Brief Guides – Compilation of documents, knowledge, procedures and examples:  National Code Online Tutorial

2006


	List of standards 
	Compilation of documents, knowledge, procedures and examples as per tutorial discussions

	Standard 1

Marketing information and practices
	Documents

· Institutional course offerings and details

· Up-to-date and accurate marketing materials (old stock is destroyed)

· Institutional records and documents that substantiate a provider’s claims and upholds comparisons and relationships.

Knowledge

· Awareness of ESOS obligations

· National Code Standard 7

Procedures

· Institutional marketing procedures

Examples

·  Schools sector - AEI:  Getting Started Internationally: Tips for Schools Entering the International Market has been produced under the AEI’s School Sector Strategy for the year 2001/02. 

The aims of this publication are: 1) to provide knowledge of acceptable and effective international marketing and operational practices by Australian schools in order to enhance smooth entry by schools into the international market.  2) to ensure that activities by schools which enter the international market are of a high standard and, therefore, are beneficial to the reputation of Australian education.

http://aei.dest.gov.au/AEI/PublicationsAndResearch/Publications/TipsGettingStarted_pdf
·  Tertiary sector:  Provision of Education to International Students: Code of Practice and Guidelines for Australian Universities (2005).  

The Code and Guidelines outline recommended procedures for Australian universities offering services to international students. They provide a checklist to enable Australian universities to ensure their practices are consistent with the Code.

http://www.avcc.edu.au/documents/publications/CodeOfPracticeAndGuidelines2005.pdf

	Standard 2

Student engagement before enrolment
	Documents

· Institutional documentation that is accessible in print and electronically and is understandable by potential students which includes:  

· Acceptance requirements for entry into a course.

· Detailed course information

· Fees information

· Grounds for enrolment variations

· Campus locations and facilities

· ESOS framework

· Indicative costs of living

Knowledge

· Institutional information about fee policies

· Institutional understanding about the grounds for deferring, suspension and cancellation of student’s enrolment.

· ESOS Framework

Procedures

· Institutional procedures for assessing student qualifications, experience and English language proficiency with relation to the course applied for.

· Institutional procedure for deferring, suspending and canceling a student’s enrolment.

Examples

· Monash University provides an in-depth view of possible living costs.  They provide a table of information of estimated figures as a guide. The table sets out average costs over 12-months for a single student living in rented or university accommodation.

www.monash.edu.au/international/costs/
· TAFE NSW website offers a suggested weekly budget.

www.studyintafe.edu.au/studyinaust/lifestyle/costofliving.htm 

	Standard 3

Formalisation of enrolment
	Documents

· A written agreement between the provider and the student that includes:

· Accurate identification of the student’s course 

· An itemized list of fees that the student has to pay

· Information about refunds

· A privacy statement that informs the student about the shared use of their personal information, the type of information to be collected and which designated agencies will share in that information (3.1.d).

· The student’s obligation to keep their address up-to-date with the provider.

· Institutional policy on refunds of course fees that is consistent with the ESOS Act and includes:

· The amounts that may or may not be repaid to the student

· The process in how to go about claiming a refund

· An understandable, plain English explanation of what happens if a course is not delivered.

· A statement relating to the preservation of the student’s consumer rights (see 3.2.d)

Knowledge

· Requirements of the ESOS Act in relation to refunds of course money.

· Privacy issues relating to student information.

· The requirements of the Australian Government, Tuition Assurance Scheme, ESOS Assurance Fund Manager and other designated authorities about a student’s personal information.

· Australia’s consumer protection laws as relating to a student’s rights as a consumer.

Procedures

· Institutional process about how a student can claim a refund.

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

· Institutional fees process

Examples

· Can you provide a good practice example? 



	Standard 4

Education agents
	Documents

· Written agreement between provider and agent that includes the process for monitoring of an agent’s activities and termination conditions.

· Institutional documents and records that provide evidence of agent selection, training, compliance monitoring, information flows and any actions taken in relation to the agent/provider relationship. 

· Institutional marketing information that is up-to-date and accurate.

Knowledge

· National Code Standard 1

· National Code Standard 4.3

· National Code Standard 4.4

· National Code Standard 7

· Migration Act 1958

· Student visa conditions

Procedures

· Institutional procedure for monitoring education agents.

· Documented process for taking corrective and preventative action in regards to education agents who have been negligent, careless, or incompetent.

· Institutional procedure to ensure that Education agents receive up-to-date and accurate marketing information.

Examples

· Schools sector - AEI:  Getting Started Internationally: Tips for Schools Entering the International Market (see section 3.11 pg 29, section 9.1 pg 87, section 9.7 pg 93).  Produced under the AEI’s School Sector Strategy for the year 2001/02, the aims of this publication are: 1) to provide knowledge of acceptable and effective international marketing and operational practices by Australian schools in order to enhance smooth entry by schools into the international market; 2) to ensure that activities by schools which enter the international market are of a high standard and, therefore, are beneficial to the reputation of Australian education.

http://aei.dest.gov.au/AEI/PublicationsAndResearch/Publications/TipsGettingStarted_pdf


	Standard 5

Younger students


	Documents

· Access to PRISMS pro forma documents

Knowledge

· DIAC’s Student Visa condition 8532

Procedures

· Institutional procedure for approving the suitability of a student’s support, welfare and accommodation arrangements.

· Institutional procedures for nominating dates via PRISMS for which the provider will take responsibility for the student.

· Institutional procedure to follow a student’s support, welfare and accommodation arrangements in the event of the provider terminating, suspending or cancelling a student’s enrolment until another provider takes over responsibility or the student leaves Australia, or other suitable arrangements are made. 

· Procedure to effect appropriate communication with other providers as to dates of transfer of the responsibility of a student’s support, welfare and accommodation arrangements.

· Institutional procedure for informing DIAC :

· of approved arrangements, 

· dates when a provider has responsibility for a student’s support, welfare and accommodation arrangements, 

· changes to the approved living arrangements of a student and 

· when a provider is no longer responsible for the student.

Examples

· Can you provide a good practice example? 



	Standard 6

Student support services
	Documents

· Documented information for students about support staff and services, including specific student support contact person.

· Critical incident records in relation to a critical incident policy.

Knowledge

· Institutional progression rules.

· Visa conditions for attendance requirements.

· Support staff roles particularly as to who is the nominated official contact point for students.

· Staff obligations under the ESOS Framework.

Procedures

· Institutional procedure for tracking students’ compliance with regards to course progress and attendance visa conditions.

· Institutional support services policies including the maintaining of currency and relevancy of information to be provided to students. 

· institutional critical incident policy with ability to include followup actions, records of incidents and actions taken

· institutional complaints and appeals procedures.

· Age-appropriate orientation program delivered to students including late-comers as per 6.1.

· Institutional process by which all staff interacting with students are aware of their obligations under the ESOS Framework. 

Examples

· M-power game (Monash University):  

· Orientation volunteer program (Adelaide University):  
· The National ELT Accreditation Scheme Limited (NEAS) is Australia's national accreditation scheme for English Language Teaching centres.

· Student Support standards for ELICOS sector can be found at the NEAS Australia website under the ‘ELT Centre Accreditation/Standards’ tab

http://www.neasaustralia.com/fst.html
· ISANA: International Education Association's Critical incident kit.

This kit is intended to serve as a useful resource for ISANA members handling critical incidences in the International Student Community. It covers a limited number of scenarios and is by no means complete. However, you can add to it any local phone numbers, contacts, reflections or experiences which will better prepare you for handling critical incidents on your campus. Moreover, share this information with your colleagues on campus and at other institutions in your region.

 http://www.isana.org.au/_Upload/Files/200629163621_ISANACriticalIncidentsKit.pdf 



	Standard 7

Transfer between registered providers
	Documents

· The provider is to maintain records of all requests from students for a letter of release and the results of the assessment.

· To grant a letter of release the following documents are required (see 7.3):

· A letter from new provider indicating a valid enrolment offer,

· Written support from any government sponsor who considers the transfer to be in the student's best interests,

· for an under 18 student, 

· Written confirmation that the parent or legal guardian supports the transfer,

· Where required, the valid enrolment offer includes confirmation that the new provider accepts responsibility for approving a student's accomm, support and general welfare arrangements as per Standard 5.

Knowledge

· Standard 8 (Complaints and appeals)

· Standard 5 (Younger students)

Procedures

· An institutional documented student transfer request assessment policy that is implemented as required and specifys:

· the circumstances in which the transfer will be granted

· reasonable grounds for refusing a transfer request 

· reasonable timeframe for assessing and replying to a transfer request having regards to the restricted period.

Examples

· Can you provide a good practice example? 



	Standard 8

Complaints and appeals


	Documents

· Each formal complaint must be recorded and held in writing.

· A written statement of the outcome and reasons for the decision which must be given to the complainant

Knowledge

· Standard 3 of the National Code

Procedures

· Institutional complaints handling and appeals process that starts within 10 working days of lodgement and that

· enables each complainant to formerly present their case 

· guarantees students’ access to an external appeals process  

Examples

· Can you provide a good practice example? 



	Standard 9

Completion within the expected duration of study


	Documents

· Student's unit enrolment type for their total course and for each unit in a compulsory study period.

· Documents relating to any compassionate and compelling circumstances that have interfered with a student's ability to complete the course within the expected duration.

· Documents relating to any approved deferment or suspension.

· Documents that relate to a student's poor academic progress and action taken to intervene.

· Well maintained student files that record the above.

Knowledge

· The provider must make sure that the CRICOS registered course duration is accurate and accommodates a minimum study load.

· The relevant staff of the provider must be aware of expected duration of the course as registered on CRICOS

· A knowledge of and understanding of what is considered by DIAC to be compassionate or compelling circumstances.

· Standard 13 of the National Code

· Section 19(2) of the ESOS Act 

Procedures

· Institutional documented procedures for monitoring a student’s workload to ensure that the student completes within the expected duration as registered on CRICOS.

· An institutional early intervention strategy in place for students who are at risk of poor academic progress.

· Institutional procedure for approving deferment or suspension of study (See  standard 13)

· A procedure for updating a student's file and reporting the student via PRISMS and/or issuing a new COE when the circumstances outlined in 9.2 apply. 

Examples

· Can you provide a good practice example?

	Standard 10

Monitoring course progress
	Documents

· A student's documented academic results for each enrolled unit. 

· Documented course progress policies and procedures that specify the: 

· Requirements for achieving satisfactory course progress

· Assessment of satisfactory course progress

· Includes an intervention strategy for students at risk of failing to achieve satisfactory course progress which specifies the: 

· Actions for contacting and counselling identified students

· Strategies to assist identified students to achieve satisfactory course progress, and

· How to activate the intervention strategy.

· Determines the point at which the student has failed to meet satisfactory course progress, and

· Enables the notifying of students that they have failed to meet satisfactory course progress requirements.

· Written notification to students where the intention is to report them to DEST via PRISMS as not achieving satisfactory course progress.  The students also need to be informed that they have 20 working days in which to access the provider’s complainants and appeals process before that report will be made.

Knowledge

· Section 19 of the ESOS Act

· Standard 8 (Complaints and appeals)

· Students and staff must have knowledge of appropriate course progress policies and procedures for each course.

· Students and staff must have access to and the ability to activate the provider’s documented intervention strategy.

· Students and staff need to understand that students due to be reported for failing to achieve satisfactory course progress have 20 days to access the provider’s complaints and appeals process.

· Provider’s complaints and appeals process.

Procedures

· Process for assessing satisfactory course progress

· Procedure for intervention for students at risk of failing to achieve satisfactory course progress to be activated, at a minimum, when they have failed or are deemed not yet competent in 50% or more of their enrolled units in any study period and which includes:

· procedures for contacting and counselling identified students

· strategies to assist identified students to achieve satisfactory course progress, and

· the process by which the intervention strategy is activated.

· Process for determining the point at which the student has failed to meet satisfactory course progress, and

· Procedure for notifying students in writing that they have failed to meet satisfactory course progress requirements.

· Procedure for 1)  tracking those students deemed to not meet course progress and who have not chosen to access the complaints and appeals process, withdrawn from that process or where the decision supports the provider and 2) consequently reporting those students to DEST via PRISMS as soon as practicable.

Examples

· Can you provide a good practice example? 



	Standard 11

Monitoring attendance
	Documents

· Documented attendance policies and procedures that specifies the:

· requirements for achieving satisfactory attendance progress with a minimum attendance requirement of 80 per cent of scheduled contact hours.

· How attendance and absences are recorded and calculated

· process for assessing satisfactory attendance 

· determines the point at which the student has failed to meet satisfactory attendance requirements, and

· enables the notifying of students that they have failed to meet satisfactory attendance requirements.

· Written notification to students where the intention is to report them to DEST via PRISMS as not achieving satisfactory attendance progress.  The students also need to be informed that they have 20 working days in which to access the provider’s complainants and appeals process before that report will be made. 

· Where a student breaches the 80 per cent attendance requirement, a provider need not report a student where the documents indicate: 

· that the decision not to report is consistent with the documented attendance policies and procedures

· Sector specific – Vocational and education and non-award courses (see 11.1)

· Student records that clearly show attendance for each enrolled unit and confirms that a student is attending at least 70 per cent of the enrolled scheduled course hours.

· Sector specific – ELICOS and school courses (see 11.1)

· Documentary evidence from a student that clearly show compassionate or compelling circumstances when applicable

· Records that confirms that a student is attending at least 70 per cent of the enrolled scheduled course hours.

Knowledge

· Section 19 of the ESOS Act

· Standard 8 (Complaints and appeals)

· Student visa conditions relating to attendance – Condition 8202

· Students and staff must have knowledge of appropriate attendance progress policies and procedures for each course.

· Students and staff need to understand that students due to be reported for failing to achieve satisfactory attendance progress have 20 days to access the provider’s complaints and appeals process.

· Provider’s complaints and appeals process.

Procedures

· Attendance procedures and policies for each course  that specifies:

· requirements that are communicated to staff and students for achieving satisfactory attendance progress where there is a minimum attendance requirement of 80 per cent of scheduled contact hours.

· establishing how attendances and absences are recorded and calculated

· assessment of satisfactory attendance 

· process for determining the point at which the student has failed to meet satisfactory attendance requirements, and

· process for notifying of students that they have failed to meet satisfactory attendance requirements.

· Procedure of intervention for students at risk of failing to achieve satisfactory attendance to be activated before the student's attendance falls below 80% of the scheduled contact hours and which includes:

· procedures for contacting and counselling identified students who have been absent for more than five consecutive days without approval

Examples

· Can you provide a good practice example? 



	Standard 12

Course credit
	Documents

· recording of course credit on a student's file

· provision of a copy of course credit to the student 

Knowledge

· Section 19 of the ESOS Act. 

Procedures

· Institutional procedure for assessing and recording of course credit.

· Institutional procedure for recording agreement of student as to the course credit granted and in providing the student with a copy for their own records.

· Accommodation in admissions procedure for indicating the actual net course duration subject to course credit being granted prior to granting of the student’s visa.

· Institutional procedure to report any change to DIAC (via PRISMS) in course duration subject to course credit being granted after student’s visa has been granted.

Examples

· A DEST training publication re RPL processes for the VET sector

This recognition resource will help users to identify better ways of planning, implementing and reviewing recognition of prior learning (RPL) processes. It includes practical tips, sample presentation materials, evidence gathering tools and candidate self-assessment materials.

The aim of this resource is to provide assistance for all those involved in and responsible for developing, implementing and reviewing a recognition process that complies with the Australian Quality Training Framework [AGTF].  While the exact application will depend upon the context, the process should follow the requirements of the AQTF.  This includes developing assessment strategies and appropriate policies and procedures to guide assessors in their work. It should also be supported by appropriate techniques and materials designed to help assessors carry out assessment tasks.

This resource has been designed with awareness that the establishment of any recognition process involves careful consideration of candidates’ needs, the integrity of the assessment process and the resources needed to conduct assessments.  The quality aspects of recognition described in the guide have been identified as ways of balancing the sometimes conflicting demands. http://www.dest.gov.au/sectors/training_skills/publications_resources/profiles/anta/profile/recognition_resource_no_3.htm


	Standard 13 

Deferring, suspending or cancelling the student’s enrolment
	Documents

· documents supporting the student's compassionate or compelling circumstances 

Knowledge

Section 19 of the ESOS Act. 

· Standard 8 of the National Code. 

Procedures

· Institutional procedures for assessing, approving and recording a deferment of the start of study, or suspension of study, including notifying DEST via PRISMS. 

· All documentary evidence must be kept on the student’s file.
Institutional process for notifying DEST via PRISMS where a student's enrolment has been deferred, temporarily suspended or cancelled.

Examples

· Can you provide a good practice example? 




· Premises standards for ELICOS  www.neasaustralia.com/fst.html
	
	

	Standard 15 

Changes to registered providers’ ownership or management
	Documents

· Documentation of prospective changes in ownership and/or management

· Documented information about the new owner and/or management 

Knowledge

· Section 9(6) of the ESOS Act.

· Section 5 of the ESOS Act 

Procedures

· Institutional procedure to proactively inform the designated authority about prospective and actual changes to their ownership and/or management within the nominated timeframes.

Examples

· Can you provide a good practice example? 




Disclaimer:

The information, material, advice, or other linked or recommended resources contained on this website, is related to the revised Australian National Code 2006.  Reliance shall be at your sole risk, and ISANA: International Education Association Inc, assumes no responsibility for any errors, omissions, or any consequential, incidental or direct damages arising. Users of this website are encouraged to confirm information received with other sources, including the Australian Government through the Department of Education, Science and Training (DEST) and to seek qualified advice if embarking on any actions that could carry personal or organisational liabilities. Compliance with the National Code 2006, managing people and relationships are sensitive activities; the free material and advice available via this website is for basic training and awareness-raising purposes only and does not provide all necessary safeguards and checks. Please retain this notice on all copies.  
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