
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Handbook  
2009 

 
 
 
 



 

 
�

�
 
 
 

The College’s motto is taken from the Gospel of St. John: 

Ut testimonium perhibeam veritati 

That I may bear witness to the truth . 

 

As a community we seek to live out this ideal in accordance with the words of the founder of 

the Loreto Order, Mary Ward (1585 –1645) that we are all called to – 

 “Be seekers of truth and doers of justice”.   

Each member of the St Mary's community is challenged to live, work and study; striving not 

only for personal excellence, but also with an appreciation of the needs of others, both in the 

College and in our surrounding communities. 

 
 
 



 
 

WELCOME TO ST MARY'S COLLEGE 2009 

 
It is my pleasure and privilege to welcome you to St Mary's College in 2009.  On behalf of the College 

staff, Residential Tutors and Student Mentors, we hope that this year will be one of excitement, 

discovery, meeting new friends and fulfilling your academic and personal goals.  

 

This Handbook is designed to help students by providing an introduction to how the College functions 

including the rules which are in place to guarantee both the smooth functioning of the College and the 

rights of all members of the College community. 

 

St. Mary's College is a Catholic, co-educational, residential college. We seek to provide students with 

opportunities to lead a full educational life and to participate in the many activities which universities 

and colleges offer.   Above all else St. Mary's aspires to be a community inspired by Gospel values. 

One of our key principles is mutual respect and consideration on the part of all its members, both 

students and staff. This cannot be achieved by objective regulations alone and all members of the 

College, whether staff, tutors, senior students, returning or new students, are presented with the daily 

challenge of living together with generosity, forbearance and goodwill. A willingness to accept this 

challenge is required of each member in achieving our vision of community. 

 

Members of the College are presented with the challenge of living out the ideals and values of a 

Catholic community. In a world where these ideals and values are often challenged, a college like St. 

Mary's provides a centre where these principles are prized and seen to be prized and where those 

who live here are enabled to grow in an appreciation of truth and an understanding of freedom and 

sincerity. A spirit of friendship, mutual concern and respect for the rights of others is part of our special 

tradition of St. Mary's.  We ask each member of the College to help in maintaining, promoting, 

preserving and enhancing that spirit. St Mary's has an open door policy and staff value and appreciate 

feedback from students regarding all aspects of College life.  

 

Once again, welcome to St Mary’s – we look forward to meeting each of you individually and sharing 

this year with you and hope that 2009 is a year of challenge, celebration and achievement for each 

and every one of you. 

 
As Mary Ward, founder of the Loreto sisters said ‘Do your best and God will help’. 
 
Elizabeth Hepburn IBVM 
Principal 
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KEY DATES 
 

2009 
THE UNIVERSITY OF 

MELBOURNE 
RMIT 

AUSTRALIAN 
CATHOLIC 

UNIVERSITY 

MONASH 
PHARMACY 

Orientation Tuesday, 24 February  
 to 
Friday, 27 February  
 

Monday, 25 February 
to 
Friday, 29 February 

Monday, 16 February  
to 
Friday, 20 February  

Monday, 23 February  
to 
Friday, 27 February 

Semester 1 
commences 

Monday, 2 March Monday, 2 March Monday, 23 February  
 

Monday, 2 March 

Easter Non-
Teaching 
period 
(AVCC 
Common 
Week) 

Good Friday, 10 April 
 to 
Sunday, 19 April 

Thursday, 9 April 
 to 
Wednesday, 15 April 

Monday, 13 April 
 to 
Friday,  17 April 

Good Friday, 10 April 
 to 
Friday, 17 April 

Swot Vac Monday, 1 June 
 to 
Friday, 5 June  

  Monday, 1 June 
 to 
Friday, 5 June  

Monday, 25 May 
to 
Friday, 29 May 
    

Monday, 8 June 
to 
Wednesday, 10 June 

Examinations  Monday, 8 June  
 to 
Friday, 26 June 
 

Monday, 8 June  
to 
Friday, 26 June  

Monday, 1 June 
to 
Saturday, 20 June  

Thursday, 11 June  
to 
Friday, 3 July 

Semester 
Break 

Monday, 29 June   
to 
Friday, 24 July  
 

Monday, 29 June   
to 
Friday, 17 July  

Monday, 22 June  
to 
Sunday, 26 July 

Sunday, 5 July   
to 
Friday, 17 July  

Semester 2 
commences 

Monday, 27 July 
 

Monday, July 20 Monday, 27 July  Monday, 20 July 

Non-Teaching 
period 

Monday, 21 September  
to 
Sunday, 4 October 

Saturday, 29 August 
to 
Sunday, 6 September 

Monday, 28 
September 
to 
Friday, 2 October 

Monday, 28 September  
to 
Friday,  October 

AVCC 
Common Week 

Monday, 28 September  
to 
Sunday, 4 October  

 
   n/a 

Monday, 28 
September to 
Friday, 2 October 

 
n/a 

Swot Vac Monday, 2 November  
to 
Friday, 6 November  
 

Monday, 19 October  
to 
Friday, 23 October 

Monday, 26 October 
to 
Friday, 30 October    
 

Monday, 26 October  
to 
Wednesday, 28 October 

Examinations  Monday, 9 November  
to 
Friday, 27 November 
 

Monday, 26 October 
 to 
Friday, 13 November  

Monday, 2 November 
to 
Saturday, 21 
November 

Thursday, 29 October 
 to 
Friday, 20 November 

Official Results 
release date 

Friday, 11 December    Friday, 4 December 



 

���������	

��� � ��������������������������
�� 4
� �

 

����������	
���
������
	�	������������ �
 
 

���������
�� �
�
�

JANUARY    
Mon 5-Jan-09 Return to College  

    UniMelb Summer term begins 

    All Returner Enrolment Forms and Fees due 

Fri 16-Jan-09 All Exchange Student Forms and Fees due 

Tue 20-Jan-09 VTAC Day 

Mon 26-Jan-09 Supplementary exams begin - Sem 2, 2009 

FEBRUARY   
Mon  2-Feb-09 All Fresher Enrolment Forms and Fees due 

Sat 14-Feb-09 Tutors, Mentors, "O" Week Committee Arrives 

    "N" Week begins 

Sun 15-Feb-09 ACU students arrive/ G.C. arrive 

Mon  16-Feb-09 ACU "O" week begins 

Tues 17-Feb-09 TUTOR/MENTOR TRAINING 

Weds 18-Feb-09 Workscheme Committee Arrives 

    TUTOR/MENTOR TRAINING 

Thurs 19-Feb-09 O Week for Internationals 

Sun 22-Feb-09 MOVING IN DAY - 1st years arrive 

Mon 23-Feb-09 UniMelb & Mon Pharm "O" Week Begins 

    RMIT "O" Week Begins  

    ACU Sem 1 begins     

MARCH   
Sun 1-Mar-09 Returners arrive 

Mon  2-Mar-09 UniMelb & RMIT Sem 1 begins 

    MonPharm Sem 1 begins 

Tue  3-Mar-09 1st High Table - College Staff in attendance 

    Applications for Fresher Rep open 

Wed  4-Mar-09 Floor Dinners 

Fri  6-Mar-09 Commencement Mass & Dinner 

    Colour Turn (incl. ex-Collegians) 

Mon  9-Mar-09 LABOUR DAY 

    Academic Tutorials begin 

Tue  10-Mar-09 Academic Tutors to attend High Table 

Wed  11-Mar-09 COUNCIL MEETING 

Thu  12-Mar-09 Announce GC Fresher Rep 

Wed  18-Mar-09 HISTORY OF WESTERN IDEAS 

    Get Involved Night 

Fri  20-Mar-09 Principal's Dinner & AGM 

Mon  23-Mar-09 GYLIO Week Commences 

Wed  25-Mar-09 FACULTY DINNER 

    HISTORY OF WESTERN IDEAS 

Tues 31-Mar-09 Students to begin attending High Table (floor by floor) 

�
�
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APRIL   
Wed  1-Apr-09 HISTORY OF WESTERN IDEAS 

    Get Involved Night 

Wed  8-Apr-09 HISTORY OF WESTERN IDEAS 

  PFA and Easter Egg Hunt 

Fri  10-Apr-09 Good Friday 

    Beginning of Easter non-teaching period (all institutions) 

Thu  16-Apr-09 RMIT Lectures re-commence 

Mon  20-Apr-09 UniMelb/ACU/MonPharm Semester One re-commences 

Tue  21-Apr-09 1st Senior Students' Evening 

Wed  22-Apr-09 FACULTY DINNER 

    HISTORY OF WESTERN IDEAS 

Fri  24-Apr-09 International Night 

Sat 25-Apr-09 ANZAC DAY 

Mon  27-Apr-09 Anzac Day Public Holiday 

    Survivor Week Commences 

Wed  29-Apr-09 FACULTY DINNER 

MAY   
Fri 1-May-09 PFA with Newman College 

Wed  6-May-09 Dinner for International Students in Frewin Room 

Sun  10-May-09 Mother's Day 

Mon  11-May-09 College Play Week - Walk Thru Dinner 

Wed  13-May-09 College Play - First Performance 

Thu  14-May-09 College Play - Second Performance 

Fri  15-Mary-09  2009 Deirdre Rofe Colloquium - Frewin Room 

Sat 16-May-09 Family Day 

    College Play - Matinee Performance 

Wed 20-May-09 JCR Jam 

Fri  22-May-09 ACU Semester One Ends 

Mon  25-May-09 ACU Swot VAC begins 

Tue  26-May-09 2nd Senior Students' Night 

Wed 27-May-09 FACULTY DINNER 

Thu  28-May-09 Exchange Students' Farewell at High Table 

Fri  29-May-09 PFA 

Sat 30-May-09 UniMelb, MonPharm & RMIT Sem 1 ends 

JUNE   

Mon  1-Jun-09 
ACU Exams begin/ UniMelb & MonPharm & RMIT Swot Vac 
begins 

Mon  8-Jun-09 UniMelb & MonPharm & RMIT Exams begin 

    QUEEN'S BIRTHDAY 

Sat 20-Jun-09 ACU Exams finish 

Wed  24-Jun-09 COUNCIL MEETING 

Fri  26-Jun-09 UniMelb & RMIT Exams finish 

Sat 27-Jun-09 All students leave 

�
�����������
 �
�

JULY   
Fri  3-Jul-09 MonPharm exams finish 

Fri  10-Jul-09 Results released 

Thu  16-Jul-09 Supplementary Exams 

Sun  19-Feb-09 RMIT & MonPharm Students Return 

Mon  20-Jul-09 RMIT & MonPharm Sem 2 Begins 
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Thu  23-Jul-09 TUTORS & MENTORS' LUNCH - TBC 

    Ski Trip students returning 

Fri  24-Jul-09 Ski Trip  

Sat 25-Jul-09 Ski Trip  

Sun  26-Jul-09 All Other Students Return 

Mon  27-Jul-09 UniMelb & ACU Semester 2 begins 

    O2 week begins 

    Harrassment Speaker - All College to attend 

    Hens' & Bucks' Night 

Tue  28-Jul-09 Senior Students & Exchange Students' Dinner 

Wed  29-Jul-09 Floor Dinners 

Thu  30-Jul-09 Trivia Night 

Fri  31-Jul-09 Christmas in July 

AUGUST   
Mon  03-Aug-09 Academic Tutorials Start 

Tue  04-Aug-09 First High Table for Semester Two 

Wed  05-Aug-09 FACULTY DINNER 

Fri  07-Aug-09 Principal's Dinner + SGM 

Mon  10-Aug-09 GYLIO Week Commences 

Tue  11-Aug-09 3rd Senior Students' Night 

Fri  14-Aug-09 College Photo 

Sat 15-Aug-09 Applications for GC President Open 

Sun  16-Aug-09 OPEN DAY 

    Wing Parties (off-site by 10pm) 

Fri  21-Aug-09 College Day 

Sat 22-Aug-09 Applications for GC President Close & Voting Opens 

Wed  26-Aug-09 FACULTY DINNER 

Thu  27-Aug-09 GC President announced 

Fri 28-Aug-09 College Ball 

Sat 29-Aug-09 RMIT Non-Teaching Week Begins 

SEPTEMBER   
Fri  4-Sep-09 GC Applications open 

Sun  6-Sep-09 FATHER'S DAY 

    RMIT mid-semester break - finishes on 6 Sept. 

Mon 7-Sep-09 Guardian Angel Week Commences 

Tue  8-Sep-09 4th Senior Students' Night 

Wed  9-Sep-09 FACULTY DINNER 

Fri  11-Sep-09 GC Applications close & voting begins 

Sat 12-Sep-09 Parents Day 

  MAD Fest & Art Exhibition 

Tue  15-Sep-09 2009 GC to High Table 

    Announcement of 2010 GC 

Wed  16-Sep-09 COUNCIL MEETING 

Fri  18-Sep-09 Pirate PFA 

Mon  21-Sep-09 UniMelb non-teaching period commences 

Tue  22-Sep-09 Academic Tutors' Dinner 

Mon  28-Sep-09 AVCC Common week (UniMelb, MonPharm & ACU) 

OCTOBER   
Sun  4-Oct-09 Applications open for GC committees  

Mon  5-Oct-09 Semester 2 recommences 

Wed  7-Oct-09 FACULTY DINNER 

Fri  9-Oct-09 Sports Dinner 

Thu  15-Oct-09 
Last High Table / Exchange Students' Farewell - or 27th 
Oct? 
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Mon  19-Oct-09 RMIT Swot Vac begins 

Fri  23-Oct-09 ACU Sem 2 ends 

  VALEDICTORY for the College 

  VALEDICTORY –Parents & Friends 

Mon  26-Oct-09 RMIT exams begin 

    ACU & MonPharm Swot Vac Begins 

Thu  29-Oct-09 MonPharm Exams begin 

Fri  30-Oct-09 Final PFA for 2009 

NOVEMBER   
Mon  2-Nov-09 ACU exams begin 

Tue  3-Nov-09 UniMelb Swot vac begins 

    CUP DAY 

Mon  9-Nov-09 UniMelb exams begin 

Wed  11-Nov-09 COUNCIL MEETING 

Fri  13-Nov-09 RMIT exams finish 

Fri  20-Nov-09 MonPharm exams finish 

Sat 21-Nov-09 ACU exams finish 

Fri  27-Nov-09 UniMelb exams finish 

Sat 28-Nov-09 All students move out 

DECEMBER   

Fri  4-Dec-09 Annual Mass for Deceased Alumni 

Fri  11-Dec-09 Results released for UniMelb 

Fri  25-Dec-09 Christmas Day 

Thu  31-Dec-09 New Year's Eve 

�
 
These dates are correct at the time of printing and are subject to change. 

CONFERENCE TIMES 
 

CONFERENCES 
 

Conferences are held at St. Mary’s College during vacation periods. The Conference trade supplements 
the income of the College to a substantial extent and enables the College to contain increases in the fees.  
Students are required to vacate their rooms during vacation periods.  Students may leave some 
belongings in their rooms but are required to leave rooms ready for guests.  Box rooms are available for 
extra storage. Any items left there must be clearly labelled with the student’s name and contact details.   
No responsibility is taken for items left in the box rooms.  Large garbage bags are provided for each room 
prior to checkout.  Students are asked to place their rubbish in these and then take them down to the bin 
in the car park before vacating their rooms.  Rooms that require additional cleaning will incur a charge 
based on time required to clean. 
 
If students wish to remain in College, permission from the Principal is required and vacation fees will be 
charged where applicable.  The vacation fee for students is $30 per night ($210 per week).  We cannot 
guarantee that students will be able to remain in their own room. 
 
To ensure the safety of your personal belongings during periods in which you have vacated your room, in 
the middle of the year, you should leave: 

·  your wardrobe tidy with adequate hanging space for guests’ clothing: 
·  two drawers available for guests’ belongings; 
·  the bookcase tidy and holding a minimum of possessions: 
·  the desktop cleared except for the desk lamp; 
·  window ledges and wash basins clear of personal items including towels; 
·  refrigerator [if you have one] cleaned out, turned off and the door left open.  Please make sure 

that your name is securely attached to the fridge; 
·  the walls and doors free of posters, notices, stickers, etc; 
·  no valuables in the room. 
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During the Summer vacation however, the room must be completely emptied .    Large garbage bags are 
provided for each room prior to checkout.  Students are asked to place their rubbish in these and then take 
them down to the bin in the car park before vacating their rooms.  If you have any unwanted items that are 
not suitable for leaving in the College but which are suitable to be donated to a charity shop, then please 
place in the St Vincent’s bin by the West Stairs.  Any items left in rooms after clean-up will be recycled or 
sent to a charity shop.  Bicycles left in the bike shed during semester vacations it need to be registered 
with the College Office or they will be donated to charity.  All bicycles must be removed at the end of the 
year unless the student is returning to College the following year.  All unclaimed bicycles will be donated to 
charity. 
 
 
During University vacations, paid conference work is available to students who have performed their Work 
Scheme tasks in a competent manner.  Expressions of interest should be addressed to the Functions 
Manager. 
 

HOURS / TIMES 

 
COLLEGE OFFICE HOURS 

The Receptionists are available at College office from Monday to Friday, 8.30am - 6.30pm  on ext 555.  
 
The Night Porter is on duty at the Front Desk from 11.00pm until 3.00am during the Semester  and 
10.00pm until 1.00am during conferences, on ext 510.     
 
Students are rostered for Desk Duty  on weekdays during Semester from 7.30pm to 11.00pm . 
 
 

DEPUTY & DEAN 
 
The Deputy Principal  Mr Sean Vagg  696 deputy@stmarys.unimelb.edu.au 
 
The Dean of Studies   Jenny Hibben  506 jhibben@stmarys.unimelb.edu.au 
 
The hours of the student support staff vary between teaching and non-teaching periods and students 
should check with the staff for their availability.  A list of office hours is also posted on their doors. 
The student support staff always welcomes students and encourage students to meet them to discuss any 
concerns or just to have a chat. 
While they will endeavour to see students when they present themselves please note that on occasions 
they may be in meetings and unavailable. It is therefore advisable to make an appointment either directly 
or via the College Office. 
 

MASS TIMES & COLLEGE CHAPLAIN  
 

The College Chapel  is located on the East ground floor and is open for prayer and reflection at any time.  
The College Chaplain is Fr. Michael Elligate.  Father Michael is located at St Carthage’s and can be 
contacted on 9347 2493 or at stcarthages@bigpond.com 
 
College Mass and celebrations are held for significant College events throughout the year in the College 
Chapel, the Frewin Room or at St Carthage’s. 
St Mary’s students are encouraged to attend Mass on a regular basis either at the local parish, St 
Carthage’s, or at the Chapel of the Holy Spirit at Newman College.    
 
St Carthage’s  Parish, 123 Royal Parade, Parkville.  9347 2493 
St Carthage’s church is on the west side of Royal Parade and north of Tin Alley. 
Mass is said : 
Saturday 6.00pm 
Sunday  10.00am 
  5.00pm 
 
Chapel of the Holy Spirit , Newman College 
Mass is said: 
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Monday to Friday in the Lady Chapel   8.00am & 12 noon 
Sunday in the Chapel of the Holy Spirit  11am & 7pm 
 
Details of Liturgies and Church services plus the St Carthage’s newsletter are posted regularly on the 
notice board adjacent to the Dining Room. 
 

MEMBERS OF THE COLLEGE COMMUNITY 
 
COLLEGE COUNCIL 
St Mary's College Council is an incorporated body. 
 
 

Chair:   Archbishop Denis Hart DD (Melbourne Archdiocese) 
Dr Elizabeth Hepburn IBVM (Principal)  
Justice Richard Tracey QC (Deputy Chair)     
Father Peter Slater (Sale Diocese)    
Bishop Peter Connors DD DCL (Ballarat Diocese)    
Bishop Joseph Grech DD (Sandhurst Diocese)    
Professor Frank Larkins AO [University of Melbourne Representative] 
Mrs Angela Arthur 
Dr Margaret Flatman 
Mrs Jo Hynes 
Dr Darcy McCormack 
Dr Carolyn McSwiney IBVM 
Mr Chris O’Grady 
Ms Janet O’Meara         
Fr William Uren SJ 
Ms Emily Rawlings [Student Club President] 
Mr Robert O’Shea [Student Club Representative]     

 
 
SENIOR COMMON ROOM 
 

Resident 
 
Dr Elizabeth Hepburn IBVM Principal  Residence  
Mr Sean Vagg Deputy Principal 677           West 1 
Dr Carolyn McSwiney IBVM   Residence 
 
Ms Erin Buckley Law 649 West 13 
Mr Matthew Harper-Schmid Arts/Commerce 650 North 15/16 
Mr David Harris Pharmacy 674 East 1A 
Mr Jin Kang Optometry 649 South Basement   
Mr Dane Kirby Arts 670 West 24 
Ms Suan Ee Ong Arts 564 East 47/48 
Sr Thathathai Singsa SHB Theology 575 North 3/4 
Mr Colm Trusler Commerce 519 South 17/18 
 

  
 Non-Resident  
 

Ms Jenny Hibben Dean of Studies 506 
Fr Michael Elligate St Mary’s Chaplain 9347 2493 
Dr Ian McDonald Chemistry 509 
Ms Geraldine Woodhatch Archivist 647   
Ms Rhonda Gordon-Brown Librarian 647 
Ms Angela Gehrig Director of Academic Centre 511  
 
Academic Tutors are employed on a sessional basis. 
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COLLEGE STAFF – CONTACT INFORMATION 

 

Principal  Dr Elizabeth Hepburn IBVM 502 principal@stmarys.unimelb.edu.au 

Deputy Principal             Mr Sean Vagg   696   deputy@stmarys.unimelb.edu.au 

Dean of Studies  Ms Jenny Hibben  506   jhibben@stmarys.unimelb.edu.au 

Business Manager Mr Maurice Corkill  507  mcorkill@stmarys.unimelb.edu.au 

Functions Manager Ms Helen Eyre   501 conference@stmarys.unimelb.edu.au 

Secretary/Alumnist         tba     502  secretary@stmarys.unimelb.edu.au 

Receptionist  Ms Jasmine Comande  555 office@stmarys.unimelb.edu.au 

Receptionist  Miss Perri Hillier  555 office@stmarys.unimelb.edu.au 

Archivist  Ms Geraldine Woodhatch          690 

                                                                     gwood@academiccentre.stmarys.newman.unimelb.edu.au 

Accounts Officer Mrs Nena Vinski  504   nvinski@stmarys.unimelb.edu.au 

Chaplain  Fr Michael Elligate  9347 2493 

Chef   Mr John Feltscheer  508   kitchen@stmarys.unimelb.edu.au 

Dining Room  

Supervisor  Mrs Zora Klecina  508   kitchen@stmarys.unimelb.edu.au 

Gardens & Grounds Mr Adrian Lewis 

Kitchen Hand (Weekends)  

Ms Nilgun Gunay  508 

Maintenance Officer Mr Greg Iacono   509  giacono@stmarys.unimelb.edu.au 

Night Porters  Mr Al Pillar (Monday to Saturday) 510 

Mr Noel Ryan (Sunday)   510 

 

ACADEMIC CENTRE 

Director Ms Angela Gehrig 511 

Librarian Ms Geraldine Woodhatch 690 

Librarian Ms Rhonda Gordon Brown 647 

IT Manager Mr Lincoln Smith 9342 1708 

 

COLLEGE STAFF 

 
Principal: Dr Elizabeth Hepburn IBVM  is responsible for all aspects of the College.   
 
Deputy Principal: Mr Sean Vagg deputises for the Principal in her absence and is responsible for the 
general welfare of students.  The Principal and the Deputy Principal are responsible for the pastoral care 
of students and deal with any discipline issues. 
 
Dean of Studies: Mr Dane Kirby  is responsible for the academic development of the students.  She co-
ordinates the Tutorial Programme and undertakes other administrative tasks as required. 
 
Secretary & Alumnist:  Ms Olga Brown provides secretarial assistance to the Principal.  They are also the 
Alumnist and work to  build and maintain our relationship with Alumni and for producing the College 
Newsletter. 
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Receptionist: Miss Perri Hillier  provide reception services to the College, and provide administrative 
support to the Secretary & Alumnist. 
 
Business Manager: Mr Troy Busbee  is responsible for all matters relating to the non-academic areas of 
the College.  Any questions concerning fees and payments should be directed to him.  The Accounts 
Officer, Nena Vinski , assists the Business Manager. 
 
Functions Manager: Helen Eyre  is responsible for the housekeeping, cleaning and assists with 
conferences. Helen also supervises the Student Work Scheme with the valuable assistance of the elected 
student Co-ordinators.   
 
Maintenance Officer: Greg Iacono  is responsible for all College maintenance.  His hours are 8am to 3pm 
each week day. 
 
The staff of the Academic Centre are members of the Senior Common Rooms of both Colleges.  The 
Director is responsible for all programmes in the Academic Centre and is assisted by the Librarians.  
 
Archivist: Geraldine Woodhatch  is responsible for maintaining College Archives. 
 
The Kitchen and Dining Room are overseen by John Feltscheer, Zora Klecina,  and Nilgun Gunay. 
 
Night Porters:  Al Pillar  and Noel Ryan  are present in the College to assist students and provide security 
after students complete desk duty. 
 
 

TUTORS AND STUDENT MENTORS 
Residential Tutors act as role models and mentors to the students living in St Mary’s College, with a 
particular concern for students living in their area of the College.  They are available to assist students in 
the transition from home to both university and College life, to talk through issues affecting students’ 
academic and personal lives, and to offer advice on where to seek assistance when appropriate.  As older, 
more experienced members of the community Residential Tutors play an important part in putting the 
values of the College into practice.   
The Tutors for 2009 are: 
  

Ms Erin Buckley Law 649 West 13 
Mr Matthew Harper-Schmid Arts/Commerce 650 North 15/16 
Mr David Harris Pharmacy 674 East 1A 
Mr Jin Kang Optometry 649 South Basement   
Mr Dane Kirby Arts 670 West 24 
Ms Suan Ee Ong Arts 564 East 47/48 
Sr Thathathai Singsa SHB Theology 575 North 3/4 
Mr Colm Trusler Commerce 519 South 17/18 

 
 
 
Student Mentors act as advisers and guides to all students but particularly to those in their first year in the 
College.  They are members of the student body who have been appointed based on their discretion, 
familiarity with the College and concern for the well-being of all its members.  They provide an additional 
support structure in College complementing the roles of the Principal and the Deans, Residential Tutors 
and other members of College, particularly the GC.  
 The Student Mentors for 2009 are: 
 
 

Nicole Christie   Science    
 Emily Corbould   Arts/Science    

Isaac Demase      Arts    
 Matthew Doyle   Commerce   

Wai Hong Law    International Students 
Robert O’Shea   Arts    
Nayna Purchase     Biomedicine       

 Rosie Robertson  Science 
Anna Sonnet   Arts       
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DUTY TUTOR 

 
Each weeknight and all day on weekends there is a Residential Tutor on duty.  This Duty Tutor will hold a 
mobile phone and will remain within College to assist students with problems, such as lockouts, 
information and advice or if need be, to deal with emergencies. 
 
Contacting the Duty Tutor:  
To contact the Duty Tutor, dial extension 514.  Please note that it can take some time to gain the 
connection, so please be patient.  If you need to contact the Duty Tutor from an external phone, dial 9349 
9514.  If you have any trouble contacting the Duty Tutor, please call the Deputy Principal’s Residence on 
ext. 677.  In the case of pressing matters where you cannot contact either the Duty Tutor or the Deputy 
Principal, you should find another tutor or staff member.  
 
Duty Times: 
Please only contact Tutors or the Night Porter during the hours they are on duty. 
 
The Duty Tutor  is available from 5:00pm on weeknight evenings and all day on weekend s until 
11.00pm. 
 
The Night Porter  is on duty from 11:00pm to 3:00am during the week  and 11.00pm to 2.00am on 
weekends  and should be contacted on ext. 510 if needed.  You should contact the Duty Tutor only when 
you cannot contact the Night Porter 
 
St Mary's College prides itself on being a caring community.  Many students are able to care for each 
other and this tradition is strongly encouraged here.  Gratitude is also encouraged and if you receive 
assistance from a Tutor, Mentor, member of staff or another student, then a later expression of 
appreciation is always welcomed.   
 

SENIOR COMMON ROOM [SCR] 
 

Members of the Senior Common Room, apart from Staff and Residential Tutors, also includes the 
Academic Tutors who contribute to the educational life of St. Mary's, through the provision of tutorials and 
academic advice. All members of the SCR are encouraged to attend various functions at the College as 
well as sporting and cultural events throughout the year.  High Table, held twice a week on Tuesday and 
Thursday nights, provides a valuable opportunity for the SCR to extend hospitality to students and other 
invited guests.  
 
Graduate and undergraduate students who have completed three years in College are invited to become 
associate members of the SCR.   
 

JUNIOR COMMON ROOM  [JCR] 
The Junior Common Room comprises undergraduates who are residents of the College.  
 

ASSOCIATE MEMBERSHIP OF COLLEGE  
 

St Mary's College is primarily a residential college and home to the two staff and 159 students and eight 
tutors who are in residence.   There are often some non-residential students who would like to access 
some of the College's facilities and experiences, especially the tutorial programme.  For this reason, there 
has always been the possibility that some non-residents, upon payment of a fee, may attend College 
tutorials.  This programme is being extended to offer non-residents the option of becoming associate 
members of St Mary's College.  This would enable them to attend tutorials and to use the Academic 
Centre and Music Practice Rooms.   
It will enhance the College community to open the College to a wider group of students, some of whom 
may be overseas students from the Study Abroad and Student Exchange programmes. 
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ACADEMIC LIFE 
 
St. Mary’s College is more than a place to live while studying at University.  The importance of our 
educational foundation is emphasised through the symbolic gesture of the wearing of academic gowns to 
dinner four nights per week and the extensive academic programme provided by the College.  The most 
important form this takes is the tutorial programme offered throughout the week.  This is supplemented by 
an academic support programme which includes workshops, seminars and forums on study skills, broad 
academic themes and self-development courses.  ‘One-on-one’ academic assistance is also available to 
those who request it and have a valid need for it.  Please direct any academic concerns, or queries, to the 
Dean of Studies. 
 

TUTORIALS  
The aim of tutorials is to supplement university classes and to provide a sound academic basis to College 
life.  The Dean of Studies is responsible for all tutorials and all questions should be directed to Jenny 
Hibben in the first instance. 
 
Early in Semester One, all first year students are required to attend an interview with the Principal, Deputy 
Principal or Dean of Studies to evaluate their progress, both academic and personal, and to discuss how 
they are settling in to College life.  All first year students at The University of Melbourne are required to 
attend at least two tutorials where available in their chosen subjects.  The tutorials are provided on the 
basis of student demand and tutor availability. Students are invited to make a request to the Dean of 
Studies for tutorials in specific areas not already offered.  
 
St. Mary’s College and Newman College conduct tutorial programmes through the Academic Centre and 
tutorials sometimes include students from both Colleges.  This joint programme can provide a rich 
academic and social college experience and enables St Mary’s students to broaden their friendship and 
study groups. 
 
In some cases arrangements are made for students to attend tutorials at other Colleges.  St Mary's 
College pays a fee per tutorial per subject.  Students for whom these arrangements are made and who do 
not attend regularly will be asked to compensate the College for the expenses incurred. 
 
The tutorial programme and related information will be posted on the Tutorial Notice Board  located on 
the ground floor of East Wing near the Dining Room. This board should be consulted for the tutorial 
timetable and for occasional special notices concerning particular tutorials.  You should always alert the 
Dean of Studies and your Tutor if you are going to be absent on a particular night. 
 
All first year students are required  to participate in tutorials offered by the College and attendance will be 
monitored.  Regular attendance ensures that students have an early and reliable introduction to the 
expectations of university study and academic life.  As there are many social, sporting, cultural events and 
other distractions, it is important that a positive commitment is made to the academic requirements early in 
the semester.  Regular attendance ensures that all tutorial participants are able to work as an academic 
group and to benefit from shared experience and knowledge. 
 

CHANGE OF COURSE – CHANGE/DELETION OF SUBJECTS  
Students changing their nominated course or subjects at the beginning of the year should notify the Dean 
of Studies as soon as possible.  Students are warned that there is a very short time frame in which 
courses can be changed and the Dean of Studies is available to discuss any concerns about courses, 
choice of subjects or any other difficulties which may occur during the year.  In addition, changes to 
courses can affect Youth Allowance assistance and may now affect the Graduate Tax and students should 
consult the Dean of Studies before they withdraw from a subject. 
 

ACADEMIC PROGRESS 
St. Mary’s aims for its students to excel academically and personally.  An invitation to return to the College 
after each year is dependent on satisfactory academic progress.. The implementation of this policy is at 
the discretion of the Principal and particular circumstances which may have had an adverse effect during 
the year may be taken into account. 
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ACADEMIC CENTRE 

The Academic Centre was the initiative of the St Mary’s College and Newman College Councils under the 
leadership of Father Peter L’Estrange, Rector Newman College (1991 – 2005) and the late Sister Deirdre 
Rofe, Principal, St Mary’s College (1997 – 2002) and Sister Maureen Burke IBVM, Principal, St Mary’s 
College (2002 – 2009).   
 
The Academic Centre was designed by architects Maggie Edmond and Peter Corrigan.  Their design for 
the building reflects the vision shared by St Mary’s College and Newman College to enhance the 
educational facilities of the Colleges and promote the Catholic faith and Christian ideals.  
 
 
The Academic Centre facilities are available for use by students 24 hours a day and feature:  

·  A spacious library which includes the Francis Frewin Library collection from St Mary’s College and 
the Jeremiah Murphy Library collection from Newman College; 

·  Excellent study facilities for individual and collaborative learning; 
·  An IT laboratory; 
·  10 tutorial rooms;  
·  4 music practice rooms; 
·  a choral room for recitals 
·  Student lounge. 

 
Academic Centre Library 
The library collection is located in the main reading room on level 2 and the mezzanine reading room on 
level 3.  The Library catalogue can be accessed in the reading rooms or via the web at  
http://academiccentre.stmarys.newman.unimelb.edu.au 
 
Centre staff is available to assist students to use the library collections and facilities in the following times 
during semester: 
 

Monday Tuesday Wednesday Thursday Friday 
9:00am-9:30pm 9:00am-9:30pm 9:00am-

6:00pm 
9:00am-
9:30pm 

9.00am-
5.00pm 

 
Academic Centre IT room 
The Academic Centre is a ‘wireless’ facility.  For those students who do not have access to their own 
personal computer, the IT room on level 2 (main reading room) has 10 desktops accessible 24 hours a 
day.   
 
Academic Centre etiquette is that computers or desks should not be “colonized” for longer than is 
reasonable in the light of other students’ competing needs. 
 
Printing from computers in the IT rooms is managed via the Unicard system. Cards for using the system 
can be purchased at the Academic Centre, University of Melbourne Libraries or the University of 
Melbourne Student Union.   
 
IT updates and other Academic Centre news and information are available from  
http://intranet.academiccentre.stmarys.newman.unimelb.edu.au 

 
COMPUTERS 

Student Computers 
All student rooms in College have access to the Internet, via a CAT 5, 100 Mbs network.  Each student 
must supply their own Ethernet card and have it installed.  The College provides cables to connect your 
computer to the network socket on the wall.   
 
Please note that backup facilities are not available through the Academic Centre server.  You are advised 
to regularly back up your work on disc. 

 
Virus checking software is mandatory for all Windows computers. The University recommends using 
avast! 4 Home Edition for Windows computers and ClamXav for Apple Macintoshes. Both programs are 
free to download. More information at:http://www.studentit.unimelb.edu.au/security/antivirus.html 
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The St Mary’s College Student IT Committee is available to help get your room computer connected to the 
Internet although for most computers there will be no configuration changes required.   
Network connection faults can be reported at college reception in the first instance. Problems can be 
referred from there to the IT manager if needed. 
 
College Printers 
Student printers are located in: North Ground, East One (North End), West (North End) and South One.  
You may print to these printers from student rooms.  If a printer is out of order, please contact a member of 
the St Mary’s Student IT Committee.  Paper and replacement toner cartridges are available from the 
College Office.  A levy for printing costs is included in your enrolment fee. 
 
There are also two combination printer/photocopiers in the Academic Centre on levels 2 and 4.  The 
Unicard copy card from The University of Melbourne operates these printers and these printers are 
maintained by Unicard (which ensures they are stocked with paper at all times).   
 
Costs are as follows –  
 
Photocopying: 
$0.12 single-sided 
$0.24 double-sided 
  
Printing: 
$0.10 single-sided 
$0.20 double-sided 
 
The fully story about Unicard products services and prices can be found at 
http://www.studentit.unimelb.edu.au/doit/print.html 
 
 
Internet and Costs 
Students are all supplied with a University email address.  This can be forwarded to your normal email 
account if you wish.  Students have a College internet access account which covers the costs of their 
internet usage.  Your account is administered through the Academic Centre and can be topped up by 
purchasing cards of varying amounts from either St Mary’s College or Newman College.  Academic Centre 
IT updates are posted on the Centre’s intranet site at 
http://intranet.academiccentre.stmarys.newman.unimelb.edu.au 
 
 
The College has privileged access to the University’s IT system.  Students are encouraged to familiarise 
themselves with the relevant University of Melbourne protocols on 
http://www.infodiv.unimelb.edu.au/itpp/index.html.  Abuse of the system, accessing of pornography, 
breaches of copyright, plagiarism and unacceptable contributions to chat rooms will not be tolerated.  
Breaches of this privilege will result in severe consequences for both the College and the individual. 
 
More information about The University of Melbourne computer facilities, email accounts, training and 
support is available at http://www.studentit.unimelb.edu.au/itguide/  
 
Students are also asked to familiarise themselves w ith the Information and Communication 
Technology [ICT] Policy for St Mary’s College inclu ded as Appendix D in this Handbook. 
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STUDENT CLUB 
 
The St. Mary’s College Student Club has been an incorporated body since 1988.  The Club is managed by 
the General Committee (GC) and is responsible for certain aspects of College life in accordance with its 
own constitution and the rules governing the conduct of the College.  
 
Upon payment of Student Club Fees, all students become members of the St. Mary’s College Student 
Club. 
 
The Student Club strives to live out the following values in all its interactions and activities: integrity, 
honesty, loyalty, respect, fairness, conscientiousness and compassion.  It is these values which underlie 
the St Mary’s College Community. 
 
The Club plays an important role in organising academic, social, cultural and sporting activities, both within 
the College and with other University of Melbourne colleges.  Some of these activities are organised by the 
Student Club, others are undertaken in collaboration with the SCR.  
 
The General Committee is elected annually by the students and is responsible for attending to student 
affairs and represents student interests in its regular liaison with the College administration.  
 
The GC meets on a regular basis and all students are invited to attend its meetings and/or read the 
minutes which are displayed on the GC notice board outside the entrance to the JCR.  The GC also 
organises two General Student Club meetings per year which all students are expected to attend.  These 
will be held on the same night as the Principal’s Dinner. 
 
The GC consists of: 

  President    Vice-President 
  Secretary     Treasurer 
  Cultural Representative   Social Representative 
  Two General Representatives  Male Sports Representative 
  Female Sports Representative  Fresher Representative  

 
An election will be held for the position of Fresher Representative on the GC early in Semester One.  All 
first year students are invited to consider running for this position. 
 
There are also the positions of Fresher Cultural Representative and Fresher Sports Representatives which 
first year students are encouraged to apply for. 
 
The President of the Student Club is an ex-officio member of the College Council.  Students also elect one 
other member of the Student Club to the College Council. 
 
The Student Club also consists of a number of sub-committees which contribute in various ways to 
College life.  The sub-committees include: 
 IT Sub-committee    Drama Sub-committee 
 Magazine Sub-committee   Ball Sub-committee 
 Food Sub-committee    Constitution Sub-committee 
 Social Awareness Sub-committee  Environment Sub-committee 
 Resident Conduct Sub-committee  O Week Sub-committee 
 Workscheme Sub-committee 
 
College Activities 
There is scope for a variety of activities within the College.  For the past few years, the most regular 
meetings have been associated with social action and reflection, as well as the production of the College 
magazine, the annual College play, the College Ball, JCR Jam and other such activities.  There is the 
possibility of great variety and many avenues for interest and initiative.  Students are warmly invited to join 
such activities!   
 
Inter Collegiate Activities 
It is expected that all St. Mary’s students uphold our values and always display good spirit when 
competing.  Furthermore students must abide by the ‘Intercollegiate Policies and Guidelines for 
Residential Colleges of The University of Melbourne’. 
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ST MARY’S  COLLEGE  STUDENT CLUB  - 2009 
 

GENERAL COMMITTEE 
 

  President    Emily Rawlings 
  Vice-President    Ken Oh 
  Secretary    Emily Godfrey 
  Treasurer    Stephanie Williams 
  Cultural Representative  Gerard Kennedy 
  Social Representative  Carl Tengstrom 
  General Representatives Timothy Murphy & Miriam Poyner 
  Sports Representatives  Thomas Crabtree & Kate Harwood 
  Fresher Representative  TBA 

 
SUB COMMITTEES 
 
Environment Committee Convenor:   Kathryn Whyte 

Information Technology Convenor:   tba 

IT Committee Convenor:    James Hellwege 

Liturgy Coordinator:     tba 

Constitutional Advisory Committee Convenor:   Kelly Grant 

Social Awareness Committee Convenor:   Chris Yoo 

Catering Convenor:      tba 

Non Melbourne University Representative:   Isaac Demase 

College Council Representative:    Robert O’Shea 

International Representative:    Seok Mei Lim 

Fresher Sports Representatives:    tba 

Fresher Cultural Representative:   tba 

Merchandise Representative:    tba 

Magazine Committee Convenor:    Catriona Catterson 
 
Resident Conduct Committee:   

Emma Brewster  Seok Mei Lim 
    Sarah Gleisner  Lucy Lees 
    Frank Salvo 

 
Drama Committee:  Charmaine Green  
 
Workscheme:   Tristan Rennick – Leader Jessica Mewing – Leader 
    Russell Lamattina – Fines Phillippa Tippett – Fines 
    Emma Brewster   Danielle Forbes 
    Katharine Bennett 
 
Ball Committee:   Sarah Morris 
 
O-Weekers:  Bridget Doyle   Patrick Lanyon 
  Stuart Panozzo   Nick Wilson   
 

DINING ROOM 

 
Sharing meals is an integral part of College life.  It is a time for enjoying each other’s company and 
strengthening community, and students are encouraged to attend all meals unless academic commitments 
preclude this.  Please note the required standards of dress and behaviour below. 
 
Dining Room hours: 
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Breakfast Weekdays 
Weekends 

  7.30 am   -    9.30 am 
  8.30 am   -  10.00 am 

Lunch Weekdays 
Weekends 

12.30 pm   -    1.30 pm 
12.30 pm   -    1.30 pm 

Dinner Monday to Thursday 
Friday to Sunday 

  6.30 pm   -    7.15 pm * 
  6.00 pm   -    7.15 pm 

* High Table Tuesday and Thursday  
 
The Dining Room will be closed outside of these hours.  A selection of food is available at other times in 
the kitchenette (located next to the JCR). 
 
Academic Gowns are worn to all formal dinners [Monday, Tuesday & Thursday during the academic 
Semester and on special occasions as specified by the Principal.] 
 
Thongs, baseball caps, singlets, slippers or pyjamas are not acceptable dress in the Dining Room.  
Students must wear appropriate footwear at all times. 
 
Dinner Dress:  Monday to Thursday  and High Table 
  Men:  Long pants and shirt with a collar. Women:  Smart casual. 
  All:  Academic Gown and suitable footwear. 
 
  Other Days 
  All:  A tidy standard of dress is expected. 
 
Entry to the Dining Room is from the front East entrance.  Students are not permitted  to enter the Dining 
Room through the kitchen area. 
 
Mobile phones are to be turned off before entering the Dining Room.   
Alcohol is permitted in the Dining Room only on special occasions with the Principal’s permission.   
 
Prior arrangement must be made with the Functions Manager with regard to any activities to be held in the 
Dining Room. 
 
With the exception of what is taken for a cut lunch, food should not be removed from the Dining Room 
without the prior permission of the Functions Manager.  Late meals will be provided for those whose 
commitments preclude them from attending the normal evening meal. 
 
To enable the Dining Room and Kitchen to function effectively, please do not remove any equipment, 
cutlery, crockery, etc. on a permanent basis.   Some meals may be eaten in the Courtyard, notably 
lunches and weekend meals, but crockery/cutlery is to be returned immediately after the meal. 
 

HIGH TABLE  
There is a High Table each Tuesday and Thursday night.  Grace is said together before and after the meal 
and important notices are given after the main course.  If late, please excuse yourself to the Principal 
before taking your place.  If it is necessary to leave during the meal, excuse yourself to the Principal before 
leaving.  Academic gowns are worn to dinner on Monday, Tuesday and Thursday and on other occasions 
as notified. At such formal meals, students are asked to dress appropriately.   
 
 

GUEST MEALS  
The charge for additional guests is $6.00.  This charge will be added to students' accounts at the end of 
each month.  Students must sign the Guest Meal Register in the Dining Room when they bring guests. 

 
MEALS 

 
KITCHEN ACCESS 

For reasons of health and safety regulations and appropriate staff working conditions, general student 
access to the production areas of the Kitchen is not permitted .  This includes the cool room, freezer, 
cupboards, the storeroom and cooking areas. 
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There is an area provided for students' convenience which has microwave, grilling and toasting facilities.  
Provisions such as milk, bread, cheese and cordial will be stored in the refrigerator or under the bench in 
this area.  If an item is unavailable, please approach a staff member.  Access is from the Dining Room 
door nearest High Table and only during scheduled meal times.  Access to the Dining Room is not 
permitted at any time via the South kitchen service door. 
 
 
 

LATE MEALS  
Late dinners will be arranged for those attending lectures or tutorials.  Please sign your name on the sheet 
provided on the Sacristy table outside the Dining Room door before 5.30 pm.  Late meals are taken to the 
St Ann’s room by 7.30 pm.  Please return cutlery and crockery to the Dining Room (or wash and leave 
neatly on the sink) after use and leave the room clean and tidy. 
 
Early dinners are not available. 
 
 
 

SPECIAL DIETS 
Please inform Functions Manager of any specific dietary needs. 
 
 
 

JUNIOR COMMON ROOM KITCHENETTE   
The JCR kitchenette has tea, coffee and hot chocolate making facilities as well as bread for toast and 
fresh fruit available at all times.  Snacks may be taken into the JCR or the TV room.  Some crockery and 
cutlery is provided in the JCR kitchenette.  As this is a communal area, it is important that each student 
washes used equipment and leaves the area clean and tidy.  The kitchenette will be available on the 
condition that it is left in a hygienic state, however, this privilege will be withdrawn if residents are unable to 
maintain this area in an acceptable manner. 
 
 
 

JUNIOR COMMON ROOM 
If food/drink is consumed in this area it is up to the individual to clean up after themselves and leave the 
JCR tidy and clean.  At no time are food and drink to be rested on the pool table or other furniture. 
 
 
 

MEALS IN THE COURTYARD / BBQS  
Dinners may be eaten in the Courtyard from Friday to Sunday.   However, if crockery and cutlery are not 
immediately returned to the kitchen, then this policy will be reviewed.  
 
Students must obtain permission from the Deputy Principal before arranging BBQs in the West Garden. 
 
Disposable equipment is available for use on special occasions.  Please make prior arrangements with the 
Functions Manager. 
 
 
 

 
 

COLLEGE COMMUNITY 
 
The Principal reserves the right to send away from the College or to refuse admittance to any student who 
does not act in accordance with its principles.  Key among these are matters of satisfactory academic 
progress, respect for others and care for the physical environment of the College.  Each case will be 
considered on its own merits.  Any student who is required to meet with either the Principal or Deputy 
Principal regarding a disciplinary matter is entitled to bring another student as a support if they wish. 
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Besides being responsible for representing the general interests of the students and promoting student 
activities, the General Committee of the Student Club is also invested with some disciplinary powers. It 
exercises these powers through the Residential Conduct Committee (RCC).  It has the power to fine 
students or refer matters to either of the Deputy Principal or Dean of Studies. Students with discipline 
complaints should contact the RCC. If in doubt, please contact the Deputy Principal for advice. All students 
have the right to appeal RCC decisions to the Deputy Principal who in turn reserves the right to overturn 
any decision made by the RCC. If either party is still unhappy with the outcome, the final office of appeal is 
directly to the Principal.  Refer to Appendix C for more information on the RCC. 
 
The Work Scheme Committee also has certain disciplinary powers to ensure the satisfactory co-ordination 
of the Work Scheme.  It works in a similar manner to the RCC.   
 
 
 

DESK DUTY 
All students, except GC and Senior Students are expected to perform desk duty once a semester.  This 
involves being present at the front desk on the assigned night to welcome and assist visitors to the 
College.  This is particularly important on tutorial nights or on special evenings.  Failure to attend or find a 
swap will incur a fine from the General Committee. 
 
 

DRUGS AND ALCOHOL  
State and Federal law apply within the College and must be observed at all times.  Possession, cultivation 
and use of illegal substances will not be tolerated. 
 
Alcohol can be consumed only in the dining room when a function has been organised by the College 
Administration and/or the Student Club, or with permission from the Principal. 
 
Alcohol consumption in rooms is permissible, but residents should remember that they must abide by the 
rules involving noise levels. Any mess associated with the consumption of alcohol is the responsibility of 
those who have been involved and it is not the responsibility of the cleaners to clean up after social 
activities.  After a Turn it is the responsibility of the GC and the students who have been rostered to clean 
up to ensure that the room is left in an acceptable state.  Students who do not carry out these duties when 
rostered on or do not find an appropriate swap will be fined. 
 

ENERGY 
St Mary’s College is committed to reducing its impact and use of energy (water, electricity, etc) and  
residents are strongly encouraged to use water sensibly and with due regard to its importance.  Lights and 
electrical equipment should be turned off if not in use for prolonged periods of time 
 
 

HARASSMENT  
All forms of harassment, be it verbal, written, sexual or physical, is unacceptable.  This includes 
harassment via e-mail or telephone use, as well as direct physical or verbal actions.  Please refer to the 
Sexual Harassment Policy included in Appendix A. 
 

HEALTH QUESTIONS 
Students are encouraged to tell a member of staff about any illness or on-going medical condition.  It is 
particularly important should you require assistance and you are unable to tell medical staff yourself. 
Students who use injecting equipment must dispose of all parts in a sharps container and have due regard 
for the safety of others, including cleaning staff.  Personal medication must be kept in rooms and used only 
by the person to whom it has been prescribed.  Please also refer to the section detailing contacts for 
Medical Professionals.   
 
 

NOISE 
Noise, particularly from stereos, can be a source of tension to others who may want to study or sleep or 
who may have different tastes in music.  Please keep any noise at a level that cannot be heard outside 
your own room when the door is shut.  This ensures the rights of all students to good study conditions are 
maintained.  
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Noise in passages or from rooms should cease betwee n 11.00 pm and 9.00 am .  Please take special 
care regarding noise at night in all community areas eg. bathrooms, courtyard, foyer and car park. 
 
Students are encouraged to arrange any parties either off campus or in the JCR.  Private parties are not 
permitted in student rooms or other areas of the College. 
 
Breaches of the noise policy will be heard by the Resident Conduct Committee (RCC) and may result in a 
fine. 
 
 

PARTIES 
Parties are generally not allowed in the College during the academic year.  Exceptions may be negotiated 
with the Principal in consultation with the GC President. 
 
 

PETS 
Animals are generally not permitted in College.  Any exceptions to this must have written permission from 
the Principal. 
 

PRIVACY 
A resident’s room is their only private area in College and must be treated with utmost respect.   
Residents should not enter the rooms of others unless invited to do so.  Students cannot obtain a key to 
enter a locked room unless they have written permission of the occupant or under exceptional 
circumstances which will be decided by senior College staff member. 
 

DAMAGE TO COLLEGE PROPERTY 
It is expected that all residents will respect all aspects of College property.  Students will be held 
responsible and expected to pay for any damage that they may cause in College, whether it be in their 
rooms or in any of the common areas of College.  Admission of damage will be treated more leniently. 
 
 

RUMOURS AND GOSSIP 
St. Mary’s promotes a culture that respects individuals and their right to privacy.  Therefore, to start or 
spread rumours or gossip about any member of St. Mary’s community is considered unacceptable and will 
result in disciplinary action. 
 

SMOKING 
St Mary’s College is a non-smoking area.  There are some areas outside the College where special 
ashtrays are provided which may be used by smokers.  Students who disregard the no smoking policy will 
receive a warning from the Deputy Principal. The second offence will incur a $50.00 fine.  Any subsequent 
offences will incur a $100.00 fine and the student’s place in College will be reviewed.  Habitual offenders 
may have their place in College terminated. 
 
 

WORK SCHEME 
Each student is required to contribute up to two hours each week to the Student Work Scheme which 
assists the College to contain fee increases. 
Students are responsible for co-operating whole-heartedly with the organisers of the Work Scheme and 
fulfilling the work assigned to them or, if unavailable, to arrange to swap with another student. 
Students who are late or absent from their allocated task without due cause will be fined by the Work 
Scheme Committee.  Prompt payment of fines is expected. 
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ARRIVING, STAYING, DEPARTING 
 

STUDENTS 
 
ARRIVAL : Students are asked to arrive at the College on the Sunday prior to the commencement of 
Semester between 2.00pm and 5.00pm.  The first meal provided will be the evening meal.  Keys and a 
security pass are available from the College Office.  The security pass will provides access to the external 
doors of the College as well as the Academic Centre and the key will open and lock your bedroom door. 
 
DEPARTURE: Students leaving the College during semester breaks or at the end of the year must return 
all keys and security passes to the College office and sign out in the Student Register, in the folder on the 
Foyer table.  All paperwork including a forwarding vacation address should be handed in to the College 
office prior to departure.  
 
Students who do not return keys and their security pass will be charged the current vacation rate until 
these are received by the College. 
 
All residents are charged a $50 key deposit for their room keys and a $30 security pass deposit.  These 
deposits will be refunded on return of keys at the end of the final year.   If keys or security passes are lost 
a replacement fee must be paid: $50 for room keys;  $30 for security passes. 
 
FINAL ROOM INSPECTION: At the conclusion of the year all rooms are inspected by the Functions 
Manager.  Any damage or excessive wear and tear will be charged to the student resident.  Please report 
all Maintenance issues promptly, as small problems can quickly escalate and incur charges for repairs. 
 
VACATION RATES: During Vacation periods residents are required to return their keys to the College 
office.  Any resident who fails to do this may be charged the current vacation rate per day. 
 
ABSENCES: Students absent from College overnight or for more than 24 hours are required to fill in the 
Student Register located in the Office during business hours or on the front desk after hours.  Alternately, 
students can fill in an “absent from College” form, available on each tutor’s door.  This is most important 
for safety reasons, eg. evacuations or to facilitate urgent contact by the College, family or friends.  
 

VISITORS 
 
Students may entertain visitors in their room or in the TV Room or JCR.  Visitors must observe the rules of 
the College.  Residents are responsible for the behaviour of their guests and will be held responsible for 
any damage caused by them.  Visitors are not permitted to use College facilities such as the Academic 
Centre.  Please accompany all late night visitors from the College premises when they are leaving. 
Guests, friends or family are not invited to College turns.  
 

OVERNIGHT GUESTS 
Accommodation for one guest for no more than 2 nights is possible, but students must have prior 
permission (see attached form – spare copies are available in the College Office) from the Principal and 
adequate notification must be given to the Functions Manager.   
Under no circumstances are students permitted to ha ve guests overnight during the Swot Vac and 
Examination periods.  
Mattresses for guests can be requested from the Functions Manager (ext 501) from Monday to Friday 
between 9.00 am and 5.00 pm.  If your guest is arriving on the weekend you must arrange for a mattress 
on the Friday as Tutors do not have access to the storage room.  Mattresses will be supplied only to 
students who have been issued with a receipt.  Mattresses are to be returned to the Functions Manager 
after use. 
 
A charge of $15 is made for all overnight guests. 
 
For safety and security reasons, students must sign  guests into the Guest Register at the Front 
Desk.  
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Overnight  Stay Request Form:  
 Note: 72 hrs notice required prior to stay. 
 
Name of 
Student:…………………………………………………………………… 
 
Room No:…………………………………………….. Ext. No:……… 
 
Name of 
Guest:……………………………………………………………………… 
 
Date of Stay:………………………… Duration:……………………………. 
 
I hereby request permission for the abovementioned guest to stay 
overnight. I shall comply with the rules as per current St Mary’s College 
Handbook.  Guest will vacate room by 10.00am the following morning.  
Fee: $15 per night, breakfast included.    
 
Signed:………………………………………………….. 
 
Approved by Principal: 
Permission Granted   YES / NO 
 
Signed:…………………………………………………Date:…….…  
 
Office Use Only: 
 
Housekeeping  Notified: YES/NO ………………………………………. 
 
Duty Tutor Notified:  YES/NO ………………………………………. 
 
Account rendered:  YES/NO ………………………………………. 
 
 
(Spare copies of this form are available in the College Office.)
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ROOMS 
Students are responsible for the care of the furniture and fittings of rooms and will be held accountable for 
any damage. 
 
Rooms are cleaned by the cleaning staff once a week but all residents are expected to keep their rooms in 
good order.  Should a room be in a state that makes cleaning difficult, the cleaning staff will report this 
situation to the Functions Manager and Deputy Principal, who will contact the student to rectify the 
problem.   If this occurs more than once the student will be invoiced for the additional staff time and 
cleaning costs.    As a courtesy to cleaning staff, if an accident occurs, eg. vomiting, the Functions 
Manager should be notified, but note that costs will be incurred for the clean-up.  It is important to report 
these incidents as soon as possible as costs escalate the longer a problem is left untreated. 
 
All students must complete a room condition report when they first move into their room.  This report is 
provided in your Welcome Pack and must be filled in and promptly returned to the College Office.  It is 
important to complete this thoroughly, noting any existing defects or outstanding maintenance to avoid 
charges for damage when the student vacates.  Charges for damage will be recovered from the 
refundable Bond Deposit at the end of the year.  Please inform the Functions or Maintenance Manager if 
damage occurs as soon as possible so that it can be rectified quickly and avoid any additional charges. 
 
Please do not move furnishings and curtains. Please do not use pins or safety pins on the curtains. 
College furniture should not be moved from the room to which it has been assigned without permission 
from the Functions Manager.   

ELECTRICAL EQUIPMENT  
Students may have electrical equipment such as computers, lamps, stereos and hair dryers in their rooms. 
If students use a power board, it must be fitted with automatic cut-off and surge protection.  No form of 
heating or cooking equipment is permitted in indivi dual rooms.   Students are permitted to have a 
fridge in their room; however, fridges must be less than 5 years old.   

DAMAGE  
Wilful damage will not be tolerated and will incur a penalty. Damage and disrespect of property may lead 
to students being asked to leave the College.  The GC will assist the College administration in determining 
the appropriate response. 

HEATING 
The College is centrally heated.  Residents are asked to assist consciously in keeping down heating and 
power costs.  Lights [excluding security lights], stereos etc. are to be turned off when not in use.  Any 
problems with the system should be directed to the Maintenance Manager. 
Other types of heaters are not permitted. 

MAINTENANCE  
Requests for minor maintenance eg. dripping taps, replacement light bulbs, should be directed to the 
Maintenance Manager via the Maintenance Register located on the shelf underneath the student mail 
board.  These matters will be attended to as soon as practicable.  Major maintenance problems should be 
directed to the Business Manager.  At the AGM of the Student Club, Wing Reps are elected who will have 
responsibility for reporting any general maintenance needs in the Wing. 

SAFETY 
Candles and incense must not be burnt in bedrooms because they are highly likely to  trigger the 
fire/smoke detectors and the student responsible will be liable for the MFB call-out charge (approx. $443 
per fire truck per 15 minutes or part thereof).  Students are not permitted to hang anything from the 
sprinkler fixture as it may malfunction, causing water damage, the cost of which, plus the Melbourne Fire 
Brigade call out charge, will be invoiced to the student. 

THE COLLEGE ROOF 
Students are not permitted to walk on the roof at any time.  Students will be suspended for a breach of this 
regulation.  If articles need to be retrieved, please contact the Business Manager or Maintenance Officer. 
 

WALLS & POSTERS 
Walls can be decorated and must be treated with care.  Use only grey coloured blu-tack to attach posters 
to the wall surfaces.  No stickers, tape, pins, hooks or nails are to be used.  Evacuation Procedure notices 
on the back of each door are not to be covered with posters or other material.   Posters displayed in rooms 
are to be such as not to be able to give offence to any student, staff member or visitor.  Students are not 
permitted to hang clothing from the window sills or display posters on windows. 
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FACILITIES 

 
BICYCLES 

Bicycles or scooters are not permitted within the College buildings. Bicycles must be kept in the secure 
bike shed provided at the western end of South Wing, or in the purpose built shed in West Garden.  All 
bicycles must be registered with the College Office.  They should be locked individually as the shed is 
permanently open.  Bikes are left at your own risk.  All bicycles left in the shed during vacation times need 
to have a registration tag to avoid removal. 
 

 BINDING & LAMINATING  
The College Office offers the following services to resident students: 
A4 Laminating: 50c per sheet 
Binding: $3 - $5 depending on size of document. 
These services require at least 24 hours’ notice; however, this may be longer at busy times of the year. 
 

BOOKS 
A selection of recently-released novels is available for student borrowing from the bookcase located in the 
JCR.  Students are asked to return books promptly to the bookcase once they have read them. 
 

CAR PARK  
Limited car parking is available on application by senior students in 2009 at a special rate of $525.00 per 
annum which is payable on acceptance of an offer of a car space.  Arrangements for parking permits and 
temporary parking are to be made through the College Office.  Parking is not permitted without a valid 
permit and The City of Melbourne traffic officers will issue infringement notices to unauthorised vehicles. 
 

CLEANING 
Rooms are cleaned weekly according to the following schedule: 
 
North building   Monday second floor, students.  

·  Tuesday first floor, students and tutors. 
·  Wednesdays ground floor, students and tutor. 

 
South building  Monday second floor, students and tutors. 

·  Tuesday first floor, students and tutors. 
·  Wednesday ground floor, students and tutors.  

 
East building   Monday second floor, students and tutors. 

·  Tuesday first floor, students and tutors. 
 
West building  Wednesday West wing, students and tutors. 
 
If a room is not able to be cleaned for 2 consecutive weeks, the matter will be referred to the Deputy 
Principal.  Please dispose of personal items, such as tissues. 
 
 

FAX 
A fax machine is available for student use.  The number of the Student Fax for receiving faxes is  
9349 9689.  To gain access to the fax machine please contact a GC member.   
Faxing is available through the College office: 50c per local fax, $1 for STD and $3 for international. 
Again, 24 hours’ notice is required and this may be longer during busy periods. 
 

FLOWERS 
Students are welcome to pick flowers from West Garden only, however please do not take flowers from 
the courtyard area. 
 

FURNITURE 
Requests relating to furniture – additional or to be removed – should be directed to the Functions 
Manager. 
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KEYS & SECURITY PASSES 

Students are issued with a key to their room and a security pass which gives them access to the College 
and the Academic Centre. 
 
If either a key or security pass is lost, it must be reported to the College Office immediately.  Security 
passes can be replaced at a cost of $30 – payment must be made to the Academic Centre. 
 
 

LAUNDRY 
Coin operated laundry facilities (washing and drying) are located in the basement area under the Kitchen 
and in the West Wing.  Ironing facilities are available in each laundry.  The machines use $1 coins.  
Change is available from the College Office. 
 
Students supply their own sheets and towels and are responsible for their own laundering.  The College 
provides mattress protectors and pillow protectors.  Blankets are available on request. 
 
Laundries are provided for the convenience of residents and should be used only during reasonable hours 
to avoid disturbance to others.  If machines are in use, residents should allow the cycle to finish completely 
before removing the clothes from the machine.  If there are any problems with these facilities please 
contact the Functions Manager. 
 
Clothes lines are available in West garden opposite the BBQ.  No clothes are to be hung out in other areas 
of the College. 
 
 

LOST PROPERTY 
The Functions Manager is responsible for lost property. Enquiries can be made with the Functions 
Manager from Monday to Friday between 9.00am and 1.00pm.  Any property not reclaimed by year-end 
will be donated to the St Vincent de Paul. 
 
 

MAIL  
The postal address of the College is: St. Mary's College 
     PO Box 140 
     PARKVILLE  VIC  3052 
 
Students' mail will be placed on the mail board opposite the door to the JCR. 
 
 

NEWSPAPERS & MAGAZINES  
Copies of the Melbourne daily papers are provided by the GC in the JCR for use by students.  A small 
selection of monthly magazines are also provided by the College in the JCR, with a wider selection being 
available in The Academic Centre. 
 
 

PHOTOCOPIER 
The students may use the photocopier located in the Academic Centre. The Unicard copy card from The 
University of Melbourne operates this machine. The copier is maintained by Unicard who also provide the 
copy paper.  The photocopier in the College Office is not available for general student use. 
 
 

TABLE TENNIS & POOL TABLES AND GAMES 
Table Tennis and Pool tables have been provided by the Student Club.  Any person found damaging 
these will be required to pay for repairs.  The College has also provided a selection of board games in the 
JCR. 
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TELEPHONES  

There is a telephone in each room.  Initially $50.00 credit for telephone calls is paid by each student with 
the Enrolment and Re-enrolment Fee.  Once the $50.00 credit is used, the telephone cuts off and a 
payment, payable at the College office is required to reconnect the telephone.  Each telephone has 
voicemail and all incoming student telephone calls will be directed to the student telephones.  
 
Local calls (metropolitan area) are charged out at $0.15 cents each.  STD calls and calls to mobiles are 
charged according to the duration of the call.  Students who intend to make such calls on a frequent basis 
may find it cheaper to use a telephone card (available for purchase from newsagents).  Students are able 
to check the balance of their telephone account with the College Office during working hours.   
 
Please note that the telephone system does not automatically cut off if credit runs out whilst a call is in 
progress; but will continue charging until the call ends. 
 
Each student is issued with a four digit PIN number for your telephone security.  As with any other type of 
PIN number, it should not be given to anyone else. Please ensure that your phones remain locked when 
not in use. 
 
Basic Phone Instructions: 
 
To make a telephone call -  

1.  Key in * 81000 
2.  Then key in your three digit extension number - xxx 
3.  Then your pin number - xxxx 
4.  Dial "0" to get an outside line: 
 
For example -  

*81000   123          1234         0   93499555 
  ext     pin 
 
5.  You can dial this combination from any internal phone in the College and use your own phone credit to 
make calls. 
 
To set up your voicemail, dial * 91 and follow the prompts. 
 
To lock your phone, dial * 3 and then your pincode.  You should always lock your phone when it is not 
in use.  
 
If your family or friends wish to call you, then they should dial  03 9349 9_ _ _ (the last 3 numbers are your 
extension number.) 
 
 
Please refer to the attached instructions for great er detail on how to use your phone.  
 
 

TV ROOMS 
The TV rooms are common facilities to be used by all and consideration for each other should be shown at 
all times.  If food/drink is consumed in this area it is up to the individual to clean up and leave the TV room 
in a clean and tidy condition.  All furniture is to be treated with respect. 
 
 

VENDING MACHINES 
The Student Club is responsible for the snack and drink vending machines located outside the Frewin 
Room. These facilities should be respected as a privilege. 
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FINANCE 

 
FEES AND CHARGES 

Accounts are issued early in each semester and must be paid within 14 days.  Arrangements need to be 
made with the Business Manager to vary this schedule. 
 
The period of a student's residence covered by the Basic College Fee extends from the day prior to the 
commencement of the respective university’s lectures in First and Second Semesters until 24 hours after a 
student's final scheduled exam up to a maximum of 35 weeks.  Students are expected to leave College 
within 24 hours of their last scheduled examination.  Any exceptions must be negotiated with the Principal.  
Students may apply to the Principal for permission to stay during the mid-year break; however, 
accommodation may not always be available during this period due to conference requirements.  Further, 
as this break is not covered by the Basic College Fee, the current vacation rate per day applies.  For 2009, 
the student vacation rate is $30 per day ($210 per week) and we cannot guarantee that students will be 
able to remain in their existing room. 
 
If special circumstances require that a student leave College during the academic year, 42 semester days' 
notice must be given or 42 days' fees paid. 
 
If any fees, fines or additional charges remain outstanding at the end of any semester, re-enrolment at the 
College will not be considered.   
 
 

BOND DEPOSIT 
The College collects $150 deposit per student.  This deposit, covered in the Enrolment Fee, is refunded 
when the student leaves College for the final time, following a satisfactory room inspection, the payment of 
any outstanding debts and the return of all keys and security passes. 
 
 

KEY AND SECURITY PASS DEPOSITS 
All residents are charged a $50 key deposit for their room keys and a $30 security pass deposit.  These 
deposits will be refunded on return of keys at the end of the final year.   If keys or security passes are lost 
a replacement fee must be paid: $50 for room keys and $30 for security passes. 
 

HEALTH, SAFETY AND SECURITY  
 

ILLNESS  
It is important that a senior member of staff, the College Office or Duty Tutor be informed if students are ill, 
so that students can be assisted to access appropriate assistance if required.  All illnesses are recorded to 
allow follow-up as required.  Telephone numbers for medical assistance are located on the back page 
under Important Telephone Numbers.   
 
Please inform a College Staff Member about treatment plans concerning chronic ailments, eg. diabetes, 
asthma, allergies, epilepsy, etc. since this information will assist the College staff to respond in the case of 
an emergency.  It is advisable to inform the Deputy Principal and Dean of prescription medication you may 
be taking as this will aid informed decision-making in the event of an emergency.  Be aware of the 
unpredictable dangers of mixing alcohol and medications. 
 
If you are unwell for a short period and would like assistance with meals, etc. please advise either the 
Principal or Deputy Principal. 
 
Please discuss any extended absences from University classes with the Dean of Studies.  
 
 

EXTERNAL DOORS 
College security is a matter of prime concern.  The front door is open from 8.30am until 6.30pm on week 
days.  All other external doors to the College remain locked at all times. 
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Security cameras are located at all external doors. 
 
Propping doors open and loaning keys to non-residen ts are regarded as very serious breaches of 
security. Students will be disciplined for such bre aches . 
 
 

INSURANCE RISK 
Colleges are high-risk theft areas. Students are advised to lock their room each time it is left vacant even 
for a short period. If a student loses a key or locks their key in their room they should contact their Mentor, 
Tutor, the Duty Tutor, the College Office,  or Night Porter as appropriate. Tutors will provide students with 
access only to their own rooms. Tutors will not provide access to another student’s room without that 
student’s permission being given personally to the Tutor. Information concerning security incidents in other 
Colleges is posted on the noticeboard near the Dining Room.  
 
Students' personal belongings including sound equipment, radios, musical instruments, computers, mobile 
phones, bicycles, etc. are insured under the College insurance policies; a $500 excess applies.  This 
insurance cover only applies if your room is locked, hence we stress the importance of locking your door at 
all times even when absent for a short time.  You are strongly encouraged to arrange private insurance 
cover for any item which you may take regularly out of College. 
 
The College encourages students to have important portable items (iPods, cameras, etc.) security 
engraved by the Police.  Carlton Police contacts are on page 46. 
 

SAFETY INFORMATION 
 

FIRE AND OTHER EMERGENCIES 
Practice evacuation drills are held regularly.  Emergency and evacuation procedures are explained on the 
notices posted on doors of bedrooms.   
 
Smoke and heat detectors and sprinklers have been installed in each bedroom.  Break Glass Alarms are 
situated at the entry level on each floor.  Please do not attach any items or obstruct detectors in any way.  
Note that heat detectors are fragile and minimal amounts of smoke can set off the alarms so any fire and 
smoke producing items, such as candles or “sparklers”, are not to be used in rooms. 
 
 

FIRE EQUIPMENT 
Residents must not interfere with any fire-fighting equipment, except in the case of a genuine fire.  Misuse 
of fire equipment or fire alarms will result in severe disciplinary action as such actions endanger the safety 
of all College members. 
 
 

FALSE ALARMS  
The College bears the cost for any emergency vehicles that responds to a false alarm.  If student[s] cause 
a false alarm they will be expected to cover this cost.  Residents are advised to take great care not to 
accidentally activate smoke detectors in wings/rooms. 
 
 

FIREARMS, FIREWORKS AND WEAPONRY 
Under no circumstances will these be allowed in College. 
 
 

EMERGENCY – AFTER HOURS NUMBER 
In the case of an emergency between 11.00 pm and 3.00 am contact the Night Porter at the Front Desk on 
ext 510. 
 
At other times contact ext 514 (9349 9514 from external phones).  This number will reach the rostered 
Duty Tutor.  
 
 

EVACUATION PROCEDURE 
Please see Appendix E  for complete details. 
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APPENDIX A 
 

INTERCOLLEGIATE POLICIES AND GUIDELINES 
FOR RESIDENTIAL COLLEGES OF THE UNIVERSITY OF MELBOURNE  

 
The following appendices are included following discussion and agreement by the Heads of Colleges: 
Associate Professor J. Munro  Rev Dr R. Black   Dr E. Hepburn IBVM 
Head     Master    Principal 
International House   Ormond College  St. Mary’s College 
 
Dr. D. Powell    Professor D. Runia  Mrs P. Connelly 
Principal    Master    Principal 
Janet Clarke Hall   Queen’s College  Medley Hall 
 
Associate Professor A. McGowan Dr J. McDonald   Mrs B. Green 
Warden  & President   Head of College   Principal 
Trinity College    University College  St. Hilda’s College 
 
Ms M. Welsford    Fr W. Uren SJ   Mr E. Spanti 
Warden     Rector    Warden & CEO 
Whitley College    Newman College  Graduate House 
 
 
 
 

COLLEGE FUNCTIONS AND THE ENVIRONMENT PROTECTION ACT 
The Heads of Colleges have given consideration to legal advice about the requirements of the 
Environment Protection Act with reference to Residential Noise. 
 
The Act requires quietness from 10.00pm to 7.00am from Sunday to Thursday and from 11.00pm on 
Friday and Saturday. The Heads believe that the Colleges, by mutual agreement, could adopt guidelines 
that were less strict than these. 
 
In adopting uniform guidelines, each College expects that its neighbours and itself will live with mutual 
consideration and tolerance. 
 
The Heads adopted the following: 
 
"The Heads affirm that the Colleges respect the Environment Protection Act especially in regard to 
unreasonable noise, and therefore, for all College functions, the following limits must be strictly observed: 
 
 * 12 midnight  drinks off 
 * 12.30am  music off 
 *   1.00am  all quiet 
  A College may schedule earlier times than these. 
 
It must be clearly understood that this resolution applies to the Colleges only.  Residents adjacent to the 
Colleges, or indeed any resident of any College, may lodge complaints or take legal action under the 
stricter provisions of the Act. 
 
It is therefore imperative that the issue of noise be treated with sensitivity. A co-operative community 
approach between Colleges allows us to attain some advantages which would not otherwise be available 
in a residential setting. 
  
Colleges are places of study, and noisy functions late at night disrupt those wishing to study and sleep 
prior to lectures - and in some case, examinations. 
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GUIDELINES FOR TIMING OF INTERCOLLEGIATE EVENTS 
 
To ensure the proper integration of intercollegiate events (i.e. those organised by individual Colleges, ICC, 
ICSC and ICAC) with the calendars of each of the University of Melbourne Colleges, Heads of Colleges 
have agreed to the following Guidelines.  These Guidelines cover all events, including meetings, social 
and sporting functions and competitions. 
1. By agreement with the Heads of Colleges prior to the commencement of each academic year 

(under 7 below), two Wednesday evenings per semester may be used for intercollegiate events 
organised by the ICC, ICSC or ICAC. 

2. Organisers of intercollegiate events are encouraged to hold them on Friday evenings and 
Saturdays, and on Sundays at times which do not clash with Chapel commitments (i.e. there 
should be no intercollegiate events between 5.30p.m. and 8.30p.m.).  On some Sundays, 
8.30p.m. is likely to prove a good time for certain intercollegiate events. 

3. Monday and Tuesday evenings between 7.00p.m. and 9.30p.m. are reserved for the 
intercollegiate tutorial programme.  Due to other programmes which follow tutorials, no 
intercollegiate event should be held on Mondays.  Any event on Tuesday should not begin before 
9.30p.m.  Balls may not be organised for a Tuesday. 

4. On Wednesdays and Thursdays, fixtures and other events before 9.30p.m. should not involve 
Colleges which hold tutorials on those nights.  Thursday night is a tutorial night for all Colleges 
except International House, Ridley, and Whitley, which hold tutorials on Wednesday nights. 

5. Intercollegiate events may not be organised for the last two teaching weeks of each University of 
Melbourne semester, nor during swot vac or the examination period. 

6. Intercollegiate events should be timed so as not to coincide with University academic 
commitments.  Subject to these guidelines, intercollegiate events should be held at night or on a 
weekend, rather than during the day on weekdays. 

7. The ICC, ICSC and ICAC programmes for each year should be drafted by 1 December of the 
previous year, and submitted for approval by the Heads of Colleges at their December meeting.  

8. Changes to the calendar may only be made with the agreement of a Heads of Colleges’ meeting.  
9. Any departure from, or possible departure from, these agreed guidelines or the agreed calendar 

should be referred at the earliest possibility to the Chair of the Heads of Colleges. 
 
 
 
 

PARTIES 
Parties and other events on College premises are not normally open to members of other Colleges.  The 
only exception is where a general invitation is issued by the Student Club Committee of the host College 
after consultation with and approval from, the host Head of College. 
 
Even where such approval has been obtained, posters and notices advertising such parties or events 
should not be distributed or displayed in other Colleges without the explicit consent of the Head of College 
in which they are displayed or distributed.  They are to be confined to official notice boards. 
 
On some occasions it may be permitted for individual students to invite a guest who is a member of 
another College to a College party or event.  On each occasion this should be clarified with the Student 
Club Committee and the Head of the host College.  Such permission is granted on the understanding that 
the host student is responsible for the behaviour of his/her guest, for their timely departure (and for any 
damage they may cause). 
    
The intercollegiate rule is that the serving of alcohol and other beverages will cease at 12.00 midnight, 
music will cease at 12.30 am and "all quiet" around Colleges will be at 1.00 am.  These times are outer 
limits and Colleges often have earlier closing times which are to be respected. 
  
Raids and excursions in numbers to other Colleges are forbidden at all times. 
 
The implementation of these Guidelines is for each College to work out in its own way and could well be 
discussed by each Head with each new Committee. 
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ORIENTATION WEEK 
 
Orientation Week is a vital part of the College year.  Its purposes are similar for each College – to include 
orientation to tertiary studies, to the University and to each student’s chosen College, which would include 
identifying with that College’s culture and values.  Ensuring an effective orientation and transition for new 
students is an important responsibility of the members of each College.  The Heads of Colleges also want 
the week to be enjoyable. 
 
The Colleges enjoy strong and interdependent bonds.  It is important, then, as continuing students seek to 
help incoming students identify as a collegian in their College, that they do not denigrate another College 
in the process.  Each College has its own unique environment that appeals to different personalities.  It is 
essential that College Orientation Week honours this reality.  Without adherence to established guidelines, 
Orientation Week can be divisive, inappropriately loud, and dangerous. 
 
Therefore, the Heads of Colleges have agreed on the following policies for all aspects of Orientation 
Week: 
 
1. In all Colleges, Orientation Week will include orientation to tertiary studies, to the University and to 

each student’s chosen College, which would include identifying with that College’s culture and 
values. 

 
2. Residential Colleges aim to foster an environment where a large number of people from different 

backgrounds can live together in relative harmony, with a sense of cooperation and as part of the 
greater community of Colleges, the University of Melbourne and the Parkville/Carlton areas.  All 
Orientation Week activities must reflect the basic values of a civil community life.  Activities that 
encourage trust, mutual respect and cooperation are highly recommended. 

 
3. Colleges owe a duty of care to all residents to provide a safe living environment.  This means that 

no resident can be exposed to physical or psychological harm.  Orientation Week organisers must 
therefore take action to identify potential risks and to put in place measures to minimize the 
possibility of harm being suffered. 

 
4. All Orientation Week activities must be clearly documented in a programme and must be agreed 

to by the Head of College. 
 
5. In all Colleges, music must be turned off and quiet must prevail by 12.30am or at an earlier time 

determined by the Head of College, and subject always to any legal restrictions applicable in 
residential areas.  The key principle is respect for the needs of other people, as important in 
Orientation Week as any other time. 

 
6. Experience has taught that excessive alcohol consumption during Orientation Week can 

contribute towards some particularly bad choices.  Three documents must be read, absorbed and 
observed by continuing students before planning any activities: the “Intercollegiate Guidelines 
Concerning Parties”, “Policy and Guidelines – Alcohol in University Colleges” and the University of 
Melbourne’s “Interim Policy on Serving and Consumption of Alcohol at Student Events”. 

 
7. The privacy of all Colleges must be scrupulously respected.  Although private visits between 

College members are encouraged, groups of students must not without permission enter or pass 
through the grounds of another College.  Causing any damage to another College’s property will 
be treated as a serious offence and may lead to the offender(s) being sent down. 

 
8. No activities should be organised to start before 7.00am.  Any activity designed to disturb students 

during normal sleeping hours and to deprive students of a reasonable amount of sleep is 
prohibited. 

 
9. Activities that involve harassment or intimidation of a person or persons, or the use of materials, 

including songs or chants, of a discriminatory or offensive nature, or which denigrate another 
College are prohibited and may expose those involved to legal action.  This includes any activities 
involving full or partial nudity, which may be both a criminal offence and a breach of sexual 
harassment laws. 

 
10. The deliberate attempt by students from any one College to pass themselves off as representing 

another College, with the effect of potentially damaging the reputation of the other College, is 
prohibited. 
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11. The dates and times during Orientation Week that are nominated by the University of Melbourne 
for its official Orientation Programme, as confirmed by the Chair of the Heads of Colleges, are to 
be set aside for University-based activities.  No conflicting College activities should be scheduled. 

 
12. Activities must be carefully planned so that participants are not likely to be tempted into theft of, or 

causing damage to, public or private property, causing unnecessary disruption of the general 
public or local businesses or causing any threat to the safety of any other person. 

 
Observance of these points will help to make the Colleges an enjoyable and friendly place for all. 
 
 
 
 
 

ALCOHOL IN UNIVERSITY COLLEGES  
POLICY AND GUIDELINES 

 
Responsible attitude towards the use of alcohol . 
The Heads of Colleges of the University have a policy of actively encouraging and promoting moderation 
in the use of alcohol and a responsible attitude towards it in the College Community, as part of their overall 
concern for College residents.  They will also be responsive to the needs of staff and students with 
alcohol-related problems through appropriate support and referral mechanisms. 
It is the obligation of the organiser of any function or entertainment to be held on College property to 
uphold this policy. 
 
Permission to bring, keep or consume alcohol on Uni versity sites.  
The terms of the Liquor Act apply in Colleges as they do elsewhere.  It is, therefore, illegal to sell liquor on 
College sites, either directly or indirectly [e.g. through an admission charge or the sale of tickets to a 
function], unless the relevant license or permit has been obtained from the Licensing Commission. 
 
Availability of alcohol 
It is recommended that appropriately trained bar servers be employed to ensure that: 
[a] alcohol is not provided to anyone under the age of 18 years; 
[b] alcohol is not provided to anyone who is, or appears to be, intoxicated.  If a person becomes 
abusive, College disciplinary procedures should apply.  It is important to note that intoxication does not 
remove the onus of responsibility. 
The maximum amount of alcohol available at a function should be controlled so that the anticipated 
allowance per person will be well below the level likely to result in a blood alcohol concentration of 0.05.  
Levels higher than this are regarded by medical authorities as detrimental to health.  We append [See 
Appendix A] the guidelines drawn up by another University [The University of Queensland], and commend 
them as a useful reference. 
 
Substantial food should be provided at all functions at which alcoholic drinks are available.  The provision 
of light alcohol beer is commended. 
Attractive, high quality, non-alcoholic drinks must also be available and must be displayed as prominently 
as alcoholic drinks.  If drinks are being sold, non-alcoholic ones should be offered at a competitive price. 
 
A function must not include any activity which encourages the excessive consumption of alcohol [ a 
drinking contest, for example]. 
No privately obtained beverages may be brought into an organised social function. 
 
Advertising 
Advertisements for functions should not over emphasise the availability of alcohol, refer to the amount of 
alcohol available or encourage in any way the excessive consumption of alcohol.  In advertising, equal 
reference must be made to the availability of non-alcoholic drinks. 
Attendance at any function or entertainment must not  be induced or encouraged by the offer of alcoholic 
drinks free or at reduced prices.  Sexist and demeaning advertising is always inappropriate. 
 
External Security Services  
It is the responsibility of the organiser of a function to ensure that, where external security staff is 
employed, the security staff are not permitted to consume alcohol or to join in the social activities of the 
function. 
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Standard of Conduct 
At all functions an appropriate standard of conduct must be maintained; property and the safety of persons 
must be protected; littering must be minimised; and noise restrictions applying to indoor/outdoor functions 
must be observed, according to the stipulations of the Environmental Law, and as prescribed by the 
guidelines of the Heads of Colleges. 
 

NORMAL COMMUNITY STANDARDS RELATING TO BEHAVIOUR 
AND ADHERENCE TO THE LAW ARE AS APPLICABLE ON CAMPU S AS ELSEWHERE. 

 
Where the Students’ Club wishes to invite members of other Colleges as their guests to a function, the 
Students’ Club must observe the guidelines of the Heads of Colleges; i.e., the Head of College must 
inform the Head[s] of the invited College[s] that the Students’ Club would like to extend an invitation and 
must receive permission from the Head prior to the invitation being sent. 
 
 
 
 
 
 
 
APPENDIX A 
Recommended maximum allowable quantities of liquor at functions on University sites. 
The maximum allowable quantities of liquor will be calculated on the basis of the amounts per person set 
out in [a] or [b] below.  20% of very light or non-drinkers will be assumed. 
 
[a]  Where male/female attendance is known:- 
 
    First one & half hours   Each hour extra 
Type of Liquor   Alcohol  Liquor      Alcohol  Liquor 
For Males   [grams]  [litres]      [grams]  [litres 
Light beer or   30  1.5   10  0.5 
Beer or    30  0.75   10  0.3 
Wine or    30  0.4   10  0.15 
Spirits    30  0.1   10  0.04 
 
For Females 
Light beer or   20  1.0   7  0.2 
Beer or    20  0.5   7  0.1 
Wine or    20  0.25   7  0.1 
Spirits    20  0.06   7  0.02 
 
 
 [b] Where male/female attendance is not known [assuming 50:50 ratio] 
 
Light beer or   25  1.25   8.5  0.4 
Beer  or    25  0.60   8.5  0.2 
Wine or    25  0.30   8.5  0.1 
Spirits    25  0.08   8.5  0.03 
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HARASSMENT  
 
College life is at its best for everyone when: 

We treat each other with respect 
We avoid doing things which make others uncomfortable or intimidated 
We do not misuse our power over others 

It takes only one incident to make life in College difficult or unbearable. Every College member shares 
responsibility for making our College a happy and fulfilling community for all those who live, study and 
work there. 
 
 
What Is Harassment? 
Harassment is any offensive, belittling or threatening behaviour directed at an individual or group which 
takes place in circumstances in which any reasonable person, having regard to the circumstances, would 
have been offended, humiliated or intimidated.  Harassment is often focussed on – 
 the gender or sexual orientation; 
 cultural or racial background; 
 political or religious beliefs or activities; 
 physical features or disability of an individual or group. 
 
Harassment is behaviour that is unwelcome, unsolicited, usually unreciprocated and often (but not always) 
repeated.  It makes the College, or association with it, unpleasant, humiliating or intimidating for the 
individual or group targeted by this behaviour.  It can make it difficult for effective work or study to be done. 
 
For harassment to occur, there does not need to be an intention to offend or harass.  Moreover, 
harassment may be of a minor nature.  Individual incidents may seem too trivial to warrant attention, or the 
person subject to harassment may seem unaffected.  However, when the behaviour continues over a 
period and it is not addressed, such behaviour can undermine the respect for individuals and the standard 
of behaviour generally in College. 
 
Examples of harassing behaviour include: 

Offensive physical contact, derogatory language or intimidating actions; 
Insulting or threatening gestures or language (overt or implied) or continual and unwarranted 

shouting; 
Unjustified and unnecessary comments about a person’s capacities or attributes; 
Openly displayed pictures, posters, graffiti or written materials which might be offensive to some; 
Phone calls or messages on electronic mail or computer networks which are threatening, abusive or 

offensive;  
Persistent following or stalking within College, to and from College or elsewhere. 

Harassment is against the law. The Victorian Equal Opportunity Act and Racial and Religious Tolerance 
Act, and the Commonwealth Sex Discrimination Act, Disability Discrimination Act and Racial 
Discrimination Act cover various areas of unlawful discrimination and harassment.  In addition, racial or 
religious vilification is an offence in Victoria.  This includes inciting hatred against, serious contempt for, or 
revulsion or severe ridicule of a person or group on the grounds of race or religious belief or activity. 
 
 
What Can We do to Prevent Harassment in College? 
As harassment is unlawful, all members of the College community have an obligation to see that 
harassment does not occur, and if it does, that it is not allowed to continue. 
 
Everyone in College has an obligation to ensure that their own behaviour cannot be seen as harassment. 
So be aware of your own behaviour and its potential impact on others.   Without realising it, you may be 
putting someone under pressure.  If you are not sure if you are making someone uncomfortable – ask. 
 
Understand that alcohol may at times change the way you behave or react.  Under the influence of 
alcohol, you are more at risk than usual of causing offence to someone.  Be ready to warn your friends 
when they are in danger of going too far – and take notice of their advice to you. 
 
Do not stay silent if you see one College member harassing another. 
 
Discourage jokes that degrade others (for example: women, people of other races or cultures, gays and 
lesbians).   
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If some aspect of College life seems to involve harassment, talk it over with a senior staff member.  
 
How Should You Deal With Harassment? 
If you are harassed, deal with it as quickly as possible.  
 
Talk to: 
The person who is harassing you (if this is difficult or impossible for you – could you write a letter?) 
A College Contact Person or Adviser  
Any complaints of harassment will be dealt with promptly by the College.   
 
 

SEXUAL HARASSMENT  
 
Sexual harassment is a particular form of harassment.  The following definition has been published by the 
Human Rights and Equal Opportunity Commission: 
“Sexual harassment is an unwelcome sexual advance, unwelcome request for sexual favours or other 
unwelcome conduct of a sexual nature which makes a person feel offended, humiliated or intimidated, and 
where that reaction is reasonable in the circumstances” 
 
Many kinds of behaviour can amount to sexual harassment if they offend or intimidate another person – 
jokes, gestures, displays of pictures, telephone or e-mail messages, expressions of affection that are not 
reciprocated, attempts to compel sexual activity the other person does not consent to, refusing to leave 
another person alone when requested, and so on.  Sexual harassment does not arise in the context of 
choice and mutual consent.  
 
The College is committed to: 

·  Fostering an environment in which sexual harassment does not occur, and 
·  If it does occur, providing appropriate remedies, including seeing that the harassment does not 

continue. 
 
If you are sexually harassed, deal with it as quickly as possible. 
Talk To: 

·  the person who is harassing you (this may be difficult or impossible for you – could you write a 
letter?) 

·  one of the College’s Sexual Harassment Advisers, who are specially trained in this area.  Their 
names are available on the posters outside the Dining Room and JCR. 

 
Even if you are not sure whether your discomfort constitutes harassment, talk it over with an Adviser.  
 
Approaches to an Adviser will be treated in strict confidentiality.  All College residents should be aware of 
the following: Encourage anyone affected by sexual harassment to approach an Adviser, even if the 
offence seems trivial. 
 
If you are affected by harassment, the Adviser will treat the matter sympathetically and seriously and 
inform, support and advise you on the various options available to you.  
 

·  If you would rather have the matter handled by someone outside the College, there are four 
Sexual Harassment Conciliators available to College students.  Their names and contact details 
are available on the posters outside the Dining Room and JCR. 

 
Advisers will only refer complaints to the College Head (or other designated person) or to one of the 
External Conciliators with your agreement, except in the most serious of cases. 
 
The Intercollegiate Sexual Harassment Policy and Procedures are available on the Intercollegiate and 
College Websites and from the College Office.  A summary and flowchart is also available. 
 
If you make a complaint, it does not necessarily follow that there will be negative repercussions for 
someone else.  Often people do not intend to cause offence, and are ready to apologise, and change their 
behaviour, when the matter is explained to them. 
 
If any aspect of College life seems to involve sexual harassment, talk it over with an Adviser or senior staff 
member. 
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APPENDIX B 
 

INFORMATION CONCERNING COMMUNICABLE DISEASES 
 
A communicable disease is defined as a disease by which the causative agent is carried or transmitted 
from one person to another either directly or indirectly. A range of microbes including bacteria, parasites, 
fungi and viruses causes such diseases. For many viral infections there are no cures presently available. 
Within the wider community there is a great concern about these diseases, especially Hepatitis B and 
Acquired Immune Deficiency Syndrome (AIDS). 
Preventative strategies aimed at limiting our exposure to such agents are advised. It is assumed that each 
member of the College community will exercise a duty of care to others. 
 
Fungal Infections 
People with plantar warts or fungal infections, such as tinea, should ensure that they do not infect other 
students via the bathrooms. The wearing of thongs or plastic sandals is recommended when showering. 
 
Hepatitis B 
Primarily this is a disease that affects the function of the liver. However, the virus is present in, and 
therefore contaminates, all body fluids. The most common modes of transmission are through contact with 
contaminated blood or sexual secretions. Therefore, there is a high risk of infection through sharing 
needles, syringes, razor blades and toothbrushes contaminated with blood. It can also be transmitted 
through sexual intimacy, skin abrasions and cuts. 
Most sufferers recover from acute infection after seeking proper medical care, however a person can carry 
the virus without showing symptoms and unknowingly transmit it to other people. The best form of 
treatment is preventative; vaccination is available for those individuals working in high risk areas. 
 
AIDS 
The College affirms 'The University's Response to the Problem of HIV Infection'.  
Like the Hepatitis B virus, it is present in all body fluids especially blood and sexual secretions. Infection 
can occur as a result of sexual intimacy, sharing needles or syringes or receiving contaminated 
blood/blood products. However, there are no reported cases of AIDS as a result of exposure to 
contaminated saliva. 
Research has shown that the virus is not particularly viable in the external environment, therefore surfaces 
and equipment are readily decontaminated after exposure to the virus using common household 
disinfectants. 
 
Universal Precautions 
When rendering assistance in an emergency to a person who is bleeding, it is advisable to assume that 
the blood and/or blood-stained body fluids are contaminated with a communicable disease. With this in 
mind the following 'Universal' precautions are procedures recommended when contact with blood occurs. 
 
Handwashing 
Intact skin is an effective barrier against infection, however cuts and abrasions need to be covered with a 
waterproof dressing or bandage. In any case, you must wash your hands with soap and water as soon as 
possible after contact with blood. 
 
Gloves    
Gloves should be worn if you anticipate direct contact with blood, contaminated fluids, equipment, clothing 
or surfaces. Clean gloves, preferably sterile in the case of treating haemorrhage, should be used. After 
use they should not be washed or disinfected (the agents used can lead to the deterioration of the 
effective physical barrier).  Gloves are stored in the Kitchen and First Aid Kits . 
 
Gloves do not prevent injuries from sharp objects. If torn or damaged, then new gloves are necessary. 
Household gloves are suitable for decontamination of surfaces and equipment.  Again they should not be 
used if there is any evidence of deterioration. 
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APPENDIX C 
 

ST. MARY’S COLLEGE RESIDENTIAL CONDUCT COMMITTEE 
 
Aim 
The Residential Conduct Committee (RCC) is a GC committee comprising elected members of the student 
community who are available to deal with incidents as they arise as well as to convene a panel to hear 
student complaints.  Their aim is to ensure that all residents of the St Mary’s College community have 
access to a peer moderated approach for dealing with misconduct and discipline incidents as a first resort 
dealing with misconduct thereby maintaining the St Mary’s College Code of Conduct and the St Mary’s 
College Community Standards.  
 
 
Membership 
Members are elected by the student body and are expected at all times to act in ways that uphold fairness, 
natural justice and the needs of the whole community as key elements in the decision-making process of 
the RCC.  
 
Membership consists of:  Chair (GC President), RCC Treasurer, RCC Secretary and two RCC General 
Members.  
 
Two members of the RCC are appointed by the outgoing RCC and the new GC, and two other members 
are elected by the student body.  Members of the newly appointed RCC decide the roles within the 
committee.  
 
Membership is determined at the end of each academic year.  In the event that an RCC member does not 
return to College the following year, the position will be offered to a person determined by the ruling RCC 
and GC.  
 
Jurisdiction of the RCC 
At any stage whereby the RCC may forward an issue on to Senior College staff if they feel the situation is 
beyond their scope of control. 
The following issues (amongst others) fall within the jurisdiction of the RCC: 

·  Complaints regarding excessive noise (except during Swot Vac and exam periods) 
·  Inappropriate behaviour at St. Mary’s functions 
·  Breaching explicit Student Club rules 
·  Invasion of privacy 
·  Jeopardising the safety of others 
·  Damage of other students’ or student club property 
·  Vandalism 
·  Smoking (except in designated areas) 

 
The following issues do not fall within the jurisdiction of the RCC, and should be forwarded on to the 
Senior College staff or another appropriate person (e.g. Sexual Harassment Adviser). 

·  Sexual harassment issues (including indecent exposure) 
·  Physical abuse 
·  Victimisation based on race, gender, sexual orientation, religious beliefs or disabilities 
·  Incidents arising during Swot Vac or exam periods.  

 
Conflict of interest 
Should any member of the RCC believe they have a “declared interest” in the resident under consideration 
(eg. a close personal relationship) they must step down from the case being heard.  
 
Ways of approaching the RCC 
The RCC encourages students to solve the situation amongst themselves.  
 
In instances such as excessive noise, the students should initially ask those involved to be considerate of 
other residents.  If the noise fails to cease, an RCC member should be called on their extension number at 
the time of the incident.  A warning will be given and if the noise has not ceased within 15 minutes, fines 
will be issued to all individuals in the room. 
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For other incidents, a RCC complaint form should be completed and placed in a sealed envelope 
addressed “RCC-confidential” under the door of the General Committee (GC) office in South Basement 
(down West stairs near the South Basement television room).  Members of the GC have been strictly 
informed that under no circumstances is anyone to open such letters other than members of the RCC.  It is 
asked that any complaints are received as soon as possible after the event. Alternatively students may 
leave an envelope at the College Office and it will be forwarded, unopened, to a member of the RCC. 
 
Confidentiality  
All members of the RCC are aware of the importance of maintaining confidentiality so collegians feel 
comfortable lodging a complaint if the need arises.  Letters are only given to and read by members of the 
RCC unless the situation becomes too difficult for the RCC to handle or the complaint falls outside the 
jurisdiction of the RCC, in this case the complaint is forwarded on to Senior College Staff.  
Please note that the RCC is unable to deal with any complaints sent anonymously, however they may 
pass relevant information on to College staff so that they are aware that there may be an issue that needs 
to be monitored.   
 
 
RCC meetings 
Once a complaint has been received, the members of the RCC will meet to discuss the situation as soon 
as possible.  If appropriate, a meeting will be called with those involved to try and resolve the situation, 
otherwise a letter will be sent to the residents involved outlining what (if any) course of action the RCC 
plans to take/have taken.  
At all meetings at least three RCC members should be present, and residents involved will be given the 
opportunity to express their view of the situation.  If a decision cannot be agreed upon by members of the 
RCC, the Chairperson holds the power to make the final decision.  
 
 
Recorded information 
After any complaint, it is the responsibility of the RCC Secretary to write two reports regarding the event.  
One report is for members of the RCC only and outlines who was involved, how the issue was resolved 
and any punishments or fines imposed.  Only the RCC Secretary is able to access reports from previous 
years if appropriate.  The second report will only include general information about the situation, and what 
punishment/s were given.  This report is to be posted outside the Junior Common Room and will include 
no specific details or the names of anyone involved.  
 
 
Determining appropriate measures in response to mat ters raised 
Members of the RCC are responsible for deciding what (if any) punishments are to be imposed upon a 
resident resulting from unacceptable behaviour.  
 
Right of Appeal 
Fines given by the RCC can be appealed within three days of the student receiving notice.  Any appeals 
should be directed in writing to the Deputy Principal.  A meeting will then be arranged with the Deputy 
Principal and the student to discuss the matter. The Deputy Principal retains the power to overturn any 
decision made by the RCC.  If no appeal is lodged, the money should be paid within seven days to the 
RCC Treasurer.  If the fine is not paid within this period, a late fee of $5/week will apply and the matter 
may be directed to College Administration.  If the resident has a genuine problem paying their fine, 
alternative arrangements can be negotiated with the RCC.  
The RCC retains its discretionary powers to decide when to issue fines and how much each fine should 
be.  Fines are subject to change in accordance with the seriousness of the event or occurrence.  
 
 
Conclusion 
In conclusion, we hope this code will help all residents of St. Mary’s College to act in a mature, responsible  
manner and always be considerate of others.  
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APPENDIX D 
 

INFORMATION AND COMMUNICATION TECHNOLOGY [ICT]  POLICY FOR ST MARY’S COLLEGE  
 
Introduction 
This policy applies to the use of all Information and Communications Technology (ICT) resources at St 
Mary’s College and the internet through the College’s connection via The University of Melbourne.  This 
policy operates in conjunction with, not instead of The University of Melbourne policy on internet usage.  St 
Mary’s College students also have access to computer resources and facilities in the Academic Centre.  
These are available 24 hours per day and 7 days per week. 
 
All students must be thoroughly familiar with this policy and understand fully their user responsibilities and 
consequences of misuse of ICT and the internet. Misuse of these facilities and learning resources may 
endanger College and Academic Centre privileges as well as individual user privileges. Consequences for 
misuse may include suspension or loss of user account and privileges, disciplinary action and if relevant, 
report to the appropriate authority. 
 
St Mary’s College ICT facilities and resources  
St Mary’s College ICT resources include 

·  all computer hardware in College buildings and the Academic Centre (computers, keyboards, 
monitors, ‘mice’, mouse pads, printers, photocopiers, scanners and related network, data cabling 
and data projectors) 

·  computer systems and servers in the College and the Academic Centre 
·  network switches and hubs 
·  internet connection and privileges via The University of Melbourne. 

 
Personal Computers at St Mary’s College 
Students at St Mary’s College are encouraged to bring their own computer equipment into College, 
however the College accepts no responsibility for the physical security and software integrity of these 
devices. It is recommended that students have insurance coverage in the possible event of theft and 
burglary. 
 
All student rooms in College have access to the internet.  Each student must supply their own Ethernet 
card and have it installed.  The College provides cables to connect the computer to the network socket on 
the wall. The college network supports most computers including: 

·  Macintosh 
·  Windows PC (95/98/ME, NT/2000/XP) 
·  Linux 

 
The network supports most internet applications. Virus checking software is mandatory for all Windows 
computers.  Virus checking software is mandatory for all Windows computers. The University recommends 
using avast! 4 Home Edition for Windows computers and ClamXav for Apple Macintoshes. Both programs 
are free to download. More information at: 
http://www.studentit.unimelb.edu.au/security/antivirus.html 
 
St Mary’s College does not accept responsibility for any loss or damage arising directly or indirectly from 
use of computing facilities, and makes no guarantee (express or implied) regarding the facilities or their 
suitability for any particular purpose. 
 
Software 
The College and Academic Centre provide some software for use on specific computer facilities. No other 
software may be installed on these facilities without permission. Students are responsible for software on 
personal computers. Use of illegal or pirated software on College or Academic Centre facilities is forbidden 
as is the sharing or copying of illegal software on the computer network. Illegal or pirated software on 
personal computers is not endorsed by the College and no responsibility is accepted for breach of 
copyright by students.  
 
Printers 
Student printers are located in North Ground, East One (North end), West (North end) and South One.  
Students may print to these printers from students’ rooms and also from computers in the Academic 
Centre.  Spare toner cartridges and paper are available from the College office. 



 

���������	

��� � ��������������������������
�� 41
� �

 
The Academic Centre has Unicard printers/photocopiers.  This ensures that photocopiers/printers are 
serviced and restocked frequently.  If Academic Centre staff are not available to assist with a problem, 
Unicard are contactable by telephone within the operating hours of the Baillieu Library on The University of 
Melbourne campus – telephone 03 8344 7927. 
 
Internet and costs 
Students are all supplied with a University email address.  This can be forwarded to your normal email 
account if you wish, but you must keep your eye on mail sent to your university email address.  Steps for 
forward email are at http://www.infodiv.unimelb.edu.au/email/student/filtering.html.  Students have a 
College internet access account which covers the costs of their internet usage.  Your account is 
administered through the Academic Centre and can be topped up by purchasing a recharge voucher from 
the College Office.  Vouchers are available in $10, $30 and $70 vouchers. 
 
Internet Code of Conduct 
St Mary’s College has privileged access to The University of Melbourne IT system. Students are 
encouraged to familiarise themselves with the relevant University of Melbourne protocols on 
http://www.studentit.unimelb.edu.au/use/ Abuse of the system, accessing of pornography, breaches of 
copyright, plagiarism and unacceptable contributions to chat rooms will not be tolerated.  Breaches of this 
privilege will result in severe consequences for both the College and the individual. 
 
Access to the internet through the St Mary’s College or Academic Centre network is a cost to the College 
and is provided conditionally (see User responsibilities below). Account holders will be charged according 
to volume of data that passes through their accounts which includes both downloading and uploading of 
data. No illegal or explicit material available on the internet may be accessed via College or Academic 
Centre computers or network. The College reserves the right and may monitor and log details of 
information passing through each user’s account.  
 
Breaches of the Code of Conduct will incur serious penalties that may result in suspension or termination 
of user privileges. In some cases sexual harassment procedures and legal consequences may also result. 
 
Computer Virus Protection 
All computers connected to the College system must have adequate, active and up to date virus protection 
software.  The College reserves the right to review, install anti-virus software as required and, to 
disconnect from the College network any virus infected computers. 
 
The IT Sub-committee 
The IT Sub-committee is available to help get the student computers connected to the internet although for 
most computers there will be no configuration changes required.  The Student IT Sub-committee will 
manage the Computer facilities and printers located in each wing of St Mary’s College.  
 
St Mary’s College User Rights and Responsibilities Statement 
Having internet privileges and open access to worldwide resources on and off campus via the internet 
requires high levels of user responsibility.  It requires a high level of student responsibility and it is 
important that students become familiar with and understand The University of Melbourne protocols on 
http://www.studentit.unimelb.edu.au/use/ 
 
Users must: 

�  respect the rights of all users, 
�  respect the integrity of the systems and related physical resources, and 
�  observe all relevant laws, regulations and contractual obligations. 

 
As a user of the computers and internet access, you  will be held responsible for:   
1.   your student account . No one should be given access or permission to use any of your accounts. 

This includes parents, siblings and/or friends. 
2.   the security of your password . Do not tell anyone your password. Even when someone is helping 

you to use your account, do not give out your password. Most IT officials know not to ask for or 
receive information concerning anyone's password. 

3.   unauthorised access  to computer resources. If borrowing other items from people you need to ask 
for permission. Do not try to use a computer by connecting to it over the network, without first getting 
permission from the owner. 
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4.   disrupting the normal operation  of computers that belong to others. Do not run programmes or 
perform procedures that you think could cause someone else's computer on the network to 
malfunction. 

5.   attempts to bypass security systems . Trying to bypass security systems is against the law. 
6.   violations of copyright laws . Become familiar with copyright laws as you can be fined or face a jail 

sentence if you copy music, movie, images or books without the permission of publishing companies 
or producers. The same holds true for software or other electronic media. If you're not sure whether 
you have permission to copy, you must ask. 

7.   wasteful use  of public computing systems. This includes ‘spamming’ or sending mass mailings, chain 
letters, or printing unnecessary jobs. Sending of chain letters is specifically prohibited by the University 
of Melbourne rules of computer and network use. 

8.   respecting other computer users' privacy and ownership . Do not read other people's files, 
documents or otherwise violate someone else's electronic space. 

9.   observing rules concerning commercial use of computer resourc es. St Mary’s College, the 
Academic Centre and The University of Melbourne network resources are intended for education. 
Commercial use is prohibited. 

10.  any network traffic you create  that exits the University network. You are responsible for all use of 
the account and network access that has been granted to you.  Do not assume that these rules are 
not important if you are doing things on computers that do not belong to people at St Mary’s College or 
the University of Melbourne. 

 
Network Policy on Computer Games   
Playing network computer games on the St Mary’s College and Academic Centre network can decrease 
network performance for all users by causing excessive demand on network resources.  St Mary’s College 
and The University of Melbourne strongly discourage the use of in-room connections and the Campus 
Network for this purpose.  Individuals who use the St Mary’s College or Academic Centre network for 
playing games will be asked to discontinue this activity. Anyone who continues to play network games 
after being asked to stop risks losing network access privileges. 
 
Existing Legal Context   
All existing laws (Federal and State) and The University of Melbourne regulations and policies apply at St 
Mary’s College and the Academic Centre, including not only those laws and regulations that are specific to 
computers and networks, but also those that apply generally to personal conduct. 
 
Loss of computing privileges, as well as other disciplinary measures determined by the College may result 
for misuse of computing, networking or information resources.  In addition, misuse can lead to prosecution 
under applicable laws. Users may be held accountable for their conduct under any applicable College or 
University policies, procedures or collective bargaining agreements.  Complaints alleging misuse of 
network and computer resources will be directed to those responsible for taking appropriate disciplinary 
action. Illegal reproduction of software, music, images, video or any media protected by Australian 
Copyright Law is subject to civil damages and criminal penalties including fines and imprisonment. 
 
Some examples of misuse of ICT  
Some examples of misuse include, but are not limited to, the following:  

·  Using a computer account that you are not authorised to use 
·  Obtaining and using a password for a computer account without the consent of the account owner 
·  Using the campus network to gain unauthorised access to any computer systems 
·  Knowingly performing an act which will interfere with the normal operation of computers, terminals, 

peripherals or networks. 
·  Knowingly running or installing on any computer system or network, or giving to another user, a 

programme intended to damage or to place excessive load on a computer system or network. This 
includes but is not limited to programmes known as computer viruses, Trojan horses and worms. 

·  Attempting to circumvent data protection schemes or uncover security loop holes. 
·  Violating terms of applicable software licensing agreements or copyright laws. 
·  Deliberately wasting computing resources. 
·  Causing offence or harassment to others by use of the College’s computer and network resources 

in any way. This includes, but is not limited to, harassing others by use of electronic mail.  
·  Masking the identity of an account or machine. 
·  Posting on electronic bulletin boards materials that violate existing laws on the College's or The 

University of Melbourne's codes of conduct. 
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·  Attempting to monitor or tamper with another user's electronic communications, or reading, 
copying, changing or deleting another user's files or software without the explicit agreement of the 
owner. 

Activities will not be considered misuse when authorised by appropriate St Mary’s College, Academic 
Centre or The University of Melbourne officials for security or performance testing. 

 
Additional resources – Know your responsibilities 
 
University of Melbourne protocols http://www.studentit.unimelb.edu.au/use/  
Advice about University of Melbourne email http://www.infodiv.unimelb.edu.au/email/student/ 
Advice about IT in general http://www.studentit.unimelb.edu.au/ 
University of Melbourne IT Policies, Strategies and Procedures http://www.infodiv.unimelb.edu.au/itpp/ 
Centre for Media and Communications Law Publications on copyright, intellectual property, communication 
and the law  http://www.law.unimelb.edu.au/cmcl/publications/ 
 
 
Acknowledgements:  This St Mary’s College ICT Policy is based to a large extent on documents 
produced and shared by:  
 1.  Trinity College’s User Rights and Responsibilities Statement. Special thanks to Dr Richard 
Wraith, and 

2. Newman College’s Acceptable Usage Policy. Special thanks to Jason Kwong. 
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APPENDIX E 
 

SAFETY AND FIRE INFORMATION AT ST MARY’S COLLEGE  
 
The fire alarm system, smoke and heat detectors at the College are linked directly to the Metropolitan Fire 
Brigade (MFB). This means that once the alarm is raised, whatever the circumstances, the Fire 
Department is obliged to attend to ensure safety of residents and to determine the cause of the problem. It 
is not possible for St Mary’s College staff to divert or intervene once the fire alarm has been triggered.  
Attendance by the MFB incurs significant charges ($443 per fire truck per 15 minutes) that are payable by 
the student(s) responsible. 
Important safety precautions:  
Rooms 

·  Do not burn candles;  
·  Do not use bar heaters or blow heaters;  
·  Do not use toasters, sandwich makers or other cooking equipment; 
·  All electric kettles must have an automatic switch and current safety tag;  
·  All permitted electrical appliances must have a current safety tag; 
·  Do not drape light bulbs or heaters with film or fabric; 
·  Do not damage heat detectors or sprinklers. [Note that these are sometimes located on the wall 

above the wardrobe or cupboard and can be inadvertently damaged by pushing suitcases or 
boxes above cupboards against the wall.] 

 
Decorations 
Decorations are not to be attached to sprinkler heads, smoke detectors and pipes as this may set off the 
fire alarm or reduce the effective functioning of the equipment in the event of a real emergency. 
 
Dangerous activity in rooms 
Fire, matches and cigarette lighters are absolutely prohibited. Infringements will be dealt with severely. 
 
Corridors and walkways  
All corridors and escape routes must be kept clear and free of obstacles at all times. 
Items of furniture, bar fridges, clothes drying racks and any other items that can create a hazard or 
obstruct clear exit paths must not be left or stored in corridors, walkways or exit areas. 
All exit doors open from the inside.  However, with the installation of security passes the St Mary’s  
College front entrance, the JCR exit doors and the Academic Centre have been programmed 
to release automatically when the Fire Alarm is activated. Gates to the West Garden and next to  
JCR are also programmed for automatic release. 
 
Fire escape routes and evacuation procedures 
On the back of each door you will find a detailed evacuation map and evacuation procedure directions.  It 
 is also important that you note the closest exits and become familiar with the recommended escape 
routes and procedures. 
Fire Wardens on each floor will direct movement and help people leave the building as efficiently as 
possible. 
The designated assembly area is on the front lawn i n front of the JCR.  
 
Fire Wardens 
Fire Wardens will be given an Evacuation Procedures Booklet, and evacuation kit and some initial 
training to help them in their role.  Tutors and Mentors are Fire Wardens for their wings.  Additional Fire 
Wardens from amongst the students will be nominated by the General Committee (GC) in the first meeting 
of the year. 
 
Fire Drills 
Fire Evacuation drills are organised regularly and all residents are required to participate fully. 
Failure to comply with an evacuation or drill will be treated seriously and may result in disciplinary action. 
All residents will be checked off by a Fire Warden at the designated assembly area (on the front lawns 
opposite the JCR).  
 
Qualified First Aid residents 
A list of Qualified First Aid residents’ names is on the JCR board and near the Dining Hall. 
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Evacuation Procedure 
 

1. If aware of fire activate alarm if this has not already been automatically activated. 
 
2. If it is safe to do so, notify tutor or fire wardens. 

 
3. If the alarm sounds proceed to College emergency assembly area (Swanston Street lawn 

opposite the JCR), by one of the following routes, depending on the source of the fire. 
 

4.  
West  Go down West stairs to car park, turn right and proceed through gate to West garden.  Follow path 
across West garden and along Newman fence line to Swanston Street assembly area. 

 
South Exit to West wing, down stairs to car park, turn right and proceed through gate to West garden.  
Follow path across West garden and along Newman fence line to Swanston Street assembly area. 
 
East Through front door to Swanston Street, proceed to Newman College assembly area or exit via 
Loreto Room exit and proceed to Swanston Street assembly area via front lawn. 
 
North Exit down stairs to West wing. Turn right out door to West garden, turn right and proceed along 
path between Newman College and St Mary’s to assembly area. 

 
5. When in the assembly area act as directed by Fire Wardens 
 
6. At the assembly point: 

�  Remain calm and orderly. 
�  Form into floor groups in room numbers as quickly as possible ie.  

East1 – 1,2,3,4,…. 
East 2 – 
South G– 1,2,3,4,… 
South 1 – South 2 – North G – North 1 – 
North 2 – West – 

�  Fire Wardens will mark off student and guest lists. 
 

7. Return to rooms when directed to do so by the most senior Fire Warden in attendance. 
 
 
Avoiding false fire alarms 
Heat sensors, smoke alarms and the fire alarm system are regularly checked to ensure they are 
functioning effectively.  
 
Sensors respond to smoke, steam and reasonable degrees of heat so reasonable care must be taken in 
all rooms.  
 
Although fire detectors are very effective and useful, it is important that all residents be continuously 
vigilant and alert to possible dangerous situations, anticipate potential problems and ensure the situation is 
rectified or immediately reported to someone who can address the situation. 
 
Fire Department fines for false fire alarms 
There is an automatic bill for each Fire truck that responds to a false alarm (it is usual for at least two fire 
units to be sent to a large building such as a College). The usual fee for a fire truck sent to a false fire 
alarm is a minimum of $443 (increasing at each call out) per fire truck per 15 minutes. Note that it is the 
person or people responsible for false fire alarms who will be required to pay the expenses incurred. 
Individuals who deliberately, or through foolish behaviour, trigger a false alarm will also be held 
responsible for the MFB charges depending on individual circumstances. 
 
Additional information about the Metropolitan Fire Brigade can be found at www.mfb.org.au , email 
InternetSupportGroup@mfb.vic.gov.au or telephone 9662 2311. 
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 IMPORTANT TELEPHONE NUMBERS 
 
 

ST. MARY’S COLLEGE AFTER HOURS INTERNAL EMERGENCY NUMBERS 
  Front Desk 510  11.00pm to 3.00am [weekends 11.00pm to 2.00am] 
  Duty Tutor 514  from 5.00pm weekdays [excepting between 11.00pm 
            and 3.00am] and on weekends 
 

EXTERNAL EMERGENCY NUMBERS 
  Emergency Police, Fire, Ambulance  000 
  Carlton Police Station    9347 1377 
 

MEDICAL SERVICES – MONDAY TO FRIDAY 
 

 STUDENT HEALTH SERVICE    8344 6904 or 8344 6905  
138-146 Cardigan Street, Carlton [Cnr Cardigan Street and Argyle Place North]  
It is advisable to telephone for an appointment at any student service.  Urgent cases will 
be seen without an appointment.  Medicare cards are required for doctors’ appointments. 

 
 STUDENT COUNSELLING   8344 6927  
 138-146 Cardigan Street, Carlton [Cnr Cardigan Street and Argyle Place North] 
 
 STUDENT DENTAL SERVICE   8344 7234 
 First Floor 138-146 Cardigan Street, Carlton 
 
 CARLTON MEDICAL CENTRE   9347 0711 
 First Floor Lygon Court, 380 Lygon Street, Carlton 
 Bulk billing is available to students.   Telephone for an appointment. 
 

MEDICAL SERVICES - AFTER HOURS OR WEEKEND EMERGENCIES 
Royal Melbourne Hospital  9342 7000    
Royal Parade, Parkville.   24 hour emergency department 
 
Betta  Health Centre, Brunswick 9380 2866 
Cnr Sydney and Brunswick Roads, Brunswick       
Opening Hours - 8.00am to 10.00pm - Mon, Weds, Thurs, 8.00am to 7.00pm – Tues, 
8.00am to 5.00pm – Fri, 8.00am to 8.00pm – Weekends 
 
Carlton Clinic    9347 9422 
88 Rathdowne St, Carlton 
Opening Hours 8.30am - 7.00pm Mon to Fri, 9.30am - 12.30pm Sat             
  
In order for any medical provider to bulk bill, you must present your Medicare card at the 
time of treatment.  Students who are registered on their parents’ Medicare cards are 
strongly advised to apply for a card of their own.  Full-time students receiving Austudy are 
eligible to apply for a Health Card.  These applications must be renewed every three 
months. 
 
ST. MARY’S COLLEGE SEXUAL HARASSMENT ADVISERS 
 Refer to noticeboard for names and contact details. 

 
VARIOUS 
 Poisons Information Centre 13 11 26 
 Suicide Help Line   1300 651 251 
 Life Line     13 11 14 
 Taxis     131 008 
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St Mary's College provides a high quality academic and 
residential college living experience for universit y 

students in the Loreto / Catholic tradition. Our mi ssion is 
to foster the pursuit of individual excellence and 

participation in the full range of academic, spirit ual, 
cultural, social and physical activities in order t o 

enhance students’ university experience.  
 
 

St Mary's College is committed to encouraging stude nt 
participation in decision-making in order to develo p 
young leaders for the future who are committed to 

personal and intellectual excellence and to creatin g a 
more just and peaceful local and global communities .  

 
 
 

 
 
 
PO Box 140 
PARKVILLE   Victoria   3052  Australia 
 
871 Swanston Street 
(Corner of Swanston Street and Tin Alley)  
PARKVILLE   Victoria   3052  Australia 
 
T:  +61 3 9349 9555 
F:   +61 3 9349 1335 
 
office@stmarys.unimelb.edu.au  
 
www.stmarys.unimelb.edu.au  
 


