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A INTRODUCTION

This manual outlines steps to be followed by Monash University aagéomal units in order

to comply with thelegislative requirements of the ESOS Act 2000, the associated National
Code of Practicdor Registration Authorities and Providers of Education and Training to
Overseas Students 2007 (National Code 2007), the Education Services for Overseas Students
Act 2000 (Assurance Fund Contributions Act 2000), the Education Services for Overseas
Students Act 2000 (Registration Charges) Act 188 the ESOS Regulations 2001.

What is the purpose of this manual?

Non- compliance with the ESOS Act can have serious emmsnces for the university. A
breach of the obligations contained in the ESOS Act will expose the univ@nsityding the
Chief Executive Officer) to penalty provisioriBiese provisions range from the imposition of
fines, through suspension of courdgescancellation of registration to imprisonment. Non
compliance with the ESOS Act could lead to loss of reputation for the university, with a
resulting impact on the operations of the university.

This manual has been designed to make the rules and presaxdncerning ESOS compliance
as clear as possible so that the steps needed to be taken by the responsible work units, to ensure
ESOS compliance, are clear and easy to follow.

This manual is designed to provide information for both:
- New staff membersnfamiliar with the requirements of the Act and Code
- Existing staff members wanting to refresh their knowledge or wanting to check
procedures in a particular area.

Why was the ESOS Act 2000 introduced?

The ESOS Act 2000 was introduced by the Governmerat essponse to serious concerns
about the effectiveness of the existing ESOS Act to protect overseas students from institution
collapses and fraudulent behaviour by individuals. The ESOS Act 2000 was passed in parallel
with a major revision to the MigratioAct 1958 and the regulations governing student visas.

The 2000Act strengthened the accreditation and monitoring processes of both the State and
Federal authorities, gave power to the Federal authorities (DEEWR) to act on its own accord
when fraud etcs suspected and where the State authority has not acted. It also introduced a
National Code of Practice for registration authorities and providers. The Code has the force of
law and breaches of it can lead to prosecution.

The legislation aims at improvinthe accountability of providers through the provision of
approved courses, services and facilities and to ensure students complete their course 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 financial assurance requirements
Meet the obligations of registered providers

Report students who do not comply hvétudent visa conditions

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

Education Services for Overseas Students AcOZBSOS Act 2000

Education Services for Overseas Students Regulations 2001

Education Services for Overseas Students Act 2000 (Assurance Fund Contributions) Act 2000

The National Code 2007

ESOS commitment

Monash University acknowledges that the Education Services for Overseas Students (ESOS)
Act 2000, the National Code of Practice 2007, the ESOS Regulations 2001 and thé stude
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 educgtimviders in 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 compliamprogram 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 aamtole
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 anomalies to the department

or to representative bodies, suchssversities Australiafor clarification or amendment.

Student Administration and Systems strives to provide clear and consigteottsand advice

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 ESA& places 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/

Responsibilities

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 thenselves with 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 Compliaacadér before 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 of faculty/administrative unit ESOS complianceefi

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 universitigle ESOS 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 ESG®mpliance 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 ascea 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 with thetawelated
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 manageniekd 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, proegdaducation
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 compliané@ve been delegated to the Manager, ESOS and Visa Compliance based in
Student Administration and Systems
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e Reporting on an annual basis to Council e 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 Register to the University Audit and Risk Management Office. This
ESOS report identifies alleged breaches, risks ofaomrpliance 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 complaint albbd the Universityds compl i :
should contact the ESOS Compliance Manager to register his/her complaint.

The manager will attempt to resolve the complaint through direct communication with the
party involved either immediately or by ataff 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 of he 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
receved

The ESOS compliance manager will:

¢ 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 complaint date

Compliance certification

The complance 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

e Biannual Risk register to Audit anddR Management in March and November

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

The ESOS frameworks comprised of:
- The ESOS Act 2000
ESOS Regulations 2001
The Education Seices for 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 authority (VRQA)

Government levels and departments responsible for administering ESOS

Responsibility is shared between Federal and State govern&mB/R has responsibility at
the Federal level and thé&ctorian Registration and Qualifications Authority (VRQA] the
State level

DEEWR responsibility

The responsibilities of State and Commonwealth are set out in part B of code and s.43 ESOS
Act.

DEEWR is responsible for administering the ESOS Act and its assdangtruments. It is
responsible for managing CRICOS and overseeing policy development. It monitors compliance
with the ESOS Act and standards in the National Code focusing on visa integrity and consumer
protection. It has primary responsibility for intigating and instigating compliance action for
breaches of the Act and Code.

VRQA responsibility

Assesses applications for registration andegastration on CRICOS and monitors compliance
with the National 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

Legal effect of the National Code

Sectbn40of theESOS Ack000st at es t hat o0t he only | egal e f
effects that this Act expressly provides for

This Act provides that compliance with thational Code is a prerequisite for
registration (see sectid®) and that sanctions under Divisidrnof Part6 may be
imposed on a registered provider who breaches the national code.

The National Code 200NC07), Part A, 7.3 affirms these statements.
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C OBLIGATIONS OF REGISTERED PROVIDERS

The obligations of registered providers are set out in Part 3 of the ESOS Act. Division 1 sets
out the general obligations and division 2 refunds of course money

General obligations

¢ Not engage in misleading or deceptive conduct (s.15)

¢ Resident of Australiés.16)

¢ Notify the Secretary of breaches by associates (s.17)

e Only registered providers may receive course money (s.18)

¢ Give information about an accepted student to the Secretary within 14 days of any
specified change i n t lesorteé aurse theyare untdehntakings t u d
(s.19)

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

e Keep records of each accepted student (s.21)
e Belong to a tuition assurance scheme, unless exempted through the regulations (s.22)

¢ [fliable to pay an annual registration charge, pay the charge by the last business day of
February of the year (s.23)

e Pay an annual Fund contribution, unless exempted under the Act (s.24)

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

Refund of course money

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

e Refund course fees within two weeks in the case of provider default (s.29) and within four
weeks in the case of student default (s.28).

National Code obligations

Registered providers have an obligation to comply #i¢hNational Code. Self accrediting
providers make an annual declaration of conformity with the National Code and once every
five years are subject to an independent external audit report.
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SANCTIONS AND PENALTIES

Sanctions can be imposed under Divien 1, Part 6 of the ESOS Act 2000

The power to suspend or cancel registration for one or more co(@8&s(3)(b)(c))

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

Automatic suspension for loss of state apprg¢sai9)

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

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

Immigration Minister suspension certificate powers

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

S.98 requires the minister to give a provider seven days to make a submission
concerning the matter,

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

can be revoked at any time and

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

Offences relating to production and attendance notices

S. 113 makes provisionif@roduction notices

S.116 for attendance notices

S.120 creates an offence for failing to comply with a production or attendaotiee

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

Powersare 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 atbrised employees

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

Offences

Breach of notification requiremen(s.19)

Breach of record keeping requiremefg1)

Failing to identif/ the registered provider in written mateiigl107)

The provision with false or misleading information in complying with or purporting to
comply withs.13, 1920 and subsectio86(1) or (3)(s.108)
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¢ Intentional and reckless breach of condition of acte8RISMS(S.109)

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

e Failure to comply with a production notice issymasuant tes.113or 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 pursu# to s.113 and 116 of the Act
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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 Austmaitutly on a student visBCO7).

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 critedar those
Regulations for the grant of the visa; or

(b) an exchange student or AusAID 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 traing under a scholarship scheme or training program 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 af ts&iiyng

in Australia.(ESOS Regulations 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 sponsored scholarship 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 holders must be keyed into
Callista. This will enbhle reports to be run which will correctly 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 passport showing 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 CaligEnrolmentsmodule 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.
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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 courses offshore. Students though who commence study
offshore and complete in Australia are subject to ES(on arrival in Australia on a student
visa. Providers must satisfy the requirements of standards 1, 2 and 3.

The ESOS evaluation report noted the close 4ob@nection between onshore and offshore
delivery. The twinning model, which began in the @98has gained 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) onshore. Examples were given to
the evaluation where offshore partnersd agents have promised students articulation from

their offshore study into programmes in Australia but the students have subsequently found

t heir entry Il evels insuffici enESO$ Bwaluatiome pr c
Report, 5.4.1)

The Natonal Code 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 toogpective onshore students and imposes a
responsibility on providers for the actions of their agents and associates.

For courses delivered in Australia and marketed offshore, standard 1 and s.107 ESOS Act
requires that the registered providers name &RICOS 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 CRICOS coded (DEEWR advice)

Standard 2 requires that before acceptisgudent 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 providerin relation taheiragentsMonash 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
agreement as provided by Monash (standard 3).
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G TUITION ASSURANCE, FEES AND 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 refusalirse money in the case @
either a student or a provider default. If that remedy fails, the second layer provides for plag
of a student in an alternative course through a Tuition Assurance Scheme (a ministerially

approved scheme comprising membeganisations that can offer comparable courses). If this
remedy fails too, the third layer of consumer protection is the National Assurance Fund (thg
which organises alternative tuition or a refund to stud@$©S Evaluation Report, 7.8)

ESOS ASSURANCE FUND

Overview

6Section 45 of the Act provides for the e
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 provider cannot provide the courses that the students have pa

The Secretary is required to appoint a Fund Manager torpeg range of functions, including:

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 thasares it is able to meet all its liabilities from time to time
. collecting annual Fund contributions and special levies from providers; and

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

Under sectin 54 of the Act, a Contributions Review Panel (CRP) consisting of 10 peoj
established to determine the contributions criteria and to hear and determine appeals by p
against determinations of their contributions. It is the responsibilityeoFtind Manager to propos
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 Fun#lanager considers that the Fund does not have enough money to n
current or future liabilities, the Fund Manager may require all registered providers who are li
pay an annual Fund contribution for that y&ampay a special levy to the Fund NMager. This is
subject to the approval of the Pafle60S Evaluation Report, 3.2.5)
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Membership of a Tuition Assurance Schem¢€T AS)

Registered providers must at all times be a member of a Tuition Assurance $&IR2H(B (a))
unless exempted by the regulations (s.22 @) pviders who are exempt from the requirem
to be a member of a Tuition Assurance Scheme are:

(a)a provder who, under subsection 2) 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 amountghat the provider may be required to pay under section 28 or 29 of the Act
(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 is a parerganisation 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 parent organi
indemnifies the provider for amounts that the providewyrhe required to paj
under section 28 d@9 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 of a su
alternative course to the studeatd

(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 wit
Regulation§ESOS regulations, 3.11).

If exempt, annual notification to DEEWR

A provider who is exempt from the requirements of section 22 of the Act under paragrafit) 3
or (c) must, within 28 days after the end of a calendar year, give the Secretary and th
Manager:
(a) written notice eplaining why the provider is exempt from the requirements of sectio
of the Act; and
(b) a copy of the bank guarantee or indemnity agreement mentioned in paragrafit) 8rl]
(c). (ESOS Regulations, 3.16)

Compliance requirements

Monash University is exempt from belonging to the ESOS Assurance Fund. However, Monash
College Pty Ltd (MCPL) as aipate 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 from the ESOS Assurance fund
contribution.
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Compliance Obligations

Monash College Pty Ltd (MCPL)
e Pay annual contribution to ESOS Assurance Fund
e Send annual notification (within 28 days of the end of the calendar ydaBEWR of
continued operation of indemnity agreement along with copy of agreement
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FEES

Course money

Standard 3 of the National Code imposes an obligation on providers to include in the written
agreement oOan itimised |sstudeft@dour€eumeaeemo
in s.7 ESOS Acincludestuition fees, any amount received by the provider for overseas

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

to undertake the course.

Fee information for inclusion on the CRICOS register

For entry on CRICOSees and compulsory payments to complete the course ie tuition and
amenities (can average amenities), books if have to be purchased, fieldwork if integral to
course, accommodation only if nedboard 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 that only registered providers may receive course money (s.18). However,
DEEWR hasstaedthat:

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 their course money to the registered
provider (section 18 ESOS Act 2000, unless there isalglunderstood arrangement between

the registered provider and the other provider, whereby the other provider collects the fees as
agent of the registered provider.

The consequence 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 ESOS Act 2000,
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 tle Secretarythe 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 prescribed information about aocepted studemwho does not begin his or heourse
when expected;

(d) any termination of studies by ancepted studebefae the student'sourseis completed,;

(e) anychangdn theidentity or duration of aaccepted studestourse

(f) any other prescribed matter relatingatrepted students

(2) A registered providemust give theSecretaryparticulars of any breach by awccepted studen
of astudent visaondition relating to attendance or satisfactory academiformance as soon 4
practicable after the breach occurs.

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

Note 1. The Minister may take action under Divisiorof Part6 against aregistered
providerthat has brached this section. A breach of this section is also an offence
section104.
Note 2: It is an offence t@rovide false or misleading information in cofgmg or
purporting to comply with this section: see sectio8.
Unincorporatedregistered providers
(4) If theregistered provideis an unincorporated body, then it is insteadphiacipal executive
officer of theproviderwho must give th&ecretarythe information as required under this sectior

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 breachedsaudent visacondition relating to attendance eatisfactory academi
performance.
Note 1: The Minister may take action under Divisiorof Part6 against aregistered
providerthat has breacklethis section. A breach of this section is also an offence:
section104.
Note 2: It is an offence tprovide false or misleading information in complgnor
purporting to comply with this section: see sectiog.
(2) Theregistered providemust send the notice as soon as practicable after¢hetb

(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#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/s6.html#person
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#provider
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s6.html#person
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#course
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#course
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#course
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s61.html#change
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#course
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
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#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#student_visa
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#registered_provider
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#registered_provider
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#registered_provider
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#principal_executive_officer
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#principal_executive_officer
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#principal_executive_officer
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#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#registered_provider
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#accepted_student
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#provider
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#student_visa
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#registered_provider
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#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, for the purpose of explairtimg breach; and

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

(d) set out the effect of sections 137J and 137#atf Act.

Unincorporatedregistered providers

(5) If thereqistered provideis an unincorporated body, then it is insteadghiecipal executive
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. These are 1) to
ensure all Oaccept ed électonicuGbrimation of Enmlemt fermmu e d w
(CoE) within 14 days of being accepted for enrolment and to notify DEEWR of prescribed
changes to a studentodés course also within 14
of breach of visa condition 8202 (visa condition relating to a#teoel and unsatisfactory
academic progress). Section 20 imposes an obligation to advise students of any report for
course progress or attendance (known as a section 20 notice).

Responsibility f
Reporting Office
students),CampusHu bs (i s
To ensure that t
PRISMS manuahas been developed.

or i ssuing CoEOGs i's OShared
r) ., I nternational Recruit me
sue CoE6s for continuing st
here are agr eedudpntreporéng,sae s C C

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 intermission

Enrolments
e Through the ESOS Reporting Officer notify DEEWR of any reports for
discontnuation,intermissionssuspensions, unsatisfactory academic progress, fee
invalidation, students granted permanent residency (students no longer E&QS),
course completions and students granted credit (longer or shorter course duration).
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http://www.monash.edu.au/international/esos/staff.html
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#state
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s6.html#person
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#state
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#registered_provider
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#principal_executive_officer
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#principal_executive_officer
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#principal_executive_officer
http://www.austlii.edu.au/au/legis/cth/num_act/esfosa2000442/s5.html#provider

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 extensions to students course duration.
¢ Notify DEEWR of welfare changes for Under 18 student

International Recruitment Services (IRS)
e Report pre enrolment changes to a students enrolment
e Process deferment of study for newly accepted students
e Process new acceptances
e Processwelfareform Conf i r mati on of Appropriate Acc
(CAAW) for newly accepted Under 18 students
¢ Report non commencements to study for newly accepted students
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|  CRICOS (COMMONWEALTH REGISTER OF
INSTITUTIONS AND COURSES FOR OVERSEAS
STUDENTS)

Legislation

National Code Part C

Overview

1. Part C of théNational Code outlines registration of providers and courses on CRICOS. It proyides a
general description of the registration process under the ESOS legislative framework and specifies

minimum requirements that apply to the registration process. Thisigedls to be read in conjunct

on

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

requirements which need to be met for CRICOS registration.

2. Initial registration of providers and their courses on CRICOSIwes¢ two stages. The first stage is
undertaken by the designated authority for that state or territory (1) and the second stage by DEEWR. A

provider is not registered to offer or provide courses in a state to an overseas student until both
this process have been completed.

Registration on CRICOS

3. Providers can only be registered on CRICOS where they have been approved by the d
authority to provide courses of education or training to overseas students in that state. This apg
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 legislation and section 9 of the ESOS A
includes complying with the requirements of the biadil Code.

stages of

esignated
roval can
irements
ct. This

4. Registration on CRICOS is for a particular course for a particular state. A provider wishing to

providecourses in more than one state must seek registration for each course in each state wh
be delivered.

5. In the event that ehange of ownership of the registered provider results in a change to the p
legal entity registered on CRICOS, the new entity must obtain its own CRICOS registration.

6. Application for registration

6.1 In addition to meeting the general requiretadar registration set out in this part, providers n
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, includin

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 trading name

iii. an Australian Business Number or Australian Company Number

iv. names, and residencyatiis, as appropriate of the principal executive officerufmincorporate
associations or directors, owners, partners, consortium providersegb@@itives and managers (wh
there is no stated position of director, principatloief executive)

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

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

1 References to state in Part C and Part D also include the Australian Capital Territory and
Territory unless otherwise explicitly stated.
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National Code Part C(cont)

c. locations, including address and contact details, for all sites where students are scheduled
classes for teaching purposes, course related information sessions and supervised study se
work-based training sites where the locatisnunknown at the point of registration, the provide
required to maintain a documented policy specifying the criteria on which the selection and apy
such sites is based

d. a statement on:

i. whether the provider (including directors, ownersrtrps, chief executive or managers)

previously been a registered provider (and, if so, the name of the designated authority, dat
registration, reasons for ending registration and whether any sanctions are outstanding), and

ii. whether the preider has previously been refused registration by DEEWR or any desi
authority (and, if so, the name of the designated authority) and reasons for refusal

e. the courses that the provider is seeking to offer to overseas students in that statag itiod
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 registration of a course on CRICOS must include the expected duration of the coy

registered duration caot exceed the time required for completing the course on the basis of the
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 meetsetevant Australign

Qualifications Framework requirements or those of any other appropriate quality or accre
framework, if an appropriate framework exists.

7.2 For English Language Intensive Courses for Overseas Students (ELICOS), a cotirse rdnge
may be specified on CRICOS as the study du
which wil|l be reflected in the expected d

Enrolment (COE). ELICOS course remain |dbjto the requirement in paragraph 7.1 that only full
courses can be registered on CRICOS.

7.3 The designated authority must take into account the proposed course structure when deter
appropriate duration for registration on CRICOS (thatie number of compulsory terms or semeg
each academic year). The registered duration of the course must include approved holiday p€
any approved periods of wehased training. When the course duration is not specified b
accrediting audtority, the designated authority will determine the course duration based on a m
of 20 scheduled course contact hours per week.

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

8. Work-based training

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

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

b. the registered provider has approgriatrangements for the supervision and assessment of o
students in place.
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National Code Part C(cont)
9. Mode and place of study IT

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

10. Arrangements with other providers

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

10.2 The designated authority needs to be advised in writing of all providers to be involved in p
a registered course, the role played by each provider in the delivery of the course andlef
provider recommended to be registered for the course. The desighated authority will as
providero6s suitability for registration in

10.3 The registered provider is responsible uriderESOS Act for breaches of the Act or Natig
Code, whatever the nature of its contractual or other arrangements with another provider for thg

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

11. Inspection of premises

11.1 As part of the registration approval process, the designated authority will conduct at |
i nspection of the providero6s pr emi s e capabilityg
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 ingle sites of worbased training.

11.2 The designated authority may choose to accept from a provider a statement that it satis
the requirements of the National Code without an inspection, so long as the course is provide
by the proviar (that is, not under an arrangement with another provider). The designated autho
also accept clear evidence that the facilities meet Standard 14, based on reports from persons
by the designated authority to provide the advice.

11.3 Futher inspections will be conducted by the designated authority as appropriate during th
of CRICOS registration. These further inspections may include unscheduled visits when the dé
authority deems such a visit is warranted.

11.4 An inspetion will include interviews with management and staff of the provider. It may
include interviews with students and other clients of the provider and observations of teaching.

12. Maximum number of students

12.1 As part of the registration approyalocess, the designated authority will decide wheth
approve the maximum number of students that a provider can enrol. In making this decig
designated authority will consider the capacity of the provider in terms of its premises, aj
arrargements 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 Auy offering or providing a non
registered coursgs. s.8)

ESOS ActCRICOS registration requirements concerning provider

e The provider is a resident of Austraba@(2)(a))

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

e Designated authority geén Secretary a Certificate that provider complies with the National |Code
(s.9.2(c))

e Unless provider administered by state education authority or receives funds from Commanwealth
for recurrent expenditunerovider is fit and proper to be register&d(ca)

e Secretary has no reason to believe provider not complying or will not comply with Act or Code
(s.9.2 (d)

e Provider not liable for an annual registration charge, reinstatement fee or late payment penalty that
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 approval. The Victorian RegistratidrQaialifications Authority

(VRQA) approve registration before a code is allocated and the details are recorded on the
CRICOS register. Providers and their agents must not promote a course to overseas students
unless it is registered on CRICOS.

Any provide of education and training that seeks to recruit, enrol or teach overseas students, or
to advertise its ability 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 relevarsiecfnwhich case the
registered provider is responsible for all obligations under the Act). The provider must 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 2@00).

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 has a list of necesggigrting mformationto

be provided.

It is recommended that Callista should not be updated with a new course listing for
international students until the course has been approved for CR&g88ation. Although an

offer letter cannot be created without a CRIC€S8e, 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 repository of data for university courses: if Callista is updated before CRICOS approval
is given, he 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 a student visa is enrolled in a non CRICOS course,
faculies and Monash College should run the CRICOS 3/iRports (ie MRS/ESOS/CRICOS
Course audit and the CRICOS student audit). Because of the central importance of CRICOS to
ESOS and International enrolments at Monash, it is recommended that each organisational unit
identifies and includes in Position Degtions a staff member who has CRICOS responsibility

for that area.

In Item 9.1 it is stated that Ocourses del i\
regi stered on CRI COS. 6°DEEWRiomeahthas been cl ari f
6courskes snustacturedd so that students can co
25% of their course by DE or online study' and 'without restricting subject choice to too narrow

a pathway'.

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

Compliance tips
e Actively monitor enrolment of students to ensure no student holding a student visa is
enrolled in a non CRICOS registered course
¢ Maintain a record of audits and action arising conellictf CRICOS registered courses
and student audits

¢ Maintain a record of audits and action arising conducted of student enrolment by online
study

Compliance obligations

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

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

Suppoting documentation must be supplied (Faculty Bg
Submission). Details should include duration, title, struct
entry requirements, fulime, oncampus, fee and conta
detailsas well as marketing material

Course No Longer Offered | Courses need tbe suspended on the CRICOS register if
longer offered to international students. No suppor
documentation required althoudéaculties should emathe
CRICOS Administrator advising of the discontinuation.

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

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

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

Change of Fee No supporting documentation required

Change to Structure Although not recorded on the CRICOS register, DEE
needs to be notified. Fomformation about change ¢
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 CRIGOregister, DEEWR
needs to be notified.

Change to Field of Study Field of Study is recorded on the CRICOS register.
(BFOS) (where course i{ supporting documentation required. (Where 2 facu
moved from one Faculty t¢ involved and cowge ownership changes, faculty assum
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 aucse 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 Broad Fields of Study and Ley has approved a course for internatio
of Study: students, a CRICOS code is requir
Supporting documentation must be supp
Thetemplateand applicatiorare available. | (Faculty Board Submission). Details sho
include duration, itle, structure, entry
requirements, fultime, oncampus, fee an
contact details.

Faculty st afORICODOCGomwd
Specific Feamo

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 course.

- Proposed Handbook entry (if available)
- Evidence of approval through Facuj
Board or the PhD and Scholarsh
Commitee

e Update Callista once International Recruitment Services has infotheedaculty
contact that CRICOS approval has been obtained
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e Run CRICOS reports (MRS/ESOS/CRICOS Course audit and CRICOS student audit)
twice per semester

¢ Advise ESOS Compliance Manager if any student holding a student visa is enrolled in
a non CRICOS cose 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 Run PRI GMSsa& Cexportd report twice a seme:
courses due to expire {register or suspend)

e Forward documentation Mictoria Registration and Qualifications Authority (VRQA)

e Forward CRICOS applications to VRQA who will assign RICOS code once the
Minister has given approval for the course.

¢ 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, forwvaanendments to
DEEWR and check CRICOS register to 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 unknatvthe point of registration (see 6.1.c) to be
developed.

Procedures
e Faculty and MCPL CRICOS procedure including steps to be followed to obtain
CRI COS registration, for notifying Inter

event s o6 an dallistoowith nevaydtegisterad gour€es
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 fold€ERICOS course audit, CRICOSt ude n't audi t an.

student audit (see also Standard 9)

Createdd2-12-08 Version 22 29



CRI COS FAQOS

Can promotional material be circulated prior to CRICOS approval?

Prior to CRICOS approval, promotional material can be circulated but it must clearly state the
course is sybct 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 ministerial approval the courseiplesn 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 code. Please check on thef status
the course before making an application

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 still be in university
approval process 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 Students in 200wrustt
first gain unversity approval and government CRICOS endorsement. ChecKathudty
website for latest information on availability to International Students befaking an
application. International Student visas cannot be issued without a CRICOS 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 its education and tsgniitgs is
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 registered pr guand
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 acceptamcinto 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 overseas student or imenstiudent to provide a course, inviting

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

Clausel0

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

Compliance Requirements

Standard 1.1 Marketing services undertaken in a professional 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 standard 1 of the
Code. It means that marketing activities maintain the quality and reputdttbe industry and
marketing materials do nobntain any false or misleading information.

Advancementfaculties, Monash College Pty Ltd (MCPL) and Monash approved Agents have
the responsibility to market courses on behalf of the University and MGRiraspective
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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 marketingnitersity
marketingbusiness practices shouidclude 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 cross referencing betweaasklUniversity

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 ensure that it clearly identifies the Monash name and CRICOS
providercode 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 it is promoting and conguétor
MUELC and Monash College courses the Monash College Pty Ltd (MCPL) provider name and
code 01857J must be displayed.

Per DEEWR éxplanatory guide publications (written and electronic) which must contain this
information include:
¢ information about courses 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 advertisement for courses for international students in an Australian or foreign
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 oburses if it is used 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 makeodffers
enrolment or 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:
6rhe home page of the praldr should include 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 détiddsot
required on 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 the. providerés websitebb
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Standard 1.2 (b) Not give false or misleaginformation

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 wilbe provided or 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
calendar mnths of their principal (main) course wheraedease lettehas been provided.

Monash recruitment staff who are dealing with prospective Monash students singadyd én

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 Letters or 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 recommends
¢ Include the CRICOS Code at the front section of the publicatiam imppropriate font
size
Maintain a record of ESOS training that all Marketing staff have attended
¢ Build training into performance management
Monash University and or MCPL provider cedshould be included in all onshore and
offshore advertising for coses conducted in Australia, not just newspaper advertising

Compliance Obligations

Marketing and Student Recruitment

Ensure that

e the povider 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 cdd570) is
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 providahenfirstsix months 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&b50S trainingin the first six months of the
commencement of their role and completed the ISANA online tutorial 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)L&ahd provider code (01857J) is 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)
all new Marketing staff havattended 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

Faculty

Ensure that:

¢ the provider name (Monash University) and provider codeQ®Q0) is displayed on all
written materials for prospective international 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 traininghia first 6 months of the
commencement of 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@8Q) is displayed on all
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 prospectivieternational students undertaking 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 anyreliminary course in a package of courses unless the exceptions
outlined in standard 7 apply

¢ all new International Recruitment Services staff have attended ESOS training in the
first 6 months of the commencement of their role and completed the ISANAeonlin
tutorial within the first month of commencement of their role

Monash documentation

Policiesand Procedures
Brand Identity Policies and Procedures

Business Rules
Work instructions to ensure student has not transferred within first 6 calendar mdae#ssinin
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 studens in an ethical and responsible manner and providg
information that enables students to make informed decisions about studying with th
registered provider i n Australia. Regi s
experience and English languageproficiency 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 an electronic copy, mtuared accuratg

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 algable

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 available to students

d. deails 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]
student ds couefandpoliciesd applicabl e r

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 information on living in Australiancluding:

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

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

2.2 The registered proved must have documented procedures in place, and implement

ESOS Act

s.83Minister may impose sanctions for n@empliance

The actions are: s.83 (3)

(a) to impose one or more conditions onrbgistered providés registratiorfor any one or more
coursedor any one or morStateqsee setion 86);

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

(c) to cancel theegistered providés registration for altoursegor any one or morStates
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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 (MCPL) must be carried out in accordance with the
obligations and limitations imposed by the ESOS Act and National .Qadpatrticular,
students are provided with information which will enable them to make informed decisions
about studying at Monash.

DEEWR adviseghat theinformatoni s houl d result in studentso ¢
matching the expectations established during the recruiting phase. Students need to know
about the ESOS legislative framework, the security it affords them and how to avail 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 students pre accepting them

Information to prospective international students at Monash is provided by Marketing and

Student Recruitment, International Recruitment Services, Faculties, Monash College Group
and Monash Research Graduate School (MRGS). Monash must ensure that thed requir

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 Services, Faculties and Monash College must ensure that the
following information is provided prior to accepting a student for enrolment:

e The availability of course credit

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

e The grounds on which the studentds enrol
intermited) 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, health and discipline. It
should also inlkeide the 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 feescluding the potential for fees to change

Relevant inbrmation 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, experience and
English lanquage proficieny

Organisational Units that assess qualifications, experienc&agiish language proficieney

International Recruitnm@ Services, Faculties, MRGS and MGPiust have documented
procedures in place for making these assessméfitsmum entrance requirements are
outlined in the UG/PG course guidadInternational supplement and in the VTAC guide.

Evidence of compliare
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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 the DEEWR website

e A copy of document ed pr oualichtionseexperfeice and s s e s
English language proficiency. All staff responsible for implementing the procedures
should have easy access to the procedures documents.

In addition, the following is required:
e Faculty, MCPL, International Recruitment Servikand MRGS maintain a record of
ESOS training
¢ Evidence that performance management includes attendance 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 have been implemented for the assdssment o
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 prospective students

¢ Provide information abouEnglish language requirements/bridging courses in offer
letters as required

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

e Ensure that all new staff have attended SDU ESOSintain the firstsix months 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 requirements of
the ESOS Act

e Ensure that all new dfahave attended SDU ESOS training in the fgst months 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 Ensure that all agents have up to date confsemation 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 in recruitment activity are fully trained ireth@rements 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 the commencement of their role

Monash College Pty 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 which details 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 first 6 months of the
commencement of their role and qoleted the ISANA on line training within the first
month of commencement

Monash Documentation

Policies and procedures
¢ English Language Requirements Policy and Procedures
e International Recruitment Services, Faculty and MRGS procedures for assessing
pospective studentdos qualifications, expe
Standard 2.2).

Business Rules
e International Recruitment Services work instructions for checking and updating
accuracy of information to be provided to students

Guidelines
e See O0Complianée Requirements

Other

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

e Pro forma statement in offer letter or offer pack
Concerning grounds om which enrolment may keferred, cancelled or suspended

e Publicatims Committee

e Course transfer formincludesa reference to fee changes for students transferring
courses internally
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Standard 37 Formalisation of enrolment

Legislation

National Code of Practice
Standard 3- Formalisation of enrolment

Outcome of Staratd 3
Written agreements between registered providers and students set out the services to 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 stigeat or otherwise
accepted by that student (or the studentdos par
age), concurrently with or prior to accepting course money from the student.

The agreement must:
a. identify the course or courseswhich the student is to be enrolled and any conditions on his ar her
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 persofarmation about the student may be shared betweep the
registered provider and the Australian Government and designated authorities and, if relevant, the
Tuition Assurance Scheme and the ESOS Assurance Fund Manager.

This information includes personahd contact details, course enrolment details and changes, and the
circumstance of any suspected 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 |address
while enrolled in the course.

3.2 The registered provider must include in the written agreement the following information, which is
to be consistent with the requirements of the ESOS Act, in relation to refunds of course monegy in the
case of student andqvider default:
a. amounts that may or may not be repaid to the student (including any course money collected by
education agents on behalf of the registered provider)

b. processes for claiming a refund

c. a plain English explanation of what happens énabent of a course not being delivered, and
d. a statement that AThi s agreement, and |t he
remove the right of the student to take action

Compliance Requirements

1. Standard 3.1 Written agreement with students

In order for international 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
guadian if the student is under 18 years of age) who accept an offer. International Recruitment
Services is responsible for administering the agreement

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

The written agreement must contain as a minimum the information specisehohard 3.1: it

must identify the course to be provided, course money payable, refunds in the event of a course
nat being delivered, set out the circumstances where personal information about the student
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 aedransferring courses, must be given an
addendum to their written agreement which is 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 conaaing refund of course money is outlined in standard 3.2. Information

that must be 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 beergdleliv

and a statement that the agreement does not remove the right of a student to take action under
Australiabés consumer protection | aws.

3. Compliance evidence

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

e Signed (or printouts of O0otherwise accept

e A copy of the provideros 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 agreementhwstudents is scanned to central filing for filing

Monash College Pty Ltd
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 stntfor the purposes 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 thanttfoe which it was collected without permission from the individuals affected.
For the Plain English Guidelines to the Information Privacy Principles, please see:
http://www.privacy.gov.agublications/index.html#Qinder Guideline$ Information Privacy Principles (there
are three guideline documents
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Monash Documentation
Policiesand Procedures
e Monash process abobbw a student can claim a refund
e Monash procedure as to how a student can keepaith@iessletails upto-date.

Pro forma statements:

e Statement (used in agreement) as to circumstances in which personal information about
the student may be shared with others. (See StaBd&dyl

e Statement (used 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
3.1e)

e Refund process statement (used in agreement) outlining what would happened in case
of student and provider defaugt a process about ¥woa student can claim a refund (See
Standard 3.2&).

Business Rules
e Work instructions to ensure no course money accepted from a student unless written
agreement entered into with student concurrently with or prior to accepting course
money from the stuate.

Guidelines
e As outlined in 6Compliance Requirements?©®
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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 education agents that have
appropriate knowledge and urderstanding 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 agreement with each education 3
engages to formally represahtThe agreement must specify the responsibilities of the educ
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 thecation agent, including where corrective acti
may be required, and b. termination conditions, including providing for termination ir
circumstances outlined in Standard 4.4.

4.2 The registered provider must ensure that its education agents haetaage®-date 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 or enter
agreement with an education agent if it knmwseasonably suspects the education agentto b
a. engaged in, or to have previously been engaged in, dishonest practices, including the d
attempt to recruit a student where this clearly conflicts with the obligations of registered prd
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. using Provider Registration and International Students gésmant System (PRISMS) to cres
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 Where the registered provider has entered into an agreenteran education agent an
subsequently becomes aware of, or reasonably suspects, the engagement by that educat
or an employee or sutbntractor of that agent, of the conduct set out in Standard 4.3
registered provider must terminate theesmgnent with the education agent. This paragraph
not apply where an individual employee or @amtractor of the education agent was respons
for the conduct set out in Standard 4.3 and the education agent has terminated the reld
with thatindividual employee or subontractor.

4.5 The registered provider must take immediate corrective and preventative action uf
registered provider becoming aware of an education agent being negligent, care
incompetent or being engaged in falsmeisleading or unethical advertising and recruitm
practices, including practices that could harm the integrity of Australian education and train

Compliance requirements
The scope of the ESOS Act is very brdhd act applieto 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 are the first point of contact with

education n Australia. As DEEWR has noted Ot heir
Australiads reputation as a desirable destin
interest in ensuring education agents act et

1. Standad 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 be included in these agreements. Studeittrieat at Monash

has responsibility for managing these agreements and for monitoring the activity of bgents.
order to monitor the activities of agents, DEEWR advises again exjiisinatory guidehat

one or more of the following activities should be undertaken:

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

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 at work at education 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 information.

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 Allocation of each agent with a Optoi mary
date

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

A business practicis requiredto ensure compliance with standard.4.3

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

Procedues must be in place for terminating agent agreements including a standard letter, a
period of notice (60 day notice <currently
immediate termination where required

5. Standard 4.5 Corrective action to be takenrespribed circumstances

A process for taking this corrective is action must also be in place.
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6. Compliance evidence

Evidence of immediate corrective and preventative action (eg record of telephone
conversation, email) taken when the registered provisBmomes 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 education agents have undertaken ESOS training

Examples of agentontracts

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 complete the ISANA ESOS training package and to
provide a copy of t training certificate as evidence of the training

Compliance Obligations

Student Recruitment

Ensure that procedures are implemeritgeanonitoring and reviewing the practices of

the agents, for termination of agreements with agents where termination conditions are
activated

Ensure that the contract between Monash and the agent includes the elements stated in
standard 4.1 and incor@ies 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 misleading
recruitment practices.

Monash Documentation

Policies and Pradures

Brand Identity Policy and Procedures

Business Rules

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

For providing agents with accurate andtogate information

For termination of agent contracts

For ensuring students not accepted from an agent who has begrdationestly

For taking corrective action upon becoming aware of an agent being negligent, careless
or incompetent

Guidelines

As outlined in O60Compliance 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 safety and social welbeing 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 datder which the registered provider accepts responsibility for approving
studentds accommodati on, support and gengd
pro forma letter

b. advise DIAC in writing of the approval using the specified PRISMSgrma letter

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

d. advise DIAC as soon as possible in the event that the under 18 year old student has chd
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 student is under 18 with a student visa that covers
cour®es, the registered provider with whom the student is currently enrolled is responsil
approving arrangements for the studentbs
nominated period.

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

a. the student is accepted by another registered provider and that registerder pedes over
responsibility for approving t he studenrn
arrangements

b. the student leaves Australia

c. other suitable arrangements are made that satisfy the Migration Regulations, or

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

Compliance Requirements

The purpose of this standard is to ensure that where providers have responsibility for approving
the accommodation and welfare arrangements for students under the age of 18, that these
arrangementsare appropriate. Under ESOS and visa requirements a parent, a nominated
suitable relative or an education provider must be responsible for the welfare of younger
international students while in Australia. If a parent or suitable relative is not in Aastnal
education provider must take responsibility.
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1. Standard 5.1 Obligations of providers where taken on responsibility for approving
accommodation and welfare arrangements

Where Monash has responsibility for approving the accommodation and weltangements
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. MesrashUniversity 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 slibbé noted that most MUFY students will
return home before commencing their course at MU

In addition Monash must advise DIAC of the approval usingbefirmation of Appropriate
Accommodation and Welfar€AAW) form on PRISMS (5.1(b)).

Standard 5.1 alsspecifies (5.1 (9)that there must be documented procedures for checking the
suitability of a studentbés support, accommo
documentation6 for a |ist of these procedur
Aoutlines the end to end process involving t
accommodation and welfare arrangement. This should include a review process and if
necessary, the termination of t hectingpareata ge me |
or legal guardians must be in place.

Finally, procedures must be in place (5.1(d)) for advising DIAC of any change of
arrangements. é¢hlthWelfare andDevelopment (HWDYX a mp u s havel tbedesponsibility
for approving these changes andddwising DIAC.

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

Special arrangements must be in place where a student is undertaking multiple courses during
the period of the visa. Examples are MUELC students enrolling in MoDablége and then

Monash University or Monash College students also planning enrolment in a degree course at
Monash. The provider with whom O60the student
approving the arrangememnid® dueitiamg atride 5629 mi n

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

In these circumstances Monash has continued responsibility for checking the suitability of
arrargements. Monash will do this by advising the care giver of the student change of status,
and by seeking confirmation about the regularity of contact with the student. In addition, the
Care Giver will be requested to follow standard protocols in contadfiogash should a
serious issue concerning the studentdés wel fa

Evidence of compliance

o Evidence of arrangement with other providers where package of courses being
undertaken
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o Records of reports being run of sateu dent «
against approved arrangements

o Records of decisions being made concerning change of approval requests

o Records of communication with Ca@vers

o Record of annual review and outcome of Care Giver Arrangements

Compliance Obligations

International Recruitment Services
e Approve accommodation and welfare arrangement and issue CAAW for under 18
students commencing their study at MC and MUoading to established procedure at:
http://www.monash.edu/international/withoffer/u18/
e Approve change of arrangements requests for newly enrolling students prior to
enrolment. See website above.

CampusHub
¢ Run Monash Reporting Sgpgeémr é¢ MRE) att lede

semester to monitor student address and requests for change of arrangements

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

e Contact each newlyneolling international student under the age of 18 twice per
semester advising them of support available and procedures for changing arrangements
and seeking feedback about arrangements

e Contact Cargyiver should there be any issues of concern

Monash College Pty Ltd (MCPL)

e Run the MC Under 18 report at least twice per trimester to monitor student address and
requests for change of arrangements

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

e Contact each newly enrolling international student under the age of 18 each trimester
and advise them of support available and procedures for changing arrangements

¢ Contact Cargayivers shold there be any issues of concern

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

Enrolments Unit (ESOS)
e Co-ordinate annual review of Caggvers
e Co-ordinate overall policy and procedural framework for Under 18 students
e Download PRISMS CAAW information onto shared drive fortnightly

Monash Documentation

Policiesand Procedures
e ESOS Student Under Age 18 policgccommodation, support and general welfare

arrangements
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A ESOS Student Under Age 18 procedusgsproval of accommodation, support and
general welfare arrangemengésMonasr pr ocedur e that outlines
processoO6 involving the recommendation, as
and welfare arrangement as well as review and monitoring arrangements

e Monash procedure to f ol | oascoramodatiomdent 6s su
arrangements in the event of Monash ter mi
enrolment until another provider takes over responsibility or the student leaves
Australia, or other suitable arrangements are made (5.3) [to be developed]

Business Rules

¢ International Recruitment Services business practice for checking the suitability of a
studentés support, welfare and accommodat
arrangements and for advising DIAC) via PRISMS 5.1(b))

¢ Monash businespractice (HWD/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
Application to be a recommended care giver
Guide for students who are under 18
Monash approve@aregivers
PRISMS pro forma documents Confirmation of Appropriate Accommodation
and Welfare (CAAW) letter
Agreements
¢ Monash agreement with Taylors College regarding the scope of responsibility
for welfare arrangments for 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 61 Student support services

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

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

b. legal services

c. emergency and health services

d. fadlities and resources

e. complaints and appeals processes, and

f. any student visa condition relating to course progress and/or attendance 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 -veddfic:
support services to assist with isstheest may arise during their study, including course progress
attendance requirements and accommodation issues. These services must be provide
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 critical incident policy together with
procedures that covers the action to be taken in the event of a critical incident, required fabdo
the incident, and records of the incident and action taken.

6.5 The registered provider must designate a member of staff or members of staff to be the
point of contact for students. The student contact officer or officers must have accpds tate
details of the registered providerés supp

6.6 The registered provider must have sufficient student support personnel to meet the nee
students enrolled with the registered provider.

6.7 The registered provider must ensina its staff members that interact directly with students
aware of the registered providerods obl i g
implications for students arising from the exercise of these obligations.
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Compliance Requirements

Standard 6 outlines specific responsibilities concerning student support services. Support
sewvices and orientation programs must be available to all students to help them to adjust to
study in Australia and understand the cultural and educational environment they 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 support services, legal
services, emergency and health services, facilities and resources, ctsnplanappeals
processes, and any student visa condition relating to course progress and/or attendance as
appropriate

2. Standard 6.2 Assistance and access to services to assist students meet course requirements
and maintain attendance

Where student are dang 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 sevices must be provided at no additional cost to the student. Staff advising
international students should have a good understanding of services including Counselling,
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
Documentation) If a student is involved in an accident, seriously injured or other traumatic
event, clear ptocols for the management of the incident need to be in place. Student support
staff need a clear understanding of this policy.

5. Standard 6.5 Official point of contact

The official points of contact for the purposes of this standard are as indid&bedsh
Universityand Monash College

6. Standard 6.6 Sufficient student support personnel

Student suport personnel need to be sufficient to meet the needs of students. DEEWR have
recommended in their explanatory guide that
policy what would be considered as appropriate in relation to the minimum support
requirementséd and that these shoul d be O6co
reqguirements of state/territory | awb.
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7. Standard 6.7 Awareness of obligations under the ESOS framework

Staff interacting with international students must be traimedE$OS. A record of annual
training undertaken by student support staff needs to be kept and staff at a minimum must
attend an annual refresher provided by Monash

8. Evidence of compliance

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

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

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

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

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

e Records that all new staff complete the online ISANA training and the SDU ESOS
training

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

Compliance Obligations

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

satisfies standard 6.1 and onés therules, expectations, facilities and services and
assistance available to facilitate a smooth transition into life in Australia

e Ensure the University Critical Incident Policy is understooddiypus Hulstaff

e To provide opportunity for students txcess welfare related services and services
designed to assist students in meeting course requirements and maintaining their
attendance.

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

e Ensure that all neWampus Hulstaff have attended SDU ESOS training infilst six
months of the 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
6age and culturally appropriate orientat
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, Faculties, Orientation Committee and Monash Abroad concerning
provision of Orientation program
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Faculties

¢ In conjunction with relevant organizational units within the Univertityprovide an
6age and cultwurally appropriate orientat
satisfies standard 6.1 and outlines thkes, &pectations, 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 services and services
designed to assist students to meet course requiteraad maintain their attendance
(if applicable)

e Liaise withCampus HupOrientation Unit, Orientation 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 the first month of commencement of their tole

Monash Research Graduate School (MRGS)

e In conjunction with relevant orgasaitional units within the Universityo provide an
6age and culturally appropriate orientat
satisfies standard 6.1 and outlines thk&es, expectations, facilities and services and
assistance available to facilitate a smooth transition into life in Awastra

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 with ISS, Orientation Unit, Orientation Committee and Mbnasroad
concerning provision of Orientation program

e Ensure that all new MRGS staff have attended SDU ESOS training ifirghesix
months of the commencement of their role and completed the ISANA online tutorial
within the first month of commencementtbgir role

Monash College Pty Ltd (MCPL)

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

e Ensure that a Critical Incident Policy is in place and understoddQRL staff

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

e Ensure that all newICPL staff have attended SDU ESOS training in tffé6 months
of the commencement of their role and completed the ISANA online tutorial within the
first month of commencement of their role

Monash Abroad

e Provide an age and culturally 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 transitianlife in Australia

e Liaise withCa mp u s , Gtiantafioa 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 béir role and completed the ISANA online tutorial
within the first 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 formévlonash staff contains ESOS information and is
updated annually

Monash University Library (MUL)

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

e Provide opportunities for students to access learning suppatitesdesigned 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 aothpleted the ISANA online
tutorial within the first month of commencement of their role

Monash Documentation

PoliciesandProcedures
e Critical Incident Policy (Std 6.4)MonashCrisis Man@ement Recovery Plan
e Critical Incident procedure (Std 6.4)Mo n a Brhceddres 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 As outlined in 6Compliance Requirementsb©d

Other Documentation
¢ Sufficient studensupport 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 regi stered providerds course with

s t u d eincipa courge of study except where:

a. the original registered provider has ceased to be registered or the course in whiadeheis
enrolled has ceased to be registered

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 Aysttadian
Government or state or territory government that prevents the studentdmimuing his or her
principal course, or

d. any government sponsor of the stude consi der s t he ¢ hanngeestand
has provided written support for that change.

7.2 The registered provider must have and implement its documented student transfer
assessment policy and procedure, which is avaitatdeaff and students. The policy must specify
a. the circumstances in which a transfer will be granted

b. the circumstances the registered provider considers as providing reasonable grounds for
refusing the student 6s r édgaorsidered detrimenthltod i n g
the student, and

c. a reasonable timeframe for assessing an
the restricted period.

7.3 The registered provider must grant a letter of release only where the baglent

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

b. where the student is under 18;

i. the registered provider has wr idudrdian Sugpast,
the transfer, and
ii. where the student is not being cared for in Australia by a parent or suitable nominated relaf
valid enrolment offer also confirms that the registered provider will accept that responsibili
approvi ng t heanodation dupport ahg gereeralovelfare arrangements as per Stan
(Younger students).

7.4 A letter of release, if granted, must be issued at no cost to the student and must advise th
of the need to contact DIAC to seek advice on whether sshelent 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 request and must be informed of his or her right to app
regi ster ed minaccordhrce Wits Stathda B €Conplaints and appeals).

7.6 The registered provider must maintain records of all requests from students for a letter of re
and the assessment of , and decision regard
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Compliance Requirements

Standard 7 requires providers to assess applications for trandier thi first six(calendar)
months of t he °eoursedThis meass thptramy rstadent wishing to transfer at
any time prior to the completion of the first 6 months of their principal course (including
enrolment in a preliminary course or cees) must apply for a Release letter.

Previously, transfer requests were a DIAC responsibility in that students had to apply for a new
student visa if they sought to transfer from one provider to another within the first 12 months
of t he st padceunse.New, ipis a provider responsibility to assess and decide on
transfer requests.

Incoming students

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

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

Students applying to study at Monash who ameoked 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 existing provider to Monash (International Recruitment Services). Both the
application for admission forrmd PRISMS must be checked to determine whether the student

is in the firstsix months of their principal course.

Outgoing students

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

For existing Monash students seekingramsfer within the first six calendar months of their
principal course Monash must assess the application accordingdouitse transfer request
policy ard procedure A release letter can only be granted if the student seeking transfer
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 semlalapp

from the studentds parents or | egal guardi ar
or suitable relative in Australia, evidence must be provided by the student that the new
provider accepts responsi bi | modgtionfand welampe pr o v |
arrangements.

4. Standard 7.4 Letter of release must be issued at no cost to the.student

*AThe principal course of study refers to the main co
a student visa has beimsued for multiple 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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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 sight

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

6. Standard 7.6 Maintain records of transfer requests

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

7. Evidence of compliance

Copies of requests from students for a
release form

Copies of the assessment of the request

request form
Copies of letter informing the student of the decision and reasons if the student is
refused

Exampl e of appeal documentation consi ste

outlined in standard 8
For studento6s under a gtlewrite8 confiamatmmtpat the o f

-

C

student6s parent or | egal guardi an suppor

Evidence of a valid enrolment offer confirming that the registered provider will accept

t hat responsibility for approvi nggneralhe st

welfare arrangements as per standard 5.

In addition, examples of compliance could include:

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

Sample of valid enrolment offer letter

Compliance Obligations

International Recruitment Services

If students are tresferring from another provider, check PRISMS (and Monash
documentation 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 trasfer request applications for pre enrolment students according to the Monash
transfer request policy and procedure

Issue a release letter or refusal of release only aftecking the student status on
Callista andsighting an offer letter from the receig provider and if the student is
under age 18 follow the requirements outlined concerning standard 7.3.

6Enrolmenth the National Code ( Def i nWhere therstaderd Imasl beéndssuedwjthmas ) i s def
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 isgressing towards the completion of the course requirements. The period of enrolment includes
scheduled breaks between study periods
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e File a copy of the Release letter decision on student file

Student Service Centre(s)

e Assess transfer request applications for students accorditiget Monash transfer
request policy and procedure

e Issue a release letter or refusal of release according to the Monash policy and after
consultation with the relevant faculty

o File a copy of the Release letter decision on student file

Monash Documentaton

Policy and Procedures
e For both Monash College and Monash University a documented studester
request assessment policy and procethatis:
o madeavailable to students and staff,
o and specifies circumstances for granting or refusal of transfer request and
timeframes for assessment and reply

¢ International Recruitment Services, Service Centre and Monash Cptlecgdures for
assessing and deciding on transfer requests

BusinesRules

Guidelines
¢ As outlined indCompliance Requiremerds.

Other
Letter
e Pro forma Release approval and Release refusal lette
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 provider ntusave an appropriate internal complaints handling and apj
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 for lodgiagormal 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 no costd 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 process aamences within 10 working days of the formal lodgement of the complail
appeal and supporting information and all reasonable measures are taken to finalise the pi
soon as practicable.

8.2 The registered provider must have arrangements in fila@eperson or body independent
and external to the registered provider to hear complaints or appeals arising from the re
provideroés internal compl aints and appeal
body is appropriate fahe 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 processw@inimal or no cost.

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

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 preventative actions required and advise tiienstaf the outcome

Compliance requirements

Standard8 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 ealagpd

for an independent and external authority to hear the complaint or appeal arising from the
providerds process. The student must be advi
appeals process and his/her enrolment must be maintainedsttittent 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 he transition of a complafhtto
grievancé and the steps to be undertaken (by both the complainant and Monash) to resolve the
matter. In summary, the first step is to attempt to resolve a complaint informally. If a complaint
is not resolved informally, #n a written request for resolution of the matter is made to the
organizational unit grievance officer. The complaint is then considered a grievance. The
grievance officer will then attempt to resolve through investigation and conciliation and may
call a onciliation meeting(s) with the parties involved. If the matter remains unresolved the
student may appeal in writing to the University Ombudsman who will investigate and review
the matter and make a recommendation to the Deputy Vice Chancellor (Education)

For Monash students the appeal procedures relatiegdioision for unsatisfactory progress
health disciplineand complaints ofliscrimination and sexual harassmarg dealt with under
separate procedures from the more general university grievance procedures. The appeal
avenues outlined in these procedures are the final internal avenue of appeal.

Standard 8.1 requisethat Monash has in place procedures for recording each formal
complaint, investigating each complaint within 10 days of lodgememtyiding to the
complainant a written statement of the outcome and reasons for the decision, maintaining the
st u d e rolméns white rthe grievance is being considered and implementing the decision
made concerning the grievance.

Standard 8.2 External body to hear complaints and appeals

The final stage of the complaints and appeals process is that if a student issstiitfied with

the way the grievance has been handled [or the decision] of the Deputy Vice Chancellor
(Education) concerning the grievance, then the student may submit the grievance to the
Ombudsman Victoria. The Ombudsman Victoria is the independemhaktedy Monash has
nominated to hear complaints and appeals from the Monash processes required by standard 8.2.
The ombudsman has authority to recommend a decisiondxamined or to take a course of

action such as offering an apology or changing licy®r procedure. It cannot change the
Monash decisionSee nformation about th©@mbudsman Victoria

Monash College has nominated either@wnsumer Affairs Victoriar the Ombudsman
Victoria to 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 th@ted has the right to access the external appeals
process at minimal or no cost. Monash does this when 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

8 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 ibbi ged t o maintain a student 0:
accesses the internal complaints and appeals process. The DEEWR explanation (Explanatory
Gui de) i s Urntildhe Eompldints ansl appedls process is completed, the provider must
maintain theenr ol men't of the student. To O6émaint ai
provider does not notify DEEWR of any <chang:i
Provider Registration and International Student Management System (PRISMS).

The providetmu st mai ntain the studentds enrol ment

all types of complaints or appeals. However, whether the provider must maintain the enrolment
throughout an external appeals process depends on the type of Hdbeahpeal is against

t he provider 6s deci sUnsatisfadtooy caurseppoogress (Sdaredards t u d e
10) or Unsatisfactory attendance (s&andard 1l Monash must mai nt ai n t he s
enrolment (ie. not report the student for unsatisfactory progress or attendance) until the
external complaints proses i s compl ete and has supported

The provider must wait for the outcome of the external process in this case as reporting a
student for unsatisfactory progress or atte
visai it may result in automatic cancellatianf t he appeal i's against
defer or suspend a studentd@s$soecraolkcméntt he u e
enrolment (se&tandard 18Monashonly needs to await the outcome of the internal appeals
process (supporting the providebgefore notifying DEEWR through PRISMS of the change to

thes t u d enrolméns

Standard 8.5 Where dision 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 documented complaint handling and appeals policy freetgssible 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 studentds academic record aftedenatnbsappe
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
requirements listed at 8.1.

e Evidencethatthe provddr has made the student aware o
maintain the studentodos 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 eage stiathe appeal. Evidence that the
statement is issued to the student and a

e Advice given to students of the independent bodies available to them. Evidence of
where a student has accessed an independent body andcthreeof 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 accurate 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 about the complaints and appeals

policy and processes
¢ Investigate and conduct complaints process in accordancéaetitly and Mnash
requirements

Monash College Pty Ltd (MCPL)
e Provide information about MCPL Complaints and Appeals process at Orientation
e Provide clear and accurate documentation about a formal complaints and appeals policy
and processes that is avaiRto international students
e Provide clear and accurate documentation about a formal complaints and appeals policy
and processes that is outlined at Orientation and available on the web site
e Investigate and conduct complaints process in accordancéMittequirements

Monash documentation

Policies and Procedures
e Academic and Administrative Complaints and Grievance Policy
e Complaints 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 ande@2ance Policy and Procedure

Guidelines
e As outlined in O6Compliance Requirements?©o
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Standard 97 Completion within the expected duration of study

Legislation

National Code of Practice
Standard 97 Completion within the expected duration of study

Outcome of Standard 9

Registered providers monitor the workload of students to ensure they complete the cours
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 durati
of study for the course through the issuing of a new COE in limited circumstances.

9.1 The registed provider must have and implement documented policies and proceduf
monitoring the progress of each student to ensure that at all times the student is in a po
complete the course within the ex Edmrnoritdring
this enrolment load, the registered provider must ensure that in each compulsory study peri
course, the student is studying at least one unit that is not by distance or online learning.

9.2 The registered provider may only exttnh e dur ati on of the stu
the student wil/l not complete the course
CoE, as the result of:

a. compassionate or compelling circumstances (e.qg. illness where alroeditieate states that th
student was unable to attend classes or where the registered provider was unable to offs
requisite unit)
b. the registered provider implementing its intervention strategy for students who were at rish
meeting sasfactory 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 variation itn6d hexpaa
of study in accordance with 9.2, the registered provider is to record this variation and the rea
it on the student file. The registered provider must correctly report the student via PRISMS
issue a new CoE when the stad can only account for the variation/s by extending his or
expected duration of study.

9.4 The registered provider may allow the student to undertake no more than 25 per cen
studentds total cour se by dithe tegstea prosicedniust n
enrol the student exclusively in distance or online learning units in any compulsory study peri

9.5 Except in the circumstances specified in 9.2, the expected duration of study specified
student 6s &ceell thenQR$COS neaisteredecourse duration

Compliance Requirements

The purpose of this standardtes ensure that students enrol so that they are able to complete
their course within the duration specified in the CoE. Part C, paragraph 7.1 of the National
Code, which deals with CRICOS registration issues, requires that courses be registered on
C R | C ©rsthedasis of the normal amount offuli me  @vér the perdods of compulsory
study.Current practice is fomostcourses at MUs to be registered on dual semestéebasis

and for Monash Coll ege, a tri mets becomplbtedsni s .

four years.
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The course durati on sipbased dnithe cegistered caurses CRIGDSE nt 06
duration adjusted for any credit awarded to the student. Courses in turn are registered on
CRICOS according to the Monash businessctiza hé duration of alffull-time courses
registered by Monash 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 24redit points for one or more semester of a course, that overload
requirement will be taken into account in determining the registered duration fofllthene

course 0

In order for students to complete their courses within the duration specified oGdhe

Monash requires that for coursework students, the standard enrolment is 24 credit points per
semester. Faculties and Monash College must monitor the expected duration of students by
running the o6Durationdé reportintheESOSfeldefdo na s h
MRS/ESOS/Duration report)

1. Standard 9.1 Documented policies and procedures for monitoring progress

Providers are required to monitor a student 6
and pr oc enduerthatsatllatines tide student is in a position to complete the course
within the expect edOrgdnisatianaliumts r@spohsbte donrdoaitorthg 9 . 1
course progress should run the Duration redRS/ESOS)arly 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  Circumstances permitting course extension

Standard 9.2 specifies the circekehmances i n which the duration
extended (by issuing a new CoE) beyond the period specified on the current CoE. These
circumstances are:

a) compassionate or compelling circumstances

b) implementation of the provider Interventiotr&egy

c) approved deferment or suspension of study

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

Faculties are responsible for receiving and approuinderloadapplications from students and

for receiving and approving course extensigpl&ations (applications for a new CoE).
Campus Hubsssue the new CoE based sign off from facultiesthat standard 9.2 grounds

have been met and advice about the expected course end date. The standard course end date to
be entered onto a CoE for stutie completing mid year is 30 June. $&gnash PRISMS User
Manualat p.79.

a) Compassionate or compelling circumstances

Monash definesco mp a s si on at e ascrcumstanoegviichlaieinvgldntary and
present a student with few or no alternative courses of action to reducing their enrolment load
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or intermitting their studies for a period. These may arise from a personal situation impacting
on enrolment or purelgnenrolment situation.

Personal situationmclude medicagroundswhere a student hasserious 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 assmta or support.

An enrolment situation includes amderload arising from course progress rules/prerequisite
requirement which prevent an enrolment in a futle loadof units and unit failure where

some units have been failed but not a sufficient nuntdactivate the Intervention Strategy. It
includes a ai statteaoho6whe oar-gpprovedrstody loadprortmr pr
1 July 2007 would lead to the student being unable to complete within the expected duration

An extension on compsi®nate or compelling grounds can be approved as long as information

is available that the student DEBWR ekptahatorywi n g

quide).

As a general rule, faculties should interpre
the grounds for refusing a CoE application ashemgd c o mpassi onate or ¢ o mj
where clear evidence is available to support such a decision

For students who have been excluded, are appealing the exclusion and their visa is expiring, a
new CoE should be issued. This ensures neprgting of the appeal decision and upholds
compliance with standard 8.4 wthudgédntreéguemresl
while the appeal process is ongoing. The CoE should be extended for a period of 6 months.

b) Implementation of provider Intervention Strategy

The intervention strategy is implemented through the issue of warning letters, actidtien
mid year intervention strategy for semester two commencers, and Underload through the APC
process and/or student application for and approval of Underload.

Underload approval
Approval to Underload on the grounds specified in standard 9.2 can dre gjther by direct
Monash action or following application by the student.

1. Direct Monash actiori this involves a Monash decision independent of student
application eg Academic Progress Committee (APC) placing a student on an enrolment
condition to enroin a reduced load.

2. Application by student this arises when a student applies to reduce their study load on
the grounds of O6compassionate or compel ||
complete and submit to faculty with supporting docum@matthe Underload
Application Form International Students

Underload approval is not required for final semester or final year students completing within
their CoE period ofor 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 wvariation to a stiatidnenudtibesecaded ol me
on Callista in ESOS Notes and the Underload form and any associated documentation scanned
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to central filing. The recording of the variation in Callista ESOS notes enables easy
identification of approved variations when enrolmenbréepare run.

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

c) Approved deferment or suspension of study

Approved deferment or suspension of study is the third ground on which a course can be
extended in Australidf a student defers course commencement, is suspended from study or
intermits, the studedts CoE may ¢hangeé atus of OFinishedd
this circumstance, the course can be extended.

Monitoring course duration
In order to establish that students can complete on time, faculties are required to actively
moni tor a st Thdydao thabthroughrrinmgng the Buration report (MRS/ESOS).

Duration Report in Callista
Faculties are responsi bl (MRSESOS)This repoit shauldbeh e o6 L
run at least twice per semestearly in the first two weeks of classmsd at census dates.

First week of classes

Students who have been identifiedthe Duration Reporasnot being on tracko complete

within the expected duration of study as specified in their CoE should be contacted within the
period allowing for furtler enrolments to make an appointment withir faculty to discuss

their enrolment. Students who do not respond to this request should be contacted (phone,
email or letter) advising thét they seek a new CoE to extend their course duration in Australia
there may be grounds for refusing the application.

If a student does not respond to the faculty warning, a note should be made in ESOS notes in
Callista. Further, an email should be sent to the student advising them of the consequences of
under enrollingIf a student subsequently seeks a course extension, the faculty should take into
account previous communication with the 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 studestwhen they enrol on line, if a student does not enrol in 24 credit points a
warning on WES is displayed as follows:
AUnder government regulationimternational students on a student visa should be
enrolled in a full time load per semester. By enrolling in less than 24 credit points per
semester, you could be in breach of your visa regulations. If you are a Monash College
student enrolling in one imester at a time, please disregard this message and click
YES. Contact your faculty or Monash College for further advice

Census dates

At census dates, students should be informed of their situation and advised to investigate
opportunities for enrollig in additional units in a future non standard semester or if applicable,
apply tounderload.
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DEEWR guidelines
DEEWR provides useful guidance on monitoring course duration.eXpknatory guide for
standard %tates the following:
AWhen a provider finds a student is not goi
provider needs to decide how to respond. Essentially, the provider has three options:
e encourage the student to O6catch upd by 1t a
» take steps which will enable the provider to issue a new CoE for the student; or
e if the student has deliberately enroll ed
to the contrary, take gpopriate action.

As the intention of Standard 9 is that students genuinely try to complete their courses within
the expected duration, the provider should encourage the student to pick up extra units during
the course. These extra units could be pickedluring compulsory periods or during non
compulsory study periods where the provider offers thékmawvever, for students who have
failed some wunits, 6overloadingdé (taking mo
period) is not recommended.

If picking up extra units throughout the course is not appropriate, other actions should be
considered. Different responses may be appropriate for different circumstahlesaction
taken does not necessarily have to involvdepth counselling or extrastudys si st ance. 0

In essenceactive and early the monitoring and regular the communication with studadss
to asmootter CoE approval process.

2.3 Evidence required for 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 faculty and has ignored advicedoy their enrolment loadf the faculty has
attempted without success to contact a student on three ocaarsiooss there would be

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

Before a final decision is madie faculty wodd need a final review of whether
‘compassionate or compelling grounds' exist.

2.4 Student application for a CoE (course extension in Australia)

Application process

Students apply for new CoEO6s by | odgiomsy a pz¢
forwarded to faculties where a decision is made to approve or refuse the course extension
application.

Where an application is approvetthe faculty must indicate the basis for the approval by

ticking one of the three standard 9.2 grounds forrexte ng a studentds cou
Where the 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 decision has been made, HWD is sent an email sthakgs if a course

extension has been approved, the reason and if an extension has been approved, the course end
date.
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Research students

MRGS will not become aware that a student will be unable to complete their course within the
time specified on th€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.

3. Standard B Recording variations in student enrolment load

This standard requires thaairiations ina st udent 6s enr ol ment | oad
expected duration must be kept on file. If an underload is approved the documentation must be
stored on central file.

4. Standard 9 Maximum course enrolment by distance and or online

Students can enrohino morethan 25%of their course by DEor online learning. The
MRS/ ESOS StuggntoCotrse Errolment- Percentage by DE/Online studyand
Student compulsory study period enrolment by DE/online study s houl d be run
week of classed his provides time for corrective action to be taken.

The monitoring of [E/On line study involves three groups of students and template letters
have been developed for each group:

e Students who are at risk of enrolling in more than the permissible DE/On line
enrolment

e Students who have exceeded the maximum permissible DE/@nliabnent

e Students who are enrolled in only DE/On line units.

It is important to keep in mind that even though there is no restriction on students enrolling in
DE during non compulsory study periods (eg Summer) this period of enrolment is included in
theoverall calculation of percentage by DE/Online study. Sgxanatory guide

5. Standard % The expected course duration specified on the CoE must not exceed the
registered duration unless standard 9.2 applies

This standard places the onus on providers
duration specified o€RICOS. The only exception to this is if a course extension is approved
on standard 9.2 grounds

Compliance Obligations

Faculty
e Ensure that the o6full ti me enrol ment/ | oad

e Monitor expected completion of stent by runningthe Duration reportat the
beginning of each semestand at census date and contacting students who will not
complete on time.

e Ensure that studentsr@hin no more than 25 per cent of the total course in which they
are enrolled by distance education or online study
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e Monitor enrolment by DE/on line by running the MEESOSreports Student Course
Enrolment- Percentage by DE/Online stuéind Student compulsory study period
enrolment by DE/online stujiyto ensure studestare not enrolled exclusively in
distance or online learning units in any compulsory study period

e Assess applications and make decisions for a reduced load in accord with Monash
O0Monitoring a Studentds Workloadd procedu

e Assess applications for Defernteor Intermission in accordance with Monash
6Def erment of study procedured and OAppl i

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

e Record variations t @app@valsangcaehteahfitng s enr ol men

Ensure that the oO0full time enrol ment/ |l oad

Assess applications for Deferment or Intermission in accordance with Monash

6Def erment of study procedured and O6Appl i

e Makedecisions concerning Suspending students from study in accordance with statute
4.1

e Record variations to a studentoés enrol men

e Monitor expected completion of student by runndgration reporin MRS/ESOSat

the beginning of each semester

Monash College Pty Ltd (MCPL)

e Ensure that the oO6full time enrol ment/ | oad

e Ensure that student 0 seneohtheddtal counse in whicimbey e t h
are enrolled by distance education or online study

e Monitor enrolment by DE/on line by running the MIESOSreport Student Couies
Enrolment- Percentage by DE/Online studnd Student compulsory study period
enrolment by DE/online studyo ensure students are not enrolled exclusively
distance or online learning units in any compulsory study period

e Assess applications and make decisions for a reduced load in accort@Rh
procedures

e Assess applications for Deferment or Intermission in accordance M@PL
60Deferment edfurebuaynwdpiodédppl ication for I nt

¢ Make decisions concerning Suspending students from study in accordance vAth MC
procedure

e Variations to a student 0 LLemralblihgment | oad

e Monitor expected completion of stent by running Duration report at the beginning of
each trimester

Campus Hub
e |f the reason for the decision on Course extension is not indicated on the email from

Faculty or the hard copy application formmec k ESOS notes and/ or
confirm with faculty before issuing a new CoE

Monash documentation

Policiesand Procedures
e Course Structure Policy
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https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_PCENT_BY_DE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_PCENT_BY_DE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_PCENT_BY_DE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_COMP_STUDY_DE_ONLINE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_COMP_STUDY_DE_ONLINE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_COMP_STUDY_DE_ONLINE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_PCENT_BY_DE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_PCENT_BY_DE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_PCENT_BY_DE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_COMP_STUDY_DE_ONLINE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_COMP_STUDY_DE_ONLINE
https://callistarep.monash.edu.au/rep_cprd/run?report=ENRCENT_COMP_STUDY_DE_ONLINE
http://www.policy.monash.edu.au/policy-bank/academic/education/awards/course-structure-policy.html

e Procedure for approving tB¥ment or suspension of study (See standard 13) or for
applyingstatute 4.1 discipline

BusinesRules
e Abusinesspracticeor wupdating a studentos ISMSI e an
and/or issuing a new COE when the circumstances outlined in 9.2 apply.
e A business practictor reporting students when approved to extend duration of study
under standard 9.2

Guidelines
e As stated irCompliance 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

Note: This chapter updatetb/11/09
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Standard 107 Monitoring course progress

Legislation

National Code of Practice
Standard 107 Monitoring course progress

Outcome of Standard 10

Regi stered providers systematically monit
are proactive in notifying and counselling students who are at risk of failing to meet cours
progress requirements. Registered providers report students, under section 19 of the ESOS A
who have breached the course progress requirements.

10.1 The registered provider must monitecord and assess the course progress of each studd
each wunit of the course for which the stu
documented course progress policies and procedures.

10.2 The registered provider must havel amplement appropriate documented course prog
policies and procedures for each course, which must be provided to staff and students, tha
the:

a. requirements for achieving satisfactory course progress

b. process for assessing satisfactoryrseyprogress

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

d. process for determining the point at which the student has failed to meet satisfactory
course progress, and

e. procedure for notifying stients that they have failed to meet satisfactory course pro
requirements.

10.3 The registered provider must assess the course progress of the student in accordancs
regi stered provideros cour se prtofeves stedy gerod. i

10.4 The registered provider must have a documented intervention strategy, which must G
available to staff and students, that specifies the procedures for identifying and assisting sty
risk of not meeting the courgeogress requirements. The strategy must specify:

a. procedures for contacting and counselling identified students

b. strategies to assist identified students to achieve satisfactory course progress, and

c. the process by which the intervention strategciated.

10.5 The registered provider must implement the intervention strategy for any student who ig
of not meeting satisfactory course progress requirements. At a minimum, the intervention 9
must be activated where the student hagedadr is deemed not yet competent in 50% or more o}
units attempted in any study period.

10.6 Where the registered provider has assessed the student as not achieving satisfacto
progress, the registered provider must notify the student itmgviof its intention to report the
student for not achieving satisfactory course progress. The written notice must inform the
t hat he or she is able to access the reg¢
Standard 8 (Complainend appeals) and that the student has 20 working days in which to do S
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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 process is completeddtsdimea
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 O6syst
Oproactive in contadénhgd awhocauesalkimg s& o
requirements. Students are to be reported according 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 nodmoansi steosrseedd 6 rfeocroreeseah auni t
provider ds cour s e.FpriMonash each facslty lsas dbcumented pcactiees
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 ofushchestod.

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 waretteyd at the end @ach semesteand

by sending Notice of Referral (al so wwmown as

Higher Degree Research students (HDR)

For HDR students, course progress is monittiheasligh Annual Questionnaires and
candidature milestonemformation ontheseprocessess available under the heading of
Progress Reews at and inthe handbook

4. Standard 10.4 Documented Intervention strategy

Monash has a documentedervention strategy(see also flow chart on page 73hestrategy

as perDEEWR requirements stated in tlexplanatory guiddhas6 pr ocedur es f or |
and assisting students at risk of not meeting course requirements at the end point of each study
period[and for] contacting students, counselling students; arrangements to assist students to
satisfactorily complete their course; and information about how and when the intervention
strategy 1is activated®o. I n addi tunselimg andEv i de
assistance given under the intervention pol.

“The National Code Aldistreteperiod ofstudydvighin p eoursepndmely termpgsemester,
trimester, short course of similar or lesser duration, or as otherwise defined by the registered provider as long as
that period does not exceed six monthsé
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http://www.policy.monash.edu/policy-bank/academic/education/conduct/faculty-apc-committees-procedures.html
http://www.mrgs.monash.edu.au/research/doctoral/chapter3h.html
http://www.mrgs.monash.edu.au/research/doctoral/chapter3h.html
http://www.policy.monash.edu/policy-bank/academic/education/conduct/academic-progress-intervention-strategy-procedures.html

The strategy provides for early warning letters to be sent to students who are not progressing
satisfactorily at the end of each semester and for a mid year intervention to be activateld for mi
year commencers. Any intervention strategy letters sent to students must be scanned to central
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 maoe of the enrolled units in the study period (10.5) Monash activates its strategy by
sending 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 studerttas been assessed as not achieving satisfactory progress, the student must be
notified of the providerds intention to repo
complaints and appeals process (standard.10.6)

For the purpose of standar@.& the relevant complaints and appeals process are the appeal
provisions as outlined itatute 6.2 Exclusion for unsatisfactory progress

Apped provisions are outlined in Clause 7.1 See &gousion for unsatisfactory progress
regulations

Students are informed of their appeal rights at the time whemargthas been assessed as not
meeting course requirements. This assessment occurs at the time of APC decision. The written
notice is to be held on central filing.

If a student appeals against the assessment of unsatisfactory progress, evidence miughbe ke
file of an appeal in accordance with standar
(eg Section 20 notice) of final reporting to DEEWR via PRISMS

7. Standard 10.7 Student Reporting

Providers must report students at the conclusfon @ hi s process O0E®o soon
reporting occurs once any appeal processes have been finalised, including external appeal.

8. Compliance evidence

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

« adowmented intervention strategy for students at risk of not making satisfactory
course progress

e evidence of assessing studentsd course p

e documented evidence in studentsod florl es o
them

e evidence in studentso6 files of written

intends to report them for not making satisfactory progress and advising them that
they are able to access the provider 6s
working days
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http://www.monash.edu.au/pubs/calendar/statutes/statutes06.html#Heading150#Heading150
http://www.monash.edu.au/pubs/calendar/regulations/regulations19.html
http://www.monash.edu.au/pubs/calendar/regulations/regulations19.html
http://www.monash.edu.au/pubs/calendar/regulations/regulations19.html

e evidence of an appeal in accordance with Standard 8, if a student appeals and
e evidence in the st oopgyeal & Sectionf 20 Inatice)(of fonal e x a
reporting to DEEWR via PRISMS

Compliance Obligations

Faculty
e Havea course progress policy and procedure applicable for each course of study

e Assess students course progress at the end of each semester

Monash College Pty Ltd (MCPL)
e Have a course progress policy and procedure applicable for each course of study
e Assess stdents course progress at the end of each trimester

MRGS

Have a course progress policy and procedure applicable for 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
e 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
progressincluding 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 repting those students to DEEWR via PRISMS as soon as practicable

Guidelines
e As stated in 6Compliance Requirementsé®o
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http://www.adm.monash.edu.au/execserv/progress/academic-progress-rules.html
http://www.monash.edu.au/pubs/calendar/statutes/statute06.html#Heading55
http://www.monash.edu.au/pubs/calendar/regulations/regulations19.html
http://www.policy.monash.edu/policy-bank/academic/education/conduct/academic-progress-intervention-strategy-procedures.html
http://www.adm.monash.edu.au/execserv/progress/sample-proformas.html

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 Code of Practice
Standard 11 Monitoring attendance

Outcome of Standard 11

Regi stered providers systematically moni't
relating to attendance. Registered providers are proactive in notifying and counsellin
students who are at risk of faiing to meet attendance requirements. Registered provider
report students, under section 19 of the ESOS Act, who have breached the attendar
requirements.

11.1 The registered provider must record the attendance of each student for the schedule
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 or nemward ELICOS courseyo

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 d

apply.

11.3 For the courses identified 11.1, the registered provider must have and implement appro
documented attendance policies and procedures for each course which must be provided to
students that specify the:

a. requirements for achieving satisfactory attendance, which minimum, requires overseg
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 determinineé point at which the student has failed to meet satisfactory atteng
and

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

11.4 For the courses ident i f iancd policiesahdlprodedur
must identify the process for contacting and counselling students who have been absent f
than five consecutive days without approval or where the student is at risk of not attending
least 80 per cent of the schéetlicourse contact hours for the course in which he or she is en
(i .e. before the betow&gartefts attendance dro




Legislation (cont)

Standard 11 Monitoring attendance (continued)

11.5 For the courses identified in 11.1, the registered providerregidarly assess the attendan
of the student in accordance with the reg

11.6 Where the registered provider has assessed the student as not achieving satisfactory g
for the courses identifieth 11.1, the registered provider must notify the student in writing o
intention to report the student for not achieving satisfactory attendance. The written notic
inform the student that he or s hplainisand apgpdal
process as per Standard 8 (Complaints and appeals) and that the student has 20 workin
which to do so.

11.7 Where the student has chosen not to access the complaints and appeals processes wi
working day period, withchws from the process, or the process is completed and resultj
decision supporting the registered provider, the registered provider must notify the Secrg
DEEWR through PRISMS that the student is not achieving satisfactory attendance as
practicable.

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

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

b. the student records clearly indicate that the student is maintaining satisfactory course p
and c. the registered provider confirms that the student is attendingse7@e@er cent of the
scheduled course contact hours for the course in which he or she is enrolled.

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 c&ma@dnce requirement where:

a. the student produces documentary evidence clearly demonstrating that compassiq
compelling circumstances (eg illness where a medical certificate states that the student is U
attend classes) apply, and

b. that deision 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 s(

Compliance Requirements

1. Standard 11.1 Attendance record keeping requirement

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

2. Standard 11.2 Implementation of a DEEWR and DIAC approved course progress policy

For providers who are registered as vocational and technical educationepsdhi@ standard
provides the option of implementing a DEEWR approved course progress policyoresM
College is not a registered vocational and technical education provider and MUELC is a
provider of English language courses this standard does ngt appl
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3. Standard 11.3 Implement appropriate documented attendance policies and procedures

MUELC must have documented attendance policies and procedures that meet the requirements
of standard 11. These policies and procedures must identify the process témticgnand
counseling students (11.4) for regular attendance monitoring (11.5), for notifying identified
students of the opportunity to access the complaints process (11.6), for reporting students
(11.7) and for circumstances where students need nopbseed 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 procedure must ensure that the process for contautirgpunselling
students who have been absent for more than five consecutive days is covered off per this
standard.

5. Standard 11.5 Reqgular assessment of attendance of the student in accordance with the
regi stered providerosuregsttendance policies

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

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

Where studnts have been assessed as not meeting the attendance obligation they must be
advised in writing of the intention to report and that they have 20 working days to access the
6compl aints and appeal s6 process.

7. Standard 11.7 Reporting obligation

This standrd specifies the point at which students must be reported for breach of the
attendance obligation. The obligation arises where the student has not accessed the complaints
and appeals process, withdraws from it or the process is completed with a deggiortiisg

the registered provider.

8. Standard 11.8 Reporting option for vocational and technical education anawaoth
courses identifiedin 11.1.aand 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 identified in 11.1

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

For accredited and nesward ELICOS courses, and accredited schools courses

Providers record attendance and require @mum attendance of 80%, but may decide

not to report a student for breaching 80% if there is documentary evidence
demonstrating that compassionate or compelling circumstances apply, the decision is
consistent with its documented attendance policies anckgures, and the student is
attending at least 70% of the course contact hours for which he or she is enrolled and
this is consistent with the providerds do

To demonstrate compliance:

Appropriate documented predures for monitoring attendance against the 80% and

70% standards.

Evidence of counselling and warning letters in student files.

Where a student has breached attendance, a copy of the breach letter with the
information that the studenthas arighttcacs s t he provi der 6s con
process within 20 days.

Where a student has accessed the provide
of the outcome of the process on the st uc
If a student has been reported through PRISMSp#& obthe section 20 notice on the
studentodos file.

Compliance Obligations

MUELC

Have documentedtendance policies and procedures in place

Maintain a record of scheduled contact hours for each course

Report students whose attendancesfaktlow 80% of the scheduled contact hours for

the course and who are unable to meet this requirement for the remainder of the course
unless their attendance percentage is at least 70%

Monash Documentation

Policies and procedures

MCPL attendance policgeand procedures

Guidelines

As stated in 6 Compliance Requirements?®
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Standard 127 Course credit

Legislation

National Code of Practice
Standard 127 Course credit

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

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

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

b. provide a record 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 provideramts the student course credit which leads to a shortening ¢
studentds course, the registered provider
a. if the course credit is granted before the student visa grant, indicate the actual net course
(as reduced by course credit) ire tbonfirmation of enrolment issued for that student for that co
or

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

Compliance Requirements

1. Standard 12.1 Documented procedures

Monash must have documented procedures in pladbdassessment 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 studerdg 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 letter is sent to
the student for the student to return with the signature on the aeditror 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 filed centrally

Compliance Obligations

Faculty
e |If credit granted pre enrolmeadvise International Recruitment Services (IA) pre offer

so expected duration can be recorded in CoE
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e Advise International Recruitment Services (IRS) if course duration changes pre
enrolment following grant of credit so new CoE can be issued

¢ Advise ESOSReporting Officer if course duration changes post enrolment following
grant of credit so a new CoE can be issued.

e For credit granted post enrolment, obtain signature of student on record of credit by
emailing or sending a letter to student aednningetter or student response to email
and initial email to central filing for filing

Monash College Pty Ltd (MCPL)

e If credit granted pre enrolment advise International Recruitment Services (I1A) pre offer
so expected duration can be recorded in CoE

e Advise IRSIf 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 issue new CoE

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

International Recruitment Services
e Issue new CoE pre enrolment following faculty advice
e Send to central filing Acceptance documents (which include student accepftance o
credit pre visa)

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

Monash Documentation

PoliciesandProcedures

Credit Policy (including Recognition of Prior Learning)

Credit transfer procedures

Callista traning 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 incCompliance Requiremerits.

Other Documentation
e Credit Transfer Application form
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Standard 137 Deferr i ng, suspending or cancelling the

Legislation

National Code of Practice
Standard 3i Def erring, suspending or cancelling

Outcome of Standard 13

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

13.1 The registered provider must have in place documented procedures for assessing, 4
and recording a deferment of the commencement of study or suspension of study for the

A

including keepingdocunmet ar y evi dence on the student 64

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

a. compassionate or compelling circumstances (eg illness wineediaal certificate states that t
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 studaet visa, and

b. notify the Secretary of DEEWR via PRISMS as required under section 19 of the ESOS Ac{
the studentds enrol ment is deferred, temp

13.4 The registered provider must inform the student of its intenti@murtate, suspend or cang
the studentds enrol ment where the termin
student and notify the student that he or
internal complaints and apgle process as per Standard 8.1. If the student accesses the reg
providerb6s internal complaints and appeal
the studentds enrol ment under t hi s tessnis]
completed, unless extenuating circumstances relating to the welfare of the student apply.

Compliance Requirements

Standard 13 outlines the basis upon which a student can delay commencement of their course
(6def erment 6) ohlreitrakceo var sher e(adkt efrmpoor atr y suspe
course commencement. It allows this in limited circumstances. The standard also addresses
circumstances where a studentdés enrol ment i n

1. Definitions

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

Standard 13 word Monash meaning
Deferment To delay or postpone commencement of studies
Suspension Includes voluntary leavieEom studies 6 i nt er mi ¢
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Standard 13 word Monash meaning

Involuntary suspension through Monash discipline
exclusion for health procedures

Cancellation of enrolment Refers to an enrolment being cancelled on grounds
than academic such as unsatisfactory academic psp
exclusion for health reasons and non payment of tu
fees.

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

Leave of Absence Intermission

International Recruitment Services (IRS) assesses applicatioastfard ent s appl yi ng
commencement of their studies. Decisions on a student application to intermit studies are made
by faculties andMCPL. Studentsanalso be suspended from study at Monash on the grounds

of misbehaviour (eg disciplineinderstatute 4.Jand health undestatute 6.3

2. Standard 13.1 Documented procedures

Stmdard 13.1 requires that Monash has,in pl
approving and recording a deferment of the commencement of study or suspension of study for
the studentd. The assessment mu s t bptacelaa s e d

business practice for 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 mst be sent to central filing for filing. Advice is given by HWD concerning the

visa implications of deferment, suspension or cancellation and a record that the advice has been
gi ven i s [ntemissidn 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 compassiomator compelling circumstances or misbehaviour by the student
(standard 13.2).

Compassionate or compelling circumstances

6Empassionate and compelling circumstances?®b
generally outside the control of the studemudingf a mi | vy, medi cal or O we
t hat i mpact on a st standandbail sourgebpropress gr well ®eing.n r o |

Examples given by DEEWR include:
e serious illness or injury, where a medical certificate states that thenstuae unable to
attend classes;
e bereavement of close family members such as parents or grandparents (Where possible
a death certificate should be provided);
e major political upheaval or natural disaster in the home country requiring emergency
traveland hi s has i mpacted on the studentods st
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e a traumatic experience which could include involvement in, or witnessing of a serious
accident; or witnessing or being the victim of a serious crime, and this has impacted on
the student (these casesshoddbs upported by police or psy
e Wwhere the registered provider was unable to offer aqaeisite unit; or
« inability to begin studying on the course commencement date due to delay in receiving
a student visa.

In addition, staff can takmto accouna st udent 6 s overall grade po
to undertake a fullime study load per semester

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

4. Standard 13.3 Information about visa implications and Reporting

Advice about visa implications is provided by ttempusHub. Students are required to seek
the advice of these staff when seeking intermissapproval and this is noted on the
Intermission application form

5. Standard 13.4 Monash (not student) initiated termination, suspension or cancellation of a
studewiéns enr

Il n circumstances where Monash intends to ter
involuntarily, the student must be notified that s(he) has 20 working days to access the
6compl aints and aNopashlos @ mein o e e¢usdeeenst .6 sB eesn réo | m
be maintained (ie the student not reported to DEEWR) while the internal appeals process is
ongoing. This means that where the termination, suspension or cancellation is not Monash
initiated it must not take affect until the interrsgdpeals process is complete. DEEWR advises

t h atandafdsl3 does not require providers to continue providing learning opportunities
throughout the 20 days or any subsequent period of appeal. Each provider must decide whether

it will continue to provide darning opportunities throughout the 20 days and any appeals
process. For example, some providers may decide to exclude a student from attending classes,
but continue to provide work to cBeeEEWR e out
explanatory Guide.

6. Evidence of compliance

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

e Document ary evidence on student sé files
deferment or suspension of enrolment.

e A copy of the information given to students prior to enrolment which states the grounds
on which student sd enendddareamdelleitnay be def er

e A copy of the providerds documented 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 affectedestis that deferring, suspending or
cancelling their enrolment may affect their student visas (providers 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 reging through PRISMS.

Compliance Obligations

International Recruitment Services
e Assess applications for deferment of commencement of study on the basis of
documented procedures
e Advise students that deferment of studies may have visa atiphs and keep a
record that advice has been given
e Update ESOS notes in Callista with reasons for the decision whenever a decision to
defer a studentods enrol ment occurs.

Faculty
e Assess applications for voluntary suspension of study (intermission) or make
decision to suspend or cancel a studen:
procedures

e Ensure that relevant forms and supporting documentscarmed taentral file
Update ESOS notes in Callista with reasons for the decision whenever a decision to
sspend 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 orontha basiedf doeumentedu d e n |
procedures

e Ensure that relevant forms and supporting documents are kept on central file

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

CampusHub
e Advise students that suspension of studies may have visa 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
studenbs enr ol ment on the basis of document e
e Advise students that suspension of studies may have visa implications and record fact
that advice given oMonash Collegéntermission application form
e Update ESOS notes in Callista with reasons for decision whenever a decision to
suspend or cancel a. studentds enrol ment o

Monash Documentation

PoliciesandProcedures
e Academic and Administrative Complaints and Grievances Policy
¢ 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 See O0Compliance Requirements?©o

Other Document#n
Forms
e T h éntemnission application forrfcoursework only):

o (Deferment Applicdat 0 n f or mdé f o rwhidh ocould | be adbpted don t s

international students. See:

Resources

e Student Grievance Resources

Reports

e MRS Report o6Durationé, O0Disconti
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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 aresuitably qualified or experienced in relation to the
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 availalke for each student, support students to achieve their course outcomes

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 qualitgea$samawork
applying to the course. Where the course provided by the registered provider is not subje
appropriate quality assurance framework, the registered provider must have and imgy
appropriate documented policies and processes for thmiitreent, induction, performanc
assessment and ongoing development of members of staff involved with the recruitment or ¢
of education or client services to students.

14.2 The registered provider must have adequate education resources, iralilitieg,
equipment, learning and library resources and premises as required by the quality ag
framework applying to the course. Where the course provided by the registered providel
subject to an appropriate quality assurance frameworkietiistered provider must ensure it h
adequate education resources, including facilities, equipment, learning and library resourd
premises, including ownership or tenancy arrangements for the premises, as are needed
the registered couedo the students enrolled with the registered provider.

14.3 The registered provider must notify the designated authority and the students enrolled
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 areawo components to this standard: 1) that staff aducation 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 premises within the time frame specified in
standard 14.3.

1. Standard 14.1 dequacy 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 Framework

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 @atbhs framework
(AQF)' the Australian University Quality AgencAUQA) and theNational Protocols for
Higher Education Approval Process&#ithin this framework, Monash University is a self
accreditind® higher education institution and Monash College a non self accrediting higher
education institution.

As the framework does nobeer 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 appropriate documented policies and processes for staffing (the
recruitrent, induction, performance assessment and ongoing development of staff responsible
for recruitment or working with overseas students) and education resources.

Monash College Pty Ltd (MCPL also trades as Monash University English Language Centre
(MUELC). In this capacity, Monash College is subject to the National BEtcreditation
Scheme (NEAS) Framework rather than the higher education quality assurance framework.

Both Monash University (Human resources, Advancem@aimpus Hubs Faculties and
MRGS) and MonashCollege must have these procedures and processes in place and for
MUELC, these policies and procedures must comply WHAS requirements.

2. Standard 14.2 Adequate education resources

As the framework daenot cover education resources and does not specify the level at which
these resources must be provided, Monash, as required by standard 14.@nsutestit has
adequate education resources

3. Standard 14.3 Relocation of premises

The designated authgyifor both Monash University and Monash College is Yhetorian
Regulation and Qualifications Authorit)/ RQA). Procedures must be in place for notifying
the designated authorignd students of anptention to relocate premises 20 days before the
relocation.

4. Evidence of compliance

™ The Australian Qualifications Framewof@gommonly known as th&QF) is a unified system of national qualifications in
schools, vocationaducation and training (TAFEs and privateviderg

The AQF was established by thdinisterial Council of Education, Employment, Training and Youth AfffidCEETYA) in
1995toprovidd or nati onally recognised pathways between awards of
and higher education sectors. It brings together the qualifications issued by different sectors into a single comprehensive

system of titles and stdards.

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 educatidy gsslirance framework

12 As such it is authorized to accredit its own courses and is responsible for maintaining its own academic standards. Within

this framework appropri at e pegrassdssiment pracesses, extemat estion of bighers ses i nc |
degrees and the involvement of professional bodies in the accreditation of particular courses. In addition AUQA conducts 5

yearly audits of all Australian Universities and in December 2006 an audit was completed of Monash University
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¢ Implemented policies and procedures for adequacy the staffing and education resources
required by the applicable quality assurance framework.

e Where a course or providds 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 assessrmaentongoing 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 res@s and premises as needed to deliver the course.

e Copy of the written notification to the designated authority and any enrolled students
where there is an intention to relocate premises at least 20 working days before the
relocation. Notification to stwehts 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 preedures to ensure Monash education resources are adequate and have
the capabilities as required

Human Resources Division
e 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
¢ All new staffie new to Monash or new to ESOS Administratiocomplete ISANA on
line tutorial within first month of commencement and attend Monash SDU ESOS
training within the if'st six months of the commencement of their role.

Faculty
¢ All new staff ie new to Monash or new to ESOS Administratmonomplete ISANA on

line tutorial within first month of commencement and attend Monash SDU ESOS
training within the firssix months ® the commencement of their role.

¢ Follow procedure (to be developed) for notifying designated authority and students of
any intention to relocate premises at least 20 working days before relocation

e Implement policies and procedures to ensure faculty stpfésources are adequate and
have the capabilities as required.

Campus Hub
e All new staffie new to Monash or new to ESOS Administratioromplete ISANA on

line tutorial and attend Monash SDU ESOS training
e Implement policies and procedures to ensurestaiing 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 educativoe®ss required

¢ Implement policies and procedures to ensure its MUELC staffing resources are
adequate and have the capabilities as reqbiyédiational ELICOS Accreditation
Scheme (NEAS)

e Follow procedure for notifying designated authority and students of any intention to
relocate premises at least 20 working days before relocation

¢ All new staffie new to Monash or new to ESOS Administratiorcomplete ISANA on
line tutorial within first month oEommencement and attend Monash SDU ESOS
training within the firssix months of the commencement of their role.

Monash documentation

PoliciesandProcedures
e MonashUniversity and Monash College proceduf@snotifying the relevant
designated authorityf relocation of premises

Guidelines
e See O6Compliance Requirementsa©o

Business Rules
¢ Monash University and Monash College work instructions for notifying designated
authority (office of higher education) of any intention to relocate premises as per
standird 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 t o regi st shiperagnanagementi der s6 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 prospdie ownership
and/or management changes.

15.1 The registered provider must advise the designated authority in writing of:
a. any prospective changes to the ownership of the registered provider as soon as practicg
to the change taking effect, and

b. any prospective or actual change to the high managerial agents (as defined in section
ESOS Act) of the registered provider as soon as practicable prior to the change taking €
within 10 working days of the change taking effect wheeediiange cannot be determined unti
takes effect.

15.2 The registered provider must provide the designated authority with information on th
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 auth®fityorian
Regulation and Qualifications Authorit)/ RQA) i in writing in the event of ownership, or
management changes (high managerial a@rts soon as practicable prior to a change taking
place or within 10 days of the change occurring.

1. Standard 15.1 (a) Advise designated authority of ogimprchanges

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 Monash College however, as a
private provider, while an ownership change is unlikely (fuiy owned by the University) it

is not inconceivable.

2. Standard 15.1 (b) Advise designated authority of changes to high managerial agents

135, 5ESOSACt, high managerial agenbf a provider means an 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 responsibility that his or her conduct may fairly be assumed to represent the provider

in relation to the business of providing courses.® The Exp!

responsib | i ty, teachers, consultants and principals of the pr o\
testd6 to high managerial agents wil!/l O6prevent former provi i
ofinfluec e with ot®EhepMiowi sieesostates that 6in introducing the
mindful of the need t d”Howoeivde ru nar e cheosusgahr yt hree geuxltaetnisanoon. of t h

provide further guarangeof the credentials of registered providers it may prove onerous for large providers such as those in
the higher education sector with high staff numbers.
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This standard requires Monash to notify the designated authority of changes to high managerial
agents.The Office d the Deputy Vice Chancellor (International) has this responsibiitgh
Managerial Agents refer to senior management staff and include deputy principals or
departmental heads but not teacHerdhe following officers are regarded by Monash
University ast he Hi gh Manageri al Agent's:ForWdnashVPods,
College Group the High Managerial Agents are the CEO of Monash College Group and
Principal and Deputy Principal of Monash College and MUELC.

3. Evidence of compliance

e Copies of the writtennotification to the designated authorities about changes to
ownership or high managerial agents.

e Process for obtaining information to assist the designated authority in assessing whether

a high manageri al agent of &he 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)

¢ Haveproceduresn place for informing VRQA in the event of management changes to
0hi gh manageri al agentséo

Monash College Group Pty Ltd
e Have procedures in place for informing VRQA in the event of ownership or
management changes (i e changes to O6high n

Monash documentation

Policies and Procedures
¢ DVCI Business practice

“AThe intention of this amendment is tonobvémspecsanhn:
of the provider. For example teachers who simply teach 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 ihtgh:Awd.dest.gu.au/NR/rdonlyres/4561A25B231-434D-B59D-
2241A233F16F/15279/FactsheetFitandProperprovisionsfinal.pdf

15 This definition of High Managerial Agents has been confirmed by Education 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 grhatdeferment or

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 anof
person who pays the moneg behalf of the overseas student or intending
overseas student

COURSE Includes all course money as defined by section 7 ESOS Act and all optio

RELATED FEES | fees or charges.

CRICOS Commonwealth Register of Institutions and Courses for Overseas &tuden

CRICOS The process whereby a provider is recommended by a designated author,

REGISTRATION

registration under the ESOS Act to provide a specific course in that state
overseas students; and the provider is registered by the secretary of DifE
CRICOS

CRITICAL A traumatic event or the threat of such (within or outside Australia) which

INCIDENT causes extreme stress, fear or injury.

DEEWR Department of Education, Employment and Workplace Relations.

DESIGNATED As defined by sectin5 ESOS Act means a person responsible under the |

AUTHORITY a state for approving providers to provide courses to overseas students in
state.

DIAC Department of Immigration and Citizenship.

ELICOS English Language Intensive Courses for Overseas Stiden

ELT English Language Teaching.

ENROLMENT Where the student has been issued with a CoE to confirm acceptance by
registered provider and is occupying a place in the CRICOS registered co
for which the student was accepted and is progressingdsw@ze completion
of course requirements. The period of enrolment includes scheduled brea
between study periods.

EVO Entitlement Verification Online.

eCoE Electronic Confirmation of Enrolment.

EPPC Education Policy and Programs Committee

ESOS Act Education Services for Overseas Student Act 2000.

ESOS Education Services for Overseas Students.

ESOS Education Services for Overseas Students Regulations 2001.

Regulations

HUB Health Wellbeing and Development Team.

IRS International Recruitment Sepés.

ISANA International Students Advisers Network of 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 Lanigge Centre.

MUFY Monash University Foundation Year.

NCO7 National Code of Practice 2007.

NEAS National ELT Accreditation Scheme

OVERSEAS A person (whether within or outside Australia) who holds a student visa as
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TERM MEANING

STUDENT defined by the ESOS Act but doaot include students of a kind prescribed
the ESOS Regulations.

PRINCIPAL The main or final course of study to be undertaken by an overseas studer

COURSE where a student visa has been issued for multiple courses of study.

PRISMS Provider Registerral International Student Management System.

PROVIDER An institution or other body or person in Australia that provides or seeks tt¢
provide CRICOS registered courses to overseas students as defined by t
ESOS Act.

PROVIDER Where the registeredgrider fails to provide a course or cease to provide g

DEFAULT course to an overseas student in accordance with section 27(1) of the ES
Act.

SELF- Provider with authority to accredit their own courses

ACCREDITING

PROVIDER

STUDENT Where an overseas dgent does not start a course or withdraws from a cout

DEFAULT as defined in section 27(2) of the ESOS Act.

STUDENT VISA | An authorisation permitting people who are not Australian citizens or
permanent residents to come to Australia for the primary purposedgfrgjtin
Australia as defined by the Migration Act 1958.

VROQA Victorian Registration and Qualifications Authority.
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