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STUDENT HANDBOOK 
 

STAFF MEMBERS OF THE ENGLISH LANGUAGE CENTRE (TOWNSVILLE) 
 
 
Management 
David Short                     Principal Administrator (Gold Coast) 
                                           
Dan Turner                     Director of Studies (Cairns) 
 
Marie-Jo Hyde                Director of Studies (Cairns) 
  
  
Administration 
Olivia Lo                          Centre Administrator (Townsville) 
              
 
Counseling  
Olivia Lo                         General counseling 
 
Directors of Studies       Academic and General counseling (by phone)   
 
By appointment via the Reception office       
 
      

USEFUL CONTACTS 
 

James Cook ELC Townsville 
Tel:  +61  7  4724 4509 
Fax: +61  7  4724 4586 
Email: townsville@jcelc.edu.au 
Web: www.jcelc.edu.au 
Cairns Office: +61  7  4042 1664 
Directors of Studies Mobile: +61 407 118 670 
 
International Student Centre, JCU: 
Tel: 4781 5601 
Email: international@jcu.edu.au 
Web: www.jcu.edu.au/international 

Important Telephone Numbers 
000                         Police, Ambulance, Fire   
                                (NB: Emergency only!!) 
 
Julie Murdoch (Homestay Officer) 
Tel: +61  7  4781 5404 
Mobile: +61 417 720 846 
 
Immigration: 
Tel: 131 881 
 

 
  

mailto:townsville@jcelc.edu.au
http://www.jcelc.edu.au/
mailto:international@jcu.edu.au
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INFORMATION FOR NEW STUDENTS 
  
Fees and Payment 
All fees must be paid before the start of your course.  
 
For any refund queries please see Administration staff. 
(Please read the JCELCôs Contractual Agreement and Refund Policy on our acceptance offer CoA very 
carefully as there are strict rules for refunds.) 
 
 
Orientation and Class Placement 
 
On arrival  

Õ Placement test  

Õ Photo Identification  

Õ Introduction to the staff  

Õ Orientation to the JCELC campus 

Õ Safety orientation  and introduction to Townsville 
 
 
If your class is too easy or too hard, talk to your teacher. We may be able to 
put you in a different class. 
 
 
 
Timetable and Attendance 
 

 
 
                                                                                       (All part-time courses finish at lunch time.) 
 
Please be sure to attend classes regularly as this is essential for effective learning.  
(80 % attendance for all students who hold a student visa) 
 
Important  

Õ Arrive on time  

Õ More than 10 minutes late and you will be marked absent  
 
 

 
 

8.30 ï 10.00 Morning Class  

10.00 ï 10.30 Mid-morning Break 

10.30 ï 12.00 Mid-morning class  

12.00 ï 12.50 Lunch Break 

12.50 ï 2.50 Afternoon Class 
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Frequently Asked Questions  
What will I learn? 
 
 English- 

Õ Grammar 

Õ Pronunciation 

Õ Reading 

Õ Writing 

Õ Vocabulary  
 

How will I learn? 
 
Practicing your listening and speaking using  
 

Õ Computers 

Õ CD and Tape recorders,  

Õ DVDs and Videos 

Õ Group work  

Õ Learning activities  
 

Will I have homework? 
 
Yes! This is important.  
The teachers will set you work that you may complete either at home or in our self access room. 
 

What student facilities are there for me to use? 
 

Õ Television and video units may be used before and 
after school (8 am - 4 pm) 

Õ Computers and printer in self access room (8 am ï 
4pm) 

Õ E-mail  

Õ Websites 

Õ Library ïall students can access the BRIT library and 
use the reference material however, if you wish to 
loan books there is a fee payable at the library  

Õ Cafeteria  
 

Do I receive a JCELC certificate? 
Yes you do. It will be presented at your graduation and 
shows 
 

Õ   Course studied  

                            Õ     Attendance level  

                            Õ     Final level of achievement 
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Important Information 

 

Notification of Address/ Contact Details 
 
All students must provide JCELC with their current address and telephone number.  
If you change your accommodation please advise us.  
 

Unhappy? 
 
If you are unhappy please come and talk to us as soon as possible: 
Your teachers 
Homestay family 
Centre Administrator 
 
Together we can work with you. 
 
If you feel that the problem remains unresolved you can make a formal complaint which needs to be in 
writing. The grievance process is on the wall in the computer room, or please see one of the staff that 
you feel most comfortable with. 
 

What we expect from you 
 

Õ Only allowed to speak English during the class  

Õ Be happy, have fun in your learning   

Õ Casual dress  

Õ Be courteous, respectful and culturally sensitive to all other students and staff members. 

Õ No eating or drinking in class or near the computers. 

Õ Be Punctual  

Õ Phone us if you are going to be absent  

Õ No smoking in any of the classrooms or veranda areas. 

Õ No chewing gum in class. 

Õ No unacceptable language or swearing. 

Õ Mobile phones should be switched OFF during class time. 

Õ JCELC has a policy regarding physical or sexual harassment, negative 
religious and racial comments and bullying.  
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Townsville Information 
 
Hospitals 
Townsville Base Hospital is situated at 100 Angus Smith Drive, Douglas, next to the University. 
Tel: 4796 1111 (for emergencies only e.g. broken leg, heart attack, stroke) 
V 24 hour Accident and Emergency section  

 
Doctors/ Dentists 
Some Medical Centres  
 

Õ The Doctors Townsville 
Corner of Stokes and Sturt Street (city)  
Ph 4781 1111 
 

Õ Charles Street Medical Centre  
61 Charles Street  
Gulliver  
Ph 4779 7700 
 

Õ Afterhours Doctors  
Townsville Hospital Campus 
Medilink Building  
Ph 1300 552 252 
 

Õ      Health Link 
100% Bulk Billing 
533 Ross River Road 
Ph 4773 3933 
 

 
Emergency 000 
Ambulance, Police or Fire Brigade is 000. This is an emergency number and should be called only in 
very serious situations.  
 
Sun Safety 

Õ Wear a hat, long-sleeved shirt and sunglasses. 

Õ Use a 30+sun block. 

Õ Do not stay in the sun for long periods of time;  

Õ Drink lots of water. 

Õ If you go on the reef, make sure you are protected ï even when in the water you can still get burnt. 
 
Buses 
Sunbus runs regular services around Townsville. 
Visit  www.sunbus.com.au  to see route maps and timetables. 
 
Bicycles 

Õ Use bicycle paths wherever possible  

Õ Riders must wear a bicycle helmet at all times  

Õ Use lights on your bike when you ride at night 

Õ Some bike shops in Townsville offer students attractive deals for buying and selling bicycles 
 
NB. In Australia you can't drive a car, ride a bicycle or horse or operate any machinery under the 
influence of alcohol.  

http://www.sunbus.com.au/
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Driverõs License 
If you plan to drive a car or ride a motorbike you must 

Õ  Have your home country license translated into English (for English translation 
contact NAATI National Accreditation Authority for Translators and Interpreters at 
telephone number (07) 3393 1358, fax (07) 3393 0745 and website www.NAATI.com. 

Õ Or, Apply for an International or Queensland Driverôs license.  

Õ It is your responsibility to know and observe the road rules. 
 
Banking 

Õ Bank hours are usually Mon-Thurs 9:30 to 4pm, Fri 9:30 to 5pm. 

Õ Automatic Teller Machines (ATMs) are available 24 hours a day.  

Õ Electronic Funds Transfer At Point Of Sale (EFTPOS) is available at most shops  

Õ Check out in advance which banks exchange travellers cheques  
 

Shopping Centres  

Õ Castletown, Pimlico  

Õ Willows, Kirwan  

Õ Stockland, Aitkenvale- trading hours are between 9:00am and 5:30pm, Mon - Fri, 9.00am and 
9.00pm Thursday and 10am ï 5pm Sat - Sun. 

 
Australia Post 

Õ Australia Post is generally open Mon - Fri, 9am ï 5.30pm. 

Õ The Main Post Office is located in Sturt Street, Townsville 
 
Recreation 

Õ There are many things to do in Townsville! Check the brochures and noticeboards for upcoming 
events and local activities.  

Õ Ask Reception for advice and assistance on local activities.  Check with the university what may be 
available 

 
Swimming  

Õ Marine Stingers (Box Jellyfish) are in the sea in Townsville between October and 
May. These are very dangerous and can kill you so you must only swim in 
the stinger nets during these months. 

Õ Low-lying coastal rivers and creeks may contain dangerous crocodiles. Look for 
signs before you swim  

Õ Never swim, dive or snorkel alone. 
 
Personal Safety 
 
Townsville is generally a very safe city but you still have to exercise some caution. 
 

Õ Take care when out late at night. Try to stay together with friends and use taxis for transport at 
night. 

Õ Avoid carrying large amounts of money, your passport, air tickets and credit cards unless you need 
them. We recommend that you photocopy key documents so that you have a record of them. 

Õ You must be 18 years and above to legally drink alcoholic drinks in Australia. 

Õ Observe Australian law in regard to the use or possession of non-prescription drugs. 
Õ Do not drink and drive ï the penalties for this are heavy. Be sure that you know and observe the 

rules of the road before you drive or use the road.
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