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Hello, and welcome to University College!

We hope your time here will be one of excitement, enduring

friendships and fulfilment of your academic and personal

aspirations.

This Handbook is designed to help you become familiar with the

College. It outlines our fundamental ethos and details your

responsibilities within the community, as well as the College’s

terms and conditions of residency. It is designed to provide

guidelines and practical information to enable all residents to

live and learn in a pleasant, functional and secure environment.

The College has a policy of open communication and staff

members are readily available to listen to residents’ concerns and comments.

We hope that you will quickly get to know individual staff members and that you will enjoy a happy

and successful year.

Yours sincerely,

Dr Jennifer McDonald

Head of College
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The University College Agreement

By accepting an offer at University College, the resident agrees to abide by the conditions of

residency outlined in their Agreement, this Handbook (and any amendments made after the

publication of the Handbook as notified to residents), and to the wider College Policies and

Procedures.

College Mission and Values

Here at UC we are frequently asked what makes us different from other residential colleges and

accommodation options. It’s not an easy thing to capture in words.

But in a nutshell, UC is generally defined as relaxed, friendly and supportive; a home away from

home where everyone knows and looks out for each other. A lot of rural students live here, who

particularly love that we aren’t too formal, and our community has a strong reputation for

inclusiveness and support – valuing diversity over conformity.

Our mission

At University College we are dedicated to providing students with an enriching residential college

experience at a critical stage of their lives to enable positive and transformative outcomes.

Our values

Empowerment and growth – Striving to become our best selves. Always open to new ideas, skills

and knowledge. Holistic well-rounded growth.

Personal responsibility – Doing the right thing.

Staying true – Authentic to the core. Genuine, open, fair and honest.

Respect and kindness – Inclusive, empathetic and motivated by the common good.

Care for community – Conserve and contribute, locally and globally.

Progressive – Building on our rich heritage as a trail blazer in women’s education and leadership to

meet the challenges of the future.

College motto

Our motto is Frappe Fort – which is interpreted as ‘love, passion, die hard spirit’ – something that

reflects the struggle of those who fought in the 1930s to establish us as the first women’s college

associated with the University of Melbourne.
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1.0 Studying in the University College Community

Academic performance and support plays a large role at University College. Residency is conditional

upon full-time enrolment in an associate degree, undergraduate degree or higher at the following

universities:

● University of Melbourne

● Monash Pharmacy (Parkville campus)

● RMIT

● Australian Catholic University (ACU)

● Deakin

● Swinburne

Students enrolled at other Melbourne academic institutions may also be considered for residency

upon application.

We encourage students to take a proactive approach to learning and maximise the opportunities

offered as part of UC’s academic program.

Tutorials

UC employs qualified and experienced tutors who are familiar with the curriculum and course

requirements of the subjects they oversee.

● Students are encouraged to attend our tutorials

● Timetables can be found on the academic noticeboard, but they generally take place on

Monday, Tuesday and Thursday evenings.

● Tutorials commence in the third week of each semester and are offered when three or more

students are enrolled in a subject.

● In the case of fewer than three students, you will be assigned a tutor for one on one

consultations.

● If you do not have a tutorial for your subject, UC is also able to arrange for you to attend joint

tutorials with another College, upon request. All students can also seek one on one

consultations with college tutors.

If academic support is not available for any of your subjects, please discuss alternatives with the

Dean of Studies.

Other academic supports offered by UC include:

● An academic mentoring program to help you manage the transition to university

● An alumni mentoring program, connecting students with alumni in their field of study

● Academic workshops around careers, report writing or other key areas

● Discussions led by resident tutors or visiting guests around particular topics of interest

● Library facilities and support
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Release of results

All students will be required to sign an Authority for Release of Academic Results on entry to

UC. Where UC is unable to access results directly from the student’s university (ie non- University of

Melbourne students), that student must provide a copy of semester results as soon as they become

available in order to facilitate confirmation of a place in the following semester.

Satisfactory academic progress/academic probation

When a resident fails two or more subjects in a semester, this is considered unsatisfactory academic

progress and may affect your future residency at University College. The circumstances around these

results will need to be discussed with the Dean of Studies and, should you be invited to return, you

will be placed on Academic Probation and will not be eligible for a position on the Student Executive.

Our staff will help you develop an individualised support plan.

Examination periods

Residents may stay in College for the full periods of their University’s academic year, as outlined in

your contract. Your exams or assessments may finish earlier than other students but we ask you to

consider the needs of those still studying. Students causing disruption during exam periods will be

asked to leave the College immediately.

The Dean of Studies is available for consultation or advice about all academic matters including

subject changes or applying for special consideration. Make sure to visit the Dean’s office during

working hours or email for advice.
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2.0 Code of Conduct

The University College Student Code of Conduct outlines the key principles of behaviour and conduct

that are expected, and the general rights and responsibilities that

apply to all community members.

The College recognises a general responsibility to ensure that our community functions as a safe and

respectful residential and educational space and workplace.

The key principles that apply to community members are as follows:

1. We treat others and ourselves with respect and kindness

2. We act with honesty and integrity

3. We take responsibility for our own actions

4. We value and celebrate difference and diversity

5. We care for our community

6. We value and maintain a safe place to live and work

7. We identify conflicts of interest and manage them responsibly

8. We respect and maintain privacy and confidentiality

9. We act in the College’s best interests and value the College’s reputation

10. We comply with and abide by this Code of Conduct, the law and University College’s policies

and procedures and report breaches of these to the appropriate authority.

The rights and responsibilities of each community member are as follows:

Rights
Community members have the right to:

Responsibilities
Community members have a responsibility to:

Freedom of Speech Allow others the freedom of speech

Have one’s belongings and property
respected while living in a well maintained
environment

Take care of the belongings and property of
others, including the buildings, grounds, goods
and possessions of the College

Be treated with respect, dignity and courtesy Treat others with respect, dignity and courtesy

Study and live in a safe environment Study and live cooperatively and do nothing to

9



jeopardise the safety, wellbeing or success of
others

Be free to decide one’s own behaviour
providing it does not hurt others or their
property

Be accountable for one’s own behaviour

Students are expected to maintain the highest standards of honesty, integrity and mutual respect in

all dealings with the College and its community members, and to behave in accordance with both

College and Intercollegiate guidelines for behaviour, as well as community standards.

The Head of College, Dean of Students, Dean of Studies, Resident Tutors and Student Club Executive

work together to ensure the effective implementation of the various levels of the Code of Conduct.

On enrolling in College, students sign an agreement indicating they will abide by the College’s

Student Code of Conduct and expectations of student behaviour.

Breaches of the Code of Conduct

Students who breach these guidelines should expect penalties to be imposed by the College. The

College treats all breaches of the Code seriously but also recognises that breaches and behaviours

may be considered on a case by case basis, and on a scale from minor to very serious. Whilst the

College, in most circumstances, will seek the input of community members, the College reserves the

right to make the final decision when determining the nature of the process applied to breaches and

resultant consequences.

The Dean of Students has primary responsibility for the maintenance of good order in the College.

Breaches of discipline will be referred to the Dean of Students in the first instance for investigation

and resolution (unless deemed impractical or inappropriate to do so).

Where appropriate and necessary, the Dean of Students will consult with the Head of College, Dean

of Studies and more widely with the Student Club Executive, Resident Tutors, Youth Workers and

other key stakeholders regarding the situation. Based on recommendations, the Head of College will

then determine appropriate discipline penalties.

Forms of consequential action for inappropriate behaviour may include but are not limited to:

damages costs, fines, suspension from privileges, unpaid community service, behavioural probation,

suspension or expulsion from the College.

Consequential action may be more severe for repeat offenders and those who do not voluntarily

come forward but are subsequently found to have offended:

● Incident documented in duty log which may lead to discussion with the Dean of Students

and, in some cases, The Head of College, the Student Club President or other nominated

member of the Student Executive.
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● Formal warning (which may be written).  This may also require the person or persons paying

liquidated damages to the College.

● Behavioural contract and probation.

● Code of Conduct Committee may be convened to determine appropriate consequences.

● Suspension from College.

● Permanent departure from College.

Please note: A student on behaviour probation will not be eligible for a position on the Student

Executive or the O-Week Committee.

The Student Code of Conduct should be read in conjunction with the University College Student

Handbook, the University College Terms of Agreement (within your contract), and other University

College and Intercollegiate Policies.

Please note: The SAFE Sexual Misconduct and the SAFE Discrimination, Bullying and Victimisation

Policies and Procedures have been designed to specifically address concerns around sexual

misconduct, discrimination, bullying and victimisation.

Together these documents categorise and provide detailed descriptions of community members’

behavioural expectations and agreements of residency. They also set out examples of breaches, the

processes applicable to complaints, as well as the range of possible consequences and courses of

action available.

Serious breaches of the Code of Conduct may be referred to the Head of College. At the Head’s

discretion the University College Code of Conduct Committee may be convened to consider the

charges.

The University College Code of Conduct Committee comprises the Head of College, Dean of Students,

Dean of Studies, the President of the Senior Common Room, the Student Club President and either

the Vice President or a nominee from the Executive. In some circumstances, the Head of College may

elect to immediate action.  University College may terminate that student's residency with

immediate effect on the provision of written notice to the student by the College. Please refer to

clauses 11 and 12 of the University College Terms of Agreement.

Some examples of unacceptable behaviour may include:

Noise

● University College is subject to the same community rules and regulations as anywhere else.

Avoidance of excessive noise is in the interest of all members of the community. Reasonable

quiet must prevail in the residential parts of the College 24 hours a day.

● All residents are required to regulate their own behaviour in terms of noise that interferes

with other residents’ rights to study or sleep at any time.  This is especially necessary

between 11.00pm and 8.00am.
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● If a resident is disturbed by noise between 8am and 11pm, they are encouraged to approach

the person responsible for the noise directly and have an open and informal conversation to

resolve the issue. They may also contact the Resident Tutor/Youth Worker on duty or the

Dean of Students, depending on the time, especially if the problem is not solved by a

conversation.

● Disturbing noise is defined as: ‘noise deemed annoying and/or excessive, such that it could

disturb a College resident’.  Decisions about whether a noise disturbance has occurred (and

whether there is any reasonable justification) will be made by Resident Tutors/Youth

Workers, with support and review by the Dean of Students as appropriate.

● Disturbing noise can result from music, loud laughter, yelling, partying in rooms, unnecessary

banging of doors, etc.  Excessive noise from speakers directed out of windows is not

acceptable, particularly during quiet hours.  Residents with a taste for loud music are

required to use earphones, use the dedicated music rooms/spaces, or risk losing their

privileges to have music equipment and instruments in their room.

● Residents are expected to monitor noise at all times and to go to a venue outside of the

College if they feel their behaviour may disturb other people.

All noise issues will be reported to the Dean of Students or documented in the Resident Tutor log

and, where appropriate, dealt with by the Dean of Students under the Code of Conduct.

To assist you in abiding by this policy it is suggested that you:

● Keep doors shut and close them gently.

● Use earphones when listening to music.

● Be considerate of others when moving in corridors.

● Catch up with friends in the dining hall and common rooms, rather than in corridors.

● Utilise the music or band rooms

● Plan to gather at venues outside of College if you want to avoid noise limits

● Tell your friends and neighbours when they are being noisy to help each other avoid causing

disturbing noise.

Noise during ‘Quiet Hours’ after 11:00pm

● ‘Quiet Hours’ are to be observed throughout the College between the hours of 11:00pm and

8:00am. Annoying, offensive or excessive noise during Quiet Hours can be considered as a

breach of the Code of Conduct. If a person is disturbed during these hours, they are

encouraged to approach the person responsible for the noise directly and have an open and

informal conversation to resolve the issue in the first instance.

● If they are not comfortable doing this during those hours, or if the noise continues, the

Resident Tutor or Youth Workers on duty should be contacted to manage the situation.

Generally this only requires a reminder. If the noise continues, the Youth Workers or Resident

Tutor on duty should be contacted again, and will escalate the issue if necessary.

Noise during SWOTVAC and ‘Zero Tolerance”
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In the interest of maintaining an atmosphere that accommodates the higher study loads of students

during SWOTVAC and exam periods, there will be a Zero Tolerance policy with regard to noise in the

College.  Zero Tolerance means no disturbing noise is acceptable at any time of the day or night,

except where a reasonable justification exists.  If residents are unsure if there is reasonable

justification, they should err on the side of caution.

Students may remain in College beyond the date of their last exam, and until their contract end date

so long as they are considerate of other students during the examination period.  Residents who

cause disruptions to other residents during exams may be asked to leave the College immediately if

they are found to have breached the Zero Tolerance policy, regardless of whether they have finished

their exams.  This will be at the discretion of the Dean of Students in consultation with the Head of

College.

Parties

The Student Club organises between three to four official College parties (or ‘terns’) during the year,

with agreement of the Dean of Students and Head of College. These include one after

Commencement Dinner, a mid-year party during the first week of semester two, and one following

the Valedictory Dinner. A fourth College party may be approved by the Dean of Students and Head of

College after consultation and with reasonable justification.

College parties are only for UC residents.

The Heads of Colleges have agreed on procedures to be adhered to at all College parties and there is

an intercollegiate policy outlining these agreements. This policy can be found in a library of

intercollegiate policies on the website.

Parties in resident rooms are not allowed. The official College definition of a party is a gathering of

people where the noise is disruptive to others. If you would like to arrange a gathering or private

celebration, we ask that you do so offsite.

Damage to property

If the person/people responsible is known, the matter could be dealt with in three different ways

1) A total accident – generally the College will cover the associated costs.

2) Accident, but reckless/stupid behaviour – the person/people responsible will pay for the

total cost of repair or replacement

3) Intentional damage – the person/people responsible will pay for the total cost of repair or

replacement and in addition will be dealt with under one of the Code of Conduct stages of

consequence.

Any damage to College property, wilful or accidental, must be reported. If the person/people

responsible is not known, the College will charge the Student Club for the total cost of repair or

replacement. It is then a matter for the Student Club Executive if they wish to pursue this further

with a group of people or the student body as a whole.
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Offensive communications and postings

Offensive and inappropriate communications (via messaging apps, emails, phone etc) and postings

on social media will not be tolerated. The offensive matter will immediately be removed, and such

instances will be dealt with on a case by case basis. One of the stages of consequences will apply.

All residents should familiarise themselves with the College’s policies on Image Use and Social Media.

Discrimination, harassment, bullying, victimisation and sexual misconduct offences will be dealt with

under the SAFE Discrimination, Bullying and Victimisation and Sexual Misconduct Policies. Please

refer to the University College website for access to all policies.

3.0 Student Wellbeing

University College prioritises student wellbeing and mental health by acknowledging the personal,

academic, and social needs of all students. Each student is recognised and valued for being their own

unique person, and a multitude of holistic programs and supports foster a foundation for students to

develop positive wellbeing in accordance with their own individual interests and needs.

The Dean of Students is responsible for student wellbeing, and is supported within their team by a

dedicated Student Wellbeing Coordinator. The Student Wellbeing Coordinator is responsible for

wellbeing programming and activities, and is on site and available for counselling appointments five

days a week during business hours.

The Head of College, Dean of Students, Dean of Studies and the Student Wellbeing Coordinator work

collaboratively when dealing with issues relating to pastoral care and maintain an open door policy

for students to discuss issues of concern.

The Youth Worker team support student wellbeing by responding to community issues, assisting with

emergency situations, and performing security checks around campus during the overnight hours

from 10.00pm - 6.00am, seven days per week.

The Resident Tutors on site have an academic and mentorship role. They support students through

provision of the tutorial program, their participation in the sporting, social and cultural activities of

the College, and the academic mentoring program for first year students. Resident Tutors are

available for student support 5.00pm - 11.00pm weekdays and 8.00am - 5.30pm on weekends and

public holidays.

Student Wellbeing Coordinator appointments

Counselling appointments are offered both in person and via Zoom. Appointments can be made by

scanning the QR code which will take you to the booking site for appointments. You can also email

studentwellbeing@unicol.unimelb.edu.au or text 0436 112 929 for an appointment.
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If a student's mental health needs are deemed to be greater than can be supported within the

College environment, the Wellbeing Coordinator or Dean of Students will assist students in a

collaborative manner to seek appropriate external resources.

Student Privacy

The College will respect the privacy of students wherever possible and is particularly concerned with

maintaining confidentiality in respect to matters relating to the health and wellbeing of students.

Counselling appointments with the Student Wellbeing Coordinator are strictly confidential, meaning

students can expect information shared in sessions to remain private.  In matters where there is a

duty of care to student safety or concern for wellbeing, students can expect that the Student

Wellbeing Coordinator will share relevant information in a confidential manner with only those

parties whom need to be involved to best support student interests.

There may be circumstances in which the College may owe a duty of care to individuals that cannot

be discharged unless the institution takes action on information provided in confidence. For example,

where information concerns potential harm to the individual or to others, the College must weigh

the duty of confidentiality against the potential harm.

4.0 Important contacts at UC

Area of Concern Name Title/Department Email

Academic Program
(tutorials, extra help
with uni work, etc)

Andre
Louhanapessy

Dean of Studies deanofstudies@unicol.unimelb.edu.au

Student Wellbeing Liz Agostino Dean of Students deanofstudents@unicol.unimelb.edu.au

Student Wellbeing Katie Saya Student Wellbeing
Coordinator

studentwellbeing@unicol.unimelb.edu.au

Broken or missing items
in rooms/around
College

Facilities Please log any maintenance issues with
Guest Services - we have a new online
system launching in 2022
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IT issues Stuart and
Andy

IT itsupport@unicol.unimelb.edu.au (we
have a new online system launching in
2022)

Cleaning - Please log any cleaning issues with Guest
Services - we have a new online system
launching in 2022

5.0 Conflict resolution and communication

Residents are encouraged to resolve minor issues and tensions directly through open, respectful and

informal communication with relevant people; this is often the most effective way of dealing with

concerns that can occur in community living.

In the event that a resident feels a query has not been resolved quickly via this method, your

concerns should be brought to the attention of either the Dean of Students or Dean of Studies or, if

necessary, the Head of College. The Dean of Students is responsible for matters of student discipline.

At times, the Dean of Students and Dean of Studies may refer a general matter to the Student

Executive or call a meeting between appropriate student/s, staff and/or Student Executive.  It is very

rare that any community problems cannot be resolved at these levels.  Ordinarily the Head will not

be involved at these levels unless the matter concerned proves to be a serious matter of discipline or

College policy.

University College operates on a policy of ‘open government’ and as such, petitions have no place in

resolving problems as the gathering of names adds no weight to substantial argument.  Similarly,

anonymous letters or offensive comments in news-sheets, on notice boards or social media, are

considered unnecessary and unacceptable. These kinds of protests indicate that the authors are not

motivated to resolve the problem but are intent on causing disruption within the community. This

also may indicate that a student’s values do not align with the College and therefore the residency of

the student/s involved may be subject to review.

How will you receive communications at College?

● Mostly via email and SMS messages. Students are expected to regularly check their email

accounts for this reason. Notices will also be posted on the electronic or paper noticeboards.

● The Student Club runs a series of Facebook pages and groups for notices, information and

communication. Please note, College administration does not have access to these pages. As

such, students should direct any complaints or concerns regarding the College to the

appropriate staff via email, phone or in person, in order to deal with them appropriately.

● The electronic noticeboard at the entrance to the College is also used to communicate with

students.

● General notices and advertisements should be placed on the Junior Common Room notice

board, or the designated boards outside the Dining Hall. No notices should be attached to
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glass doors in reception or on walls or pillars. Please do not place notices elsewhere in the

College without permission.

● General announcements on High Table evenings tend to be run by the Student Club

Executive, particularly the President. Any resident who wishes to make an announcement

should consult with the Student Club President or their deputy for that night, or they may

approach the lectern when any other announcements are called for.

● At times, members of staff may need to see residents for administrative or academic

reasons. This may be done through email, text or call. The expectation is that you will

respond promptly.

Withdrawal from College

● If a resident wishes to withdraw from College prior to the end of their contract dates, it is

important they are aware of the financial penalties that apply.

● In breaking the contract, they will be required to pay a contract break fee, or the equivalent

to four weeks of fees. They will also be liable to pay the full amount under the contract,

unless the College is able to fill the room with an appropriate student.  In this case they will

pay the contract break fee and remaining fees only until the new student takes up the room.

● If a resident needs to leave for medical reasons or due to deferring or non-completion of

their course, they must pay a four week cancellation fee plus an eight week exit fee.  The exit

fee may be reduced if the College is able to fill the room with an appropriate student and in

that case the exiting student will pay until the new student takes up the room.

6.0 Security

All residents are free to come and go as they please but are expected to remember their

responsibilities for general College security.

● Ground floor windows should be locked when you are absent from your room.  Any damage

or need for repairs to windows should be reported immediately to the Facilities Manager.

● Room doors should be locked at all times you are away from your room, even when you are

in a bathroom or other areas of the College. You should also lock your room before retiring

for the night.

● Keep note of brands, model numbers and serial numbers of valuable possessions including

bicycles.

● Report even minor thefts to a member of staff, Resident Tutor or Youth Worker.  Remember

to insure your personal belongings.

Front door

The front door is the first barrier to an intruder and is under camera surveillance. It operates on an

automatic system and must not be pushed or held open manually, especially when on lock. Doing so

could cause significant damage, the cost of which will be billed to the person responsible. The area

outside the front door is also under camera surveillance.

17



● The front door is locked from 5:30pm to 8:00am on weekdays and is on permanent lock over

the weekend.

● All residents are provided with an electronic blue fob key to access the front or rear door

when it is locked.

● These keys should be taken with you at all times you are out of the College when the door is

on permanent lock.

Room access

The Head of College, any delegated staff member or authorised contractor shall have the right to

enter any room or areas of the College at all reasonable times for cleaning, inspection of property or

to carry out maintenance work. Wherever possible, notice will be provided. In the case of

emergencies or serious safety or wellbeing concerns, the College reserves the right to authorise staff

or contractors to enter resident rooms without notice.

Door closers

As required under the Essential Services Act, all rooms are fitted with automatic door closers. These

may not be disconnected or tampered with under any circumstances. Please refer to the section on

fire safety.

Keys and fobs

All residents are provided with a front door fob and a key or fob to their room. These fobs can then

be programmed to give you access to additional areas of College, such as the gym, music rooms or

design studio.

College security depends on you keeping these keys/fobs safe, and they should never be given to

other people whether they are residents or friends or family from outside of the College. If your keys

are misplaced you should notify reception immediately. For replacement costs of lost keys and fobs,

please refer to Appendix A.

Please remember to take your fobs and keys with you when you leave your room as it is unfair to

expect other residents or staff to open your door or the front door for you. In the event of a lockout

during business hours, please call reception.  If after hours, please call the Resident Tutor duty phone

on 0416 113 147.

Flashing electronic lock

When the electronic lock readers on the student room doors commence to flash red and green, this

is an indication that the batteries are nearly flat and require replacement.
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When this happens, please notify guest services or duty staff after hours. The lock will be checked

and the batteries will be replaced as required.

Please note: if this is not reported and the flashing lights are ignored, the batteries will go totally flat

and the lock will not operate at all. If that is the case, contact reception during business hours or the

Resident Tutor/Youth Worker on duty on 0416 113 147 after hours or weekends.

Emergency exit doors

Other than the front door, all other emergency exit doors are fitted with break glass boxes, key alarm

switches or connected to the evacuation systems; these will sound immediately if they are opened

without being isolated. These alarms prevent intruders from entering the College from the outside,

but enable easy exit for residents if an emergency evacuation is necessary.

Security on Campus: University of Melbourne Security

Emergency phone:  8344 6666

The University of Melbourne Security Service is available to escort you back to College at night.  To

avoid unnecessary delays, you can request a security escort a day ahead of time via +61 8344 4674 or

1800 246 066 (free call).

If you need to access this service immediately because you feel under threat or in danger, you can

get help by pressing on the emergency button on the blue phones with a dome over them that are

available at various locations around the University of Melbourne campus.

7.0 Meals

University College provides 21 meals per week for students. Meals are served buffet-style in the

kitchen, except during High Table dinners or other special events. The meal times each day are as

follows:

Weekdays/Saturday

Breakfast: 7:00am - 9:30am

Lunch: 12:00pm - 1:30pm

Dinner: 6:00pm - 7:30pm

Sunday

Hot Brunch: 11:30am -1:00pm

Dinner: 6:00pm - 7:30pm

What is available?

● Cereals, fruit, fresh bread and spreads are provided in the dining hall daily from

7am-7:30pm, so you can also make snacks outside of these core meal hours.
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● The sandwich bar is available to residents at breakfast service, so if you cannot return to

College for lunch you can use the sandwich station to make lunch to take with you.

● Residents requiring a cut lunch on weekends for academic or College commitments must

make prior arrangements with the kitchen staff.

● Sporting teams who require a meal outside of the normal serving time, should also arrange

this with the kitchen at least 48 hours prior to the event.

Have a late lecture/tutorial off-site?

● Late dinners can be requested online by 4:00pm for residents whose commitments don’t

allow them to eat at the scheduled times.

● Late dinners are available for collection from the kitchen from 8:00pm - 8:45pm. After this

time the Dining Hall will be locked and it will be necessary to call the Resident Tutor on duty

to provide you with access to your meal.

Please note: if you cannot pick up your dinner before 10:30pm please organise for a friend to collect

it on your behalf and store it in one of the kitchenette fridges.

Food intolerances and allergies

Students with food intolerances should make these known on their College application and should

discuss their particular needs with the Registrar. Most dietaries are catered for as standard. Be sure

to inform us if your dietary requirements change.

Please note that the College is not in a position to guarantee the safety of residents with severe

allergic reactions to particular foods (such as peanuts).

Guest meals

Residents are welcome to bring their visiting friends/family to meals. To do so, please purchase a

meal voucher from reception during business hours.

High Table

High Table dinners are served most Monday and Tuesday nights during the teaching semester. High

Tables are a chance for the whole College community to share a three-course meal together and

announcements are made about what is happening that coming week. Academic gowns are to be

worn by all residents at High Tables.

A number of undergraduate residents are invited to sit at the High Table each night. It is essential

that you reply to these invitations from the Registrar by the RSVP date.

Drinks are generally served in the Senior Common Room first for staff, guests, postgraduates and

invited undergraduates. All residents are asked to be in the Dining Hall by 6:15pm.
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General announcements take place before dessert. After dessert, residents in the body of the Hall

are then free to leave. Those on the High Table will be invited to join the Head of College for tea and

coffee. These dinners are usually completed by 7:30pm in time for tutorials.

As well as High Table, the College hosts several other formal dinners each year including

Commencement Dinner (to mark the start of the academic year) and Valedictory Dinner (to farewell

our students at the end of the year).

8.0 Cleaning/Housekeeping

● All public areas including communal bathrooms will be cleaned daily.

● All student rooms are given a light tidy by housekeeping on a weekly roster according to

room location. This entails light dusting of desks, ledges, and vacuuming of the floors.

● Please assist the housekeeping team by removing any items from your floor to allow them to

vacuum and leaving your room in a neat, tidy condition. If you do not wish to have your

room cleaned on a particular week, you may leave a note on your door indicating such

(however, in the interests of health and safety and maintaining the rooms, this may only

occur one week running).

● Residents occupying an ensuite room will have their bathrooms cleaned on a fortnightly

basis. Housekeeping will notify the occupant at least 24 hours prior, by placing a note on the

door.

● Students with loft rooms are expected to maintain the cleanliness of their lofts.

● If you have any housekeeping issues please contact reception.

Please note: outside of a light tidy, housekeeping does not clean student rooms (including ensuites).

This is the responsibility of the occupant.

Cleaning Supplies

Cleaning products are provided in each part of the College, so you can also clean your own room.

Students’ fob keys can open these cupboards and the lock will record whose fob has been used.

Vacuum cleaners are also available and must be returned immediately after use. Do not pass a

vacuum cleaner on to another student as if it goes missing, the person who last accessed the

cupboard will be held responsible.

Room inspections

Room inspections will be carried out throughout the year to ensure the state of the room meets

College cleanliness standards. We will endeavour to give you 24 hours’ notice.

Liquidated damages

Students whose rooms are deemed unsatisfactory at any time of their residency may be charged

liquidated damages to cover the cost of cleaning or repairs.
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Kitchenware

All crockery (including coffee mugs, cutlery and glassware) should be returned to the Dining Hall as

soon as possible after use.

Linen

Linen packs can be ordered through the College. Please note on your returned contract if you would

like to order a linen pack. Each student is responsible for cleaning their own linen. Linen packs are

available in both single and double sets.

Laundry facilities

Coin operated washing machines and tumble dryers are provided by an outside contractor in the

laundries throughout the College. If you have any issues with laundry machines, please advise

reception so they can arrange servicing or refunds and report faults.

● $3.00AUD a load (front load washing machines)

● $3.00 AUD for the dryer cycle

Some machines still run on coins, but many have been converted to accept card. It is essential that

no other coins, including overseas money, be used in these machines. Residents must provide their

own washing powder. Ironing boards are available for resident use. Residents are reminded to be

considerate and not to use the laundry facilities between 10:30pm and 8:00am as the noise may

disturb people’s sleep.

Student Rooms

All students are entitled to privacy and security within their rooms. Keys, furniture and fittings have

been provided and students are responsible for good maintenance and regular cleaning of their

room. Each room has its own quota of furniture usually containing: a bed, mattress and mattress

protector, pillow and pillow protector, desk/chair, wardrobe, bedside table, drawers/bookshelf or

similar.

A limited amount of extra personal furniture may be brought into rooms depending on space

available. You may not move existing furniture out of rooms. You may be required to remove any

extra personal items in the breaks if rooms are being used by residential conferences. All items

provided by College will be on your Room Report and will be accounted for at the end of each

semester.

Please be mindful of decorating rooms, corridors and doors with inappropriate material/posters as

we often have guests visiting College for events and tours.

Repairs and Maintenance
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All requests for repairs and maintenance, including any damage to furnishings, should be directed to

the Guest Services team via email (guestservices@unicol.unimelb.edu.au ).  Every effort will be made

to rectify problems as soon as possible. If you do not report problems we cannot fix them. If

immediate attention is required please see the Guest Services team at reception during business

hours, or contact the Resident Tutor on duty after hours or on weekends.

9.0 IT and Electrical

If you wish to have internet access connected to your room you will need to note the following:

System Requirements

● The preferred configuration for the College system is at least Dual core processor with

Windows10/11

● Apple Mac with OSX 10/11 and above

● All recent laptops have Wi-Fi networking built-in. If your laptop doesn't have sufficient Wi-Fi

signal, there are USB to Network (RJ45) adapters with cable available from reception to allow

connection to the wired network in your room (This does not apply to the new Roper/Sweet

rooms).

● Network cable: This connects your network card to the wall outlet.  It should have RJ45

connectors.

● Wi-Fi access is available in all student rooms and common areas

Antivirus Software

If you own valid and up to date antivirus software, you can keep on using it, otherwise you must

purchase antivirus software (McAfee, Norton) and install it. There is some good, free antivirus

software you can download at www.free.grisoft.com or www.avast.com.  Any computer or system

with an infected virus will be disconnected from the network and your account may be disabled if it

still causes problems.

Windows/Apple update

Make sure your system has the latest critical and security updates which are available from the

Microsoft and Apple websites.

IT requests

IT related issues can be directed to the IT Strategic and Operational Services at

itsupport@unicol.unimelb.edu.au

Electrical equipment

Residents are welcome to have digital musical equipment, television, radio, study lamp and

computer in their rooms. Below are a few requests pertaining to the use and storage of electrical

items at College:
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● Items such as hairdryers and shavers should be returned to your own room after use (not left

in shared bathrooms).

● Please turn off appliances when not in your rooms.

● No cookers, kettles or toasters are allowed in student rooms as these constitute a fire risk

and are available in the kitchenettes. Extra heaters are also not allowed for this reason.

● Fridges are available in the kitchenettes in each wing. No personal fridges are allowed in

student rooms unless approved by the Dean of Students. Approval will be based on medical

need only and upon submission of supporting documentation. If approved, the College will

provide a fridge for the duration of the resident contract. The resident is responsible for the

reasonable care (including reporting of faults to Facilities), and return of the fridge at the end

of their contract.

● For safety reasons, all electrical equipment, except if it is brand new, should be tested and

tagged. Residents can have their electrical equipment tested and tagged at no charge upon

request.

10.0 Communal Spaces

Outside the sanctuary of your own room you will be sharing spaces with the rest of the College

community. The spaces and the general guidelines for their intended uses are listed below:

Dining Hall and Kitchen

The Syme Dining Hall is the heart of the College - you will find many of your friends studying or just

hanging out in the Dining Hall in between meals. Below are a few rules we have regarding this area:

● Suitable clothing and footwear must be worn at all times for health and safety reasons.

Residents with bare feet will not be permitted to enter the Dining Hall or kitchen serving

area.

● Pajamas are not allowed.

● No student is permitted past the serving area of the kitchen unless they are undertaking paid

kitchen duty, and no student is to use the back door of the kitchen at any time.

● Alcohol is not permitted in the Dining Hall except at formal dinners or when residents are

invited to High Table.

● Crockery, cutlery and glasses are for students to utilise throughout the year in the main

Dining Hall and internal College areas. Residents are requested to return any kitchenware to

the kitchen immediately after use.  The Food Services Manager conducts several inventories

during the year on kitchen contents, and replacement of missing crockery cutlery and glasses

is charged to the Student Club.  Residents wanting to take a meal away from the Dining Hall

should return crockery, cutlery and glasses to the kitchen when finished.

● All residents are asked to clear their tables and scrape and stack their plates after meals have

been completed either on the trolleys provided inside the serving area or on the assigned

bench area.
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Junior Common Room (JCR)/Sweet Common Room

The Sweet Common Room, JCR and TV room are relaxing environments for students to chat, read

newspapers, play cards/board games, pool and table tennis.  They are large and comfortable areas

with cosy chairs, couches and lamps.

As the Sweet Common Room and JCR are for the use of all College students, they should be kept in

reasonable order at all times.  Any campaign posters of Student Club Executive elections must be

kept to noticeboards in the JCR.  The content of posters must be within the SAFE guidelines.

Guidelines for the use of the Junior Common Room and Sweet Common Room

Principles

● The JCR and Sweet Common Rooms should be safe and welcoming environments.

● They should be used with consideration for others.

● Users are responsible for managing their own mess and noise.

Guidelines

For the sake of fellow College residents, the following guidelines have been agreed to by the Student

Executive on behalf of the Student Club in consultation with College management.

Please:

1. Confine social gatherings to the JCR/Sweet Common Room;

2. Ensure all planned celebratory events have the prior approval of the Dean of Students;

3. Inform the Resident Tutor as needed of social activities;

4. Ensure all doors are closed to contain noise;

5. Use the bin provided for rubbish and return all UC cutlery and crockery to the Dining Hall

before 8:00pm;

6. Do not consume alcohol in the JCR or Sweet Common Room before 6:00pm without prior

approval of the Dean of Students;

7. Only use the digital musical players provided by the Student Club;

8. Do not exit the JCR by the door into the McEwan Courtyard after 7:30pm;

9. Do not congregate in the walkway between Syme and the Leggatt Centre;

10. Ensure that all music has ceased by 10:00pm;

11. Ensure that all noise has ceased and ‘quiet hours’ are observed after 11:00pm

12. Be conscious of noise which may disturb others when moving to and from the JCR and Sweet

Common Room.

Library

The Greta Hort Library welcomes all students who wish to study, research, relax with a book,

magazine or a game of chess. We ask students to help maintain a friendly working atmosphere

within the space and to respect all users.
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● We ask for care when handling the resources of the library, especially when bringing liquids

within the library space. No food is allowed – only tea/coffee/water.

● Mobile phone calls can distract other students, so please make/take all calls outside.

● The College Librarian and Library Assistants are available to help students with research

queries, provide guidance with citing of resources, help navigate the many online resources

available through the university libraries and find relevant resources. The Librarian is

available to help in person during the day (see opening hours) or can be contacted by email

librarian@unicol.unimelb.edu.au

Library collection

● The book collection is very well stocked with many required and recommended textbooks, as

well as reference books and general support resources for essays.

● Recreational reading material is also available for loan.

● We encourage students to make suggestions for the purchase of general and recreational

reading anytime. These suggestions can be directed to the Librarian.

● Books can be borrowed for an extended period. Students may borrow as many items as

needed.

● Borrowers may be obliged to share access with other students who need the same item. The

Librarian will advise all relevant students if this is the case.

● Students may request book titles (print only) which are core texts. There is a special book

request form for this process, available from the library. There are some exceptions, so

please read the book request conditions and sign the form if you agree

● Students may need to purchase their own texts in some circumstances. Again the Librarian

will advise students if this is the case.

● Books will be ordered and then loaned out to the requesting student for the semester.

● All borrowed items are due back at the end of semester and must be returned before a

student leaves to avoid having a replacement cost assigned to their account.

● The library catalogue is called Liberty. This system lists all the resources in the library and

provides an information point for the many different services we offer. Access is via a web

link for all devices.

Library IT facilities

● There are five computers available for student use with Wi-Fi available for mobile devices. All

computers have Microsoft Office 2016 installed along with internet access.

● There are three Xerox multifunctional devices for printing, scanning and copying in the

library. Use of the Xerox devices is via fob and requires you to release your print jobs -

charges will be linked to your fob. Scanning is currently free.

The Library staff are happy to help out with general technical questions or concerns. If you have any

IT related problems, please send an email to itsupport@unicol.unimelb.edu.au
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Kitchenettes

● No cooking is permitted in the kitchenettes as it can activate the smoke detectors.

Microwaves are provided in these areas to warm late meals.

● Residents are asked to return any items to the Dining Hall immediately after use, rather than

depositing them in the kitchenettes.

● Refrigerators are provided in all kitchenettes for resident use. You are responsible for your

own items, so please remove old food items from the fridges so cleaners can maintain them.

● No personal refrigerators can be brought into residents’ rooms unless it is for a medical

reason and prior permission has been gained from the Dean of Students.

Gym

● Students wishing to use the College gym must undergo an induction. Gym inductions are

carried out by the Sport Representatives. Fob access will be provided once the gym induction

form has been signed and returned.

● The gym can be used from 6.00am to 11:00pm each day.

Art and Design Studio

● The Art and Design Studio is primarily used by students undertaking design subjects

including architecture, textile design, fine art, photography, fashion or other subjects that

require larger benches and cut out spaces.

● There are two computers with licenses for Adobe Creative Cloud and AutoCAD. There is also

an A1 printer, green screen and light box for use.

● The Student Club elects an Art and Design Representative each year to liaise with the Dean

of Studies regarding use of the studio.

Senior Common Room (SCR)

● Located opposite the Dining Hall entry door, the Senior Common Room is available for

Resident Tutors, academic apartment guests, graduates and senior staff generally.

● Pre-dinner drinks and coffee are served here on High Table nights and other events may take

place here at the discretion of senior residents.

● As this is a public space, the members of the SCR are asked to keep the room tidy.

Multipurpose Court

● This is located within the College grounds and is available for use by residents.  The lights are

not operational after 10:00pm and the courts should not be used after this time.

● Please note that this court adjoins the academic apartment block and students should be

mindful of noise.

Music Rooms/Band Room
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● Located in the Leith Academic Centre.

● Primarily for use by full time music students, and these students have priority use of the

rooms. However, other residents who would like to use the rooms from time to time to play

musical instruments can do so.

● The music rooms are not for storage of equipment.

● The band room in the College grounds is also available for student use.

● Students who wish to have access to the music or band rooms must complete an induction

with the Music Representative in order to organise fob access.

11.0 Emergencies

College Emergency Procedures

● Details of the Emergency Procedures and a map of exit doors and evacuation assembly areas

are located on the back of each bedroom door. A copy of the University College Emergency

Procedures can be found on the UC website and should be read thoroughly as part of your

induction to the College.

● Take the time to become familiar with these emergency and exit procedures and take note of

the nearest exit to your room and how to proceed to the nominated assembly area.

● In the event of an emergency the smooth execution of Emergency Control Procedures can

only be achieved if all residents are thoroughly familiar with what is expected of them.

● The risk of panic, personal injury and loss of property is significantly reduced by each

resident being trained in the Emergency Response Procedures.

● These procedures have been developed in accordance with Australian Standard 3745-10 -

Emergency Control Organisation and Procedures for Buildings.

● During an emergency, all residents may have to be evacuated from the College. These

procedures have been designed to enable safe evacuation of residents and visitors.  It is

mandatory that these procedures be actively supported by all residents; failure to do so may

result in a discipline procedure being invoked.

Emergency exit doors

● Other than the front door, all other emergency exit doors are fitted with break glass boxes,

key alarm switches or are connected to the evacuation systems. These will sound

immediately if they are opened without being isolated.

● These alarms prevent intruders from entering the College from the outside, but enable easy

exit for residents if an emergency evacuation is necessary.

● Residents are not to use these exits at any time other than an emergency. Penalties and

disciplinary action may result.

Fire Safety

● Fire is always a potential danger in a residential college and all residents are expected to be

vigilant in respect to potential fire hazards.
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● Extensive fire protection, detection and alert systems have been installed throughout the

College.

Fire Protection Equipment - In rooms and corridors

● All bedroom doors are fitted with smoke seals and automatic door closers

● It is illegal to disconnect door closers and the College will carry out random inspections to

make sure the door closers are operating.  A reconnection fee may be charged for any doors

found disconnected  (see Appendix A for reconnection fee).

● Smoke doors are placed in all corridors and will automatically swing shut should the fire

alarm be activated. These doors can be pushed open to allow escape in the event of fire.

● A sprinkler system can be found in most rooms and in corridors, bathrooms, laundries,

kitchenettes and common areas.

● The sprinklers are very sensitive and can be set off by a slight touch (e.g. a ball, clothing

tossed to the ceiling, laundry hung on the pipes etc). No naked flames, e.g. candles, oil

burners, diffusers or heaters are permitted in your rooms).

● Please report any unsafe electrical equipment or wiring to the Guest Services team via email

(guestservices@unicol.unimelb.edu.au). Every effort will be made to rectify problems as

soon as possible. If you do not report problems we cannot fix them. If immediate attention is

required please see the Guest Services team at reception during business hours, or contact

the duty phone after hours or on weekends.

● Corridors and stairways must be kept clear of obstacles.

Smoke detectors

● Smoke detectors are located in each bedroom and in the ceiling of all corridors. These are

very sensitive and can be set off by smoking and vaping, candles, sparklers, aerosols or

excessive steam.

● Smoke from burnt toast is a particular problem and, for this reason, the College does not

provide toasters, and no toaster should be brought to the College.

● All aerosols are banned from use in rooms. Anyone found to have set off the fire alarm

through use of any prohibited items or behaviours (smoking/vaping, candles, incense,

diffusers, aerosols, toasters, kettles or cooking equipment in rooms) will be subject to a

minimum $500 fine.

● Please do not tamper with or cover the smoke detectors. Penalties and disciplinary action

will apply to anyone who willfully covers the smoke detector in their room.

What happens when the alarm goes off?

● Should a smoke detector or sprinkler be set off, the alarm will sound and two fire brigade

trucks will arrive at the College within minutes.  The fire brigade charges the College for false

alarms, and these considerable costs (currently up to $2,200.00 per truck) may be passed on

for payment by the offender(s), depending on the circumstances.
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● When the fire alarm is activated a loud alert alarm can be heard in all parts of the College.  It

is essential that all students follow the emergency procedures set out below and located in

each room.

The responsibility of residents during an emergency:

● Follow instructions issued by University College’s trained fire wardens

● Conduct an orderly evacuation to the nominated safe assembly place

● Assist the Emergency Services by providing information when asked

The sequence of evacuation is:

1. The fire affected area;

2. Areas adjacent to the fire affected area;

3. Additional areas above and below the affected area may need to be evacuated if

circumstances warrant or if directed by the Emergency Services.

Residents are not to return to the building until the ‘all clear’ has been given by a person of authority

from the relevant emergency service.

On hearing the fire alarm, don’t worry about getting formally dressed, just put on warm clothes, a

jacket and footwear. Shut your windows and take your room keys. Exit the room leaving the door

unlocked and follow the evacuation procedures as rehearsed in the Evacuation Drill. Proceed to the

nominated assembly area as indicated on the evacuation map.

If you see or smell smoke before leaving your room, place the back of your hand on the door to see if

the wood is hot. If it is hot, do not open the door. Place blankets along the bottom of the door and

escape through the window or call for help. If the door is not hot, get down on the floor and slowly

open the door carefully in case you have to shut it quickly. If there is no sign of fire, follow the

evacuation procedure already outlined.

Switch electrical appliances off before using chemical fire extinguishers. Remember it is dangerous to

put water on an electrical fire.

An emergency evacuation practice is held early in each semester and all residents are required to

participate.

Medical emergencies

● In the case of a medical emergency, call an ambulance on 000.  There is a defibrillator device

located in the reception area, near the fire board.

● The nearest hospital Emergency Department is at the Royal Melbourne Hospital located at

the corner of Royal Parade and Grattan Street. The Emergency Department entrance is on

Grattan Street.

● Residents should ensure they report all medical emergencies to the Dean of Students during

office hours, or to the Youth Worker or Resident Tutor on duty after hours or during the

weekend. They will then escalate to the Dean of Students as required.
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● First Aid kits are located in reception in the case of less urgent medical concerns. The

Resident Tutor or Youth Worker on duty can retrieve the kits at times when reception is

unattended.

● Note that Resident Tutors, Youth Workers, key staff and students have been trained in first

aid.

12.0 Exit Procedures - Leaving College

Condition report and inventory

● All residents are responsible for the care of the furnishings and fittings provided, and are

required to complete and sign a Condition Report (including room inventory) soon after

checking into College. This will be sent to you via email.

● Please complete this report as soon as possible. Upon vacating your room, either during

breaks or at the end of the year, your room will be compared to the Condition Report. Should

you fail to sign the Condition Report, the College will rely on the latest version of it, prior to

your occupation of the room.

● In a bid to reduce the risk of damage, residents are strongly urged to use 3M adhesive

products to fix posters on walls (all posters and adhesive products must be gently removed

on exiting College) and to take due care of paintwork, parquetry and timber finishes. Sticky

tape or blu-tack should not be used on walls or doors anywhere in the College, including

student rooms. Furniture should not be moved from one room to another or left outside

your room.

Before leaving College

● A notice of ‘Exit Procedures’ (online checklist) will be distributed to all residents via email at

least two weeks before the mid-year and end of year breaks.

● We advise that residents request a room inspection, especially if there is any damage to the

room. If residents request a room inspection, or have items for storage, they will need to

make an appointment with the Guest Services team, arranged at least two days prior to

departure.

● Residents that do not complete the Condition Report and/or the Exit Procedures’ checklist

and/or do not have a room inspection may be charged for any loss of furniture, damage (that

does not constitute normal wear and tear) or cleaning.  A fee may be taken from your bond

to cover any additional cleaning or repairs required.

● Given that this procedure takes some time and can only be completed during office hours,

residents are advised to allow appropriate time (two days) to complete it.  You should also

note your contract expires at 12pm on the date outlined in your contract.  Therefore you

must have completely vacated your room by this time to avoid additional charges.

End of semester cleaning

● Prior to leaving College, residents’ rooms must be thoroughly vacuumed, including

under/behind beds and furniture.
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● All furniture, shelves and window ledges must be wiped over with a damp cloth and any

marks must be cleaned from walls, doors, etc.

● Mirrors must be cleaned.

● The interior of empty cupboards and drawers should be cleaned out and dusted.

● Mattress, mattress protector and pillow left in place on the bed.

● Windows and skylights should be closed and curtains drawn.

● All traces of stickers, posters, messages, notes etc.  should be removed, including notices on

the outside of doors.

● The bin should be emptied and all garbage should be taken to the nominated collection

point.  Please do not leave it in the corridor or the nearest kitchenette.

Failure to carry out these tasks will result in extra charges being applied to your account.

Keys on departure

● Please ensure you lock your door as you leave your room.

● Keys must be personally handed in to reception or returned through the chute in the

reception door if after hours.

● Do not leave your keys with another resident.

● If your keys are not returned at the time of departure it will be assumed that you are still

occupying the room and you will be charged the daily casual board rate.

Mid-year breaks

● Students are expected to pack up their rooms and exit in the mid-year break.

● Any belongings left in the room should be stored in the lockable section of your wardrobe,

leaving the remainder clear for casual guests.

● University College hosts residential conferences and casual guests during the semester

break. This extra revenue for the College assists in providing better facilities and increased

academic support.

● The college takes no responsibility for items left in rooms over the mid-year break.

● At the end of the year the room should be cleared completely of all personal possessions.

Storage

● Limited storage for returning international or interstate students may be available.

● Please obtain a Storage Form from reception and then book a time online with the Guest

Services team to put your items into storage (at least two days prior to departure to avoid

potential disappointment).

● It is your responsibility to move any items to the storage area.  It is also your responsibility to

retrieve these items when you return.

● The College takes no responsibility for breakage, damage or theft that occurs during the

storage period.
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Staying outside of contract dates

● If you require accommodation beyond your contract dates at the end of a semester (for a

valid academic reason), you MUST complete the online Request for Additional

Accommodation Form and provide supporting documentation.

● The Dean of Students and/or House Manager will review all requests and students will be

advised of the outcome via email by the Registrar.

● There will be no additional charge for academic related extensions (i.e exams that take place

after your contract date ends).

● Students can apply to stay additional nights for non-academic reasons, if approved, you will

be charged the daily casual board rate.

● We cannot guarantee accommodation for additional nights for non-academic reasons.

● Failure to gain approval for extended stays will result in a liquidated damages payment of

$250 in addition to the charge for the extra nights.

● No student is permitted to stay in another student’s room during the breaks or once they

have officially left the College at the end of each semester.

13.0 Insurance

Contents insurance

The College is not responsible for theft or damage of a resident’s personal belongings.  Insurance to

cover theft or damage of personal property is the responsibility of each resident.

Health insurance

There are a number of medical providers in the area, as well as public hospitals, some of which bulk

bill.  Some students may choose to have private health insurance if they don’t want to rely on the

public health care system in the case of illness or injury.

Resident Tutors and College staff are trained in basic first aid only. If they believe a resident is

seriously ill or injured, they have been advised to err on the side of caution and call an ambulance.

The cost of the ambulance will be forwarded to the resident. It is recommended that residents have

Ambulance Cover. If you have private health insurance, please check with your provider if you have

ambulance cover as not all health insurance policies include this.

 
14.0 Other frequently asked questions

Alcohol

The College allows the drinking of alcohol on site within reasonable limits in your bedrooms but not

in any of the general areas of the College, including corridors or courtyards, unless by prior

arrangement with the Dean of Students.
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Alcohol may not be consumed in the Junior Common Room (JCR) during the day but is allowable in

the evening provided it is not disturbing other College residents. Alcohol consumption will not be

accepted as an excuse for anti-social behaviour. You are also held responsible for the actions of any

guests you have onsite as per the intercollegiate alcohol policy.

Ball games

For safety reasons, and the comfort of all students within the College, ball games or any games

involving projectiles that may cause harm or damage, must not take place within the College or its

courtyards. Please restrict such activities to the multi-purpose court or the parks behind the college.

Bikes

The College accepts no responsibility for bikes. If you bring a bike it must have an approved

registration tag (which can be obtained from reception).

● The bike rack located at the front of the College is for short term use only, as a place to store

your bike temporarily during the day.

● For more secure, long term parking, we ask that you use the sheltered bike parking out the

back, located next to the kitchen garden.

● Please note that even this area is not a completely secure location. Therefore it is strongly

recommended that residents use a D-lock on the back wheel and a chain to attach the bike

to the rail.

● Bikes are not to be chained to trees or signs, and any untagged bikes or bikes left in

non-designated areas will be confiscated if left for extended periods, such as over the

summer break.

● Residents are not permitted to bring bikes into the College buildings at any time.

Car parking

● There are limited parking spaces in the rear car park for residents, so it is usually not possible

to grant a space to every resident who requests one.

● Priority will be given to returning students, then by order of request.

● We try to take individual circumstances and needs into account.

● You will receive a gate fob to access the parking area and your account will be charged with

the parking fee each semester.

● There are ample public transport options nearby, so please consider whether a car park is

absolutely necessary for you.

● Residents must park in their allocated space only and are not permitted to secure parking

rights on behalf of others or share a parking space.

● If you leave college, you are not permitted to pass your car park to another person – our

Registrar needs to be informed.

● If another person parks in your designated space, you need to contact Guest Services or the

Registrar, please do not park in another student’s space in the interim.
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● No resident is allowed to park on grass areas or areas that do not have designated parking

bays.

● The College is not responsible for theft or damage to cars parked within the grounds.

● The front car park is reserved for staff and short term visitors for official College business

only. Residents are not to use this car park at any time.

● All matters concerning car parking should be addressed to the Registrar.

Unauthorised parking

● All unauthorised cars parked in the front or back car park, in the roundabout at the front of

the college or parked outside of their allocated bays, may be towed away (as they may

impede access for emergency vehicles or otherwise compromise the safety of residents and

visitors).

● Where costs are incurred by the College, liquidated damages may be imposed – see our Code

of Conduct for more information.

Linen

● Each student is responsible for providing and cleaning their own linen.

● The College will provide pillow/s and a mattress protector which must be left on the bed

upon exiting.

● Linen packs can be ordered through the College. Please note on your returned contract if you

would like to order a linen pack - they are available in both single and double sets and are

yours to keep upon purchase.

They generally include: 1 x face cloth, bath towel, bath mat and hand towel; 1 x pillow and

pillow case; 2 x sheets; 1 x doona and doona cover.

Mail/Parcels

Resident mail and parcels are placed in the parcel room near reception. Please ensure you check this

room regularly, especially if you are expecting a delivery.

Medical

● All residents are responsible for their own wellbeing and the College does not take the place

of parents in checking up on resident’s health concerns.  However if you are feeling unwell

and unsure where to seek medical advice, please contact the Student Wellbeing Coordinator,

the Dean of Students or the Resident Tutor or Youth Worker on duty after hours. They will be

able to direct you to a medical practitioner and assist you with arrangements as necessary.

● In an emergency, or in the case of an accident, residents should attend the Emergency

Department at either the Royal Melbourne Hospital or St. Vincent’s Hospital.  Be aware that

there could be a lengthy waiting time.

● Notify your university department if your illness is likely to affect your ability to study, submit

assessments or sit an exam. The Dean of Studies will be able to help you in any liaison with
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your university. A medical certificate is required for all compulsory university activities e.g.

examinations that a student is unable to take part in because of ill-health.

● During examination periods it is vital that you receive a medical certificate prior to sitting an

examination. It is too late to visit a doctor after the examination has occurred.

● If you decide to go home in case of illness, please notify the Dean of Students prior to leaving

the College.

Guests

● Residents are welcome to have short-term guests in College.

● It is preferable that residents advise the College if any guests are on site, for safety reasons,

especially if an evacuation is necessary.

● Residents are asked to meet any guests at the front door. In fairness to all residents and for

use of facilities, overnight guests are asked to only stay between 1-3 nights at a time.

● Residents are responsible for paying $8 per meal for guests who are at College for meal time.

Meal vouchers are available from reception during business hours, so please plan ahead.

Guests must produce a meal voucher to serving staff when they receive their meal.

● Residents are responsible for the behaviour of their guests within the College perimeter.

● Any person, including past residents let into the College by a current resident, is deemed to

be the current resident’s guest. A guest who infringes the rights of others will be required to

leave the College immediately.

● Any damage to the College, or any issues relating to a guest, will become the responsibility of

the host resident.

Conferences and functions

In order to provide an income source for the College and to help subsidise running costs and improve

facilities, the College will at times hire out the Seminar Centre, other rooms and facilities to external

organisations.

● Venues may include the Academic Centre, Dining Hall, Heritage Room, Library and

Recreation Centre as well as student rooms throughout the semester breaks.

● When the conference or function may impact residents, the Conference Manager will consult

with the Student Club.

Pets

No pets, other than fish in a bowl, are permitted in student rooms.

Recycling and composting

● The College recycles (bottles, cans, paper and cardboard) and composts (food scraps).

● Students are expected to cooperate in recycling waste and the details are in each

kitchenette.

● Students are asked to clear plates (with acceptable food scraps) into the compost bucket in

the Dining Hall.
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Smoking

● University College is a completely smoke-free environment, in all areas, including all

gardens, courtyards and student rooms.

● Please note: this policy includes cigarettes, vapes, cigars, pipes, shisha/hookah and

e-cigarettes.

Student Club

● The Student Club Executive is a committed and energetic group of residents who organise a

wide variety of social and sporting events throughout the year.

● The Student Club plays an important role in working with UC staff to achieve the best

possible outcomes for all residents. They liaise closely with the Dean of Students in the

arrangement of all College-based activities.

● Activities vary from year to year in accordance with student interests.  However, they usually

include competition in a wide range of sports, a drama production, musical evenings,

debates, parties, BBQs, the College Ball and other intercollegiate activities.

● Residents are free to participate in as many or as few of these activities as they choose.

● If you have an idea for an event, contact the Student Executive to discuss

● Wednesday night is a common free night from tutorials among most residential colleges, and

most weekday social, sporting and cultural occasions arranged by the Student Club take

place on a Wednesday evening.

● All undergraduate students, and any graduate students who wish to participate in Student

Club activities, are required to pay an annual Student Club fee which the College collects on

behalf of the Student Club as part of your semester fees.

Vending machines

These are provided by the Student Club.  Any problems should be reported to the mobile number

listed on the vending machine.  The college is not responsible for faults or lost money.

15.0 Laws and regulations, policies, guidelines and requirements

Residents must adhere to State and Commonwealth laws and regulations applying to the community

in general, such as:

● Interference with, or misuse of, fire and security equipment is prohibited (See below);

● The keeping and/or discharge of firearms and/or weapons, ammunition, fireworks,

explosives or constituents of explosives are prohibited within the College and its grounds;

● Possession and inappropriate use of any items, that may endanger others or damage

property;

● The keeping of or use of illegal drugs is prohibited within the College and its grounds;

● Interference with any fire monitoring or firefighting equipment is prohibited;

● Cooking is prohibited in student rooms or kitchenettes in accordance with health regulations;
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● Footwear must be worn in the Dining Hall and kitchen at all times in accordance with OHS

regulations.

In the event of breaches in relation to the above, warnings will not be issued. The Code of Conduct

will be invoked immediately which may result in sanctions or termination of residency, depending on

the seriousness of the breach. A fee may also be incurred to cover ‘liquidated damages’ in relation to

the breach.

No one has the right to place the safety of others at risk. This includes:

● Setting off fire extinguishers

● Setting off emergency exit door alarms

● Interfering with fire hoses

● Damaging emergency lighting and exit signs

● Propping open or interfering with doors that should be locked, including detaching door

closers

● Misuse of emergency telephone numbers or the College alarm systems

The College has a number of requirements to ensure the wellbeing of residents, their role within the

College community and the maintenance of the College for future students:

● The cleanliness of residents’ rooms is to be maintained by the occupants

● Kitchenettes and public areas are to be maintained in a clean and tidy manner.  No

foodstuffs, including items such as pizza boxes, drink cans, etc., are to be left in these

common areas

● Rubbish bins in rooms and kitchenettes are to be kept in a tidy manner.  If a rubbish bin is

full, new garbage bags are available from the kitchen and a large rubbish skip is accessible at

the entrance to the kitchen driveway

● Refrigerators in each wing must be kept clean and any out of date food items cleaned out.

Should the cleaners be required to clean these, over and above the normal maintenance, a

charge will be made to the Student Club

● Any damage or requests for repairs are to be reported to the Facilities team via

guestservices@unicol.unimelb.edu.au

● Any damage, theft or loss of furnishings and other items belonging to the College must be

fixed/repaired or cleaned by the resident concerned

● Loss of keys or fobs must be immediately reported to reception.  Replacement costs will

apply

● Roof areas are strictly out of bounds

● Residents are also required to adhere to the policies of the University of Melbourne and/or

Intercollegiate policies, namely around fair treatment, sport, alcohol, HIV, internet use and

guidelines concerning parties.

16.0 Resident Tutors
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Resident Tutors are part of the staffing team and play a pivotal role in the College community. They

provide:

● Academic assistance

● Mentoring support for first year students

● General pastoral support for all residents

● After hours support when on duty

17.0 Youth Workers

The Youth Worker team support student wellbeing by responding to community issues, assisting with

emergency situations, and performing security checks around campus during the overnight hours

from 10.00pm - 6.00am, seven days per week.

18.0 After hours support

For after hours and weekend support, call the duty phone on 0416 113 147

19.0 College governance and staff

Resident Staff

Head of College: Dr Jennifer McDonald

(with husband Mr Phil Honeywood)

The Council

The Council is the College’s governing body.  It comprises a number of appointed and elected

members and co-opted members with specific business or academic expertise.  Council meets

quarterly.  The Finance Committee meets monthly.  For further information, contact the Head of

College or see the University College website.

The wider College community

The College community is more than simply the current residents and staff. Governors, alumni and

members participate in College activities throughout the year and their support is invaluable to the

continued success of the College.

College staff team

Head of College: Dr Jennifer McDonald

Dr McDonald is the academic and administrative Head of the College and reports directly to the

College Council.  The Head also represents the College to ensure all sections of the University and the

wider community retain an active interest in the College.

39

https://www.unicol.unimelb.edu.au/about-us/college-council-members/


Dean of Students: Ms Liz Agostino

Liz’s role at the College is to foster the experience of community and the wellbeing of residents, as

well as the overall management of students.  Liz is also responsible for management of the selection

and admission process.

Dean of Studies:  Mr Andre Louhanapessy

Andre oversees the College’s academic program, the library and the Resident Tutors. He also actively

liaises with academic visitors and encourages connection amongst the students.

Commercial Manager: Ms Kelly Reed

Kelly manages the College’s business systems and operations of the College.

Finance Manager: Ms Kelly Fung

Kelly manages the College finances and this includes student fees.

Accounts Officers: Ms Pui Shan Kwok and Ms Gina Cahayagan

Pui Shan and Gina provide assistance with college accounting, student fees and staff payroll.

Fundraising and Alumni Relations Advisor: Ms Stephanie Rogan

Steph oversees the external relations with College alumni and the wider community - including

alumni events.  She also oversees the College’s fundraising and development program.

Marketing and Advancement Manager: Ms Rachel Unicomb

Marketing and Communications Advisor: Ms Quyen Do

Quyen and Rachel coordinate the production of the College’s marketing collateral, social media,

website, communications and more.

Registrar: Mrs Zoey Maiden

Zoey is the first point of contact for student admissions and student services.

Student Wellbeing Coordinator: Ms Katie Saya

Katie works to support students and facilitate wellbeing programming at the College.

House, Events and Conference Manager: Mr Tim McBain

40



Tim oversees the College housekeeping, events, conferences and the management of the College

apartments.

Guest Services Team Leader & Business Support Officer: Ms  Holly Giulieri

The Guest Services Officers look after the College reception and assist the House, Events and

Conference Manager with the management of the University College apartments, housekeeping,

events, and conferences

IT Manager: Mr Stuart McMinn

IT Support Officer: Mr Andy Bhatia

Our IT team manages all technologies and day to day IT support for the College.

Librarian: Ms Mary Coglan

Mary manages the College library and student information services.

Archivist: Mr Ian Forster

Ian manages the College archives and art collection.

Facilities Manager: Position currently vacant

Manages the repairs and maintenance for the College,

Maintenance Officers: Kevin Thaus  and Kieran Carroll 

Kieran and Kevin perform all of the repairs and maintenance around the College e.g. grounds,

buildings, common areas, residents’ rooms.

Gardener: Mr Ian Robertson

Assistant Gardener: Mr Ardian Strybosch

Ian and Ardi maintain the College gardens and assist with maintenance when required.

Executive Chef: Mr Philip Garrod

The Executive Chef oversees the catering and food services for the College - including students,

conferences and functions and is supported by his kitchen team: Head Chef: Mr Edward Reyes, Sous

Chef: Hazel, Chef de Partie: Mr Toby Stott, Demi Chef: Ms Sarah Bangui, Apprentice Chef: Ms Jahvaan

Quilter and kitchen hands: Mr Carlos Cruz, Ms Lucy Saliba and Mr Kevin Williams

Dining Hall Supervisor and Functions Coordinator: Mr Greg Coutts

Greg coordinates the conferences, events and dining room services for the College.
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Youth Workers: Mr Bryan Millington, Ms Georgina Shugg, Mr Jay Reilly, Ms Julia Orchard, Mr Nick

Harding and Mr Sam White

Our Youth Workers help provide guidance and support for our students (in addition to our Resident

Tutors). They are all highly experienced at working with young adults.

Resident Tutors:

Resident Tutor responsibilities include assisting students with tutorials and consultations,

maintaining the orderly conduct and welfare of all residents of an evening and weekend,

participation in the academic and social life of the College, fostering individuality and independence

within the resident community, assisting the College in hosting academic visitors.
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Appendix A: Guide to Costs for Replacement or Damage 2022

Damage to Rooms (GST inclusive)

Re-Painting a room:
1 wall
2 walls
3 walls/whole rooms
Resurfacing the floor
Recarpeting student room
Repair blind or curtain
Repairing furniture
Replacement door
Replacement bed base
Replacement mattress
Desk Chair Repair
Desk Chair Replacement
Replacement sink plug
Resetting of windows from swing to tilt
Skylight pole replacement
Loft pole replacement
Loft ladder repair
Desk lamps replacement
Bedside table replacement
Pillows replacement
Mattress protector replacement
Rug damage/ replacement
Fridge (large fridge in RT rooms)
Bin replacement
Sanitary bin replacement
Drawers damage/ replacement
Damages to bathroom

Clearing a room should a student fail to do so satisfactorily

From $200.00
From $375.00
From $500
From $300.00
From $800.00
From $250.00
From $200.00
$1,000
From $350.00
From $250.00
From $60.00
$200.00
$20.00
$30.00
$40.00
$40.00
Price on inspection
$35.00
$35.00
$15.00
$50.00
Price on inspection
Price on inspection
$15.00
$150.00
Price on inspection
Price on inspection

From $100- $250 (subject to
cleaning inspection review)

Other Accommodation Charges

Staying beyond contract dates without written approval
Daily casual accommodation rate

$400.00
$131.00

Other Charges

Administration charge to unlock bike left in front of College
Administration fee for damages/repairs invoiced to students
Administration fee when lost key returned after invoiced
Reconnection fee for door closer
Replacement gown (GST inclusive)
Replacement medical fridge
Replacement portable fan
Replacement linen sets (GST inclusive)

$55.00
$25.00
$25.00
$150
$250
$200
$75
From $150.00
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Key Replacement Costs (GST inclusive)

Room key (change barrel plus new keys) incl call out service
Salto fob key
Room key (metal)

$275.00
$35.00
$50.00

Interference with Fire Equipment

Refilling fire extinguisher
Loss of fire extinguisher
Interference with fire equipment
False fire alarm

Setting off fire sprinkler plus any damaged caused by water

From $500.00
From $750.00
From $1,500.00
Minimum $3,000.00
Maximum $5,500.00
Minimum $5,000.00
(subject to inspection)

Optional Charges

Car park (from March to November) GST free
(this includes the boom gate key -replacement cost $30)

Guest meals

Linen packs (These remain the property of the student)
Single
Double

$416.00 per semester

$8.00

$203.00
$236.00
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