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International Student Written Agreement

1. Student details

Student name:

Address:

Phone number: Mobile:

Email address:

2. Parents/legal guardians’ details
Parent/legal guardian 1

Name:

Address:

Phone number: Mobile:

Email address:

Parent/legal guardian 2

Name:

Address:

Phone number: Mobile:

Email address:
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3. Enrolment in full-time New South Wales curriculum

a. Course location: Bishop Druitt College, 111 North Boambee Road, Coffs Harbour, NSW
Australia

b. Provider: Bishop Druitt College Council Inc. CRICOS Code: 02333G

c. Mode of delivery: Face to face

d. Course name and CRICOS Course Code: (Please tick one box below)

() Junior Secondary Studies (Years 7 to 10) - CRICOS Code 041697M
OR

() Senior Secondary Certificate of Education (Years 11 to 12) - CRICOS Code 041698K

e. Course content outline

f. 1 will be starting the course from year level: Year 7, 8, 9, 10, 11, 12 (Please circle)
g. Start date: End date:

4. Conditions of enrolment/preliminary requirements

Depending on the student’s English language ability, the student may be required to successfully
complete an ELICOS course. (Please supply a certified copy of any English language test scores
you may have done.)

As a condition of enrolment, the student agrees to abide by all school policies and guidelines for
the duration of their enrolment. The following are accessible on our website:
https://www.bdc.nsw.edu.au/join-our-school/international and are also included in the enrolment
package:

e Younger international student accommodation and welfare policy

o International student complaints handling policy

o International student complaints appeals policy

o International student course progress and attendance policy

e Respect for all

e Behaviour management flow chart

e International student transfer request policy

e International student deferment, suspension and cancellation policy
e International student fee refund policy

5. Fees (in Australian dollars)

a. Application fee (non-refundable) A$ 150.00
b. Enrolment fee (non-refundable) A$ 350.00
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c. Capital building fund payment (non-refundable) A$ 500.00

d. Total tuition fees A$

e. Homestay placement fee A$ 300.00

f. Home stay fee: A$ 300.00 per week
Compulsory non tuition fees (separate payment required)

g. Uniform (initial purchase) A$500.00 - $1,000.00 (approx.)

h. Calculator and stationery A$200.00 (approx.)

i. Bus pass (if needed) A$200.00 (approx.)
Please note:

o Fees are subject to change without notice.

¢ Overseas health cover (not included in the above fee schedule) must be maintained until
the end of the course. Students are responsible for arranging their health cover before the
commencement of studies.

6. Payment of fees

a. All fees must be paid in Australian dollars.

b. All fees invoiced at the time of offer, other than tuition fees, must be paid in full prior to the
commencement of the course. Tuition fees are protected under the Australian
Government’s Tuition Protection Service. This service ensures that students can receive
eligible refunds of tuition fees.

c. Tuition fees will be charged as follows:

e For an enrolment of 25 weeks or less, 100% tuition fees must be paid prior to
commencement of the course.

e For an enrolment of more than 25 weeks, 50% tuition fees must be paid prior to the
commencement of the course.

¢ The balance of tuition fees owing will be charged prior to the commencement of the
second semester of study.

e Students may choose to pay more than 50% of their tuition fees in advance.

d. If the student changes their visa status (e.g. they become a temporary or permanent
resident) they will continue to pay full international student fees for the duration of the
calendar year in which the visa status changes.

7. Refund policy for international students

This policy relates to the circumstances in which international students may be eligible for fee
refunds from Bishop Druitt College and the amount of the refund due in each case. The policy has
been developed in accordance with:

e The National Code of Practice for Providers of Education and Training to Overseas
Students 2018 (National Code 2018)

e FEducation Services for Overseas Students (ESOS) Act 2000

Education Services for Overseas Students (ESOS) Regulations 2019

e FEducation Services for Overseas Students (Calculation of Refund) Specification 2014
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Scope and conditions
1. The Bishop Druitt College refund policy applies to all fees paid to the college by full fee-
paying international students and includes any fees paid to an education agent to be remitted
to the college. All amounts quoted and charged are in Australian dollars. Fees include:

(i) Tuition fees — fees related to the delivery of the enrolled academic year course
(i) Non-tuition fees — other fees charged by the college

2. Any service fees a student (or parent(s)/legal guardian if the student is under 18) pays
directly to a third party are not within the scope of this refund policy.

3. The application fee and enrolment fee are not refundable (except in cases of visa refusal).

4. Refunds will be paid in Australian dollars and the payment sent to the applicant’s home
country unless otherwise requested in writing. Refunds will be paid to the student or the
person specified in the written agreement. Refunds for which the student is eligible will be
paid within four weeks after receiving a written request from the student, or in the case of a
student under 18 years of age, their parents or guardians.

5. All notifications of withdrawal from a course, or applications for refunds, must be made in
writing and submitted to the Principal of Bishop Druitt College.

Policy statement

1. Student default because of visa refusal

a. If a student produces evidence of visa refusal (or provides permission for Bishop Druitt
College to verify visa refusal with the Department of Home Affairs) and fails to start an
academic year course on the starting day, or withdraws from the course on or before the
agreed starting day, the college will refund the total amount of course fees received by the
college before the student’s default day, minus the lesser of:

e 5% of the amount of tuition fees received, or
e AU$500.00.

b. If a student whose visa has been refused withdraws from the course after it has
commenced, Bishop Druitt College will retain the amount of tuition fees proportionate to
the amount of the course the student has undertaken and will refund any unused tuition
fees™ received by the college with respect to the student.

*Calculation of the refund due in this case is prescribed by a legislative instrument (s.10 of Education
Services for Overseas Students (Calculation of Refund) Specification 2014).
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2. Student default because of non visa-related reasons

a.

Non-tuition fees will be refunded on a pro-rata basis proportional to the amount of time the
student was studying in the course, except where a non-refundable payment on behalf of
the student has been made.

. If the student does not provide written notice of withdrawal, and does not start the course
on the agreed starting date, ten weeks of tuition fees will be retained from tuition fees
received by the college and the remainder will be refunded.

If tuition fees for up to two semesters have been received in advance by the college and
the college receives written notification (see time frames below) of withdrawal by the
student (or parent(s)/legal guardian if the student is under 18), the college will:

i.  Retain an administration fee made up of the application fee and the enrolment fee,
and refund the balance of the tuition fees as outlined in sections ii. - iv. below.

ii. Refund 95% of the tuition fees received if written notice is received within four
weeks of commencement of the enrolled course.

ii.  Refund 70% of any tuition fees received if written notice is received more than four
weeks after the commencement of the enrolled course and before one semester of
the enrolled course has passed.

iv. No amount will be refunded if written notice is received after one semester of the
enrolled course has passed.

. If tuition fees have been received for more than two semesters in advance, refund

provisions under section c. above will apply for the first two semesters and any balance of
unused tuition fees after this will be refunded.

. No refund of tuition fees will be made where a student’s enrolment is cancelled for any
of the following reasons:

i.  Failure to maintain satisfactory course progress (visa condition 8202). Please see
the International student course progress and attendance policy.

ii.  Failure to maintain satisfactory attendance (visa condition 8202). Please see the
International student course progress and attendance policy.

iii.  Failure to maintain approved welfare and accommodation arrangements (visa
condition 8532). Please see the International student accommodation and welfare
policy.

iv.  Failure to pay course fees by due date.
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v.  Any behaviour identified as resulting in enrolment cancellation in Bishop Druitt
College’s Student behaviour management flowchart or other codes of conduct; a
breach of visa conditions; or a breach of Australian law.

3. Provider default

a. Any default by Bishop Druitt College must be compliant with the current provisions of the
ESOS Act 2000 and the ESOS Regulations 2019.

b. If Bishop Druitt College is unable to offer a course on an agreed starting day, and the
student does not accept enrolment in an alternative course arranged by the college, the
college will refund any tuition fees that have been paid in advance for the course.

c. If Bishop Druitt College is unable to continue offering a course in which the student is
enrolled, and the student does not accept enrolment in an alternative course arranged by
the college, the college will refund any tuition fees that have been paid in advance for the
undelivered component of the course.

d. In the event of situation b. and c. above, the student will receive assistance from the
Australian Government’s Tuition Protection Service. For information on the TPS, please
see: hitps://tps.gov.au/StaticContent/Get/Studentinformation.

*Calculation of the refund due in this case is prescribed by a legislative instrument (s.7 of
Education Services for Overseas Students (Calculation of Refund) Specification 2014).

4. This agreement, and the right to make complaints and seek appeals of decisions and action
various processes, does not affect the rights of the student to take action under the
Australian consumer law if those laws apply.

5. If the student changes visa status (e.g. becomes a temporary or permanent resident) they
will continue to pay full international student fees until the date that evidence of the new visa
has been provided to Bishop Druitt College enrolments. A pro-rata refund will be offered if
applicable.

8. Complaints handling procedure

Bishop Druitt College welcomes feedback from all members of the college community and takes
all complaints or concerns that may be raised seriously. This complaints handling guide is
designed to assist you to understand our complaints handling process.

What is a Complaint?

A complaint is an expression of dissatisfaction made to Bishop Druitt College related to our
services or operations, or the complaints handling process itself, where a response or resolution
is explicitly or implicitly expected.

111 North Boambee Rd Coffs Harbour NSW 2450
B D Telephone: 02 66515644 Fax: 02 66515654
Email: enrolments@bde.nsw.edu.au web: www.bde.nsw.edu.au
=¥ BISHOP DRUITT COLLEGE CRICOS provider code: 02333G
COFFS HARBOUR



https://tps.gov.au/StaticContent/Get/StudentInformation

BDC

BISHOP DRUITT COLLEGE
v« COFFS HARBOUR

Bishop Druitt College’s Commitment

Bishop Druitt College is committed to handling complaints effectively and efficiently. To manage
complaints effectively, we have established a complaints handling program.

Our program includes the establishment of an online complaints management system which
allows us to effectively capture, manage and report on complaints. Regular analysis of complaints
received and the implementation of rectification action, where deficiencies are identified, are key
to the college’s commitment. Our internal complaints handling process is available at no cost.

Informal Complaints Resolution

Most issues causing concern in schools can be handled quickly and in an informal manner. In
most cases these issues can be resolved through informal discussions with appropriate staff
members. Even if an issue can be resolved informally, all staff are required to log issues through
our complaints management system, so we can identify any systemic issues arising and take
appropriate rectification action.

How Do | Make a Formal Complaint?

If you have been unable to resolve a matter informally, or simply wish to make a formal complaint
you can do so by any of the following means:

e Sending an email to secretary@bdc.nsw.edu.au

e Writing a letter to the Bishop Druitt College addressed to the Principal or the appropriate
head of faculty.

e Telephoning Bishop Druitt College and asking to speak to your child’s year or stage
coordinator or the Director of Student Wellbeing.

All formal complaints will be logged into our complaints management system and managed in
accordance with the following procedure.

Our Internal Complaints Handling Procedure

Step 1 - All formal complaints are logged through our complaints management system where
they are screened by the Head of School or the Principal. If the complaint relates to the
Principal, the Head of School is required to refer the complaint to the Chair of the College
Council.

Step 2 - All valid complaints will be acknowledged in writing as soon as practicable and allocated
a status, priority and target resolution date. The college will commence assessing a
complaint within 10 working days from the date on which the complaint was lodged. It is
our policy, where possible, to resolve all disputes within 14 days.

Step 3 - The Principal, Head of School or their delegate shall investigate the issues raised,
following the principles of procedural fairness, and make a determination.

Email: enrolments@bdc.nsw.edu.au web: www.bde.nsw.edu.au
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Step 4 - Following the determination, if appropriate, the Head of School or the Principal or their
delegate shall formulate a resolution and provide a written response to the complainant.
The matter will be closed if this response is accepted.

Step 5 - If the initial response is not acceptable the matter will be reviewed internally by the
Principal or the Principal’s delegate, who may seek additional information or submissions

from the relevant parties. The Principal or their delegate seek to resolve all disputes
within 14 days from the date that the review process is initiated. The matter will be closed
if the response of the Principal, or their delegate, is accepted.

Step 6 - All complaints received will be entered into our complaints register and, where
appropriate, a corrective action request will be made to address any underlying
processes which the complaints investigation revealed may require improvement.

Step 7 - If the matter remains unresolved, the complainant may pursue external resolution
alternatives.

International Students

If an international student is not satisfied with the outcome of Bishop Druitt College's

internal complaints handling process they may lodge an external appeal through the Overseas
Student Ombudsman (OSO), who investigates complaints about problems that international
students or intending international students may have with private education and training in
Australia. The college will advise the student within 10 working days of concluding the internal
review of their right to access an external complaints handling and appeals process. The services
of the OSO are free. The contact details for OSO are as follows:

e Email: omudsman@ombudsman.gov.au

e Phone: 1300 362 072 within Australia. Outside Australia call +61 2 6276 0111.
Enquiries: 9:00am to 5:00pm Monday to Friday, Australian Eastern Standard Time.

e Postal: Commonwealth Ombudsman, GPO Box 442 Canberra ACT 2601.

e Website: http//www.oso.gov.au/

Bishop Druitt College agrees to be bound to the OSO's recommendations and will ensure that any
recommendations made are implemented within 30 days of receipt of the report.

Confidentiality

Confidentiality applies with respect to both information relating to the person making the
complaint and, if relevant, to a person against whom a complaint is made. Bishop Druitt College is
committed to maintaining the confidentiality of information throughout the complaints process.

Personally identifiable information about a complainant will only be made available for the
purpose of addressing the complaint and (unless the complainant consents) will be actively
protected from disclosure.
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9. Welfare and accommodation requirements for students under the age of 18

Students under the age of 18 are required to maintain adequate welfare and accommodation
requirements as a condition of their student visa.

Where a student under the age of 18 is not in the care of a parent, legal guardian or nominated
relative, their accommodation arrangements must be approved by the college. In case of an
emergency the International Program Coordinator can be contacted 24 hours a day on 0408 209
995.

Will the student be in the care of a parent, legal guardian, boarding or a nominated relative?

|:| Yes |:| No

Details of approved welfare and accommodation arrangements:

Dates for approval of welfare and accommodation arrangements:

From: To:

10. Contact details and change of address

The student is obliged to notify the school of any change of address and contact details while
enrolled at the school as soon as possible and within 7 days by contacting the Enrolments Officer
or International Program Coordinator in writing. This is to ensure student safety and that
notifications are sent to the correct address.

Where Bishop Druitt College has approved the student’s welfare and accommodation
arrangements, the student requires approval from both the school and their parents/legal
guardians for any changes to welfare and accommodation arrangements. Changes must be
actioned via the ‘Request to change accommodation and welfare arrangements’ form.
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11. Privacy

Information is collected on this form, and during enrolment, in order to meet the college’s
obligations under the Education Services for Overseas Students Act 2000 and the National Code
of Practice for Registration Authorities and Providers of Education and Training to Overseas
Students 2007 to ensure student compliance with the conditions of their visas and their
obligations under Australian immigration laws generally.

Information collected about the student on this form and during enrolment can be provided, in
certain circumstances, to the Australian Government and designated authorities and, if relevant,

the Tuition Protection Service Director. Such information may include, but not be limited to,
personal and contact details, course enrolment details and changes, and the circumstances of
any suspected breach by the student of a student visa condition.

In other instances, information collected on this form or during your enrolment can be disclosed
without your consent where authorised or required by law.

The Bishop Druitt College privacy and information collection notice can be found on the college
website.

12. Declaration

All students and parents/legal guardians (if the student is under 18 years of age) must read and
sign this written agreement.

¢ | confirm | have received and understood information from the school regarding the
following:
- The course in which | am to be enrolled

- Conditions of enrolment in the course

- All fees payable for the course

- Bishop Druitt College’s refund policy

- The sharing of personal information

- Change of address obligations

- Grounds on which my enrolment may be deferred, suspended or cancelled

¢ | hereby declare that the information supplied by me is true and correct.
e | agree to pay all fees owing and by the due date.
¢ | have read, understood and agree to be bound by the above conditions of enrolment.

¢ In the event of the student being eligible to receive a refund of pre-paid course fees, the
refund is to be paid to:
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D The student/parent

or

D To: (name)

Signed (student)
Date:
Signed (parents/legal guardians)
Date:
Date:

Please note that Bishop Druitt College requires the provision of a copy of the parents/legal
guardian’s passport, driver’s licence, or similar documentation to verify their signatures. These
should have been provided at the time of lodgement of the enrolment application.

It is the student’s responsibility to keep a copy of the written agreement as supplied by the
college, and receipts of any payments of tuition fees or non-tuition fees.

This written agreement, and the right to make complaints and seek appeals of decisions and

action various processes, does not affect the rights of the student to take action under Australian
consumer law if Australian consumer law applies.
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