Brief Guides – Procedures required:  National Code Online Tutorial

2006


	List of standards 
	Procedures

	Standard 1 – Marketing information and practices
	· Institutional marketing procedures

	Standard 2 – Student engagement before enrolment
	· 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.

	Standard 3 – Formalisation of enrolment
	· 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

	Standard 4 – Education agents
	· 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.

	Standard 5 – Younger students


	· 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.



	Standard 6 – Student support services
	· 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. 

	Standard 7 – Transfer between registered providers
	· 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.

	Standard 8 – Complaints and appeals


	· 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  

	Standard 9 – Completion within the expected duration of study


	· 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. 

	Standard 10 – Monitoring course progress
	· 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.


	Standard 11 – Monitoring attendance
	· 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


	Standard 12 – Course credit
	· 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.



	Standard 13 
– Deferring, suspending or cancelling the student’s enrolment
	· 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.

	Standard 14 – Staff capability, educational resources and premises
	· Where a course is not covered by a quality assurance framework, for staff that recruit students, or deliver education or client services to students, the institution must document and implement appropriate policies covering: 

· recruitment of staff, 

· induction of  staff,

· performance assessment of staff, and 

· ongoing staff development opportunities 

· Where a course is not covered by a quality assurance framework, an institutional process to ensure the adequate supply of educational resources including facilities, equipment, learning and library resources, and premises.

	Standard 15 – Changes to registered providers’ ownership or management
	· Institutional procedure to proactively inform the designated authority about prospective and actual changes to their ownership and/or management within the nominated timeframes.


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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