Brief Guides – Documents required:  National Code Online Tutorial

2006


	List of standards 
	Documents

	Standard 1 – Marketing information and practices
	· 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.

	Standard 2 – Student engagement before enrolment
	· 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



	Standard 3 – Formalisation of enrolment
	· 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)



	Standard 4 – Education agents
	· 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.

	Standard 5 – Younger students
	· Access to PRISMS pro forma documents

	Standard 6 – Student support services
	· 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.

	Standard 7 – Transfer between registered providers
	· 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.

	Standard 8 – Complaints and appeals
	· 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

	Standard 9 – Completion within the expected duration of study
	·  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.

	Standard 10 – Monitoring course progress
	· 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.


	Standard 11 – Monitoring attendance
	· 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.


	Standard 12 – Course credit
	· recording of course credit on a student's file

· provision of a copy of course credit to the student

	Standard 13 
– Deferring, suspending or cancelling the student’s enrolment
	· documents supporting the student's compassionate or compelling circumstances

	Standard 14 – Staff capability, educational resources and premises


	· Premises' ownership or tenancy arrangements.

· Staff qualifications and experience

· Documents to prove the required level, adequacy and suitability of educational resources including facilities, equipment, learning and library resources, and the premises including ownership, tenancy and floor space.

	Standard 15 – Changes to registered providers’ ownership or management
	· Documentation of prospective changes in ownership and/or management

· Documented information about the new owner and/or management


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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