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Purpose 

1. The purpose of this policy is to ensure that obligations and rights of both Apsley College and 

overseas students must be clearly set out in a formal written agreement between the two parties.  

Apsley College must:  
2. have a written agreement with overseas students or intending overseas students they enroll, 

which may take any form, as long as it meets the requirements under the National Code and the 

Education Services for Overseas Students Act 2000;  

3. ensure the written agreement is signed or otherwise accepted by the overseas student, or if they 

are under 18 years of age, their parent or legal guardian; 

4. include information in the written agreement about course details, prerequisites and conditions 

on enrolment (if applicable), fees, refund and cancellation policies, and the provider’s complaints 

and appeals processes; and   

5. advise overseas students of required information 

 

Scope 

This policy applies to the selection and enrolment of all international students in courses offered by 
the Institute. It describes processes associated with: 
 

• International student selection and recruitment 

• Applications submitted by prospective students 

• Selection and issuance of a Letter of Offer and acceptance of the Letter of Offer 

• Issuance of an electronic Confirmation of Enrolment (eCOE). 

• Enrolment and re-enrolments 

• Variation to enrolments.  

 

This policy applies to: 
1. International students defined as ‘overseas students’ in the National Code. 

2. Staff involved in the payment and refund of all international tuition fees paid to Apsley College. 

 

Policy  

Apsley College will include information in written agreements on:   
 

1. course content, including compulsory online learning and work-related training   

2. prerequisites necessary to enter the course or courses   

3. conditions imposed on the student’s enrolment   
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4. tuition fees payable, the period which the tuition fees relate, and options for payment 
(including that an international student may choose to pay more than 50 per cent of their 
tuition fees before their course commences in accordance with the ESOS Act)   

5. Circumstances where an international student’s information will be shared.   

6. Apsley College will only use electronic links in written agreements to provide supplementary 

materials and will keep records of the written agreements and payments that demonstrate 

an international student’s acceptance of the agreement. 

Written agreement form   

 
1. Apsley College will ensure that it has a written agreement with each overseas student it 

accepts for enrolment and it must be signed or otherwise accepted by the student.  

2. Any new written agreements entered into with overseas students after 1 January 2018 
should comply with the National Code 2018.   

3. Overseas students may otherwise accept the written agreement by signing a form or 
indicating their acceptance online. 

4. The letter of offer will be considered as the written agreement once it is signed or accepted 
by an overseas student.  

5. Overseas students enrolled in a number of consecutive courses with Apsley College do not 
need a separate written agreement for each course. If the terms of the agreement are the 
same for each course.  

6. The agreement must: 

a) outline the course or courses in which the student is to be enrolled, the expected course 
start date, the location(s) at which the course will be delivered, the offered modes of study 
for the course, including compulsory online and/or work-based training, placements, and/or 
other community-based learning and/or collaborative research training arrangements. 

b) list any prerequisites necessary to enter the course or courses, including English language 
requirements 

c) list all tuition fees payable by the student for the course, the periods to which those tuition 
fees relate and payment options (including, if permitted under the ESOS Act, that the 
student may choose to pay more than 50 per cent of their tuition fees before their course 
commences). 

d) provide details of any non-tuition fees the student may incur, including as a result of having 
their study outcomes reassessed, deferral of study, fees for late payment of tuition fees, or 
other circumstances in which additional fees may apply refund policies,  
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e) and any conditions imposed on the student’s enrolment.  

f) set out the circumstances in which personal information about the student may be disclosed 

by the registered provider, the Commonwealth including the TPS, or state or territory 

agencies, in accordance with the Privacy Act 1988  

g) outline internal and external complaints and appeals processes, in accordance with 

Standard 10 (Complaints and appeals)  

h) State that the student is responsible for keeping a copy of the written agreement as 

supplied by Apsley College, and receipts of any payments of tuition fees or non-tuition fees. 

i)  only use links to provide supplementary material.  

j) include in the following information, which is to be consistent with the requirements of the 

ESOS Act, in relation to refunds of tuition fees and non-tuition fees in the case of student 

default and provider default:  

k) amounts that may or may not be repaid to the overseas student (including any tuition and 

non-tuition fees collected by education agents on behalf of the registered provider) 

l)  processes for claiming a refund  

m) the specified person(s), other than the overseas student, who can receive a refund in 

respect of the overseas student identified in the written agreement, consistent with the 

ESOS Act  

n) a plain English explanation of what happens in the event of a course not being delivered, 

including the role of the TPS  

o)  a statement that “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”.  

p) include in the written agreement a requirement that the overseas student or intending 

overseas student, while in Australia and studying with that provider, must notify the 

registered provider of his or her contact details including:  

• the student’s current residential address,  

• mobile number (if any) and email address (if any)         
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• who to contact in emergency situations 3       

• any changes to those details, within 7 days of the change.  

7. Apsley College will retain records of all written agreements as well as receipts of payments 

made by students under the written agreement for at least 2 years after the person ceases 

to be an accepted student.  

Procedures 

Application by Prospective Students 
 
• All enquiring students must be provided with a Student Prospectus, a Student Agreement and 

the ESOS Framework, or link to the ESOS Framework. International students can only be offered 

places in CRICOS-registered courses. 

• Prospective applicants (applying from overseas) shall be advised that the Application Form 

should be received no later than six weeks before a course commencement date to allow the 

Institute time to assess the application and for DIBP authorities to approve the student visa 

application. 

• All prospective students must complete the Institute’s Application Form to apply for admission 

into the courses offered. Applicants must sign and date the Student Agreement on the application 

and attach all supporting documents including: 

▪ Certified academic transcripts 

▪ Evidence of English language level (e.g. IELTS, TOEFL) and/or 

▪ Certified educational or academic certificates (in both the original language and in English). 

▪ Other documents that may be required include: 

▪ English translations of all documents, Academic transcripts from previous educational 

institutions (if applying for advanced standing/credits) 

▪ Letter of Release from another provider for the relevant study period. 

▪ Upon receipt of the application, a student file is created and relevant details recorded using 

a Student Application Checklist. 

▪ Application can be made by email, fax or in person or through an authorized representative. 

 

Selection Process 

• The Student Administration officer or an authorized Admissions Officer must review and assess 
the application and determine, based on the selection and entry requirements for the course, 
whether a Letter of Offer should be made. 
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• To be accepted the applicant must meet the following: 

▪ Academic Entry Requirements 

▪ minimum English language requirements 

▪ age requirement 

 

• The Academic and English Entry Requirements will be assessed using the Institute’s entry 

requirements policy for the overseas students. 

 

• English testing is not required where an applicant clearly has the required English language skills. 

Verified evidence of this would include: 

▪ Completing education in an English-speaking country. 

▪ completing a substantial part of a Certificate IV or higher level qualification in Australia 

 

• Full details of language requirements are available in the Institute's English language 
requirements policy. 

 
• The applicants may be interviewed to ensure they meet minimum entry requirements and to assess their 

learning needs. During the interview, applicants shall be provided with information on the following: 
 

▪ Course details including course content, duration and qualification offered assessment information 

(contact hours per week, recommended text books, etc.) 

▪ Fee structures including refunds and other fees applicable. 

▪ Institute requirements 

▪ Recognition of other AQF qualifications, Recognition of Prior Learning & Credit Transfer information 

▪ Legislative and regulatory education guidelines and requirements. 

▪ Campus information 

▪ Description of ESOS framework 

▪ Campus Locations and general description of facilities, equipment and learning and library resources 

available 

▪ relevant information on living in Australia, including: 

i. indicative costs of living 
ii. Accommodation options; and 
iii. Where relevant, schooling obligations and options for school-aged Dependents of intending 

students, including that school fees may be incurred. 
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• The Admission Officer must ensure that all required documents are received at the time of 

application assessment. 
 
• All application details must be entered into the college’s Student Management System (SMS) and 

all documents must be filed. 
 
Issuing the Letter of Offer 
 
• Successful applicants shall be sent a Letter of Offer that includes instructions for accepting the 

Offer. The Student Administration officer or an authorized Admissions Officer, must sign the 
Letter of Offer and/or the Student Agreement to be sent to the applicants. 

 
• Applicants who do not meet an entry requirement will be notified in writing. Where applicable, 

unsuccessful applicants shall be offered alternative study options. 
 
• The Letter of Offer and Student Agreement letter are sent via email to the students or their 

nominated representative. 
 
• A copy of the Letter of Offer and Student Agreement are filed in the student file. 

 
Acceptance of the Letter of Offer 
 
• Applicants must accept a Letter of Offer by the due date and by returning the signed Student 

Agreement form, accompanied by payment of tuition fees and Overseas Student Health Cover 
(OSHC), as outlined in the Letter of Offer. 

 
Issuing the Confirmation of Enrolment (eCOE) 
 

• The college shall send an eCoE letter, generated through PRISMS, to students once the Student 
Agreement and funds have been received. 

• The Accounts Department will confirm receipt of tuition fees and approve issuance of an eCOE. 

• The eCoE must be prepared and generated as per the PRISMS User Guide. 

• Prior to the issuance of the eCOE, the student application file is checked to ensure all 
requirements are met. 

• The eCOE is then sent to the student, or the authorised representative, via email. 

• A copy of the eCOE is filed in the student file and the SMS is updated. 

• The eCOE will be used by the student to apply for a student visa. 
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Enrolment at campus and Re-enrolment 

Enrolment of new students and re-enrolment of continuing students will be conducted via the 
following processes: 
 

Steps Responsibility 

1. Notify the students of the official enrolment 

date Student Admin 

2. Attend campus, as advised, to formally enroll 
Student 

3. Issue “Student Enrolment Form” to students 
Student Admin 

4. Complete, sign and submit the Enrolment Form 
Student 

5. Provide Fee invoice and collect fee payment 
Accounts Department 

6. Check Enrolment Form to ensure all details 

have been completed Student Admin 

7. Activate student enrolment in the Student 

management system (RTO Manager) Student Admin 

8. Issue student with a student number and 

student ID card Student Admin 

9. Issue timetable to students 
Student Admin 

10. Apply for Credit Transfer or RPL if applicable or 

required Student and Student Admin 

11. Update student records in the Student 

management system (SMS) & PRISMS Student Admin 

12. File Enrolment Form in student file 
Student Admin 

13. Run report on non-enrolled students(inactive 

withdrawal) Student Admin 
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Variation to Enrolment  

 

Variation to enrolment: When a student requests a change to their course: either suspension, 
deferment of course or the commencement of their course or withdrawal from their course. 

Steps Responsibility 

1. Complete the relevant form – deferment or withdrawal form  Student  

2. Assess and approve the course variation to request.  Student Admin 

3. Process variation to student’s enrolment in PRISMS and update details 
in RTO Manager (SMS) 

Student Admin 

4. Advise Department of Education and Training (DET)/ DHA- Department 
of Human Affairs of changes to student’s enrolment via PRISMS  

Student Admin 

 

Enrolling a Transferring Student 

• the college will not seek to enrol a student who has not yet completed six months of their principal 

course of study with another registered provider unless the requirements of the National Code are met, 

which includes sighting of a “Letter of Release” provided by the student’s previous provider. 

• Applicants for Credit Transfer must complete the Credit Transfer Application Form, attach a copy of a 

verified Qualifications or Statement of Attainment and submit the application to the Student Admin. 

• Trainer and assessor will check the Qualifications or Statements of Attainment and grant Credit Transfer 

for identical units that have been identified as completed at another Registered Training Organization. 

• Verified copies of Qualifications and Statements of Attainment used as the basis for granting Credit 

Transfer must be kept in the student’s file. 

• Granting of Credit Transfer must be recorded as a unit outcome in the student’s file 

• After Credit Transfer is granted, a student’s course schedule must be reviewed and modified to ensure a 

full-time load and details of this must be recorded in the student’s file. 

• Any course duration reduction as a result of Credit Transfer granted to students must be indicated on 

the eCOE if granted prior to the issue of a visa or on PRISMS if granted after the issue of a visa. 
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Responsibility 

• CEO 

• Marketing team 

• Admissions officers 

• All staff 

 

Related Documents 

• Student Handbook 

•  Formalization of Enrolment Policies and Procedures; 

• Education Agents Policies and Procedures; 

• Complaints and Appeals Policies and Procedures;  

• Deferment, Suspension and Cancellation of a Student during Enrolment Policies and Procedures. 

• Transfer between provider’s form 

• Student enrolment/application form 

•  Student offer letter 

• Student written agreement  

Related Standards 

• Standards 5 from the Standards for Registered Training Organizations (RTOs) 2015. 

• Standard 3 from the National Code 2018 

• ESOS Act 2000 

• Migration Act and Regulations 

 

 

 

 

 

 

Review History 

Revision Date Modification 

1 March 2019 Original 

2 January 2020 

 

Updated of policy in accordance to standards. New 

Template with College branding. 
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