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ESOS Framework and Fact Sheet

International education: ensuring quality and protecting students
Australia welcomes international students
The Australian Government wants international students to have a rewarding and enjoyable experience when they
come to Australia to study. Australia offers high quality education services and protects the rights of international
students to ensure you make the most of your time here.
This fact sheet contains important information for student visa holders about living and studying in Australia,
including your consumer rights and responsibilities as an international student and key things you should know
before and during your study.
Australian laws protect international students
As a student on a student visa, you benefit from Australian laws that ensure high standards of education, facilities
and support services while you are in Australia. You also have rights to information about your course and the
institution you wish to study with before and during your enrolment. The Education Services for Overseas
Students (ESOS) framework offers you financial protection in case your education institution does not deliver
what it has promised you.
You can find out more about the framework at https://internationaleducation.gov.au/regulatoryinformation/pages/regulatoryinformation.aspx.
Before you begin your studies
Choosing a course to study
As an international student, you can only study a course with an education institution listed on the Commonwealth
Register of Institutions and Courses for Overseas Students (CRICOS). All institutions registered on CRICOS have
met the quality standards set out in Australian law, which ensures you receive the best possible education services.
CRICOS is a good place to start when you want to find a course or education institution to study with, and can be
found at http://cricos.education.gov.au.
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Opportunity through learning

Using an education agent
International students do not have to use an education agent. You can enrol directly with an Australian education
institution. Information about what education institutions offer is usually on their websites.
If you want to use an education agent, it’s best to pick one used by the institution you want to study at. You
can find a list of education agents on the institution’s website.
The law requires institutions to use only education agents that act honestly and with integrity. Agents must give you accurate
advice about the courses on offer, including entry requirements, and information about living in Australia. You should still be
careful and alert when dealing with agents to ensure you enrol in a course that is suitable for you and will help you achieve
your learning goals.
In Australia, education agents cannot give you information on visa and immigration matters – only migration agents can do this.
You can find out more about using migration agents at the Department of Immigration
and Border Protection’s website at www.border.gov.au/Trav/Visa/Usin.
If you think your education agent might be behaving dishonestly or unethically, you should stop using them immediately and
contact your education institution directly.
Written agreements or contracts between the student and institution
Under Australian law an education institution must have a written agreement with you outlining the services they will provide,
all the fees you are required to pay, and conditions for refunds of money you pay for the course.
The written agreement is a legal contract. You should read it carefully and make sure you fully understand what it says
before signing it. You and your education institution must follow whatever is set out in the written agreement once you have
accepted it, so you should keep a copy of it. Should you ever make a complaint about your institution, you will need to refer
to your written agreement. You can find out more about making complaints on page 6 of this fact sheet, Making complaints
and getting help

Your rights before you enrol
Even before you enrol with an education institution, under Australian law you have the right to:
•
•
•
•

•
•

receive current and accurate information about the courses, entry requirements, all fees and modes of study
from your institution and your institution’s agent before you enrol
sign a written agreement with your institution before or at the time you pay fees. You do not have to pay the
institution any money or fees until you accept the agreement
seek a refund in certain situations for course money you have paid. Information about refund arrangements
must be included in your written agreement
get the education you paid for. The law includes tuition protections that will allow you to be placed in another
course or receive a refund if your institution is unable to teach your course (known as a provider default), visit
https://tps.gov.au/ for more information
access complaints and appeals processes
request to transfer to another institution and have that request assessed by your institution.

Paying your tuition fees
From 14 December 2015, changes to Australian law give international students more choice about how they pay their fees.
Previously you could not pay more than 50 per cent of your fees before you started a course. Now you can choose to pay
more than 50 per cent of your tuition fees before you start. For example, you or the person who is paying your fees may
decide this is a good idea if the Australian dollar exchange rates mean you will save money by paying more of your fees early.
Your education institution may ask you if you would like to pay more than 50 per cent of your fees before you start your course.
This is your choice. Your institution cannot require you to pay more, unless you are doing a short course of 25 weeks or less. If
your course is longer than 25 weeks, you cannot be asked to pay more
than 50 per cent of your tuition fees before you start.
Your institution may wish to organise a payment plan so you can start regularly paying the rest of your tuition fees once you
start the course. Your written agreement should include an itemised list of all the fees you will be charged for your course,
including your tuition fees and how they will be paid, and refund arrangements.
In Australia there are also very strong protections for students’ fees, which you can learn more about on
page 5 of this fact sheet under Protecting your tuition fees.
What happens if you can’t start the course because your visa is refused?
If you have paid fees to an education institution and your visa is refused, you are entitled to a refund. Under Australian law,
the institution is allowed to keep either 5 per cent of the tuition fees you paid or $500, whichever is the lowest amount, and
must refund you the rest.
If your visa is refused after the course was due to start, the institution can keep tuition fees for the number of weeks that have
passed since commencement, and must refund you the rest of the fees.
What happens if you decide you don’t want to start or continue the course?
If you change your mind and do not want to start the course, you may be entitled to a refund.
If you have a written agreement with the institution, the amount of your refund will depend on the written agreement,
which should tell you what will or will not be repaid to you.
If you do not have a written agreement, you have the right to receive some of your fees back. Under Australian law, the
institution is allowed to keep either 5 per cent of the fees you paid or $500, whichever is the lowest amount, and must refund
you the rest of the tuition fees you paid them.
During your studies
Support services for you in Australia
Under Australian law your education institution must offer you support services to help you adjust to study and life in
Australia, achieve your learning goals and maintain satisfactory progress in your learning. This support is available because
we recognise that Australia may be a new environment for students, with different laws, culture and customs. Your
education institution must give you advice on:
•
•
•
•
•
•
•

support and welfare services available at the institution
legal services
emergency and health services
facilities and resources
complaints and appeals processes
any student visa condition that relates to the course you are studying
services international students can access for information on their employment rights and conditions, and how to
resolve workplace issues, such as through the Fair Work Ombudsman (from 1 January 2018).

Many education institutions also offer career advice services. You should ask them whether they can help advise you on working
and careers

Welfare for students under 18 years of age
If you are under 18 years of age, you will only be granted a visa if there are adequate arrangements in place for your
accommodation, support and general welfare. This is for your personal safety and applies for the length of your student visa
or until you turn 18.
If you are under the age of 18 your visa application must demonstrate that you will be accompanied by a parent, legal
custodian or an eligible relative. If you will not be living with one of these people, your education institution can agree to be
responsible for approving your accommodation, support and general welfare arrangements while you are in Australia on a
student visa.
If your education institution has approved your living and general welfare arrangements, but you wish to change them,
you must have the approval of your institution before you do so. This is because your institution must advise the
Department of Immigration and Border Protection as soon as possible about changes to living and welfare arrangements
for students under 18.
If you don’t have your institution’s approval, this may be reported to the Department of Immigration and Border Protection. If
this happens, you will be in breach of student visa condition 8532 and your visa may be cancelled.
For more information about visa requirements for students under the age of 18, visit:
http://www.border.gov.au/Busi/Educ/Educ/Welfare-requirements-for-student-visa-applicants-under-18 and
http://www.border.gov.au/Trav/Stud/More/Visa-conditions/visa-conditions-students.

Your responsibilities as an international student in Australia
Your student visa
As an international student on a student visa, you must:
•
•
•
•
•

comply with your student visa conditions
ensure you have and continue to maintain your Overseas Student Health Cover (OSHC) for as long as you stay in
Australia on a student visa
tell your institution if you change your address or other contact details
meet the terms of your written agreement with your education institution
maintain satisfactory course progress and attendance.

Information about visa conditions for student visa holders is available on the Department of Immigration and Border
Protection’s website at www.border.gov.au/Trav/Stud/More/Visa-conditions/visa-conditions- students, or call 131 881 on
Monday – Friday from 8.30am to 4pm inside Australia (except public holidays).
Academic integrity and misconduct
The Australian Government and education institutions take issues of academic integrity very seriously. Education
institutions have many ways of detecting cheating or plagiarism in exams and assessments.
Using ghost writing services, asking someone to take an exam in your place, or any other kind of academic misconduct will
result in serious action being taken against you. Your enrolment or student visa could be affected, or cancelled altogether.
If you are struggling with your studies, it’s best to ask your institution what support services they can offer you.
Your consumer rights and protections
Protecting your tuition fees
Australia is widely recognised as a world leader in protecting the tuition fees of international students through its Tuition
Protection Service (TPS). The TPS assists international students whose education institutions are unable to fully deliver their
course of study, and ensures that international students are able to either:
•
•

complete their studies in another course or with another education institution, or
receive a refund of their unspent tuition fees.

In the unlikely event your education institution is unable to deliver a course you have paid for, they have obligations to offer
you an alternative course or, if you do not accept the alternative course, pay you a refund of your unspent prepaid tuition fees.
If your institution is unable to meet these obligations for some reason, the TPS will assist you in finding an alternative course or
getting a refund if a suitable alternative is not found.

For more information on the TPS, visit www.tps.gov.au. If you are a student whose provider is unable to fully deliver your
course, you can call (02) 6271 3440 for assistance.
Working in Australia
Australian workplace laws provide basic protection and entitlements for all workers in Australia, including workers from
overseas. International students have the same entitlements to minimum wages and conditions as Australian workers, as
well as superannuation and workers’ compensation under Australian workplace laws.
The minimum wages and conditions to which an employee is entitled are set out in awards (also known as modern awards).
Awards apply to employees depending on the industry they work in or the job that they do. Awards don’t apply when a
business has an enterprise agreement or other registered agreement that covers the employee’s working conditions. For more
information on awards and agreements, visit
www.fairwork.gov.au/awards-and-agreements.
Australian laws also protect you from being discriminated against at work, for example because of your race, when you are
applying for a job, about to begin a job, or any time during your employment. For more information about discrimination at
work, visit https://www.fairwork.gov.au/employee- entitlements/protections-at-work/protection-from-discrimination-atwork or https://www.humanrights.gov.au/.
The Fair Work Ombudsman (FWO) helps employers and employees to understand their rights and responsibilities at work.
The FWO can also investigate suspected breaches of workplace laws. To find out what you should be paid and learn more
about your minimum workplace entitlements you can visit www.fairwork.gov.au. You can also call 13 13 94 from 8am to
5.30pm Monday to Friday inside Australia (except public holidays). Getting help to resolve a workplace issue will not
automatically affect your student visa.
You are limited to 40 hours of work per fortnight when your course is in session, and unlimited hours in out of session periods.
This is to ensure you are mainly focused on your studies. Work conditions for student visa holders can be found on the
Department of Immigration and Border Protection website at
www.border.gov.au/Trav/Stud/More/Work-conditions-for-Student-visa-holders
Changing education institutions or courses
If you are not satisfied with the course you are doing and wish to transfer to another education institution, before you make
the decision to enrol with another institution you should be aware that there are rules about what you can or cannot do.
From 1 January 2018, if you are a school student and want to change to another education institution before finishing the first
six months of your first school course, you must seek permission from your original education institution to transfer. Six
months after you start your first school course, you can change to another education institution without asking your original
education institution for approval.
For all other students, if you haven’t completed six months of your principal course (the main course of study
you are undertaking), Australian legislation says that you can only change education institutions if:
•
•
•

your original institution can no longer provide the course you enrolled in, or
your original institution says they will release you, or
you have a government sponsor and that sponsor writes a letter saying they support your change of course.

In other words, you will usually need your institution’s permission if you want to transfer before you have completed six
months of your principal course.
Your original institution can only provide a letter of release if:
•
•

you have a letter from another institution saying they have made you an enrolment offer
where you are under 18, you have the support of your parent or legal guardian, or the institution wishing to enrol
you says they will take responsibility for your welfare.

You should read and understand your institution’s transfer policy, as it should clearly state the reasons that you may or may
not be granted a transfer. Your education institution must assess or consider your request to transfer against this policy.

If you are not satisfied with your institution’s decision, you can appeal through their internal appeals and complaints
handling process. If you are not satisfied with the outcome of that internal appeal process, your options are outlined in the
section below, Making complaints and getting help.
If you are thinking about changing your course, you need to ensure that you continue to meet the conditions of your student
visa. Further information about the impact of changing courses or education institutions is available on the Department of
Immigration and Border Protection’s website at
http://www.immi.gov.au/Study/Pages/changing-courses.aspx.
For more details about the legislative requirements around transferring courses, you can visit:
https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas-Students- ESOSLegislative-Framework/National-Code/nationalcodepartd/Pages/ExplanatoryguideD7.aspx
Making complaints and getting help
If you have a complaint about your institution, you should talk to them first. Your education institution must have complaints
and appeals processes in place to help students resolve their issues.
If you cannot resolve your complaint with an institution, there are other actions you can take. You will need to find out
whether your institution is a private or government type by searching them and looking at the Institution type field on the
CRICOS website at
http://cricos.education.gov.au/Institution/InstitutionSearch.aspx
If your institution is a private (non-government) organisation, you can take your complaint to the Overseas Students
Ombudsman (OSO). Refer to the Overseas Students Ombudsman website at
http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page for more information about how the
OSO can help students, or call 1300 362 072.
If you are studying with a government education institution, which includes most universities and TAFEs , the external appeal
body will most likely be the ombudsman for the state or Commonwealth. Your education institution can give you the best
information about the appropriate external appeals process for their institution. You can find the contact details of all
Australian ombudsmen at
www.ombudsman.gov.au/about/our-history/state-and-territory-ombudsmen.
Questions?
If you have any questions or concerns that haven’t been answered in this fact sheet, you can submit an enquiry at
https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas- Students-ESOSLegislative-Framework/ESOSenquiries/Pages/Default.aspx
Find out more and connect on social media
Study in Australia is the official Australian Government website for international students. You can connect with it through:
•
•
•
•

Website: https://www.studyinaustralia.gov.au/
Facebook: https://www.facebook.com/studyinaustralia
Twitter: https://twitter.com/futureunlimited
YouTube: http://youtube.com/afutureunlimited

The Fair Work Ombudsman gives you information and advice about your workplace rights and obligations. You can connect
with it through:
•
•
•
•
•

Website: https://www.fairwork.gov.au/
Facebook: https://www.facebook.com/fairwork.gov.au
Twitter: https://twitter.com/fairwork_gov_au
YouTube: http://www.youtube.com/user/FairWorkGovAu
Subscribe to email updates at https://www.fairwork.gov.au/Website-information/staying-up-to- date/subscribeto-email-updates

Northside Christian College
ENROLMENTS
CRICOS Provider Code: 01799C

Code of practice – Information & Policies
Effective Date
Replaces

April 2020
September 2015

Northside Christian College operates as an accredited school under the Queensland Education Act, and will provide regular
instruction and teaching programs and co-curricula activities as devised by the College Management from Preschool to
Year 12.
Northside Christian College’s Aims are
•
to foster in each student the knowledge, skills, experiences and character required for genuine success in life
beyond school.
•
to support and work in partnership with parents, as they raise their children well.
•
to build a safe College environment, both in facilities and culture, for our children.
•
to provide a God centred, biblical perspective to education.
The College is situated in Everton Park, Brisbane and is approximately 10 kms from the city centre. Transport systems are
well developed, including buses, trains, taxis and College bus service. Shopping Centres are within easy reach of the College
and nearby services include doctors, physiotherapists, hospitals, pharmacies, hairdressers, banks, post offices, sporting
complexes, gyms etc.
Educational standards
Northside Christian College is committed to providing and maintaining the highest professional standards in both the
marketing and delivery of its education program. This includes safeguarding the welfare and interests of all students,
providing adequate facilities and resources and using appropriate and effective methods of instruction.
Marketing
Northside Christian College will market its programs with integrity, professionalism and accuracy, avoiding vague or
misleading statements. Students will be given accurate information about the courses offered and the facilities provided.
When providing information to prospective students no false or misleading comparisons will be drawn with any other
institution or course.
Student Information
At the time of receiving enrolment forms from the College students will be provided with the following:
•
College Code of Practice, Information and Policies for Overseas Students
•
Admission Procedures and Entry Criteria
•
Total fees for the program and what is included within those fees
•
Information about the Senior Certificate and university entry requirements (where applicable)
•
Copy of the College prospectus
Recruitment
Recruitment of students will be conducted at all times in an ethical and responsible manner and consistent with the
requirements of the curriculum. Appropriately qualified staff will assess the extent to which the applicant is likely to achieve
the outcomes of the course based on the applicant’s level of English and academic results.
Refunds
Northside Christian College will have a fair and clearly explained refund policy. See Refund Policy.
Student Grievances
Northside Christian College will have a fair and transparent process for dealing with student grievances. In the event that
such grievances cannot the resolved internally, Northside Christian College will advise students of the appropriate bodies
from which they can seek further assistance. See Complaints and Appeals Policy.
Education Services Act For Overseas Students
Northside Christian College will be bound by the provisions of the Education Services for Overseas Act 2000.
Enrolments/International Students ~ Policy Handbook

Page 9 of 48

Northside Christian College
ENROLMENTS
CRICOS Provider Code: 01799C

Student Services
Northside Christian College will ensure that students have access to:
•
Orientation on arrival
•
Assistance and information about their academic progress
•
Information regarding entry to further study
•
Ongoing counselling as required in relation to health and family matters
•
A designated student officer who will assist the student to adjust to life and study at an Australian institution, and
to help resolve problems.
Student Protection
Protection for children and young people is of paramount importance and we aim to create a safe school environment for all
to enjoy. All complaints of child sexual abuse and sexual misconduct are take very seriously. Counsellors and Child
Protection Officers are the persons designated as liaison to whom students may refer if they are not feeling safe, or to
whom they make complaints of harm, inappropriate behaviour or physical/sexual abuse.
Privacy of Personal Information
Northside Christian College will meet all requirements of the Privacy Act 2001 in relation to the way it handles personal
and sensitive information about students.
Agents
Northside Christian College does not employ agents to recruit students for or on behalf of the College.
Sanctions
Northside Christian College recognises that if it should not meet the obligations of this code or supporting regulatory
requirements, it may have its registration as a provider withdrawn.

Information and Policies
Accreditation
Northside Christian College is an approved school under the Education (Accreditation of Non-State Schools) Act, 2001 and
the Education (Overseas Students) Act, 2018.
Northside Christian College is registered on the Commonwealth register of Institutions and Courses for Overseas Students
(CRICOS). The CRICOS Provider Number is: 01799C.
Courses
Northside Christian College offers Prep to Year 12 courses. All overseas students are eligible for the Queensland Tertiary
Entrance Statement (Provisional) and the Queensland Studies Authority Senior Statement (Provisional) at the end of Year
12.
CRICOS Code

CRICOS Course Name

Course Level

089552K

Primary Year Prep to Year 6

Primary School Studies

085111A

Secondary Junior Year s7 to 10

Junior Secondary Studies

027892C

Secondary Senior Years 11 and 12

Senior Secondary Certificate of Education

Entry Requirements
Entry requirements are covered under Conditions of Enrolment (part of the Enrolment Pack) and Minimum Academic and
English Language Requirements: “English Language Proficiency Requirements”.

Enrolments/International Students ~ Policy Handbook
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Payment and Refund of Fees and Charges
A copy of the Fees Schedule, including refund policy is part of the Enrolment Pack. Two copies of the Refund Policy are
included: One copy for the parents/guardians to keep on record, the other copy to be signed and returned to the College to
signify acceptance of the terms listed in the Refund Policy.
Termination and/or Suspension of Enrolment Policy
This area is covered in detail in the Deferment, Suspension and Cancellation Policy.
Dispute Resolution Policy
A copy of the Complaints and Appeals Policy is included in the Enrolment Pack.
Policy for Transfer to and from Other Educational Institutions
A copy of the Transfer Request Policy in included in the Enrolment Pack.
Child Protection Policy
A copy of the Child Protection Policy is available on the website.
Other Conditions
Enrolment at Northside Christian College is conditional upon full participation in the complete range of the College
curriculum and activities, including those of a specifically religious nature.
Enrolment at Northside Christian College is conditional upon adherence to College Policies as detailed in this document and
the Parent and Student Handbook for International Students.
All students are required to wear full and correct College uniform during the College day, and when travelling to and from
the College.
Further Information
Further information regarding enrolment of overseas students at Northside Christian College may be obtained from:
Northside Christian College
151 Flockton Street
Everton Park Qld 4053
Phone: 07 3353 1266
Fax: 07 3353 4628
Email:
enrolments@northside.qld.edu.au

Enrolments/International Students ~ Policy Handbook
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Minimum Academic and English Language Requirements
Effective Date
Replaces

1.

2.

3.
4.
5.
6.
7.
8.

April 2020
October 2017

Northside Christian College will consider enrolment applications from students wishing to apply for a
Student Visa, subject to compliance with minimum requirements and conditions set by the College, and
with legislative requirements of the State of Queensland and the Commonwealth of Australia, including any
requirements to undertake extra tuition to learn English to meet the English language proficiency standard
needed to enter mainstream classes.
Applications for enrolment must be made on the “Enrolment Application”. This must be correctly
completed, and must be accompanied by the following documents to support the application:
a)
Copies of Student Report Cards from the previous 2 years of study, including a copy of the latest
Student Report;
b)
A completed Reference Form from the student’s current or most recent College Principal is also
required if student Report Cards do not record student behaviour or commitment to studies;
c)
A completed Subject Choices Form if appropriate ;
d)
Appropriate proof of identity and age;
e)
Written evidence of proficiency in English as a second language
f)
Photocopy or scanned copy of passport page with name, photo identification, passport number and
expiry date
g)
Completed Homestay Application Form
h)
Enrolment Application Fee
i)
Letter of Offer from another registered provider if applicable
Where the above documents are not in English, certified translations in English are required, with necessary
costs to be met by the applicant.
An Enrolment Application can only be processed when all of the above are in the hands of the Enrolments
Officer.
Applications from International students are processed according to established policy and procedures, and
are dealt with on their merits.
Assessment procedures include an evaluation of reports from previous Colleges and of English language
proficiency. In cases where report cards are not available or are inconclusive for any reason, the College
may require relevant testing of the applicant to assess the application.
Onshore applications for Years 11-12, where the student is transferring from another CRICOS registered
provider, will only be considered where the transfer, if accepted, allows the student to achieve a successful
study outcome at the end of the enrolment.
Offshore applications for enrolment in Years 11-12 will not be considered after the Year 11 course has
commenced.

Northside Christian College requires evidence that the applicant’s academic ability and English proficiency is
sufficient to successfully meet the entry and curriculum demands of the intended course. This is a requirement
under the 2018 National Code of Practice, Part B Standard 2.
Minimum academic and English language requirements are as follows:
Academic Requirements
1. Students must provide evidence of satisfactory academic performance appropriate to entry to the Year level
requested on the Enrolment Application or offered as an alternative point of entry by the College in a Letter
of Offer.
a)

For Primary College:
i)
Evidence of application to College work and age-appropriate achievement
in literacy and numeracy areas of the curriculum

Enrolments/International Students ~ Policy Handbook
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CRICOS Provider Code: 01799C

b)

For Year 7 – 12 students:
i)
A pass level or “C” grade or better for the majority of core subjects

English Language Proficiency Requirements
1.

Applicants are assessed individually based on the contents of their report cards and personal references,
and may also be required to undertake a language proficiency test requested by the College.

2.

If supplied, Northside Christian College will assess evidence of English language proficiency presented by
a student at the time of application, but reserves the right to confirm the student’s English language
proficiency through additional tests.

3.

If not presenting appropriate evidence of English language proficiency at the time of application,
Northside Christian College will assess the student’s application for entry based on satisfactory test
results as follows:
Year Level
Examination Band Scales
Entry
AEAS
IELTS
NILLA
TOEFL (iBT)
Year 7 & 8
61-70%
4-5
4+
9
70%
5-6
5
50
10
75+%
6
5
65
11 & 12
80+%
6+
6
75
THIS IS A GUIDE ONLY AS THE INTERVIEW DETERMINES THE SUCCESS OF THE APPLICATION. ALL
APPLICATIONS ARE ASSESSED ON AN INDIVIDUAL BASIS.

4.

Students should note that if their language proficiency is below that outlined above, they may be
required to undertake an intensive English language course before beginning mainstream studies.

5.

Any student enrolled in Year 7-10 may be requested at the College’s discretion to re-sit an IELTS Test or
another diagnostic test approved by the College to ascertain that they are at a minimum level of
competency for Year 11. All students must be at a minimum level 6+ of the IELTS Band Scales or equivalent
to progress onto an ATAR course in the College.

6.

Students wishing to enter the College below Year 7 level are assessed individually based on the contents
of their report cards and personal references, and may also be required to undertake a language
proficiency test set by the College.

Enrolments/International Students ~ Policy Handbook
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Procedure for assessing student’s qualifications, and language proficiency
Admissions Office
Check if placement is available
Check documentation is complete
Request any documentation outstanding
Advise family if no placement available

Completed enrolment application documents are
received.
These include:
Completed enrolment application form
Signed agreement all policies and conditions
have been understood and accepted
Completed medical information form

Create application file
Indicate placements which might be
available
Application file circulated for assessment
REF: English language and academic entry
requirements.

Certified transcripts of academic records from
previous years of schooling
Certified evidence of date of birth
Letter of recommendation or statement of
student behaviour from previous school
principal (if not included with academic
records)
Copy of passport details
Copy of English language test/evidence English
language proficiency

EAL/D teacher for
assessment of EAL/D
support required if student
is from a culturally and
linguistically diverse
background

Completed accommodation application
Completed subject choices form (if possible)

Heads of School/Business Manager
Application approved
Application not approved
Interview required

Admissions Office
Confirm recommended placement is
available
Confirm documentation and consultation
process is complete
Follow up any academic or management
requests
Finalise documentation

Enrolments/International Students ~ Policy Handbook
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Accommodation and Welfare Policy
Effective Date
Replaces

April 2020
October 2017

Care for younger students under 18 years
Note: The College does not provide welfare arrangements for Primary aged children in Prep to Year 6. A
Guardian must accompany the child.
Northside Christian College is a CRICOS-registered provider which enrols younger students under 18 years of
age.
As part of is registration obligations Northside Christian College must satisfy Commonwealth and state
legislation, as well as any other regulatory requirements, relating to child welfare and protection for any
International student enrolled who is under 18 years of age.
These obligations include ensuring that all International students under 18 years of age are given age-and
culturally-appropriate information on:
•

who to contact in emergency situations, including contact number/s of a nominated staff member, and

•

how to seek assistance and report any incident or allegation involving actual or alleged sexual, physical or
other abuse.

Northside Christian College has documented procedures relating to child welfare and safety, and will
implement these procedures in the event that there are any concerns for the welfare of a student under 18
years of age.
Accommodation and care options for International students under 18 years
Northside Christian College approves the following accommodation and care options for International students:
1.

The student will live with a parent or relative approved by the Department of Home Affairs
(Immigration).
In this case:
i.

ii.




The College does not provide a welfare letter (CAAW) via PRISMS. The student’s family completes
Form 157N and provides proof of relationship to Department of Home Affairs (Immigration) at the
time of visa application for approval of these arrangements. The Department of Home Affairs
(Immigration) must also approve any further change of welfare arrangements.
If the adult responsible for the welfare, accommodation and other support arrangements for a
student under 18 years holds a Student guardian Visa (subclass 590), all obligations and conditions of
this visa must be met, including:
not leaving Australia without the nominating student unless there are compassionate and
compelling circumstances and the College has first approved alternative welfare and accommodation
arrangements for the student for the adult’s period of absence, and
advising the Department of Home Affairs (Immigration) of any change of address, passport or other
changes of circumstances.
Northside Christian College requires holders of Student Guardian Visas to:
i.
ii.
iii.

maintain International Visitor Health Cover for themselves and any dependent children living
with them in Australia
immediately advise the College of any change to address or contact details
immediately advise the College if there are any compassionate or compelling reasons to travel
International or not be at home for an extended period of time to care for the student.
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If there is a valid reason for travelling International, and the College is able to approve alternative
accommodation and care arrangements for the student for the period of student guardian visa holder’s
absence, the College will provide documentation approving temporary care arrangements for the
student to the student’s guardian and for the Department of Home Affairs (Immigration) via PRISMS.
If there is not a valid reason for travelling International, or if the College is not able to approve
alternative accommodation and care arrangements for the student for the period of student guardian
visa holder’s absence, the student will need to travel International with the holder of the student
guardian visa. In this case, the College will advise if compulsory attendance requirements will or will not
be affected by the student’s absence.
2.

The student will live in College approved accommodation and welfare arrangements and Northside
Christian College will generate the welfare letter (CAAW) via PRISMS to accompany the student’s
Confirmation of Enrolment (CoE).
Accommodation options that may be approved by Northside Christian College for full fee paying 500
(formerly 571) visa subclass students under 18 years of age include:
i.
Homestay Program operated by Northside Christian College. Please see Additional
Information, below.
ii.
Private accommodation and care arrangements requested by the parent but approved by the
College which meet all requirements under relevant state and Commonwealth legislation.
Northside Christian College will maintain approval of accommodation and care arrangements until:
i.
ii.
iii.
iv.
v.
vi.

The student completes the course and departs Australia
the student turns 18 years
any appeals processes in relation to Northside Christian College’s intentions to cancel the
student’s enrolment has been finalised (including suspensions, cancellations, course progress
and attendance)
the student has alternative welfare arrangements approved by another registered provider
a parent or nominated relative approved by the Department of Home Affairs (Immigration)
assumes care of the student
Northside Christian College has notified the Department of Home Affairs (Immigration) that it
is no longer able to approve the student’s welfare arrangements and has taken the required
action after not being able to contact the student.

Any accommodation, welfare and other support arrangements for the student must be approved by
Northside Christian College, including arrangements provided by third parties.
Accommodation and care arrangements are checked prior to approval and at least every six months
thereafter to ensure they are appropriate to the student’s age and needs.
Any adults involved in or providing accommodation and welfare arrangements to the student have a blue
card as appropriate (https://www.bluecard.qld.gov.au/ ).
Any changes to approved arrangements must also be approved by the College. This includes any requests
by students under 18 years of age to attend “Schoolies Week” on completion of Year 12.
If a student cannot be located and the College has concerns for his/her welfare, the College will contact the
student’s parents / legal guardian and notify the police and any other relevant authorities.

Enrolments/International Students ~ Policy Handbook

Page 16 of 48

Northside Christian College
ENROLMENTS
CRICOS Provider Code: 01799C

If a student for whom the College has issued a CAAW refuses to maintain approved arrangements, the
College will report this to the Department of Home Affairs (Immigration) and advise the student to contact
the Department of Home Affairs (Immigration) to ensure visa implications are understood. (See Department
of Home Affairs (Immigration) office addresses at: https://immi.homeaffairs.gov.au/help-support/contact-us.
In the event of a significant or critical welfare issue involving the student, and if determined necessary by
the College, a parent, legal guardian or approved relative agrees to travel to a designated location within 7
days to assume care of the student until the situation has been resolved to the College’s satisfaction.
If a parent / nominated guardian wishes to assume welfare responsibility, the parent / nominated guardian
must notify the College as soon as practicable of their intentions and must provide the College with written
evidence of a guardian visa grant.
3.

For College vacation periods, students under 18 years of age for whom Northside Christian College has
issued a CAAW will: [Delete any which do not apply]
i.
ii.

4.

return home to parents, or
continue to live in / is placed in Homestay arranged and approved by the College, or

Accommodation options for students 18 years and older include:
a) Homestay Program, including private arrangements requested by a parent

5.

6.

For College vacation periods, the following accommodation options are available to students 18 years or
older:
i.

Student returns home to parents

ii.

Student continues to live in / is placed in Homestay, details of which are recoded by the
College

Homestay / private accommodation arrangements at Northside Christian College:
The Homestay / private accommodation arrangements approved by Northside Christian College meet
Queensland legislative requirements for child protection as well as Standard 5 of the 2018 National Code of
Practice for Providers of Education and Training to International Students.
These include
i.
ii.

Continuous dates for approved welfare arrangements
Documented procedures for checking suitability of accommodation, support and general
welfare arrangements before a student is placed in an approved arrangement, and at least
every six months thereafter, covering
o Guidelines for selecting, screening and monitoring each family and ensuring the family can
provide age appropriate care and facilities for the duration of the student’s enrolment at
the College
o

Criteria about accommodation services to be provided, and contract for arrangements
about providing accommodation services

o

Orientation program for families new to provision of homestay services

o
iii.

Compliant Homestay risk management strategy, reviewed annually, undertaken by College
/ operator of the homestay program

Blue cards as required for adults living in the homestay / private arrangement, other than
International students, or who otherwise have regular contact with the student.
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Course Progress and Attendance Policy
Effective Date
Replaces

April 2020
October 2017

This policy is available to staff and to students.
International students are required to meet and maintain satisfactory course progress and attendance requirements
under visa condition 8202 and under Standard 8 of the National Code of Practice for Providers of Education and
Training to International Students 2018.
1.

Course Progress
a)

The College will monitor, record and assess the course progress of each student for the course in which
the student is currently enrolled.

b)

The course progress of all students will be assessed at the end of each study period of enrolment
according to Northside Christian College’s course assessment requirements.

c)

Students who have begun part way through a study period will be assessed according to Northside
Christian College’s course assessment requirements after complete one full study period.

d)

To demonstrate satisfactory course progress in any study period/semester, students will need to be
achieving the following:
I.
II.
III.

Junior College: “Achieving at standard” in all subjects or a minimum letter grade of C at the
end of any semester.
Middle College: Achieve a pass in all core subjects and fail no more than 2 elective subjects
studied in any semester.
Senior College: A minimum of …
• a letter grade of C in all subjects at the end of each unit/semester
• be deemed to be making satisfactory progress for completion of any certificate
qualifications they are enrolled in at the end of each semester
• Progressively accrue sufficient credit points to remain eligible for a Queensland
Certificate of Education (QCE) by the end of Year 12.

To demonstrate satisfactory course progress for the Senior Secondary Course, students must [define
satisfactory course progress for Unit 1 and Unit 2 in Year 11 and for Units 3 and 4 in Year 12, for
example: progressively accrue sufficient credit in Units in Years 11 and 12 to remain eligible for a
Queensland Certificate of Education (QCE). Students enrolled for all four Units of a Senior Secondary
Course will be identified and notified as being at risk of not achieving satisfactory course progress when
their results indicate that the Learning Options available to them to remain eligible for a QCE are
becoming limited.
e)

If at the end of a study period a student does not achieve satisfactory course progress as described
above, the Head of Teaching and Learning or Head of College will formally contact the parent(s) to
advise that the student is at risk of breaching the course progress requirement and that there will be a
meeting with the Head of Teaching and Learning and the student to develop an intervention strategy for
academic improvement. This may include;
i.
ii.

After hours tutorial support
Subject tutorial support in class time
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iii.
iv.
v.
vi.
vii.
viii.
ix.

Mentoring
Additional EAL/D support
Change of subject selection, or reducing course load (without affecting course duration)
Counselling – time management
Counselling – academic skills
Counselling – personal
other intervention strategies as deemed necessary

f)

A copy of the student’s individual strategy for academic improvement and any relevant progress reports
will be forwarded to parents.

g)

The student’s individual strategy for academic improvement will be monitored over the following study
period by the Head of Teaching and Learning or the Head of College and records of student response to
the strategy will be kept. Parents will be kept informed of the student’s academic progress while the
student is receiving formal intervention.

h)

If the student does not improve sufficiently academically and achieve satisfactory course progress by the
end of the next study period, Northside Christian College will advise the student in writing of its
intention to report the student for breach of visa condition 8202, and that he/she has 20 working days
in which to access the College’s internal complaints and appeals process.
The notification of intention to report will be issued to the student prior to the commencement of the
next semester. Following the outcome of the internal process, if the student wishes to complain or
lodge an external appeal about a decision made or action taken by Northside Christian College, he/she
may contact the International Student Ombudsman at no cost. Please see Northside Christian College’s
Complaints and Appeals Policy for further details.

i)

2.

The College will notify the National ESOS Agency via PRISMS of the student not achieving satisfactory
course progress as soon as practicable where:
i.
the student does not access the complaints and appeals process within 20 days, or the student
withdraws from the complaints and appeals process by notifying the Principal of Northside
Christian College in writing, or
ii.
the complaints and appeals process results in a decision in favour of the College.
Completion within expected duration of study

a)

As noted in 1.a., the College will monitor, record and assess the course progress of each student for the
course in which the student is currently enrolled.

b)

Part of the assessment of course progress at the end of each semester will include an assessment of
whether the student’s progress is such that they are expected to complete their studies within the
expected duration of the course.

c)

The College will only extend the duration of the student’s study where it is clear the student will not be
able to complete their course by the expected date because:
i.
ii.
iii.

the student can provide evidence of compassionate or compelling circumstances (see Definitions
below)
the student has, or is, participating in an intervention strategy as outlined in 1.e.
an approved deferment or suspension of study has been granted in accordance with Northside
Christian College’s Deferment, Suspension and Cancellation Policy.
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d)

3.

Where the College decides to extend the duration of the student’s study, the College will report this
change via PRISMS within 14 days and/or issue a new COE if required. In this case, the student will need
to contact the Department of Home Affairs (Immigration) to seek advice on any potential impacts on
their visa, including the need to obtain a new visa.

Monitoring Course attendance
a)

Satisfactory course attendance is attendance of 80% of scheduled school days.

b)

Student attendance is:
i.
checked and recorded daily
ii.
assessed regularly
iii.
recorded and calculated over each study period.

c)

Late arrival at College will be recorded and will be included in attendance calculations.

d)

All absences from College will be included in absentee calculations and should be accompanied by a
medical certificate, an explanatory communication from the student’s carer or evidence that leave has
been approved by the Principal/Head of College.

e)

Any absences longer than [3] consecutive days without approval will be investigated.

f)

Student attendance will be monitored by the Head of Teaching and Learning or the Head of College
every 5 weeks over a study period to assess student attendance using the following method:
i.

The College will calculate attendance using a formula based on the number of days absent. For
example, a 20 week study period with 5 days a week would equal 100 College days. 20% of this is
20 College days.]

ii.

Attendance for any period of exclusion from class will be assessed under Northside Christian
College’s Deferment, Suspension and Cancellation Policy.

g)

Parents of students at risk of breaching Northside Christian College’s attendance requirements will be
contacted by either email or phone and students will be counselled and offered any necessary support
when they have absences totalling 10% in any study period.

h)

If the calculation at 3.f. indicates that the student has passed the attendance threshold for the study
period, Northside Christian College will assess the student against the provisions of Item 3.i. (below).
Where the student has failed to meet the minimum attendance requirement, and Item 3.i. does not
apply, the College will promptly advise the student of its intention to report the student for breach of
visa condition 8202, and that he/she has 20 working days in which to access the College’s internal
complaints and appeals process.

i)

The College will notify the National ESOS Authority via PRISMS of the student not achieving satisfactory
course attendance as soon as practicable where:
i.
ii.
iii.

the student does not access the complaints and appeals process within 20 days
the student withdraws from the complaints and appeals process by notifying the Principal of
Northside Christian College in writing
the complaints and appeals process results in a decision in favour of the College.
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j)

Students will not be reported for failing to meet the 80% attendance threshold for a study period where:
i.
ii.

the student produces documentary evidence clearly demonstrating compassionate or compelling
circumstances e.g., medical illness supported by a medical certificate or as per Definition below,
and
the student’s attendance has not fallen below 70% for the study period.

k)

The method for calculating 70% attendance is the same as that outlined in 3.f. with the following
change; number of study days x contact hours x 30%, or number of study days x number of days per
week x 30%.

l)

If a student is assessed as having nearly reached the threshold of 70% attendance for a study period, the
Head of Teaching and Learning or the Head of College will assess whether a suspension of studies is in
the interests of the student as per Northside Christian College’s Deferment, Suspension and Cancellation
Policy.

m)

If the student does not obtain a suspension of studies under the Northside Christian College’s
Deferment, Suspension and Cancellation Policy, and falls below the 70% threshold for attendance for
the study period, the process for reporting the student for unsatisfactory attendance (breach of visa
condition 8202) will occur as outlined in 3.h – 3.i.

4.

Definitions
a)

Compassionate or compelling circumstances - circumstances beyond the control of the student that are
having an impact on the student’s progress through a course. These could include:
i.
ii.
iii.
iv.
v.
vi.

serious illness, where a medical certificate states that the student was unable to attend classes
bereavement of close family members such as parents or grandparents (with evidence of death a
certificate if possible)
major political upheaval or natural disaster in the home country requiring their emergency travel
that has impacted on their studies
a traumatic experience which has impacted on the student (these cases should be where possible
supported by police or psychologists’ reports)
where the College was unable to offer a pre-requisite unit
inability to begin studying on the course commencement date due to delay in receiving a student
visa.

For other circumstances to be considered as compassionate or compelling, evidence would need to be
provided to show that these were having an impact on the student’s progress through a course.
b)

Expected duration – the length of time it takes to complete the course studying full-time. This is the
same as the registered course duration on CRICOS.

c)

College day – any day for which the College has scheduled course contact hours.

d)

Study period
for the purpose of monitoring attendance, a study period is a semester
-

for the purpose of monitoring course progress in a Primary College or Junior Secondary
College course, a study period is a semester
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-

e)

for the purpose of monitoring course progress in a Senior Secondary College course, a
study period is a Unit of a subject or course of study (i.e., Unit 1 or Unit 2 in Year 11 or
Units 3 and 4 in Year 12)

Learning Options – the range of subjects and programs as outlined in Learning Options 1.2.2 of the
Queensland Curriculum and Assessment Authority (QCAA) QCE and QCIA Handbook 2019.
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Deferment, Suspension and Cancellation Policy
Effective Date
Replaces

1.

April 2020
September 2015

Communicating with families about changes in enrolment status
a)

All communications regarding changes to enrolment status will be made directly with students and parents, in
accordance with the latest contact details provided to the College.

b) Parents must therefore keep Northside Christian College informed of their current contact details, as per the
conditions of the student visa.
c)

Where relevant and where approved by the parents, the College may also share copies of correspondence with
the child’s education agent to help facilitate communication about any changes in enrolment status. However,
the parents with whom the College has a formal written agreement are the primary contact for the College in
such matters. The College will not act on any decision affecting the student’s enrolment that is not made by
the parents.

STUDENT-INITIATED CHANGES IN ENROLMENT
2.

Deferment of commencement of study requested by student
a)

Northside Christian College will only grant a deferment of commencement of studies for compassionate and
compelling circumstances. These include but are not limited to:
i. illness, where a medical certificate states that the student was unable to attend classes
ii. bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided)
iii. major political upheaval or natural disaster in the home country requiring emergency travel that has
impacted on studies
iv. a traumatic experience which has impacted on the student (these cases should be where possible
supported by police or psychologists’ reports)
v. after undertaking ELICOS studies, the student has not/will not meet the English language benchmark
required for entry into the desired course, and the College is willing to defer the student’s
commencement in the course until a later date when the required benchmark is achieved.

3.

b)

All applications for deferment will be considered within 14 working days.

c)

The final decision for assessing and granting a deferment of commencement of studies lies with the College
Principal. Where a student’s request to defer his/her commencement of studies is refused, the student has
a right of appeal (see Northside Christian College’s Complaints and Appeals policy).

d)

Deferment will be recorded on PRISMS within 14 days of being granted.

Suspension of study requested by student
a)

Once the student has commenced the course, Northside Christian College will only grant a suspension of
study for compassionate and compelling circumstances. These include but are not limited to:
i.

illness, where a medical certificate states that the student was unable to attend classes

ii.

bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided)

iii.

major political upheaval or natural disaster in the home country requiring emergency travel that has
impacted on studies
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4.

iv.

a traumatic experience which has impacted on the student (these cases should be where possible
supported by police or psychologists’ reports)

v.

student returns to their home country to sit a university exam (or similar assessment) which impacts
upon their education.

b)

Where there is a significant issue impacting upon a student’s attendance or course progress, it is
essential that the student or parents contact the College as soon as possible to discuss the concern so
that appropriate support can be put in place. Where deemed necessary, this may involve temporarily
suspending the student’s enrolment so that matters can be resolved without having a negative impact
on the student’s ability to satisfy their visa conditions.

c)

Temporary suspensions of study cannot exceed 6 months duration.

d)

Suspensions will be recorded on PRISMS within 14 days of being granted if the student is under 18 years
of age, and within 31 days if the student is over 18 years of age.

e)

The period of suspension will not be included in attendance calculations.

f)

Applications will be assessed on merit by College Principal.

g)

Some examples of circumstances that are not considered compassionate and compelling at Northside
Christian College include:
i.
requests for early departure or late return from vacation, including inability to secure cheap flights
ii.

leaving early or returning late from holidays in order to attend festivals in the student’s home
country

iii.

returning home to attend family gatherings that occur during term time.

h)

As part of any assessment of a request to defer or temporarily suspend studies, the impact of the request
on the student’s ability to complete their intended course of study in accordance with their CoE/s and
student visa will be considered. Any implications will be communicated to students.

i)

All applications for suspension will be considered within 14 working days.

j)

The final decision for assessing and granting a suspension of studies lies with the College Principal. Where
a student’s request to suspend studies is refused, the student has a right of appeal (see Northside Christian
College’s Complaints and Appeals policy).

Student initiated cancellation of enrolment
a)

All notifications of withdrawal from a course, or applications for refunds, must be made in writing and
submitted in the first instance to the Head of Teaching and Learning who will make a recommendation to
the relevant Head of College (Junior, Middle or Senior). Please see Northside Christian College’s Refund
Policy (supplied in Written Agreement) for information regarding refunds.

b)

A student will be deemed to have inactively notified Northside Christian College of cancellation of
enrolment where:
i)
ii)

c)

the student has not yet finished his/her course/s of study with the College, and
does not resume studies at the College within [14 days] after a holiday break, and
the student has not previously provided the College with written notification of withdrawal.

Student-initiated cancellation of enrolment, including “inactive” cancellation of enrolment in 4.b), above,
is not subject to Northside Christian College’s Complaints and Appeals Policy.

COLLEGE-INITIATED CHANGES IN ENROLMENT
5.

College initiated exclusion from class
a)

Northside Christian College may exclude a student from class studies on the grounds of misbehaviour by
the student. Exclusion will occur as the result of any behaviour identified as resulting in exclusion in
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Northside Christian College’s Student Discipline and Conduct located within the College’s Student
Handbooks. There are a number of behaviours which will activate this policy; these can be described as
serious and extreme behaviours:i)

ii)

6.

Serious Behaviour: where a student displays persistent, repeated disruptive, inappropriate
conduct. This may be one or more of the following:
Disruptive and insolent behaviours
Disregard for following College policies and/or procedures
Repeated and continual disobedience
Interruption to learning processes
Failure to complete assigned work
Behaviours contrary to College ethos within and beyond the College
Non-compliance with the Student Code of Conduct
Passive resistance to directions from staff
Extreme Behaviour: is usually a single incident of an exceptionally disruptive nature, such as:
Violence towards a teacher, staff member or student
Physical attack/s
Being in the possession of a weapon at College
Wilful damage/theft of property
Being in possession of banned substances/articles at College

b)

Students may also be excluded from class for failure to pay fees that he/she was required to pay in order
to undertake or continue the course, as stated in the written agreement.

c)

Where Northside Christian College intends to exclude a student from class it will first issue a letter which
notifies the student and parents of this intention. The letter will provide details of the reason/s for the
intended exclusion, as well as information about how to access Northside Christian College’s internal
appeals process. Further information about the appeals process in the event of a College-initiated
exclusion from class is outlined below.

d)

Excluded students must abide by the conditions of their exclusion from studies which will depend on the
welfare and accommodation arrangements in place for each student and which will be determined by the
Principal or their nominated representative.

e)

Where the student is provided with homework or other studies for the period of the exclusion, the student
must continue to meet the academic requirements of the course.

f)

Exclusions from class will not be included in attendance calculations for the study period and will not be
recorded on PRISMS.

College initiated suspension of studies
a)

Northside Christian College may initiate a suspension of studies for a student on the grounds of
misbehaviour by the student. Suspension will occur as the result of any behaviour identified as resulting
in suspension in Northside Christian College’s Student Discipline and Conduct located within the College’s
Student Handbooks (see 6 a), above).

b)

Students may also be suspended for failure to pay fees that he/she was required to pay in order to
undertake or continue the course, as stated in the student’s written agreement.

c)

Where Northside Christian College intends to suspend the enrolment of a student, it will first issue a letter
that notifies the student and parents of this intention. The letter will provide details of the reason/s for
the intended suspension, as well as information about how to access Northside Christian College’s internal
appeals process. Further information about the appeals process in the event of a College-initiated
suspension is outlined below.
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7.

d)

Suspended students must abide by the conditions of their suspension from studies which will depend on
the welfare and accommodation arrangements in place for each student and which will be determined by
the Principal or their nominated representative.

e)

Students who have been suspended for more than 28 days may need to contact Department of Home
Affairs (Immigration). (Please see contact details at: https://immi.homeaffairs.gov.au/help-support/contactus)

f)

Suspensions will be recorded on PRISMS.

g)

The period of suspension will not be included in attendance calculations.

College initiated cancellation of enrolment
a)

Northside Christian College will cancel the enrolment of a student under the following conditions:
i.

Any breach of an agreed condition of enrolment as outlined in the student’s written agreement,
including failure to disclose a pre-existing condition requiring a high degree of specialised support
or care

ii.

Failure to pay course fees

iii.

Failure to maintain approved welfare and accommodation arrangements (visa condition 8532)

iv.

Any behaviour identified as resulting in cancellation in Northside Christian College’s Student
Discipline and Conduct located within the College’s Student Handbooks.

b)

Where Northside Christian College intends to cancel the enrolment of a student it will first issue a letter
which notifies the student and parents of this intention. The letter will also provide details of the reason/s
for the intended cancellation, as well as information about how to access Northside Christian College’s
internal appeals process. Further information about the appeals process in the event of a College-initiated
cancellation is outlined below.

c)

Northside Christian College is required to report any confirmed breach of course progress and attendance
requirements to the Department of Home Affairs (Immigration). Where a student is reported for breach
of visa condition, his/her enrolment at Northside Christian College will be cancelled and this may impact
on the student’s visa. Further information can be found in Northside Christian College’s Course Progress
and Attendance Policy.

d)

For the duration of the internal appeals process, Northside Christian College will maintain the student’s
enrolment and the student will attend classes as normal. [Optional] The Head of Teaching and Learning
will determine if participation in studies will be in class or under a supervised arrangement outside of
classes.

e)

If a student decides to access Northside Christian College’s complaints and appeals process because they
have been notified of a College initiated suspension or cancellation of enrolment under Standard 9, the
change in enrolment status will not be reported in PRISMS until the internal complaints and appeals
process is finalised, unless extenuating circumstances relating to the welfare of the student apply (see
Definitions below).

f)

Where extenuating circumstances are deemed to exist, a student may still access the complaints and
appeals process, but Northside Christian College need not await the outcome of this process before
changing the student’s enrolment status in PRISMS. If the College has issued a CAAW for such a student,
welfare provisions under Standard 5.6 are applicable.
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8.

g)

The use of extenuating circumstances by Northside Christian College to suspend or cancel a student’s
enrolment prior to the completion of any complaints and appeals process will be supported by
appropriate evidence.

h)

The final decision for evaluating extenuating circumstances lies with the College Principal.

Student to seek information from Department of Home Affairs (Immigration)
a)

9.

Deferment, suspension and cancellation of enrolment can have an effect on a student’s visa as a result of
changes to enrolment status. Students can visit the Department of Home Affairs (Immigration) Website
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/student-500 for further information about their
visa conditions and obligations.

Definitions
a)

Day – any day including weekends and public holidays in or out of term time

b)

Suspension: is a defined period where the enrolment of the student is not cancelled, but an agreed period
of non-attendance is not recorded.
Exclusion: is where Northside Christian College excludes students from class for a designated period of
time.
Serious Behaviour/s: persistent, repeated and disruptive inappropriate conduct.
Extreme Behaviour/s: an incident of exceptionally disruptive inappropriate conduct.
Student: any person enrolled at Northside Christian College – irrespective of age. If the student is under
18 years of age then it is implied that the term “student” may also include the student’s parent, guardian
or legally appointed representative.
Parent: means either a biological, step-parent, or person acting in the capacity of foster parent or
guardian.

c)
d)
e)
f)

g)
h)

Extenuating circumstances - if the student’s health or wellbeing, or the wellbeing of others, is likely to
be at risk.
Examples include:
i)
the student refuses to maintain approved welfare and accommodation arrangements (for students
under 18 years of age)
ii)
the student is missing
iii)
the student has medical concerns or severe depression or psychological issues which lead the
College to fear for the student’s wellbeing
iv)
the student has engaged or threatened to engage in behaviour that is reasonably believed to
endanger the student or others
v)
is at risk of committing a criminal offence, or
vi)
the student is the subject of investigation relating to criminal matters.
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Transfer Request Policy
Effective Date
Replaces

April 2020
March 2015

Northside Christian College’s Overseas student transfer policy and processes apply to:
•

overseas students requesting to transfer prior to completing the first six months of their first registered school
sector course or
where the student has completed the first six months of their enrolment in their first registered school sector
course and wishes to transfer but the provider holds welfare responsibility via a CAAW.

•

Overseas students requesting to transfer prior to completing the first six months of their first registered school sector
course:
1.

Overseas students are restricted from transferring from their first registered school sector course of study for a
period of six months. This restriction also applies to any course(s) packaged with their first registered school sector
course of study. Exceptions to this restriction are:
a)

If the student’s course or school becomes unregistered

b)

The school has a government sanction imposed on its registration

c)

A government sponsor (if applicable) considers a transfer to be in the student’s best interests

d)

If the student is granted a release in PRISMS.

2.

Students can apply to be released by submitting a Student Transfer Request Application at no charge to enable them
to transfer to another education provider. However, if a student has not completed the first six months of the first
registered school sector course of study or is under 18 years of age, conditions apply.

3.

Northside Christian College will only release a student before completing the first six months of their first registered
school sector course in the following circumstances:

4.

5.

a)

The student has changed welfare and accommodation arrangements and is no longer within a reasonable
travelling time of the school.

b)

The student will be reported because they are unable to achieve satisfactory course progress at the level
they are studying, even after engaging with Northside Christian College ‘s intervention strategy to assist
them in accordance with Standard 8 (Overseas student visa requirements).

c)

The student provides evidence of compassionate or compelling circumstances.

d)

Northside Christian College fails to deliver the course as outlined in the written agreement.

e)

The student provides evidence that their reasonable expectations about their current course are not being
met.

f)

The student provides evidence that he / she was misled by Northside Christian College or an education or
migration agent regarding Northside Christian College or its course and the course is therefore unsuitable to
his/her needs and/or study objectives.

g)

An appeal (internal or external) on another matter results in a decision or recommendation to release the
student.

h)

Any other reason stated in the policies of Northside Christian College.

Students under 18 years of age MUST also have:
a)

Written evidence that the student’s parent(s)/legal guardian supports the transfer application

b)

Written confirmation that the receiving provider will accept responsibility for and communicate with the
student about approving the student’s accommodation, support, and general welfare arrangements from the
proposed date of release where the student is not living with a parent / legal guardian or a suitable
nominated relative

Northside Christian College will NOT agree to the transfer before the student completes the first six months of their
first registered school sector course in the following circumstances:
a)

The student’s progress is likely to be academically disadvantaged

b)

Northside Christian College is concerned that the student’s application to transfer is a consequence of the
adverse influence of another party
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6.

c)

The student has not had sufficient time to settle into a new environment in order to make an informed
decision about transfer

d)

The student has not accessed school support services which may assist with making adjustments to a new
environment, including academic and personal counselling services

e)

School fees have not been paid for the current term/semester.

To apply for transfer to another provider, students need to:
a)

Complete an Application for Student Transfer Form available from the Enrolments Office.

b)

Give this completed application form and a valid offer of enrolment from another provider to Enrolments
Office for assessment.

c)

If under 18 years of age, attach written confirmation of the parent/s or legal guardian/s support for the
transfer to the nominated provider.
In this case, the valid offer of enrolment must also confirm the new provider’s acceptance of responsibility for
approving the student’s accommodation, support and general welfare arrangements from the proposed date
of the student’s release from Northside Christian College, in accordance with Standard 5 (Younger overseas
students) of the 2018 National Code of Practice for Providers of Education and Training for Overseas
Students.

7.

Northside Christian College will assess the student’s transfer request application and notify the student of a
decision within 14 working days.

8.

If Northside Christian College grants the student’s transfer request, the student will be notified and the decision will
be reported to the Department of Home Affairs (Immigration) via PRISMS.

9.

If Northside Christian College intends to refuse the student’s transfer application request, Northside Christian
College will provide the student with reasons for refusal in writing and include a copy of Northside Christian College
‘s complaints and appeals policy (available at: [insert details] ). The student has the right to access Northside
Christian College‘s complaints and appeals process and has 20 working days to do this. The student’s transfer
request application will only be finalised in PRISMS after one of the following occurs:

10.

a)

the student confirms in writing they choose not to access Northside Christian College ‘s complaints and
appeals process, or

b)

the student confirms in writing they withdraw from any appeals process they have commenced, or

c)

the appeals process is completed and a decision has been made in favour of the student or Northside
Christian College.

Applications to transfer to another registered provider may have visa implications. The student is advised to contact
the Department of Home Affairs (Immigration) office as soon as possible to discuss any implications. See
https://immi.homeaffairs.gov.au/help-support/contact-us.

Student who are no longer subject to the transfer restriction but where holds welfare responsibility via a CAAW.
11.

12.

Students under 18 years of age MUST have:
a)

Written evidence that the student’s parent(s)/legal guardian supports the transfer application

b)

Written confirmation that the receiving provider will accept responsibility for and communicate with the
student about approving the student’s accommodation, support, and general welfare arrangements from the
proposed date of release where the student is not living with a parent / legal guardian or a suitable
nominated relative

To apply for transfer to another provider, students need to:
a)

Complete an Application for Student Transfer Form available from the Enrolments Office.

b)

Give this completed application form and a valid offer of enrolment from another provider to the Enrolments
Officer for assessment and response within 14 working days.

c)

If under 18 years of age, attach written confirmation of support for the transfer to the nominated provider by
a parent/s or legal guardian/s.
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In this case, the valid offer of enrolment must confirm acceptance of responsibility for approving the
student’s accommodation, support and general welfare arrangements from the proposed date of the
student’s release from Northside Christian College in accordance with Standard 5 (Younger overseas
students) of the 2018 National Code of Practice for Providers of Education and Training for Overseas
Students.
13.

Northside Christian College will negotiate the welfare transfer date with the receiving provider and will advise the
student of the welfare transfer date within 14 working days.

14.

Transfers to another registered provider may have visa implications. The student is advised to contact the
Department of Home Affairs (Immigration) office as soon as possible to discuss any implications. See
https://immi.homeaffairs.gov.au/help-support/contact-us.
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Complaints and Appeals Policy and Procedures
Effective Date
Replaces
1.

2.

Purpose
a)

The purpose of Northside Christian College’s Complaints and Appeals Policy is to provide a student or
parent(s)/legal guardian with the opportunity to access procedures to facilitate the resolution of a dispute or
complaint involving Northside Christian College, or an education agent or third party engaged by Northside
Christian College to deliver a service on behalf of Northside Christian College.

b)

The internal complaints and appeals processes are conciliatory and non-legal.

Complaints against other students
a)

3.

4.

5.

April 2020
October 2019

Grievances brought by a student against another student will be dealt with as outlined in the school’s
handbook under “Student Discipline and Conduct”.

Informal Complaints Resolution
a)

In the first instance, Northside Christian College requests there is an attempt to informally resolve the issue
through mediation/informal resolution of the complaint.

b)

Students should contact the appropriate teacher/Head of School in the first instance to attempt
mediation/informal resolution of the complaint.

c)

If the matter cannot be resolved through mediation, the matter will be referred to the Principal/other and
Northside Christian College’s internal formal complaints and appeals handling procedure will be followed.

Appropriate person to contact:
a)

For Academic / Subject Concerns: Mrs Linda George, Head of Teaching and Learning. Appointments made
through the Senior School Office.

b)

For Personal Problems: Mrs Robyn Harvey, Careers OR Amanda Murray, Counsellor. Appointments made
through the relevant Junior or Senior School Office.

c)

For Homestay Problems: Mrs Jacqui Brown, Enrolments Officer. Appointments made through the
Enrolments Office.

Formal Internal Complaints Handling and Appeals Process
a)

The process of this grievance procedure is confidential and any complaints or appeals are a matter
between the parties concerned and those directly involved in the complaints handling process.

b)

The student must notify the school in writing of the nature and details of the complaint or appeal.

c)

Written complaints or appeals are to be lodged with the Principal/other.

d)

Where the internal complaints and appeals process is being accessed because the student has received
notice by the school that the school intends to report him/her for unsatisfactory course attendance,
unsatisfactory course progress or suspension or cancellation of enrolment, the student has 20 working days
from the date of receipt of notification in which to lodge a written appeal.

e)

Complaints and appeals processes are available to students at no cost.

f)

Each complainant has the opportunity to present his/her case to the Principal/other.

g)

Students and / or the School may be accompanied and assisted by a support person at all relevant meetings.

h)

The formal internal complaints and appeals process will commence within 10 working days of lodgement of
the complaint or appeal with the Principal/other and will be finalised within 21 working days, or as soon as
practicable.
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6.

7.

i)

For the duration of the internal complaints and appeals process the student’s enrolment will be maintained,
as required under the National Code of Practice for Providers of Education and Training to Overseas
Students 2018 and the student must continue to attend classes.

j)

However, if the [Principal/other] deems that the student’s health or well-being, or the well-being of others is
at risk he/she may decide to suspend or cancel the student’s enrolment before the complaints and appeals
process has been accessed or fully completed. In such cases, the student may still lodge a complaint or appeal,
even if the student is offshore.

k)

Once the Principal/other has come to a decision regarding the complaint or appeal, the student will be
informed in writing of the outcome and the reasons for the outcome, and a copy will be retained on the
student’s file.

l)

If the complaints and appeals procedure finds in favour of the student, Northside Christian College will
immediately implement the decision and any corrective and preventative action required, and advise the
student of the outcome and any action taken.

m)

Where the outcome of a complaint or appeal is not in the student’s favour, the school will advise the student
within 10 working days of concluding the internal review of the student’s right to access the external appeals
process.

n)

However, the school is only obliged to await the outcome of an external appeal if the matter relates to a
breach of course progress or attendance requirements. For all other issues, the school may take action
(including making changes to the student’s enrolment status in PRISMS) in accordance with the outcome of
the internal appeal.

External Appeals Processes
a)

If the student is dissatisfied with the conduct or result of the complaints procedure, he/she may seek redress
through an external body at minimal or no cost. The window of opportunity to access the external appeals
process in the case of unsatisfactory course progress or attendance is a maximum of 20 working days from
the date of the letter advising of the outcome of the College’s complaints and appeals process.

b)

If the student wishes to complain or to lodge an external appeal about a decision made or action taken by
Northside Christian College, he/she may contact the Overseas Students Ombudsman at no cost. The
Overseas Students Ombudsman offers a free and independent service for overseas students. Please see:
http://www.ombudsman.gov.au/How-we-can-help/overseas-students or phone 1300 362 072 for more
information.

Other legal redress
a)

8.

Nothing in the School’s Complaints and Appeals Policy negates the right of an overseas student to pursue
other legal remedies.

Definitions
a)

Working Day – any day other than a Saturday, Sunday or public holiday during term time

b)

Student – a student enrolled at Northside Christian College or the parent(s)/legal guardian of a student

where that student is under 18 years of age
c)

Support person – for example, a friend/teacher/relative not involved in the grievance.
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Refund Policy and Procedures
Effective Date

April 2020

Replaces

October 2017

1.

1. This policy outlines refunds applicable to course fees paid to the school.

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 Enrolment Application fees and Enrolment Confirmation fees are non-refundable, expect in cases of visa
refusal. In such cases, please refer to section 6 below.

4.

Payment of Course Fees and Refunds
a)

Fees are payable according to the College’s Fees Policy (refer application package).

b)

An itemised list of school fees is provided in the College’s written agreement [as per NC Standard 3.3.4]

c)

All fees must be paid in Australian dollars unless requested otherwise. Refunds will be reimbursed in the same
currency as fees were received.

d)

Refunds will be paid to the person who enters into the written agreement unless the school receives written
advice from the person who enters the written agreement to pay the refund to someone else.

5.

All notification of withdrawal from a course, or applications for refunds, must be made in writing and submitted to
the College Enrolments Officer.

6.

Student default because of visa refusal
a)

b)

If a student produces evidence of visa refusal (or provides permission for the school to verify visa refusal with
the Department of Home Affairs (Immigration)) and fails to start a course on, or withdraws from the course on
or before the agreed starting day, the school will refund within four weeks of receiving a written claim from
the student the total amount of course fees received by the school before the student’s default day, minus the
lesser of
−

5% of the amount of course fees received (assuming that fees are paid 6 monthly in advance), or

−

AUD $500.00

If a student whose visa has been refused withdraws from the course after it has commenced, the school will
retain the amount of tuition fees proportionate to the amount of the course the student has undertaken and will
refund of any unused tuition fees* received by the school with respect to the student within the period of four
weeks after the day of student default.
*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).
7.

Student default
a.
b.

Any amount owing under this section will be paid within 4 weeks of receiving a written claim from the student (or
parent(s)/legal guardian if the student is under18).
Non-tuition fees:
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

c.

Non-commencement with no notification of withdrawal:
If the student does not provide written notice of withdrawal, and does not start the course on the agreed
starting date, up to 85% of the first semester’s tuition fees will be retained from tuition fees received by the
school.

d.

Non-Commencement with notification of withdrawal:
i.
If the school receives written notification of withdrawal by the student (or parent(s)/legal guardian if the
student is under 18) 4 or more weeks prior to commencement, the school will refund the amount of tuition
fees received less the application and enrolment fees.
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ii.

e.

If the school receives written notification of withdrawal by the parent(s)/legal guardian of the student less
than 4 weeks prior to commencement of the course, the school will refund 50% of the first semester’s
tuition fee.

Refunds after commencement of a course:
i.
If tuition fees for up to 1 semester have been received in advance: Where the student (or parent(s)/legal
guardian if the student is under 18) notifies the school in writing of withdrawal before completing the
relevant study period, no tuition fees will be refunded.
ii.

If tuition fees for more than one study period have been received in advance, and the school receives
written notification of withdrawal by the student (or parent(s)/legal guardian if the student is under 18),
the school will refund the amount of unused tuition fees less 4 weeks tuition fees, provided that at least 4
weeks written notice of withdrawal has been received.

NB: Where less than 4 weeks’ notice of withdrawal is received, the school will refund the amount of unused tuition
fees less 5 weeks tuition fees.
f.

Refunds in the event of a provider initiated cancellation of enrolment:
i.
No refund of tuition fees will be made where a student’s enrolment is cancelled for any of the following
reasons:

ii.

8.

•

Failure to maintain satisfactory course progress (visa condition 8202). Please see Course
Progress and Attendance policy

•

Failure to maintain satisfactory attendance (visa condition 8202).Please see Course Progress and
Attendance policy

•

Failure to follow accommodation arrangements (visa condition 8532). [ Please see
Accommodation and Welfare Policy]

•

Failure to pay course fees.

•

Any behaviour identified as resulting in enrolment cancellation in Northside Christian College’s
student handbook. Please also see Code of Practice.

Any refund in the case of cancellation of a student’s enrolment for failure to maintain Northside Christian
College’s agreed conditions of enrolment as outlined in the student’s written agreement, including failure
to disclose a pre-existing condition requiring a high degree of specialised support or care, will be at the
discretion of the school.

Provider default

[Any default by the school must be compliant with the current provisions of the ESOS Act 2000 and the ESOS Regulations
2019.]
a)

If for any reason the school is unable to offer a course on an agreed starting day for the course, and the student
for some reason cannot be placed or refuses placement in an alternative course arranged by the school, a full
refund of any unused tuition fees* received by the school with respect to the student will be made within 14
days of the agreed course starting day.

b)

If for any reason the school is unable to continue offering a course after the student commences a course, and
the student for some reason cannot be placed or refuses placement in an alternative course arranged by the
school, a full refund of any unused tuition fees* received by the school with respect to the student will be made
within 14 days of the school’s default day.

c)

In the event that the school is unable to fulfil its obligations of providing an agreeable alternative course for the
student, or a refund, the student will receive assistance from the Australian government’s Tuition Protection
Service. For information on the TPS, please see: https://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).
http://www.comlaw.gov.au/Details/F2014L00907.

Enrolments/International Students ~ Policy Handbook

Page 34 of 48

Northside Christian College
ENROLMENTS
CRICOS Provider Code: 01799C

9.

Provider default

This written agreement, and the right to make complaints and seek appeals of decisions and action under various processes,
does not affect the rights of the student to take action under the Australian Consumer Law if the Australian Consumer Law
applies.
Definitions:
1.
Non-tuition fees – fees not directly related to provision of the student’s course, including if applicable: Non-course
related fees, home stay, uniform, OSHC, stationery and social events.
2.
Tuition fees – fees directly related to the provision of the student’s course, including levies.
3.
Course fees – the sum of tuition fees and non-tuition fees received by the school in respect of the student in order
for the student to undertake the course.
4.
Study Period or a Semester is typically 20 weeks or 2 terms (half a year)
If the student changes visa status (e.g. becomes a temporary or permanent resident) he/she will continue to pay full
overseas student’s fees for the duration of that year.
-------------------------------------------------------------------------------------------------------------------------------------------------I have read, understood and agree to be bound by the above conditions of the Refund Policy.

Signed (parent(s)/legal guardian):
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Critical Incident Policy
Effective Date
Replaces

April 2020
October 2017

1.

Northside Christian College recognises the duty of care owed to its students and that planning for the management
of a critical incident is essential.

2.

A critical incident is a traumatic event, or the threat of such (within or outside Australia) which causes extreme
stress, fear or injury that may affect the student’s ability to undertake or complete their course. This may include but
is not limited to:
a)
Serious injury, illness or death of a student or staff
b)
Students or staff lost or injured on an excursion
c)
A missing student
d)
Severe verbal or psychological aggression
e)
Physical assault
f)
Student or staff witnessing a serious accident or incident of violence while at the college or on a college
sanctioned excursion or trip.
g)
Natural disaster e.g. earthquake, flood, windstorm, hailstorm or extremes of temperature
h)
Fire, bomb threat, explosion, gas or chemical hazard
i)
Social issues e.g. drug use, sexual assault

3.

Critical Incident Committee
a)

Northside Christian College has a Work Health and Safety Ambassador and ARC to assist the Principal in the
prevention and management of critical incidents at the College, or off campus in the case of an International
student for whom the College has undertaken care responsibilities.

b)

The Operations Manager is the Work Health team leader.

c)

The Work Health and Safety Ambassador also includes:
i)
the Operations Manager,
ii)
staff members (Operations Manager, Property Supervisor & WHS Representatives across the
campus)

d)

The responsibilities of the Ambassador and ARC include:
i)
risk assessment of hazards and situations which may require emergency action
ii)
analysis of requirements to address these hazards
iii)
establishment of liaison with all relevant emergency services e.g. police, fire brigade, ambulance,
hospital, poisons information centre, community health services
iv)
24 hour access to contact details for all students and their families and emergency contacts provided
by the student’s family (for Colleges with International students this will also include families
accommodating International students, carers, consular staff, embassies and interpreting services if
necessary)
v)
24 hour access to contact details for all relevant staff members needed in the event of a critical
incident e.g. College counsellor, welfare officer, legal services, College security
vi)
development of a critical incident plan for each critical incident identified
vii)
dissemination of planned procedures
viii)
organisation of practice drills
ix)
regular review of the critical incident plan
x)
assisting with implementation of the critical incident plan
xi)
arranging appropriate staff development
xii)
budget allocation for emergencies
xiii)
ensuring written records of any critical incident and remedial action taken by Northside Christian
College are kept on file for at least two years after the student ceases to be enrolled.
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4.

5.

Critical Incident Plans
a)

All critical incident plans assign responsibilities among relevant staff members; cover all the actions to be
taken and timelines for doing so. In general, staff should follow the Injury/Hazard Incident Response Flow
Chart available on the document portal where applicable. The points below provide further guidance, and
points for consideration.

b)

Immediate Action (within 24 hours)
i)
Identify the nature of the critical incident
ii)
Notification of the critical incident committee/team leader
iii)
Implement the appropriate management plan or action strategy, including arranging emergency or
alternative accommodation arrangements if necessary
iv)
Contact any emergency contacts provided by the student’s family
v)
Assignment of duties and resources to College staff
vi)
Seeking advice and help from any necessary emergency services/hospital/medical services
vii)
Dissemination of information to parents and family members
viii)
Completion of an Incident/Hazard Report
ix)
Media response if required (see below)
x)
Assess the need for support and counselling for those directly and indirectly involved

c)

Additional Action (48 – 72 hours)
i)
Assess the need for support and counselling for those directly and indirectly involved (ongoing)
ii)
Provide staff and students, parents/family members with factual information as appropriate
iii)
Restore normal functioning and College delivery

d)

Follow-up – monitoring, support, evaluation
i)
Identification of any other people who may be affected by critical incident and access of support
services for affected community members
ii)
Maintain contact with any injured/affected parties
iii)
Provision of accurate information to staff and students where appropriate
iv)
Evaluation of critical incident management
v)
Be aware of any possible longer term disturbances e.g. inquests, legal proceedings

Resources
a)

6.

Managing the Media
a)
b)
c)
d)
e)
f)
g)

7.

The nature of critical incidents is such that resources cannot always be provided in anticipation of events.
The critical incident committee uses its discretion to provide adequate resources – both physical and
personnel – to meet the needs of specific situations. Staff will be reimbursed for any reasonable out-ofpocket expenses.

Manage access of the media to the scene, and to staff, students and relatives
The Principal or media liaison officer should normally handle all initial media calls
Determine what the official College response will be
All facts should be checked before speaking to the media (all interaction with the media must be preapproved by the College Board and/or Principal)
If accurate information is unavailable or the issue is of a sensitive nature, explain that questions cannot be
answered at this time
Avoid implying blame or fault for any part of the incident as this can have significant legal implications
The Principal may delegate media liaison to another member of staff

Evaluation and review of management plan
a)

After every critical incident, a meeting of the Work Health and Safety Ambassadors and the Audit and Risk
Committee will evaluate the incident/hazard response and reporting and the effectiveness of the
management plan and to make modifications if required. If appropriate this process will incorporate feedback
from all staff, students and local community representatives.

Enrolments/International Students ~ Policy Handbook

Page 37 of 48

Northside Christian College
ENROLMENTS
CRICOS Provider Code: 01799C
Template of a critical incident plan (e.g.: injury to International student)
1)

Immediate Action (within 24 hours)
a)

Identify the nature of the critical incident

b)

The person, who is initially notified of the incident, be that the College Secretary or College Administration
Assistant for Health, should get as much information as possible regarding the nature of the critical incident.
i)
Where did the injury occur? On campus or off?
ii)
How severe is the nature of the injury?
iii)
Where is the student now?
iv)
Is the student in hospital?
v)
Has an ambulance been called?
vi)
Is an interpreter required?

c)

The information should be documented for further reference.

d)

Notification of the Work Health and Safety team leader (Operations Manager)

e)

The person who is initially notified of the incident should notify the Work Health and Safety team leader
(Operations Manager) immediately.

f)

Assignment of duties to College staff
i)
The Work Health and Safety team leader (Principal) will identify the staff member responsible for any
immediate action.
ii)
The incident will then be referred to the identified staff member.
iii)
The responsible staff member should keep in close contact with the Work Health and Safety team
leader (Operations Manager) and any other staff members as required.

g)

Implement the appropriate management plan or action strategy
i)
If the student is on campus
Ensure appropriate intervention to minimise additional injury
Provide first aid where necessary
Ascertain seriousness of injury
Call ambulance if required (Dial “000”)
If ambulance is required, accompany student to hospital
Ascertain seriousness of injury from hospital staff
If ambulance is not required accompany student to relevant medical service e.g. doctor
ii)
If the student is off-campus
If situation appears serious, call an ambulance (Dial “000”) and either meet the ambulance at
the student’s location or at the hospital
Otherwise go to the location of the student
Provide first aid where necessary
Ascertain seriousness of injury
Call ambulance (Dial “000”) if required
If ambulance is required, accompany student to hospital
Ascertain seriousness of injury from hospital staff
If ambulance is not required accompany student to relevant medical service e.g. doctor
iii)
If the student has already been taken to hospital
Go to hospital
Ascertain seriousness of injury from hospital staff

h)

Dissemination of information to parents and family members
i)
When there are a number of people to contact such as when a student is an International student, the
College should attempt to simultaneously contact all parties.
ii)
Contact the parents/legal guardian of the student
iii)
Contact the carer of the student e.g. they may be living with a relative
iv)
If applicable contact the family providing accommodation to an International student

i)

Completion of an Incident/Hazard report [see Incident/Hazard report below]
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2)

3)

j)

Media response if required (Principal or Principal approved representative only)

k)

Inform Work Health and Safety team leader (Operations Manager) of any relevant factual information to be
conveyed to the media liaison.

l)

Assess the need for support and counselling for those directly and indirectly involved

m)

If the student is seriously injured or requires hospitalisation, the College should enlist aid of International
consular staff to assist the family if they are travelling to Australia, with interpreting services to aid in
communication with the relevant medical services and with counselling services if required.

n)

The College should assess whether other staff and students have been affected by the incident and provide
support and counselling as required.

o)

The College should also contact Department of Home Affairs (Immigration) and Border Protection and
inform them of the incident.

Additional Action (48 – 72 hours)
a)

Assess the need for support and counselling for those directly and indirectly involved (ongoing)

b)

Provide staff and students with factual information as appropriate
i)
Depending on the nature of the incident, it may be appropriate for the Principal to address the
College and inform them of the facts of the incident and the condition of the student concerned.

c)

Restore normal functioning and College delivery
i)
Where the incident occurred on College premises, there will be other procedures to follow in relation
to any possible safety issues and the College’s legal obligations. The Work Health and Safety
Committee should identify the appropriate staff member to follow up these issues.

Follow-up – monitoring, support, evaluation
a)

Identification of any other people who may be affected by critical incident and access of support services for
affected community members
i)
The effects of traumatic incidents can be delayed in some people; the College needs to be aware of
any emerging need for support and/or counselling.

b)

Maintain contact with any injured/affected parties

c)

If the student is in hospital for some time, the College needs to maintain contact with the student and their
family.
i)
Support and assistance for the student and family
ii)
Depending on the condition of the student, the College could provide College work for the student to
enable them to remain in touch with College activities
iii)
Discuss with the family any required changes to the enrolment of the student e.g. suspension or
cancellation of enrolment and make any changes required on PRISMS

d)

Provision of accurate information to staff and students where appropriate
i)
Depending on the nature of the incident, it may be appropriate for the Principal to address the
College and inform them of the facts of the incident and the condition of the student concerned.

e)

Evaluation of critical incident management
i)
A meeting of the Work Health and Safety Ambassador and ARC should be held to evaluate the critical
incident report and the effectiveness of the management plan and to make modifications if required
within 5 working days of the initial incident.

f)

Be aware of any possible longer term effects on the College and student well-being e.g. inquests, legal
proceedings
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Behaviour Management Policy ~ Secondary School
Effective Date
Replaces
LEVEL
1

2

3

4

April 2020
October 2017

STUDENT BEHAVIOUR
Examples:
- Lateness to class/school x 3
- Failure to complete set tasks
- Wearing uniform in an incorrect manner x 3
- Body art (including Henna, or drawing/writing on skin)
- Mobile phone not in locker (confiscated)
- Disobedience towards staff/adults
- Disruption to class
- Chewing gum
- Out of bounds
- Failure to complete homework x 3
- Inappropriate social behaviour
- Property misuse
- Disobedience
- Inappropriate language
- Horseplay
- Inappropriate hair cut or colour (failure to correct)
- Lack of materials/Chromebook uncharged x 3
- Unsafe behaviour
Repeated Level 1 misdemeanours
OR
- Any single misdemeanour warranting this level of
response: e.g.
- Defiance of Teacher request
- Lying to a staff member
- Bullying
- Second mobile phone misuse
- Rude and/or sexual language content shared
- Sharing of photos without permission
Repeated Level 2 misdemeanours
- Any single misdemeanour warranting this level of
response:
e.g. theft, truancy, smoking or vandalism. Use of
technology to threaten, intimidate or slander other
members of Northside Community

Repeated Level 3 misdemeanours
- Any single misdemeanour warranting this level of
response:
e.g. use or possession of drugs/alcohol, abuse of staff
member, physical, verbal or sexual assault, dangerous
behaviour, racial or sexual harassment
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TYPICAL CONSEQUENCES
Examples:
- Discussion after class
- Retained by teacher at break
- Parental contact by teacher
- Formal lunch detention

- Withdrawal of privilege
- Afterschool Detention
- Internal Suspension (less than ½ day)
- Parent picks up phone
- Interview with Year Level Coordinator
- Parents notified

- Interview with Year Level Coordinator
or Head of School;
- Parent pick up phone
- Internal Suspension (at least ½ day)
- External Suspension
- Withdrawal of privileges such as
excursions, camps and sporting
representation
- Parents notified
- External Suspension leading to
exclusion
- Parents notified and interviewed by the
Head of School and/or the College
Principal
- Withdrawal of privileges including
excursions, camps and sport
representation
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Behaviour Management Policy ~ Junior School
Effective Date
Replaces

April 2020
October 2017

Northside Christian College is a community of learners who honour the name of Christ, value their educational
opportunities, respect and care for each other and themselves and for the College environment.
Student Discipline
We aim to provide a secure, safe and nurturing environment for character growth and learning.
This environment is based on the five College values: Faith, Learning, Character, Community, Excellence
•
•
•

Respect for self and others, belongings/resources, College rules and property;
Responsibility towards God, others, work, personal commitments;
Relationships with other students, staff and visitors.

Our aim is to build “Character Through Christ”: allowing for, and actively seeking, change in students through
knowing God’s plan for Christian living.
Reasons for a Student Conduct Policy
Students will:
•

Learn to live under authority;

•

Train and exercise character towards Godliness;

•

Be able to work and play in a safe, productive learning environment;

•

Show respect for others and property;

•

Take responsibility for their own actions and choices;

•

Behave in a manner that displays Christian love to others in social situations

Scripture provides the basis for all of our human relationships as well as the very foundation of our patterns of
behaviour.
At Northside Christian College, we use Scripture to inspire us to strive towards loving relationships, to teach us right
and just ways to act and to show us wrongful actions that need changing.
Core values include RESPECT, OBEDIENCE, HONESTY and KINDNESS. Bullying is not acceptable in any form.
The Bridge Builder program is implemented throughout the Junior School . This program addresses conflict
resolution and anti-bullying skills in a positive manner.
Northside Christian College Junior School Discipline Policy is formed on two major strands: an Award
Scheme and Corrective Strategies.
Our aim is to emphasise positive, preventative measures which help to establish and applaud good and acceptable
behaviour.
In order that the College to be characterised by respect for God, others and self:
•

Students are to participate appropriately in the spiritual/devotional activities of the College;

•

Students are to seek to honour the name of Christ – which we bear – in their speech and behaviour
both inside and outside of the College;

•

Students are expected to show friendship and courtesy to all, to greet adults daily (by name if known) and
to welcome visitors;

•

Students are expected to speak the truth;

•

Students are discouraged from inappropriate relationships that have the potential to impact negatively
on their studies and their relationships with others;

•

Students are to dress neatly in correct uniform, observing relevant guidelines for hairstyles and the wearing
of jewellery;
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•

Students are not to interfere with anyone else’s property;

•

Students are to refrain from criminal and other activities likely to be harmful to themselves or others or
likely to impact negatively on the order and welfare of the College.

In order to support effective teaching and learning:
•

Students are to participate fully in the instructional program of the College, seeking to do their best and to
maximise their learning;

•

Students are expected to complete all homework and assessment tasks to the best of their ability and by the
due date (except in the case of illness or where other prior arrangements have been made with the teacher);

•

Students are to respect the right of fellow students to learn. Excessive talking and other disruptive behaviour are
unacceptable. Students should seek to encourage others to achieve their best;

•

Except in the case of illness or where special permission has been granted in advance, students must attend
school each school day. After illness, a note explaining the illness from a parent must be presented to the Class
Teacher or the Junior School Office notified.

•

Students are to behave in a way which is respectful towards the teacher and which is orderly and appropriate
for the learning task at hand;

•

Students are to be punctual to school, classes and other activities;

•

Students are required to attend College Special Events, such as Open Night and Graduation Night;

•

Students must take all required books and materials to classes and maintain these in good condition.

In order to have a safe, orderly and pleasant environment:
•
•

Students are to follow directions given by staff;
The following areas are out of bounds unless supervised by a teacher:
-

Classrooms before and after school and during breaks

-

The church auditorium

-

Basketball Courts

-

The Alley Café and Pavilion

-

Areas outside the College grounds.

•

Students must seek permission before leaving the College grounds during the school day;

•

Students attending an appointment must be signed out and in at the relevant Office by a parent;

•

Verandahs and pathways must not be used for running or boisterous games;

•

Hats are to be worn when outside of a classroom;

•

Students are to arrive at the College after 8.00am and to leave before 3.30pm unless involved in supervised
activity;

•

Any activity which is likely to hurt others (such as fighting, throwing objects, pushing or kicking) is not
permitted;

•

Students are not permitted to bring to school any item which may be harmful to others or to the environment
or cause other difficulties (such as knives, electronic devices, toys and chewing gum);

•

Mobile Phones are to be used in accordance with the College’s Mobile Phone Policy;

•

Medication is to be handled and used in accordance with the College’s First-Aid, Medication and Health Policy
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Student Conduct Levels
Based on the Code of Conduct and expectations of character qualities in Junior School, the following Student Conduct
Levels have been established. The Conduct Levels support teachers and students in maintaining effective teaching and
learning within a safe, orderly and pleasant environment. The goal of our Student Conduct Levels is for students to
maintain a Green Level. However, Student Conduct Levels may alter to reflect changes in behaviour. A thorough record
needs to be maintained in the College Database.
Level One
Green

Student consistently shows respect, acts responsibly and values the rights and property of others.

Level Two
Amber

Student repeats inappropriate behaviour.

For example:

•
•
•
•
•

Disrespectful actions or speech
Disruption
Annoying others
Damaging property
Physical aggression

Consequence:
•
Student makes written acknowledgement of the offence.
•
Parents notified via diary or correspondence by the classroom teacher. Signing requested.
•
Record made on database
•
Coordinator notified
•
Generally a student remains on Amber for one week and parents are notified accordingly
Level Three
Red
For example:

•
•
•
•
•
•

Continued pattern of inappropriate behaviour.
More serious incidents
Lack of respect or cooperation
Intentional damage of property
Theft
Bullying

Consequence:
•
Junior School Coordinator notified
•
Student makes written acknowledgement of the offence
•
Parents contacted by Coordinator
•
Incident recorded on school management system
•
Consequences can include after-school detention or similar
•
A student remains on Red for one week and parents are notified accordingly
Level Four
Major Concern
For example:

Ongoing offensive behaviour or Major offence
•
•
•

Serious anti-social behaviour
Continual pattern of disrespect
Major incident

Consequence:
•
Referred to Administrative Staff for further action
•
Parent meeting arranged
•
Possible suspension/exclusion
•
Record made on database
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Digital Policy
Effective Date
Replaces

April 2020
October 2017

Rationale
At Northside, we understand that engagement with up-to-date technology for learning is not optional. It forms a vital part of
a high quality and relevant education in the 21st Century for our students. We believe that students should ideally be able to
access digital information, tools and resources from anywhere at any time as they learn and as a teacher determines
appropriate – in ways that lead to a greater engagement and understanding.
While we want our students to be highly skilled in the use of technology, we recognise that to truly educate our students we
must develop a culture that provides a framework within the Christian world view around acceptable and appropriate use of
this technology.
Cultures define what is normal, acceptable and viable. At Northside Christian College, this process involves developing young
people who:
1.

Use technology in an acceptable and responsible way

2.

Are discerning

3.

Have an ability to shape and influence the future use of technology in our society.

While it is genuinely beneficial for a student to have access to electronic devices within the school environment, the
inappropriate use of said devices may jeopardise the well-being of students and good order or reputation of the College (as
per the Northside Christian College Reputation Policy).
The use of technology at Northside Christian College is for educational purposes. As the use of certain devices can also be
used for personal purposes, it is important that students are aware of College expectations for acceptable and appropriate
use whilst at school. In some cases, student technology use is guided by specific expectations given to students by a teacher.
At other times, students must make wise decisions about their online behaviour guided by a sense of good citizenship and
responsible use as a member of the Northside community. This policy acknowledges the expectation of an increase in
responsibility of students as they move from Junior School through Middle School to Senior School.
In making decisions regarding student access to the College network, the College considers its own stated educational
mission, goals, and objectives.
Scope
This policy applies to all students of the College from arrival to school until 3:30pm or until the end of supervised after school
activity.
These guidelines apply to all devices used whilst at Northside Christian College which includes, but is not limited to,
Chromebooks, College owned devices, mobile phones, iPads, iPods, other music listening devices, gaming devices, wearables.
A wearable is an electronic device, typically an accessory, which can serve as a stand-alone gadget or may link to another
device such as a smartphone, tablet or laptop via Wi-Fi, Bluetooth, cellular and/or GPS. Electronic wearables include, but
are not limited to, watches, clothing, headsets, eyewear and cameras. Common examples include smart watches and fitness
trackers.
The policy covers care and use during travel to and from school, in normal on-campus activities, as well as while on school
camps and participating in activities and excursions.
Principles
The key motivation of using electronic devices is to enhance the learning process and must in no way hamper or interfere
with the learning environment.
•

Students must display courtesy, consideration and respect for others whenever use of electronic devices (and
affiliated headphones) has been approved by a teacher.

•

Electronic devices must never be used in a way that reduces or threatens to reduce the safety and well-being of
students, or the good order and reputation of the College and its Community.

•

The safekeeping of any electronic device remains the responsibility of the owner and not the College.

Enrolments/International Students ~ Policy Handbook

Page 44 of 48

Northside Christian College
ENROLMENTS
CRICOS Provider Code: 01799C
Electronic Devices for an Educational Purpose
MIDDLE & SENIOR SCHOOL
Being a good digital citizen and responsible member of the Northside community means being prepared for learning each
day.
•

Students must bring their Chromebook to school each day.

•

Chromebooks should be fully charged at the beginning of each school day.

•

Chromebooks must be carried in the provided case so that they can be transported safely around campus. While
moving between home and school, the Chromebook must be stowed in its protective case AND carried inside the
Northside school bag.

•

Data should be backed-up appropriately so as to ensure that important data is not lost.

•

Students should use Google Drive for file management and data storage.

Conditions of Use
•

Mobile phones and other electronic devices are not a requirement of the school, and contact between students and
parents should be made through the College or school office.

•

Mobile phones, smartwatches and other wearables must be switched off and stored in lockers, school bags or relevant
school reception during school hours.

•

Permission by staff for mobile phone use by students may be given for some off-campus activities.

•

Contact with parents using electronic communication during school hours should be restricted to genuine
emergencies and done with teacher permission under supervision (such as communicating with a parent about a change
of collection time after school).

•

Electronic devices must not be used to communicate with students within the College or from other schools
without the knowledge and permission of a teacher of the College.

•

Internet access on campus should be via the College network. Internet tethering or Personal Hot Spots should not be
utilised.

•

Devices for capturing images are not to be used without the consent (given by agreement in sentiment, opinion
or a course of action) of both the supervising teacher and the knowing participants of the image/s, or anywhere and in
any way that would be considered inappropriate for a normal image capturing device such as a camera, mobile phone,
iPad etc. such as in change rooms or toilets.

•

Lessons may be recorded only with a teacher’s consent. Students will respect the decision of the teacher at all times.
Teachers may opt to record the lesson for students. This allows staff to edit the recording before it is made available
for students. Secondary school teachers may decide to post recorded sections of a lesson on Moodle to assist students.

•

Content recorded or captured at school remains the property of the College. This includes photos, video footage, voice
recordings etc. As a result, these images or recordings should not be used outside of the school in any way without the
direct permission of the College and the individual/s therein.

•

Likewise, there should be a limited expectation of privacy. By authorising use of the College network, the College
does not relinquish control over materials on the system or contained in files on the system. Users should expect only
limited privacy on the College system.

•

College owned devices are to be used expressly to enhance learning experiences and should only be used during
class time at teacher discretion. College owned devices should not be used outside of class except in areas
designated as suitable (e.g., College Library and Library Square) and for educational purposes only. Non-academic use
of games and social networking sites and other activities that disrupt studies, peers or classes is not permitted during
the school day.

•

Electronic devices must not be used in any manner or place that is disruptive to the normal routine of the College.

•

Any communication with teachers via email must be at the teacher’s request, pertinent to an assessment
instrument or College activity and be relevant to said task or activity. Any emails must be sent exclusively from and to
College email addresses.

•

Secondary School Students - Chromebooks must not be taken out of the country or used in any context that puts the
device at risk (e.g. on a boat).
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•

Students are not permitted to bring personal computing devices such as laptops, iPads, iPods, etc. unless there is a verified
learning difficulty or a disability. In such cases, students must acquire express permission from a Head of Learning Support for
a device that meets the student’s academic needs. The device/s must be registered with Helpdesk if access to the College
network is required. The College accepts no liability in the event of loss, theft or damage.

•

Likewise, use of the College network is at the user's own risk. The system is provided on an "as is, as available" basis.
The College will not be responsible for any damage users may suffer, including, but not limited to, loss, damage or
unavailability of data, or for delays or changes in or interruptions of service or mis-deliveries or non-deliveries of
information or materials, regardless of the cause. The College is not responsible for the accuracy or quality of any advice
or information obtained through or stored on the College computers. The College will not be responsible for
financial obligations arising through unauthorised use of the College network.

Procedures for Infractions of Policy
When use of an electronic device has been inappropriate, a student will be dealt with according to the College’s discipline
policy. Consequences will vary according to the level of disobedience, disruption, vandalism, or otherwise and will be
determined with the use of the current behaviour management system.
The College reserves the right to restrict access to or temporarily confiscate electronic devices if a breach of these policies
occur or, in the reasonable opinion of a staff member, the presence or potential use of an electronic device by an individual
would put an individual, others, or the College at risk of harm, in a position of liability, or unduly affect the College’s learning
environment.
Where appropriate, the College will cooperate fully with local, state and federal authorities in any investigation concerning
or related to any illegal activities and activities not in compliance with College policies conducted using College computers
or network.
If a user inadvertently accesses unacceptable materials or an unacceptable Internet site, the user shall immediately disclose
the inadvertent access to the relevant school reception or to the Helpdesk. This disclosure may serve as a defence against an
allegation that the user has intentionally violated this policy. A user may also in certain rare instances access otherwise
unacceptable materials if necessary to complete an assignment and if done with the prior approval of and with appropriate
guidance from the appropriate teacher.
The following would be considered completely irresponsible and unacceptable uses:
a.

Access, review, upload, download, store, print, post, or distribute pornographic, obscene or sexually explicit
material.

b.

Transmit or receive obscene, abusive, profane, lewd, vulgar, rude, inflammatory, threatening, disrespectful, or
sexually explicit language.

c.

Access, review, upload, download, store, print, post, or distribute materials that use language or images that are
inappropriate to the educational setting or disruptive to the educational process.

d.

Access, review, upload, download, store, print, post, or distribute materials that use language or images that
advocate violence or discrimination toward other people (hate literature) or that may constitute harassment or
discrimination.

e.

Upload or download files, folders or any software programs from any type of media (incl. CD- ROMs, SD cards,
USB storage etc.) to or from the College network that are inappropriate to the educational setting or disruptive to the
educational process, or violates relevant software licensing agreements.

f.

Knowingly or recklessly post false or defamatory information about a person or organisation, or to harass another
person, or to engage in personal attacks, including prejudicial or discriminatory attacks.

g.

Engage in any illegal act or violate any local, state or federal statute or law.

h.

Vandalise, damage or disable the property of another person or organisation, or make deliberate attempts to
degrade or disrupt equipment, software or system performance by spreading computer viruses or by any other
means.

i.

Tamper with, modify or change the College computer software, software configurations, control panel settings,
hardware or cabling (including changing desktop settings, icons or wallpapers).

j.

Take any action to violate or attempt to violate the College system's security.

k.

Use of the College system in such a way as to disrupt College network access by other users.
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l.

Gain unauthorised access to information resources or to access another person's materials, information or files
without the direct permission of that person.

m.

Post private information about another person or to post personal contact information about themselves or
other persons including, but not limited to, addresses, telephone numbers, school addresses, work addresses,
identification numbers, account numbers, access codes or passwords, and will not repost a message that was sent
to the user privately without permission of the person who sent the message.

n.

Attempt to gain unauthorised access to the College network or any other computer of the College network, attempt
to log in through another person's account, or use computer accounts, access codes or network identification other
than those assigned to the user.

o.

Violate copyright laws or use another person's property without the person's prior approval or proper citation,
or plagiarise works they find on the Internet.

p.

Conduct business for unauthorised commercial purposes or for financial gain unrelated to the mission of the
College. Use the College computers to offer or provide goods or services or for product advertisement. Use the
College system to purchase goods or services for personal use without authorisation from the appropriate College
official.
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Homestay Selection Procedure
Effective Date
Replaces

April 2020
September 2015

Policy
Northside Christian College ensures all students including under 18s personal safety and social wellbeing are protected by
organising appropriate Homestay (and Private) accommodation. Homestay families are sourced and monitored with a
checklist in place for suitability. All Homestay families must hold a current blue card with the Public Safety Business Agency
(Queensland).
Procedure
•
•
•
•
•
•
•
•
•

New Homestay family are sourced from within the college or a suitable local church.
Homestay Co-ordinator determines if the residence is within a suitable distance from the college. The suitable
distance to and from the college is no longer than 30 minutes by car and or no longer than 45 minutes on the
college bus service.
Homestay Co-ordinator asks if all adults residing in the home have a current blue card, if they do not then the
application forms are provided to each adult for completion.
Homestay Co-ordinator emails or hands family member the necessary paperwork for Homestay student/s. The
forms for the BlueCard card are also distributed at this time.
Once the Homestay Host Agreement is returned the Homestay Co-ordinator checks the information is completed
correctly and then contacts the Homestay family to organise an inspection time suitable for both parties.
At the Homestay inspection the Homestay Co-ordinator assesses the house by using the Homestay Site Visit
Checklist to determine if the selection criteria have been met. At this point the Homestay Co-ordinator would
check identification for all adults applying for a suitability card and take the application/s with them for submitting.
Once the Homestay is approved to host students the Homestay Co-ordinator creates a new Homestay file.
The Homestay family will be contacted once a suitable student is identified.
Regular monitoring of Homestay families and follow up house inspections are done on a 6 monthly basis. The
Homestay host will be contacted prior to this inspection taking place.

Note: If Northside Christian College holds the welfare for an under 18 student not residing in a Homestay and residing with
a family friend or relative, the Homestay Co-ordinator will inspect the house with the Homestay Selection Criteria Checklist
and do follow up visits for enrolments longer than 6 months.
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