Director’s Message 

Welcome to Pilbara TAFE. 

Studying through open learning gives you the benefits of studying when you 
want and where you want and helps you to overcome geographical 
remoteness and fit study into busy work, family and personal commitments. 

However, studying through open learning places more responsibility on the 
student to be self motivated and organised.  This is not always an easy task. 

This information kit has been developed to provide you with as much 
information as possible about open learning and to indicate to you how best to 
tackle your studies and how to obtain support and assistance from the TAFE. 

Learning by yourself can be difficult sometimes but it can also be very 
interesting and very rewarding and can lead to new opportunities and new 
horizons. 

I hope that you enjoy your studies.
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Section 1 Now that I am an Open Learning 
Student 

 

What is Open Learning? 

The terms ‘open learning’ and ‘flexible delivery’ are often used to describe 
training provided in the non-traditional format. 

Open learning is not a specific way of delivering education; it is a philosophy 
(or attitude) about how education can be delivered.  It tries to meet the varied 
requirements of individuals – for example as to what, where, when, and how 
they learn.  It gives students more control, choice and responsibility. 

Students learn through a combination of different methods. They may learn: 

♦ at home;  
♦ at work; 
♦ at Pilbara TAFE – via workshops, tutorials or self-paced classes 

with a tutor present;  
♦ online; 
♦ via video-conferencing; or 
♦ any combination above. 

Assessment may be completed in a variety of locations including at home, 
work, TAFE or online. 

You can enrol into an open learning unit at any time.  Enrolments generally 
have a span of six months. 

How is it Different from Traditional Learning? 

With traditional learning, students attend regularly scheduled classes where 
the teacher presents information and conducts assessment in a structured 
manner to all participants. Enrolments have a predetermined and fixed end 
date. 
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Getting Started 

Now that you have enrolled, what now? 

Before doing anything else, skim through this information 
booklet!  Make yourself familiar with its contents and keep it 
handy so you can refer to it as you need to. 

This may save you valuable time, communication costs and a 
lot of heartache. 

Next  - to make sure you are ready to become a successful 
open learning student, use the checklist below. 

1. I have received confirmation of enrolment. 

� If your answer is no, then contact Student & Academic Support 
Services immediately and find out your enrolment status.   

√√√√ If your answer is yes – go on to the next checkpoint. 

2. I have a copy of the Client Information Guide. 

� If your answer is no, then obtain one immediately.  You can pick 
them up at any of the TAFE campuses or you can access the 
information online through the TAFE website at 
www.pilbaratafe.wa.edu.au 

√ If your answer is yes – go on to the next checkpoint. 

3. I have received my qualification outline and Training Assessment 
Plan(s) for the units I have enrolled into. 

� If your answer is no, then contact your tutor.  If you are having 
difficulty contacting your tutor, or don’t know who they are, then 
contact the Coordinator Academic Delivery & Development on 
9159 6728. 

√√√√    If your answer is yes – go on to the next checkpoint. 

4. I know who my tutor is. 

� If your answer is no, then contact the Coordinator Academic 
Delivery & Development. 

√√√√    If your answer is yes – go on to the next checkpoint. 

5. I am enthusiastic and ready to learn. 

� If your answer is no, then think carefully about why you have 
enrolled.  If there was a good enough reason to enrol, then there 
is plenty to be enthusiastic about.  Talk to someone at the TAFE 
to get you inspired! 

√ If your answer is yes – go on to the next checkpoint. 
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6. I am prepared to organise myself. 

� If your answer is no, then open learning may not be for you.  To 
be successful, you will need to be organised and it is your 
responsibility.  Talk to your tutor or the Coordinator Academic 
Delivery & Development if you need assistance. 

√ If your answer is yes – go on to the next checkpoint. 

7. I am prepared to ask questions. 

� If your answer is no, then why have you enrolled?  Learning is 
acquiring knowledge.  To gain knowledge, one must ask 
questions.  If you are not prepared to ask questions, perhaps 
you are not fully prepared to learn! 

√ If your answer is yes, then read on! 
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How to be a Successful Open Learning Student 

 

� Set Goals  

� Organise Your Time 

� Seek Information 

� Use Resources 

� Develop A Relationship With 
Your Tutor 

� Never Give Up 

� Share Your Experience And 
Learn From Others 

� Provide Feedback To The 
TAFE 

� Accept Feedback From TAFE 
Staff  

� Attend Face-To-Face Classes 
or Workshops if Scheduled  

 

 

‘The only time success comes 
before work is in the dictionary’. 

Vidal Sassoon 
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What are your Responsibilities? 

♦ You are responsible for your own learning. If you 
don’t understand something, seek clarification 
and ask questions or undertake further study to 
improve your own learning skills. 

♦ You are responsible for: 

� submitting your work by the due 
date; 

� being punctual to scheduled classes and workshops; 
� being courteous to staff and other students; 
� conforming to occupational health and safety, and equal 

opportunity requirements; 
� knowing and abiding by TAFE bylaws (copies are available 

at the reception of all campuses); and 
� behaving so as not to disrupt other students. 

♦ You are responsible for checking that you have enrolled in the right 
qualification and unit(s), and have received the correct texts, etc.  Make 
sure you follow up any issues. 

♦ TAFE requires you to think and be responsible for your actions. If you are 
going to succeed at TAFE, you have to develop a thinking approach to 
your work. Simply acquiring knowledge and then reproducing it will not 
produce real learning.  

♦ Running out of steam is a common experience amongst students. Poor 
motivation can be overcome by: 

� revising your initial reason for enrolling at TAFE; 
� revisiting your short and long term goals; 
� restoring your confidence in your ability to study; 
� contacting your tutor; or 
� eliminating negativity in your work environment. 

There is no such thing as lack of time, there is just lack of planning. It is your 
responsibility to meet assignment time frames, etc. Plan your day to suit your 
individual needs, keeping in mind your goals and ambitions. 

‘If you fail to plan then you are planning for failure’ 



Pilbara TAFE Open Learning Information 

3/3/2006  Newman Campus Page 8 

What can you expect from the TAFE? 

You can expect: 

♦ the TAFE to provide efficient, relevant and 
correct information to your requests; 

♦ tutors to return calls and answer queries as 
soon as possible (tutors also have classes to 
teach so may not be available immediately); 

♦ the TAFE to notify you of any changes to the 
qualification in writing, as soon as possible; 

♦ assignments to be marked within 15 working 
days; 

♦ the TAFE to offer support if you need assistance; 
♦ staff to refer you to appropriate sections as required; 
♦ staff to advise you on your enrolment rights and responsibilities as well as 

those of the TAFE; 
♦ staff to remain impartial when dealing with you; and 
♦ staff to uphold the professionalism and integrity of the TAFE. 

Advice from Experienced Open Learning Students1 

♦ “You need to be disciplined and 

set study times.” 

♦ “Be committed and set time 

aside.” 

♦ “Contact lecturer to keep 

enthused.” 

♦ “Make time to see a lecturer before you start and then do so 

regularly.” 

♦ “Don’t leave it too late before starting the unit.” 

♦ “Ask lots of questions.” 

♦ “Proceed with caution – make sure you 

know the workload of each unit.” 

♦ “Don’t procrastinate.” 

♦ “Open learning is the only way to learn as 

you can fit it into your personal schedule.” 

♦ “Be prepared to learn by reading.” 

♦ “Prioritise, set goals and limits.” 

♦ “Know expectations before you start.” 

♦ “Do your research.” 

♦ “Make sure you meet deadlines.” 

                                            
1 Extracted from telephone survey of Open Learning Students, 2000 
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♦ “Be prepared to make sacrifices.” 

♦ “Go to classes as often as possible.” 

♦ “Don’t leave assignments to the last minute to complete.” 

♦ “Read the chapters carefully before attempting questions – 

then read each question 2 – 3 times before you tackle it.” 
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Section 2 About Pilbara TAFE 

Vocation 

Pilbara TAFE will be recognised for its contribution to realising the full 
potential of the Pilbara’s industries and communities, through the provision of 
local, high-quality education and training. 

We will be noted for: 

♦ pursuing our vocation professionally and with 
integrity; 

♦ high student achievement and employment 
outcomes; 

♦ partnerships with Indigenous people and 
communities; 

♦ partnerships with industry, the community and other 
educational and training institutions; and 

♦ agility and responsiveness in meeting the needs of our diverse customers. 

Purpose 

In accordance with the Vocational Education and Training Act 1996, the TAFE 
develops and delivers high-quality public and commercial education and 
training services that meet the immediate and future needs of the community 
and industry.  This will be achieved through collaboration with the Western 
Australian TAFE college network and other educational institutions. 

‘There is no comparison between 
what we lose by not succeeding 
and what we lose by not trying.’ 

Catherine DeVrye 
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Campus Locations 

Karratha Campus  Newman Campus 

Millstream Road Kalgan Drive 
PO Box 315 PMB 4 
KARRATHA  WA  6714 NEWMAN  WA  6753 
Phone: (08) 9159 6700 Phone: (08) 9158 2300 
Fax: (08) 9159 6764 Fax: (08) 9177 8185 

South Hedland Campus Pannawonica Centre 

Hamilton Road Deepdale Road 
PMB 1  PO Box 3 
SOUTH HEDLAND   WA   6722 PANNAWONICA   WA   6716 
Phone: (08) 9158 9400 Phone: (08) 9184 1354 
Fax: (08) 9172 3560 Fax: (08) 9184 1354 

Pundulmurra Campus Wintamarra Training Centre 

Parker Street Jigalong 
PMB 1  PMB 16 
SOUTH HEDLAND   WA   6722 NEWMAN   WA   6753 
Phone: (08) 9158 5600 Phone: (08) 9175 7004 
Fax: (08)  9158 5648 Fax: (08) 9175 7092 

Minurmarghali Mia Campus Onslow Telecentre 

Fraser Street Second Avenue 
PO Box 206 PO Box 37 
ROEBOURNE   WA   6718 ONSLOW  WA  6710 
Phone: (08) 9182 0350 Phone:  (08) 9184 6600 
Fax: (08) 9182 1222 Fax: (08) 9184 6566 

Tom Price Campus  

Stadium Road  
PO Box 254  
TOM  PRICE   WA   6751  
Phone: (08) 9143 8800  
Fax: (08) 9143 8888  

Campus maps can be located in the Client Information Guide 
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Facilities and Services to Assist Students 

The following facilities and services are outlined in the 
Client Information Guide.  Please read the guide in 
conjunction with this booklet.  

♦ Computer and Internet Access 

♦ Tutorial Centre 

♦ Library Services 

♦ Bookshops 

♦ Cafeterias 

♦ Child Care 

♦ Counselling Services 

♦ Disability Services 

Administration 

Information regarding the following administration procedures is also provided 
in the Client Information Guide.   

♦ Enrolment Procedures (including amendments, withdrawals and 

refunds) 

♦ Fees and Charges (including financial assistance) 

♦ Skills Recognition 

♦ Standard Exemptions/Credit Transfers 

♦ Assessment Procedures (including results and appeals) 

♦ Clients Code of Conduct 

♦ Client Feedback and Grievances 

Being a student means that you are going to be searching for information to 
help you learn. 

There are many sources of information that you can access, depending on the 
type of data you require.    
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Section 3 Accessing Information 

Learning Materials 

Textbooks, learning guides and other study 
materials that you may require are available from 
the bookshop. 

Subject specific materials such as videos and 
reference books can be accessed through the 
library. 

If you need further clarification, contact your 
tutor. 

The Library 

It is vital that you become familiar with your library. 

A joint library catalogue can be accessed through the internet where students 
can search for library resources available at their local library, as well as other 
TAFE libraries in Western Australia.  Students can determine online whether 
the resource is checked in and available for loan and ask to borrow it.  
Resources can be obtained from other TAFE libraries on inter-library loan. 

This catalogue can be accessed through Pilbara TAFE’s internet site at 
www.pilbaratafe.wa.edu.au by selecting the Libraries button. Scroll down and 
click on the Catalogue link. 

Computers 

Increasingly, computers are becoming great sources of information.  

The Internet 

The internet is the name given to a collection of computers around the globe 
that are connected to one another, so as to allow the people who use them to 
share information. 

The World Wide Web, or the Web, is made up of many millions of pages of 
information (known as web documents) stored on tens of thousands of 
computers, linked together by what are known as hyperlinks. 

Internet Explorer is a web browser that is used to navigate the World Wide 
Web. Its primary function is to make the task of moving between websites as 
easy as pointing and clicking.  

To access the TAFE’s website, click in the address box (at the top of the 
page) and enter the following:  www.pilbaratafe.wa.edu.au 
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There are basically two ways of finding information on the Web.  

The first is to navigate from website to website, until you find the information 
you are looking for.  This is done following hyperlinks which link to related 
websites providing further information.  A hyperlink, in a page of text, is 
usually displayed in different colour text or underlined.  

The second method is to use search engines.  To use a search engine, you 
connect to it with your Web browser (clicking on the search button is the 
quickest way) and then enter your search terms. The search engine will 
examine its database and present you with a list of websites that match your 
search criteria. To visit any of the listed sites, you need only click on their 
names. 

Computer and Internet Access 

Computer and Internet access is available in 
Open Learning computer rooms 24 hours per 
day at Karratha, South Hedland, Tom Price 
and Paraburdoo.  At Newman Campus, 
computer and Internet access is available 
during office hours.  All students will receive 
this access free of charge and will be provided 
with a personalised log-in and an entry code to 
the Open Learning computer room doors. 

Libraries at Karratha and Newman also have computers available for public 
use with Internet access available.  Students may access these facilities, free 
of charge, during library operating hours. 
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Should you have problems logging on, please contact Student & Academic 
Support Services or the Coordinator Academic Delivery & Development 

Recommended Minimum Computer Requirements 

Purchasing Your Own Computer   

The following are the current**** recommended minimum computer system 
requirements. 

♦ A computer system capable of running Windows XP 

♦ 256Mb RAM (Memory) 

♦ Internet Explorer 6  (Web Browser) 

♦ Modem 

♦ Printer 

♦ CD-ROM 

♦ Internet Service Provider (ISP) 

**** Please note the TAFE’s computer network is updated at the beginning of each year.  This 
will affect the minimum computer requirements. 

Online Study 

Pilbara TAFE currently uses two software packages for online study:  The 
Learning Manager (TLM) and WebCT. 

These software packages work through the internet, providing access to 
learning material and assessment.  They can be used in self paced classes or 
in situations where learners need to study from home or work.  Studying 
online lets you work at your own pace (as long as you have access to a 
computer) at times that are convenient to you.  

When you first enrol into a unit delivered online, you will receive assistance in 
operating the package. 

For further information please contact  

the Coordinator Academic Delivery & Development on 9159 
6728 

Other Students 

Contacting other students who have either 
completed, or are completing the 
qualification can be a great way to access 
information.  They may be able to save you 
a lot of time by advising on the better 
resources.   

For further information, contact your tutor. 
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Your Tutor 

If you are having trouble accessing information – don’t forget to ask your tutor.  
Tutors are trained to help you and can point you in the right direction.  Your 
tutor will welcome the opportunity to get to know you better and assist you. 

Your tutor is there to not only mark your assignments but also to assist you 
with advice about study of your unit, and about your progress.  Use your tutor 
as your first point of contact for any advice you need about your unit.    You 
are encouraged to contact them (by phone, email, letter, or fax) – don’t wait 
for them to contact you! 

If you are having trouble contacting your tutor, contact the Coordinator 
Academic Delivery & Development. 

RESEARCH TIP 

 

You have to drill through mud and water to get oil, 
you have to sift through sand and silt to get gold, 

 you have to chop and hack through stone to get 
diamonds – so why do people feel that the treasure 
of ideas should come to them with little or no effort? 

Sydney J. Harris 
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Section 4 Assessment 

Assessment Details 

In most qualifications, some form of assessment is 
required.  Your tutor will discuss assessment details 
with you when you enrol and will also give you a 
Training Assessment Plan relating to each unit.   

You might find that a number of assignments (or projects) will need to be 
completed.  This could be a report, an essay, a number of short answers, or 
some other form of research. You may also find that a written and/or practical 
examination has been set.  In some units there will be a combination of 
assignments and examinations. 

Students need to complete their assessment before the limitation date. 

Preparing your Assignment 

Preparing assignments is a complex process in which you develop your skills 
in dealing with information and problem solving.  These skills are important for 
work and home life as well as for study. 

It is important to plan your time when preparing your assignment.  Set 
individual deadlines for the following tasks instead of just setting one deadline 
for when the assignment is due.  

♦ Initial research 

♦ Writing the first draft 

♦ Further research for revision 

♦ Final revision and editing 

♦ Proofing and correcting final copy 

Essay Writing 

You may find useful the following essay tips, outlined by Pat Bertola and 
Eamon Murphy in ‘Tutoring in the Social Sciences and Humanities’ (41: 1993). 

1. Start preparing the assignment as soon as possible. 
2. Read selectively. 
3. Start writing when you feel ready, but don’t feel that the first draft 

has to be the complete draft. 
4. Write the first draft quickly for yourself. 
5. Read some more when you have written a draft. 
6. Allow yourself some time between drafts so that you can distance 

yourself from your writing. 

‘The world expects results. Don’t tell 
them about the labour pains.  Show 
them the baby.’ 

Anon 
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7. Be clear about why you’re writing. 

8. Know for whom you are writing. 
9. Write the last draft for your reader. 
10. Provide an introduction and a conclusion. 
11. Write well-formed paragraphs which include 

topic sentences. 
12. Provide evidence and examples. 
13. Reference and provide a reference list. 
14. Get a friend to proof read your final draft. 
15. Get your assignment in on time. 

Essay Format  

An essay normally has three main parts:  an introduction; a body; and a 
conclusion.  It also has a cover page, a reference list and a bibliography that 
are not included in the assignment word count. 

As a guide, plan to make the combined lengths of the introduction and 
conclusion 10 to 15 percent of the total number of words.  The body of the 
essay should be between 70 and 80 percent of the total number of words. 

Use the introduction to: 

♦ make your own position clear; 
♦ outline the structure of your essay; 
♦ explain why the essay topic is important; 
♦ define key words used; and 
♦ explain the main points covered. 

The body of the essay should contain paragraphs, with each paragraph 
dealing with a single idea or main point with supporting detail, facts and 
arguments. 

Use the conclusion to: 

♦ remind the reader of the main points being made; 
♦ bring together the main points and draw conclusions; and 
♦ bring a sense of completeness to the essay. 

The purpose of referencing is to avoid the accusation of plagiarism and to 
provide the reader with all the information that is necessary in order for the 
source materials to be traced. 

Whilst the terms bibliography and reference lists are often used to mean the 
same thing, they are in fact different. 

A reference list will only contain items that have actually been referred to or 
quoted from in the body of the report. 

A bibliography contains items that have been referred to in the report as well 
as other items consulted but not referred to in the report. 
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When compiling a reference list or bibliography, list by author’s surname in 
alphabetical order.  The author’s surname is followed by the year of 
publication, publication title, publisher’s details, and place of publication.  For 
example: 

Humdinger, A.  1992, Positive Communication Rules, Independent Press, 
Brisbane. 

A very useful text for study, including referencing, is: 

  “A Learning Companion” by Lorraine Marshall. 

This is available from Murdoch University’s Bookshop.  Copies of this and 
other useful reference books can be found in the library. 

Finish with the Bibliography listing all the publications you used to generate 
ideas and prepare the assignment.  Include all publications read, even if you 
only read a few pages. 

Presenting your Assignment 

♦ Cover page – This is the cover of your ‘paper’ and creates the first 
impression to the reader.  Make sure it has a professional appearance and 
includes the following: 

� Title of assignment 
� Your name   
� Your student ID number 
� Qualification/course title 
� Name of unit 
� Name of tutor 
� Date completed  
� Due date 
� Assignment number 

♦ Type your assignment, if possible, or write it in your neatest writing. 

♦ Check and correct any spelling or grammatical errors. 

♦ Type or write on one side of the paper. 

♦ Leave a margin of at least four centimetres on the left hand side of the 
page.  The margin provides room for your tutor’s comments. 

♦ Number the pages. 

♦ Collect all the sheets together and staple in the left hand corner.  Do NOT 
use paper clips as these may come loose in the processing. 

♦ Remember to keep a copy of your 
assignment. 

♦ Submit your assignment by the due 
date, with a Pilbara TAFE Assignment 
Cover Sheet attached. 

‘Winners never quit, and 
quitters never win.’ 

Vince Lombardi 
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Submitting your Assignment 

Assignments can be submitted in the following ways: 

By Post 

Post your assignment to Pilbara TAFE at the relevant 
campus.  You must complete and attach an 
Assignment Cover Sheet to all your assignments.  A 
copy of the Assignment Cover Sheet can be located 
in Section 8.  TAFE postal addresses are listed on the 
cover sheet.    

Via E-Mail 

Your assignment must be emailed in MS WORD format to 
the following email address: 

assignments@pilbaratafe.wa.edu.au 

Ensure your name, student ID number, unit number and 
title, and lecturer’s name are included in the email. 

Your assignment is NOT to be emailed direct to the tutor.  

In Person 

Hand in your assignment, with a completed Assignment 
Cover Sheet attached, to Student & Academic Support 
Services and wait for your acknowledgement slip.  A 
copy of the Assignment Cover Sheet can be located in 
Section 8. 

After hours submission  

If you wish to lodge your assignment at 
Karratha Campus outside of normal office 
hours (8.00am to 4.30pm, Monday to Friday) 
there is a locked box outside Student & 
Academic Support Services for you to deposit 
your assignment into. 

The box is cleared daily.  If you lodge your 
assignment in this box, the assignment 
acknowledgement slip will be posted to you. 
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What Happens to the Assignment after you hand it in? 

When the assignment is handed in to Student & Academic Support Services 
in person, the receiving officer signs and passes the acknowledgement slip 
back to the student for their records.  If the assignment is posted or emailed, 
the acknowledgement slip will be posted out or an email confirming receipt will 
be returned.  Receipt of the assignment is then entered on the TAFE 
database for recording purposes.   

The assignment is then passed to the relevant tutor for marking.  The tutor is 
required to mark the assignment within 15 working days.  Once marked, the 
tutor will return the assignment to the student. 

Results and What They Mean 

You will receive a Statement of Academic Record 
by mail.  This is usually issued within four weeks 
of the end of term.  Please notify Student & 
Academic Support Services immediately you 
change your address. 

Competency Based Results: 

CO Competent 

E Exemption 

R Re-enrol 

H * Result withheld, competency not yet achieved 

*H Results 

A tutor will withhold the result when a student has not completed all the 
required competencies of a unit within the required time.  It is the 
responsibility of the student to make arrangements to complete the 
outstanding competencies.  A result of H that has not been redeemed to a CO 
result within two months of the limitation date will be converted to a result of 
R. 

Graded Results: 

Your Training Assessment Plan will indicate if Graded Performance is 
applicable to your area of study.  Competence must be achieved before 
grading is applicable.  Your tutor will provide you with additional information 
on the criteria used for grading. 

Grade  Description 

PN  Ineligible for Performance Grade 

PX   Performance Grade under Evaluation 

PC  Performance Graded as Competent 

PM  Performance with Merit 
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PD  Performance with Distinction 

Further information regarding assessment, including the process to follow if 
you wish to lodge an appeal against assessment, can be found in the Client 
Information Guide. 

The Importance of Feedback 

Completing assignments is not just to receive a ‘mark’.  When your tutor 
marks your assignment, they will provide you with feedback about what was 
good about your work, how you could improve it, and so on. 

Pay attention to the feedback as it will assist you to do better next time you 
complete an assignment. 

Plagiarism 

It is expected that any work submitted for assessment by a student will be the 
student’s own work and that any contribution by others is given appropriate 
acknowledgement by referencing the source.  

If such acknowledgement is not given, the writer may be guilty of cheating or 
plagiarising.   

Plagiarising occurs where students preparing assignments for submission use 
ideas, written words, diagrams and other items without acknowledging the 
source.  This may include work done by other students on previous occasions.  
Students should reference all sources of another person’s work. (See page 
25). 
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Section 5 Study Tips 

Developing Student Learning Skills 

To be an effective learner, you should aim to develop as many of the following 
characteristics as you can. 

Effective students: 

� are motivated 
� are organised 
� enjoy learning 
� are curious and ask questions 
� are independent learners 
� make effective use of their time and energy 
� make connections between topics 
� know how to use the system 
� are selective 
� have clear goals 
� are active 
� have a positive attitude towards themselves and their learning 
� think for themselves 
� accept responsibility for their own learning 
� have a range of effective learning techniques 
� work independently  

Study Tips 

Plan your study 

Make a timetable for your study.  Allocate time for 
each section of your unit and write down 
assignment deadlines.  Make regular times and 
stick to them.  A Personal Study Timetable 
proforma is located in Section 8. 

Set realistic goals 

Set clear goals which involves deciding what has to be completed by when.  
Make sure your goals are achievable.  Aim high, but not ridiculously high.  
Remember, if you could do it all perfectly, you wouldn’t need to study! 

‘Create your own tomorrows with 
your thoughts and actions today.’ 

Catherine DeVrye 
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Read through material before commencing 

Read the ‘learning outcomes’ or ‘performance criteria’ and assignments first.  
Keep them in mind as you complete your study.  As you work through your 
unit, list main points relating to the ‘learning outcomes’ or ‘performance 
criteria’ and assignments under major topic headings.  These will become a 
handy set of notes for later revision. 

Revise 

Read your notes a day after you wrote them, and then again a week later.  
Revising material while you can still recall parts of it helps make the 
information more permanent.  This technique is particularly useful for exam 
preparation. 

Contact your tutor 

Contact your tutor as soon as possible to say hello and for help in getting 
started.  Close contact with your tutor can help give you a sense of purpose 
and control over your tasks.  A regular discussion with your tutor also helps to 
maintain your motivation.  Don’t wait until you experience difficulties before 
making contact. 

Get started 

Don’t wait until the assignment is due in before starting it.  
Allow yourself enough time for research, writing and 
revision. 

Choose a suitable study environment 

In order to overcome distractions, it helps to set up a 
place where you can study regularly and where things 
can be left and not be disturbed.  As the place becomes 
familiar and associated with study, you will find you can 
settle down and concentrate on your work more readily. 

Ask for help 

Getting help is an independent learning skill, not a sign of 
failure.  Do not hesitate to contact your tutor if you need 
assistance.  
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Section 6 Frequently Asked Questions 

Questions and Answers 

Q Which campus do I enrol at? 

A If the unit is available via open learning at your local campus, you 
would enrol at your local campus.   

If the unit is not available at your local campus but is available at 
another campus of Pilbara TAFE, you would need to contact that 
campus to discuss requirements with the relevant tutor and enrol.  

 You will need to submit your work to the campus where the enrolment 
is based. 

Q How long do I have to complete the unit? 

A You have six months from the date of enrolment to complete the unit. If 
you enrol in more than one unit on the same date, you still have six 
months to complete all of them. 

Q How much does it cost? 

A All students are required to pay an enrolment fee of $22.76 per 
semester, regardless of how many units they enrol into. 

 Tuition fees are currently $1.36 per hour (up to a maximum of $496.40 
per semester).  If you hold a current Pensioner Concession Card, 
Repatriation Health Benefits Card, or Health Care Card, or if you are in 
receipt of Austudy/Abstudy/Youth Allowance, you are entitled to the 
concessional tuition fee of 71 cents per hour (up to a maximum of 
$259.15 per semester). 

 A resource fee may be charged to cover the cost of materials 
necessary for certain units. You may also be required to purchase a 
textbook or workbook. If you require books to be mailed out, an 
additional charge for postage will also apply.   

Q Who do I contact for assistance with my study? 

A If the enquiry is unit/qualification specific, contact your tutor. If it is a 
general enquiry, contact the Coordinator Academic Delivery & 
Development.  

Q Where do I find the contact number for my tutor? 

A Tutor contact details can be obtained from the Coordinator Academic 
Delivery & Development or Student & Academic Support Services.  
Section 7 lists contact details for these two areas.  Please be sure to 
add your tutor’s contact details to the “Tutor Contact Details” form (also 
in Section 7). Contact may be made via phone or email. 
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Q When is my tutor available? 

A Ring your tutor and find out the best times to contact them.  If you ring 
and the tutor is not available, a message can be passed on.  Record 
the available times of your tutor on the “Tutor Contact Details” form in 
Section 7. 

Q What are the TAFE hours? 

A Pilbara TAFE’s campuses are open from 8.00am – 4.30pm, Monday to 
Friday.  The smaller centres may only be open on a part-time basis – it 
would be a good idea to ring prior to visiting.  All campuses and centres 
will be closed on public holidays and on ‘Yellow’ cyclone alert. 

Q How will I know if I have achieved competency? 

A Your tutor will advise if you have reached competency. You will also 
receive a Statement of Academic Record that will give all details of 
your progress. Definitions/explanations of the competency coding 
methods are explained on the reverse side of the statement. 

Q Who do I see if I have a grievance or am not happy with my 
results? 

A Make an appointment to speak with the tutor concerned and go through 
the assignment together. If you are still unhappy with your results and 
feel that you have been graded unfairly, contact the Director - Business 
Services on 9159 6702. 

Q Who do I see if I need more time to complete a unit? 

A Speak to your tutor and explain why you need an extension.  
Extensions will only be granted if there are extenuating circumstances 
and you have already handed in at least one piece of work relating to 
the unit.   

Q What happens if the unit is too hard for me? 

A Speak with your tutor in the first instance. It may be that you are 
capable of completing the unit but your time management skills may 
need to be re-evaluated. Once you have revisited your goals and still 
feel that you are unable to fulfil the requirements of the unit, make an 
appointment to speak with your tutor and complete the necessary 
administrative paper work. 

Q How do I know who my tutor is? 

A You may meet with your tutor prior to your enrolment. You should also 
try to meet other staff members who may be of assistance to you 
through your study period.  If you do not know who your tutor is, 
contact the Coordinator Academic Delivery & Development. 
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Q How many hours of homework will I have to do?  

A As an open learning student, it is your responsibility to complete all 
required tasks and assessments within the designated timeframes. The 
amount of homework is therefore an individual decision. It depends on 
a variety of factors such as previous experiences, education and 
comprehension of the tasks.  

 If you are having trouble finding time to complete your study, refer to 
the study tips under Section 5, or talk to your tutor. 

Q Do we have to buy the texts? My friend has done the unit and she 
said I could use her books. 

A The tutors choose texts for each unit. Therefore texts may vary from 
what your friends may have used, even if the tutor is the same. It would 
be advisable to check with your tutor regarding which texts to use and 
also remember to check the ‘edition’ as this may vary as well. 

Q Is the qualification hard? 

A All qualifications are documented on the TAFE website. Each specific 
qualification has relevant details listed, including any pre-requisites that 
are required before undertaking the qualification, along with the 
required minimum level of education before entry into the qualification 
is accepted. You will need to speak with the relevant tutor prior to initial 
enrolment. Be sure to ask questions in order for you to feel comfortable 
in knowing that you are competent in your abilities to meet the 
requirements of the qualification. 

 Qualification information is also available at Student & Academic 
Support Services. 
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Section 7 Getting Help 

Contact Procedures 

This information booklet has been carefully 
planned to anticipate many problems open 
learning students may have, but it is not 
practicable to design the package to deal 
with every possible learning problem.  
Because of this, we realise that students will 
need support in their studies.   

We aim to provide a high level of support to meet the needs of individual 
learners by maintaining regular contact and providing prompt feedback.   

We want you to succeed in your study as much as you do!  There is plenty of 
help available.  Try to make sure you use it when you need it. 

It is in your best interests, as an open learning student, to maintain contact 
with your tutor.  Ensure you obtain your tutor’s contact details and record them 
on the following form. 

If you experience difficulties contacting your tutor, please contact: 

Diane Clifton Ph: 9159 6728 

Coordinator Academic Delivery & Development 

Email:  diane.clifton@pilbaratafe.wa.edu.au 

Student & Academic Support Services/Reception: 

♦ Karratha Ph: 9159 6700 

♦ Minurmarghali Mia Ph: 9182 0350 

♦ Newman Ph: 9158 2300 

♦ South Hedland Ph: 9158 9400 

♦ Pundulmurra Ph: 9158 5600 

♦ Tom Price Ph: 9143 8800 

 

Study Tip 

To help you keep a record of the contact 
numbers you may need, complete the table on 
the following page and put it somewhere handy. 
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Tutor Contact Details 

 

Tutor’s Name Qualification/Unit Contact Number Email Address Available Times 
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Need More Information? 

More information can be obtained from the following: 

TAFE website address:  www.pilbaratafe.wa.edu.au 

Client Information Guide: available from Student & 
Academic Support Services 

Annual Report: available at TAFE website 
listed above 

TAFE email address: info@pilbaratafe.wa.edu.au 

Other informative website addresses: 

WestOne Online: www.westone.wa.gov.au 

offers unlimited access to vocational education and training online.  They 
offer instant access to new skills, training and career opportunities. 

Get Access: www.getaccess.wa.gov.au 

provides information on career, employment and training related 
information and services. 

My Future: www.myfuture.edu.au 

Australia’s Career Information Service 

Australian Job Search: www.jobsearch.gov.au 

Lists job vacancies available now. 

Department of Education & Training: www.training.wa.gov.au 

provides information on employment, vocational education and training 
opportunities. 

Newspapers: www.thepaperboy.com 

provides access to worldwide newspapers to enable research on current 
events. 
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Section 8 Forms/Templates 

Forms and Templates 

The following forms and templates are included in this information booklet to 
enable you to photocopy them when required. 

♦ Personal Study Timetable;  
♦ Open Learning Information Feedback Form; and 
♦ Assignment Cover Sheet 

Other forms referred to in this information booklet can be obtained from 
Student & Academic Support Services. 



 

  

Personal Study Timetable 

Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

12 – 2am        

2 – 4am        

4 – 6am        

6 – 7am        

7 – 8am        

8 – 9am        

9 – 10am        

10 – 11am        

11 – 12noon        

12 – 1pm        

1 – 2pm        

2 – 3pm        

3 – 4pm        

4 – 5pm        

5 – 6 pm        

6 – 7pm        

7 – 8pm        

8 – 9pm        

9 – 10pm        

10 – midnight        

 



 

  

Open Learning Information  

Feedback Form 

This Information Booklet has been developed from information gathered from 
selected open learning students and Pilbara TAFE staff by way of survey.   

If you have any suggestions on how to improve the booklet in any way, we 
would welcome any feedback that you are willing to provide. 

Please fill out this form and return it to the Coordinator Academic Delivery & 
Development at Karratha Campus. 

Name:_________________________________________________________  

Contact Phone No:_______________________________________________  

Suggestions for improvement: ______________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

Any other comments: ____________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  

______________________________________________________________  


