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INTRODUCTION 

 
Victory College exists to support families in the education and training of their children. In a 
society which rejects the infinite, personal God of the Bible and mankind’s responsibility to Him, 
the College seeks to provide an environment that presents the truth of God our Creator, 
mankind’s responsibility to Him, and the only hope of mankind, being salvation through our 
Lord Jesus Christ. 
 
It is the intention of the College to work with families by supporting them and reinforcing Biblical 
values, morals, discipline and standards of conduct. The College is characterised by a loving, 
caring environment and sound discipline procedures. It is our desire that each student both 
finds and fulfils his or her potential in God. The College seeks to provide a well balanced and 
innovative curriculum that meets the needs of every student, from the slow learner to the 
academically gifted. 
 
We believe each child is precious and unique in God’s sight and that we as Christian teachers 
must provide a worthy example and model for the children under our care. Accordingly, we 
recognise our need to depend and rely upon the enabling power of the Holy Spirit in our lives. 
 
It is our firm conviction that students attending Victory College will experience not only 
academic success, but also spiritual, social, mental and physical well-being. 
 
VISION 
 
In essence, the College seeks to provide a Christian education for young people to equip them 
for both this life and eternal life. 
 
The following is a list of fundamental principles for us to embrace: 
 
I) ongoing Christian discipleship including outreach and caring for others; 
II) pursuit of academic excellence; 
III) provision of sporting opportunities; 
IV) encouragement of cultural activities and the arts; 
V) embracing new technology; 
VI) pursuing risk-taking at teacher and student level; 
VII) encouragement of an entrepreneurial spirit; 
VIII) stewardship of resources; 
IX) Pursuit of Biblical integration; especially by a thematic approach. 
 
These are not to be thought of as hierarchical or exhaustive, but as a guide to be embraced 
in a spirit of Christian love, witness and practice. 
 
Victory College is a ministry of International Network of Churches. The Board of Victory Church 
is also the Board of Victory College. The Pastor is the Executive Chairman of the Board and the 
Chief Executive Officer of the church and all attached ministries. The Board is a support to the 
Pastor. The Pastor maintains oversight of the College. 
 
The Principal is responsible for the daily management of the College, particularly in the areas 
of curriculum, discipline, staff management and general operation. The Principal reports to the 
Pastor and the Board and is under their supervision. 



 

 
The Administrator is responsible for the financial administration of the College and Church and 
the supervision of the work of all non-teaching staff.  
 
The Board is comprised of members of Victory Church and meets to deal with the business of 
both Church and College as necessary. The Board makes decisions on major aspects of the 
College planning and operation including decisions on staffing matters of major importance 
and concern. 
 
COLLEGE ENVIRONMENT 

 
Victory College is a P-12 Christian College. The College is divided into 3 distinct sub-colleges – 
Primary, Middle and Senior. Victory College has a middle college which assists young students 
with their transition into the secondary college type of environment with students going from 
classroom to classroom, subject to subject, and teacher to teacher. 
 
Victory College is a College which honours the country of Australia, its flag and its heritage. 
However, above all, the College strongly values the tenets of the Christian faith which are 
considered to be crucial to the foundation of all activities that occur in the College, including 
the teaching of English. The Bible is considered by the College to be God’s Holy inspired Word 
and in this sense it is authoritative. Its guidance is taken into account when performing such 
activities in College life as choosing texts for the students. 
 
EDUCATIONAL STANDARDS 
 
Victory College is committed to providing and maintaining the highest professional standards 
in both the marketing and delivery of its education program. This includes safeguarding the 
welfare and interests of all students, providing adequate facilities and resources and using 
appropriate and effective methods of instruction.  These principles are embedded within the 
College’s mission statement. 
 
MISSION STATEMENT 

 
The mission of Victory College Gympie is “To equip each student to live a purposeful life.” 
 
STUDENT INFORMATION 
 
This document outlines the policies and procedures for enrolments of International students 
at Victory College 
 
The Policy and Conditions for Enrolment of International Students apply to all International 
student applications and enrolments at the College. 
 
The College is bound by the National Code under its registration on the Commonwealth 
Register of Institutions and Courses for International Students (CRICOS). 
 
Victory College will comply with the requirements of the Education (Overseas Students) 
Act 2018 [‘EOS Act’], the Education Services for Overseas Students Act 2000 (C’th) [‘the 
ESOS Act’] and the National Code of Practice 3 for Providers of Education and Training to 
Overseas Students 2018 (C’th) [‘the National Code’], made under the ESOS Act. 
 
The College will not accept an International student, or an intending International student, 
for enrolment in a course until the requirement for the National Code has been met. 
 
 



 

The College shall provide to any enquiring student the following: 
 

• A prospectus  
• course information for Senior Years (Year 11 to Year 12); 
• information for curriculum development; 
• international students schedule of fees; and 
• Application for Enrolment form. 
• A copy of this document can be accessed from our website  
• A cover letter. 

 
Marketing Information  
 
Victory College will market its programs with integrity, professionalism and accuracy, avoiding 
vague or misleading statements. Students will be given accurate information about the courses 
offered and the facilities provided. When providing information to prospective students no false 
or misleading comparisons will be drawn with any other institution or course or outcome 
including 
 
a) claims of associations between providers; 
b) employment outcomes associated with a course; 
c) automatic acceptance into another course; and 
d) possible migration outcomes. 
 
The College’s legal entity name (Christian Outreach Centre t/as Victory College) and CRICOS 
number (01873J) appear on all written marketing and other required materials, including our 
website as required by the National Code. This information is provided to students prior to 
enrolment via email, on the website and/or in printed hard copy. 
 
Entry Requirements 
 
The College will consider enrolment applications from students wishing to apply for a Student 
Visa, subject to compliance with conditions set by the College, and with legislative 
requirements of the State of Queensland and the Commonwealth of Australia. 
 
Applications for enrolment must be made on the approved Application for Enrolment Form. 
This must be correctly completed, and must be accompanied by the following documents to 
support the application: 
 

a. copies of student reports from the previous 2 years of study, including a copy of the 
latest student report; 

b. a completed reference from the student’s current or most recent school Principal if 
student reports do not record student behaviour or commitment to studies; 

c.  a completed Subject Selection Form if appropriate (Year 9 – Year 12); 
d.  appropriate proof of identity and age; 
e.  written evidence of proficiency in English as a second language; and 
f.  an application fee of $500 AUD. 

 
Minimum academic and English language requirements are required 
Where the above documents are not in English, certified translations in English are required with 
necessary costs to be met by the applicant. 
 



 

An application for enrolment can only be processed when all of the above are in the hands of 
the Enrolment Co-Ordinator. Applications from International students are processed according 
to established policy and procedures, and are dealt with on merit. Assessment procedures 
include an evaluation of reports from previous schools in the home country and of English 
language proficiency, either age‐appropriate or sufficient for entry to the level of education 
applied for.  
 
In cases where reports are not available or are inconclusive for any reason, the College may 
require relevant testing of the applicant to assess the application. Enrolment at the College is 
conditional upon the acceptance of, and adherence to the ‘Conditions of Entry’ listed on the 
Application for Enrolment and in other College publications. Information for International 
Students – Code of Practice (Appendix A) and Information & Policies (Appendix B) is attached 
to this policy. This information is provided to students prior to enrolment via email, on the website 
and/or in printed hard copy. 
 
Minimum Academic and English Language Requirements 
 
Academic requirements 
Students must provide evidence of academic performance appropriate to entry to the Year 
level requested on the Application for Enrolment or offered as an alternative point of entry by 
the College in a letter of offer. Primary School (Year 1 to Year 6) ‐ evidence of application to 
school work and age appropriate achievement in literacy and numeracy areas of the 
curriculum. Year 7 – 12 students – a pass level or “C” grade or better for the majority of core 
subjects 
 
English proficiency requirements 
 
The College requires evidence of sufficient proficiency in English to successfully meet the 
curriculum demands of the enrolled course. This is a requirement under the National Code. The 
College must obtain evidence that assessment of an International student’s proficiency in 
English has been carried out (unless this is clearly not relevant). Assessment must be done by a 
suitably qualified person. Evidence of Assessment must meet the requirements of the Migration 
Regulations. 
 

Acceptable Test Minimum Test Result For Entry to Year 

IELTS Level 5 Year 10 

IELTS Level 5 Year 11 

IELTS Level 5.5 Year 12 

 
Students should note that if the language proficiency is below that outlined above, they may 
be required to undertake an intensive English language course before beginning mainstream 
studies. Students wishing to enter the College below Year 10 level are assessed individually 
based on the contents of reports and personal references, and may also be required to 
undertake a language proficiency test set by the College. 
 
Statement regarding course credit 
The College does not offer course credit and entry into any course is subject to the assessment 
of the College. This also applies to on‐shore school transfers, either within the state or from 
interstate. 
 
 
 



 

Refund Policy 
 
The College refunds course monies in accordance with requirements under Commonwealth 
and State Legislation. Information on the College’s refund policy is provided to students prior 
to enrolment and is part of the written agreement between the student and the College. 
 
All applications for a full or part refund of course money should be made in writing to the 
Business Manager by the person who has a signed agreement with the College. The Business 
Manager should receive the refund application within 14 days of either the student’s failure to 
start the course or withdrawal from the course. Payment of any refund due will be made within 
4 weeks of receiving the written application for refund. If a refund is due, but no written 
application is received within 2 months of the agreed starting date or withdrawal date of the 
student, a cheque for the amount owing in AUD will be sent to the person who had a signed 
agreement with the College, at the last known address.  
 

If a student whose visa has been refused withdraws from the course after it has commenced, 
the school will retain the amount of tuition fees proportionate to the amount of the course the 
student has undertaken and will refund of any unused tuition fees* received by the school with 
respect to the student within the period of four weeks after the day of student default.  
 
*Calculation of the refund due in this case is prescribed by a legislative instrument (s.10 of Education Services for Overseas 
Students (Calculation of Refund) Specification 2014). 
 
If there are exceptional circumstances for a student’s failure to start a course, or withdrawal 
from a course, a written explanation of the circumstances should be made to the Business 
Manager. The Business Manager may approve a greater amount of refund than defined below 
in some cases. Each individual case will be decided on merit. Unless there are approved 
exceptional circumstances, course money paid to the College will be refunded in the following 
manner. 

1. Any service fees a student (or parent(s)/legal guardian if the student is under 18) pays 
directly to a third party are not within the scope of this refund policy. 

2. The enrolment application fee is non-refundable. 
3. Payment of Course Fees and Refunds 

a) Fees are payable according to the invoice issued every term 
b) An itemised list of school fees is provided in the school’s written agreement [as per 

NC Standard 3.3.4]  
c) All fees must be paid in Australian dollars unless requested otherwise. Refunds will 

be reimbursed in the same currency as fees were received. 
d) Refunds will be paid to the person who enters into the written agreement unless 

the school receives written advice from the person who enters the written 
agreement to pay the refund to someone else. 

4. All notification of withdrawal from a course, or applications for refunds, must be made 
in writing and submitted to the Principal 

5. Student default because of visa refusal 
a) If a student produces evidence of visa refusal (or provides permission for the 

school to verify visa refusal with the Department of Immigration) and fails to start a 
course on, or withdraws from the course on or before the agreed starting day,  
the school will refund within four weeks of receiving a written claim from the 
student the total amount of course fees received by the school before the 
student’s default day, minus the lesser of  

o 5% of the amount of course fees received or 
o AUD 500 administration fee 



 

 
In all cases, if there is a balance owing from an international student health fund, the College 
will make application to the fund on behalf of the student for the refund of any advance 
premiums paid. If a student does not start a course on the agreed date. 
 
Student default  
 
a) Any amount owing under this section will be paid within 4 weeks of receiving a written 

claim from the student (or parent(s)/legal guardian if the student is under 18). 
b) Non-Tuition 

Non-tuition fees will be refunded on a pro rata basis proportional to the amount of time 
the student was studying in the course, except where a non-refundable payment on 
behalf of the student has been made. 

c) Non-Commencement with no notification of withdrawal 
If the student, does not provide written notice of withdrawal, and does not start the 
course on the agreed starting date, up to 5 % of tuition fees will be retained from tuition 
fees received by the school and the remainder will be refunded. 

d) Non-Commencement with notification of Withdrawal 
If tuition fees for up to 1 term has been received in advance by the school and the 
school receives written notification of withdrawal by the student (or parent(s)/legal 
guardian if the student is under 18), the school will:  
i. Retain an administration fee of $500, and refund the balance of the tuition fees if 

written notice is received up to four weeks prior to commencement of the course. 
ii. Refund 5 % of the tuition fees received if written notice is received less than four 

weeks prior to commencement of the course.  
Refund after commencement of course 
iii. Refund pro rata of any tuition fees received, if written notice is received four weeks 

prior to the student’s departure. Failure to provide the minimum four (4) weeks’ 
written notice will result in the Parents being liable for the term fees in which the 
student is removed from the College 

e) If tuition fees have been received for more than 1 term, refund provisions under (d) will 
apply for the first 1 term and any balance of unused tuition fees after this will be 
refunded.  

f) No refund of tuition fees will be made where a student’s enrolment is cancelled for any 
of the following reasons: 
i. Failure to maintain satisfactory course progress (visa condition 8202). 

Please see Code of Practice information and Policies for Overseas Students 
ii. Failure to maintain satisfactory attendance (visa condition 8202). 

Please see Code of Practice information and Policies for Overseas Students 
iii. Failure to pay course fees. 
iv. Any behaviour identified as resulting in enrolment cancellation in Name of School’s 

Behaviour Policy/Code of Conduct.  Please see [School Policy Ref] 
g) If Victory College cancels a student’s enrolment for failure to maintain agreed 

conditions as outlined in the student’s written agreement, including failure to disclose a 
pre-existing condition requiring a high degree of specialised support or care, any refund 
of tuition fees will be at the discretion of the school 

 



 

 
In the event that the school is unable to fulfil its obligations of providing an agreeable 
alternative course for the student, or a refund, the student will receive assistance from the 
Australian government’s Tuition Protection Service. For information on the TPS, please see: 
https://tps.gov.au/StaticContent/Get/StudentInformation. 
 
*Calculation of the refund due in this case is prescribed by a legislative instrument (s.7 of 
Education Services for Overseas Students (Calculation of Refund) Specification 2014). 
http://www.comlaw.gov.au/Details/F2014L00907 
 
This written agreement, and the right to make complaints and seek appeals of decisions and 
action under various processes, does not affect the rights of the student to take action under 
the Australian Consumer Law if the Australian Consumer Law applies. 
 
Definitions  
a. Non-tuition fees – fees not directly related to provision of the student’s course, including 

consumables, compulsory charges workbooks and materials 
b. Tuition fees – fees directly related to the provision of the student’s course 

Study period – 1 Semester 
 
If for any reason the College is unable to offer a course, a full refund of fees paid will be made 
within 14 days of the agreed starting day. If for any reason the College is unable to continue 
offering a course after the student has commenced, a full refund of fees paid, including for the 
portion of the course already taught, will be made with 14 days of the day the course ceased 
to be delivered. 
 
All refunds will be paid directly, and only to the person with whom the College has a written 
agreement, unless written advice to do otherwise is received from this person. The refund will 
be paid in Australian dollars.  Provider default is covered by the provisions of the ESOS Act 2000 
and the ESOS Regulations 2001.Under the National Code, a person holding a written 
agreement with the College should be aware that the College’s dispute resolution processes 
do not circumscribe the student’s right to pursue other legal remedies. It is an enrolment 
condition of the College that all College policies, including this Refund Policy be fully 
understood by the person signing an agreement with the College, prior to signing the 
agreement. 
 
 
 

Provider default  
a) If for any reason the College is unable to offer a course on an agreed starting day for the 

course, and the student for some reason cannot be placed or refuses placement in an 
alternative course arranged by the school, a full refund of any unused tuition fees* received 
by the school with respect to the student will be made within 14 days of the agreed course 
starting day. 

b) If for any reason the College is unable to continue offering a course after the student 
commences a course, and the student for some reason cannot be placed or refuses 
placement in an alternative course arranged by the school, a full refund of any unused 
tuition fees* received by the school with respect to the student will be made within 14 
days of the school’s default day. 

c. Course fees – the sum of tuition fees and non-tuition fees received by the school in 
respect of the student in order for the student to undertake the course. 

d. Term – approximately 10 weeks 
e. Semester- 2 Terms 

https://tps.gov.au/StaticContent/Get/StudentInformation
http://www.comlaw.gov.au/Details/F2014L00907


 

Deferment, Suspension and Cancellation 
 
Deferment of commencement of study requested by student 
The College will only grant a deferment of commencement of studies for compassionate and 
compelling circumstances. The final decision for assessing and granting a deferment of 
commencement of studies lies with the Principal. Deferment will be recorded on PRISMS 
depending on the students CoE status. 
 
Suspension of study requested by student 
Once the student has commenced the course, the College will only grant a suspension of study 
for compassionate and compelling circumstances. Suspension will be recorded on PRISMS. The 
period of suspension will not be included in attendance calculations. The final decision for 
assessing and granting a suspension of studies lies with Principal. 
 
Assessing requests for deferment or suspension of studies 
Applications will be assessed on merit by the Principal. All applications for deferment or 
suspension will be considered with 14 working days. 
 
Exclusion from class (1 to 28 days) 
The College may exclude a student from class studies on the grounds of misbehaviour by the 
student. Exclusion will occur as the result of any behaviour identified as resulting in exclusion in 
the College’s Behaviour Management Policy. Excluded students must abide by the conditions 
of the exclusion from studies which will depend on the welfare and accommodation 
arrangement in place for each student and which will be determined by the Principal. 
Exclusions from class will not be recorded on PRISMS. Periods of exclusion from class will not be 
included in attendance calculations. 
 
College initiated suspension of studies (28 days+) 
The College may initiate a suspension of studies for a student on the grounds of misbehaviour 
by the student. Suspension will occur as the result of any behaviour identified as resulting in 
suspension in the College’s Behaviour Management Policy. Suspended students must abide by 
the conditions of suspension from studies which will depend on the welfare and 
accommodation arrangements in place for each student and which will be determined by 
the Principal. Students who have been suspended for more than 28 days may need to contact 
DIAC. Suspensions will be recorded on PRISMS. The period of suspension will not be included in 
attendance calculations. 
 
 
Cancellation of enrolment 
The College will cancel the enrolment of a student under the following conditions: 

a.  failure to pay course fees; 
b.  failure to maintain approved welfare and accommodation arrangements (visa 

conditions); 
c. any behaviour identified as resulting in cancellation the College’s Behaviour 

Management Policy. 

The College is required to report failure to maintain satisfactory course progress and failure to 
maintain satisfactory attendance to DIAC which will result in automatic cancellation. 
 
Complaints and appeals 
Student requested deferment and suspension are not subject to the complaints and appeals 
policy. Exclusion from class is subject to the complaints and appeals policy. College initiated 
suspension, where the suspension is to be recorded in PRISMS and  cancellation are subject to 
the complaints and appeals policy. For the duration of the appeals process, the student is 



 

required to maintain enrolment and attendance at all classes as normal. The Principal will 
determine if participation in studies will be in class or under a supervised arrangement outside 
of classes. 
 
If students access the complaints and appeals process regarding a College initiated 
suspension, where the suspension is recorded in PRISMS, or cancellation, the suspension or 
cancellation will not be reported in PRISMS until the complaints and appeals process is finalised, 
unless extenuating circumstances relating to the welfare of the student apply. The use of 
extenuating circumstances by the College to suspend or cancel a student’s enrolment prior to 
the completion of any complaints and appeals process will be supported by appropriate 
evidence. The final decision for evaluating extenuating circumstances lies with the Principal. 
 
Student advice 
Deferment, suspension and cancellation of enrolment can have an effect on a student’s visa 
as a result of changes to enrolment status. Students will be informed to contact the 
Department of Immigration for advice. 
 
Students  may nominate a support person to accompany him / her at any stage of the dispute 
resolution process. 
 
Transfers 
International students are restricted from transferring from a principle course of study for a 
period of 6 months. This restriction also applies to any course/s packaged with the principal 
course of study. 
 
Students can apply for a letter of release to enable them to transfer to another education 
provider. However, if a student is under 18 years of age, conditions apply. 
 
Students under 18 years of age MUST also have: 
 

a.  written evidence that the student’s parent/legal guardian supports the transfer; 
b.  written confirmation that the new provider will accept responsibility for approving the 

student’s accommodation, support and general welfare arrangements where the 
student is not living with a parent/legal guardian or a suitable nominated relative; and 

c.  evidence that the student is always in DIAC approved welfare and accommodation 
arrangements. 

In order to apply for a letter of release, all students must first have a letter of offer from the 
receiving provider. 
 
Applications to transfer to another registered provider may have visa implications. The student 
is advised to contact the Department of Immigration and Citizenship office as soon as possible 
to discuss any implications. Contact 131 881 or email student.centre@immi.gov.au or find 
contact details on the website http://www.immi.gov.au/contacts/australia/index.htm. 
 
The letter of release, under Queensland legislation, must provide information about the student 
and demonstrated commitment to studies during the course, had a good attendance record 
for the course and paid all fees for the course. 
The College will not accept enrolment of a student from another school if that student does 
not have a ‘Letter of Release’ confirming the student has demonstrated commitment to 
studies, has a good attendance record and has paid all required fees. 
All applications for transfer will be considered within 15 working days and the applicant notified 
of the decision in writing. 
 

http://www.immi.gov.au/contacts/australia/index.htm


 

Students whose request for transfer has been refused may appeal the decision in accordance 
with the complaints and appeals policy. 
 
Complaints and Appeals 
The purpose of the complaints and appeals policy is to provide a student or parent/legal 
guardian with the opportunity to access procedures to facilitate the resolution of a dispute or 
complaint. 
 
The internal complaints and appeals processes are conciliatory and non‐legal. Grievances 
brought by a student against another student will be dealt with under the College’s Behaviour 
Management Policy. 
 
In the event of a complaint, dispute or grievance, students should first try to solve problems 
through the College’s internal dispute resolution processes. 
 
Students should follow the following process 
The student should contact the appropriate staff member for an appointment to discuss the 
issue. Appointments are made within 48 hours of the request. Written notes of the discussion will 
be kept for the student’s record. If there is no resolution, the student should make an 
appointment to discuss the issue with the appropriate Head of School: 

a.  Head of Primary School (Pre Kindy to Year 6); and/or 
b.  Head of Secondary School (Year 7 to Year 12). 

Appointments are made within 48 hours of the request. The student should take a written 
statement outlining any issues or concerns to this meeting. The staff member will refer to 
previous notes from the student’s record; 
 
If there is still no resolution, the Student should make an appointment to discuss the issue with 
the Principal. Appointments are made within 48 hours or the request; and The student should 
discuss the problem with the Principal. If there is a resolution, details will be noted on the 
student’s record. It there is no resolution, the student will be made aware of other steps 
available to him/her and his/her rights under legislation in the State of Queensland and the 
Commonwealth of Australia. 
 
Students should also be aware that: 
The student may nominate a support person to accompany at any stage of the dispute 
resolution process. If it is not possible to resolve the dispute internally, via the process above, 
the College will arrange for independent mediation to resolve the dispute.  
Independent mediation is available through the Dispute Resolution Branch, Department of 
Justice and Attorney‐General. There are six Dispute Resolution Centres throughout Queensland. 
The Brisbane Centre is located on the 13th Floor, Central Courts Building, 170 North Quay, Qld. 
4000. Contact details are: Tel. +61 7 3239 6269; Fax. +61 7 3239 6284. Students outside Brisbane 
may use the Toll Free number 1800 017 288. At present there is no fee for use of this service, but 
this may change.  Nothing in the College’s Dispute Resolution Policy negates the right of any 
international student to take action under Australia’s consumer protection laws in the case of 
financial disputes. 
 
Nothing in the College’s Dispute Resolution Policy negates the right of any international student 
to pursue other legal remedies; If a student is concerned about the actions of the College they 
may approach the State Registration Authority for CRICOS. In Queensland this is the 
Department of Education, Training and the Arts (DETA). The Director‐General of DETA has the 
power to suspend or cancel the College’s registration or a course if a breach of the 
requirements of registration provision is proved. Concerns about the conduct of the College 
should be addressed to The Manager, CRICOS Registration, Office of Non‐State Education, 



 

Queensland Department of Education, PO Box 15033. City East, Qld 4002. Complaints must be 
made in writing. 
 
Arrangements for Unaccompanied Children 
It is a student visa condition that students under 18 years of age live with: 

▫ a parent; or 
▫ a person who has legal custody of them; or 
▫ a relative aged at least 21 (as defined by the Department of Immigration and 

Citizenship(DIAC), of good character and with permission to reside in Australia for the 
duration of the student’s visa or until the student turns 18, nominated by either the 
parent or person having custody of them. 

If the student is being accompanied by an adult with a student guardian visa and the school 
becomes aware that the guardian intends to leave the country without the student, this 
process applies: 
 
The College notifies the parent / visa holder [by letter / in pre-enrolment materials / in the 
written agreement] that the School is aware of the visa condition regulating departure from 
the country, and that, in the event of there being compelling circumstances for leaving the 
country, the parent / visa holder should contact the school to discuss 

a. the circumstances 

b. the accommodation and welfare arrangements that are intended for the student and 

c. the details and start and end dates of these arrangements 

d. If the College approves arrangements for the specified dates, then the College 
provides the parent / visa holder with a letter noting the circumstances given, and 
confirming that alternative arrangements for the accommodation and welfare of 
the student have been approved by the school for the specified period of time, and 
advises the parent / visa holder to take this letter to Department of Immigration 
before departure date to also seek Department of Immigration approval. 

e. See office addresses at: http://www.immi.gov.au/Help/Locations/Pages/Australia.aspx . 

f. (If Department of Immigration also approves, which will most likely be the case if the 
College is taking welfare responsibility, a flag will be placed into the Department of 
Immigration database confirming approved departure and re-entry. The parent must 
then provide confirmation of this approval to the school.) 

 
g. If the College will not or cannot approve the proposed arrangements, and cannot or will 

not approve alternative arrangements for any reason, the School advises the parent / 
visa holder the student must also depart the country. In this case it will be a School 
decision as to whether the period of time not attending classes will be treated as a 
School-initiated suspension of studies (see Policy and procedures for deferring, 
suspending or can celling a student’s enrolment) or will be recorded as an absence as 
per Standard 11. 

Course Progress and Attendance 
 
Course progress 
The College will monitor, record and assess the course progress of each student for the course 
in which the student is currently enrolled. The course progress of all primary students will be 
assessed at the end of each semester of enrolment. The course progress of secondary students 
will be assessed at the end of each term of enrolment. 
 

http://www.immi.gov.au/Help/Locations/Pages/Australia.aspx


 

Students who have begun part way through a semester will be assessed after one full period 
of attendance. 
 
To demonstrate satisfactory course progress, students will need to achieve competency in a 
majority of units in any study period. If a student does not achieve competency as outlined 
above the relevant Head of School will meet with the student to develop an intervention 
strategy for academic improvement. This may include: 
Ap 
plication for Enrolment and School Policy Conditions for Enrolment of International Students 

a. additional supervised study periods; 
b. tutorial assistance; and 
c. other intervention strategies as deemed necessary. 

A copy of the student’s individual strategy and progress reports in achieving improvement will 
be forwarded to parents. The student’s individual strategy for academic improvement will be 
monitored over the following semester by the relevant Head of School and records of student 
response to the strategy will be kept. 
 
If the student does not improve sufficiently academically and achieve satisfactory course 
progress by the end of the next assessment period, the College will advise the student in writing 
of its intention to report the student for breach of visa condition 8202, and the student has 20 
working days in which to access the College’s internal complaints and appeals process. 
 
The College will notify DEEWR via PRISMS of the student not achieving satisfactory course 
progress as soon as practicable where: 
 

a. the student does not access the complaints and appeals process within 20 days; or 
b. withdraws from the complaints and appeals process; or 
c. the complaints and appeals process results in favour of the College. 

Completion within expected duration of study (course progression) 
As noted above, the College will monitor, record and assess the course progress of each 
student for the course in which the student is currently enrolled. Part of the assessment of 
course progress at the end of each semester will include an assessment of whether the 
student’s progress is such that they are expected to complete the course within the 
expected duration of the course. The College will only extend the duration of the student’s 
study where the student will not complete the course within the expected duration due to: 
 

a. compassionate or compelling circumstances; 
b. student participation in an intervention strategy as outlined above; and 
c. an approved deferment or suspension of study has been granted. 

Where the College decides to extend the duration of the student’s study, the College will report 
via PRISMS and/or issue a new CoE if required.  
 
Course attendance 
Satisfactory course attendance is attendance of 80% of scheduled course contact hours. 
Student attendance is: 
 

a. checked and recorded daily; 
b. assessed regularly; and 
c. recorded and calculated over each semester. 



 

Late arrival at school will be recorded and will be included in attendance calculations. All 
absences from school should be accompanied by a medical certificate, an explanatory 
communication from the student’s carer or evidence that leave has been approved by the 
Head of School. Any absences longer than 5 consecutive days without approval will be 
investigated. 
Application for Enrolment and School Policy 
Policies & Conditions for Enrolment of International Students 
Student attendance will be monitored to assess student attendance. Calculating the number 
of hours the student would have to be absent to fall below the attendance threshold for a 
semester. Any period of exclusion from class will not be included in student attendance 
Calculations. Students at risk of breaching the College’s attendance requirements will be 
counselled and offered any necessary support when they have absences totalling 25 hours 
during any semester. 
 
If the calculation above indicates that the student has passed the attendance threshold for 
the study period, the College will advise the student of its intention to report the student for 
breach of visa condition 8202, and the student has 20 working days in which to access the 
College’s internal complaints and appeals process except in the circumstances outlined 
above. The College will notify DEEWR via PRISMS of the student not achieving satisfactory 
course attendance as soon as practicable where: 
 

a. the student does not access the complaints and appeals process within 20 days; 
b. withdraws from the complaints and appeals process; 
c. the complaints and appeals process results in a decision for the College. 

Students will not be reported for failing to meet the 80% threshold where: 
 

a. the student produces documentary evidence clearly demonstrating compassionate 
or compelling circumstances e.g., medical illness supported by a medical certificate; 
and 

b.  has not fallen below 70% attendance. 

 
If a student is assessed as having nearly reached the threshold for 70% attendance, the relevant 
Head of School will assess whether a suspension of studies is in the interests of the student. 
 
If the student does not obtain a suspension of studies and falls below the 70% threshold for 
attendance, the process for reporting the student for unsatisfactory attendance (breach of 
visa condition 8202) will occur as outlined above. 
 
Staff Capabilities, Educational Resources and Premises 
The College is an accredited non‐state school in Queensland and as such is subject to an 
appropriate quality assurance framework applying to registered courses as is required under 
Standard 14 of Part D the National Code. 
 
The Leadership Team is responsible for recruiting staff, including recruiting of staff working with 
International students and is aware of obligations under Standard 6 and 14 Part D the National 
Code. 
 
The Leadership Team is responsible for management of facilities and resources including 
facilities and resources used by International students and is aware of obligations under 
Standard 14 of the National Code. 
 



 

The College ensures staffing, facilities and resources meet the needs of International students 
enrolled at the College through continuous review of staffing ratios and resource renewal 
policies. 
 
The Leadership Team are responsible for reviewing and updating the College policy and 
procedures to ensure appropriate staffing, premises and resources for the course delivery to 
full fee paying international students (FFPOS). 
 
Definitions and Acronyms 
Definitions 
Compassionate or compelling circumstances ‐ circumstances beyond the control of the 
student that are having an impact on the student’s progress through a course. These could 
include: 

a. serious illness, where a medical certificate states that the student was unable to attend 
classes; 

b. bereavement of close family members such as parents or grandparents; 
c. major political upheaval or natural disaster in the home country requiring emergency 

travel that has impacted on studies; 
d. a traumatic experience which has impacted on the student (these cases should be 

where possible supported by police or psychologists’ reports); 
e. where the College was unable to offer a pre‐requisite unit; and 
f. inability to begin studying on the course commencement date due to delay in 

receiving a student visa. 

For other circumstances to be considered as compassionate or compelling, evidence would 
need to be provided to show that these were having an impact on the student’s progress 
through a course. 
 
Expected duration – the length of time it takes to complete the course studying fulltime. This is 
the same as the registered course duration on CRICOS. 
School day – any day for which the College has scheduled course contact hours. 
Working day – any day other than a Saturday, Sunday or public holiday during term time. 
 
Acronyms 
CRICOS – Commonwealth Register of Institutions and Courses for International Students  
DEEWR – Department of Education Employment ad Workplace Relations 
DIAC – Department of Immigration and Citizenship 
CoE – Confirmation of Enrolment 
FFPOS – Full Fee Paying International Student 
ISQ -  Independent Schools Queensland 
NC – the National Code 
PRISMS – Provider Registration and International Student Management System 
 
International Student Orientation Program 
It is a requirement under the National Code that the College must assist full FFPOS to adjust to 
study and life in Australia through an age and culturally appropriate orientation program. 
Additionally, the College provides the following as required under Standard 6 of the National 
Code. The Heads of Schools are responsible for ensuring International students undertake the 
orientation program. 
 
Staff Orientation/Induction to ESOS Framework 
It is a requirement under the National Code that the College ensures that staff members who 
interact directly with FFPOS are aware of the obligations under the ESOS framework and the 
potential implications for students arising from the exercise of the obligations. Relevant 



 

information about the obligations under the ESOS framework is provided to appropriate staff 
members in the following way: 
 
To By How When 

Leadership Team Principal Weekly 
Meetings 

Administrative / 
Marketing Staff 

Leadership 
Team 

Weekly 
Meetings 

Enrolment & 
Marketing Staff 

Leadership 
Team 

Weekly 
Meetings 

Mainstream 
Teaching Staff / 

ESL Support Staff 

Heads of 
Schools 

Monthly All Staff 
Meetings 

Counselling and 
Student Support 
Staff 

Heads of 
Schools 

Monthly All Staff 
Meetings 

 
The Leadership Team is responsible for informing new staff members who take up duties outside 
of staff information sessions of relevant obligations under the ESOS framework 
 
 
INFORMATION FOR INTERNATIONAL STUDENTS 
Appendix A ‐ Code of Practice 
Recruitment 
Recruitment of students will be conducted at all times in an ethical and responsible manner 
and consistent with the requirements of the curriculum. Appropriately qualified staff will assess 
the extent to which the applicant is likely to achieve the outcomes of the course based on the 
applicant’s level of English and academic results. 
Refunds 
The College will have a fair and clearly explained refund policy. (Refer Polices & Conditions for 
Enrolment of International Students) 
Student Grievances 
The College will have a fair and transparent process for dealing with student grievances. In the 
event that such grievances cannot be resolved internally, the College will advise students of 
the appropriate bodies from which they can seek further assistance. (Refer Polices & Conditions 
for Enrolment of International Students) 
Education Services Act for International Students 
The College will be bound by the provisions of the Education Services for Overseas Students 
Act 2000 (ESOS) Act 2000. 
Student Services 
The College will ensure that students have access to: 

▫ orientation on arrival; 
▫ accommodation services; 
▫ assistance and information about the academic progress; 
▫ information regarding entry to further study; 
▫ ongoing counselling as required in relation to health and family matters; 
▫ a designated student officer who will assist the student to adjust to life and study at an 

Australian institution, and to help resolve problems; and 
▫ a copy of the College’s complaints and appeals policy. 

 
 



 

Privacy of Personal Information 
The College will meet all requirements of the Privacy Act 2001 in relation to the way it handles 
personal and sensitive information about students. A copy of the College’s Privacy Policy is 
available on website. 
 
Sanctions 
The College recognises that if it should not meet the obligations of this code or supporting 
regulatory requirements, it may have its registration as a provider withdrawn. 
 
INFORMATION FOR INTERNATIONAL STUDENTS 
Appendix B ‐ Information & Policies 
Accreditation 
The College is an approved school under the Accreditation of Non‐State Schools Act, 2001 and 
the Education (Overseas Students) Act, 1996. The College is registered on the Commonwealth 
Register of Institutions and Courses for Overseas Students (CRICOS). The CRICOS Provider 
number is 01873J. 
 
Courses 
The College currently offers three courses to International students.  
 

• P-6 Primary School Studies  086300K 
• 7-10 Junior Secondary School Studies  086301J  
• 11-12 Senior Secondary School Studies  

All overseas students are eligible for an Australian Tertiary Admission Ranking (Provisional) and 
the Queensland Certificate of Education (Provisional) or Queensland Certificate of Individual 
Achievement (Provisional) at the end of Year 12. At the end of each semester the student is 
given a written report grading competency relating to each subject undertaken in the course. 
Course handbooks are available on the website or by request. Students who complete Year 6 
or Year 12 in a course are presented with a certificate of completion at an annual celebration 
evening. 
 
Teachers use various methods of teaching including instructional lessons, individual tutoring, 
subject related field trips and work experience where appropriate. The use of projection 
equipment is widespread throughout the College. 
 
Payment and Refund of Fees and Charges 
All course tuition fees invoiced annually are to be paid per term prior to the student 
commencing the following term.  
 
Tuition fees may be refunded according to the International student refund policy, refer Policies 
& Conditions for Enrolment of International Students 
 
Termination and/or Suspension of Enrolment Policy 
Fair, appropriate, and objective measures are employed for the correction and/or discipline 
of students, including detention, suspension of, and/or termination of enrolment, after each 
individual case has been carefully considered. The College expectations of behaviour are 
given in the Behaviour Management Policy. 
 
The College authority may suspend or terminate an enrolment at its discretion for failure to 
comply with the ‘Conditions of Entry’, or other serious breaches of the College’s rules and 
regulations. In the event of termination of enrolment by the College, the Department of 
Immigration and Citizenship(DIAC) will be notified immediately, and arrangements will be 



 

made for the return of the student to parental/custodial care as soon as possible, with expenses 
to be met by the person with whom the College has a signed agreement. 
 
In the event of termination of enrolment by the College, a refund, less any relocation expenses 
for the student and/or monies owed by the student, will be due as per the refund policy  
 
Complaints and Appeals Policy 
Refer Policies & Conditions for Enrolment of International Students. 
 
Transfer to and from Other Education Institutions 
Refer section 10 Polices & Conditions for Enrolment of International Students. 
 
Other Conditions 
Enrolment at the College is conditional upon full participation in the complete range of the 
College curriculum and activities, including those of a specifically religious nature. Enrolment 
at the College is conditional upon adherence to the College policies as detailed in this 
document and the College course information booklets, handbooks and Behaviour 
Management Policy. All students are required to wear full and correct school uniform during 
the College day and when travelling to and from the College. 
 
Appendix C‐ STUDENT ORIENTATION PLAN 
FOR NEW INTERNATIONAL STUDENTS 
1. Greet student and introduce them to appropriate staff member/s: 

a. Class / Home Room Teacher 
b. Year Level Coordinator 
c. Head of School 
d. Support Staff 
e. Director of Student Development 

2. Issue student with Student Diary and instruct them to read the pages Using Your Diary. 
3. Issue all timetables and textbooks. 
4. Discuss requirements for successful completion of the course of study, attendance, 
assessment and behaviour. 
5. Tour of classroom and amenities. This can be undertaken by a suitable student who will 
attend classes with the new student. 
6. Ensure all necessary documents, where appropriate, are given to the new student: 

a. Relevant information regarding course and subjects 
b. Policies & Conditions for Enrolment of International Students document. 

7. Discuss the Refund Policy (Policies & Conditions for Enrolment of 
International Student) and ensure the student understands the policy. 
8. Discuss Visa requirements, including academic performance, attendance & the need for 
student to advise College administration of any change of contact details. 
9. Given copy of Policies & Conditions within 7 days of commencing. 
10. Request student sign on completion of the Orientation Plan. 
11. Signed form must be returned to student file. 
12. Have a follow up meeting with the student in 2 weeks to check on progress 
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