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GLOSSARY OF TERMS 
 

ACT Australian Capital Territory 

AEAS Australian Education Assessment Services 
https://aeas.com.au/home/welcome/ 
 

AST ACT Scaling Test 
http://www.bsss.act.edu.au/information_for_students/act_scaling_test 
 

ATAR Australian Tertiary Admission Rank 
https://www.uac.edu.au/future-applicants/atar 
 

BSSS Board of Secondary School Studies 
http://www.bsss.act.edu.au/ 

CAAW Confirmation of Approval of Appropriate Welfare Arrangements 

CoE Confirmation of Enrolment issued by the School 

CRICOS Commonwealth Register of Institutions and Courses for Overseas Students 
https://cricos.education.gov.au/ 

DIBP Department of Immigration and Border Protection 
https://www.homeaffairs.gov.au/ 

EAL/D English as an Additional Language or Dialect 

ELICOS English Language Intensive Courses for Overseas Students 
https://www.elicos.com/about-elicos/ 

ESOS Act Education Services for Overseas Students Act 2000 (C’wlth) 
https://internationaleducation.gov.au/Regulatory-
Information/Pages/Regulatoryinformation.aspx 
 

National Code 2018 National Code of Practice for Providers of Education and Training to Overseas 
Students 2018 
https://www.legislation.gov.au/Details/F2017L01182 

OSHC Overseas Student Health Cover 
https://www.privatehealth.gov.au/health_insurance/overseas/overseas_stude
nt_health_cover.htm 
 

SAE Standard Australian English 

SEC St Edmund’s College 
https://sec.act.edu.au/ 

Student Overseas student 

 
 
 

COMMONWEALTH LEGISLATION 
 St Edmund’s College is an approved school under the ACT Education Act 2004 (Education 

Act), the ESOS Act and the National Code 2018. 

 St Edmund’s College is registered on the Commonwealth Register of Institutions and Courses for 
Overseas Students (CRICOS). 

 The CRICOS Provider number is: 00639E. 
 
 
  

http://www.bsss.act.edu.au/information_for_students/act_scaling_test
https://www.uac.edu.au/future-applicants/atar
http://www.bsss.act.edu.au/
https://cricos.education.gov.au/
https://www.homeaffairs.gov.au/
https://www.elicos.com/about-elicos/
https://internationaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx
https://internationaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx
https://www.legislation.gov.au/Details/F2017L01182
https://www.privatehealth.gov.au/health_insurance/overseas/overseas_student_health_cover.htm
https://www.privatehealth.gov.au/health_insurance/overseas/overseas_student_health_cover.htm
https://sec.act.edu.au/
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SECTION 1 

USING THIS HANDBOOK 
This Handbook has been created to assist oversea students and their parents and guardians who are 
considering enrolling at St Edmund’s College. It provides information about being a student at St Edmund’s 
and the College enrolment process.   For further information on enrolling at St Edmund’s please contact the 
St Edmund’s College Enrolment Office 
Telephone +61 2 6239 0660 
Email  enrolments@stedmunds.act.edu.au  

 
SECTION 2 

ABOUT ST EDMUND’S COLLEGE 
National Code, Standard 1 

 
College Profile  
St Edmund’s College is a Catholic boys’ College in the Edmund Rice Tradition – the ethos 
of Edmund Rice permeates College life and the College community.  Blessed Edmund 
Rice was the founder of the Christian Brothers and worked tirelessly for the education 
of children in Ireland in the early nineteenth century.  
 
The College was opened by the Christian Brothers in 1954 as St Edmund’s War 

Memorial College to educate boys from years 4 to 12. 66 years later the College continues to provide a 
liberating education and a diverse program of cultural, pastoral and co-curricular experiences within a 
supportive and inclusive community.  
St Edmund’s College offers teaching and learning programs specifically tailored to boys’ learning styles and a 
vertical House system which provides structure and support during the school day.  
 
Students have the opportunity to experience vibrant Youth Ministry and community service programs, be 
part of a diverse range of team and individual sport, artistic, musical and performing arts experiences, and 
participate in a variety of camps, excursions and immersions. These opportunities form the many dimensions 
of an ‘Eddies’ education.  
 
The school year runs from early February through to early December. There are 4 terms, with breaks in April 
(two weeks), July (three weeks), September (two weeks) and December/January (7 weeks). 
 

Edmund Rice Education Australia  
“We invite all people into the story of Jesus and strive to make his 
message of compassion, justice and peace a living reality within our 
community.”  Charter for Catholic Schools in the Edmund Rice Tradition 
 

The Christian Brothers story in Australia is a vibrant and creative response to the educational needs of the 
day. The formation of Edmund Rice Education Australia (EREA) by the Christian Brothers in 2007 continues 
and renews this response. EREA, as part of the mission of the Catholic Church, is charged with the 
responsibility for governance of the Christian Brothers’ schools throughout Australia and to ensure that 
Edmund’s charism lives on.  
 
EREA has defined four Touchstones which describe the culture of an authentic Catholic school in the Edmund 
Rice tradition: 
 

*Liberating Education *Gospel Spirituality *Inclusive Community *Justice and Solidarity 
 

These Touchstones give ideals which underpin the ministry of our College. They also help us set our direction 
and define goals which follow Blessed Edmund’s example and make the Gospel a living reality in our lives. 

mailto:enrolments@stedmunds.act.edu.au
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College Motto 
Christus Lux Mea (Christ Is My Light) 
 
St Edmund’s College is a dynamic Catholic all boys’ school, an inclusive educational community committed 
to living the message of Jesus Christ. We educate and develop boys into young men according to the values 
and experiences of a Catholic education in the Edmund Rice tradition. 
 

Our Vision   
Vibrant Spirit.      Strong Character.      Tailored Learning. 
Our Vision at St Edmund’s College is to develop boys into young men of strong character, by building a spirit 
of … 
      GROWTH through Liberating Education 
      HOPE through Gospel Spirituality 
      BELONGING through Inclusive Community 
      SERVICE through Justice and Solidarity 
 

Our Mission 
Our Mission is to provide a quality Catholic education in the Edmund Rice tradition by … 

 promoting the highest levels of personal achievement in education 
 bringing the light of Christ to every student 
 recognising, nurturing and celebrating the God given qualities of every member of our community 
 promoting opportunities for service to the community and to each other 

 

Location  
St Edmund’s College is situated in the leafy inner suburb of Griffith, on the southern side of Lake Burley Griffin 
and Black Mountain. The College is a short walk to both the Manuka and Kingston restaurant and shopping 
districts and approximately 7 kilometres from the centre of Canberra. A range of accommodation providers 
are located nearby. St Edmund’s College is easily accessible by road, public transport and the Canberra airport 
is approximately 8 kilometres away.  
 

Facilities 
St Edmund’s College is well established with a range of facilities that support a strong academic environment 
and a full and rich co-curricular offering. In addition to facilities one would expect to find in a school the 
College boasts:  

 The Kath Durie Junior Library and The Brother E.C. Fields Senior Library. Each provides a broad 
range of books, magazines and digital resources. These are accessible to students via the libraries’ 
computer catalogue. Students can also access the Internet and a range of online journals. 

      Computer laboratories – supporting our focus on STEM subjects, especially coding and 
robotics with access to 3D printers. 

 The Bishop Pat Power Performing Arts Centre (PAC) which accommodates the College’s Music and 
Drama faculties and provides access to the Brother RJ Wallace Hall .   

      The Brother M.B. Gallagher Science Wing with Science laboratories providing appropriate 
spaces to focus on Physics, Chemistry, Biology and Multi-strand Science. 

 Diverse Learning Centre with breakout areas so students needing learning support can work with an 
LSA one on one or in small groups. 

 McCarthy Technology Centre 

 Hospitality Skills Centre and a kitchen 

 Sporting Facilities, including 6 ovals, one of which faces The Michael Moloney Grandstand, used for 
Cricket, Rugby and Soccer, a large College gymnasium with markings for a broad range of sports  

 A canteen which is open 5 days a week for students to purchase breakfast, morning tea and lunch.  
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SECTION 3 

OTHER INFORMATION 
  National Code, Standard 3 

 

Schedule of Fees 
The current year Schedule of Fees are available on the School’s website. These are updated annually every 
December. https://sec.act.edu.au/enrolments/international-students/ 
 

Health Insurance 
It is a requirement that overseas students studying on student visas must have Overseas Student Health 
Cover (OSHC) for the proposed duration of their visa. OSHC is an insurance that provides cover for the 
costs of medical and hospital care which overseas students may need whilst studying in Australia. 
 
The College does not arrange this insurance on behalf of students. Parents/guardians are free to choose 
their own medical insurance company. 
 

 
Payments and Fees  

 Payment of a one off enrolment fee of $100 is required when lodging an enrolment. This is an 
administrative fee which is not refundable.  

 Fees covers a range of costs including House and year level camps and retreats, sports carnivals, ICT 
infrastructure, book hire, student printing (up to $100/year), local excursions (up to $25/excursion), 
Co-curricular costs (up to $100/activity), student accident insurance, subject consumables and 
publications such as the College Calendar and Yearbook. Each family is also asked to contribute a 
non-refundable $250 per term to the College Building Fund. This payment is voluntary and tax 
deductible. The Building Fund finances the maintenance and refurbishment of the College’s facilities. 

 Additional costs to be covered by students include uniforms, excursions not covered by the fees, 
stationary, electronic device and personal expenses. 

 The Overseas Student Fees are listed on the St Edmund’s College website, a link to which is available 
from the St Edmund’s College website. https://sec.act.edu.au/enrolments/international-students/ 

 Fees are invoiced each term and due at the start/end of each term. The College does not accept fees 
in advance. 

 A request for refund should be in writing (see Appendix 7 & 8), addressed to: The Director of Business 
Services 

 All fees must be paid in Australian dollars. Refunds will be reimbursed in Australian dollars in the 
form of cheque or bank draft and the payment will be sent to the applicant’s home country address 
unless otherwise requested by the person paying tuition fees.  

 Please note  
o A student is not enrolled if an application for student visa is unsuccessful. The College should 

be informed in writing by the parents of the student who applied for enrolment, if a visa 
application has been denied. The original rejection letter from the Australian diplomatic 
mission must be included with the advice. 

o The College is required to advise DIAC of changes to all study programs. Changing or 
withdrawing an enrolment application may result in changes to the entitlement for an 
individual to enter or remain in Australia. 

Other considerations 

 Parents/guardians must inform the College in writing if there is a change in their relationship with 
each other post signing the enrolment form (e.g. divorce or separation).  

 
 

 
 

https://sec.act.edu.au/enrolments/international-students/
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College Uniform 
All students are required to wear full and correct College uniform during the day, when travelling to and from 
College and if participating the College-based activities.   Ranier Design Group is the sole authorised supplier 
of our College uniform.  
 
The College Uniform Shop offers new uniforms for sale. There is an extensive range of sizes in stock or a 
made-to-measure service is available. As the uniforms are of high quality and durability, they would be 
expected to last throughout the full term of the student’s enrolment. All uniform items are only available 
from the Uniform Shop is situated at the front of the College. 
 
Please review the College website for more details. The costs will vary for each student, depending on: 

 The year the student is enrolled; 

 The student’s clothing size; and 

 The extra-curricular activities chosen by the student. 
 
Please check the College website for details of the cost of uniform items.  
https://sec.act.edu.au/facilities/uniform-shop/ 

 
Textbook hire costs per year 
The cost for textbooks for students in Years 7-12 is incorporated into the General Levy (for relevant cost see 
the Schedule of Fees). 
 

Excursions and Camps 
All students in Year 5, 9, 10 and 12 attend a compulsory camp / retreat. Charges for camps / retreats will be 
added to parents’ accounts each term. Parents/carers are sent a letter in a timely manner outlining the details 
of the excursion including the name of the external provider, costs and program. 
 

Other Conditions 
Enrolment at the College is conditional upon full participation in the complete range of the College curriculum 
and activities as well as adherence to all College Policies as detailed in this document, the Guide to Courses 
Handbooks for Years 7 and 8, Years 9 and 10 and Years 11 and 12. https://sec.act.edu.au/academic/ 
 

Change of Address / Phone Number 
It is your responsibility to ensure that your contact details, i.e. Australian residential address and telephone 
numbers, are current at all times.  The College must be informed of any changes of these details within 7 
days of the change.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://sec.act.edu.au/facilities/uniform-shop/
https://www.cggs.act.edu.au/storage/cggs-schedule-of-fees-international-student-2019-final.pdf
https://sec.act.edu.au/academic/
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SECTION 4 

ABOUT CANBERRA 
National Code, Standard 2 

 
 
Canberra is the capital city of Australia. With a population of approximately 400,000, it is Australia's largest 
inland city. The city's design was influenced by the garden city movement and incorporates significant areas 
of natural vegetation.  
 
Canberra is the political centre of Australia and the site of Parliament House. Other landmarks include the 
Australian War Memorial, National Gallery, National Museum, Australian Institute of Sport, Lake Burley 
Griffin and Black Mountain, to name just a few. Canberra provides an eclectic mix of restaurants and hotels, 
several thriving shopping districts and a broad educational offering including the Australian National 
University, Canberra Institute of Technology, Canberra University, the Royal Military College and Australian 
Defence Force Academy.  
 
Canberra is approximately a 2 hour drive to the Snowy Mountains and to the beach at Bateman’s Bay, and 
approximately 3 hours to Sydney, which makes Canberra an attractive and accessible destination.   
For more information on Canberra, try the Visit Canberra website: https://visitcanberra.com.au/   
 
There is also information on the cost of living in Canberra from ACT Government:  
 
http://www.canberrayourfuture.com.au/portal/living/article/cost-of-living/ 
 
  

https://visitcanberra.com.au/
http://www.canberrayourfuture.com.au/portal/living/article/cost-of-living/
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SECTION 5 

COURSES AND EDUCATIONAL OUTCOMES 
National Code, Standard 2 

Courses and subjects offered to overseas students have stated educational outcomes as specified in the 
each College’s Course Guides. These guides are published on the College Website and will assist student to 
select suitable subjects. The Director of Teaching and Learning (or their delegate) is also available to discuss 
subject choices with High School and Senior overseas students. Junior School parents can discuss the Year 
4, 5 or 6 curriculum with the Assistant Principal, Junior School. 
 

Stage of Education Common 
Name 

Cohort Average age 
of students 

Certificate/s awarded 

Primary Education Junior School Years 4-6 9-12 years  Nil 

Secondary Education High School Years 7-10 12-16 years  ACT Year 10 Certificate 

Senior Secondary 
Education 

College Years 11 & 12 16-18 years  ACT Year 12 Certificate 

 Vocational Certificate 

 ACT Tertiary Entrance 
Statement 

 

Religious Education 
All students from years 4 to 11 are taught Religious Education as a compulsory unit of study. In Year 12 it is 
optional and is offered in the Tertiary and Accredited Packages which contributes points towards the ACT 
Year 12 Certificate. The College follows the Canberra-Goulburn Archdiocesan Religious Education Curriculum 
for Years 4 – 6, a modified version of the Curriculum for Years 7-10 and an RE Unit for Year 12 which is 
registered with the ACT Board of Secondary Senior Studies (for Senior Students) and  the ACT Department of 
Education and Training. 
 

Years 4 – 6 (Junior School) 
St Edmund’s College Junior School offers a contemporary, thinking-oriented curriculum aimed at maximizing 
the learning outcomes of the boys in our care. We focus on quality teaching, effective pedagogy and a 
supportive learning environment. As a Catholic school in the Edmund Rice tradition, we strive to nurture the 
spiritual, academic, social and physical development of our students. 
 
Curriculum development is a collaborative process which is continuous and based on the Australian 
Curriculum. We strive to undertake relevant and explicit professional learning to ensure our curriculum 
continues to empower our students with essential skills for the future. Students engage in specialist lessons 
for Music, Library, Japanese, Physical Education and Digital and Design Technologies. For more information, 
please view our Years 4-6 Course Guide.  
 

Years 7 to 10 (High School) 
The Curriculum 
The curriculum in Years 7 – 10 is based on the Australian Curriculum.   The College has mapped all learning 
areas using the ACARA Australian Curriculum and provides a program of student consistent with this 
framework. The Australian Curriculum is found at: https://www.australiancurriculum.edu.au/ 

 
Years 7 and 8 
In Years 7 and 8, students study a broad range of subjects to expose students to a variety of teaching and 
learning activities. Students in Years 7 and 8 study the core subjects of English, Mathematics, Religious 
Education, Physical Education, Science and Social Science. In Year 7, they study Art, Drama, Music, Food 
Technology and Technology in rotation each semester. In Year 8, elective subjects, covering Art, Drama, 
Music and Technology are rotated each semester. For more information, please view the Year 8 Course 
Guide. https://sec.act.edu.au/academic/  

https://www.australiancurriculum.edu.au/
https://sec.act.edu.au/academic/
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Years 9 and 10 
Students commencing study in Year 9 are entering a new phase in their education. They will study for their 
first public certificate, the ACT Year 10 Certificate. 
 
The ACT Year 10 Certificate reports results for both Years 9 and 10. For all semester units studied during 
these years, an A to E grade will be recorded. The next two years are all the more important due to this 
certification. For some jobs and apprenticeships the successful completion of Year 10 is a necessary 
requirement. 
 
The next two years are also important for a number of other reasons. Firm academic foundations need to be 
laid prior to the senior years. Skills and knowledge acquired in Years 9 and 10 will benefit students in their 
senior years. Sound study habits with a positive and independent attitude to learning in Years 9 and 10 will 
stand students in good stead for Years 11 and 12. 
 
The process of Year 9 and 10 subject selection balances choices for each student with requirements the 
College has in ensuring the Australian Curriculum is delivered. 
 
For more information, please view the Year 9 and 10 Course Guides. https://sec.act.edu.au/academic/ 

 
The Year 10 Certificate and High School Record 
The ACT Year 10 Certificate is issued to students who have successfully completed an approved program of 
study to the end of Year 10. Successful completion includes academic performance, attendance and conduct. 
Ultimately, it is the College Principal who makes the decision on the awarding of the ACT Year 10 Certificate. 
 
A High School Record is also issued by the College and lists courses undertaken and grades achieved by a 
student in Years 9 and 10. A High School Record will be issued to students who are transferring from another 
school within the ACT or leaving the ACT system. Students who are not eligible to receive the Year 10 
Certificate will be issued with a High School Record only. 
 
As the Year 10 Certificate and High School Record can be important documents for employment or 
educational reasons, an appeal process exists for those who are dissatisfied with their results. In summary, 
the student can request, in sequence, a review from: 

1. Teacher or teachers involved. 
2. Head of the Faculty or faculties involved. 
3. College Principal or delegate. 

 
Students considering lodging an appeal should review the St Edmund’s College Appeals Policy and Procedure 
(See Appendix 17 & 18).  
 
If a student is dissatisfied with the result of their appeal at the College level, they may appeal to the Chief 
Executive of the ACT Education Directorate. An appeal may also be made against a Principal’s decision not to 
award an ACT Year 10 Certificate. Appeals to the Department should be made in writing as soon as possible 
after notification of the College’s review decision. 
 
Further information can be obtained from the Directorate’s website, a link to which is available in the 
Appendix section of this website. 

 
Implications for Years 11 and 12 
Progress in Years 9 and 10 provides a strong indicator about appropriate senior study packages. Levels of 
achievement in Years 9 and 10 are used by the College to recommend valid and appropriate senior subject 
selections. Students should speak with their teachers about their senior schooling goals during Years 9 and 
10.  Further information can be found in the Year 10 and Senior School Course guides.  
https://sec.act.edu.au/academic/ 
 

https://sec.act.edu.au/academic/
https://sec.act.edu.au/academic/
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Years 11 and 12 
The Curriculum 
The ACT senior secondary education system caters for students in Years 11 and 12. The ACT operates a 
school-based curriculum and assessment system as prescribed by the ACT Board of Senior Secondary Studies 
(BSSS). The BSSS is a statutory authority responsible for the certification of senior secondary school studies 
in the ACT. The courses taught in Years 11 and 12 are either developed by teachers in the College or across 
the ACT education system, and are then approved by the Board of Senior Secondary Studies for inclusion in 
the College education program. For comprehensive information for Senior Students Years 11 – 12 refer to 
BSSS website, a link to which is available from the Appendix section of this Handbook.  
 
Students at St Edmund’s College can either select to do a Tertiary or Accredited/Vocational package, or a 
combination of the two. Students that seek to gain entry into a University or equivalent should complete a 
Tertiary package. Students that successfully complete the package are awarded a Senior Secondary 
Certificate and a Tertiary Entrance Statement. The Accredited/Vocational package is typically for those who 
may be seek further vocational training, an apprenticeship, employment or alternative pathways to 
university. Students that successfully complete the package are awarded a Senior Secondary Certificate and 
the appropriate Vocational Education Certificate/s.  

 
ACT Year 12 Certificate 
The ACT Year 12 Certificate is issued at the end of Year 12 to all students who have completed an approved 
program of studies in Years 11 and 12. The certificate records all units grouped into courses with the grade 
A – E for each unit. 
 
A Year 12 Certificate based on a standard package will be awarded on completion of a program approved by 
the College as having provided a coherent pattern of study, and includes the equivalent of at least 17 
standard units from Accredited, Tertiary, Vocational, Modified and Registered units/courses in a period not 
exceeding five years. Units must be packaged to form at least 3 minor courses. 

 
Tertiary Entrance Statements 
The Tertiary Entrance Statement is produced for students who qualify for the Australian Tertiary Admissions 
Rank (ATAR). It reports information required for tertiary admission. A Tertiary Entrance Statement allows 
entry to university or equivalent provided an adequate ATAR is achieved. 
 
Tertiary students must select six subjects for study in Year 11, and then may choose to study five in Year 12. 
It is the policy of this College that all students Year 11 must undertake a minor course in Religious Education. 
Students are free to choose any of the other subjects offered. 

 
Secondary College Record 
The Secondary College Record is a certificate that may be issued to students at any time during Years 11 and 
Year 12. The Secondary College Record reports the units studied by the student, grouped in courses, and 
where appropriate, the unit grades. 
 
Personal skills and qualities covered by references are not included on the Secondary College Record. 
 
The Secondary College Record is made available on request to students who are leaving the College as an up 
to date record of their current achievements. 

 
Early Exit – Year 12 Certificate 
Students who have gained 17 standard units by the end of their third semester or middle of their fourth 
semester may apply for an early exit from the College ahead of other Year 12 students. Having qualified for 
a Year 12 Certificate, these students may then decide to enter the next stage of their career by pursuing study 
at the CIT or commencing full time training in their fourth semester. Contact with these students is 
maintained and they are invited to the Year 12 Graduation. 
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SECTION 6 

STUDYING AT ST EDMUND’S COLLEGE: 
IMPORTANT CONSIDERATIONS 

National Code, Standards 2, 8 & 9 

 
Course progress 
 

 Students are required to demonstrate satisfactory course progress during the period of their 
enrolment as required by the Department of Immigration and Citizenship (DIAC). This also involves 
satisfactory attendance with no “unexplained absences”. 

 Satisfactory course progress is assessed by the College on a semester basis but Term Progress Reports 
are issued. Students are required to complete a minimum of 80% of all set work in high school and 
for Senior Years 11 and 12 as determined by the BSSS.  

 Students must complete their course of study within the agreed period as detailed on their 
Confirmation of Enrolment (CoE). Where compassionate or compelling circumstances exist, the 
College has implemented its intervention strategies or study deferment has been approved, an 
extension may be possible. The College will contact Immigration if an extension is approved as this 
may affect the student’s visa arrangements. See full details in the College’s Student Academic 
Handbooks and in the Pastoral Care Handbook.  

 St Edmund’s College will report to the Department of Education and Training if a student’s expected 
time of completion of his course might occur, due to: 

o Compassionate or compelling circumstance (e.g. Illness where a medical certificate states 
that the student was unable to attend classes or where St Edmund’s was unable to offer a 
pre requisite unit of study); 

o St Edmund’s has implemented intervention strategies for students at risk of not meeting 
satisfactory course progress ; or 

o An approved deferment or suspension of study has been granted in accordance with the 
National Code of Practice for Providers of Education and Training to Overseas Students 2018.  

 The College will implement ‘intervention strategies’ and inform students, parents and/or guardians 
if academic performance is of concern.  

o If a student is not performing satisfactorily they will be interviewed by the Head of House in 
the first instance and then by the Director of Teaching and Learning (or delegate). Parents or 
nominated Guardians will be fully advised of the outcome of these meeting. 

o If a student fails a unit of study they will receive a letter detailing progress failure and be 
referred to the Director of Teaching and Learning (or their delegate). Written intervention 
strategies, including a compliance contract, with parents/guardians and the student will be 
put in place. 

o If a student then fails any units of study they will be reported to the (DEEWR) Department of 
Education, Employment and Workplace Relations and the Department of Immigration and 
Citizenship (DIAC) for non-compliance with visa conditions.  

 Students and Parents/Guardians will be advised if the intervention strategies not be successful and 
the College is required to report the matter to DIAC. 

 
Attendance (Refer also to Appendix 15) 

 Students are expected to attend all scheduled course contact hours. Class rolls are marked once a 
day in the Junior School and each period and during tutor time in Years 7 - 12. Normally there are 6 
periods each day. All non-attendance, including lateness by a student must be explained with a 
written note to the College from the parent/guardian. 

 Refer to the College’s Attendance Policy for more information. 

 In addition, overseas students must attend a minimum 80% of scheduled course contact hours as a 
condition of their student visa. All absences including explained or with a medical certificate 
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contribute to the overall attendance percentages, and will be taken into account when determining 
whether to report a student for non-compliance with attendance requirements. 

 Intervention strategy 
o Students and parents will be advised if attendance is of concern. Students and families are 

contacted by the College after students are absent for three consecutive days with no 
explanation. A medical certificate is required if the absence relates to a medical condition.  

o If attendance falls below 85%, the student will be interviewed by the Head of House in the 
first instance and parents and guardians will be advised. The student will be required to enter 
into an agreement with the College, aimed at improving attendance. 

o If attendance does not improve, the student will be referred to the Principal and written 
intervention strategies, including a compliance contract, will be put in place. 

 If attendance falls below 80% the student will be reported to the (DEEWR) Employment and 
Workplace Relations and the Department of Immigration and Citizenship (DIAC) for non-compliance 
with visa conditions. 

 

Student Behaviour 
 Students are required to abide by all the Student Expectations as outlined in the Student Wellbeing 

Handbook and policies as well as the ACT Education Act 2004. 

 Misbehaviour includes repeated breaches of the College’s Code of Conduct or repeated disregard of 
College and/or community standards of expected behaviour. This includes formal suspension from 
College. 

 Students must comply with all visa conditions and not engage in any activity that may endanger the 
safety of themselves or any other person or that could lead to police charges. Such behaviour may 
constitute grounds for immediate suspension/ cancellation of enrolment. 

 

Deferring, Suspending or Cancelling Study (Refer also to Appendix 16) 
Suspension of enrolment is not necessarily due to misbehaviour. Suspending, or deferring, enrolment may 
also be initiated by the student.  Examples of such circumstances could include: serious illness, injury or 
trauma, bereavement of close family members, major political upheaval or natural disaster in their home 
country. 
 
Deferment, suspension or cancellation of enrolment may affect the student’s visa. 
 
The College in consultation with parents and/or guardians will consider the impact on the student’s capacity 
and/or ability to progress through their course of study. 
 
The deferral or suspension application should include evidence of the circumstances and be made in writing 
to: The Principal 

St Edmund’s College Canberra 
110 Canberra Avenue 
GRIFFITH ACT 2603 
Australia 

 
The deferral or suspension of studies is for a maximum of six months and cannot be approved retrospectively. 
Deferral or suspension of studies may also impact on the student’s visa for study in Australia. The College will 
inform the student of this and inform DEST of all approved enrolment deferrals or suspensions.  
St Edmund’s can only defer or temporarily suspend the enrolment of the student on the grounds of: 

o compassionate or compelling circumstances as stated above. Illness and injury will require 
that the student produce a medical certificate which states that the student is unable to 
attend school). 

o misbehaviour by the student. 
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. 
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College expectations of behaviour are provided in the Student Wellbeing Handbook as well as at the time of 
interview. The College may suspend or terminate an enrolment at its discretion for failure to comply with the 
‘Enrolment Agreement for Placement’, or other serious breaches of the College rules and regulations. 

 
Suspension and cancellation of enrolment (Refer also to Appendix 4 & 16) 

 A student’s enrolment may be suspended, deferred or cancelled if: 
o tuition fees are not paid by the specified dates on the quarterly invoices,  
o a student has failed to abide by all the Student Expectations as outlined in the Pastoral Care 

Handbook and policies as well as the ACT Education Act 2004. 
o a student is found to have breach visa requirements by DIAC. 

 A student may appeal the suspension, deferment or cancellation of their enrolment. If a student 
accesses the College’s internal appeals process the suspension, deferment or cancellation of the 
student’s enrolment cannot take effect until the internal process is completed, unless extenuating 
circumstances relating to the student apply. 

 Suspension, deferment or cancellation of enrolment may also impact on the student’s visa for study 
in Australia. 

 Refunds: The College has a clearly defined Overseas Student Refund Policy (Appendix 7) and Claiming 
Refunds for Overseas Students Process (Appendix 8). 

 
 
 
 
 
 

 
 

SECTION 7 

STUDENT RECRUITMENT 
National Code, Standard 2 

 
The College will provide information to overseas students with regard to 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. 
 
St Edmund’s College does not actively recruit overseas students. 
 
Our general and mainstream marketing practices are always carried out in an ethical manner. Marketing is 
approached in a deliberate and responsible way consistent with the requirements of the College curriculum. 
All student applications for enrolment are assessed by appropriately qualified staff to evaluate the likelihood 
of the applicant achieving the required outcomes of the course based on the applicant's level of English and 
academic results. 
 

 The College does not accept applications from Agents or Brokers. 
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SECTION 8 

MINIMUM ACADEMIC AND ENGLISH LANGUAGE REQUIREMENTS 
   National Code, Standard 2 

 

Academic requirements to enrol 
Acceptance to the College will be at the discretion of the Principal or delegate. All students will be assessed 
prior to entry into mainstream classes. 
 
Students must provide evidence of academic performance appropriate to enter the Year level requested on 
the online Application of Enrolment form or offered as an alternative point of entry by the College in a Letter 
of Offer. 
 
Minimum academic requirements to enrol for any of the course provided by the College include: 

 
Years 7 - 10 
A pass level or “C” grade or better for the majority of core subjects. 

 Students wishing to enter Years 7 - 10 mainstream classes must have an academic record placing 
them in the top 50% of their class in Mathematics, Science and English. 

 
Years 11 - 12 
A pass level or “C” grade or better for the majority of core subjects. 

 Students wishing to enter Year 11 must have an academic record placing them in the top 
50% of their class in Mathematics, Science and English. 

All students wishing to enter the College are assessed individually based on the contents of their report cards, 
results of English language proficiency test, personal references and interview with the Principal or delegate. 
 
Please note that overseas students enrolled in St Edmund’s College are expected to complete the full 
courses offered without recognition of prior learning.  
 

English language proficiency (See Appendix 2) 
An understanding of, and competence in, the use of English is essential to the full achievement of students 
in the Australian Capital Territory educational system. 
 
The College requires evidence of sufficient proficiency in English to successfully meet the curriculum 
demands of the enrolled course. 
 
Assessment Level 4 Schools sector visa applicants who apply outside Australia for a student visa and who 
are at least 16 years of age at the time of visa application must provide evidence of their English language 
proficiency. The minimum English language proficiency requirement for each school year level is outlined 
below. English language proficiency testing can be organised through Australian Education Assessment 
Services, https://aeas.com.au/home/welcome/ 
 
Please note that the College does not offer any formal arrangement to assist students to develop their 
competence in English.  
 
Advice on the most suitable program of study for each individual will be available to students from the 
Principal, Assistant Principal Teaching and Learning, and Head of Diverse Learning. Advice and 
recommendations from the Principal, Assistant Principal Teaching and Learning, Head of Diverse Learning 
and Careers Advisor should be followed when determining student courses and programs and evaluating 
student programs. Students should be aware that English competence may influence their results in other 
subjects. 
 

https://aeas.com.au/home/welcome/
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POINTS OF ENTRY AEAS 

Semester 1, Year 11 70+ 

Semester 2 Year10 70+ 

Semester 1 Year10 61-70 

Year 9 61-70 

Year 8 61-70 

Year 7 61-70 
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SECTION 9 

ENROLMENT PROCESS AND INFORMATION 
National Code, Standard 3 

 

Prospective students and their parents/legal guardians will need to apply for admission to the College and 
will also need to apply for a student visa from the Australian Government. The Study in Australia website 
provides detailed information, especially about how to apply for study in Australia. 
 
Prospective students and their parents/legal guardians are encouraged to review this website to assist with 
their Australian study enquiries. Important information about overseas student rights and responsibilities can 
also be found through the Australian Government’s Education Services for Overseas Students Framework, 
Appendix 10. 
 
For information about studying at St Edmund’s College, prospective families should contact the College 
Enrolments Office enrolments@stedmunds.act.edu.au or +61 2 6239 0660 
 

Process 
Parents who hold full responsibility for a student’s welfare may enrol a boy as a day student in Years 4 to 12.  

 The College does not accept applications from Agents or Brokers. 

 
Step 1 - Apply 
Applications for enrolment must be made on the approved Enrolment Form either from the College website 
https://sec.act.edu.au/enrolments/how-to-enrol/ or by contacting the College Enrolments Office.  
This must be correctly completed, and must be accompanied by the following documents to support the 
application: 

 Copies of Student Report Cards from the 2 most recent years of study, including a copy of the latest 
Student Report; 

 A completed Reference Form from the student’s current or most recent school Principal is also 
required if student Report Cards do not record student behaviour or commitment to studies; 

 Appropriate proof of identity and age; and 

 Written evidence of proficiency in English as a second language (e.g. AEAS test score which satisfies 
the College as outlined in ESL proficiency requirements, pg 17). 

 
Where the above documents are not in English, certified translations in English are required, with necessary 
costs to be met by the applicant. 
 
Additional application requirements: 

 A non-refundable Application of Enrolment fee (AUD$100) must be paid 

 
Step 2 - Interview 
Upon receipt of the students’ Application of Enrolment form, the College will provide students 
with the following information: 

 Payment receipt for Application Fee (please retain all receipt for reference) 

 A copy of this Overseas Student Handbook 

 Schedule of Fees, Overseas Full Fee Paying Students (available from College website) 

 Guide to Courses Handbooks for Years 7 and 8, Years 9 and 10 and Years 11 and 12 (available from 
College website) 

 
An interview with the Principal (or delegate) will be organised at a time suitable for the student and their 
parent / legal guardian. Interviews can be conducted in person or via Skype, Zoom, etc. Phone interviews are 
not preferred but as a last resort can be utilised. 
 

https://www.studyinaustralia.gov.au/english/apply-to-study
mailto:enrolments@stedmunds.act.edu.au
https://sec.act.edu.au/enrolments/how-to-enrol/
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Step 3 - Assessment 
Following the interview, the Principal or delegate will assess the student’s application to enrol. Applications 
from overseas students are assessed on their merits and involves evaluating the provided home country 
school reports and of the student’s English language proficiency testing results, sufficient for entry to the 
level of education applied for. 
 

Step 4 – Offer 
After the College has reviewed the application for enrolment and if a place is available, the student and their 
parents/guardians are invited for an interview. A tour of the College can also be arranged. Parents/guardians 
of students under 18 years of age must participate in an interview (ideally at the College) and have signed all 
documentation concerning welfare and Guardianship of their son. If the student will not be residing with 
their parent the relative or legal custodian with whom the student will be residing in Australian must attend 
the interview.  
 
Should the decision be made by the College to offer an enrolment place, a Letter of Offer will be issued 
outlining the courses the student is to be enrolled in and approximate tuition fees applicable based on the 
current Schedule of Fees in place. 
 
The Letter of Offer will include supporting documents: 

 Receipt of Agreement (Appendix 3) 

 Enrolment Agreement 

 Relevant Schedule of Fees, Overseas Full Fee Paying Students for enrolment year 

 Complaints and Appeals Process (Appendix 17 & 18) 

 Monitoring Course Progress Strategy (Appendix 14) 

 Monitoring of Attendance Policy Appendix 15) 

 Overseas Student Refund Policy (Appendix 7) and Claiming Refunds for Overseas Students Process 
(Appendix 8) 

 

Step 5 – Accepting Offer 
If the applicant is successful an offer of enrolment will be made by the College. To accept the offer 
parents/guardians complete the Enrolment Agreement and pay the enrolment fee. If the enrolling student is 
in the legal care of a guardian while in Australia (e.g. the students’ parents will not be residing in Australian 
with their child), the parent must complete an Appointment of a Guardian (Welfare letter).  
 
On return of the Enrolment Agreement and payment of the fee, a Letter of Offer and enrolment pack are 
provided. All paperwork included in the Enrolment Pack is to be returned to the College and form part of the 
enrolment process. The enrolment will not be considered finalised until all enrolment pack paperwork is 
received and processed by the College.  
 
On the student’s commencement day at St Edmund’s, they are met by their assigned Head of House who 
guides them through the induction process.  
 
Applications from overseas students are processed according to established policy and procedure, and are 
dealt with on their merits.  
 
To accept the offer made the student and their parent/legal guardians should read the Receipt of Agreement 
and Enrolment Agreement carefully prior to signing and returning to the Admissions Registrar within the 
timeframe specified in the Letter of Offer. 
 
The Enrolments Officer will return a co-signed copy of the Enrolment Agreement for your records. Your 
signature confirms your acceptance of the terms in both agreements. 
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It is a strict requirement that the overseas student, while in Australia and studying with St Edmund’s College, 
must notify the College of his contact details including: 

 the student’s current residential address, mobile number (if any) and email address (if any) 

 who to contact in emergency situations 

 any changes to those details, within 7 days of the change. 
 

Step 6 – Confirmation of Enrolment (CoE) and Confirmation of Appropriate 
Accommodation and Welfare (CAWW) 
Once we have received your signed Receipt of Agreement and Enrolment Agreement and your deposit we will 
send you an Electronic Confirmation of Enrolment (eCoE) by email. This will outline your course start date, 
total course fees and how long your course will run for and is generated from the Provider Registration and 
International Student Management System (PRISMS), a database developed by the Australian Government 
to assist the administration of the ESOS Act. 
 
A Confirmation of Appropriate Accommodation and Welfare (CAAW) letter will also be generated by the 
School from PRISMS and sent to you with the CoE to confirm your placement in the College. The CAAW letter 
confirms the College is taking responsibility only for the welfare arrangements of the student, ensuring the 
living arrangements are safe and adequately meet their needs. The CAAW letter does not override the 
parents/legal guardian’s legal responsibilities for the student. 
 
If you are applying for your Student Visa through the Department of Immigration and Citizenship’s online 
lodgement facility, you will need the details of your eCoE to lodge your visa application. If you are lodging a 
paper visa application, you must provide the eCoE prior to the visa being granted. 
 

 You should make sure that you meet requirements for a student visa before you accept an offer 
and pay any tuition fees. 
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SECTION 10 

WELFARE AND SUPPORT 
National Code, Standard 5 & 6 

 
St Edmund’s College will provide a range of support services to assist the student while living in Australia and 
studying at the College. There are no additional costs associated with these services. 
 

 A comprehensive orientation program will be provided to assist student to familiarise themselves 
with our expectations, rules, College facilities and provide opportunity to meet some of our students 
and staff. The program will be age and culturally appropriate for the child and will be delivered by 
the student’s Head of House or Assistant Principal, Junior School.  

 Each high school and senior student will report daily to their Tutor. The tutor is also available to 
provide assistance and support to students in their tutor group.  

 In the Junior School students can ask questions or discuss concerns with their classroom teacher or 
to the Assistant Principal, Junior School.  

 The Head of House and Assistant Principal, Student Wellbeing will provide pastoral support to high 
school and senior students.  

 A College Counsellor is also available in the event that a student wants counselling or mental health 
support. 

 First aid services are available from Student Services located at Reception.  

 The Enrolment Officer is available to clarify and answer questions relating the student’s enrolment. 

 The Assistant Principal,  Teaching and Learning (or their delegate) provides guidance and information 
in relation to courses, class timetables and academic progress 

 The Assistant Principal, Teaching and Learning (or their delegate) is available to assist students 
needing support due to a special or additional learning need. 

 The Careers Advisor provides information to assist students seeking a pathway to employment and 
post Year 12 education. 

 

Services for Overseas Students 
The College provides new overseas students with the following student services: 

• Orientation to the College starts on arrival where students will meet the Enrolments Officer, 
Principal, Assistant Principal Student Wellbeing , Head of House, and Assistant Principal Teaching and 
Learning. 

• Academic advice is available from our Assistant Principal, Teaching and Learning. 
• Careers advice and information regarding further study is available via our Careers Advisor and 

Assistant Principal, Teaching and Learning. 
• Ongoing counselling as required in relation to health and family matters, facilitated by our Student 

Services staff and/or College Counsellor. 
• Student liaison officers to assist the student to adjust to life and study at an Australian institution, 

and to help resolve problems. This role is facilitated by several staff roles including: Assistant Principal 
Student Wellbeing, College Counsellor. 

 
The above listed student services are provided at no additional cost. 
 
In accordance with the National Code St Edmund’s College will also refer students to external service 
providers where appropriate, and provide information about legal services and emergency/health services 
available in the ACT.  
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Police Services / Child Protection 

 Emergency 000: Call Triple Zero (000) in an emergency or life threatening situation. 

 Police Assistance Line 131 444 (Australian Federal Police) 

 ACT Child and Youth Protection Services 1300 556 729 or email childprotection@act.gov.au 

 NSW Child Protection Helpline 13 2111 
 

Legal Services 

 ACT Law Society https://www.actlawsociety.asn.au/ 

 ACT Legal Aid http://www.legalaidact.org.au/ 

 NSW Legal Aid https://www.legalaid.nsw.gov.au/ 
 

Health Services 
 Canberra Hospital Yamba Drive Garran phone 6244 2222  
 http://health.act.gov.au/our-services/canberra-hospital-campus 

 Canberra Walk-in Medical Centres provide free one-off treatment for minor injuries and illness 
http://health.act.gov.au/our-services/walk-centre 

 Find a health service or seek medical advice or information 
http://www.findahealthservice.act.gov.au/c/fahs?a=sp&pid=1316133581&servicecategory=18 

 

Employment Rights and Conditions 
 Fair Work Ombudsman 

https://www.fairwork.gov.au/ 
 

 
Accommodation  
While enrolled at St Edmund’s College the student must live in appropriate and approved care arrangements 
until completion of the enrolment period. St Edmund’s College is a day school and does not provide boarding 
facilities.  
 
As per DIAC regulations, students under 18 years of age must stay with a ‘nominated guardian’, which can 
be: 

 a parent,  

 a person who has legal custody for the student; or,  

 an eligible relative (as determined by DIBP). 
 

As per standard 5 of the National Code, the College will make two home visits per one – in Semester One 
and Semester Two, monitoring the student’s accommodation, support and general welfare. (Appendix 9) 
 
The nominated guardian must have an appropriate visa or have applied for a Student Guardian Visa (subclass 
590).  

 
Documentation explaining the accommodation arrangements for the student must be provided with the 
enrolment form. Additional information may also be required by the College from the nominated guardian. 
If the child is to reside with an eligible relative or legal custodian they must hold a current Working with 
Vulnerable People registration and attend the enrolment interview.  
 
The College must be informed of changes to a student’s accommodation arrangements and evidence must 
be provided indicating that DIBP has approved the change.  
 

mailto:childprotection@act.gov.au
https://www.actlawsociety.asn.au/
http://www.legalaidact.org.au/
https://www.legalaid.nsw.gov.au/
http://health.act.gov.au/our-services/canberra-hospital-campus
http://health.act.gov.au/our-services/walk-centre
http://www.findahealthservice.act.gov.au/c/fahs?a=sp&pid=1316133581&servicecategory=18
https://www.fairwork.gov.au/
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If the College becomes aware or reasonably suspects that an overseas student is not being well looked after 
the College will contact DIBP and other local agencies, such as Child Protection Services or the police if 
necessary.  
 

Health 
All student visa holders must have Overseas Student Health Cover (OSHS). For more information refer to the 
Department of Home Affairs: Health insurance for student’s webpage, a link to which is available from the 
Appendix section of this Handbook. The College will not organise health insurance for overseas students.  
As part of the enrolment process St Edmund’s College requests personal information about the health of the 
applying student, including medical conditions and disabilities. Please refer to the College’s Privacy Policy for 
information on how the College obtains and uses health, medical and private information.  
 

 
Privacy 
As part of the enrolment process St Edmund’s College requests personal information about the applicant as 
well as the applicant’s family members and other carers. The purpose of collecting this information is to allow 
the College to allocate staff and resources in order to ensure the student’s education and welfare needs.  
It is very important that current and accurate information in relation to the student, their family and their 
legal custodian is maintained by the College. It is also very important that the people named as emergency 
contacts are aware that they have been nominated and agree to their details being provided to the College. 
The information collected may be shared with other education and legal organisations, departments and 
agencies in accordance with the College’s Privacy Policy. In order to comply with legislation and legal 
regulations the College may also share information collected with DEEWR and DIAC when appropriate. 
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SECTION 11 

CRITICAL INCIDENTS 
National Code, Standard 6 

 
 
The College is committed to providing a safe and supportive environment for all our workers, students, 
visitors and guests. 
 
The National Code defines a critical incident to be a traumatic event, or the threat of such (within or outside 
Australia), which causes extreme stress, fear or injury.   The  incident  may  occur  at  the  School  or  through  
a  related  School-based  activity  or  circumstance. In relation to overseas students, critical incidents may 
also include emergency  situations  that  occur  in  students'  home  countries,  or  relate  to  their  family  in  
or  outside Australia.   
 
A critical incident is defined as: “any situation faced by members of the College community that causes them 
to experience unusually strong emotional reactions which have the potential to interfere with their ability to 
function either at that time or later.” Potential critical incidents include and not be limited to: 

 missing students 

 severe verbal or psychological aggression 

 death, serious injury or any threat of these 

 natural disaster 

 issues such as domestic violence, sexual assault, drug or alcohol abuse. 
 
Given the diverse nature of possible traumatic events and the variance of potential impacts on members of 
the College community, it is not possible to establish a single response strategy for all situations. In these 
circumstances it is our policy to: 

 Provide psychological support to all students and staff where they are experiencing, or may be at risk 
of experiencing, emotional distress in the aftermath of a traumatic event. 

 Presume that a traumatic event will occur within the College community and make appropriate 
preparations to ensure that the College is in the best possible position to respond when the event 
takes place. 

 Establish a Critical Incident Management Team that is trained to respond to emergency situations 
and to manage the response to traumatic events. 

 Ensure that the Critical Incident Management Team Management Plan is clearly communicated to 
staff and members of the College community. 

 Liaise with relevant organisations, external to the College that may also be involved in responding to 
a particular situation. 

 Ensure that all staff at the College receive appropriate briefings to ensure that they are able to carry 
out their roles in any Critical Incident Management Team Management Plan that is developed. 
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SECTION 12 

THE EDUCATION SERVICES FOR OVERSEAS STUDENTS ACT  
(ESOS) FRAMEWORK 

National Code, Standard 6 
 

 

Important information for you as a student 
You must refer to the below website and read the information relating to the ESOS Framework to ensure you 
understand the information relating to your future enrolment at the College. 
https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx 
 

The ESOS framework – Providing quality education and protecting your rights 
The Australian Government wants overseas students in Australia to have a safe, enjoyable and rewarding 
place to study. Australia’s laws promote quality education and consumer protection for Overseas Students. 
These laws are known as the ESOS framework and include the Education Services for Overseas (ESOS) Act 
2000 and the National Code. 
 
Protection for overseas students 
As an Overseas Student on a student visa, you must study with an education provider and in a course that 
can be found on the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) at 
http://cricos.education.gov.au. 
 
CRICOS registration guarantees that the course and the education provider at which you study meet the high 
standards necessary for overseas students. Please check carefully that the details of your course – including 
its location – match the information on CRICOS. 
 

Your rights 
The ESOS framework protects your rights, as follows. 

• Your right to receive, before enrolling, current and accurate information about the courses, fees, 
modes of study and other information from your provider. If you are under 18, to ensure your safety, 
you will be granted a visa only if there are arrangements in place for your accommodation, support 
and welfare. 

 
• Your right to sign a written agreement with your provider before or as you pay fees, setting out the 

services to be provided, fees payable and information about refunds of course money. You should 
keep a copy of your written agreement. 

 
• Your right to get the education you paid for. The ESOS framework includes consumer protection that 

will allow you to receive a refund or to be placed in another course if your provider is unable to teach 
your course. 

  
• Your right to know: 

o how to use your provider’s student support services 
o who the contact officer or officers are for Overseas Students 
o if you can apply for course credit; when your enrolment can be deferred, suspended or 

cancelled 
o what your provider’s requirements are for satisfactory progress in the courses 
o if attendance will be monitored for those courses 
o what will happen if you want to change providers 
o how to use your provider’s complaints and appeals process. 

 

 
 

https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx
http://cricos.education.gov.au/
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Your responsibilities 
As an Overseas Student on a student visa, you have responsibilities to: 

• satisfy your student visa conditions 
• maintain your Overseas Student Health Cover (OSHC) for the period of your stay 
• meet the terms of the written agreement with your provider 
• inform your provider if you change your address 
• maintain satisfactory course progress 
• follow your provider’s attendance policy, if attendance is recorded for your course 
• maintain your approved accommodation, support and general welfare arrangements 
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SECTION 13 

STUDENT TRANSFERS 
National Code, Standard 7 

 
Generally, as per the National Code 2018 Standard 7, a transfer between schools is not possible prior to the 
student completing six calendar months of their first school course unless certain conditions are met. 
 

Transferring to St Edmund’s College 
The College will not knowingly enrol a student wishing to transfer from another registered provider’s course 
prior to the student completing six months of their principal course of study except where: 

1. The original registered provider has agreed to the release and has provided a written letter of release 
and recorded the date of effect and reason for release in PRISMS. 

2. The original registered provider has ceased to be registered or the course in which the student is 
enrolled has ceased to be registered. 

3. The original registered provider has had a sanction imposed on its registration by the ESOS agency that 
prevents the student from continuing his principal course. 

4. The releasing registered provider has agreed to the overseas student’s release and recorded the date 
of effect and reason for release in PRISMS 

5. Any government sponsor of the student considers the change to be in the student’s best interest 
 and has provided written support for that change. 

 
Transferring from St Edmund’s College process 
Where a student requests a transfer from St Edmund’s College to another school prior to completing six 
months of their principal course, the College will grant a Letter of Release only where: 

1. written confirmation is received by the College from the proposed registered school provider the 
student is transferring to, confirming that a valid enrolment offer has been made, 

2. written confirmation is received by the College that the student’s parent/legal guardian supports the 
transfer, and 

3. where the student is not being cared for in Australia by a parent or suitable nominated relative, the 
valid enrolment offer confirms proposed registered provider will accept responsibility for the student’s 
accommodation, support and general welfare arrangements. 

 
The College will grant the transfer request if the transfer is in the student’s best interests, including but not 
limited where the College has assessed that:  

 the overseas student will be reported because they are unable to achieve satisfactory course progress 
at the level they are studying, even after engaging with that registered provider’s intervention 
strategy to assist the overseas student in accordance with Standard 8 (Overseas student visa 
requirements) 

 there is evidence of compassionate or compelling circumstances 

 the College fails to deliver the course as outlined in the written agreement 

  there is evidence that the overseas student’s reasonable expectations about their current course are 
not being met 

 there is evidence that the overseas student was misled by the College regarding the College or its course 
and the course is therefore unsuitable to their needs and/or study objectives 

 an appeal (internal or external) on another matter results in a decision or recommendation to release 
the overseas student. 

 
 
There may be some circumstances where a Letter of Release will not be granted. These circumstances will be 
provided in writing to the student along with details of how the student can appeal the College’s decision in 
accordance with the Complaints and Appeals process (Appendix 17 & 18).  The College will not grant a transfer 
request if: 
• The move to another registered provider would be detrimental to the overseas student. 
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This will be discussed with the overseas student, support person and guardian/parent; or 
• The move to another registered provider is to avoid issues that can be resolved by the College. 
• The College will inform the overseas student in writing of the reason for the refusal. 
• The College will also advise the overseas student of his right to access the College complaints and appeals 
process. 
 
If the transfer request is refused, the overseas student will be notified in writing regarding the reasons for 
refusal and their rights to appeal the decision in accordance with Standard 10 of the National Code within 20 
working days. The College will not finalise the student’s refusal status in PRISMS until any such appeal finds 
in favour of the College or the student has chosen not to access the appeals process within 20 working days, 
or the overseas student withdraws from the process. 
 
Requests for transfer will be assessed for approval by the College Principal. 
 
A Letter of Release, if granted, will be issued at no cost to the student and will advise the student of the need 
to contact the Department of Immigration and Border Protection to seek advice on whether a new student 
visa is required. The date of effect and reason of the release will be recorded by the College in PRISMS. 
 
A request for a Letter of Release will be processed and provided to the student within one working week of 
the receipt of the request. 
 
The College will retain all records of all requests from overseas students for a release and the assessment 
of, and decision regarding, the request for two years after the overseas student ceases to be an accepted 
student. 
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SECTION 14 

NON-COMPLIANCE WITH VISA CONDITIONS 
National Code, Standard 8 

 
Issuing a Notice of Intention to Report  
Students who are found to be in breach of visa conditions will be issued with Notice of Intention to Report 
for Non-Compliance. 
  
The notice explains the visa breach and actions undertaken and intervention strategies employed by St 
Edmund’s College Canberra and consulting Agencies to assist the student to comply with the visa. 
The notice also explains St Edmund’s College intention to report the visa breach to DIAC. 
 
Students can appeal the Notice of Intention to Report for Non-Compliance within 20 working days from the 
date of issue. 

 

Appealing a Notice of Intention to Report  
Students have the right of appeal and will be advised in writing of avenues of review. Students may be 
accompanied and assisted by a support person at any relevant meetings. 
Internal appeals must be lodged in writing within 10 working days of the internal appeal decision to: 
The Principal 
St Edmund’s College Canberra 
110 Canberra Avenue 
GRIFFITH ACT 2603 
Australia 
 
The St Edmund’s College nominated internal panel consisting of the Assistant Principal, Teaching and 
Learning and the Assistant Principal, Student Wellbeing will commence review of the appeal within 10 
working days of receipt of a written appeal. 
 
Appellants will be provided with a written statement of the outcome of their internal appeal, including details 
and reasons for the decision within 10 working days of the appeal panel meeting. 
 
If a student is unsuccessful with the internal appeals process they may lodge a further appeal with the ACT 
Government Education and Training Unit for Non-Government Schools to have their case heard by an 
independent external body at no cost to the student. 
 
External appeals must be lodged in writing within 10 working days of notification of the internal appeal 
decision to: 
The Ombudsman – International Students 
GPO Box 442 
CANBERRA ACT 2601 
Phone 1300 362 072 
 
The Ombudsman’s Office will advise the student of the outcome of their external appeal once a decision is 
made by the external body. The College will commence the implementation of any decision and/or corrective 
action as required within 10 working days. 
 
Students who are unsuccessful with their internal appeal and who do not lodge a further external appeal will 
be reported to DIAC for a breach of their visa conditions. 
 
The issuance of the Section 20 Notice and reporting of the student to DIAC for a breach of visa condition will 
occur only after the process above has been completed. 
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The College will maintain the student’s enrolment while the complaints process is ongoing except in 
extenuating circumstances relating to the welfare of the student. 
 
If the internal or any external complaints handling or appeal process results in a decision or recommendation 
in favour of the overseas student, the College will immediately implement the decision or recommendation 
and/or take the preventive or corrective action required by the decision, and advise the overseas student of 
that action. 
  

Reports to DEEWR and DIAC 
 In the event a student fails to meet to maintain satisfactory course progress, or attendance 80% of 

scheduled course contact hours, they will be reported to DEEWR and DIAC.  

 Students are advised before they are reported to DEEWR with an Intention to Report letter. The 
student will be given 20 days to appeal the decision as set out in the National Code of Practice for 
Providers of Education and Training to Overseas Students 2018 (National Code 2018). Enclosed with 
the letter will be the College’s Complaints and Appeals Policy and Procedure. 

 Compelling and compassionate circumstances will be taken into account before reporting a student.  

 Students have a right to an internal appeal if they are not in agreement with the decision to report 
them to Department of Education, Employment and Workplace Relations (DEEWR) and DIAC.  

o Appeals relating to course progress and attendance are made using the College’s Appeal 
process  

 Students have a right to external appeal if they are not satisfied with the College’s internal appeal 
process.  For more information refer to Appendix 17 & 18. 

 

  



 
 
31        St Edmund’s College Canberra OVERSEAS STUDENT HANDBOOK 

 

 
 

SECTION 15 

STUDENT COMPLAINTS AND APPEALS 
National Code, Standard 10 

 

The College has a fair and transparent process for dealing with student complaints and appeals. In the event 
that such appeals cannot be resolved internally, the College will advise students of the appropriate bodies 
from which they can seek further assistance as outlined in Appendix 17 & 18. 
 

Privacy 
The College meets all requirements of the Privacy Act 1988 in relation to the way it handles personal and 
sensitive information about students. The College Privacy policy is available at 
https://sec.act.edu.au/privacy-policy/ 
 
The information provided by parents and students to the College may be made available to Commonwealth 
and State agencies (including the Commonwealth Department of Education and Training, Commonwealth 
Department of Immigration and Border Protection and the ACT Government Education Directorate) and the 
Fund Manager of the ESOS Assurance Fund, pursuant to obligations under the ESOS Act and the National 
Code 2018. Some information we are required to provide to Commonwealth and State agencies about the 
student includes: 

 the name and any other prescribed details of each person who becomes an accepted student of the 
College; 

 the name, starting day and expected duration of the course the student is accepted into; 

 prescribed information about an accepted student who does not begin their course when expected; 

 any termination of an accepted student’s studies before the student’s course is completed; 

 any change in the identity or duration of an accepted student’s course; and 

 any other prescribed matter relating to accepted students. 
 
The College will only use personal information for the purposes for which it was given to us, or for purposes 
which are related (or directly related in the case of sensitive information) to one or more of our functions 
or activities. 
 
We may disclose your personal information to other parents, other schools, recipients of College 
publications, visiting teachers, counsellors and coaches, our service providers, agents, contractors, business 
partners and other recipients from time to time, only if one or more of the following apply: 

 you have consented; 

 you would reasonably expect us to use or disclose your personal information in this way; 

 we are authorised or required to do so by law; 

 disclosure will lessen or prevent a serious threat to the life, health or safety of an individual or to 
public safety; 

 where another permitted general situation or permitted health situation exception applies; 

 disclosure is reasonably necessary for a law enforcement related activity.” 
 
It is a condition of enrolment that parents/legal guardians read the terms outlined in the College Privacy 
Policy. By signing and submitting the Application for Enrolment form parents/legal guardians agree to the 
College Privacy Policy. 

 
  

https://sec.act.edu.au/privacy-policy/
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SECTION 16 

APPENDICES 
 

Appendix 1:   Overseas Students Marketing Policy 
  (National Code, Standard 1) 

 
Source of Obligation 
Standard 1.1 of the National Code requires the College to ensure that the marketing and promotion 
of its education services in connection with the recruitment of overseas students or intending 
overseas students is not false or misleading, and is consistent with the Australian Consumer Law. 
 
Sections 18 and 29 in Schedule 2 of the Competition and Consumer Act 2010 (Cth) (the Australian 
Consumer Law) respectively prohibit the College from, in trade or commerce, engaging in conduct 
that is misleading or deceptive or is likely to mislead or deceive, and from making false or 
misleading representations about its goods or services. 
 
This applies to the College when it is conducting its marketing and promotional activities, as well as 
its provision of educational services to overseas students. 
 
Any breach of Standard 1 may require enforcement action by the Commonwealth Department of 
Education, Skills and employment, including sanctions for non-compliance. 
 
The Policy 
It is the College’s policy that when seeking to enter into written agreements with overseas students, 
or intending overseas students, we are completely honest and accurate in our communications and 
do not provide any false or misleading information on: 
 

 Associations with any other providers, persons or organisations the College has arrangements with 
for the delivery of the course in which the student intends to enrol or may apply to enrol or any 
work-based training a student is required to undertake as part of the course 

 Any prerequisites, including English language proficiency, for entry to the course; or 

 Any information relevant to the College, its courses or outcomes associated with those 
 courses. 
 
The College will not: 

 Claim to commit to secure for the student, or on the student or intending student’s behalf, a 
migration outcome from undertaking any course offered by the College; or 

 Guarantee a successful education assessment outcome for the student or intending 
 student. 
 
This policy is made available on the College website to demonstrate our commitment to transparent and 
truthful communications with potential overseas students. 
 
Australian Consumer Law Protections 
 
The College ensures that we abide by the provisions of the Australian Consumer Law and provide 
information to overseas students and their parents/guardians about the consumer protections afforded to 
overseas students. 
 
The College ensures that it does not: 
 

 In trade or commerce, engage in conduct that is misleading or deceptive or is likely to mislead or 
deceive 
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 Engage in unconscionable conduct 

 Have unfair contract terms within our agreements with overseas students; or 

 Provide false or misleading representations about goods or services provided by the College 
  

Definitions: 
Trade or Commerce 
 

‘Trade or commerce’ refers to conduct, which in itself, has an aspect or element of activities or 
transactions which are commercial in nature: Concrete Construction v Nelson (1990) 169 CLR 594. 
Under the Australian Consumer Law, transactions between the College and overseas students and their 
parents/guardians for the purposes of enrolment and tuition payments are dealings in trade or 
commerce. 

Misleading or Deceptive 
Conduct 
 

The ACL does not define the terms ‘misleading’ or ‘deceptive’.  To determine what is misleading or 
deceptive conduct, a court will assess an action or omission by considering whether the overall conduct 
induces or is capable of inducing an ordinary person in the position of an overseas student or intending 
overseas student into error. 

Unconscionable Conduct 
 

The Australian Competition and Consumer Commission (ACCC) provides guidance on unconscionable 
conduct. Unconscionable conduct is described as business behaviour that is harsh or oppressive, and 
goes beyond commercial bargaining. To be considered unconscionable, the conduct must be more than 
simply unfair – it must be against conscience as judged against the norms of society. 

Unfair Contract Terms 
 

The ACCC has provided guidance on the characteristics of unfair contract terms. Common examples of 
unfair contract terms include terms that: 

 Enable one party (but not another) to avoid or limit their obligations under the contract 

 Enable one party (but not another) to terminate the contract 

 Penalise one party (but not another) for breaching or terminating the contract; and 

 Enable one party (but not another) to vary the terms of the contract. 
 
In the context of overseas students, unfair contract terms are terms that: 

 Cause a significant power imbalance between the overseas student and the College 

 Are not reasonably necessary to protect the legitimate interests of the College 

 Would cause the overseas student’s detriment (financial or non-financial) if the College tried to 
enforce it; or 

 Are not transparent. 
 

False or Misleading 
 

The ACCC provides guidance on what is false or misleading. It is illegal for the College to make 
representations that are incorrect or are likely to create a false impression.  
This includes any representations in print, radio, television, social media or other advertising mediums, 
and includes any statement made by a person representing the College. 

Approval of marketing 
materials 
 

Before any marketing or pre-enrolment materials are released by the College, all marketing materials 
must be approved by the Head of School. 
The College Principal must ensure that any statements made in marketing materials are not false or 
misleading. 

CRICOS requirements 
 

The College must include the College name, CRICOS registration number on any written or online 
material that it distributes or makes publicly available for the purposes of: 

 Providing or offering to provide a course to an overseas student 

 Inviting an overseas student to undertake or apply for a course; or 

 Indicating it is able to provide a course to overseas students. 
 
It is the College practice that our registration number is permanently displayed in the footer of our 
public website. It is a criminal offence under section 107 of the ESOS Act, with a penalty of 
imprisonment for six months, if a person fails to include the required information in any written or 
online materials. 

Record Keeping 
 

The College maintains evidence of compliance with this policy by maintaining records of marketing and 
other materials used in relation to overseas students. Records will be maintained in accordance with 
our Overseas Students Records Management and Retention Policy. 
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Appendix 2:  English Language Proficiency and Educational  
    Qualifications Policy (National Code, Standard 2) 

 
Source of Obligation 
Standard 2.2 of the National Code requires the School to implement a documented policy and process for assessing 
whether an international student’s English language proficiency, educational qualifications or work experience is 
sufficient to enable them to enter the course. 
 
Policy 
It is the College policy to assess an overseas student’s English language proficiency and educational qualifications 
during the recruitment process and prior to their enrolment at the School. 
 
Assessing English Language Proficiency 
Assessment Level 4 Schools sector visa applicants who apply outside Australia for a student visa and who are at least 
16 years of age at the time of visa application must provide evidence of their English language proficiency. The 
minimum English language proficiency requirement for each school year level is outlined below. English language 
proficiency testing can be organised through Australian Education Assessment Services, 
https://aeas.com.au/home/welcome/ 
 
Please note that the College does not offer any formal arrangement to assist students to develop their competence 
in English.  
 
The College uses the following types of assessment to determine whether an intending international student (for 
enrolment  in  Years 4  to 11)  satisfactorily meets the minimum level of English proficiency required for the course: 

 the Australian Education Assessment Services (AEAS) English Language Proficiency Test (overseas students 

will be directed to organise their own AEAS test and have the results provided to the College prior to 

enrolment consideration).  

 student academic reports 

 English speaking capacity during a personal interview with the Principal or Head of Junior School. 

Exemptions to requirements may be granted to students who live in an English-speaking country and have studied in 
an English-speaking school for at least twelve months. 
 
Assessing Educational Qualifications 
The College may assess the educational qualifications of an intending overseas student by requesting: 

 Educational certificates 

 Translated student academic reports from the school which the overseas student atened in their home 
country and/or the school they attended overseas 

 
Minimum academic requirements to enrol for any of the course provided by the College include: 
Years 7 - 10 
A pass level or “C” grade or better for the majority of core subjects. 

 Students wishing to enter Years 7 - 10 mainstream classes must have an academic record placing them in the 
top 50% of their class in Mathematics, Science and English. 

 
Years 11 - 12 
A pass level or “C” grade or better for the majority of core subjects. 

 Students wishing to enter Year 11 must have an academic record placing them in the top 50% of their 
class in Mathematics, Science and English. 

 
 
 

All students wishing to enter the College are assessed individually based on the contents of their academic report, 
results of English language proficiency test, personal references and interview with the Principal or delegate. 

 
 

https://aeas.com.au/home/welcome/
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Appendix 3:  Receipt of Agreement  

 (National Code, Standard 3) 

 
 
I,   , being the Parent/Legal Guardian of (Parent’s 
Name printed in English) 
  , date of birth    
                                       (Student’s Name in English) 
 
have read and agree to the St Edmund’s College (CRICOS Provider No. 00639E) policies, strategies, processes and to the 
course(s) identified in this agreement including: 

1. Overseas Student Handbook 

2. Enrolment Agreement 

3. Confirmation of Enrolment (issued via PRISMS) 

4. Declaration by Parents/Guardians 

5. Monitoring Course Progress Strategy 

6. Monitoring of Attendance Policy 

7. Overseas Student Refund Policy 

8. Complaints and Appeals Process 

9. Courses enrolled (indicated by ticked boxes): 
 
 

Junior School 

Year 4 
 
 

Year 5 
 
 

Year 6 
 
 

   

Years 7 - 10 

Year 7 
 
 

Year 8 
 
 

Year 9 
 
 

Year 10 
 
 

   

Years 11 - 12 

Year 11 
 
 

Year 12 
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We / I Name/s of legal guardian/s 

 
 

being the 
Parent/Legal 
Guardian of 

Student’s name in English 
 
 

Student date of birth 
 
 

 
acknowledge that we/I have read and understand the policies, strategies, processes and to the course(s) identified 
in this agreement and agree to the terms outlined in them. 
 
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.  

Signed Parent/Legal Guardian Signature 
 
 

Date  
 
 

Signed Student’s Signature 
 

 

Date  
 
 

 
 
Please return this completed form to the Enrolments Officer and retain a copy for your records. 
The Enrolments Officer  
St Edmund’s College Canberra 110 Canberra Avenue 
Griffith ACT 2603 
AUSTRALIA 
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Appendix 4: Deferring, Suspending or Cancelling a Student’s 
Enrolment Procedure (Overseas Students)  

 (National Code, Standard 3) 
 
Step 1 
The parents or legal guardian, who signed the Enrolment Agreement, must formally request to defer, suspend 
or cancel their enrolment, providing at least one (1) full terms notice to the College Enrolment Officer 
 
The College will acknowledge receipt of the notice to defer, suspend or cancel enrolment. The College will 
advise in writing that deferring, suspending or cancelling the student’s enrolment may affect any student 
visas. 

 
Step 2 
The College will notify Commonwealth and State agencies as required under section 19 of the ESOS Act where 
the student’s enrolment is deferred, temporarily suspended or cancelled. 
 
In the event of termination of enrolment by the College, the College will notify the Department of 
Immigration and Border Protection immediately, and arrangements will be made for the return of the 
student to parental/legal guardian care as soon as possible, with expenses to be met by the parents or legal 
guardian who signed the Enrolment Agreement. 
 
If the College decision to defer, suspend or cancel is appealed by the student, the College will not notify DET 
of a change to the enrolment status until the internal complaints and appeals process is completed. 
 
If the internal or any external complaints handling or appeal process results in a decision or recommendation 
in favour of the overseas student, the College will immediately implement the decision or recommendation 
and/or take the preventive or corrective action required by the decision, and advise the overseas student of 
that action. 

 
Step 3 
In the event of the College terminating the student’s enrolment, a refund, less any relocation expenses for 
the student and/ or monies owed by the student, will be due as per the Overseas Student Refund Policy 
(Appendix 7). 
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Appendix 5: Overseas Student Agreement Form  
 (National Code, Standard 3) 
 

 
 

OVERSEAS STUDENT AGREEMENT FORM 
This Agreement Form is to read in close conjunction with the Overseas Student Handbook                         

which serves as part of this Agreement. 
 

Student Name 
 

Parent / Carer (A) 
Residing With Child 

 

Parent / Carer (B) 
Residing With Child 

 

Year Group  Calendar Year  

The College has a series of expectations of our overseas students. These expectations are supported by your 
parents/guardian and you who sign this document as evidence of your understanding, consent and support. 

 

Entry into Course – Year 
It is a requirement of the College that to be enrolled into the above nominated Year of study the student must have a 
report from their previous school confirming that they have passed the previous year’s course. 

 

Religious Education 
The College expects that all students will undertake the course in Religious Education in a serious manner and meet 
the demands of the subject areas. 

 Students are expected to attend College Masses and liturgies. At these events the students are expected to show 
the appropriate level of respect. 

 Attendance at the annual retreats and camps is compulsory and students are expected to conduct themselves in 
a co-operative manner. 

 Students are expected to respect the religious faith of other students. 
 

Academic Endeavours 

 The College expects students will participate to the best of their ability in the learning opportunities which are 
made available. The College expects a rate of 80% attendance and submission of work for students to progress in 
their studies from one year into the next. 

 Students need to make serious attempts at all assessment tasks and examinations. 
 Regular homework will be supplied and students will be expected to do the homework. 

 The College expects students to be involved in College camps, excursions and functions related to the education 
programs. 

 

Co-curricular Involvement 

 The College requires students to participate in the College swimming, athletic and cross country carnivals. 

 Throughout the school year all students are required to participate and be committed to at least one College 
sport or one College co-curricular activity. This commitment is to all trainings and other events associated with 
the sport or activity. 

 It is a condition of enrolment that students who wish to play a sport which is offered by the College will need play 
that sport as a representative of the College. 
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Uniform Requirements 

 Students are to wear the authorised College uniform throughout the school day and in travelling to and from the 
school. They are required to maintain a standard of dress and grooming that reflects credit on themselves, their 
families and the College. 

 When appropriate and when authorised, sports dress will conform to the same requirements. 
 

Behaviour Expectations 

 It is a prime condition of admission to St Edmund’s College that students conduct themselves in a manner which 
reflects due respect for staff and their peers. 

 Acts of violence, discrimination, racial vilification, harassment, bullying or intimidation are unacceptable.  

 The Student Code of Behaviour and the above conditions continue to apply to students outside normal school 
hours whenever they are identified as students of the College. 

 
Other Matters 

 St Edmund’s maintains a strict ‘no drug policy’. No student may be in possession of illegal substances on the 
College property in Canberra or at the Retreat and Study Centre – Tuross, travelling to and from the College 
property, or a College activity of when representing the College at any sporting or co-curricular activity either on 
the College property or at any authorised venue. 

 Students are not expected to smoke or consume alcohol on the College property, travelling to and from the 
College property, or at a College activity, or representing the College at any sporting or co-curricular activity 
either on the College property or at any authorise venue. 

 A student who needs to carry medication onto the College property or at any authorised College activity must 
lodge the specified Medical Form with the College. 

 A student is required to make available for inspection his school bag or locker if directed by the Principal, Deputy 
Principal or a senior member of staff to whom authority to search has been delegated. 

 

Consequences 

 Students who consistently breach the above condition and those in the policies and procedures of the College 
may have to forfeit their place at the College. 

 Students found in possession of illegal substances or implicated in dealing in illegal substances will be suspended 
pending an investigation. Termination of enrolment will automatically follow if the allegations are found to be 
correct. 

 

STUDENT CONSENT 

 As a student I understand and consent to the student expectations set out in this document and all Handbooks 
and policies and procedures provided to me and my parent/guardian which includes: Course of study and 
conditions of enrolment, itemised list of all course fees and payment schedule, fee refund policy, Appeal Policy 
and procedure. 

 As a student I understand and support the Student Code of Behaviour and Discipline Policy issued to me by the 
College 

 I understand that my parents and or guardian have given consent for the staff to take reasonable steps to seek 
medical treatment for me in the event of an emergency while at the College or on any school activity. The 
responsibility for the costs incurred for medical treatment including ambulance transportation will be met by my 
parents and or guardian. 

 

PARENTAL CONSENT 

 As parents we understand, consent to and support the student expectations set out in this document and all 
Handbooks and policies and procedures provided to the student and parent/guardian. 

 As parents we support the Student Code of Behaviour and Discipline Policy issued by the College. 

 We give consent for the staff to take reasonable steps to seek medical treatment for our son in the event of an 
emergency while our son is at school or on any school activity. The responsibility for the costs incurred for 
medical treatment including ambulance transportation will be met by the parents 

 We agree to pay, by the due dates, the College quarterly fees and charges associated with our son’s education as 
provided to us in the Fees Schedule and Policy which also includes the refund process. Fees are refunded if the 
course is not delivered as stated in the Student Academic Handbook and in the BSSS Handbook. 

 As parents we agree to make available to the College any information, such as psychologist’s reports, which will 
assist the College in its assessment of our son’s education needs. 
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 We agree to allow the College to make available our address details to government authorities when required by 
legislation and we agree to make and address changes available immediately to the College. We understand our 
obligation to notify St Edmund’s College of any change of address within 7 days of the change.  

 In the case of parents of Catholic students we allow the College to give our contact details to our parish priest if 
requested. 

 
Note: 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. 

 

Parent/Carer (a)  Date  

Parent/Carer (b) 
 

Date 
 

Signature of Guardian  Date  

Signature of Student  Date  

Principal 
 

Date 
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Appendix 6: Overseas Student Fee Payment Policy   

 (National Code, Standard 3) 
 
Purpose 
This policy outlines the College’s expectations regarding tuition and non-tuition fees. 
 
Scope 
This policy applies to the provision of education services as outlined in the Course Guidelines relevant to the 
enrolled Year level and the co-signed Enrolment Agreement.  It applies to all College staff and to all overseas 
enrolled students at the College. 
 
Policy Statement 
 
College Tuition Fees 
The College tuition fees are set annually with any changes being notified to parents/legal guardians in 
advance. Information on the level of the College Tuition Fees can be obtained from the Enrolments Officer 
or the Finance Department. 
 
Accounts 
Apart from the initial issue of an invoice after a formal acceptance of a place at the College is made, Fee 
statements for Tuition are issued on four occasions for overseas students - January, April, July and 
September). If the student is in Year 12, the Fee Statements will be issued on three occasions (see below).  
 

Tuition  Fees  
(Other charges i.e. camps / retreats 
etc. are separately listed on the fee 
statement and issued by the term) 

Years 4 – 11 
Term 1, Term 2, Term 3 and Term 4 

1/4 annual fee 
each Term 

Year 12 
Term 1, Term 2, Term 3 

1/3 annual fee 
each Term 
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Appendix 7: Overseas Student Refund Policy 
 (National Code, Standard 3) 
Purpose 
This policy outlines the approach and management of overseas student fee refunds. This policy outlines 
Refunds applicable to Fees paid to the College. 
 
Scope 
This policy applies to the provision of education services as outlined in the Course Guidelines relevant to the 
enrolled Year level and the co-signed Enrolment Agreement. 
 
It applies to all College staff and to all overseas enrolled students at the College. 
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. 
 
Policy Statement 

1. Payment of Fees and Refunds: 
a) Fees are payable according to the Enrolment Agreement. 
b) The Enrolment Application Fee is non-refundable. 
c) An itemised list of the College fees is provided in the Schedule of Fees. 
d) All Fees must be paid in Australian Dollars (AUD) unless otherwise requested by the College. 
e) Approved refunds will be reimbursed in Australian Dollars (AUD). 
f) Approved refunds will be paid to the person who enters into the Enrolment Agreement. 
g) Approved refunds will not be refunded through an agency. 
h) All notifications of withdrawal from a course, or application for refund, must be made in 

writing and submitted to the College Enrolment Officer as per the Enrolment Agreement. 
i) Partial refunds will be considered in exceptional circumstances where the withdrawal of a student 

is of a compassionate nature including death of a family member, natural disaster in their home 
country or serious illness of the student. 

 
2. This policy, and the availability of complaints and appeals processes does not remove the right of the 

student or parent(s)/legal guardian (if the student is under 18) to take further action under Australia’s 
consumer protection laws. 
 

3. Definitions used in this Policy in alphabetical order: 
 
Enrolment Application Fee – an administration fee not directly related to the provision of a course. 
 
Non-Tuition Fees – from an overseas student or intending overseas student or another person who pays the 
fees on behalf of an overseas student or intending overseas student. Non-Tuition Fees are not directly related 
to provision of the student’s course, they include but are not limited to enrolment application fees, annual 
charges, levies, etc. 
 
Building Fund – non-refundable fee. This contribution is to assist with the ongoing development of the 
College. 
 
Tuition Fees – fees the College receives, directly or indirectly, from an overseas student or intending overseas 
student or another person who pays the fees on behalf of an overseas student or intending overseas student. 
Tuition Fees are directly related to the provision of a course that the College is providing or offering to provide 
to the student.  
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4. Default description, refund and timeframe responsibilities: 
 

Student defaults 

Default description Refund description Refund timeframe 

Student does not start the course 
on the agreed starting date and 
location. 
Student or parent(s)/legal 
guardian (if the student is under 
18) does provide written 
notification as per the signed 
Enrolment Agreement. 

The College will refund any unspent 
Tuition and Non-Tuition Fees calculated 
from the first day of the next term. 
The refund amount will be determined 
as prescribed by the Education Services 
for Overseas Students (Calculation of 
Refund) Specification 2014. 
 
The Enrolment Application Fee will not 
be refunded. 

Within four (4) weeks of 
written notification 
received from the student 
or parent(s)/legal guardian 
(if the student is under 18). 

Student does not start the course 
on the agreed starting date and 
location. 
Student or parent(s)/legal 
guardian (if the student is under 
18) does not provide written 
notification as per the signed 
Enrolment Agreement. 

The College will refund unspent Tuition 
and Non-Tuition Fees less 50% tuition 
fees for one term, as per the Enrolment 
Agreement. 
The refund amount will be determined 
as prescribed by the Education Services 
for Overseas Students (Calculation of 
Refund) Specification 2014. 
The Enrolment Application Fee will not 
be refunded. 

Within four (4) weeks of 
written notification 
received from the student 
or parent(s)/legal guardian 
(if the student is under 18). 

Student withdraws from the 
course after the agreed starting 
date. 
Student or parent(s)/legal 
guardian (if the student is under 
18) does provide written 
notification as per the signed 
Enrolment Agreement. 

The College will refund any unspent 
Tuition and Non-Tuition Fees calculated 
from the first day of the next term. 
The refund amount will be determined 
as prescribed by the Education Services 
for Overseas Students (Calculation of 
Refund) Specification 2014. 
The Enrolment Application Fee will not 
be refunded. 

Within four (4) weeks of 
written notification 
received from the student 
or parent(s)/legal guardian 
(if the student is under 18). 
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Student defaults 

Default description Refund description Refund timeframe 

Student withdraws from the 
course after the agreed 
starting date. 
Student or parent(s)/legal 
guardian (if the student is 
under 18) does not provide 
written notification as per the 
signed Enrolment Agreement. 

The College will refund unspent 
Tuition and Non-Tuition Fees less 50% 
tuition fees for one term, as per the 
Enrolment Agreement. 
The refund amount will be 
determined as prescribed by the 
Education Services for Overseas 
Students (Calculation of Refund) 
Specification 2014. 
The Enrolment Application Fee will 
not be refunded. 

Within four (4) weeks of written 
notification received from the 
student or parent(s)/legal 
guardian (if the student is under 
18). 

Student’s visa application is 
refused by the Australian 
Government’s Department of 
Immigration and Border Patrol 
and the student cannot 
undertake the course. 
Student or parent(s)/legal 
guardian (if the student is 
under 18) must provide 
written evidence to the 
College Enrolment Officer as 
soon as possible after 
receiving notification from the 
Australian immigration 
authorities. 

The College will refund any Tuition 
and Non-Tuition Fees where the 
student produces written evidence to 
the College Enrolments Officer that 
the application made by the student 
for a student visa has been refused by 
the Australian immigration 
authorities. 
The refund amount, as prescribed by 
the Education Services for Overseas 
Students (Calculation of Refund) 
Specification 2014, is the amount of 
tuition and non-tuition fees, minus 
the lesser of the following amounts: 
 5% of the amount of tuition 

and non-tuition fees received 
before the default day 

or 
 $AUD 500 

The Enrolment Application Fee will 
not be refunded. 
Please note: Should the student’s visa 
status change during the enrolled 
course (for example becomes a 
temporary or permanent resident) 
full overseas student fees will apply 
for the duration of that school year. 

Within four (4) weeks of written 
notification received from the 
student or parent(s)/legal 
guardian (if the student is under 
18). 
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Student defaults 

Default description Refund description Refund timeframe 

Student: 
 fails to pay 

required tuition 
and non- tuition 
fees to the College. 

 breaches a 
condition of their 
student visa. 

 breaches any of the 
College Student 
Code of Conduct. 
Please refer to the 
Behaviour 
Guidelines in the 
Student Wellbeing 
Handbook. 

The College will not refund any 
unspent Tuition and Non-Tuition Fees 
relevant to time of breach or failure, 
as per the Enrolment Agreement, for 
the course duration. 
The Enrolment Application Fee will not 
be refunded. 

Not applicable. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

School (Provider) defaults 

Default description Refund description Refund timeframe 

The College is unable to 
offer a course on an 
agreed starting date for 
the course, and the 
student cannot be placed 
or refuses placement in an 
alternative course 
arranged by the College. 

100% of the unspent Tuition and Non-
Tuition Fees will be refunded 
Unspent tuition and non-tuition fees will be 
calculated as per the method stated in the 
Education Services for Overseas Students 
(Calculation of Refund) Specification 2014. 
The Enrolment Application Fee will be 
refunded. 

Within 14 days after the 
default day. 

The College is unable to 
continue offering a course 
after the student 
commences a course, and 
the student cannot be 
placed or refuses 
placement in an alternative 
course arranged by the 
College. 

The College is unable to 
discharge its obligations of 
providing an agreeable 
alternative course for the 
student or a refund. 

The student will receive advice from the 
Australian Government’s Tuition Protection 
Service (TPS). 
For information on the TPS, please see: 
https://tps.gov.au/Home/NotLoggedIn 
The Enrolment Application Fee will be 
refunded. 

College to provide notice of 
outcome of discharge of 
obligations to TPS within 7 
days after the end of the 
provider obligation period. 

 

  

https://tps.gov.au/Home/NotLoggedIn
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Appendix 8: Claiming Refunds for Overseas Students Procedure  
     (National Code, Standard 3) 
 

Refund applications 
1. Refund applications for full or partial refunds must: 

a) be made in writing to the Director of Business Services 
b) set out the reasons for the application; and 
c) be accompanied by supporting documents as may be appropriate; and 
d) be addressed to: 

The Director of Business Services 
Email: finance@stedmunds.act.edu.au 

2. Refund applications will not be processed where the signature on the Application for Refund Form 
does not match the signature as shown on other documents provided by the student for admission 
to the College. 

3. Applications for refunds must be authorised by the Director of Business Services or nominee. 
a) the student is registered with an approved sponsor who has paid the tuition fees on behalf 

of the student; or 
b) the student gives written direction to pay the refund to another person or organisation and 

provides documentary evidence to substantiate that the other person or organisation paid 
the tuition fees. 

4. A Refund Calculation Statement will be prepared and forwarded to the student. 
5. All refunds will be made in AUD. 
6. The funds covering the tuition fees must be cleared (i.e. cheques cleared, telegraphic transfers 

received etc.). 
7. All debts to the College must have been paid before any refund can be calculated with any 

outstanding amounts to be deducted from the refund. 
 
Payment of Refunds 

1. Refunds will be issued to the student, unless: 
Where: 
a) the course does not start on the agreed starting date; or 
b) the College ceases the course after it starts and before it is completed; or 
c) the course is not provided fully to the Student because the College has a sanction imposed by 

a government regulator, and  the Student has requested a full refund of fees rather than 
placement in an alternate Program, the refund of fees will be paid in full to the Student within 
14 business days. 

2. In any other circumstance, the College will refund the amount within 4 weeks after receipt of the 
completed written notification together with appropriate supporting documents. 

 
The following exceptions apply: 

1. refusal of student visa; or 
2. where the College has not entered into a written agreement with the overseas student the College will 

pay the refund within four (4) weeks after the default date. A completed and signed refund form must 
be submitted. 

3. Under banking regulations, if a student has made payment with a credit card any refund must be 
credited to the original credit card. The College will refund to the original credit card if the initial 
payment was made within the previous 12 months, otherwise the refund will be processed by an 
alternative payment method. 

 
Deceased Students 

1. The personal legal representative of the Deceased Estate must apply for any excess payments which 
are to be refunded. The administrators must supply details about who the refund is payable to. The 
College reserves the right to request official documentation to support any such claims. 
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Appendix 9:  Overseas Student Checklist 
 (National Code, Standard 5) 
 

 
 
 
 

 
Student’s name: 
 

 
 
 
 

 
Year: 

  
House: 
 

 
Address: 
 

 
 
 

SEMESTER  

ONE    date: 

SEMESTER  

TWO    date: 
Inspected by: Inspected by: 

 

Category Details Category Details 

 
Currency of  
CONTACT 
DETAILS  

 

  
Currency of  
CONTACT 
DETAILS  

 

 

Guardian as 
indicated on 
College records 

 Guardian as 
indicated on 
College records 

 

 
 
Currency of  
WWVP 

 
Guardian/s: 
 
 
Expiry: 
 

 
 
Currency of  
WWVP 

 
Guardian/s: 
 
 
Expiry: 

 
 
VISA 
REQUIREMENTS 

of guardian 
 

 
Visa type: 
 
Number: 
 
Expiry: 
 

 
VISA 
REQUIREMENTS 

of guardian 
 

 
Visa type: 
 
Number: 
 
Expiry: 
 

 
 
Currency of  
HEALTH 
INSURANCE 

 
 
 

 
Health insurer: 
 
Evidence: 
 
Expiry: 

 
 
Currency of  
HEALTH 
INSURANCE 

 
 
 

 
Health insurer: 
 
Evidence: 
 
Expiry: 

 

ACCOMODATION 

 Access 

 Bed 

 Desk / lamp 

 Storage  

 Bathroom 

 Meals 

 Internet/wifi 

 ACCOMODATION 

 Access 

 Bed 

 Desk / lamp 

 Storage  

 Bathroom 

 Meals 

 Internet/wifi 

 

 
Interview with 
student 
 
 

  
Interview with 
student 
 

 

International Student 
Checklist 
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Appendix 10: Education Services for Overseas Students Framework  
   (National Code, Standard 6) 

 
The Australian Government is committed to ensuring you have a great education experience in Australia. 
Overseas students can access important information about their rights and responsibilities while studying in 
Australia by reviewing a simple fact sheet. Important information includes: 

a) choosing and enrolling in a course of study 
b) support services available in Australia 
c) the rights and responsibilities of students on a student visa 
d) working in Australia 
e) making complaints and getting help. 

 

Further information about OSHC can be found in the Department of Immigration and Border Protection’s 
OSHC factsheet (pdf). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.education.gov.au/node/39586
https://internationaleducation.gov.au/Regulatory-Information/Documents/OSHC%20fact%20sheet%20-%20for%20education%20providers.pdf
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Appendix 11: Key Contacts  
 (National Code, Standard 6) 
 

Principal Mr Joe Zavone  

Deputy Principal Mr Ian Garrity 

Enrolments Officer  
Overseas Student contact person 
 

Ms Rachel Smith 

 
Director of Business Services 
For any fee related enquiry 
 

Mrs Samantha Brady 

 
Assistant Principal, Teaching and Learning 

    
  Mr Tim Bibbens  

Assistant Principal, Student Wellbeing 
 
Mr Pat Langtry 

Assistant Principal, Junior School 
for Junior School students, Years 4 - 6 

 
Mr David  Kelly 

Careers Advisor 
 
Ms Rebecca Jarman 

Counsellor  Mrs Linda James 

 
Further information regarding enrolment of Overseas Students at St Edmund’s College may be obtained 
from: 

Enrolments Officer 
St Edmund’s College 
110 Canberra Avenue 
Griffith ACT 2603  
T: 02 6239 0660 
E: enrolments@stedmunds.act.edu.au 

 
 

 
 
 
 
 
 
 
 

mailto:enrolments@stedmunds.act.edu.au
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Appendix 12: Overseas Student Transfers - Policy & Procedures 
 (National Code, Standard 7) 

 
Generally, as per the National Code 2018 Standard 7, a transfer between schools is not possible prior to the 
student completing six calendar months of their first school course unless certain conditions are met. 
 

Transferring to St Edmund’s College 
The College will not knowingly enrol a student wishing to transfer from another registered provider’s course 
prior to the student completing six months of their principal course of study except where: 

6. The original registered provider has agreed to the release and has provided a written letter of release 
and recorded the date of effect and reason for release in PRISMS. 

7. The original registered provider has ceased to be registered or the course in which the student is 
enrolled has ceased to be registered. 

8. The original registered provider has had a sanction imposed on its registration by the ESOS agency that 
prevents the student from continuing his or her principal course. 

9. The releasing registered provider has agreed to the overseas student’s release and recorded the date 
of effect and reason for release in PRISMS 

10. Any government sponsor of the student considers the change to be in the student’s best interest 
 and has provided written support for that change. 

 
Transferring from St Edmund’s College process 
Where a student requests a transfer from St Edmund’s College to another school prior to completing six 
months of their principal course, the College will grant a Letter of Release only where: 

4. written confirmation is received by the College from the proposed registered school provider the 
student is transferring to, confirming that a valid enrolment offer has been made, 

5. written confirmation is received by the College that the student’s parent/legal guardian supports the 
transfer, and 

6. where the student is not being cared for in Australia by a parent or suitable nominated relative, the 
valid enrolment offer confirms proposed registered provider will accept responsibility for the student’s 
accommodation, support and general welfare arrangements. 

 
The College will grant the transfer request if the transfer is in the student’s best interests, including but not 
limited where the College has assessed that:  

 the overseas student will be reported because they are unable to achieve satisfactory course progress 
at the level they are studying, even after engaging with that registered provider’s intervention 
strategy to assist the overseas student in accordance with Standard 8 (Overseas student visa 
requirements) 

 there is evidence of compassionate or compelling circumstances 

 the College fails to deliver the course as outlined in the written agreement 

  there is evidence that the overseas student’s reasonable expectations about their current course are 
not being met 

 there is evidence that the overseas student was misled by the College regarding the College or its course 
and the course is therefore unsuitable to their needs and/or study objectives 

 an appeal (internal or external) on another matter results in a decision or recommendation to release 
the overseas student. 

 
 
There may be some circumstances where a Letter of Release will not be granted. These circumstances will be 
provided in writing to the student along with details of how the student can appeal the College’s decision in 
accordance with the Complaints and Appeals process.  The College will not grant a transfer request if: 
• The move to another registered provider would be detrimental to the overseas student. 
This will be discussed with the overseas student, support person and guardian/parent; or 
• The move to another registered provider is to avoid issues that can be resolved by the College. 
• The College will inform the overseas student in writing of the reason for the refusal. 
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• The School will also advise the overseas student of his right to access the College complaints and appeals 
process. 
 
If the transfer request is refused, the overseas student will be notified in writing regarding the reasons for 
refusal and their rights to appeal the decision in accordance with Standard 10 of the National Code within 20 
working days. The College will not finalise the student’s refusal status in PRISMS until any such appeal finds 
in favour of the College or the student has chosen not to access the appeals process within 20 working days, 
or the overseas student withdraws from the process. 
 
 
Requests for transfer will be assessed for approval by the College Principal. 
 
A Letter of Release, if granted, will be issued at no cost to the student and will advise the student of the need 
to contact the Department of Immigration and Border Protection to seek advice on whether a new student 
visa is required. The date of effect and reason of the release will be recorded by the College in PRISMS. 
 
A request for a Letter of Release will be processed and provided to the student within one working week of 
the receipt of the request. 
 
The College will retain all records of all requests from overseas students for a release and the 
assessment of, and decision regarding, the request for two years after the overseas student ceases 
to be an accepted student. 
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Appendix 13: Acceptance of Local Guardianship for an Overseas 
Student Form   

 (National Code, Standard 8) 

1. An overseas student local guardian responsibilities include: 

a) Regular contact with the student, his parents and the College  

b) Acting on behalf of the parents regarding College matters or issues of concern which may mean 
availability to meet with staff at the College. 

c) Awareness of College rules and expectations for students, particularly in the area of academic and 
extra-curricular commitments, as well as leave and term dates. 

d) Confirming the suitability of a student’s leave arrangements which includes good knowledge of any 
activities the student may undertake and of hosts with whom they may be staying. 

e) Availability to provide support for the student, for example, in regard to health matters, medical 
emergencies, travel and accommodation arrangements during school vacations, which may include 
temporary accommodation. 

f) Availability to attend College functions such as Parent-Teacher interviews if the parents are unable 
to attend. 

 

2. Informing the College of the need for any changes to guardianship should the guardian be unable to act in 
this capacity. Should the guardian be unavailable for short periods of time, i.e. four weeks or less, then a 
‘proxy’ guardian must be nominated by the guardian or parents to act during this period and the College 
informed of these arrangements. For absences where the guardian would be unavailable for greater than 
four weeks, then a new guardian must be appointed well in advance and a new Appointment of 
Guardianship form submitted. 

 
APPOINTMENT OF GUARDIANSHIP 

We / I Name/s of current legal guardian/s 
 
 

of (address)  
 
 

appoint New/proxy guardian name 
 
 

of (address)  
 
 

In the role of 
guardian for 

my son  

Student name 

 
I/We give authority for the above mentioned person to act on my/our behalf concerning the welfare of our son. 
 
I/We understand that my son’s continued enrolment at the College is conditional on the appointment of a suitable 
guardian. 
 

Signed Parent/Legal Guardian Signature 
 
 

Date  
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ACCEPTANCE OF GUARDIANSHIP 

We / I New/proxy guardian name 
 
 

of (address)  
 
 

Accept the 
role of 

guardianship 
for   

Student name  
 

of (address)  
 
 

In the role of 
guardian for 

my son  

 

 

I/We agree to fulfil the duties of guardian as outlined above. 
 

Signed New/proxy guardian signature 
 
 

Date  
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Appendix 14: Overseas Student Course Progress Monitoring   
   Strategy (National Code, Standard 8) 
 
All courses available for overseas students to study at the College, and their expected duration, are outlined 
on CRICOS and will in turn, once selected by the student, be listed in the student’s Confirmation of Enrolment 
(CoE). 
 
The student’s expected duration of study as specified in their CoE must not exceed the CRICOS registered 
duration. 
 
The College must monitor the overseas student’s enrolled course progress to ensure the student is in a 
position to complete the course within the expected duration. 
 
Academic requirements 
In order to complete the enrolled course within the expected duration, as specified in the student’s CoE and 
on CRICOS, the College has identified specific criteria the student must meet, including: 

a) Demonstrated academic improvement in all subjects being studied as assessed by course teachers 
and documented in student reports; 

b) Active involvement in all subject classes as assessed by course teachers and documented in student 
reports; 

c) Meeting (or at least attempting to meet) all assessment and homework deadlines as assessed by 
course teachers and documented in student reports; 

d) Utilising support services provided by the College (which are provided at no additional cost) through 
the College’s Student Services and/or Pastoral Care offices; and 

e) Evidence of self-discipline and time-management (For example, correct textbooks, exercise books, 
equipment to be taken to all lessons). 

 
Students who are not meeting these minimum criteria will be counselled and given guidance by the Assistant 
Principal Teaching and Learning and / or Head of House, as outlined in our Guide to Courses Handbooks for 
Years 7 and 8, Years 9 and 10 and Years 11 and 12. 
 
If improvement is not noticed and students are not reaching competency in 50% or more of the units 
attempted in any study period of their enrolled course by the end of ten (10) school days, then the Academic 
Procedures and Policies as outlined in the Guide to Courses Handbooks for Years 7 & 8, Years 9 and 10 and 
Years 11 and 12 will be implemented. 
 
Before the College reports a student to CRICOS they must first notify the student and parent/legal guardian 
of the breach via a written notice/letter. This is referred to as giving the student a notice of intention to 
report. 
 
The College must report students to CRICOS who have not met the enrolled course progress requirements. 
 
Notice of Intent to Report 
The Notice of Intent to Report will clearly identify whether the student has breached their course progress 
requirements. 
 
The College will inform the student that he is able to access the complaints and appeals process and that he 
has 20 working days in which to do so. 
 
The College will clearly indicate in the Notice of Intent to Report the date on which the 20 working days 
commences. 
 
The College may decide not to report a student for breaching the required attendance requirement where: 

a) the student is attending at least 70% of the scheduled course contact hours for the course in which 
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he is enrolled; and 
b) the student provides genuine documentary evidence clearly demonstrating that compassionate or 

compelling circumstances apply (e.g. illness where a medical certificate states that the student is 
unable to attend classes). 

 

Incompletion of course 
The College may only extend the duration of the student’s study where it is clear that the student will not 
complete the course within the expected duration, as specified on the student’s CoE, as the result of: 

c) compassionate or compelling circumstances, as assessed by the College on the basis of genuine 
documentary evidence (e.g. illness where a medical certificate states that the student was unable 
to attend classes or where the registered provider was unable to offer a pre-requisite unit); or 

d) the College implementing its intervention strategy for students who were at risk of not meeting 
satisfactory course progress; or 

e) an approved deferral or suspension of the student’s enrolment has occurred as outlined in the 
College’s Deferral, Suspension or Cancellation of Study Policy (Appendix 16). 
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Appendix 15: Overseas Student Monitoring of Attendance Policy 
 (National Code, Standard 8) 
  

Purpose 
This policy outlines the College’s approach to monitoring overseas student attendance. 
 
Scope 
This policy applies to the provision of education services as outlined in the Course Guidelines relevant to 
the enrolled Year level and the co-signed Enrolment Agreement. 
It applies to all College staff and to all overseas enrolled students at the College. 
 
Policy Statement 

1. Students are required to attend classes each day of the school week for the entire day. 
2. Parents/legal guardians should be aware that student attendance at the College should not fall below 

80%. Where the student is at risk of not attending for at least 80% of the scheduled course contact 
hours for the course in which he is enrolled, the College will make contact to advise the parents/legal 
guardian. This action will be taken before the student’s attendance drops below 80%. 

3. If a student’s absence reaches 20% the College is required to inform Commonwealth and State agencies. 
 
College responsibilities 
1. Absences are checked and recorded at 8.50 am and a roll is kept each day and at each lesson. 
2. The College will contact and advise parents/legal guardians of students who have been absent for more 

than five (5) consecutive days without approval. 
3. The College rolls and late entries are monitored by checking at the end of each fortnight. 
4. If student absences reach 30%, the College will issue the student with a warning notice. 
 
Parent/Legal Guardian responsibilities 
1. Any absences or lateness should be reported: 

a) Before 8.30am, to the College by phone (+61 2 6239 0694) or email 
studentservices@stedmunds.act.edu.au. Please outline the student’s name and reason for 
absence. 

b) After 8.30am, to the College by phone (+61 2 6239 0694) or email 
studentservices@stedmunds.act.edu.au Please outline the student’s name and reason for 
absence. 

c) The College will note on the attendance system that the student is absent and the reason. 
d) Should the College not receive notification of the student’s absence or lateness, the College will 

attempt to contact the parent/legal guardian after 10.00am on the day to seek an explanation for 
the student’s absence. 

e) Any absences should be followed by a note or medical certificate within three (3) school days or on 
return to school. For a student in Years 11 and 12, a medical certificate is required when a student 
misses a schedule in class assessment task. 

f) Any medical certificates or letters from the parent/legal guardian to explain any student absence, 
must be provided to the Student Services at Reception. The originals will be placed on the student’s 
file. Please retain copies of any receipts, certificates or documentation provided to the College for 
your own files for reference. 

 
Student request for extended absence 
1. Requests for extended absence (more than one (1) day) should be directed in writing to the Principal 

as far as possible in advance of the relevant dates. 
2. Complete the Student Leave Application form. 
3. Email the completed form to principal@stedmunds.act.edu.au 
 
Suspension of enrolment due to inadequate attendance 
1. The College will first inform the student of the intention to suspend or cancel the student’s enrolment. 

mailto:ssreception@cggs.act.edu.au
mailto:ssreception@cggs.act.edu.au
mailto:principal@stedmunds.act.edu.au
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2. The student then has 20 school days to apply the College’s complaints and appeals process. 
3. The cancellation of the student’s enrolment cannot take effect until the College’s complaint and appeals 

process is completed, unless extenuating circumstances relating to the welfare of the student applies. 
4. The Department of Immigration and Border Protection will then ask you to explain your absences to 

them and produce any medical certificates etc. that may be the reason for your absence. 
5. The College must report students to who have not met the enrolled course progress requirements. 
 
Incompletion of course 
1. The College may only extend the duration of the student’s study where it is clear that the student will 

not complete the course within the expected duration, as specified on the student’s Confirmation of 
Enrolment, as the result of: 
g) compassionate or compelling circumstances, as assessed by the College on the basis of genuine 

documentary evidence (e.g. illness where a medical certificate states that the student was unable 
to attend classes or where the registered provider was unable to offer a pre-requisite unit); or 

h) the College implementing its intervention strategy for students who were at risk of not meeting 
satisfactory course progress; or 

i) an approved deferral or suspension of the student’s enrolment has occurred as outlined in the 
College’s Deferral, Suspension or Cancellation of Study Policy (Appendix 16). 
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Appendix 16: Deferral, Suspension or Cancellation of Study Policy for 
 Overseas Students (National Code, Standard 9) 

 
Purpose 
This policy outlines St Edmund’s College’s approach to deferring, suspending or cancelling an overseas 
student’s enrolment. 
 
Scope 
This policy applies to the provision of education services as outlined in the Course Guidelines relevant to the 
enrolled Year level and the co-signed Enrolment Agreement. 
It applies to all College staff and to all overseas enrolled students at the College. 
 
Policy statement 

1. Suspension of enrolment is not necessarily due to misbehaviour. Suspension of enrolment may also be 
initiated by the student. 

2. Deferral, suspension or cancellation of enrolment may affect the student’s student visa. 
3. 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. 

4. The College expectations of behaviour are given in the Student Wellbeing Handbook as well as at time 
of interview. The Principal may suspend or terminate an enrolment at his or her discretion for failure 
to comply with the Enrolment Agreement, or other serious breaches of the College rules and 
regulations. 

5. If the College initiates suspension or cancellation of the student’s enrolment, he will be given 20 
working days to access the College internal complaints and appeals process, unless extenuating 
circumstances relating to his welfare apply. 

6. The College will assess approve and record a deferment of the commencement of study or suspension 
of study for the student, including keeping documentary evidence on the student’s file of the 
assessment of the application. 

7. The College may only enable students to suspend, defer or temporarily suspend their studies, including 
granting a leave of absence, during the course through formal agreement in certain limited 
circumstances including: 

a) compassionate or compelling circumstances (e.g. illness where a medical certificate states that 
the student is unable to attend classes), or 

b) misbehaviour by the student. 
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Appendix 17: Overseas Student Complaints, Appeals and 
Dispute Resolution Policy (National Code, Standard 10) 

 
Purpose 
This policy outlines the College’s approach to managing overseas student formal complaints received in 
writing, dispute resolution and any appeals resulting if the matter cannot be resolved informally between 
the student and teacher. 
 
Scope 
This policy applies to the provision of education services as outlined in the Course Guidelines relevant to the 
enrolled Year level and the co-signed Enrolment Agreement. 
 
It applies to all College staff and to all overseas enrolled students at the College. 
 
Policy statement 
Overseas students are encouraged to raise and discuss any issue they may have with the College or with their 
enrolled course with the Assistant Principal Teaching and Learning, Deputy Principal or Principal. 
 
The student has an opportunity to formally present his case at minimal or no cost to himself. 
 
The College will confidentially engage with the student in the first instance to resolve the issue informally, so 
as to minimise any disruption to the student’s study. 
 
Formal complaints are required in writing and will be actively managed by the College as outlined in the 
Overseas Student Complaints, Appeals and Dispute Resolution Procedure (Appendix 17 & 18). 
 
This policy, and the availability of complaints and appeals process, does not remove the right of the student 
or parent(s)/legal guardian (if the student is under 18) to take further action under Australia’s consumer 
protection laws or to pursue other legal channels.  
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Appendix 18: Overseas Student Complaints, Appeals and 
Dispute Resolution Procedure  

 (National Code, Standard 10) 
Step 1 

1. Should a student encounter a problem relating to his chosen enrolled course he should approach 
the Assistant Principal Teaching and Learning  to identify the issue(s) and outline steps to resolve 
and to discuss possible options regarding subject selection within the student’s enrolled course. 
 

2. If the problem is financial the following staff may be approached: 
a) Enrolments Officer – to discuss possible options available to assist with the situation. 
b) The Director of Business Services – to discuss possible options to resolve the situation. 

3. Should an overseas student wish to lodge a complaint regarding the College and its operations, it 
should be lodged in writing to the Deputy Principal. 

4. The College will commence processing any formal complaint or appeal received/lodged within 10 
working days of receiving it. All reasonable measures will be taken to finalise the process as soon 
as practicable. 

5. Any written records related to the complaint or appeal will be kept on the student’s file. The student 
will be given a written statement of the outcome, including details of the reasons for the outcome. 

6. Students may nominate a support person to accompany him at any stage of the dispute resolution 
process. 

Step 3 
1. If the internal or any external complaint handling or appeal process results in a decision that 

supports the student, the College will immediately implement any decision and/or corrective and 
preventative action required and advise the student of the outcome. 

2. If the student is not satisfied with the result or conduct of the internal complaint handling and 
appeals process, the College will advise the student of his right to access the external appeals 
process at minimal or no cost within 10 working days of the conclusion of the internal process. 

3. The College will maintain the student’s enrolment while the complaints and appeals process is 
ongoing. 

Step 4 
1. If the problem is not resolved the student will then be referred to the Principal to discuss further 

options to progress resolution of the issue. 
2. The student may also approach the Overseas Student Ombudsman using the following website 

link for contact details and instructions: 
 

Web: http://www.ombudsman.gov.au/about/overseas-students  
Phone: 1300 362 072 (Calls from mobile phones at mobile phone rates)  
International: +61 2 6276 0111 
Complaints: http://www.ombudsman.gov.au/making-a-complaint/overseas-students 
Mail: Commonwealth Ombudsman, GPO Box 442, Canberra ACT 2601 

Step 5 
1. If an overseas student or their parents/legal guardians are not satisfied with the result from the 

College’s internal complaints process, the College must advise the overseas student within 10 
working days of concluding the internal review of their right to access an external complaints 
handling and appeals process at minimal or no cost. The formal investigation of a complaint or 
appeal will require that the details of the complaints or appeal are lodged in writing. 
 

2. The College directs students to the Overseas Student Ombudsman (OSO). 
 

3. The OSO investigates complaints about problems that overseas students or intending overseas 
students may have with private education and training in Australia. The contact details for the 
OSO are as follows: 

 

http://www.ombudsman.gov.au/about/overseas-students
http://www.ombudsman.gov.au/making-a-complaint/overseas-students
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 Within Australia call: 1300 362 072 

 Outside Australia call: +61 2 6276 0111 

 Enquiries: 9:00am to 5:00pm Monday to Friday, Australian Eastern Standard Time 
(Australian Eastern Daylight Time when daylight savings is in effect) 

 Postal: Commonwealth Ombudsman, GPO Box 442 Canberra ACT 2601. 
 
4. If the outcome of the complaint or appeal, either external or internal, is favourable to the student, 

the College will immediately advise the student, parent and agent of this and implement any 
decision and/ or corrective and preventive action as soon as possible. 

 
If the outcome of the complaint or appeal, either external or internal, is not favourable to the 
student, the College will advise the student, parent and agent within 10 working days. 
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Appendix 19: Overseas Students Records Management and 

Retention Policy 
  
Rationale 
The National Code imposes record keeping obligations on St Edmund’s College. Certain National Code 
Standards expressly require records to be maintained. 
 
Section 21 of the ESOS Act prescribes that certain records are to be kept and regularly updated. 
 
Regulation 3.04 of the ESOS Regulations supplements section 21 of the ESOS Act with additional record 
keeping requirements. 
 
Policy Statement 
It is the College policy to comply with all record keeping obligations prescribed by the ESOS Framework and 
set out in this policy. It is our policy to ensure that records of evidence of our compliance with the National 
Code Standards are maintained, regardless of whether record keeping is prescribed by each Standard. 
 
Recruitment of Students 
Standard 2.4 of the National Code requires that if the College grants an Overseas Student of recognition of 
prior learning (RPL) or course credit, the College must maintain a written record of acceptance by the 
student for two years after the Overseas Student ceases to be an accepted student. 
 
Student Written Agreements 
Standard 3.6 of the National Code requires the College to retain records of all written agreements as well as 
receipts of payments made by students under the written agreement for at least two years after the person 
ceases to be an accepted student. 
 
Student Contact Details 
Standard 5.3.5 of the National Code and section 21(2) of the ESOS Act require the College to maintain up-
to-date contact details for all accepted Overseas Students, including: 

• the student’s current residential address 
• the student’s mobile phone number (if any) 
• the student’s email address (if any) 
• who to contact in emergency situations. 

 
Overseas Students are required to notify the College of any changes to these details within seven (7) days 
of the change. 
 
Critical Incidents 
Standard 6.8 requires that if a critical incident occurs at the College that affects an Overseas Student, the 
College must maintain a record of the incident and any remedial action taken by the College for at least two 
years after the student ceases to be an accepted student. 
 
Transfer Requests 
Standard 7.7 requires the College to maintain records of all requests from Overseas Students for a release 
and the assessment of, and decision regarding, the request for two years after the Overseas Student ceases 
to be an accepted student. 
 
Deferring, Suspending or Cancelling Overseas Student Enrolment 
Standard 9.1 requires the College to maintain a record of any decision made to approve a deferment of the 
commencement of study or suspension of study requested by an Overseas Student. 
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Complaints and Appeals 
Standard 10.2.7 requires the College to keep a written record of a complaint or appeal from an Overseas 
Student, including a statement of the outcome and reasons for the outcome. 
 
Student Payment Details 
Regulation 3.04 of the ESOS Regulations requires the College to maintain a record of each enrolled 
Overseas Student or any Overseas Student who has paid any tuition fees for a course provided by the 
College with the following details: 

• the amount of money that the student has paid to the College, including the separate 
identification of tuition fees and non‑tuition fees 
• for an amount of tuition fees that the student has paid to the College for a course: 
• whether the amount was paid for the full course or part of the course; and 
• if the amount was paid for the full course, the duration of the course; and 
• if the amount was paid for part of the course, the duration of that part of the course 
• copies of written agreements to which the College and student are parties 
• any amounts that: 

o have become payable, directly or indirectly, to the College by the student for the 
student to undertake a course; and 

o have not been paid 
o the amount that a student will be charged to access the student’s records. 

 
The amount of a fee for a student to access a record must not exceed the cost incurred by the College in 
providing access to that record. 
 
Student Assessment Details 
Section 21(2B) of the ESOS Act requires the College to record the outcome of an accepted Overseas 
Student’s assessment if: 

• they complete a unit of study of their course at the College; and 
• their progress in that unit is assessed. 

 
Under section 21(2C) of the ESOS Act, the assessment record must be kept up-to-date. 
 
PRISMS Notifications 
The College must notify the Cth DET, through PRISMS, in relation to various events including student course 
progress, attendance, transfers and deferment. Refer to PRISMS Maintenance Obligations. 
 
The College ensures that records of PRISMS notifications and related actions taken by the College (such as 
notifying an Overseas Student that they are at risks of not meeting course progress \ requirements) are 
maintained in accordance with this policy. 
 
How We Manage Records 
The College is committed to ensuring that all records are managed in an efficient, systematic and 
transparent manner. We ensure that our records: 

• are kept up-to-date 
• are indexed and stored in a logical manner that allows easy access, retrieval and association of 
related information 
• are preserved and stored in a suitable physical or digital environment that ensures records are 
not subject to degradation, loss, alteration or corruption 
• are subject to confidentiality and security measures so that access is controlled to protect the 
privacy of individuals and minimise any risk of a breach of privacy 
• meet our obligation under the Privacy Act 1988 (Cth) and are compliant with the College’s Privacy 
Program. 

 
 



 
 
64        St Edmund’s College Canberra OVERSEAS STUDENT HANDBOOK 

 

 
 

St Edmund’s College has a record management system for the management of records. This includes: 
• digital/electronic storage facilities for electronic records 
• physical storage facilities for paper/print records. 

 
All digitally/electronically stored records are backed-up securely. 
 
Destruction and Archiving of Records 
The College balances its requirements to retain documents in accordance with applicable legal 
requirements, and archives or destroys them when they are no longer required for any legal or legitimate 
business purpose in accordance with our Privacy Program. 
 
Review of Student Contact Records 
The College maintains up-to-date student contact details including: 

• current residential address 
• mobile number 
• email address 
• who to contact in an emergency. 

 
Record Keeping Responsibility 
It is the responsibility of the Enrolments Officer to ensure that every six months, while a student remains an 
accepted student of the College, the accuracy of the above information is confirmed with the student in 
writing. 
 
It is the responsibility of the Enrolments Officer to ensure that all record keeping procedures required by 
this policy are implemented effectively and reviewed for improvement regularly.  
 
It is also the responsibility of the Enrolments Officer to ensure that all staff who have responsibility for 
Overseas Students at the College are trained on their record keeping obligations under the ESOS 
Framework. 
 
All staff at the College who have responsibility for Overseas Students are required to maintain appropriate 
records, as set out in this policy and other policies in our Overseas Students Program. 
 
Record Keeping 
The College maintains evidence of compliance with this policy by maintaining records of marketing and 
other materials used in relation to Overseas Students. Records will be maintained in accordance with our 
Overseas Students Records Management and Retention Policy. 
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