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HIC Overseas Student Enrolment Procedure Overview 
 

References: NC B St 2, NC B St 3 

 

 

 SCHOOLS SHOULD CHECK THE FOLLOWING HAVE 

BEEN PROVIDED PRIOR TO ENROLMENT OR 

DURING THE ENROLMENT PROCESS TO MEET 

REQUIREMENTS OF THE 2018 NATIONAL CODE:  
 
 ANY RELEVANT INFORMATION PROVIDED TO STUDENTS 

UNDER STANDARD 2 (INCLUDING SERVICES PROVIDED 
UNDER STANDARD 6) 

 ANY RELEVANT INFORMATION PROVIDED TO STUDENTS 
UNDER STANDARD 3 

 REQUIREMENT FOR STUDENTS TO MAINTAIN UPDATED 
CONTACT DETAILS AND ADEQUATE WELFARE AND 
ACCOMMODATION REQUIREMENTS, AND IF SCHOOL IS 
PROVIDING CAAW LETTER, DATES FOR APPROVAL OF 
WELFARE AND ACCOMMODATION ARRANGEMENTS 
(STANDARD 5 – YOUNGER STUDENTS) 

 HIC OVERSEAS STUDENT TRANSFER REQUEST POLICY 
(STANDARD 7 – TRANSFER BETWEEN REGISTERED 
PROVIDERS DURING FIRST SIX MONTHS OF REGISTERED 
SCHOOL COURSE) 

 HIC OVERSEAS STUDENT COMPLAINTS AND APPEALS 
POLICY (STANDARD 10 – COMPLAINTS AND APPEALS) 

 HIC OVERSEAS STUDENT PROGRESS, ATTENDANCE AND 
COURSE DURATION POLICY (STANDARD 8) 

 GROUNDS FOR DEFERMENT, SUSPENSION & CANCELLATION 
INCLUDING SCHOOL’S BEHAVIOUR MANAGEMENT 
POLICY/COMMUNITY CODE OF CONDUCT (STANDARD 9– 
DEFERRING, SUSPENDING OR CANCELLING THE STUDENT’S 
ENROLMENT) 

 SCHOOL ADVISES OUTCOME 
OF APPLICATION.  

 IF ENROLMENT IS ACCEPTED, 
LETTER OF OFFER, WRITTEN 
AGREEMENT, (INCLUDING 
CONDITIONS OF 
ENROLMENT), ITEMISED 
FEES AND PAYMENT DETAILS, 
DATES FOR APPROVAL OF 
CARE ARRANGEMENTS (IF 
APPLICABLE) ETC., ARE 
ISSUED. SIGNED WRITTEN 
AGREEMENT IS REQUESTED 

 SCHOOL CHECKS IF SIGNED  
AGENCY AGREEMENT IS 

CURRENT (IF APPLICABLE) *. 
(*From 3 June 2010, agents with 
written agreements must be listed 

on school website) 
 

 

STUDENT ARRIVES.  SCHOOL PROVIDES: 
 Orientation on arrival with information about 

- age- and culturally-appropriate information on who to contact in emergency 
situations and how to seek assistance and reporting any incident or 
allegation involving actual or alleged sexual, physical or other abuse 

- support services available to assist with transition to life & study in new 
environment 

- legal services 
- emergency & health services 
- facilities and resources 
- requirements for course progress and attendance 
- English language and study assistance programs 
- services students can access for information on works rights and conditions; 

how to contact to FWO 
- safety and personal security 
- how to seek assistance for and report an incident that significantly impacts 

on their wellbeing, including critical incidents 
 access to student and learning support services to achieve expected learning 

outcomes  
 OSHC information 
 introduction to designated student officer who will be official point of contact for 

the student and who will have access to up-to-date details of all of the school’s 
support services  

 a copy of complaints and appeals processes  
 safe environment  

ENROLMENT ENQUIRY 
MADE DIRECTLY TO SCHOOL OR VIA 

*AGENT 
 

SCHOOL PROVIDES 

ENROLMENT PACKAGE 
 

 ENROLMENT APPLICATION FORM   

 SCHOOL INFORMATION AND 

POLICIES FOR OVERSEAS 

STUDENTS 

 ADMISSION PROCEDURES 

 INTERNATIONAL STUDENT FEES 

SCHEDULE  

o SEE CHECKLIST FOR TUITION FEES 

& NON-TUITION FEES 

WWW.HILLS.QLD.EDU.AU 

 INFORMATION ABOUT THE SENIOR 

CERTIFICATE AND UNIVERSITY 

ENTRY REQUIREMENTS 

 A LINK TO THE INTERNATIONAL 

PAGE ON THE COLLEGE WEBSITE IS 

PROVIDED / HIC OVERSEAS 

STUDENT HANDBOOK (MUST MEET 

MARKETING AND STUDENT 

INFORMATION REQUIREMENTS OF 

NATIONAL CODE 2018) 

 INFORMATION ABOUT 

ACCOMMODATION 

ARRANGEMENTS 

 INFORMATION ABOUT OSHC, 
INCLUDING OSHC IS REQUIRED 

FOR DURATION OF VISA 

COMPLETED ENROLMENT 

APPLICATION AND 

DOCUMENTATION 
SUBMITTED TO SCHOOL 

 

WHEN WRITTEN 
AGREEMENT IS RECEIVED AND 

FEES ARE PAID, A COE IS 
ISSUED FOR VISA 

APPLICATION 
o THE WRITTEN AGREEMENT MUST 

BE SIGNED BEFORE OR AT SAME 

TIME AS PAYMENT OF FEES 

o THE COE MUST NOT BE ISSUED 

WITH A COURSE COST OR DURATION 
THAT IS HIGHER THAN WHAT IS 

REGISTERED ON PRISMS 

SCHOOL AND PARENTS 

COMMUNICATE ABOUT 

ARRIVAL, PICKUP, 
ACCOMMODATION, ETC. 


