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A
Standard

B
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 guardian if the student is under 18 years of age) who accept an offer. At Monash, International Admissions is responsible for administering the agreement 
Central to the agreement is the provision of information concerning the course to be provided, fees payable, refunds in the event of a course not being delivered and the protection of student rights through consumer protection legislation. In addition the agreement must set out the circumstances where personal information about the student may be shared
 and advise the student of the obligation to notify the provider of change of address while enrolled.

The written agreement must contain as a minimum the information specified in standard 3.1.
2. Standard 3.2 Written agreement must contain information concerning refund of course money 

The information concerning refund of course money is outlined in standard 3.2. Information that must 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 being delivered and a statement that the agreement does not remove the right of a student to take action under Australia’s consumer protection laws.
3. Compliance evidence
DEST has outlined in its explanatory guide that to demonstrate compliance the following evidence should be available:

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

· Signed (or printouts of ‘otherwise accepted’) written agreements on student files.

· A copy of the provider’s refund policy, if separate from the written agreement

From a Monash perspective, evidence of work instructions (complying with standard 3.1) to ensure agreement entered into concurrently or prior to acceptance of course money from a student should also be available
C
 Compliance Obligations


International Admissions

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

2. Ensure that each agreement with students is sent to central filing for filing

D
Monash Documentation
Policies
Procedures

· Monash process about how a student can claim a refund as outlined in Fees Policy. 

· Monash procedure as to how a student can keep their address details up-to-date with the provider. 

In addition, the following pro forma statements need to be available:
· Statement (to be used in agreement) as to circumstances in which personal information about the student may be shared with others. (See Standard 3.1d). (University Privacy Officer to be consulted)
· Statement (to be used in agreement) to advise the student of his or her obligation to notify the registered provider of a change of address while enrolled in the course. (See Standard 3.1e)
· Refund process statement (to be used in agreement) outlining what would happened in case of student and provider default ie a process about how a student can claim a refund (See Standard 3.2a-c)
Business Rules

· 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 student

Guidelines

As outlined in ‘Compliance Requirements’
Other documentation
National Code


Standard 3 – Formalisation of enrolment





Outcome of Standard 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 student, signed or otherwise accepted by that student (or the student’s parent or legal guardian if the student is under 18 years of age), concurrently with or prior to accepting course money from the student.





The agreement must:


a. identify the course or courses in which the student is to be enrolled and any conditions on his or 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 personal information about the student may be shared between 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 personal and 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 money in the case of student and provider 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 in the event of a course not being delivered, and


d. a statement that “This agreement, and the availability of complaints and appeals processes, does not remove the right of the student to take action under Australia’s consumer protection laws”.











� Q	If a provider has obtained information from a student for the purposes of compliance with ESOS and Migration legislation, can that information be used for other purposes?





A	No.  Under the Privacy Act 1988, information collected from individuals for one purpose may not be shared for purposes other than that for which it was collected without permission from the individuals affected.  





For the Plain English Guidelines to the Information Privacy Principles, please see: �HYPERLINK http://www.privacy.gov.au/publications/index.html#G ��http://www.privacy.gov.au/publications/index.html#G�  under Guidelines – Information Privacy Principles (there are three guideline documents�).
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