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A INTRODUCTION

This manuboutlines steps to be followed by Monash University org@ronal units in order

to comply with the legislative requirements of the ESOS Act 2000, the associated National
Code of Practicdor Registration Authorities and Providers of Education and ifrgitio
Overseas Students 20(0Mational Code 2007)Xhe Education Services for Overseas Students
Act 2000 (Assurance Fund Contributions Act 2000), the Education Services for Overseas
Students Act 2000 (Registration Charges) Act 188d the ESOS Regulatis 2001.

What is the purpose of thismanual?

Non- compliance with the ESOS Act can have serious consequences for the university. A
breach of the obligations contained in the ESOS Act will expose the univ@nsityding the

Chief Executive Officer) tgenalty provisionsThese provisions range from the imposition of
fines, through suspension of courses to cancellation of registration to imprisonment. Non
compliance with the ESOS Act could lead to loss of reputation for the university,aw
resulting mpact on th@perations of the university.

This manual has been designed to make the rules and procedures concerning ESOS compliance
as clear as possible so that the steps needed to be taken by the responsiblesyturlensitre
ESOS compliance, ar¢éear and easy to follow.

This manual is designed to provide information for both:
- New staff members unfamiliar with the requirementthefAct and Code
- Existing staff members wanting to refresh their knowledge or wanting to check
procedures in a partitar area.

Why was the ESOS Act 2000 introduced?

The ESOS Act 2000 was introduced by the Government as a response to serious concerns
about the effectiveness of tlegisting ESOSAct to protect overseas students from institution
collapses and fraudulebehaviour by individuals. The ESOS Act 2000 was passed in parallel
with a major revision to the Migration AtB58and theregulations governing student visas.

The 2000Act strengthened the accreditation and monitoring processes of both the State and
Feckral authorities, gave power to the Federal authoriDEEWR) to act on its own accord

when fraud etc is suspected and where the State authority has not acted. It also introduced a
National Code of Practice for registration authorities and providersCéte has the force of

law and breaches of it can lead to prosecution.

The legislation aims at improving the accountability of providers through the provision of
approved courses, services and facilities and to ensure students edhmaletourse in the
minimum time.

The ESOS Act requires of all education and training providers of courses offered to
international students studying in Australia on a student visa to:
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Register on CRICOS

Meet quality assurance standards

Comply with tuition and financiadssurance requirements

Meet the obligations of registered providers

Report students who do not comply with student visa conditions

The obligations contained in ESOS are found in the following sources:

Education Services for Overseas Students Act 2000 (ESOS Act 2000

Education Services for Overseas StntdeRequlations 2001

Education Services for Overseas Students Act 2000 (Assurance Fund Contributtd@23)®\c

The National Code 2007

ESOScommitment

Monash University acknowledges that the Education Services for Overseas Students (ESOS)
Act 2000, the National Code of Practigé07, the ESOS Regulations 2001 and the student
related provisions of the Migration Act 1958 are directed towards protecting the interests of the
international education sector in Australia. The act, regulations and code, in specifying the
registration requirements and obligations of higher education deviin Australia, are
designed to ensure students receive the tuition and education quality assurance for which they
have paid.

Monash University is committed to achieving full compliance with the ESOS legislative
requirements. An active compliance prag supports this commitment across all faculties and
work units of the university.

Student Administration and Systems is charged with the primary responsibility for
coordinating and overseeing the ESOS compliance program. The university as a whole and
faculties in particular are responsible for ensuring the program is appropriately applied and
resourced. Compliance, and the related commitment to continuous improvement, extends to
identification of anomalies in the legislation and reference of such amsnalthe department

or to representative bodies, suchJsmsversities Australiafor clarification or amendment.

Student Administration and Systems strives to provide clear and consistent sungpadvice

to the Monash community concerning its ESOS obligations and compliance mechanisms.
Through legal and ethical action and consistent with available resources, it aims to achieve
total ESOS compliance.

It should be understood that the ESOS Aetcpk responsibility on the university not only for

its own actions but also for the actions of third parties. Providers are responsible under the Act
for the actions of agents and associates
Apartners. o
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http://www.comlaw.gov.au/comlaw/management.nsf/lookupindexpagesbyid/IP200401844?OpenDocument
http://www.comlaw.gov.au/ComLaw/Legislation/LegislativeInstrumentCompilation1.nsf/0/579C411606C52164CA25730D00027EEB?OpenDocument
http://www.comlaw.gov.au/ComLaw/Legislation/ActCompilation1.nsf/0/0C526EDEDAACBF33CA256F710054CEE2?OpenDocument
http://aei.deewr.gov.au/AEI/ESOS/NationalCodeOfPractice2007/National_Code_2007_pdf.pdf
http://www.universitiesaustralia.edu.au/

Resmnsibilities

Staff
All staff have a responsibility to ensure that their activities on behalf of the University, and
those of their colleagues, comply with the ESOS Act. All staff are required to:
e Comply with all relevant legislation
e Familiarise themsehgwith University policies concerning compliance with specific
areas of legislation that affect their workplace and activities
Report perceived breaches, risks, incidents and complaints
Refer to the ESOS manual or consult with the ESOS Compliance Marefges they
act if they are uncertain as to what is legally compliant behaviour in a given situation
e Implement the practices learned in training provided by the University on ESOS
matters
¢ Make use ofdculty/administrative unit ESOS compliance officers

The role of the faculty/work unit ESOS compliance officers is to:

¢ Monitor ESOS compliance within the faculty and bring to the attention of the ESOS
compliance manager any ESOS concerns, complaints or breaches
Represent the faculty on the university wieleOS Advisory Group

o Keep a record of staff requiring training in their faculty and arrange for this training on
a faculty basis or as part of university wide training

e Co-ordinate the annual sign off of faculty ESOS compliance

e Ensure that the key ESOS comapice obligations of the faculty/work unit are being
met

Legal compliance officer
The University ESOS Compliance Officemith reference to Australian Standard AS3806
6Compliance Programsdéd and wusing it aascea ben
Program, is expected to establish, maintain and continuously improve the program. Key duties
include:
¢ Promoting an ethical and positive compliance culture in relation to the law.
¢ Communicating to those in the University expected to comply withatlveol a related
University policy the existence and behavioural requirements of the law or policy.
e Identifying legal compliance risks for organisatierde structures, systems and
processes and facilitating the identification, assessment and managemskg af the
level of cost centres.
e The provision of generic policies, procedures, education and training to guide the
behaviour of staff, and where appropriate, students and others.
¢ Facilitating the development of specific and targeted policies, puoegdeducation
and training at the cost centre level.
¢ Monitoring compliance with the law and related University policies and procedures
throughout the organisation.
e Reporting on a quarterly basis to Council the Audit Committee orbreachesnon
compliance risks and complaints and related actions undertaken or proposed.

! Legal compliance officer for ESOS is the Director, Student Administration and Systems. Aspects of
responsibility for ESOS compliance have been delegated to the Manager, ESOS and Visa Compliance based in
StudentAdministration and Systems
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e Reporting on an annual basis to Council Wee Audit Committee on proposed
improvements to the compliance program to more closely align it with best practice as
defined by AS3806

Monitoring and reporting

Student Administration and Systethsough the university compliance reporting process,
presents its ESOS Risk Registethie University Audit and Risk Management Office. This

ESOS reportdentifiesalleged breaches, risks of roompliance and complaints received. The
report details action taken to remedy breaches and prevent their recurrence and strategies and
controls in place, or being developed, to better manage compliance risks.

Complaints

Any staff member with a complainbao u t the Universityds compl i
should contact the ESG®mplianceManager to register his/her complaint.

The manager will attempt to resolve the complaint through direct communication with the
party involved either immediately or by staff member to whom the complaint is referred.
The complaint may be referred to the appropriate academic or administrative area for
resolution.

If a written complaint is lodged, it should include:
e Name and address of person lodging complaint
e Outline ofthe issue

The complaint will be acknowledged within 48 hours of receipt. The acknowledgement will:
e Inform the complainant that an investigation will be conducted
e and that a response will be received no later than 28 days after the complaint has been
received

The ESOS compliance manager will:

e Refer the complaint if appropriate
e Ensure that investigation of the complaint is commenced
e Ensure that a response to the complaint is sent within 28 days of the cordptaint

Compliance certification

The campliance certification process is as follows:

e ESOS certification for Monash annual report to Parliament in first fortnight of
December

e Statement of annual compliance with ESOS Act 30 November for Audit and Risk
Management

¢ Biannual Risk register to Audind Risk Management in March and November

e Compliance checklist sent to relevant organisational units in May and October of
each year

Updatedd2-12-08 Version 2.0 7



B LEGISLATIVE FRAMEWORK

The ESOS frameworks comprised of:
- The ESOSAct 2000
ESOS Regulation3001
The Education Servicder Overseas Students (Registration Charges) Act 1997
National Code of Practice 2007

Commonwealth State
Government Government
\
/ v Y A v
2 T sl Education and Trainin
ESOS Act 2000 Migration Act 1058 ESOS Assurance Fund Overseas Students Reform Act 2006 9

DEEWR DIAC Act (Registration Charge) VROA

Act 1997 Q

A A Y

ESOS Regulations! National Code of Migration
2001 Practice 2007 Regulations 1994

The ESOS Act is complemented by tMeration Act 1958 Migration Regulations 199dnd
State and Territory Legislation. In Victoria, ESOS is regulated byitterian Registration
and Qualifications authoritffRQA).

Governmentlevels and epartmentsresponsible for administering ESOS

Responsibility is shared between Fedend State governmenBEEWR has responsibility at
the Federal level antie Victorian Registration and Qualifications Authority RQA) at the
State level

DEEWR responsiility

The responsibilities of State and Commonwealth are sén airt B of code and s.43 ESOS
Act.

DEEWR is responsible fadministering the ESOS Act and its associated instruments. It is
responsible for managing CRICOS anarseeingolicy developmentlt monitorscompliance
with the ESOS Acaind standards in ¢hNational Code focusing on visa integrity and consumer
protection It has primary responsibility for investigating and instigating compliance action for
breaches of the Act and Code.

VRQA responsillity

Assesses applications for regidion and reegistration on CRICO8nd monitors compliance
with theNational Code.
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http://aei.gov.au/AEI/CmsTemplates/GeneralTemplates/ContentPage.aspx?NRMODE=Published&NRNODEGUID=%7b43253AE0-1452-4BFE-B47B-4A4650B13CB1%7d&NRORIGINALURL=%2fAEI%2fESOS%2fNationalCodeExplanatoryGuide%2fPartA%2fPart_A.htm&NRCACHEHINT=ModifyGuest
http://www.austlii.edu.au/au/legis/cth/consol_act/ma1958118/index.html
http://www.austlii.edu.au/au/legis/cth/consol_reg/mr1994227/
http://www.vrqa.vic.gov.au/default.htm
http://www.vrqa.vic.gov.au/default.htm
http://www.vrqa.vic.gov.au/default.htm

L egal effectof the National Code

s.40 ESOS Act states that o6the only
Act expressly provides farThe note to s.40 says the following:

This Act provides that compliance with thational Code is a prerequisite for

registration (see sectiod) and that sanctions under Divisidnof Part6 may be
imposed on a registered provideho breaches the national code.

The National Code 200NC07), Part A, 7.&ffirmsthese statements.

Updatedd2-12-08 Version 2.0
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C OBLIGATIONS OF REGISTERED PROVIDERS

Theobligations of registered providers are set out in Part 3 of the ESOBitsion 1 sets
out the generadbligations and division Bfunds of course money

General obligations

e Not engage in misleading or deceptive condsdb)

¢ Resident of Australia (s.16)

¢ Notify the Secretary of breaches by associ@€es’)

e Only registered providers may receive course eyqs.18)

¢ Give information about an accepted student to the Secretary within 14 days of any
specified change in the status of the stud
(s.19)

e Send a student a written notice if the student has breachedeattisa condition,
informing them that they are required to attend in person before an officer (within the
meaning of théMigration Act 1958 at a specified place within 28 yi«(s.20)

e Keep records of each accepted studsratl)
e Belong to a tuition assurance scheme, unless exempted through the reg(d&2@ns

¢ [f liable to pay an annual registration charge, pay the charge by the last business day of
February of the yeds23)

¢ Pay an annual Fund contribution, unless exempted under tl{e.24}

The providers that are exempt from the fit and proper person requirements of the Act
(section 9(5)) are also exempt from making Fund contributions (section 24(2)).

Refund of coursemoney

e Sections 2732 of the Act outline the obligations of providers with regard to refunds of
course money. Refunds may apply in the event of provider default or student default.

e Refund course feesithin two weeks in the case of provider defgsl29 and within four
weeks in the case of student def4sl28)

National Code obligations

Registered providetsave an obligation to complyith the National CodeSelf accrediting
providers make an annual declaration of conformity with the National @udience every
five years are subject to an independent external audit report.
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SANCTIONS AND PENALTIES

Sanctionscan beimposed under Division 1, Part 6of the ESOS Act 2000

The power to suspend or cancel registration for one or noomrses(s.83 (3)(b)(c))

Or impose conditionés.83 (3)(a))on registration

Automatic suspension for loss of state apprg¢sai9)

Automatic suspension for nggayment of annual Fund contribution or the special levy
(s.90)

For a provider who ceases te approved for a course for a State, automatic
cancellation of registratio(s.91)

Immigration Minister suspension certificate powers

S.97 empowers the Immigration Minister to issue a registered provider a suspension
certificate,

S.98 requires theminister to give a providesevendays to make a submission
concerning the matter,

S.100 specifies that the certificate will remain in effect for a periaslxomonths but

can be revoked at any time and

S.101 creates an offence for a provider to offievite application or provide a course
while the certificate is in effect.

Offences relating to production and attendance notices

S. 113 makes provision for production notices

S.116 for attendance notices

S.120 creates an offence for failingcmmply with a production or attendanagotice

Ss 121 and 122 create offences for giving false information or false documents in
relation to such notices.

Powers are also given to authorised department employees to retain and copy provider
documentgs.124128).

Monitoring warrants

S.130 states that an authorised employee may enter premises for a monitoring purpose
S.131 specifies thmonitoring powers of authorised employees

S.137 specifies that an authorised employee may apply to a ratgietr tribunal
member for a monitoring warrant.

Offences

Breach of notification requiremen(s.19)

Breach of record keeping requiremefg1)

Failing to identify the registered provider in written matefsal07)

The provision with false anisleading information in complying with or purporting to
comply withs.13, 1920 and subsectio86(1) or (3)(s.108)

Updatedd2-12-08 Version 2.0 11



¢ Intentional and recklesgédach of condition of access to PRISK&109)

e The provision or offer to provide a course to an overseasrstua course that is not
genuine and in doing so facilitates a bre
conditions(s.110)

e Failure to comply with a production notice issued pursuastltb3or an attendance
notice issued pursuant $0116

¢ Giving false or misleading information or to provide a false or misleading document in
the course of complying or purporting to comply with a production or attendance notice
issued pursuant to s.113 and 116 of the Act

Updatedd2-12-08 Version 2.0 12



E CLASS OF STUDENTS PROTECTED BY ESOS

ESOS applies to student visa holders

The ESOS Act applies to all registered providers of education and training services to
international students from overseas who come to Australia to study on a sigdgNC07).

Student visa means a visa described in tiigration Regulations 1994s a Student
(Temporary) (Class TU) visa, other than such a visa for:

(a)a person who satisfies the secondary criteria, but not the primary criteria, under those
Regulations for the grant the visa; or

(b) an exchange student or AusAlID student within the meaning of those Regulations; or

(c) an overseas student who has been approved by the Minister for Defence to undertake a
course of study or training under a scholarship scheme aingaprogram approved by the
Minister for Defence; or

(d)an overseas student who has been approved under another scholarship scheme, or an
exchange scheme, sponsored by the Commonwealth to undertake a course of study or training
in Australia.(ESOS Regtations 2001, definitions)

In summary, the ESOS Act applies to students holding a Student (Temporary) (Class TU) visa
excepting students who satisfy the secondary criteria for these visa subclasses (dependants),
AusAID students and Commonwealth sponsaeublarship holders.

That is, students who hold the following visas:
570 ELICOS Sector,

571 Schools Sector,

572 Vocational Education and Training Sector,
573 Higher Education Sector,

574 Postgraduate Research Sector,

575 NonrAward Sector

Compliance requirements

In order that Monash University can correctly identify student visa holders so that it can meet
its obligations under ESOS, visa details for student visa holdersmust bekeyed irio
Callista. This will enable reports to be run which will remtly identify students subject to
ESOS.

Faculty

e Must inform Client Services if a student comes to their attention who is holding a non
student temporary visa and the visa details have not been recorded on Callista

e Send a copy of the student passptrdvang the personal details and visa page to
International Admissions (Recruitment and Marketing Division) pre enrolment or the
ESOS reporting officer post enrolment
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Enrolments

e Update the visa section of the Calligarolmentsmodulke with the visa details of
students holding a non student visa

International Recruitment Services

e Update the visa section of the Callista application module with the visa details of
students holding a non student visa

Updatedd2-12-08 Version 2.0 14



F OFFSHORE REQUIREMENTS

Overview

The ESOS Act regulates the delivery of courses in Australia for the holders of student visas. It
does not apply to the delivery of coursaféshore. Students though who commence study
offshore and complete in Australia are subject to E&@&harrival in Australia on a student

visa. Providers must satisfy the requiremeonitstandards,12 and 3.

The ESOS evaluation report noted the close 4ob@nection between onshore and offshore
delivery. The twinning model, which began in the 1980s, la&seg new popularity in recent
years with a growing number of programmes where students commence studying offshore and
complete their course (or move into a more advanced one) ondEgamples were given to

the evaluation where offshore partners andnég have promised students articulation from
their offshore study into programmes in Australia but the students have subsequently found
their entry levels insufficient for the programme they were promise&OS Evaluation

Report, 5.4.1)

The National ©@de 2007 attempts to address some of these shortfalls noted by the ESOS
Evaluation report.

Compliance requirements

Although the regulatory arm of ESOS does not extend to offshore delivery, it does extend to
matters such as information provided to gmpective onshore students and imposes a
responsibility on providers for the actions of their agents and associates.

For courses delivered in Australia and marketed offshore, standadiL107 ESOS Act

requires that the registered providers name ankCOR code are clearly identified in written
material.Section 107 states that if a person makes an offer to an overseas student or invites an
application for a course (registered on CRICOS and to be delivered in Australia), then the

written materials mustlentify the provider and provider numbstoreovero i f t he | et t e
offer is for a course that is structured to lead to onshore study then it is advisable to include the
provider CODEEBMR&dvica) de 6

Standard 2 requires that before acceptinydent for enrolment, prescribed information must

be provided to the student. This information is normally provided by the provider (Monash) but
in some instances agents have a delegated responsibility. Standard 4 sets out the
responsibilities of provideris relation totheiragentsMonash is responsible for ensuring that
agents with whonit has an agreement have access ttowgate marketing materialStudents

who commence offshore with the intention of enrolling onshore will enter into a written
agreenent as provided by Monash (standard 3)

Updatedd2-12-08 Version 2.0 15



G TUITION ASSURANCE,FEESAND COURSE MONEY

Legislation

The ESOS legislation provides three layers of consumer protection in relation to tuition ass
The first is a requirement on all providers to pay a student a refund of course money in the
either a student or a provider defalfithat remedy fails, the second layer provides for placem
of a student in an alternative course through a Tuition Assurance Scheme (a ministerially
approved scheme comprising member organisations that can offer comparable courses). If
remedy falis too, the third layer of consumer protection is the National Assurance Fund (the
which organises alternative tuition or a refund to stud@$©S Evaluation Report, 7.8)

ESOS ASSURANCE FUND

Overview

6Section 45 of the Act provi des f oThepulpese @
the Fund is to protect the interests of overseas students and intending overseas students of
providers by ensuring that the students are provided with suitable alternative courses, or ha
course money refunded, if the prder cannot provide the courses that the students have paid f

The Secretary is required to appoint a Fund Manager to perform a range of functions, includi

o holding the money standing to the credit of the Fund on trust for the benefit of ov
students and intending overseas students of registered providers, for the purpose of the

o managing the Fund in a way that ensures it is able to meet all its liabilities from time to t
o collecting annual Fund contributions and special levies from priszided

o arranging alternative courses for students, and to make payments from the Fund
required to do so.

Under section 54 of the Act, a Contributions Review Panel (CRP) consisting of 10 peq
established to determine the contributions critarid to hear and determine appeals by provig
against determinations of their contributions. It is the responsibility of the Fund Manager to p
to the Panel the criteria for determining the amounts of annual Fund contributions for provide
to determine the amounts of annual Fund contributions for providers in accordance with
criteria.

If at any time the Fund Manager considers that the Fund does not have enough money to
current or future liabilities, the Fund Manager may reqaireegistered providers who are liable
pay an annual Fund contribution for that y&ampay a special levy to the Fund Manager. Thig
subject to the approval of the Pafle60S Evaluation Report, 3.2.5)

Updatedd2-12-08 Version 2.0 16



Membership of a Tuition Assurance Schem¢€TAS)

Registered providermust at all times be a member of a Tuition Assur&otemes. 22(1) (a))
unless exempted by the regulatios® @)). Providers who are exempt from the
requirement to be a member of a Tuition Assurance Scheme are:

(a)a provider who, under subsection 22) of the Act, is exempt from the requirement to

annual Fund contributions;

(b) a provider who has a bank guarantee:

(i) that, in the circumstances mentioned in section 27 of the Act, indemnifies the pr
for amaunts that the provider may be required to pay under section 28 or 29 of th
and

(i) that is approved by the Minister;

(c) a provider who is a body corporate and who has an indemnity agreement, in writing:
(i) with another body corporate that #& parent organisation of the provider and
incorporated in Australia; and
(i) that provides either of the following:

(A) in the circumstances mentioned in section 27 of the Act, the p
organisation indemnifies the provider for amounts thatptwvider may be
required to pay under section 282% of the Act;

(B) if the provider cannot provide a course for which a student has pai
provider, the parent organisation will arrange, and pay for, provision
suitable alternative coursetite student; and

(i) that is approved by the Minister;

(d) a provider who the Minister believes on reasonable grounds should not be expe
become a member of a tuition assurance scheme established in accordance wif
RequlationgESOS requldions, 3.11)

If exempt, annual notification to DEEWR

A provider who is exempt from theequirements of section 22 of the Act under paragr
3.11(b) or (c) must, within 28 days after the end of a calendar year, give the Secretary §
Fund Manager:

(a) written notice explaining why the provider is exempt from the requirements of s¢
22 of the Act; and

(b) a copy of the bank guarantee or indemnity agreement mentioned in pard
3.11(b) or (c).(ESOS Regulations, 3.16)

Compliance requirements

Monash University is exempt from belongingthe ESOS Assurance Fund. However, Monash
College Pty Ltd (MCPL) as a private provide is not exempt.

MCPL by virtue of its indemnity agreement with Monash University is exempt from belonging

to TAS. This exemption in turn results in a 90% discount ftbenESOS Assurance fund
contribution.
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Compliance Obligations

Monash College Pty Ltd (MCPL)
e Pay annual contribution to ESOS Assuranoad~
e Send annual notification (within 28 days of the end of the calendar year) to DEEWR of
continued operation of indemnity agreement along with copy of agreement

Updatedd2-12-08 Version 2.0 18



FEES

Course money

Standard of the National Cod@nposes an obligatioon providergo include in the written
agreement oOan itimised | i st Odursearmnegsdedinedno ney
in s.7 ESOSAct includestuition fees, any amount received by the provider for overseas

student health cover, and any other amount thatttigent had to pay to the provider in order

to undertake the course.

Fee information for inclusion on theCRICOS register

For entry on CRICOSees and compulsory payments to complete the course ie tuition and
amenities (can average amenities), booksfe to be purchased, fieldwork if integral to
course, accommodation only if need to board with provider to attend the.course

Should provide both mandatory and optional payments and provide pre enrolment

Payment of course fees

The general rule is thanly registered providers may receive course money (s.18). However,
DEEWR hasstatedthat:

A registered provider, who enters into an arrangement with one or more providers to provide a
course to overseas students, must ensure that students pay theinmmegeo the registered
provider (section 18 ESOS Act 2000, unless there is a clearly understood arrangement between
the registered provider and the other provider, whereby the other provider collects the fees as
agent of the registered provider.

The conequence of such an arrangement is that, even though another provider (or entity)
collects the course money on behalf of the registered provider, the registered provider remains
responsible for all obligations relating to the course money under the ESQ808¢t

including the refund provisions of the Act

2 DEEWR ESOS Guide pre 2007
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H ESOS REPORTING

Legislation

EDUCATION SERVICES FOR OVERSEAS STUDENTS ACT 2000- SECT 19

Giving information about accepted students

(1) A registered providemust give theSecretarythe following information within 14 days afte
the event specified below occurs:

(a) the name and any other prescribed details of padtonwho becomes aaccepted studemtf
thatprovider,

(b) for eachpersonwho becomes amccepted studeditthe name, starting day and expect
duration of thecoursefor which the student is accepted,;

(c) the presdbed information about aaccepted studemho does not begin his or heourse
when expected;

(d) any termination of studies by ancepted studebefore the studenttourseis completed,;

(e) anychangdn the identity or duration of asccepted studestourse

(f) any other prescribed matter relatingatrepted students

(2) A registered prader must give theSecretaryparticulars of any breach by accepted studen
of astudent visaondition relating to attendance or satisfactory academic performance as 9
practicable after therbach occurs.

(3) Information required under this section must be given in a form approved $gdretary The
approved form may be electronic.

Note 1: The Minister may take action under Divisitnof Part6 against aregistered
providerthat has breached this section. A breach of this sectiafsésan offence: se
section104.
Note 2: It is an offence t@rovide false or misleading information in complying
purporting to comply with this sectioeee sectiod08.
Unincorporatedregistered providers
(4) If theregistered provideis an unincorporated body, then it is insteadphiacipal executive
officer of theproviderwho must give th&ecretarythe information as uired under this section.

EDUCATION SERVICES FOR OVERSEAS STUDENTS ACT 2000- SECT 20
Sending students notice of visa breaches

(1) A registered providemust send amccepted studerdf the providera written notice if the
student has breachedstudent visacondition relating to attendance or satisfactory acade
performance.
Note 1: The Minister may take action under Divisiorof Part6 against aregistere
providerthat has breached this section. A breach of this section is also an offeng
section104.
Note 2: It is an offence tprovide false or misleding information in complying of
purporting to comply with this section: see sectiog.
(2) Theregistered providemust send the notice as soas practicable after the breach.

(3) The notice must be in a form approved by3keretaryof thelmmigrationMinister's
Department.
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http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#provide
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#registered_provider
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#secretary
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#immigration_minister
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#immigration_minister

EDUCATION SERVICES FOR OVERSEAS STUDENTS ACT 2000- SECT 20
(continued)

(4) The notice must:

(a) contain particulars of the breach; and

(b) statethat the student is required to attengh@msonbefore an officer (within the meaning of tH
Migration Act 1958 at a specified place within 28 days after the day specified in the notice
date of the notice, fahe purpose of explaining the breach; and

(c) statethat the student must present photographic identification when so attending; and

(d) set out the effedf sections 137J and 137K of that Act.

Unincorporatedregistered providers

(5) If thereqistered provideis an unincorporated body, then it is insteadghiacipal executie
officer of theproviderwho must send the notice as required under this section.

Compliance requirements

Sections 19 and 20 of the ESOS Act place two key obligations on providers. Theseoare 1)
ensure all Oaccept ed électonicuGbrfimation of Enmlmentsferm e d  w
(CoE) within 14 days ofbeing acceptedor enrolmentand to notify DEEWR of prescribed
changes t o aalswithid #rdayd of thecevent hapgenidglo notify DEEWR

of breach of visa condition 8202 (visa condition relating to attendance and unsatisfactory
academic progresspection 20 imposes an obligation to advise students of any report for
course progress or attendance (known as a section i2é)not

Responsibility for i ssuing CoEOGs IS shared
Reporting Officer), International Recruitment Services (issueCoE f o r al |l C O m
students) CampusHubs( i ssue CoEOGs f oranddvomashiCaollagPty gtd st ud e
Toensurethat her e are agreed processes concerning
PRISMS manuahas been developed.

Compliance Obligations

Monash CollegePty Ltd
e Advise ESOS reporting officer of any reponts finsatisfactory academic progress
attendance (MUELC only)discontinuation, failed to re enrol, suspensions, fee
invalidation, early course completions
e Process reports for students taking interroissi

Enrolments
e Through the ESOS Reporting Officer notify DEEWR of any reports for
discontinuationjntermissionssuspensions, unsatisfactory academic progress, fee
invalidation, students granted permanent residency (students no longer E&QS),
coursecompletions and students granted credit (longer or shorter course duration).
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Campus Hub
¢ Notify DEEWR of returning students from suspensions or intermission,

e Notify DEEWR of any student that have had their enrolment reinstated for payment of
fees and etensions to students course duration.
¢ Notify DEEWR of welfare changes for Under 18 students

International Recruitment Services (IRS)
e Report pe enrolment changes to a students enrolment
e Process deferment of study for newly accepted students
e Process newcceptances
e Process wifareform dConfirmation of Appropriate Accommodation and Welfare
(CAAW) for newly accepted Under 18 students
e Report non commencements to stfiolynewly accepted students
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|  CRICOS (COMMONWEALTH REGISTER OF
INSTITUTIONS AND CO URSES FOR OVERSEAS
STUDENTS)

Legislation

National Code Part C

Overview
1. Part C of the National Code outlines registration of providers and courses on CRICOS. It pr

general description of the registration process under the ESOS legitativework and specifies

minimum requirements that apply to the registration process. This part needs to be read in co

ovides a

njunction

with the ESOS Act, the ESOS Regulations, and Part D of the National Code, as they also set out

requirements which need to be fat CRICOS registration.

2. Initial registration of providers and their courses on CRICOS involves two stages. The first
undertaken by the designated authority for that state or territory (1) and the second BIB§a\HY A

stage is

provider is not regitered to offer or provide courses in a state to an overseas student until both stages of

this process have been completed.
Registration on CRICOS

3. Providers can only be registered on CRICOS where they have been approved by the d

esignated

authority toprovide courses of education or training to overseas students in that state. This approval can

only be given where the provider to be registered has been found to comply with all the requ
for registration under the relevant state or territory latien and section 9 of the ESOS Act. T
includes complying with the requirements of the National Code.

irements
his

4. Registration on CRICOS is for a particular course for a particular state. A provider wishing to
providecourses in more than one state must segistration for each course in each state where it will

be delivered.

5. In the event that a change of ownership of the registered provider results in a change to the
legal entity registered on CRICOS, the new entity must obtain its own CRI&fx&ration.

6. Application for registration

6.1 In addition to meeting the general requirements for registration set out in this part, providg
submit applications for registration andregyistration in a form to be determined by each desig
authority that contains at least the following information:

a. details of the provider, including:

i. legal entity name and status of the provider (for example, company or individual)

ii. trading name of the provider and whether it is a registered tradimg

iii. an Australian Business Number or Australian Company Number

iv. names, and residency status, as appropriate of the principal executive offic@in@srporate
associations or directors, owners, partners, consortium providersegb@ftivesand managers (whe
there is no stated position of director, principatloief executive)

v. contact details of the head office (street and postal address, email, teléptsinele, website), an
vi. contact details of the premises at which the atiow/training will be provided

b. proposed maximum number of overseas students having regard to the appropriatene
resources and facilities for the delivery of the course

1 References to state in Part C and Part D also include the Australiaal Tapiitory and Norther|
Territory unless otherwise explicitly stated.

previous

brs must
nated

re
)|
ss of the

n
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National Code PartC (cont)

c. locations, including address and contact details, for all sites where students are scheduled
classes for teaching purposes, course relatednmation sessions and supervised study session
work-based training sites where the location is unknown at the point of registration, the prg
required to maintain a documented policy specifying the criteria on which the selection and agf
such sites is based

d. a statement on:
i. whether the provider (including directors, owners, partners, chief executive or manage
previously been a registered provider (and, if so, the name of the designated authority, dat
registrationreasons for ending registration and whether any sanctions are outstanding), and

ii. whether the provider has previously been refused registratioDEFWR or any designate
authority (and, if so, the name of the designated authority) and reasons fal refus

e. the courses that the provider is seeking to offer to overseas students in that state, incl
proposed structure of the course, and

f. any other information as required under section 9 of the ESOS Act.
7. Course duration

7.1 The registratio of a course on CRICOS must include the expected duration of the cours
registered duration cannot exceed the time required for completing the course on the basis of t
amount of fulitime study. Only courses which can be undertaken on-&iriidl basis can be registel
on CRICOS. A course will not be registered on CRICOS unless it meets the relevant Ay
Qualifications Framework requirements or those of any other appropriate quality or accre
framework, if an appropriate framevkoexists.

7.2 For English Language Intensive Courses for Overseas Students (ELICOS), a course dura
may be specified on CRICOS as the study du
which will be reflected in the expected dur i on o f study specified
Enrolment (COE). ELICOS course remain subject to the requirement in paragraph 7.1 that only
courses can be registered on CRICOS.

7.3 The designated authority must take into account thgopeal course structure when determining
appropriate duration for registration on CRICOS (that is, the number of compulsory terms or s¢
each academic year). The registered duration of the course must include approved holiday pe
any appreed periods of worbased training. When the course duration is not specified b
accrediting authority, the designated authority will determine the course duration based on a 1
of 20 scheduled course contact hours per week.

7.4 Proposed changés the registered duration of a course must be approved by the des
authority prior to the changes being made.

8. Work-based training

8.1 Workbased training must only be approved by a designated authority as part of a (
registered course wehe:

a. it must be undertaken to gain the qualification, and

b. the registered provider has appropriate arrangements for the supervision and assessment
students in place.
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proval

2rs) has
es of the

d

uding the

5e. The
he normal
ed
stralian
ditation

lion range

rat.i
on

fulltime

(O
t

the
emesters
riods and
y the
ninimum

ignated

LRICOS

of overseas

Updatedd2-12-08 Version 2.0 24



National Code Part C(cont)
9. Modeand place of study IT

9.1 Courses delivered entirely by online or distance learning cannot be registered on CRICOS
with a distance or online component can only be registered on CRICOS where the designated
is satisfied that these courgaset the minimum requirements as specified in Standard 9.

10. Arrangements with other providers

10.1 Where more than one provider is to be involved in providing a registered course to
students (for example, where one develops the curriculumaaadds the qualification, and anot
delivers the tuition), only one provider will be registered for that course. CRICOS registrat]
courses is not transferable between providers.

10.2 The designated authority needs to be advised in writing mfogilders to be involved in providir
a registered course, the role played by each provider in the deb¥dhe course and the sing
provider recommended to be registered for the course. The desighated authority will as

provi der 6 erregiatratibndandight of its gonnéction with and responsibility for the course.

10.3 The registered provider is responsible under the ESOS Act for breaches of the Act or
Code, whatever the nature of its contractual or other arrangementstitieiaprovider for that courg

10.4 Proposed changes to arrangements with other providers must be approved by the d
authority prior to the changes being made.

11. Inspection of premises

11.1 As part of the registration approval process, #mgdated authority will conduct at least
i nspection of the provideroés premises to ¢
education resources and premises). For thi
the provider operates as well as the locations of providers with whom the provider has an arra
When applicable, it may also include sites of wbdsed training.

11.2 The designated authority may choose to accept from a provider a statemersatisftes all o
the requirements of the National Code without an inspection, so long as the course is provide
by the provider (that is, not under an arrangement with angtiovider). The designated authority n
also accept clear evidencettiize facilities meet Standard 14, based on reports from persons aut
by the designated authority to provide the advice.

11.3 Further inspections will be conducted by the designated authority as appropriate during tt
of CRICOS registratiorThese further inspections may include unscheduled visits when the des
authority deems such a visit is warranted.

11.4 An inspection will include interviews with management and staff of the provider. It mg
include interviews with students anther clients of the provider and observations of teaching.

12. Maximum number of students

12.1 As part of the registration approval process, the designated authority will decide wh
approve the maximum number of students that a provider cah émrmaking this decision, th
designated authority will consider the capacity of the provider in terms gqiretsises, approve
arrangements with other providers, facilities, resources, equipment, materials and ratio of
student numbers
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ESOS Act
ESOS Act Penalties for breach of CRICOS registration requirements

e 2-year imprisonment for neaompliance with s.8 of the ESOS Act by offering or providing & hon
registered coursgs. s.8)

ESOS ActCRICOS registration requirements concerningprovider

e The provider is a resident of Austrgba9(2)(a))

e Either paid annual fund contribution or exemg®(2(b)

o Designated authority given Secretary a Certificéttat provider complies with the National Code
(s.9.2(c)

e Unless provider administered by state education authority or receives funds from Commonwealth
for recurrent expenditunerovider is fit and proper to be register@2(@)

e Secretary has no reason to believe provider not complyinglbneticomply with Act @ Code
(s.9.2 (d)

e Provider not liable for an annual registration charge, reinstatement fee or late paymenttipamalty
remains unpaids( 9.2(8)

Compliance requirements

The ESOS Act requires providers of courses to international students to register their
institution and the courses they offer on CRICOS. Faculties cannot offer a place in a course
that does not have CRICOS approvidie Victorian Registration and Qualifications Authority
(VRQA) approve registration before a code is allocated and the detailscarde@ on the
CRICOS register. Providers and their agents must not promote a course to overseas students
unless it is registered on CRICOS.

Any provider of education and training that seeks to recruit, enrol or teach overseas students, or
to advertise itability to do so, must be registered on CRICOS, or must do so in accordance
with an arrangement it has with a provider registered for the relevant course (in which case the
registered provider is responsible for all obligations under the Act). The prowidst be
registered for each course it offers to overseas students, and for each State or Territory in
which it offers the course (section 8 ESOS Act 2000).

Facultesand Monash College Pty Ltd must register their courses on CRICOS before offering
them to international students. Penalties for breach are severe. In order to obtain registration,
the Course approval templataust be completed and forwarded to International Recruitment
Services. International Recruitment Services haksa of necessargupporting informatiorio

be provided

It is recommended that Callista should not be updated with a new course listing for
international students until the course haen approved for CRICQ8gistration. Although an

offer letter cannot be created without a CRICOS code, it is nevertheless an extra safeguard if a
course is not listed on Callista until registration approval has been given. Callista data is the
central epository of data for university courses: if Callista is updated before CRICOS approval
is given, the university exposes itself to the risk that it may inadvertently offer a course that has
not been registered
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In order to ensure no student holding adsetut visa is enrolled in a non CRICOS course,
faculies and Monash College should run the CRICOS MRS reportSIRE/ESOS/CRICOS
Course audit and the CRICOS student audit). Because of the central importance of CRICOS to
ESOS and International enrolmeatsMonash, it is recommended that each organisational unit
identifies and includes in Position Descriptions a staff member who has CRICOS responsibility
for that area.

In Item 9.1 it is stated that Ocongrarsbedel i\
registered on CRI COS. 6°DEEWRtomearntias been cl ari f
6courses must be structuredd so that student
25% of their course by DE or online study' and 'without restricting sudij@ice to too narrow

a pathway'.

Therefore a courses compulsory component must allow the student to be able to do at least
75% of it via oacampus study.

Compliance tips
e Actively monitor enrolment of students to ensure no student holding a studantvi
enrolled in a non CRICOS registered course
¢ Maintain a record of audits and action arising conducted of CRICOS registered courses
and student audits
¢ Maintain a record of audits and action arising conduofeddudentenrolment by online
study

Compliance dligations

Faculty and Monash College Pty Ltd
e Inform the International Recruitment Services CRICOS Administrator whenever a

6notifiable eventdéd occurs. These being:
EVENT ACTION
New Courses Offered t{ Where FacultyBoard and DVC (Education) has approve
International Students course for international students, a CRICOS code is requ

Supporting documentation must be supplied (Faculty B
Submission). Details should include duration, title, struct
entry requirements, fulime, on-campus, fee and conta
detailsas well as marketing material

Course No Longer Offered | Courses need to be suspended on the CRICOS registe
longer offered to international students. No suppor
documentation required althoudéaculties showl emailthe
CRICOS Administrator advising of the discontinuation.

% As per email from DEEWR to Mgr, ESOS Compliance (4 April 2007)
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EVENT ACTION

Change of Duration Faculties need apply for a new CRICOS code for cou
that have amended durations. Supporting document
must be supplied (promotional material with the n
durgion and/or Faculty Board Minutes approvi
amendment).

Change of Title Faculties need to supply supporting documentation with
new title (promotional material or Faculty Board Minu
approving amendment).

Change of Fee No supporting documentatioaquired

Change to Structure Although not recorded on the CRICOS registeEEWR
needs to be notified. For information about changeg
structure, see Appendix []: Supporting documentatior
new structure needs to be provided by Faculties (promot
material or Faculty Board Minutes approving amendment

Change of Campus Although not recorded on the CRICOS registeEEWR
needs to be notified.

Change to Field of Study Field of Studyis recorded on the CRICOS register.

(BFOS) (where course i{ supporting documentation required. (Where 2 facu
moved from one Faculty t¢ involved and course ownership changes, faculty assu
another) ownership advises CRICOS Administrator includ
paperwork from relinquishing faculty agreeing to change

e Follow course approval steps for submission of documentation to International
Recruitment Services once a course has been approved for offering to International
students

COURSE APPROVAL STEPS NOTE

Access the CRICOS approval templi Where Faculty Board and DVC (Educatig
referring to Brad Fields of Study and Lev{ has approved a course for internatio
of Study: students, a CRICOS code is requir
Supporting documentation must be supp
Thetemplate and applicaticare available | (Faculty Board Submission). Details sho
include duration, title, structure, ent
requirements, fultime, orcampus, fee an
contact details.

Faculty st afCRICOSOGDd
Specific Fornd

Once completed, the application should| Once a CRICOS code has been allocateq
returned to the CRICOS Administrat| the course the CRICOS code and the prov

attaching code should appear on all promotio
- Course proposal material generated across the University
- Subject proposals the ourse.

- Proposed Handbook entry (if available)
- Evidence of approval through Facu
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COURSE APPROVAL STEPS NOTE

Board or the PhD and Scholarst
Committee

e Update Callista once International Recruitment Services has informed the faculty
contact that CRICOS approval has been obtained

e Run CRICOS reports (MRS/ESOS/CRICOS Course audit and CRICOS student audit)
twice per semester

¢ Advise ESOS CompliamcManager if any student holding a student visa is enrolled in
a non CRICOS course to discuss arrangements for immediate transfer of student to a
CRICOS registered course

e Conduct an annual audit of CRICOS register to ensure all courses offered by MU and
MCPL are correctly registered

International Recruitment Services
e Forward documentation Mictoria Registration and Qualifications Authority (VRQA)
e Forward CRICOS applications to VRQA who will assign a CRICOS code once the
Minister has given approvédr the course.
e Inform faculty CRICOS contact that CRICOS approval has been obtained and of the
course CRICOS code

If a course amendment occurs
e Check documentation, advise faculty to update Callista, forward amendments to
DEEWRand check CRICOS regestto verify update has been actioned.

Monash Documentation

Policy
A documented policy specifying the criteria on which the selection and approval of or work

based training sites where the location is unknown at the point of registration (seé@e.c)
developed.

Procedures

e Faculty andMCPL CRICOS procedure including steps to be followed to obtain
CRI COS registration, for notifyinglelnter
eventsé and for wupdating Callista with ne

e Faculty and MCPL policy concerning documenting course changes where any
compulsory unit changes from on campus to online (or mixed mode) or vica versa

MRS Report
MRS reports in ESOS foldeCRICOS course audit, CRICOS student awaid 6 On | i ne 6

student audit (see also Standard 9)
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CRI COS FAQOS

Can promotional material be circulated prior to CRICOS approval?

Prior to CRICOS approval, promotional material can be circulated but it naastycktate the
course is subject to CRICOS approval and, applications or fees cannot be accepted from
applicants for places in courses not CRICOS approved

What if a course is merely waiting ministerial approval?

Where a course is simply awaiting mieisal approval the course description can be included
in promotional material with the following statement boldly marked:
"Awaiting government CRICOS endorsement at the time of publication. International
Student visas cannot be issued without a CRICOS. d@lease check on the status of
the course before making an applicatibn

Can a course be listed in the course guide that has not yet been approved for
international students?

As the Course guide is produced two years in advance, a course may stilubedrsity
approval processes at the time of publication. If this is the case the course can be listed
(without a full description) and the following statement should be used:

"The faculty hopes to offer the following courses to International Studer280x butmust
first gain university approval and government CRICOS endorsement. Chedlacilgy
website for latest information on availability to International Students befaking an
application. International Student visas cannot be issued wghG&RICOS code."
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J STANDARDS FOR REGISTERED PROVIDERS

Standard 17 Marketing information and practices

Legislation

National Codeof Practice
Standard 17 Marketing information and practices

Outcome of Standard 1
Registered providers ensure that marketing of their education and training services i
professional, accurate and maintains the integrity and reputation of the industry

1.1 The registered provider must ensure the marketing of itsaddn and training services
undertaken in a professional manner and maintains the integrity and reputation of the indug
registered providers.

1.2 The registered provider must:
a. clearly identify the r egi srtirewritted mgoketiogyang
other material for students, including electronic form, and

b. not give false or misleading information or advice in relation to:

i. claims of association between providers

ii. the employment outcomes associated with a course

iii . automatic acceptance into another course

iv. possible migration outcomes, or

v. any other claims relating to the registered provider, its course or outcomes associated
course.

ESOS ACT

s. 107

The provider in written material (and electronic form) must identify the provider and provider
when making an offer to an oveesestudent or intending student to provide a course, invitin
overseas or intending student to undertake or apply for a course, or claiming ability
willingness to provide a course to overseas students

Universities Australia (AVCC) Code of Ethical Practice

Clause 10

The university has a clearly enunciated policy for the promotion, marketing and delivery
education services

Compliance Requirements

Standard 1.1 Marketing services undertaken in fepstonal manner and with integrity

The marketing of courses for international students must be conducted in a professional
manner and with integrity and accuracy. This is the central requirement of stdnofatide

Code. It means that marketing actie# maintairthe quality and reputation of the industry and
marketing materials do nobntain any false or misleading information.

Advancementfaculties, Monash Colledgety Ltd (MCPL) and Monash approved Agents have
the responbility to market courses on behalf of the University avi@PL to prospective
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international students. Overall responsibility for managing this area rests with Central
Marketing

In order to assure the professionalism and integrity of international nmaykibie University
marketing business practiceshould include references toinclusion of provider name and
CRICOS number at the front of publications; recording of version number and date on stock
(to assist with identifying outdated stock) and crossremcing between bhashUniversity

and Monash College Pty Ltgrovider names and codes where publications refer to pathways
between the two providers.

Standard 1.2 (a) Clearly identify provider name and CRICOS Code

Monash has an obligation to ensuhat it clearly identifies the Monash name and CRICOS
provider code in written marketing and other materials for students. Monash must ensure that
the provider name (Monash University) and provider code (00008C) is displayed on written
material for courses offered to international students is promoting ad conducting For
MUELC and Monash College courses the Monash College Pty Ltd (MCPL) provider name and
code 01857J must be displayed.

Per DEEWR (explanatory guide publications (written and electronic) which must contain this
information include:
¢ information about carses for overseas students including course outlines if they are
used to market courses and recruit students,
e the homepage of a provider website,
¢ information about living in Australia if it is used as a tool to market to and recruit
students,
e an advertismentfor courses for international students in an Austratiafioreign
newspaper,
e provider handbooks if they have been issued before the student enrols,
a letter that makes an offer to potential students,
¢ information about the outcomes of coursest ifsiused to market to and recruit
students,
e a letterhead which is used in letters making offers to students or promoting courses
or other marketing purposes, and
e email footers that are attached to email sent to students and which make offers of
enrolmentor inform students of course

Where any material contains a pull out/tear away section, the removable section should also
comply.

DEEWR also provides the following advice in its explanatory guide about websites:
6r'he home page of the provider shouldlude the CRICOS number in a prominent position (
not hidden away in tiny text in a cornef)l pages relating to marketing, recruitment, service:
and information for overseas students should include the CRICOS registration détddsot
requiredon every page of downloadable materials, the CRICOS number should appear
somewhere on each documedest practice would be to include the CRICOS number in the
footer of thed provideroés website
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Standard 1.2 (b) Not give false or misleading infoiomat

Information or advice to studentelating to the registered provider, its course or outcomes
associated with the courseust not be false or misleadirg to give inaccurate information
about the location of campessat which courses will be provideor making false comparisons
with other providers

Standard 1.3 Not actively recruit students where conflicts with standard 7 obligations

Under standard 7 students can only transfer between registered providers within the first 6
calendarmonths oftheir principal (main) course where a@elease lettehas been provided.

Monash recruitmengtaff who aredealing with prospective Monash students should engage in

no active recruitment activity where it is apparent that a student is seeking to transfer within
the first six months of the studentds princi

Evidence of compliance
e Samples of promotional material used to market and recruit students.
e Lettersor email used to send students course offers.
e Evidence of arrangements with other providers and the materials used to promote
courses that are taught by them.

e A |l etter of rel ease to demonstrate that t
within the first six months.
e Where a student has applied for a letter

that a valid enrolment offer has been made.

Monash also recommesd
¢ Include the CRICOS Code at the front section of the publication in aom@pgie font
size
Maintain a record of ESOS training that all Marketing staff have attended
¢ Build training into performance management
Monash University and dviCPL provider code should be included in all onshore and
offshore advertising for coursesmohucted in Australia, not just newspaper advertising

Compliance Obligations

Marketing and Student Recruitment

Ensure that

e the provicer name (Monash University) and provider code (00008C) is displayed on all
written materials for prospective international students undertaking courses provided by
Monash University

e the provider name (Monash College Group Pty Ltd) and provider code (Q1857J
displayed on all written materials for prospective international students undertaking
courses provided by Monash College Group

¢ no false or misleading information is given as per standard 1.2 (b)
no students are enrolled from another provider in thedixsionths of their principal
course or in any preliminary course in a package of courses unless the exceptions
outlined in standard 7 apply

e all new Marketing staff have attend&B5OS trainingin the first six months of the
commencement of their role and completed the ISANA onliberial within the first
month of commencement of their role
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Monash College Pty Ltd (MCPL)

Ensure that

¢ the provider name (Monash College Pty Ltd) and provider code (01857J) is displayed
on all written materials for prospective internatibséudents undertaking courses
provided by Monash College Group

¢ no false or misleading information is given as per standard }L..2 (b
all new Marketing staff have attended ESOS training in the first 6 months of the
commencement of tirerole and completed the ISANA online tutorial within the first
month of commencement of their role

Faculty

Ensure that:

¢ the provider name (Monash University) and provider code (00008C) is displayed on all
written materials for prospective imtational students undertaking courses provided by
Monash University
no false or misleading information is given as per standard 1.2 (b)

e all new Marketing staff have attended ESOS training in the first 6 months of the
commencemendf their role and completed the ISANA online tutorial within the first
month of commencement of their role

International Recruitment Services

Ensure that:

¢ the provider name (Monash University) and provider code (00008C) is displaydd on a
written materials for prospective international students undertaking courses provided by
Monash University

¢ the provider name (Monash College Pty Ltd) and provider code (01857J) is displayed
on all written materials for prospective international stuslamidertaking courses
provided by Monash College Group

¢ that no false or misleading information is given as per standard 1.2 (b)
no students are enrolled from another provider in the first 6 months of their principal
course or in any preliminary course in a package of courses unless the exceptions
outlined in standard 7 apply

¢ all new InternationaRecruitment Servies staff have attended ESOS training in the
first 6 months of the commencement of their role and completed the ISANA online
tutorial within the first month of commencement of their role

Monash documentation

Policiesand Procedures
Brand Identity Policies and Procedures

BusinesRules
Work instructions to ensure student has not transferred within foate®idamonths unless in
allowable circumstances eg check visa and PRISMS (pre existing CoE)

Guidelines
See 6Compliance Reguirements©o
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Standard 27 Student engagement before enrolment

Legislation

National Codeof Practice
Standard 27 Student engagement before enrolment

Outcome of Standard 2

Registered providers recruit students in an ethical and responsible manner and providd
information that enables students to make informed decisions about studying with th
registered provider i n Australia. Regi s
experience and English language proficiency are appropriate for the course for which
enrolment is sought.

2.1 Prior to accepting a student, or an intending student, for enrolment in a course, the re

provider must provide, in print or through referral to @ectronic copy, current and accurg

information regarding the following:

a. the requirements for acceptance into a course, including the minimum level of E
language proficiency, educational qualifications or work experience required and w
course credit may be applicable

b. the course content and duration, qualification offered if applicable, modes of stud
assessment methods

C. campus locations and a general description of facilities, equipment, and learning and
resources avaitde to students

d. details of any arrangements with another registered provider, person or business to
the course or part of the course

e. indicative courseelated fees including advice on the potential for fees to change durir]
st ud euwdse ansl applicable refund policies

f. i nformati on about t he grounds by whi
suspended or cancelled

g. a description of the ESOS framework made available electronically by DEEWR, and

h. relevant informatioron living in Australia, including:

i. indicative costs of living
ii. accommodation options, and

iii. where relevant, schooling obligations and options for sehgetl dependants of intendir
students, including that school fees may be incurred.

2.2 The reqistered provider must have documented procedures in place, and impleme

ESOS Act

s.83Minister may impose sanctions for roampliance

The actions are: s.83 (3)

(a) to impose one or more conditions ontbgisteredproviders registration for any one or more
coursedor any one or morStateqsee sectioB6);

b) to suspend theegistered providé&s registration for altoursedor any one or morStateqsee
section95);

(c) to cancel theegistered providés registration for alkoursedor any one or mor&tates
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Compliance Requirements

All recruitment of students for study in courses offered to international students by Monash
University and Monash College Pty Ltd (MCPInust be carried out iaccordance with the
obligations and limitations imposed by the ESOS Act and National Code. In particular,
students are provided with information which will enable them to make informed decisions
about studying at Monash.

DEEWR adviseghattheinformationis houl d result i n studentso s
matching the expectations established during the recruiting phase. Students need to know
about the ESOS legislative framework, the security it affords them andohevait themselves

of its consumer protections should the need arise. The standard also aims to ensure students
are only offered places in courses for which they have appropriate skills and exp@rience

Standard 2.1 Information to be provided to studpntsaccepting them

Information to prospective international students at Monash is provided by Marketing and
Student Recruitment, InternationRlecruitment ServicesFaculties, Monash College Group

and Monash Research Graduate School (MRGS). Monash engstre that the required
information is provided to students before accepting them for study and that agents acting on
behalf of Monash have wp-date course information and stock.

International Recruitment ServicesFaculties and Monash College musts@e that the
following information is provided prior to accepting a student for enrolment:

The availability of course credit

The modes of study through which the course may be offered.

The grounds on which the st udéded(ingledingenr ol |
intermitted) or cancelled. As a guide the information contained in this statement of
6groundsé6 mu s t i nc | u duasatisfastery &cademica progresg r o u
(APC), fee and other non payments leading to invalidation, headthdiscigine. It

should also includethe voluntary grounds of deferment and intermission. This
information is available inthe Student Information Indéx Undergraduateand
Postgraduathandbooksnd on the WEB

A description of the ESOS framewqpkior to enrolment.

Indicative course related feaescluding the potential fofees to change

Relevant information on accommodation options.

Schooling obligations and options for school agegendants, including that school

fees maybe incurred.

Standard 2.2 Documented procedures for the assessment of qualifications, expewkence a

English language proficiency

Organisational Units that assess qualifications, experienc&agiish language proficney-
International Recruitment ServicesFaculties, MRGS and MCPLmust have documented
procedures in place for making these assessméfitsmum entrance requirements are
outlined in the UG/PG course guidadinternational supplement and in the VTAGidge.

Evidence of compliance
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e Samples of the information provided to students prior to enrolinemtluding either
printed copies of the information about the ESOS framework or a link to the relevant
part of theDEEWR website

e Acopyofdocumentedprodeur es f or assessing studentso
English language proficiencAll staff responsible for implementing the procedures
should have easy access to the procedures documents.

In addition,the following is required
e Faculty, MCPL, InternationalRecruitment Serviceand MRGSmaintain arecord of
ESOS training
¢ Evidence thaperformance managemantludesattendance at required ESOS training

Compliance Obligations

International Recruitment Services

e Ensure that students have been provided with the information specified in standard 2.1
prior to accepting students

e Ensure that procedures are in place which teaen implemented for the assessment of
gualifications, experience and English language proficiency

e Ensure that work instructions are in place for checking and updating information to be
provided to students and for providing that information to prospestivdents

e Provide information about English language requirements/bridging courses in offer
letters as required

e Ensure thaRecruitment Servicestaff engaged in recruitment activity are fully trained
in the requirements of the ESOS Act

e Ensure that all ew staff have attended SDU ESOS training in the §ibstmonths of
the commencement of their role and completed the ISANA on line training.

Student Recruitment

e Ensure that staff engaged in recruitment activity are fully trained in the requireshents
the ESOS Act

e Ensure that all new staff have attended SDU ESOS training in theikrstonths of
the commencement of their role and completed the ISANA on line training

e Ensure that all offshore agents have completed the ISANA on line training.

e Ensue that all agents have up to date course information and stock

Faculty

e Ensure that web sites contain accurate information about course content and duration,
gualifications on offer, modes of study and assessment methods

e Ensure that staff engaged mcruitment activity are fully trained in the requirements of
the ESOS Act

e Ensure that all new staff have attended SDU ESOS training in the first 6 months of the
commencement of their role and completed the ISANA on line training within the first
month of he commencement of their role

Monash CollegePty Ltd
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e Ensure that web sites contain accurate information about course content and duration,
gualifications on offer, modes of study and assessment methods

¢ Maintain a data base of course offerings \whiletails the percentage of on line study
for each CRICOS registered course

e Ensure that staff engaged in recruitment activity are fully trained in the requirements of
the ESOS Act

e Ensure that all new staff have attended SDU ESOS training in the firstt@srafrthe
commencement of their role and completed the ISANA on line training within the first
month of commencement

Monash Documentation

Policiesand procedures
e English Language Requirements Policy and Procedures
e International Recruitment Seces, Faculty and MRGS procedures for assessing
prospective studentods qualifications, e X[
Standard 2.2).

BusinessRules
e International Recruitment Services work instructions for checking and updating
accuray of information to be provided to students

Guidelines
e See O0Complianée Requirements

Other

e Ask Monashweb sites and Offer letters
Link to DEEWR description odESOS framework

e Pro forma statement in offer letter or offer pack
Concerning grounds upon which enrolment magéferred, cancelled or suspended

e Publications Committee

e Course transfer formncludesa reference to fee changes for studentsstearing
courses internally
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Standard 37 Formalisation of enrolment

Legislation

National Codeof Practice
Standard 3- Formalisation of enrolment

Outcome of Standard 3
Written agreements between registered providers and students set out the sepgdo be provided,
fees payable and information in relation to refunds of course money.

3.1 The registered provider must enter into a written agreement with the student, signed or o
accepted by that student ( anrif the $tuslentsis undirelB yeéars
age), concurrently with or prior to accepting course money from the student.

The agreement must:

a. identify the course or courses in which the student is to be enrolled and any conditions on h
enrolment

b. provide an itemised list of course money payable by the student

c. provide information in relation to refunds of course money

d. set out the circumstances in which personal information about the student may be shared be

therwise

is or her

fween the

registered provider and th&ustralian Government and designated authorities and, if relevant, the

Tuition Assurance Scheme and the ESOS Assurance Fund Manager.

This information includes personal and contact details, course enrolment details and changes
circumstance of ansuspected breach by the student of a student visa condition, and

e. advise the student of his or her obligation to notify the registered provider of a change of
while enrolled in the course.

3.2 The registered provider must include in the writigreement the following information, which
to be consistent with the requirements of the ESOS Act, in relation to refunds of course mong
case of student and provider default:

a. amounts that may or may not be repaid to the student (includingoairse money collected |
education agents on behalf of the registered provider)

b. processes for claiming a refund

c. a plain English explanation of what happens in the event of a course not being delivered, and
d. astatementthal Thi s a g dtheawalabitity of amplaints and appeals processes, doe
remove the right of the student to take ac

, and the

address

is
y in the

Dy

’S not
i on

Compliance Requirements

1. Standard 3.1 Written agreement with students

In order for internatinal students to understand their obligation and those of their education
provider, a written agreement must be entered into with all students (or their parents or legal

guardian if the student is under 18 years of age) who accept anmienationalRecruitment
Servicesds responsible for administering the agreement

The written agreement at Monash is constituted by the following:
e 'How to accept your offer' booklet
e StudentOffer Letter and Offer Statement
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e StudentAcceptance form

The written agrement must contain as a minimum the information specifiedandard. L it
mustidentify the course to be providedpurse monepayable, refunds in the event of a course
not being deliveredset out the circumstances where personal information abowtutent
may be sharédand advise the student of the obligation to notify the provider of change of
address while enrolled.

Students who are already enrolled at Monash and are transferring courses, must be given an
addendunto their written agreement whids to be signed by the student and placed on central
file.

2. Standard 3.2 Written agreement must contain information concerning refund of course
money

The information concerning refund of course money is outlined in standard 3.2. Information
that must b provided in the agreement includes amounts to be repaid to a student, the process
for claiming a refund, a statement of what happens in the event of a course not being delivered
and a statement that the agreement does not remove the right of a studeataiction under
Australiabés consumer protection | aws.

3. Compliance evidence

e Copies of the current written agreement template (and historical versions if the
agreement template has changed over time)

e Signed (or printouts afreedents tnestudentfles. accept

e A copy of the providerods refund.policy, i

Compliance Obligations

International Recruitment Services

e Ensure that the written agreement with students contains the information outlined in
standards 3.1 and 3.2.

e Ensure that each agreement with studergsasnedo central filing for filing

Monash College Piyi td
e Ensure that the written agreement with students contains the information outlined in
standards 3.1 and 3.2.

e Ensure that each agreement with students is placed on file

°Q If a provider has obtained information from a student for thegses of compliance with ESOS and
Migration legislation, can that information be used for other purposes?
A No. Under théPrivacy Act 1988information collected from individuals for one purpose may not be

shared for purposes other than that for whiatais collected without permission from the individuals affected.
For the Plain English Guidelines to the Information Privacy Principles, please see:
http://www.privacy.gov.au/publicationeflex.html#G under Guideline$ Information Privacy Principles (there
are three guideline documents
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Monash Documentation
Policiesand Procedures
e Monash process abbhow a student can claim a refund
e Monash procedure as to how a studentkegep theimddressletailsup-to-date

Pro forma statements

e Statementysed in agreement) as to circumstances in which personal information about
the student may be shared witherts. (See Standard 3.1d).

e Statementysed in agreement) to advise the student of his or her obligation to notify the
registered provider of ehange of addresshile enrolled in the course. (See Standard
3.1le)

e Refund process statemeniséd in agreement) outlining what would happened in case
of student and providelefaultie a process about how a student can claim a refund (See
Standard 3.2a&).

BusinesRules
e Work instructions to ensure no course money accepted from a student unless written
agreement entered into with student concurrently with or prior to aegepourse
money from the student

Guidelines
e As outlined in O60Compliance Requirements?©o
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Standard 47 Education agents

Legislation

National Code of Practice
Standard 4- Education agents

Outcome of Standard 4

Registered providers take all reasonable measures to use edtion agents that have an
appropriate knowledge and understanding of the Australian international education
industry and do not use education agents who are dishonest or lack integrity

4.1 The registered provider must enter into a written agreementeaith education agent
engages to formally represent it. The agreement must specify the responsibilities of the eq
agent and the registered provider and the need to comply with the requirements in the |
Code. The agreement must also include:
a. processes for monitoring the activities of the education agent, including where correctivg
may be required, and b. termination conditions, including providing for termination ir
circumstances outlined in Standard 4.4.

4.2 The registered pvaer must ensure that its education agents have accesstaedate and
accurate marketing information as set out in Standard 1 (Marketing information and practice

4.3 The registered provider must not accept students from an education agent ont@raer
agreement with an education agent if it knows or reasonably suspects the education agent
a. engaged in, or to have previously been engaged in, dishonest practices, including the d
attempt to recruit a student where this clearly kotsfwith the obligations of registered provide
under Standard 7 (Transfer between registered providers).
b. facilitating the enrolment of a student who the education agent believes will not comply w
the conditions of his or her student visa
c. usingProvider Registration and International Students Management System (PRISMS) tg
Confirmations of Enrolment for other than bona fide a student, or

d. providing immigration advice where not authorised undeMilgeation Act 19580 do so.

4.4 Wherethe registered provider has entered into an agreement with an education ags
subsequently becomes aware of, or reasonably suspects, the engagement by that educat
or an employee or sedpntractor of that agent, of the conduct set out in St@hd.3, the
registered provider must terminate the agreement with the education agent. This paragrg
not apply where an individual employee or samtractor of the education agent was respong
for the conduct set out in Standard 4.3 and the atghut agent has terminated the relations
with that individual employee or stdontractor.

4.5 The registered provider must take immediate corrective and preventative action ug
registered provider becoming aware of an education agent being néglgreless off
incompetent or being engaged in false, misleading or unethical advertising and recrt

nrantirac inchiidinAa nranticac that ~niilld harm tha intanrihv Af Alictralian adiiratinn and train

Compliance requirements
The scope of the&OS Act is very broathe act applies to providers, their agents and

associates. Agents must be informed of
parties should a breach occur.
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For many prospective Monash students, education agents dirsttheint of contact with

education in Australia. ABEEWRh as not ed 0t heir activities .
Australiads r e pdedtirationfoostudeats andregistersd prodderk leave an
interest in ensuring education agentseatth i cal | y and appropriatel yd

1. Standard 4.1 Written agreement with each education agent it engages to formally represent
it

Standard 4 requires a written agreement to be entered into with every agent that represents it
and specifies what needs to belinled in these agreemeng&tudent Recruitment at Monash

has responsibility for managing these agreements and for monitoring the activity of bgents.
order to monitor the activities of agenBEEWR advises again in itexplanatoryguide that

one or more of the following activities should be undertaken:

Regular facdo-face meetings with agents onshore or offshore
Telephone/teleconference/email meetings or camoation

Regular reports from agents

Surveys of students recruited by particular agents

Surveys of parents of the students recruited by particular agents
Performance benchmarks included in agreements

Spot checks by providers eg to observe agents atat@#tucation fairs
Surveys of agents

2. Standard 4.2 Agents have access toaugate and accurate marketing information

In order for agents to be able to provide students with accurate information, it is critical that
agents have access to this inforiomt

Monash provides agents with-tigp-date information by:
e Providing annual agent training both onshore and offshore
e Distribution to agents of &édMonash Adviser
e Provision of agent training manual
e Al location of each agent ewinforrhatiom keptppo-i mar y
date

3. Standard 4.3 Provider not to enter agreement or accept students in prescribed circumstances

A business practices requiredo ensure compliance with standard.4.3

4. Standard 4.4 Agreement must benteated in prescribed circumstances (standard 4.4)

Procedures must be in plafme terminating agent agreemeimsluding a standard letteg
period of notice §0 day noticecurrently in place)o wi t hou't caused and
immediate termination wdre required

5. Standard 4.5 Corrective action to be taken in prescribed circumstances

A process for taking this corrective is action maisbbe in place

Updatedd2-12-08 Version 2.0 43


http://aei.gov.au/AEI/ESOS/NationalCodeExplanatoryGuide/PartD/Standard_4.htm

6. Compliance evidence

Evidence of immediate corrective and preventative action (eg record phaelke
conversation, email) taken when the registered provider becomes aware that the
education agent has become negligent, careless or incompetent or being engaged in
false, misleading or unethical advertising and recruitment practices.

Evidence that edutian agents have undertaken ESOS training

Examples of agent contracts

Evidence of monitoring activity

Record of visits to offshore agents, currency of agent information and steps taken to
update information as required

Require all Monash agents to contplehe ISANA ESOS training package and to
provide a copy of the training certificate as evidence of the training

Compliance Obligations

Student Recruitment

Ensure that procedures are implemented for monitoring and reviewing the practices of
the agents, for termination of agreements with agents where termination conditions are
activated

Ensure that the contract between Monash hadgent includes the elements stated in
standard 4.1 and incorporates best practice principles

Ensure that Monash no longer accept a student from an agent if they suspect an agent
has been acting dishonestly, misusing PRISMS or engaged in false or mgslead
recruitment practices

Monash Documentation

Policiesand Procedures

Brand Identity Policyand Procedures

Business Rules

Student Recruitment procedure for: monitoring education agents; taking corrective an
preventative action in regards to education agents who have been negligent, careless, or
incompetent; Termination conditions and procedures to be developed in event of
termination (See Standard 4.1a).

For providing agents with accurate andtoglate irformation

For termination of agent contracts

For ensuring students not accepted from an agent who has been acting dishonestly

For taking corrective action upon becoming awaran agenbeing negligent, careless

or incompetent

Guidelines

Asoutl ined in 60Compliance Requirements?©o

Other documentation

Agent contract
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Standard 57 Younger students

Legislation

National Code of Practice
Standard 5 Younger students

Outcome of Standard 5

Where students under the age of 18 are not being cared for in Australia by a parent @
suitable nominated relative, registered providers ensure the arrangements made to protect th
personal safey and social wellbeing of those students are appropriate.

5.1 Where the registered provider has taken on responsibility under the Migration Regulati
approving the accommodation, support and general welfare arrangements for a student whq
turned 18, the registered provider must:

a. nominate the dates for which the registered provider accepts responsibility for approv
studentds accommodati on, support and gengd
pro forma letter

b. adviseDIAC in writing of the approval using the specified PRISMS pro forma letter

c. have documented procedures for checkin
and general welfare arrangements, and

d. advise DIAC as soon as possible in thiens that the under 18 year old student has change
or her living arrangements or the registered provider no longer approves of the arrangement
student using the specified PRISMS pro forma letter.

5.2 Where Standard 5.1 applies and the studetnder 18 with a student visa that covers multi
courses, the registered provider with whom the student is currently enrolled is responsi
approving arrangements for the studentbs
nominatedperiod.

5.3 Where Standard 5.1 applies and the registered provider terminates, suspends or ca
enrolment of the student, the registered provider must continue to check the suitab
arrangements for that student until:

a. the student is agoted by another registered provider and that registered provider takes
responsibility for approving t he studenrn
arrangements

b. the student leaves Australia

c. other suitable arrangements are made thafséie Migration Regulations, or

d. the registered provider reports under Standard 5.1.d that it can no longer approve
arrangements for the student

Compliance Requirements

The purpose of this standard is to ensure that where prowideesresponsibility for approving

the accommodation and welfare arrangements for students under the age of 18, that these
arrangements are appropriate. Under ESOS and visa requirements a parent, a nominated
suitable relative or an education provider mhbst responsible for the welfare of younger
international students while in Australia. If a parent or suitable relative is not in Australia, the
education provider must take responsibility.
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1. Standard 5.1 Obligations of providers where taken on responsilidit approving
accommodation and welfare arrangements

Where Monash has responsibility for approving the accommodation and welfare arrangements
of a student under age 18 it needs to nominate both the start and end date for which it accepts
responsibility(5.1(a)) The default end date is the period of the CoE piyendays.

The following arrangements have been negotiated. Méarash University Foundation Year
(MUFY) students proceeding to Monash University, MUFY will accept responsibility until 2
weeks before commencement at Monash. MU will take responsibility from that date. The same
arrangement will apply to Monash College. It should be noted that most MUFY students will
return home before commencing their course at MU

In addition Monash must ad@<DIAC of the approval using tieonfirmation of Appropriate
Accommodation and Welfar€AAW) form on PRISMS5.1(b))

Standard 5.1 also specifies (%)) thatthere must be documented procedures for checking the
suitability of ammbdade nods asdpperdtf,aracarr a
documentati ond f or TEhesé pracadures iccardmgte BEEWR shoukdd u r
floutlines the end to end process involving the recommendation, assessment and approval of an
accommodation and wela arrangement. This should include a review process and if
necessary, the termination of the arrangeme
or legal guardians must be in place

Finally, procedures must be in place (5.1(d)) for advising DIAC any change of
arrangementdlealthWelfare andDevelopment (HWDYXC a mp u s havel tbedesponsibility
for approving these changes and for advising DIAC.

2. Standard 5.2 Responsibility where period of visa covers multiple courses

Special arrangements mus# in place where a student is undertaking multiple courses during
the period of the visa. Examples are MUELC students enrolling in Monash College and then
Monash University or Monash College students also planning enrolment in a degree course at
Monash.The provider with whom O6the student is

r
(

C

approving the arrangements dur.ing the dédnomin

3. Standard 5.3 Responsibility for checking t
enrdment is terminated, suspended or cancelled

In these circumstances Monash has continued responsibility for checking the suitability of
arrangements. Monash will do this by advising the care giver of the student change of status,
and by seeking confirmatiombout the regularity of contact with the student. In addition, the
Care Giver will be requested to follow standard protocols in contacting Monash should a

serious issue concerning the studentdés wel fa

Evidence of compliance

o Evidence of arrangeemt with other providers where package of courses being
undertaken

Updatedd2-12-08 Version 2.0 46



Records of reports being run of student

against approved arrangements

Records of decisions being made concerning change of approval requests
Records otommunication with Car&ivers

Record of annual review and outcome of Care Giver Arrangements

Compliance Obligations

International Recruitment Services

Approve accommodation and welfare arrangement and issue CAAW for under 18
students commencing their study at MC and MU according to established procedure at:
http://www.monash.edu/international/withoffer/u18/

Approve change of am@ements requests for newly enrolling students prior to
enrolment. See website above.

CampusHub

Run Monash Reporting System ( MRS) 6Stude

semester to monitor student address and stgdi@ change of arrangements

Approve change of arrangement requests from continuing (ie post enrolment) Under 18
students according to ISS work instructions

Contact each newly enrolling international student under the age wfvit8 per
semester adviisg them of support available and procedures for changing arrangements
and seeking feedback about arrangements

ContactCaregiver should there be any issues of concern

Monash College Pty Ltd (MCPL)

Run the MC Under 18 report at least twice per trimastenonitor student address and
requests for change of arrangements

Approve change of arrangement requests from continuing Under 18 students according
to established proceduss:

Contact each newly enrolling international student under the age of 18rimaester

and advise them of support available and procedures for changing arrangements
ContactCaregiversshould there bergy issues of concern

Homestay Accommodation Services (HAS)

For students registered withlomestay Accommodation Services (HAS)ontact
Homestay family within first week of arrival to check on student settling in

Enrolments Unit (ESOS)

Co-ordinate anual review of Carglivers
Co-ordinate overall policy and procedural framework for Under 18 students
Download PRISMS CAAW informationnto shared drive fortnightly

Monash Documentation

Policiesand Procedures

ESOS Student Under Age 18 policgccommodation, support and general welfare
arrangements
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A ESOS Student Under Age 18 procedusssproval of accommodation, support and

general welfare arrangementssMonash procedure that outl!l in
processoO6 involving the recommendation, as
and welfare arrangemeas well as review and monitoring arrangements
e Monash procedure to follow a studentods su
ammgements in the event of Monash ter mina

enrolment until another provider takes over responsibility or the student leaves
Australia, or other suitable arrangements are made|[(6.8¢ developed]

BusinesRules
¢ International Recruitment Servicbasiness practice fahecking the suitability of a
student és support, wel f arbeforeappdovirgadheo mmod a't
arrangements and for advising DIAC) via PRISMS 5.1(b))
¢ Monash business practidd\WD/MCPL) to advise DIAC of change of arrangements
(5.1(d))
e Business practice for contacting parents or legal guardians 5.1(c).

Guidelines
e As outlined in 6B Compliance Requirements
Other
Documents
e Application to be a recommended care giver
e Guide for students who are under 18
e Monash approwkCaregivers
e PRISMS pro forma documents Confirmation of Appropriate Accommodation

and Welfare (CAAW) letter
Agreements
e Monash greementvith Taylors Collegeegarding the scope of responsibility
for welfare arrangementer packaged courses
MRS Reports (ESOS folder)
e Students by Age
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Standard 67 Student support services

Legislation

National Code of Practice
Standard 6 1 Student support services

Outcome of Standard 6
Registered providers support students to adjust to study and life in Australia, to achieve their learning
goals and to achieve satisfactory progress towards meeting the learning outcomes of tharse.

6.1 The registered provider must assist students to adjust to study and life in Australia, including thrg
provision of an age and culturally appropriate orientation programme that includes information about:
a. student support services avhlitato students in the transition to life and study in a eewwronment

b. legal services

c. emergency and health services

d. facilities and resources

e. complaints and appeals processes, and

f. any student visa condition relating to course progres®aatiendance as appropriate.

6.2 The registered provider must provide the opportunity for students to participate in serv
provide access to services designed to assist students in meeting course requirems
maintaining their attendance.

6.3 The registered provider must provide the opportunity for students to access nedHtad
support services to assist with issues that may arise during their study, including course prog
attendance requirements and accommodation issues. Theseesemust be provided at n
additional cost to the student. If the registered provider refers the student to external

services, the registered provider must not charge for the referral.

6.4 The registered provider must have a documented critwidkint policy together with
procedures that covers the action to be taken in the event of a critical incident, required follo
the incident, and records of the incident and action taken.

6.5 The registered provider must designate a member ofostafémbers of staff to be the officig
point of contact for students. The student contact officer or officers must have acceds tiatmp
details of the registered provideroés supp

6.6 The registered provider must have sufficient studgrgat personnel to meet the needs of
students enrolled with the registered provider.

6.7 The registered provider must ensure that its staff members that interact directly with stud
aware of the registered pr oftamaverk énsl the potemtig
implications for students arising from the exercise of these obligations.
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Compliance Requirements

Standard 6outlines specific responsibilities concerning student support services. Support
services and orientation programs must be available to all students to help them to adjust to
study in Australia and understand the cultural and educational envinbtimeg are entering.

1. Standard 6.1 Age and culturally appropriate orientation program

The orientation provided to students must, at a minimum, contain the prescribed elements, as
outlined in standard 6.1. That is, information concerning student gupervices, legal
services, emergency and health services, facilities and resources, complaints and appeals
processes, and any student visa condition relating to course progress and/or attendance as
appropriate

2. Standard 6.2 Assistance and access to@EI\¢D assist students meet course requirements
and maintain attendance

Where student are facing difficulty with either attendance or course progression requirements,
services must be in place which students are able to access providing help in this area

3. Standard 6.3 Opportunity for students to access weldaged support services

These services must be provided at no additional cost to the student. Staff advising
international students should have a good understanding of services including IGaynsel
Chaplaincy, Financial advice and Accommodation so that appropriate referrals can be made

4. Standard 6.4 Documented critical incident policy and procedure

A documented critical incident policy needs to be and is in place (see D Monash
Documentatia) If a student is involved in an accident, seriously injuretber traumatic
eveni clear protocol$or the management of the incidemged to be in place. Student support
staff needa clear understanding of this policy.

5. Standard 6.5 Gitial point of contact

The official points of contact for the purposes of this standardasrendicated:Monash
Universityand Monash College

6. Standard 6.6 Sufficient student support personnel

Student support personnel need tosb#ficient tomeet the needs of studenBEEWR have
recommended in their explanatory guide thatitshbued 6i ncor porated into
policy what would be considered as appropriate in relation to the minimum support
requirementséd and that these shoul d be O6co
requirements of state/territory | awb
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7. Standird 6.7 Awareness of obligations under the ESOS framework

Staff interacting with international students must be trained in ESOS. A record of annual
training undertaken by student support staff needs to be kept and staff at a minimum must
attend an annuaéfresher provided by Monash

8. Evidence of compliance

o Policy and/or procedure that supports relevant staff understanding of the ESOS Act
and their obligations under it

. Evidence that student support services are not limited to academic issues

o Free and asily accessible information directing students to any available support
services
Evidence that staff are aware of and understand the Critical Incident Policy

. Incorporated within staff handbooks and induction training, information regarding the
ESOS respasibilities of the provider and of staff who interact with international
students

e Copies of Orientation programs for all campuses that demonstrate provision of
minimum requirements as outlined in standard 6.1

e Records thatll new staff complete the onlinSANA training and the SDU ESOS
training

. Records of attendance at SDU ESOS training and completion of ISANA training for
new staff

Compliance Obligations

Campus Hub
¢ In conjunction with relevant organizational units within theiugrsity, to provide an
6age and culturally appropriate orientat

satisfies standard 6.1 and outlines th&es, expectations, facilities and services and
assistance available to facilitate a smooth transitianlife in Australia

e Ensure the University Critical Incident Policy is understooddiypus Hulstaff

e To provide opportunity for students to access welfare related services and services
designed to assist students in meeting course requirements anghimragntheir
attendance.

e Liaise with Faculties, Study Abroad, Orientation Unit and Orientation Committee
concerning provision of Orientation program

e Ensure that all neWampus Hulstaff have attended SDU ESOS training infilet six
months of he commencement of their role and completed the ISANA online tutorial
within the first month of commencement of their role

Orientation Unit
¢ In conjunction with relevant organizational units within the University, to provide an
bage anbdy cappuoptiate orientation progra
satisfies standard 6.1 and outlines thkes, expectations, facilities and services and
assistance available to facilitate a smooth transition into life in Australia
e Liaise with ISS, Fadties, Orientation Committee and Monash Abroad concerning
provision of Orientation program

Updatedd2-12-08 Version 2.0 51



Faculties

¢ In conjunction with relevant organizational units within tdeiversity to provide an
6age and cultwurally appropriate orientat
satisfies standard 6.1 and outlines thkes, expectations, facilities and services and
assistance available to facilitate a smooth transititmlife in Australia

e To provide opportunity for students to access welfare related services and services
designed to assist students to meet course requirements and maintain their attendance
(if applicable)

e Liaise withCampus HupOrientation Unit, Oentation Committee and Monash Abroad
concerning provision of Orientation program

e Ensure that all new faculty staff have attended SDU ESOS training ifirshesix
months of the commencement of their role and completed the ISANA online tutorial
within thefirst month of commencement of their role

Monash Research Graduate School (MRGS)

e In conjunction with relevant orgasaitional units within the Universityo provide an
6age and culturally appropr i atstadentsrthate nt a't
satisfies standard 6.1 and outlines thk&es, expectations, facilities and services and
assistance available to facilitate a smooth transition into life in Australia

e To provide opportunity for students to access welfare related servideseavices
designed to assist students to meet course requirements and maintain their attendance
(if applicable)

e Liaise with ISS, Orientation Unit, Orientation Committee and Monash Abroad
concerning provision of Orientation program

e Ensure that all new MRGStaff have attended SDU ESOS training in finst six
months of the commencement of their role and completed the ISANA online tutorial
within thefirst month of commencement of their role

Monash College Pty Ltd (MCPL)

e Provide an agemal culturally appropriate orientation program for all incoming students
that satisfies standard 6.3 and outlinesrties, expectations, facilities and services and
assistance available to facilitate a smooth transition into life in Australia

e Ensure thaa Critical Incident Policy is in place and understoodyPL staff

e Provide opportunity for students to access welfare related services and services
designed to assist students in meeting course requirements and maintaining their
attendance

e Ensure thaall newMCPL staff have attended SDU ESOS training in tfeés Inonths
of the commencement of their role and completed the ISANA online tutatiah the
first month of commencement of their role

Monash Abroad

e Provide an age and cuttlly appropriate orientation program for all incoming students
that satisfies standard 6.1 and outlinesrties, expectations, facilities and services and
assistance available to facilitate a smooth transition into life in Australia

e Liaise withCanp u s HQ@riendaon and Transition Unit arfdculties concerning
provision of Orientation program

e Ensure that all new Monash Abroad staff have attended SDU ESOS trainindirstthe
six months of the commencement of their role and completeli€A online tutorial
within thefirst month of commencement of their role
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Facilities and Services
e Ensure the University Critical Incident policy meets ESOS requirements

Human Resources
e Ensure that induction material for new Monash stafftains ESOS information and is
updated annually

Monash University Library (MUL)

e Ensure the University Critical Incident Policy is understood by Library learning skills
staff.

¢ Provide opportunities for students to access learning support setegigsed to assist
students in meeting course requirements and maintaining their attendance (standard
6.2).

e Ensure that all new Library learning skills staff have attended SDU ESOS training in
the £'6 months of the commencement of their role and completetS#idA online
tutorial within thefirst month of commencement of their role

Monash Documentation

PoliciesandProcedures
e Critical Incident Policy (Std 6.4)MonashCrisis Management Recovery Plan
e Critical Incident procedure (Std 6.4) Monash ®Procedures for hazard and incident
reporting, investigation and recording

Business rules
e For reviewing and improving the orientation package each year to ensure its accuracy
and that it will meet the needs and expectations of international students

Guidelines
e Asoutlined mCoémpl i ance Requirementsao

Other Documentation
¢ Sufficient student support personnel to meet the needs of the students
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Standard 77 Transfer between registered providers

Legislation

National Code of Practice
Standard 71 Transfer between registered providers

Outcome of Standard 7

Registered providers assess requests from students for a transfer between registered provid
within the first six months of the commencement date of the principal course of study i
accordance with their documented procedures.

7.1 The receiving registered provider must not knowingly enrol the student wishing to transfe
another registered providers cour se within the first si X
studentds principal course of study except
a. the original registered provider has ceased to be registered or the course in whiadeheis
enrolled has ceased to be registl

b. the original registered provider has provided a written letter of release

c. the original registered provider has had a sanction imposed on its registration Aystitatian
Government or state or territory government that prevents the studemtcdntinuing his or her
principal course, or
d. any government sponsor of the st udtmedtand
has provided written support for that change.

7.2 The registered provider must have and implement itsirdented student transfer requg
assessment policy and procedure, which is available to staff and students. The policy must sp€
a. the circumstances in which a transfer will be granted

b. the circumstances the registered provider considers as prprédisonable grounds for

refusing the studentds request, including
the student, and
c. a reasonable timeframe for assessing an

the restricted peoi.

7.3 The registered provider must grant a letter of release only where the student has:

a. provided a letter from another registered provider confirming that a valid enrolmertiasfbeen
made, and

b. where the student is under 18;

i.theregisteré¢ provi der has written conf i guardianisupporty
the transfer, and
ii. where the student is not being cared for in Australia by a parent or suitable nominated relat
valid enrolment offer also confirms thaiet registered provider will accept that responsibility

approving the studentoés accommodati on, sup
(Younger students).

7.4 A letter of release, if granted, must be issued at no cost to the stndentist advise the stude
of the need to contact DIAC to seek advice on whether a new student visa is required.

7.5 Where the registered provider does not grant a letter of release, the student must be prov
written reasons for refusing the regt and must be informed of his or her right to appeal
regi stered providerds decision in accordan

7.6 The registered provider must maintain records of all requests from students for a letter of rg
andhe assessment of, and decision regarding
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Compliance Requirements

Standard 7 requires providers to assess applications for transfer within the ficstlendar)
monthso f t he st u eourde.6This means that any atlident wishing to transfer at
any time prior to the cometion of the first 6 months of their principal course (including
enrolment in a preliminary course or courses) must apply for a Release letter.

Previously, transfer requests were a DIAC responsibility in that students had to apply for a new
student visaf they sought to transfer from one provider to another within the first 12 months
of the studentds principal cour se. Now, it
transfer requests.

Incoming students

1. Standard 7.1 Not knowingly enrol aident in the first 6 months of their primary course

This standard specifies the circumstances when a student can transfer from one registered
provider to another in the firgix months of their principal course. The circumstances are
limited but the kg exception concerns the provision of a letter of Release.

Students applying to study at Monash who are enrolled with another provider must not be
offered a Course of study at Monash unless the student provides a copy of their Release letter
from their «isting provider to MonashIfternational Recruitment Serviges Both the
application for admission form and PRISMS must be checked to determine whether the student
is in the firstsix months of their principal course.

Outgoing students

2. Standard 7.2 Bcumented student transfer request assessment policy and procedure

For existing Monash students seeking to transfer withirfiteiesix calendamonths of their
principal course Monash must assess the application accordingdouitse transfer request
policy and procedureA release letter can only be granted if the student seakamgfer
provides evidence of an Offer at the new provider.

3. Standard 7.3 Students under age 18

Additional requirements apply to students under the age of 18. Monash must seek approval
from the studentds parent s mnotdtagimgavith agaremtr di ar
or suitable relative in Australia, evidence must be provided by the student that the new

provider accepts responsibility for approvi
arrangements.
*AThe principal course of study refers to the main co

a student visa has been issued foitiple courses of study. The principal course of study would normally be the
final course of study where an overseas student arrives in Australia with a student visa that covers multiple
cour seso, National Code 2007, definitions
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4. Standard 7.4 Letter of release mustigsued at no cost to the student

5. Standard 7.5 Where release letter is not provided written reasons for the refusal must be

provided and the student informed of their appeal rights

Provision for providing reasons for the decision where there is aalefsl outlined in the
International Student Transfer between Registered Providers Procedures

6. Standard 7.6 Maintain records of transfer requests

The record of transfer request records is to be kept on central student filing.

7. Evidence of compliance

Copiesofr equests from students for a |l etter
release form
Copies oft he assessment of the request eg t

request form

Copies ofletter informing the student of the decision andsans if the student is

refused

Example ofappealdocumentationc onsi st ent with the provi
outlined in standard 8

For s tundkeagetl® sxample of approval witlwritten confirmation that the
student 6s par en portotme transfegral | guardi an sup
Evidence ofa valid enrolment offer confirming that the registered provider will accept

t hat responsibility for approving the st
welfare arrangements as per standard 5.

In addition, examplesf compliance could include:

Marketing procedure referencing recruiting staff responsibility in relation to standard 7
Transfer request policy and procedure including check for receiving transferring
students

Sample of valid enrolment offer letter

Compliance Obligations

International Recruitment Services

If students are transferring from another provider, check PRISMS (and Monash
documenttion eg Application form) to determine whether student is in the first 6
months of their principal course and sight release letter before issuing a CoE
(enrolling)’ the student

Assess transfer request applications for pre enrolment students accottimdtonash
transfer request policy and procedure

! Enrolment in the Nationa Code ( Definiti ons Whed thastudennhgsrbeep issuesl withaf i ned as
COE to confirm acceptance by the registered provider and is occupying a place in the CRICOS registered course for which the
student was accepted and is progressingtds the completion of the course requirements. The period of enrolment includes
scheduled breaks between study periods
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e Issue a release letter or refusal of releasly after checking the student status on
Callista andsighting an offer letter from the receiving providerd if the student is
under age 18 follow the requiremts outlined concerning standard 7.3.

e File acopy of the Release letter decision on student file

Student Service Centre(s)
e Assess transfer request applications for students according to the Monash transfer
request policy and procedure
e Issue arelease letter or refusal of release according to the Monash policy and after
consultation with the relevant faculty
o File acopy of the Release letter decision on student file

Monash Doammentation

Policy and Procedures

e For both Monash College and Monash University a documented studester
reguest assessment policy and procethats:
o made available to students and staff,

o and specifies circumstances for granting or refusal of transfer request and

timeframes for assessment and reply

¢ International Recruitment ServigeService Centre and Monash Collggecedures for
assessing and deciding on transfer requests

BusinesRules

Guidelines
¢ As outlined indCompliance Requiremerits

Other
Letter
e Pro fama Release approval and Release refusal letter
Forms
e OApplicati on-IfrotrerRredteiacreall eSttiedent so

e Undergraduate Application form
e Postgraduate application form
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Standard 87 Complaints and appeals

Legislation

National Code of Practice
Standard 81 Complaints and appeals

Outcome of Standard 8
Regi stered providers?o compl aints and ap
immediately accessible and inexpensive for the parties involved.

8.1 The registered proved must have an appropriate internal complaints handling and ap
process that satisfies the following requirements, or can use its existing internal complaif
appeals processes as long as it meets these requirements:

a. a process is in place fadging a formal complaint or appeal if the matter cannot be
resolved informally, which requires a written record of the complaint or appeal to be kept

b. each complainant or appellant has an opportunity to formally present his or her case at
minimal or nocost to him or herself

c. each party may be accompanied and assisted by a support person at any relevant
meetings

d. the complainant or appellant is given a written statement of the outcome, including details
reasons for the outcome, and

e. the proess commences within 10 working days of the formal lodgement of the compla
appeal and supporting information and all reasonable measures are taken to finalise the pi
soon as practicable.

8.2 The registered provider must have arrangememntage for a person or body independent|
and external to the registered provider to hear complaints or appeals arising from the re
providerods internal compl aints and appeal
body is appropéte for the complaint or appeal.

8.3 If the student is not satisfied with the result or conduct of the internal complaint handlif
appeals process, the registered provider must advise the student of his or her right to ag
external appeals press at minimal or no cost.

8.4 |If the student chooses to access the
this standard, the registered provider m
and appeals process is oigp

8.5 If the internal or any external complaint handling or appeal process results in a decisi
supports the student, the registered provider must immediately implement any decision
corrective and preventatiaeions required and adviske student of the outcome

Compliance requirements

Standard 8 sets the minimum requirements for a complaints and appeal handling process.
Arrangements must be in place for lodging a formal complaint if a matter cannot be resolved
informally, for commencing the process within 10 days of lodging the complaint or appeal and

for an independent and external authority to hear the complaint or appeal arising from the
providerds process. The student mupldntshned advi
appealgrocessand his/her enrolment must be maintained if the student chooses to access this
procedure.
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Standard 8.1 Appropriate internal complaints handling and appeals process

The Monash complaints and appeals protesstline the transition of a complatfitto
grievancé® and the steps to be undertaken (by both the complainant and Monash) to resolve
the matter. In summaryhe first step is to attempt to resolve a complaint informally. If a
complaint is not resolved informally, then a written request for resolution of the matter is made
to the organizational unit grievance officer. The complaint is then considered a grielaace
grievance officer will then attempt to resolve through investigation and conciliation and may
call a conciliation meeting(s) with the parties involved. If the matter remains unresolved the
student may appeal in writing to the University Ombudsman wiianvestigate and review

the matter and make a recommendation to the Deputy Vice Chancellor (Education)

For Monash students the appeal procedures relatiegctasion for unsatisfactory progress
health disciplineand @mplaints ofdiscriminationandsexual harassmeate dealt with under
separate procedures from the more general university grievance procetheesppeal

avenues outlined ithese procedureme the final internal avenue of appeal.

Standard 8.1 requires that Monash has in place proceduresedording each formal
complaint, investigating each complaint within 10 days of lodgememgviding to the
complainant a written statement of the outcome and reasons for the daoigintaining the
student 6s enrol ment whi | e andimplemgnting ¢he denisioa i s
made concerning the grievance.

Standard  External body to hear complaints and appeals

The final stage of theomplaints and appegisocess is that if a student is still dissatisfied with

the way the grievance has been handled [or the decision] of the Deputy Vice Chancellor
(Education) concaing the grievance, then the student may submit the grievance to the
OmbudsmarVictoria. The OmbudsmaNictoria is the independent external bolipnash has
nominatedo hear complaints and appeals from the Monash processes required by standard 8.2.
The onbudsman has authority to recommend a decision-Jegamined or to take a course of
action such as offering an apology or changing a policy or procedure. It cannot change the
Monash decisionSeeinformation about th®mbudsmarVictoria.

Monash College has nominateitherthe Consumer Affaird/ictoria or the Ombudsman
Victoriato act as the relevant independent external body.

Standard 8.3 Informing student of right to access external process

Monash is obliged to inform the student that s the right to access the external appeals
process at minimal or no cost. Monash does wisn it notifies students in writing of the
outcome of the internal appeal process.

® Academic and Administrative Complaints and Grievance Policy, Complaints and Grievance of Coursework
students procedure, HDR candidature: Academic and Administrative Complaints procedures

10 A student complaint means an expression of dissatisfaction from a student with a process, decision or service
offered or provided by the University.

A student grievance means a written notice given by a student after an unresolved complaint which initiates the
Complaints and Grievances of Coursework Students Procedures.
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Standard 8.4 Maintain students enrolment

Monash under this standard is obtige t 0 mai ntain a studentds e
accesses the internal complaints and appeals prodesDEEWR explanation (Explanatory

Gui de) i s Urnilghe Eompldints ansl appedls process is completed, the provider must
maintain the enlome nt of the student. To Omaintain
provider does not notify DEEWR of any chang:t
Provider Registration and International Student Management System (PRISMS).

The providermusinai nt ain the studentodés enrol ment thr
all types of complaints or appeals. However, whether the provider must maintain the enrolment
throughout an external appeals process depends on the type of Hbeahppeals against

the provider 6s deci sUnsatisfadtooy caursepoogress (Sdarelards t u d e
10) or Unsatisfactory attendance (s&andard 11 Monash must mai nt ai n t he s
enrolment (ie. not report the student for unsatisfactory progress or attendance) until the
externalc ompl ai nts process is complete and has s

The provider must wait for the outcome of the external process in this case as reporting a
student for unsatisfactory progress or attendance has serious consequencels fboe st ude
visal it may result in automatic cancellatianf t he appeal i s against
defer or suspend a studentasoecaolkcméntt heu e
enrolment (se&tandard 18Monashonly needs to await the outcome of the internal appeals
process (supporting the providebgfore notifying DEEWR through PRISMS of the change to
thestud e nenmlsient

Standard 8.5 Where decision supports the student, registered provider must immediately
implement decision
Monash must take any required action as required by the independent, external authority.

Evidence of compliance

¢ A documenteadomplaint handling and appeals policy freely accessible to students.

e Full records of all complaints and appeals and their outcomes.

e Records of corrective and preventative action. Corrective action may include restoring
a student s acadpmpmeal rreaso rrde sadltteed ainn a d
favour. Preventative action may include introducing a policy that provides more timely
feedback to students.

e Evidence of an internal appeals handling process and appeals process that satisfies the
requiranents listed at 8.1.

e Evidence that the provider has made the s
maintain the studentds enrol ment while th

e A statement of findings in relation to each compliant or appeal that demonstrates the
reasons behind the decisions made at each stage of the appeal. Evidence that the
statement is iIissued to the student and a

e Advice given to students of the independent bodies available to them. Evidence of
where a studeritas accessed an independent body and the outcome of the appeal.

Compliance obligations

Campus Hub
¢ Provide information about Monash Complaints and Appeals process at Orientation
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e Have available clear and acate documentation about a formal complaints and
appeals policy and processes
¢ Investigate and conduct complaints process in accordance witastrequirements

Faculties
¢ Have available clear and accurate documentation @beabmplaints and appeals
policy and processes
¢ Investigate and conduct complaints process in accordancéaetitly and Mnash
requirements

Monash College Pty Ltd (MCPL)
¢ Provide information about MEL Complaints and Appeals process at Orientation
e Provide clear and accurateaimentation about a formal complaints and appeals policy
and processes that is available to international students
e Provide clear and accurate documentation about a formal complaints and appeals policy
and processes that is outlined at Orientation anitbé@on the web site
e Investigate and conduct complaints process in accordance with MC requirements

Monash documentation

Policiesand Procedures
e Academic and Administrativ€Eomplaints and Grievance Policy
e Conplaints and Grievances of Coursework Students Procedures

Academic Progress Committee
e Statute 6.2Exclusion for unsatisfactory progress
e Exclusion for unsatisfactory progress regulations
e Students Course work Complaints and Grievance Policy and Procedure

Guidelines
e As out ICiomed iiamc® Requirementséo
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Standard 97 Completion within the expected duration of study

Legislation

National Code of Practice
Standard 91 Completion within the expected duration of study

Outcome of Standard 9

Registered providers monitor the workload of students to ensure they compketthe course
within the duration specified in their CoE and do not exceed the allowable portion of online o
distance learning. Registered providers only enable students to extend the expected duration
study for the course through the issuing of a new GE in limited circumstances.

9.1 The registered provider must have and implement documented policies and proced
monitoring the progress of each student to ensure that at all times the student is in a po
complete the course withintheexpe ed dur ati on as specified

enrolment load, the registered provider must ensure that in each compulsory study period for g
the student is studying at least one unit that is not by distance or online learning.

9.2 The registered provider may only exten
the student wildl not complete the course
CoE, as the result of:

a. compassionate or compef circumstances (e.g. illness where a medical certificate states th
student was unable to attend classes or where the registered provider was unable to offq
requisite unit)

b. the registered provider implementing its intervention strateggttments who were at risk of n
meeting satisfactory course progress, or

d. an approved deferment or suspension of study has been granted under Standard 13 ([
Suspending or Cancelling the Students enrolment).

9.3 Where there is a variationtnhe st udent 6s | oad which may
study in accordance with 9.2, the registered provider is to record this variation and the reasons
the student file. The registered provider must correctly report the studeRRISMS and/or issue
new CoE when the student can only account for the variation/s by extending his or her e
duration of study.

9.4 The registered provider may allow the student to undertake no more than 25 per cen
st udent 0 % bytdstared andioo anline learning. However, the registered provider mu
enrol the student exclusively in distance or online learning units in any compulsory study perioq

9.5 Except in the circumstances specified in 9.2, the expected duratidndgfspecified in the
studentds COE must not exceed the CRICOS

Compliance Requirements

The purposeof hi s standard is to ensure that

stude

their coursewithin the duration specified in the CoE. Part C, paragraph 7.1 of the National

Code, which deals with CRICOS registration issues, requires that courses dteredgon

CRI COS 6on the basis -bif mé haverth@perdodslof ceanpuosarymt o f

study.Currentpractice is formostcourses at MUs to be registered on dual semestebasis
and for Monash Collegey, t ri mester basi s. For PhDO6s,
four years
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The course duration specifieddn a st u dtems framthe Mowagh policyconcerning
registering the duration of cheduratoa sf aluhr CRI C
time coursesegistered by Morgh on CRICOS will be calculated on the basis that a student is
enrolled for a minimum of 24 credit points per semester. Where the course structure requires
that a student enrol in more that 24 credit points for one or more semester of a course, that
overload requirement will be taken into account in determining the registered duration of the
full-time course 0

CoEOGs in turn are issued on the basis of thi
thenfor students to complete their courseishin the duration specified on the CoHEpnash

requires that for course work studerit® standard ennwientis 24 credit points per semester.
Faculties and Monash College must monitor ékpected duration of studeriiy running the
Durationd report on the Monash Reporting Sy:

1. Standard 9.1 Documented policies and procedmmesdnitoring progress

Providers are required to monitor a studento
and pr oc enduterthatsat atl tomesothe student is in a position to complete the course

wi t hin t he expect @€d) Thwerset i @admp(l s taanrcdkcarrde q u |
practices to be followedOrganisational units responsible for monitoring course progress
shouldrun the Duration report in the ESOS foldef MRS early in the first week of classes.

This will enable students to be contacted and enrolment corrected if necessary by the end of
two weeks of classes.

2. Standard 9.2 Extending the duration of a s

2.1 Approval arrangements

Circumstances permitting course extension
Standard 9.2 specifies the circumstances 1in
extended (by issuing a new CoE) beyond the period specified on the current CoE. These
circumstances are

e compassionate or compelling circumstances

¢ implementation of the provider Intervention Strategy

e approved deferment or suspension of study

In order for course work students to complete their course within the duration specified on their
CoE it is Monash @licy that students enrol in 24 credit points per semester unless a variation
to this enrolment load has been approved.

Faculties are responsible for receiving and approuinderloadapplications from students and
for receiving and approving course extension applications (applications for a new CoE).
Campus Hubsssuethe new CoE based on advice from faculties.

Underload approval
Approval toUnderload on the grounds specified in standard 9.2 can be given either by direct
Monash action or following application by the student.

1. Direct Monash action this involves a Monash decision independent of student
application eg Academic Progress Coneat(APC) placing a student on an enrolment
condition to enrol in a reduced load.
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2. Application by student this arises when a student applies to reduce their study load on
the grounds of O0compassionate or deompel ||
complete and submit to faculty with supporting documentation Wmelerload
Application Form International Students

Circumstances when underload approval is not require

Underload approval is not required for final semester or final year students completing within
their CoE period or for students enrolled in summer or winter units whose enrolment load for
the calendar year including semesieeor two equates t@d8 credit points.

Underload approval arrangements

fanunder | oad variation to a studentds enr ol me
on Callista in ESOS Notes and the Underload form and any associated documentation scanned
to central filing. Tk recording of the variation in Callista ESOS notes enables easy
identification of approved variations when enrolment reports are run.

Once a faculty makes a decision on an Underload application, the student should be notified
in writing by letter or eail of the outcome of the application. A copy of the faculty
notification should be scanned to central filing.

2.2  Monitoring course duration

Duration Report in Callista

Faculties are r espons.ipoitfeundirothe Callista BSOS fpldetih e 6 L
MRS (Monash Reporting System). This report should be run at least twice per seeasbter

in the first two weeks of classes and at census dates.

First week of classes

Students who have been identified as endaltenot complete within the expected duration of
study as specified in their CoE should be contacted within the period allowing for further
enrolments to make an appointment with faculty to discuss their enrolment. Students who do
not respond to this regst should be contacted (phone, email or letter) advising that should
they seek a new CoE to extend their course duration in Australia their may be grounds for
refusing the application.

If a student does not respond to the faculty warning, a note sheuithde in ESOS notes in
Callista. Further, an email should be sent to the student advising them of the consequences of
under enrolling. If a student subsequently seeks a course extension, the faculty should take into
account previous communication withet student as well as any new information a student
may provide to the faculty as grounds for an extension before making a decision.

At the beginning of semester students should be counselled to enrol in 24 credit points. For
continuing student when thegnrol on line, if a student does not enrol in 24 credit points a
warning on WES is displayed as follows:
AUnder government regulations, international students on a student visa should be
enrolled in a full time load per semest8y enrolling in less tha 24 credit points per
semester, you could be in breach of your visa regulations. If you are a Monash College
student enrolling in one trimester at a time, please disregard this message and click
YES. Contact your faculty or Monash College for further eatdvi.

Updatedd2-12-08 Version 2.0 64


http://www.adm.monash.edu.au/service-centre/forms/underload.pdf
http://www.adm.monash.edu.au/service-centre/forms/underload.pdf
http://www.adm.monash.edu.au/service-centre/forms/underload.pdf

Census dates

At census dates, students should be informed of their situation and advised to investigate
opportunities for enrolling in additional units in a future non standard semester or if applicable,
apply tounderload.

DEEWR quidelines
DEEWR provides useful guidance on monitoring course durationeXpkanatory guide for
standard %tates the following:
A Wh e n aer fmds @ gtuddnt is not going to complete within the expected duration, the
provider needs to decide how to respond. Essentially, the provider has three options:
e encourage the student to O6catch upbé by t a
o take steps which will enable tpeovider to issue a new CoE for the student; or
e if the student has deliberately enrolled
to the contrary, take appropriate action.

As the intention of Standard 9 is that students genuinely try to comphatecourses within

the expected duration, the provider should encourage the student to pick up extra units during
the course. These extra units could be picked up during compulsory periods or during non
compulsory study periods where the provider oftbesse. However, for students who have
failed some units, 6overl oading6 (taking mo
period) is not recommended.

If picking up extra units throughout the course is not appropriate, other actions should be
consideed. Different responses may be appropriate for different circumstaitesaction
taken does not necessarily havetoinvolvdiapt h counsel l ing or extr e

In essence the more active and early the monitoring and more regular the coationinvith
students the more smooth will be the CoE approval process.

Compassionate or compelling circumstances

Monash definition of écompassionate or compe
6Compassi onat e mstanceanepyenerbilwvalugtéry and presemt a student

with few or no alternative courses of action to reducing their enrolment load or suspending
their studies for a period. These may arise from a personal situation impacting on enrolment or

a purely emlment situation.

They include medical situations where a studentehasrious illness or condition or where a
student is affected by a grave family situation or bereavement or crisis in their home country
and required to provide assistance or support.

An enrolment situation includes amderload arising from course progress rules/prerequisite
requirement which prevent an enrolment in a full quota of units and unit failure where some
units have been failed but not a sufficient number to activatdntieevention Strategy. It
includes a aistuatdeaotho6wheoar-dprovedrstody lbadprortmr  pr
1 July 2007 would lead to the student being unable to complete within the expected duration,

an extension on compassionate or conmglgrounds can be approved as long as information

is available that the student was foll owing
guide).
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As a general rule, facul tioensp eslhloiunlgdd ibnrtoeardplrye
the grounds for refusing a CoE application a
clear evidence is available to support such a decision

Evidence required refusing a CoE application

An application for a CoEhould only be refused when evidence is available (letters, email, file
notes of phone calls) that a student has ignored repeated requests to discuss their enrolment
load with the facultyand has ignored advice to vary their enrolment |datthel faculty has
attempted without success to contact a studetitree occasionsr more there would be

prima facie grounds (at time of visa renewal) to refuse an extension.

Before a fhal decision is made, faculty would neefinal review of whether ‘compassionate
or compelling grounds' exist.

Student application for a CoE (course extension inAustralia)

Application process

Students apply f onpapeeaeleCtmiicapplicatipn. [The daplicatian is
forwarded to faculties where a decision is made to approve or refuse the course extension
application.

Where an application is approved, faculty must indicate the basis for the approval by ticking
one of the three standard 9.2 grounds for ex
extension is not approved, the basis for the decision must be stated and students advised by
mail that their application has been refused.

Once the faculty dedisn has been made, HWD is sent an email which states if a course
extension has been approved, the reason and if an extension has been approved, the course end
date.

Research students

MRGS will not become aware that a student will be unable to completedtuese within the
time specified on the CoE until a student applies for an extension of candidature. As for
coursework students, approval must be based on the exceptions stated in standard 9.2.

Compliance Obligations

Faculty
e Ensure that the oO6full ti me enrol ment/ |l oad
e Ensure that student 6s enr ol in no more th

are enrolled by distance education or online study

e Monitor enrolment by DE/on line by running the MRS repor@&ufient Course
Enrolment- Percentage by DE/Online sty and Student compulsory study period
enrolment by DE/online stufiyfo ensure students are not enrolled exclusively in
distance or online learning unitsamy compulsory study period

e Assess applications and make decisions for a reduced load in accord with Monash
6Monitoring a Studentdés Workloadd procedu

e Assess applications for Deferment or Intermission in accordance with Monash
0Def erment ofedétaddg pAppédcation for I nte
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Make decisions concerning Suspending students from study in accordance with statute
4.1

Record variations to a studentds enrol men
Monitor expectedcompletion of student by runnin@uration reporat the beginning of
each semester

Ensure that the oO0full time enrol ment/ |l oad
Assess applications for Deferment or Intermission in accordance with Monash
0Demeenrt of study proceduredé and O0Applicat

Make decisions concerning Suspending students from study in accordance with statute
4.1

Record variations to a studentds enrol men
Monitor expectedcompletion ofstudent by runnind@uration reportin MRS at the
beginning of eackemester

Monash College Pty Ltd (MCPL)

Ensure that the 6full time enrol ment/ |l oadé
Ensure that studentoés enrol i n no more th
are enrolled by distance education or online study

Monitor enrolment by DE/on line by running the MR@port Student Course
Enrolment- Percentage by DE/Online studynd Student compulsory study period
enrolment by DE/online studyo ensure students are not enrolled exclusively in
distance or online learning units in any compulsory study period

Assess applications and make decisions for a reduced load in accortd@GiRh
procedures

Assess applications for Deferment or Intermission in accordance ML

6Def erment of study procedured and O0Appl i
Make decisions concerning Suspendatigdents from study in accordance with RIC

procedure

Variations to a student 0 sLLcemralblihgment | oad
Monitor expectedcompletion ofstudent by runnin@urationreport at the beginning of

each trmester

Campus Hub

Check ESOS notes and/ or studentds file c
Variation has been approved before issuing a new CoE

Monash documentation

Policiesand Procedures

Course Structure Policy

Full time study load policy

Procedure for approving deferment or suspension of study (See standard 13) or for
applyingstatute 4.1 dicipline

BusinesRules

A business preticef or updating a studentds file ani
and/or issuing a new COE when the circumstances outlined in 9.2 apply.
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e A business practicéor reporting students when approved to extend duration of study
understandard 9.2

Guidelines
e As stated ilCompliance requirements

Other
Reports
e MRSreportt o check that no more than 25% of t
and/or online learning
Ask Monash
e FAQOs for students explaining enrol ment p
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Standard 107 Monitoring course progress

Legislation

National Code of Practice
Standard 107 Monitoring course progress

Outcome of Standard 10

Regiser ed providers systematically monitor
are proactive in notifying and counselling students who are at risk of failing to meet cours
progress requirements. Registered providers report students, under sectio® df the ESOS Act,
who have breached the course progress requirements.

10.1 The registered provider must monitor record and assess the course progress of each s
each unit of the course for which the student is enrolled in accordance withithe tegg r e d
documented course progress policies and procedures.

10.2 The registered provider must have and implement appropriate documented course
policies and procedures for each course, which must be provided to staff and studespgciha
the:

a. requirements for achieving satisfactory course progress

b. process for assessing satisfactory course progress

c. procedure for intervention for students at risk of failing to achieve satisfactory course
progress

d. process for determiningé point at which the student has failed to meet satisfactory

course progress, and

e. procedure for notifying students that they have failed to meet satisfactory course p
requirements.

10.3 The registered provider must assess the course progriessbfident in accordance with tf
regi stered providerods course progress pol:i

10.4 The registered provider must have a documented intervention strategy, which must G
available to staff andtudents, that specifies the procedures for identifying and assisting studg
risk of not meeting the course progress requirements. The strategy must specify:
a. procedures for contacting and counselling identified students

b. strategies to assist iddied students to achieve satisfactory course progress, and
c. the process by which the intervention strategy is activated.

10.5 The registered provider must implement the intervention strategy for any student who is
of not meeting satisfactoryoarse progress requirements. At a minimum, the intervention stra
must be activated where the student has failed or is deemed not yet competent in 50% or mg
units attempted in any study period.

10.6 Where the registered provider has assefeedtudent as not achieving satisfactory col
progress, the registered provider must notify the student in writing of its intention to repq
student for not achieving satisfactory course progress. The written notice must inform the
that heo r she is able to access the register
Standard 8 (Complaints and appeals) and that the student has 20 working days in which to d
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Legislation (cont)

10.7 Where the student has chosen not to access the complaints and appeals processes
20 working day period, withdraws from the process, or the processngleted and results in

decision supporting the registered provider, the registered provider must notify the Secrg
DEEWR through PRISMS of the student not achieving satisfactory course progress as

practicable

Compliance Requirements

Standard 10 requires providers to be Osyst
Oproactive in contacting and counseling stu
requirements. Students are to be reggmbaccording s.19 of the ESOS Act.

1. Standard 10.1 Monitor, record and assess course progress of each student for each course

Progress must be Omonitored, recorded and a
provider 6s c ourlgies Fprivionastedahn faeuly has miatumerited practices
outlining how this occurs.

2. Standard 10.2 Documented course progress policies and procedures

Monashcourse progress policies and procedaresavailable on the web site

3. Standard 10.3 Course progress must be monitored at the end of each study period.

For Monash University ESOS purposes, study period is defined as a semester ‘8f Bardy
Monash College it is a trimester of studyohMashassesses course progress by running reports

at the end of each study period and by sending warning letters at theeawh gemesteand
bysendingfNot i ce of Referral (letters ab thekendofrssemesterd. 6 s h o w

Higher Degree Research students (HDR)

For HDR students, course progress is monitored annually through Apwogsess Reports.
Information on the process is availableder the heading &nnual Progress Reporasand in
thehandbook

In addition to annual progress reports, students are obliged to meet their supenoper
fortnight and progress is also monitored through this process.

4. Standard 10.Documented Intervention strategy

Monash has documentedntervention strateg{see also flow chart on page 73hestrategy
as perDEEWR requirements stated in tlexplanatory guiddhas6 pr ocedur &isg f or
and assisting students at risk of not meeting course requirements at the end point of each study

¥“The National Co d e Aldistreteperiod of studydvighin p eoursepndmely termpsemester,
trimester, short course of similar or lesser darator as otherwise defined by the registered provider as long as
that period does not exceed six monthsé
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period [and for] contacting students, counselling students; arrangements to assist students to
satisfactoity complete their course; and information about how and when the intervention
strategy is activatedo. I n addition OEvi de.
assistance given under the intervention pol.i

The strategy providesor early waring letters to be sent to students who are not progressing
satisfactorily at the end @fach semester and for a mid year intervention to be activated for mid
year commencers. Any intervention strategy letters sent to students nsgsinbed t@entral

file.

5. Standard 10.5 Implementation of intervention strategy

The implementation strategy must be implemented at a minimum when a student has failed
50% or more of the enrolled units in the study period (10.5) Moaestates its strategyy

sendng warning letters to students who have failed 50% or more of the enrolled units at the
end of each compulsory semester.

6. Standard 10.6 Appeal rights

Once a student has been assessed as not achieving satisfactory progress, the student must be
notifiedd t he providero6s 1 ntent iwwkingdaystoaeqgessthée and
complaints and appeals process (standard.10.6)

For the purpose of standard 10.6 the relevant complaints and appeals process are the appeal
provisions as outlined itatute 6.2 Exclusion for unsatisfactory progress

Appeal provisions are outlined in Clause 7.1 SeeBksusion for unsatisfactory progress
regulations

Students are informed of their appeal rights at the time alstndent habeen assessed as not
meeting course requirementdlis assessment occurs at the time BCAdecisionThe written
notice is to be held on central filing.

If a student appeaksgainst the assessment of unsatisfactory progeegtence must be kept on
file of an appeal in accordance with fdet andar
(eg Section 20 notice) of final reporting@EEWR via PRISMS

7. Standard 10.7 Student Reporting

Providers must report students at t h.dhec oncl
reporting occurs once any appeal processes harefimalised, including external appeal

8. Compliance evidence

e documented policy and procedure for monitoring, recording and assessing course
progress

« adocumented intervention strategy for students at risk of not making satisfactory
COurse progres

e evidence of assessing stud

e documented evidence in stu
them

entsé course p
dentsod6 files o
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e evidence in studentso files of providett en
intends to report them for not making satisfactory progress and advising them that
they are able to access the provideros
working days

« evidence of an appeal in accordance with Standard 8, if a studesal sgp

e evidence in the st oopgyeal & Sectionf 20 Inatice)(of fonal e x a
reporting to DEEWR via PRISMS

Compliance Obligations

Faculty
e Have a course progress policy and procedpm@icablefor each course of study

e Assessstudents course progress at the end of each semester

Monash College Pty Ltd (MCPL)
e Have a course progress policy and procedpmicablefor each course of study
e Assess students course progress at the end of each trimester

MRGS

Have a course progrepslicy and procedurapplicablefor each course of study
Assess students course progress at the end of each study period

[ )
[ ]
Monash Documentation

Policiesand Procedures
Faculty course progress policies and procedures

e Statute 6.2
¢ Exclusion for unsatisfactory progress requlations
e Intervention Strategy

APC letters

e Pro forma letters

BusinesRules
e Enrolments Unit work instructions for reporting students for unsatisfactory academic
progressncluding pocedure for 1) tracking those students deemed to not meet course
progress and who have not chosen to access the complaints and appeals process,
withdrawn from that process or where the decision supports the provider and 2)
consequently reporting those students to DEEWR via PRISMS as soon as practicable

Guidelines
e As st &Ltoeanpliimnac e Requirement so
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Intervention Strategy Flow Chart

Student commences studies in
semester one

After two semesters of study

Student fails 50% or more this semester but
not met criteria for notice of referral will be
sent EARLY WARNING LETTERG

Student commences studies in semester two
(Mid Year)

After two semesters of study

Student passed less than 50% of their study
they will receive a
MID YEAR INTERVENTION STRATEGY
LETTERGO

After three semesters of study

Student fails 50% or more this semester
but not met condition for notice of referral
will be sent EARLY WARNING LETTERGO



Standard 117 Monitoring attendance

Legislation

National Codeof Practice
Standard 11 Monitoring attendance

Outcome of Standard 11
Regi stered providers systematically mo n
conditions relating to attendance. Registered providers are proactive in notifying ang
counselling studats who are at risk of failing to meet attendance requirements. Registere
providers report students, under section 19 of the ESOS Act, who have breached t
attendance requirements.

11.1 The registered provider must record the attendance of each $andéetscheduled cours
contact hours for each CRICOS registered course in which the student is enrolled which is:
a. an accredited vocational and technical education course (unless Standard 11.2 applies)

b. an accredited school course

c. an accredited aron-award ELICOS course, or

d. another nomaward course

11.2 Where the registered provider implements a DEEWR and DIAC approved course p
policy and procedures for its vocational and technical education courses, Standard 11 ¢

apply.

11.3 For the courses identified in 11.1, the registered provider must have and impl
appropriate documented attendance policies and procedures for each course which
provided to staff and students that specify the:

a. requirements for achieving s#&story attendance, which at a minimum, requires over
students to attend at least 80 per cent of the scheduled course contact hours

b. manner in which attendance and absences are recorded and calculated

c. process for assessing satisfactory attendance

d. process for determining the point at which the student has failed to meet satisfactory atte
and
e. procedure for notifying students that they have failed to meet satisfactory attef
requirements

11. 4 For t he cour ses identified i n 11.
procedures must identify the process for contacting and counsstligignts who have beg
absent for more than five consecutive days without approval or where the student is at ris
attending for at least 80 per cent of the scheduled course contact hours for the course in y
or she is enrolled (i.e. beforeeth st udent 6 s balow86 pedca)c e dr op s




Legislation (cont)

Standard 11 Monitoring attendance (continued)

11.5 For the courses identified in 11.1, the registered provider must regularly assess the atter]
the student in accordance with the registereddrevik 6 s att endance pol i (

11.6 Where the registered provider has assessed the student as not achieving satisfactory g
for the courses identified in 11.1, the registered provider must notify the student in writing
intention to report the student for not achieving satisfactory attendance. The written notice
inform the student that he or she is able
process as per Standard 8 (Complaints and appeals) and thaidbet ¢$tas 20 working days i
which to do so.

11.7 Where the student has chosen not to access the complaints and appeals processes wit
working day period, withdraws from the process, or the process is completed and results in a
supportiny the registered provider, the registered provider must notify the Secretary of DE
through PRISMS that the student is not achieving satisfactory attendance as soon as practical

11.8 For the vocational and technical education andamard courses éhtified in 11.1.a and
11.1.d, the registered provider may only decide not to report the student for breaching the 80
attendance requirement where:

a. that decision is consistent with its documented attendance policies and procedures, and

b. the sudent records clearly indicate that the student is maintaining satisfactory course progrd
c. the registered provider confirms that the student is attending at least 70 per cent of the s
course contact hours for the course in which he orsséerolled.

11.9 For the ELICOS and school courses identified in 11.1, the registered provider may only,
not to report a student for breaching the 80 per cent attendance requirement where:

a. the student produces documentary evidence clearly dénaiimg that compassionate
compelling circumstancesdéllness where a medical certificate states that the student is una
attend classes) apply, and

b. that decision is consistent with its documented attendance policies and procedures, and

c. the registered provider confirms that the student is attending at least 70 per cent of the sg
contact hours for the course in which he or she is enrolled

Compliance Requirements

1. Standard 11.1 Attendance record keeping requirement

As accredited higher education prders, Monash University and Monash College are not
required to keep attendance records. MUELC however is required to keep attendance records
as it is an accredited non award provider of ELICOS courses.

2. Standard 11.2 Implementation oD&EEWR and DIAC appoved course progress policy

For providers who are registered as vocational and technical education providers this standard
provides the option of implementingEEWR approved course progress policy. Asmash

College is not a registered vocational amechnical education provider and MUELC is a
provider of English language courses this standard does not apply.
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3. Standard 11.3 Implement appropriate documented attendance policies and procedures

MUELC must have documented attendance policies and praethat meet the requirements

of standard 11. These policies and procedures must identify the process for contacting and
counseling students (11.4) for regular attendance monitoring (11.5), for notifying identified
students of the opportunity to access twenplaints process (11.6), for reporting students
(11.7) and for circumstances where students need not be reported if their attendance percentage
is above 70% (11.8).

4. Standard 11.4 Process for contacting and counselling students who have been absent for
more than five consecutive days

The MUELC policy and proceduraustensure that the process for contacting and counselling
students who have been absent for more than five consecutive days is covered off per this
standard.

5. Standard 11.5 Reqgular assesst of attendance of the student in accordance with the
regi stered providerdos attendance policies

The MUELC attendance assessment policy and procedure must include provision for regular
assessment of studentds attendance

6. Standard 11.6 dvice to student re intention to report and that complaints and appeals
process can be accessed

Where students have been assessed as not meeting the attendance obligation they must be
advised in writing of the intention to report and that they havev@®&ing days to access the
6compl aints and appeal s6 process

7. Standard 11.7 Reporting obligation

This standard specifies the point at which students must be reported for breach of the
attendance obligation. The obligation arises where the student hascessed the complaints

and appeals process, withdraws from it or the process is completed with a decision supporting
the registered provider.

8. Standard 11.8 Reporting option for vocational and technical education araWwaomh
courses identified in 114 .and 11.1.d

For providers of these courses, providers can choose not to report if a student is attending at
least 70% of required time. This standard is not applicable to MUELC.

9. Standard 11.9 Reporting option for ELICOS and school courses identiflddlin

This standard provides an option for MUELC to not report where a student has attended at
least 70% of classes and the student has produced compelling and compassionate reasons for
breaching the 80% requirement.
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10. Compliance evidence

For accreded and noraward ELICOS courses, and accredited schools courses

Providers record attendance and require a minimum attendance of 80%, but may decide
not to report a student for breaching 80% if there is documentary evidence
demonstrating that compassionatecompelling circumstances apply, the decision is
consistent with its documented attendance policies and procedures, and the student is
attending at least 70% of the course contact hours for which he or she is enrolled and
this is consistent withtheproo der 6 s documented attendance

To demonstrate compliance:

Appropriate documented procedures for monitoring attendance against the 80% and
70% standards.

Evidence of counselling and warning letters in student files.

Where a studenhas breached attendance, a copy of the breach letter with the

i nformation that the student has a right
process within 20 days.

Where a student has accessed the enceovi de
of the outcome of the process on the st uc
If a student has been reported through PRISMS, a copy of the section 20 notice on the
studentodos file.

Compliance Obligations

MUELC

Have documentedtendance policies and pmedures in place

Maintain a record of scheduled contact hours for each course

Report students whose attendance falls below 80% of the scheduled contact hours for
the course and who are unatdemeetthis requirement for the remainder of the course
unless their attendance percentage is at least 70%

Monash Documentation

Policiesand pocedures

MCPL attendance policies and procedures

Guidelines

As st aGoendpliinanbice Requirement sao
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Standard 127 Course credit

Legislation

National Code of Practice
Standard 127 Course credit

Outcome of Standard 12
Registered provders appropriately recognise course credit within the ESOS framework

12.1 Where the registered provider grants course credit, the registered provider must:

a. have documented procedures for the granting and recording of course credit, and

b. provide a@cord of the course credit to the student, which must be signed or otherwise
accepted by the student, and place it on

12.2 If the registered provider grants the student course credit which leads to a shortenin
st udent theregisteradrpmoveder must:

a. if the course credit is granted before the student visa grant, indicate the actual net course
(as reduced by course credit) in the confirmation of enrolment issued for that student for that
or

b. if the caurse credit is granted after the student visa grant, report the change ofdroatem via
PRISMS under section 19 of the ESOS Act

Compliance Requirements

1. Standard 12.1 Documented procedures

Monashmust havedocumented procedures in péafor the assessment and recording of credit.
See 6D Monash Documentationé.

2. Standard 12.2 (a) Course Credit Pre visa

For students who are offered credit prior to visa issue, when they accept the Monasheyffer,
also signacceptance of the credit offd@this acceptance document is sent to central filing by
International Recruitment Servicesfiled electronically on TRIM

3. Standard 12.2 (b) Course Credit Post visa

For students who receive credit after visa grant and at enrolment or post enrolment, the student
signature on the record of credit may be collected in one of two ways. Either a |s#pt 8

the student for the student to return with the signature on the credit record or for an email to be
sent to students at the Monash email address outlining the credit record which, when returned,
constitutes the student signature and is then fibedirally.

Compliance Obligations

Faculty
o |If credit granted pre enrolment advisgernational Recruitment Servic@#\) pre offer

so expected duration can be recorded in CoE
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e Advise International Recruitment Service$R§) if course duration amnges pre
enrolment following grant of credit so new CoE can be issued

e Advise ESOS Reporting Officer i€ourse duration changes post enrolment following
grant of credit sanew CoE can be issued

e For credit granted post enrolmepbtain signature of stedit on record of credit by
emailing or sending a letter to student acdnningetter or student response to email
and initial email to central filing for filing

Monash College Pty Ltd (MCPL)

e |If credit granted pre enrolment advisgernationalRecruitment Service@A) pre offer
so expected duration can be recorded in CoE

e Advise IRS if course duration changes pre enrolment following grant of credit so new
CoE can be issued
If course duration changes post enrolment following grant of credit mesmeCoE

e For credit granted post enrolment obtain signature of student on record of credit by
emailing or sending a letter to student &ihdg the letterandstudent response

Internat ional Recruitment Services
e Issue new CoE pre enrolment following faculty advice
e Send to central filing Acceptance documents (which include student acceptance of
credit pre visa)

Enrolments Unit (ESOS Reporting)
e For credit granted post enrolment upon adwof faculty issue new CoE with revised
completion date

Monash Documentation

PoliciesandProcedures
e Credit Policy (including Recognition of Pribearning)
e Credit transfer procedures
e Callista training procedures for recording Credit
¢ Faculty and M®L proceduregor the conducting and recording of course credit

Business Rules
e Credit transfer business practices

Guidelines
e As outlined indCompliance Requiremerds.

Other Documentation
e Credit Transfer Application form
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Standard 13iDef erri ng, suspending or cancelling t

Legislation

National Code of Practice
Standard 13i Def erring, suspending or cancelling

Outcome of Standdrl3
Registered providers may only enable students to defer or temporarily suspend their studie
including granting a leave of absence, during the course through formal agreement in certai
limited circumstances.

13.1 The registered provider must havepiace documented procedures for assessing, apprd
and recording a deferment of the commencement of study or suspension of study for the
including keeping documentary evidence on

13.2 Tte registered provider can only defer or temporarily suspend the enrolment of the stu
the grounds of:

a. compassionate or compelling circumstancgslifeess where a medical certificate states that
student is unable to attend classes), or

b. misbehaviour by the student.

13.3 The registered provider must:
a. inform the student that deferring, suspending or cancelling his or her enrolment may affeq
her student visa, and

b. notify the Secretary of DEEWR via PRISMS as required under sei@iof the ESOS Act wher
the studentds enrol ment is deferred, temp

13.4 The registered provider must inform the student of its intention to terminate, suspend o
the studentés enr ol me n tsionvohancealatidn hsenot iniéated bynth
student and notify the student that he or
internal complaints and appeals process as per Standard 8.1. If the student accesses the
p r o vs imteznal complaints and appeals process, the termination, suspension or cancell
the studentds enrol ment under this stang
completed, unless extenuating circumstances relating to the welfaeesstitdent apply.

Compliance Requirements

Standard 13 outlines the basis upon which a student can delay commencement of their course
(6defermentd) or take a break from their co
course commencement. It allowsst in limited circumstances. The standard also addresses
circumstances where a studentdés enrol ment i n

1. Definitions

In order to understand this standard it is necessary to understand the terms used in the standard
andthe Monash meaning of these terms.

Standard 13 word Monash meaning
Deferment To delay or postpone commencement of studies
Suspension Includes voluntary leave from studie® i nt er @R
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Standard 13 word Monash meaning

Involuntary suspension through Monashsaibline or
exclusion for healtiprocedures

Cancellation of enrolment Refers to an enrolment being cancelled on grounds
than academisuch as unsatisfactory academic progr
exclusion for health esonsand non payment of tuitio
fees.

Misbehaviour The use of t he wor d 60 mi
discipline procedures

Leave of Absence Intermission

InternationalRecruitment Services IR®)s sesses applications for s
commencement of their studies. Deais on a student applicationitidermit studies arenade

by faculties andMCPL. Studentsanalso be suspended from study at Monash on the grounds

of misbehaviour (eg disciplinenderstatute 4. -andhealth undestatute6.3.

2. Standard 13.1 Documented procedures

Standard 13.1 requires that Monakha s in place documented prc
approving and recording a deferment of the commencement of study or suspension of study for
the studentd. The assess meniRS mustshave imn@lacba s e d
business practici®r administering deferment of study

As part of these procedures, students must be informed that the deferment, suspension or
cancell ation may affect the studentds vVvi sa
documents must be sent to central filing fiing. Advice is given byHWD concerning the

visa implications of deferment, suspension or cancellation and a record that the advice has been
gi ven i s Intemissidn Applicatiorhf@®d 6

3. Standard 13. 2 Grounds for approving defer:

Students can defer commencement of studies or temporarily suspend their studies on the
grounds of compassionate or compelling circumstararesnisbehaviour by the student
(standard 13.2).

Compassionate or compelling circumstances

0€@mpassi onate and c¢ omepneclrcumstangces chatrare exceptiormahaode s 0
generally outside the control of the studeamiuding family, medicalor o6 we | | bei ngo
t hat i mpact on a st standandbail sourgebpropress gr well ®eing.n r o |
Examples given bDEEWRIinclude:
e serious illness or injury, where a medical certificate states that the student was unable to
attend classes;
e bereavement of close family members such as parents or grandparents (Where possible
a dath certificate should be provided);
e major political upheaval or natural disaster in the home country requiring emergency
travel and this has i mpacted on the stude
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e a traumatic experience which could include involvement in, or witnes$iagserious
accident; or witnessing or being the victim of a serious crime, and this has impacted on
the student (these cases should be suppor
e Wwhere the registered provider was unable to offer aqaeisite unitor
« inability to begin studying on the course commencement date due to delay in receiving
a student visa.

In addition, stafican take intoaccoust st udent 6s over altheirapiitade po
to undertake a fullime study loage semester

Each case is to be assessed on its individual merits within these general guidelines.
Documentary evidence supporting the claim should also be considered and kept on central file.

4. Standard 13.3 Information about visa implications and Rejprti

Advice about visa implications is provided the campusHub. Students are required to seek
the advice ofthese staff when seeking intermission approval and thisni@ed onthe
Intermission application form

5. Standard 13.4 Monash (not student) initiated termination, suspension or cancellation of a
studentds enrol ment

I n circumstances where Monash intends to ter
involuntarily, the student must be notified that s(he) hasw2@king days to access the
6compl aints and aNopsshosd mpnoacesvs@d. Bestdden

be maintained (ie the student not reportedEEWR) while the internal appéaprocess is

ongoing. Tls means thatvhere the termination, suspension or cancellation is not Monash
initiated it must not take affect until the internal appeals process is coniplEH#VR advises

t h atandaids1l3 does not require providers to contipuviding learning opportunities
throughout the 20 days or any subsequent period of appeal. Each provider must decide whether

it will continue to provide learning opportunities throughout the 20 days and any appeals
process. For example, some providery mecide to exclude a student frattending classes,

but continue to provide work to c8BeeEEWR e out
explanatory @ide.

6. Evidence of compliance

e Documented procedures for assessing, approving and recording a deferment of the
commencement of study or suspension of study.

e Documentary evidence on student sé files
deferment or suspesion of enrolment.

e A copy of the information given to students prior to enrolment which states the grounds
on which studentsé enrol ment may be defer

e A copy of the providerds document dald comp
8), and an indication of how students would access such a document (eg. show a link to
the website).

e Evidence that the provider has informed affected students that deferring, suspending or
cancelling their enrolment may affect their student visasvigeos may find it easiest
to demonstrate this through a letter or form given to students applying for a deferment
or suspension).
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e Evidence of appropriate reporting through PRISMS.

Compliance Obligations

International Recruitment Services
e Assess applications for deferment of commencement of studtheobasis of
documented procedures
e Advise students that defermeoft studies may have visa implications and keep
record that advichas beemgjiven
e Update E®S notes in Callista witheasons for thdecision whenever a decision to
defer a studentds enrol ment occurs

Faculty
e Assess applications for voluntary suspension of study (intermission) or make
decision to suspend or c abasiseof docamestddu d e n |
procedures

e Ensure that relevant forms and supporting documentscarmed taentral file
Update ESOS notes in Callista witasongor the decision whenever a decision to
suspend or cancel a. studentdés enrol ment

Enrolments
e Key Suspensions into Callista

Monash Research Graduate School (MRGS)
e Assess applications for voluntary suspension of study (intermission) or make
decision to suspend or cancel a studen:
procedures

e Ensure thatelevant forms and supporting documents are kept on central file

e Update ESOS notes in Callista witbasonfor decision whenever a decision to
suspend or cancel a studentds enrol ment

CampusHub
e Advise students that suspension of studies mayg l&a implications and record
fact that advice given on Intermission application form

Monash College Pty Ltd (MCPL)
e Assess applications for suspension of study or make decision to suspend or cancel a
studentds enrol ment occedutehe basis of docun
e Advise students that suspension of studies may have visa implications and record fact
that advice given oMonash Collegéntermission application form
e Updat ESOS notes in Callista witteasonsfor decision whenever a decision to
suspend or cancel a. studentds enrol ment o

Monash Documentation

PoliciesandProcedures
e Academic and Administrative Complaints and Grievances Policy
e Monashdiscipline procedures
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¢ Complaints and Grievances of Coursework Students Procedures
¢ HDR candidature : Academic and Administrative Complaints Procedures

Business Rules
e For assessing applications for deferment or suspension of study

Guidelines
e Se€ompliance Requirementso

Other Documentation
Forms
e T h éntemnission application forrfcoursework only):

e MDefer ment Applicat i on wHich rconid bef adaptedl forc a |

international students. See:
Resources
e Student Grievance Resources
Reports
e MRSRepord Dur ad Diosndgnti nuati ond and
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Standard 141 Staff capability, educational resources and premises

Legislation

National Code of Practice
Standard 147 Staff capability, educational resources and premises

Outcome of Standard 14
The staff of registered providers are suitably qualified or experienced in relation to thg
functions they perform for students. The educational resources of registered provider
support the delivery of courses to students. The premises of registered providers, includir
the floor space available for each student, support students to achieve their course outcome

14.1 The registered provider must have and implement policies and procedures to ensure its
resources are adequate and have the capabilities as required by the quality assurance fi
applying to the course. Where the course provided by the regigtereider is not subject to a
appropriate quality assurance framework, the registered provider must have and imgy
appropriate documented policies and processes for the recruitment, induction, perfo
assessment and ongoing development of mendbestaff involved with the recruitment or delivel
of education or client services to students.

14.2 The registered provider must have adequate education resources, including facilities,
equipment, learning and library resources and premises as reqyirdte Iquality assuranc
framework applying to the course. Where the course provided by the registered providel
subject to an appropriate quality assurance framework, the registered provider must ensu
adequate education resources, includenglities, equipment, learning and library resources,
premises, including ownership or tenancy arrangements for the premises, as are needed {
the registered course to the students enrolled with the registered provider.

14.3 The registered gvider must notify the designated authority and the students enrolled wi
registered provider of any intention to relocate premises (including the head office and d
locations) at least 20 working days before the relocation

Compliance requirements

There aréawo components to this standard: 1) that staff and education resources are provided at
the level required by the relevant quality assurance framework and 2) that the designated
authority is informed of any intention to relocated premisakiwithe time frame specified in
standard 14.3.

1. Standard 14.1 Adequacy of staffing resources

This standard require providers to implement policies and procedures as required by the
appropriate quality assurance framework
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Quality Assurance Framewlo

Both Monash University and Monash College are subject té\tistralian Higher Education
Qualifications Framework This framework includes the Higher Education Sector, the
Commonwealth, State and Territory Governments, the Australian Qualifications framework
(AQF)? the Australian University Quality AgencAUQA) and theNational Protocols for
Higher Education Approval Process&#ithin this framework, Monash University is a self
accrediting® higher education institution and Monash College a non seffediting higher
education institution.

As the framework does not cover staffing and education resources, ie does not specify the level
at which these resources must be provided, Monash, as required by standards 14.1, and 14.2
must have and implement ppopriate documented policies and processes for staffing (the
recruitment, induction, performance assessment and ongoing development of staff responsible
for recruitment or working with overseas students) and education resources.

Monash College Ptytd (MCPL also trades as Monash University English Language Centre
(MUELC). In this capacity, Monash College is subject to the National Btcreditation
Scheme (NEAS) Framework rather than the higher education quality assurance framework.

Both Morash University (Human resources, Advancemé&dampus Hubs Faculties and
MRGS) and MonashCollege must have these procedures and processes in place and for
MUELC, these policieand procedures must comply wRHEAS requirements.

2. Standard 14.2 Adequate education resources

As the framework does not cover education resouandsloes not specify the level at which
these resources must be provided, Monash, as required by standarchdgt@nsure it has
adequate education resources

3. Standard 14.3 Relocation of premises

The designated authority for both Monash University and Monash Collethe Wictorian
Regulation and Qualifications Authorit)/ RQA). Procedures must be in place for notifying
the designated authorignd students of any intention to relocate premises 20 days before the
relocation.

2 The Australian Qualifications Framewof@gommonly known as th&QF) is a unified system of national qualifications in
schools, vocational education and training (TAFEs and privatéders

The AQF was established by thdinisterial Council of Education, Employment, Training and Youth AfffidCEETYA) in

1995 to provide for nationally recognised pathways between awarde afferi n Austr al i adés vocational
and higher education sectors. It brings together the qualifications issued by different sectors into a single comprehensive

system of titles and standards.

The AQF also maintains a pubtliegisterof MCEETYA endorsed post compulsory education providers and accreditation
authorities. The register is a key element of the Australian higher education quality assurance framework

2 As such itis authorized to accredit its own courses and is responsible for maintaining its own academic standards. Within

this framework appropri at e pegrassdssment pracesses, exemal exannationcoehiglsee s i n c |
degrees and the inw@ment of professional bodies in the accreditation of particular colmsaddition AUQA conducts 5

yearly audits of all Australian Universities and in December 2008udit was completed of Monash University
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4. Evidence of compliance

e Implemented policies and proceduresddequacyhe staffng and education resources
required by the applicable quality assurance framework.

e Where a course or provider is not subject to an appropriate quality assurance
framewor k, there must be evidence of t h
staffing policies and procedures. Policies and procedures are required for the
recruitment, induction, performance assessment and ongoing development of members
of staff involved with the recruitment or delivery of education or client services to
overseas students.

e Where the course or provider is not subject to an appropriate quality assurance
framework, adequate education resources and premises as needed to deliver the course.

o Copy of the written notification to the designated authority and any enrolled students
where thee is an intention to relocate premises at least 20 working days before the
relocation. Notification to students would include those accepted students of the
provider who have not yet commenced studying, but have been granted a student visa.

Compliance Obligations

Education Committee (via Education Policy and Programs Committee (EPPC)
e Policies and procedures to ensure Monash education resources are adequate and have
the capabilities as required

Human Resources Division
¢ Implement policies and procedures to ensure Monash staffing resources are adequate
and have the capabilities as required.
e Make available at University induction ESOS information

Student Recruitment
e All new staffie new to Monash or new to ES@8ministrationto complete ISANA on
line tutorial within first month of commencement and attend Monash SDU ESOS
training within the firstsix months of the commencement of their role.

Faculty

e All new staff ie new to Monasbr newto ESOS Adminigationto complete ISANA on
line tutorial within first month of commencement and attend Monash SDU ESOS
training within the firstsix months of the commencement of their role.

e Follow procedure (to be developed) for notifying designated authority anehssuof
any intention to relocate premises at least 20 working days before relocation

¢ Implement policies and procedures to ensure faculty staffing resources are adequate and
have the capabilities as required.

Campus Hub
e All new staffie new to Momashor newto ESOS Administratioto complete ISANA on
line tutorial and attend Monash SDU ESOS training
e Implement policies and procedures to ensure ISS staffing resources are adequate and
have the capabilities as required

Monash College Pty Ltd (MCPL)
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e Implement policies and procedures to ensure its Monash College staffing and education
resources are adequate and have the capabilities and education resources as required

¢ Implement policies and procedures to ensure its MUELC staffing resources are
adequée and have the capabilities as requivgdNational ELICOS Accreditation
Scheme (NEAS)

¢ Follow procedure for notifying designated authority and students of any intention to
relocate premises at le& working days before relocation

¢ All new staffie new to Monash or new to ESOS Administratiorcomplete ISANA on
line tutorial within first month of commencement and attend Monash SDU ESOS
training within the firssix months of the commencement béir role.

Monash documentation

PoliciesandProcedures
e MonashUniversity and Monash College proceduf@snotifying the relevant
designated authorityf relocation of premises

Guidelines
e Se€ompliance Requirementséo

Business Rules
¢ Monash Univerdy and Monash College work instructions for notifying designated
authority (office of higher educationf anyintention to relocate premises as per
standard 14.3

Other documentation
Teaching Resource Units
e UniversityTeaching services and support unit
e Teaching Facilities Support Unit
Documents
e Educational Technology Equipment Support Review
e Undergraduate Handboa@kdPostgraduate handbook
e Student Information Index
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Standard15TChanges to registered providerso owner

Legislation

National Code of Practice
Standard 15T Changes to registered providerso o

Outcome of Standard 15
Registered providers proactively inform the designated authority of prospective ownership
and/or management changes.

15.1 The registered provider muste the designated authority in writing of:
a. any prospective changes to the ownership of the registered provider as soon as practicd
to the change taking effect, and

b. any prospective or actual change to the high managerial agents (as iefieetion 5 of the
ESOS Act) of the registered provider as soon as practicable prior to the change taking €
within 10 working days of the change taking effect where the change cannot be determineq
takes effect.

15.2 The registered pralér must provide the designated authority with information on the
owner or high managerial agent for the purpose of making an assessment under section 9
ESOS Act.

Compliance requirements

Monash must have procedures in place for notifying the designated authentictorian
Regdation and Qualifications AuthorityMRQA) i in writing in the event of ownership, or
management changes (high managerial af@rts soon as practicable prior to a change taking
place or within 10 dys of the change occurring.

1. Standard 15.1 (a) Advise designated authority of ownership changes

For Monash University an ownership change is not possible as the University is created by an
Act of the Victorian Parliament and may not be sold. For Moradlege however, as a
private provider, while an ownership change is unlikely (it is fully owned by the University) it

is not inconceivable

2. Standard 15.1 (b) Advise designated authority of changes to high managerial agents

2755 ESO%Act, high managerial agenbf a provider meanan employee, agent or officer of the provider with duties of such
responsibility that his or her conduct may fairly be assumed to represent the provider in relation to the businessigf providi

courses.

Also, as stated in thandustry briefingé hi gh manageri al agent 6 as defined in new s
officer of the provider with duties of such responsipithat his or her conduct may fairly be assumed to represent the provider

in relation to the business of providing courses.® The Exp!

responsibility, teachers, consultants and principals ofthep i der . According to the Minister,
testd6 to high managerial agents wild/l O6prevent former provi i
of influence w?ThaMinstehsetestipar 6vhdenspboducing these amendment s,
mindful of the need t d”Howoeivde ru man e cheosusgahr yt hree geuxlt aetnisanoon. of t h

provide further guarantee of the credentials of registered providers jinmes onerous for large providers such as those in
the higher education sector with high staff numbers.
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This standard requires Monashrtotify the designated authority of changes to high managerial
agents.The Office of the Deputy Vice Chancellor (International) has this responsilblii
Managerial Agents refer to senior management staff and include deputy principals or
departmentalheads but not teachéfs The following officers are regarded by Monash
University ast he Hi gh Manageri al Agent?:ForWdnashVPds,
College Group the High Managerial Agents are the CEO of Monash College Group and
Principal and DepuytPrincipal of Monash College and MUELC.

3. Evidence of compliance

e Copies of the written notification to the designated authorities about changes to
ownership or high managerial agents.

e Process for obtaining information to assist the designated authosisg@ssing whether

a high manageri al agent of the provider p
e Where a student has been offered a refund because there has been a change to a
provideros | egal entity, there must be e

and of the studentbés response to the offe

Compliance Obligations

Office of the Deputy Vice Chancellor (International)
o Haveproceduresn place for informingvRQA in the event of management changes to
0hi gh manageri al agentséo

Monash College Group Pty Ltd
e Have procedures in place for informingRQA in the event of ownership or
management changes (i e changes to O6high n

Monash documentation

Policies and Procedures
e DVCI Business practice

BAThe intention of this amendment is to cover persons:
of the provider. For example teachers who simpich courses would not come within the scope of the

definition. However, a deputy principal or department head may be considered a high managerial agent of the

p r o v ihtth:Awmwd.dest.gov.au/NR/rdonlyres/4561A28231-434D-B59D-
2241A233F16F/15279/FactsétFitandProperprovisionsfinal.pdf

2 This definition of High Managerial Agentss beenanfirmed byEducation Policy and Programs Committee
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K GLOSSARY OF DEFINITIONS AND ACRONYMS

TERM MEANING

APC Academic Progress Committee

CAAW Confirmation of Appropriate Accommodation and Welfare

COMPULSORY | A study period in which a student must enrol unless granted a deferment

STUDY PERIOD | suspension from enrolment or intermission.

COURSE As defined by section 7 ESOS Act means money a provider receives dire(

MONEY indirectly from an overseas student or intending overseas student or anot
person who pays the money on behalf of the overseas student or intendin
overseas student

COURSE Includes all course money as defined by section 7 ESOS Act and all optio

RELATED F EES | fees or charges.

CRICOS Commonwealth Register of Institutions and Courses for Overseas Studen

CRICOS The process whereby a provider is recommended by andéstgauthority for

REGISTRATION

registration under the ESOS Act to provide a specificaminr that state to
overseas studentand the provider is registered by the secretary of DEEW
CRICOS

CRITICAL A traumatic event or the threat of such (withiroatside Australia) which

INCIDENT causes extreme stress, fear or injury.

DEEWR Department of Education, Employment and Workplace Relations

DESIGNATED As defined by section 5 ESOS Act means a person responsible under the

AUTHORITY a state for approving pvaers to provide courses to overseas students in th
stee.

DIAC Department of Immigration and Citizenship

ELICOS English Language Intensive Courses for Overseas Students.

ELT English Language Teaching.

ENROLMENT Where the student has been issuéti @ CoE to confirm acceptance by the
registered providesind is occupying a place in the CRICOS registered cou
for which the student was accepted and is progressimgrds the completion
of course requirements. The period of enrolment includes sietteliteaks
between study periods.

EVO Entitlement Verification Online

eCoE Electronic Confirmation of Enrolment

EPPC Education Policy and Progran€ommittee

ESOS Act Education Services for Overseas Student Act 2000

ESOS Education Services for Oxgeas Students

ESOS Education Services for Overseas Students Regulations 2001.

Regulations

HUB Health Wellbeing and Development Team

IRS International Recruitment Services

ISANA International Students Advisers Netwaf Australia

MCEETYA Ministerial Council of Education, Employment, Training and Youth Affairs

MCPL Monash College Pty Ltd

MRGS Monash Research Graduate School

MUELC Monash University English Language Centre

MUFY Monash University Foundation Year

NCO7 National Code of Praice 2007

NEAS National ELTAccreditation Scheme

OVERSEAS A person (whether within or outside Australia) who holds a student visa a
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TERM MEANING

STUDENT defined by the ESOS Act but does not include students of a kind presaribg
the ESOS Regulations.

PRINCIPAL The mainor final course of study to be undertaken by an overseas student

COURSE where a student visa has been issued for multiple courses of study

PRISMS Provider Register and International Student Management System

PROVIDER An institution or other bodgr person in Australia tharovides orseeks to
provide CRICOS registered courgeverseas students as defined by the
ESOS Act.

PROVIDER Where the registered provider fails to provide a course or cease to provid

DEFAULT course to an overseas stotla accordance with section 27(1) of the ESOS
Act.

SELF- Provider with authority to accredit their own courses

ACCREDITING

PROVIDER

STUDENT Where an overseas student does not start a course or withdraws from a ¢

DEFAULT as defined in section 27(2f the ESOS Act.

STUDENT VISA | An authorisation permitting people who are not Australian citizens or
permanent residents to come to Australia for the primary purpose of study
Australia as defined by the Migration Act 1958.

VROQA Victorian Registrabn and Qualifications Authority
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