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HOW TO USE THIS TEMPLATE
This template allows you to create an international student handbook for your school. The headings that have
been provided in the template are a guide only. You can add, delete, edit and change the order of suggested
headings or content as you wish. It will be up to you to provide relevant content for each heading you decide to
use. However, as a guide to prioritising information, headings in the table of contents and in the document have
been annotated as follows:
*** for mandatory information that must be provided to students in some form for compliance purposes
** for essential information that needs to be customised for your school
* for suggested additional information.
Instructions (included in text boxes) and annotations can be deleted as sections are completed.
The Working Group members who have contributed to the development of this resource suggest that you think
about how and when this handbook will be given to students, how students will use it and how you will keep it
updated. For example, you might consider:
o creating a digital ‘master’ with information that can be updated as necessary
o ensuring students have a copy they can save and use on their laptop/device
o designing some pages that have ‘fill in’ sections, quizzes, etc., that can be printed to be used for orientation
or other activities
o making content appealing, accessible, translatable, interactive, visual, clear
o keeping language simple and relevant; use talking pictures
o modifying content for different age groups (primary, secondary school students
o an acknowledgement email stating that the students have read the document and understand the content.
o an acknowledgement that the student has a copy of the handbook either electronically/paper-based.
Working Group members also recommend:
o Focussing on the things your international students need to know, and let them know where to find other
information. For example, use references or links to information that is already in your Student
Diary/Handbook or your school website.
o Determining if all or some of the Handbook will be publicly available on the school website or if it will an
internal document.
As the template is used and updated over time, schools may wish to contribute generic content to help populate
sections of the handbook that might be common to all students.
ORIENTATION PROGRAM
NB: ORIENTATION PAGES IN THIS HANDBOOK CAN BE RELOCATED TO SUIT SCHOOL ORIENTATION PROCEDURES

You will need to give some thought to how you will structure an orientation program for overseas students. This
should meet the requirements of the 2018 National Code of Practice for Providers of Education and Training for
Overseas Students as well as cover key school policies. We suggest if you intend to use the handbook as part of
your orientation program for overseas students, you first create the content, and then “build” a series of
Orientation Program Checklists using relevant information and links.

Some tips for Orientation Programs

✓ Decide which topics are mandatory for compliance, essential for your school, or need to be covered overall and
which need to be dealt with first, keeping in mind the student’s level of English proficiency and ability to absorb
information on arrival.
✓ Create a checklist and a timeframe for each set of topics to be covered at different times during the student’s
orientation
✓ Link the topics in your checklists to web pages or parts of this Handbook and / or Student Diary that cover the
required information, and append additional information or resources as necessary, e.g., external web links,
printable worksheets with content, activities, images, quizzes, etc., to engage interest or to check
understanding of information covered.
✓ Keep a signed copy of all checklists on the student’s file as evidence of compliance with the 2018 National Code
requirements.
Mandatory information for Orientation Programs
Standard 6 of the 2018 National Code of Practice for Providers of Education and Training for Overseas Students,
requires students to be given information about:
• Support services available to assist overseas students to help them adjust to study and life in Australia
• English language and study assistance programs
• Any relevant legal services
• Emergency and health services
• Complaints and appeals processes
• Requirements for course progress and attendance
• The support services available to assist students with general or personal circumstances that are adversely
affecting their education in Australia
• How to seek assistance for and report an incident that significantly impacts student well-being, including
critical incidents
• Enhancing personal security and safety, both at school and while living in Australia
• General information on safety and awareness relevant to life in Australia
• School facilities and resources
• Services students can access for information on their employment rights and conditions, and how to resolve
workplace issues, such as through the Fair Work Ombudsman or Department of Home Affairs (Immigration):
o https://www.fairwork.gov.au/
o https://www.fairwork.gov.au/about-us/our-role/corporate/open-letter-to-international-students
o https://www.homeaffairs.gov.au/Trav/Stud/More/Work-conditions-for-Student-visa-holders.
This information must be available to students seeking assistance for these services at any time, and at no cost
to the student.
Other information which is required under the 2018 National Code of Practice includes:
• The need to provide current contact details - residential address, mobile number, email address and family
member to contact in an emergency (St 3 )
• Emergency contact numbers in Australia (St 5)
o Staff member (Enter number as ICE in ‘phone)

o 000 for fire, police, etc
o Accommodation (if relevant)
• How to seek assistance and reporting any incident or allegation involving actual or alleged sexual, physical or
other abuse (St 5) or that that significantly impacts on their wellbeing, including critical incidents (St 6)
• General information on safety and awareness relevant to life in Australia (St 6)
Key School Policies and Other Information for Overseas Students
Key School Policies and other information overseas students need to know should also be covered as part of the
student’s Orientation Program and be easy to find in this Handbook or the Student Diary. Use links to the key
policies or other information in Orientation Checklists where needed. Consider whether forms that students or
parents may need will be available publicly or on request.

Table of Contents

Contents
Welcome Letter from the Principal ................................................................................................................................ 8
School Contact Details and Key Personnel ..................................................................................................................... 9
Emergency Assistance .................................................................................................................................................... 9
About ** ....................................................................................................................................................................... 10
History **...................................................................................................................................................................... 10
Mission ** ..................................................................................................................................................................... 10
Values **....................................................................................................................................................................... 10
THE ISLAMIC ETHOS ...................................................................................................................................................... 10
Location and Facilities ***............................................................................................................................................ 11
Student Reception ** ................................................................................................................................................... 11
Learning Centre **........................................................................................................................................................ 11
Canteen ** .................................................................................................................................................................... 11
School Uniforms **....................................................................................................................................................... 12
Where to buy * ............................................................................................................................................................. 13
Uniforms can be purchased from School Locker located at: .................................................................................... 13
2118 Ipswich Rd, Oxley QLD 4075 ..................................................................................................................... 13
Online purchases are also available through School Locker’s website from the following link: ................ 13
Uniform prices can be viewed from the School Locker website. ............................................................................. 13
Where to find key information or assistance *** ........................................................................................................ 13
Assistance with studies *** ...................................................................................................................................... 13
School Calendar ** ................................................................................................................................................... 14
Timetable, Bell times * ............................................................................................................................................. 16
Subject selection for secondary students * .............................................................................................................. 16
Assessment *** ............................................................................................................................................................ 17
ii.

Prior knowledge of absence ................................................................................................................................ 20

will be absent for a scheduled test, must notify the ................................................................................................. 20
College administration before the due date. ............................................................................................................. 20
iii.

Exceptional c i r c u m s t a n c e s ............................................................................................................................. 20

Exceptional circumstances will be considered by the............................................................................................... 20
Principal. ..................................................................................................................................................................... 20
b.

Failure to attend an exam.................................................................................................................................... 20

If students fail to attend scheduled exams/tests and do not comply with the conditions outlined above: .......... 20

Students will have the result recorded as a NS (Non-Submission). ................................................................ 20

•

NO EXTENSION OF TIME WILL BE APPROVED ON OR AFTER THE DUE DATE. .................................... 22
Unforeseen Inability to Submit Assignment on Due Date ............................................................................................ 22
Appeal Process for Assessment ........................................................................................................................................ 24
Pastoral Care Program *** ....................................................................................................................................... 25
For all enquiries about the college’s pastoral care program please get in touch with: ........................................... 25
1.

Ursula Muncaster (Head of Primary) ursula.muncaster@aiic.qld.edu.au ....................................................... 25

2.

Raihana Ferdous (Head of Secondary) Raihana.ferdous@aiic.qld.edu.au ...................................................... 25

School ID Card ** ...................................................................................................................................................... 25
Extra-Curricular Activities, Clubs **.......................................................................................................................... 25
ADJUSTING TO A NEW ENVIRONMENT *** ............................................................................................................. 25
Culture Shock * ............................................................................................................................................................. 25
What is it? ................................................................................................................................................................. 25
How to handle it ....................................................................................................................................................... 25
Who can help? .......................................................................................................................................................... 26
Communicating with others * ...................................................................................................................................... 26
Why communicating is important? .......................................................................................................................... 26
Tips to help you communicate ................................................................................................................................. 26
Asking for help *** ....................................................................................................................................................... 26
If you are having problems with your studies: ......................................................................................................... 26
If you are having problems in your accommodation: ............................................................................................... 26
If you are having problems with other students: ..................................................................................................... 26
Ursula Muncaster (Head of Primary) ursula.muncaster@aiic.qld.edu.au................................................................ 26
LIVING SAFELY IN AUSTRALIA *** .................................................................................................................................... 27
Keeping safe outdoors *** ........................................................................................................................................... 27
Personal health and safety *** .................................................................................................................................... 28
Online safety *** .......................................................................................................................................................... 28
More information ** ................................................................................................................................................ 28
KEY POLICIES, FORMS & OTHER INFORMATION *** ........................................................................................................ 30
Accommodation and Welfare Policy *** ..................................................................................................................... 30
Deferment, Suspension or Cancellation Policy *** ...................................................................................................... 34
Student application for deferment of commencement or suspension of studies ........................................................... 39
Course Progress and Attendance Policy *** ................................................................................................................ 41
Fees and Refunds Policy *** ........................................................................................................................................ 46

REFUND REQUEST FORM - INTERNATIONAL STUDENT ................................................................................................ 47
OFFICE USE ONLY .......................................................................................................................................................... 48
APPROVAL ☐Granted ☐Denied ................................................................................................................................... 48
Business Manager ____/_____/20____ ....................................................................................................................... 48
Complaints and Appeals Policy *** .............................................................................................................................. 48
Student Transfer Request Policy *** ............................................................................................................................ 51
Other mandatory information *** ............................................................................................................................... 54
Student Visas ............................................................................................................................................................ 54
Overseas Students Health Cover (OSHC) .................................................................................................................. 54
Working in Australia ................................................................................................................................................. 54
Checklist: Key People ** ............................................................................................................................................... 56
Checklist: School Tour ** .............................................................................................................................................. 56
Day 1 *** ...................................................................................................................................................................... 57
Checklist: What you need to know ........................................................................................................................... 57
Day 2 * .......................................................................................................................................................................... 58
Checklist: What you need to know ........................................................................................................................... 58
Week 1 * ....................................................................................................................................................................... 59
Checklist: What you need to know ........................................................................................................................... 59
Week 2 * ....................................................................................................................................................................... 60
Checklist: What you need to know ........................................................................................................................... 60
Week 3 * ....................................................................................................................................................................... 61
Checklist: What you need to know ........................................................................................................................... 61
Week … * ...................................................................................................................................................................... 62
Checklist: What you need to know ........................................................................................................................... 62

Welcome Letter from the Principal
As Salaamu Alaikum Warahmatullahi Wabarakthu,
Islamic schools are among the fastest growing schools in Australia. In Islam, a high premium is placed on education
and knowledge. The Holy Quran says, “Allah will exalt those of you who believe and those who have knowledge to
high degrees” (Surah 58:11). In Islamic pedagogy, knowledge is balanced by spiritual, social and ethical teachings from
the Quran. That is why our vision is to deliver a holistic and universal education that develops the mind, body and soul
of our students.
To navigate an uncertain future and changing world, the demand for a world class education will continue to grow.
We expect every child to show a year’s growth in learning for each year of teaching. Let’s call this visible learning. It
takes an interested and motivated teacher, high expectations, a challenging curriculum, effective classroom
management, regular feedback, explicit and personalised instruction, additional learning support and focused study
habits for a student to reach their full academic potential every year.
Our students are joined in their journey by qualified, experienced and inspirational teachers. To prepare them for the
world of work, university and successful careers, students at AIIC receive modern instruction in robotics, engineering
and computer programming in our new Science, Technology, Engineering and Mathematics (STEM) building,
alongside classic instruction in Literature, History, Arabic and Quran memorisation. Our Vocational Education and
Training program enables students to gain nationally recognised qualifications while at school and learn skills and
knowledge required for specific industries such as aviation.
We provide a rich variety of co-curricular activities to foster experiential learning, community service and leadership.
Our aim is for students to develop the character and learn the habits that will last a lifetime to become optimistic,
tolerant and responsible Australian citizens. Leaders are made, not born, at the Australian International Islamic
College.
I look forward to welcoming you in person to this great school.
Sincerely,
Andrew Taylor
Principal

School Contact Details and Key Personnel
Street: 724 Blunder Road, Durack Queensland 4077 Australia
Postal: 724 Blunder Road, Durack Queensland 4077 Australia
Telephone: +61 7 3372 1400
Email: admin@aiic.qld.edu.au Website: www.aiic.qld.edu.au
Key personnel in relation to international students include:
Principal Andrew Taylor
Andrew.taylor@aiic.qld.edu.au
Head of Primary School Mrs Ursula Muncaster
Ursula.muncaster@aiic.qld.edu.au
Head of Secondary School Mrs Raihana Ferdous
raihana.ferdous@aiic.qld.edu.au
Administration/ International Program Coordinator Mr Ahmed Azhari
ahmed.azhari@aiic.qld.edu.au
College Business Manager Mr Intaz Hussen
Intaz.hussen@aiic.qld.edu.au
Teacher of ESL Ms Habiba Keshtiar
Habiba.keshtiar@aiic.qld.edu.au

Emergency Assistance

Australian International Islamic College provides suitably qualified staff as the nominated contact personnel for all
international students. The following people are nominated to provide 24-hour emergency assistance for all
International students:
Administration/ International Program Coordinator Mr Ahmed Azhari
ahmed.azhari@aiic.qld.edu.au
Head of Primary School Mrs Ursula Muncaster
Ursula.muncaster@aiic.qld.edu.au
Head of Secondary School Mrs Raihana Ferdous
raihana.ferdous@aiic.qld.edu.au
The school maintains a 24-hour emergency contact mobile phone which is carried by one of the
nominated school staff. This number is provided to all international students and parents.

About **
The Australian International Islamic College is a faith-based college, committed to providing a safe,
supportive and inclusive Islamic environment for all students, staff and members of our community.
Our college recognizes the importance of the partnership between our college and parents and carers
to support student learning, engagement and wellbeing through our college philosophy, mission and
values. We share a commitment to, and a responsibility for, creating an inclusive and safe college
environment for our students.

History **

The Australian International Islamic College was established in 2002 in the Brisbane suburb of Buranda. The
college has now grown into 5 campuses namely; Buranda, Durack, Carrara, Logan and Darwin.

Mission **
Unwavering commitment to deliver excellence in education and develop students of good character
and of benefit to the wider Australian Communities and Nations.

Values **
In our values we recognize all members of our learning community, including our students, staff and
parents. We value the relationship between learning and teaching. Our values and virtues are
underpinned by the Islamic ethos.
Quality learning

Providing a high quality and inclusive education.

Creativity

Develop high levels of creativity through the usage of
innovative and interactive teaching methods.
Develop self-confidence and assurance in students through

Self – confidence

Respect
Integrity

closer teacher-student relationships and participation in extra- curricular
activities organised internally and externally.
Instilling respect for parents, teachers, elders, surroundings and
environment as well as to differences in opinions and cultures.
Create a culture of mutual trust, honesty, transparency,
forthrightness and ethical behaviour in all aspects of life.

THE ISLAMIC ETHOS
The Australian International Islamic College is a faith-based institute with an Islamic ethos. All

members of the AIIC community (consisting of students, parents/carers, staff, neighbours and friends)
support the Islamic ethos of the College. Through our ethos we aim to nurture our students to become
young confident individuals, to develop their identity as responsible Australian Muslims and to always
aspire towards achieving the highest goals. Our College aims to develop young practicing Muslims who
are confident role models, men and women who are prepared to take their place in benefitting
modern society.
Alongside the Australian National Curriculum, we provide Arabic, Quran and Islamic studies, and all
aspects of the curriculum are permeated with the Islamic ethos. Each day begins with a surah and
dua, an Islamic themed assembly or reading from the Holy Qur’an. We place emphasis on marking
notable Islamic events and observances through lessons, assemblies or extra- curricular days.
Students are supported to follow the teachings of Islam by members of staff through words and
actions from making wudu to the Zuhur and Jumat prayers.
Whilst we encourage our students in their endeavors towards academic success, we also recognize
the equal importance of supporting their journey towards spiritual awareness. Students have the
benefit of the teachings of ‘akhlaq’ [(Arabic: ( )أﺧﺎﻟﻖthe practice of virtue, morality and manners) in an
environment in which they can explore and develop their values, and all students are expected to hold
themselves to the highest standards of personal conduct and behaviour.
At Australian International Islamic College, we take a holistic approach to developing well- rounded
individuals: students who value and respect themselves, others around them, as well as the wider
community they reside in.
The foundation of the College is based on the Qur’an and Sunnah (tradition) of the Prophet
Muhammad (peace be upon him), therefore, the Islamic Ethos is at the heart of everything we do.

Location and Facilities ***

The Australian International Islamic College main campus is located at 724 Blunder Road Durack, 4077 QLD.

Student Reception **

Is located in the Administration building.

Learning Centre **

For Primary students their learning centre is in the Library in F Block. As for Secondary students their Learning Centre
is located in the STEM lounge.

Canteen **

The College canteen is located in front of the High school STEM building.

School Uniforms **
Academic Uniform:
The Academic Uniform is to be worn to and from Australian International Islamic College each day. Where items of
the uniform are missing a note of explanation from a parent, guardian or carer is required. It is each student’s
responsibility to ensure their uniform is kept neat and tidy and maintained in good condition.
Academic Uniform (Prep-Year 6)
The academic uniform consists of:
Boys
•
•
•

Primary boys shirt
Navy blue pants
Primary zip jacket

Girls
•
•
•
•

Primary dress
Primary Hijab with logo
Navy blue pants
Primary zip jacket

The sports uniform consists of:
Boys
•
•
•

Boys polo shirt
Navy blue sports pants
Boys sports hat

Girls
•
•
•

Girls long sleeved polo shirt
Navy blue sports pants
Girls visor

Academic Uniform (Year 7-Year 12)
The academic uniform consists of:
Boys
•
•
•

Senior boys white shirt
Senior boys grey pants
Boys blazer

Girls
•
•

Senior girls white blouse
Senior skirt

•
•
•

Senior scarf
Undercap
Girls blazer

Where to buy *
Uniforms can be purchased from School Locker located at:
2118 Ipswich Rd, Oxley QLD 4075
Website: https://theschoollocker.com.au/
Online purchases are also available through School Locker’s website from the following link:
https://theschoollocker.com.au/schools/australian-international-islamic-college/uniforms

Uniform prices can be viewed from the School Locker website.
Where to find key information or assistance ***
Assistance with studies ***
• English language: Habiba Keshtiar habiba.keshtiar@aiic.qld.edu.au
• Academic studies: Head of Primary Ursula Muncaster ursula.muncaster@aiic.qld.edu.au / Head of Secondary
Raihana Ferdous Raihana.ferdous@aiic.qld.edu.au
• Assignments: Class/Subject Teacher
• Guidance Officer: Tanu Jayaswal tanu.jayaswal@aiic.qld.edu.au

School Calendar **
Student Term Dates
Term 1: 31st January – 1st April
Term 2: 20th April – 24th June
Term 3: 18th July – 16th September
Term 4: 4th October – 2nd December
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Timetable, Bell times *
Secondary daily Routine
Lesson
Time
Form class
8.30-8.45 am
1
8.45-9.45 am
2
9.45-10.45 am
Morning Tea
10.45-11.15 am (30 mins)
3
11.15-12.15 pm
4
12.15 – 1.15 pm
Salah
1.20-1.35 (15 mins)
Lunch
1.35-2.05 pm (30 mins)
5
2.05 – 3.05 pm
Primary daily Routine
Lesson
Time
1
8.45 - 9.25 am
2
9.25 - 10.05 am
Morning Tea
10.05 – 10.35 am
3
10.35 -11.15 am
4
11.15 – 11.55 am
5
11.55 – 12.35
Salah
12.35 – 12.55 pm
Lunch
12.55 – 1.45 pm
6
1.45-2.25 pm
7
2.25 - 3.05 pm

Subject selection for secondary students *
Curriculum requirement Year 7-10

Subject
English
Mathematics
Science
Digital Technologies
Visual Arts
Geography/History
Civic/Business
HPE (PE+Health)
Islamic Studies and Wellbeing
Quran
Arabic
Extracurricular
VET
Total

Year 7 to 9 (No. of lessons/week)
4
4
4
2
2
2
1
2
1
1
1
1
25

Year 10
4
4
3
1
1
1
1
2
1
1
1
5
25

Assessment ***

Policy & Procedure

Assessments
Contact person

Principal

The purposes of assessment are to:
Purpose

•
•
•

•
•

promote, assist and improve learning
inform programs of teaching and learning
provide information for those people — students,
parents, teachers — who need to know about the
progress and achievements of individual students to
help them achieve to the best of their abilities
provide information for the issuing of certificates of
achievement
provide information to those people who need to know
how well groups of students are achieving (College
authorities, the State Minister for Education, Training
and Employment, the Federal Minister for Education).

It is common practice to label assessment as being formative,
diagnostic or summative according to the major purpose of the
assessment.

The major purpose of formative assessment is to help students
attain higher levels of performance. The major purpose of
diagnostic assessment is to determine the nature of students’
learning and then provide the appropriate feedback or
intervention. The major purpose of summative assessment is to
indicate the standards achieved by students at particular points
in their schooling. It is geared towards reporting and
certification.

Overview

This policy has been developed to inform students,
parents and teachers of the key principles and
assessment
requirements
at
Australian
International Islamic College. The aim is to

maximize the opportunity for students to
demonstrate what they know and can do. The
process is designed to ensure fairness to all students
carrying out assessment tasks. This whole College
policy and approach reflect the principles and
policies of the Queensland Curriculum and
Assessment Authority (QCAA) Policy and applies to
all subjects based on QCAA syllabuses.
Assessment of student learning performance and feedback on
progress are pivotal and important processes in College learning
and teaching. Assessment tasks communicate to students what
must be learned and are vehicles by which the College assures
itself, and society, of its students’ capabilities.
The design of assessment tasks, feedback processes and grading
strategies are to be efficient, effective and ethical, as well as
imbued with educational integrity and equity and grounded in
research-based evidence regarding effective practice.
Importantly, this policy is based on the premise that all
assessment practices must be aligned with Australian
curriculum intentions and measured against externally
validated standards and not merely directed at arriving at a
grade. Equally, this policy is based on the premise that it is
important that through assessment students are encouraged to
engage in their education, rather than merely pursue grades.
Student engagement is best facilitated by learner managed
learning in which students are active partners in the process
through undertaking challenging responsibilities and making
choices.

Assessment Schedule

Failure to comply

All due date including draft and final for assessment items will
be communicated with the students and parents at beginning of
each term. Dates on the assessment schedule are set, if a date
change is made. Students affected will be informed of any
change of due dates.

Student are required to complete and submit all assessment
items as prescribed by the College and respective work program
on or before the due date. Consequently, a failure to submit

assessment on or before the due date could directly impact on
the student’s ATAR and eligibility for Year 11 and 12 students.
Students who fail to comply with this process and/or fail to
submit work or not turn up for assessment items, will not be
rated for that particular assessment item. This will be recorded
as a NS (non-submission by due date) on the student profile.
A student who fails to submit assessment for a subject as per
work program, could be deemed to have insufficient coverage
of a subject and not be adequately assessed. As a result, the
Principal could decide not to award a result in that subject.
Alternatively, if a result is not awarded in Years 11 and 12, the
number of semesters credited to a student’s course of study
could be reduced.

Examinations or Tests

Attendance at Exams or Tests

Students must attend all tests and exams at the
scheduled time.
Non-Attendance at Exams

a. An inability to attend an exam
Illness
i.

If a student is ill and/or cannot attend a
test or exam the following procedure must
be followed:

•
•

•

The College must be notified
before the scheduled test/exam.
Immediately on return to the
College
the
student
is
responsible for reporting to the
teacher to make alternate
arrangements to sit for the
test/exam.
Proof of illness, a Doctor’s
Certificate, must be produced
( Senior College) on the
student's return to College.

ii.

Prior knowledge of absence

Students who know, prior to the
respective date that they

will be absent for a scheduled test,
must notify the
date.

College administration before the due
iii.

Exceptional circumstances

Exceptional
circumstances
considered by the

will

be

Principal.
b.

Failure to attend an exam

If students fail to attend scheduled
exams/tests and do not comply with the
conditions outlined above:
• Students will have the result
recorded as a NS (NonSubmission).

Cheating

If cheating/disruptive behaviour is suspected
during exams and practical exams, the supervising
teacher will immediately collect the exam paper.
The student is then issued with a clean exam paper
to continue with the exam and the teacher will make
a decision regarding the results for the exam.
Drafting and monitoring policy

Assignments

Each teacher is required to have a system of
monitoring and recording for collecting and
gathering evidence (e.g. class work, rehearsal
notes, drafts, photographs of work, teacher
observations) through the teaching, learning and
assessment process.

When an assignment draft is due, students must
hand in two copies of their written assignment to the
teacher who will keep a record of submission. One
copy with feedback is to be returned to the student
and the other copy is to be kept by the teacher in
case a final assignment is not submitted. In the event
of this occurring, the teacher will mark the draft
copy and grade it as the final assessment piece.
In reference to the draft submitted, teachers are to
provide at least one set of feedback referring to the
assessment task sheet and criteria. Teachers will
only indicate where attention is required.
If no draft (2 copies) is submitted, the teacher will
arrange for the student to produce a draft in the
next timetabled lesson either in class or in a buddy
teacher's class.
If still no draft (2 copies) is received, parents are
to be informed by the teacher.
Submission of Assignments
Written assignments are to be handed to the
subject teacher on or before the due date.
Absence on due date of assignments
Students who know they will be absent on the day
an assessment item is due for submission must
arrange for it to be submitted before the listed
due date or delivered to the teacher.
Assignment extension of Time - requested by students

There are only two (2) grounds for students to apply
for an extension of time to complete assignments.
i.
Illness

A medical certificate is mandatory for Year 10, 11 and
12 students. A letter is required from parents for Year
7, 8 and 9 students.

ii.

Extenuating Circumstances

•
•
•
•
•

Family excursions/vacations
which
occur in College
time.
Family activities of a very special
nature requiring
absence from College.
Bereavement, family breakdown
etc.
Essential
sporting/cultural
commitments
Long-term illness of self or
family member.

To Apply for an Extension of Time
• Contact subject teacher

NO EXTENSION OF TIME WILL BE
APPROVED ON OR AFTER THE DUE
DATE.
Unforeseen Inability to Submit Assignment on
Due Date
If a situation occurs suddenly, with the student
being unable to submit an assignment, verification
of the circumstances that have caused the students
to not be able to submit the assignment is required.
Such circumstance might include, but not be limited
to:
• Sudden, unpredictable illness/injury
requiring medical attention;
• Family bereavement; and
• Delicate
or
personal
family
circumstances.
The College should be notified of the circumstance
on or before the due date is recommended so that
the teacher is informed.

Students must ensure that an assignment consists of

Plagiarism

Cheating in Assignments

Special provision

their work only. The penalty for plagiarized work,
or work that consists heavy input from someone
else (e.g. large amounts copied from the Internet or
another person's assignment) will be the
cancellation of the parts of the assignment which
are shown to be plagiarized. The assignment will
be graded on the remaining material. Significant
plagiarism could result in the assessment task being
deemed a non-submission.

Cheating occurs when a student has copied all or
part of another student's assignment. One or both
students may be subject to penalty when there is
evidence that cheating has occurred. The subject
teacher will make a decision regarding the results
for the assignment and any further action to be
taken.
“Special provisions” means making reasonable
adjustments to conditions of assessment to ensure
equitable opportunities for all students. Special
provision may be particularly relevant for students
with specific educational needs requiring reasonable
educational adjustment or exemption from
assessment.
Students with specific educational needs should
have their needs considered in a proactive way – to
design inclusive learning and assessment programs,
and to provide opportunities for alternative
assessment arrangements.

Appeal Process for Assessment
After assessment has been marked and returned students may query the result awarded by using
the following procedure:

INFORMAL PROCESS
Student dissatisfied with result
Student speaks with class teacher to query result

Teacher advice to student does not
satisfy student query

Teacher advice to student further justifies
original results

Student refers complaint to the
Coordinators for clarification
FORMAL PROCESS
Coordinator resolves issue

Coordinator is unable to resolve issue

Appeal is lodged in writing with the
Principal

An appeal panel is convened, consisting of
the following: Principal, Coordinators and
a teacher

Student is notified within 5 working days
of decision

The following policies are available on the college website:
Child Protection Policy
Student Conduct Agreement
Mobile Phone and Personal Device Policy
https://aiic.qld.edu.au/international-students-college-policies/
Pastoral Care Program ***
For all enquiries about the college’s pastoral care program please get in touch with:
1. Ursula Muncaster (Head of Primary) ursula.muncaster@aiic.qld.edu.au
2. Raihana Ferdous (Head of Secondary) Raihana.ferdous@aiic.qld.edu.au
School ID Card **
School ID cards are provided to students. For your ID to be arranged please get in touch with Admin Officer Khadijo
Ahmed khadijo.ahmed@aiic.qld.edu.au

Extra-Curricular Activities, Clubs **
Extra- Curricular Activities are arranged by Ms Angelique McDonald for more info she may be contacted through:
angelique.mcdonald@aiic.qld.edu.au

ADJUSTING TO A NEW ENVIRONMENT ***
Culture Shock *
What is it?
Culture shock is the feeling of being out of place in an unfamiliar environment. The initial excitement of moving to a
new country often subsides when the new country challenges a lot of things that you have previously taken for
granted. It is part of the process of learning about a new culture that is called “cultural adaptation”. You may
experience feelings of stress, homesickness, or frustration before you are able to function well in a new setting.

How to handle it


Find ways to meet as many people as possible. Join clubs, participate in campus activities, play sports, be
ready to talk.



Speak English where you live – Practice makes perfect.



Observe people, listen to them and ask many questions. It is important not to judge people before you
understand their values and customs.



Learn to laugh at the mistakes you will make from time to time. People in Australia come from many different
cultural backgrounds and they will be happy to help you.



Take time to reflect, even write down feelings and observations in a journal



Have a routine that includes eating well, exercising and getting enough sleep



Celebrate successes and milestones – no matter how small!



Keep in contact with home – talking to them will help keep everything in perspective

Who can help?
If you need some help or you feel that your culture shock is really starting to get to you, we encourage you to see
Student Services in the Administration building at any time from 8:00am to 4:00pm Monday to Friday.
You can also speak to your classroom/ form teacher who would be more than happy to assist you to adjust into your
new environment.

Communicating with others *
Why communicating is important?
Communicating with other students particularly with local students will assist you with improving your English
language skills. Students who have local friends tend to be less homesick and are much happier than students who
only interact with international students from the same country of origin.
Tips to help you communicate
Developing better communication habits requires several important skills:
1. Listening skills: Clear communication starts with active listening. If you’re just focused on how you are
expressing yourself, chances are you are not listening or reacting to what other people are saying.
2. Empathy: Being able to understand the feelings of those around you is an integral part of being an effective
communicator.
3. 3. Nonverbal communication skills: In addition to verbal messages, effective communication relies on a
person’s body language and tone of voice.
4. Teamwork: The ability to actively engage in a team with other people is an important part of building your
communication skills. The more you build strong relationships with other people the more effectively you’ll
be able to communicate with them.

Asking for help ***
If you are having problems with your studies:
You are to get in touch with your form/class teacher.
If you are having problems in your accommodation:
You are to get in touch with the Admin Coordinator Ahmed Azhari through ahmed.azhari@aiic.qld.edu.au
If you are having problems with other students:
You are to get in touch with :
Ursula Muncaster (Head of Primary) ursula.muncaster@aiic.qld.edu.au
Raihana Ferdous (Head of Secondary) Raihana.ferdous@aiic.qld.edu.au
For all other required assistance please get in touch with student services of Admin on: 07 3372 1400

LIVING SAFELY IN AUSTRALIA ***
Emergency contacts ***
•
•

000 for emergency services
112 for emergency services if calling from a mobile phone without a sim card or pin number

How to report harm or abuse ***
●

What is harm or abuse?
Abuse is defined as an action or inaction against a child while harm refers to the detrimental effect or
impact of that action or inaction on the child.

●

Who you can tell?
If you have a reason to suspect a child in Queensland is experiencing harm, or is at risk of experiencing
harm or being neglected, contact Child Safety Services Centres and talk to someone about your
concerns:
During normal business hours - contact the Regional Intake Service.
After hours and on weekends - contact the Child Safety After Hours Service Centre on 1800 177 135. The
service operates 24 hours a day, 7 days a week.

Keeping safe outdoors ***
● At the beach/Water safety
Pools
Swimming in pools can be fine but special care must be taken to know how to swim. There are many
learn to swim programs that are offered in which a person can swim confidently.
Beaches
The beach can be a hazardous place. Be aware of the dangers at Queensland beaches and take steps to
stay safe.
Swimming in creeks, lakes, rivers and dams
Swimming in creeks, lakes, rivers and dams is fun, but there are hidden dangers, which can cause serious
injuries.
●

Storms or Floods
Severe storms are more common than any other natural hazard. They are often unpredictable and can
cause major damage to property, as well as serious injury and even loss of life. They occur regularly in
South East Queensland between September and March and can produce damaging winds, hail,
lightening and flash floods. Storm surges are often associated with major weather events such as east
coast lows and tropical cyclones.

Floods can occur almost anywhere in Queensland and can rise over days, or in minutes in a ‘flash flood’.
Don’t enter floodwater – even water 30 cm deep could sweep you off your feet and there is a high
probability that flood water will be polluted and harmful to your health.
The only way to stay safe is to stay out of floodwater. Remember, if it’s flooded, forget it!

Personal health and safety ***
● Be aware of your surroundings
● Don’t give personal details to strangers or online
● Driving in Australia
If you decide to drive to school you will need to apply for a driver’s licence. This can be obtained from
any Transport Department.
● Doctors and Medical Centres & OSHC
International students must obtain Overseas Student Health Cover (OSHC) for the duration of their study
course in Australia. Students must also maintain awareness of the renewal date of their Overseas Student
Health Cover and understand that in accordance with the Department of Immigration regulations failure to
do so will result in cancellation of their visa.
Online safety ***
● Scams and Fraud
Scams are committed by e-mail/telephone/text messages or social media. The person carrying out the
scam is called a Scamster. A Fraud is an Act by the perpetrator, whereby another person,” Victim”
believes it to be true and incurs monetary or other losses and the perpetrator of fraud gains at the
expense of the victim.
●

Cyber-safety
Cyber safety is the safe and responsible use of information and communication technologies, such as
the internet, social media, online games, smart phones, tablets and other connected devices.
Cyber safety education provides students with the knowledge and skills they need to stay safe in online
environments. It involves acknowledging the benefits and opportunities offered by the online world,
while understanding the risks and avoiding potential harms.
Cyber safety is everyone’s responsibility. Young people, parents, families, teachers, school leaders,
government and tech companies – we all play a role in creating a safer online world.

More information **
● https://www.studyqueensland.qld.gov.au/Live/Safety
● Kids’ Helpline 1800 55 1800
● Dept of Home Affairs
Address: 299 Adelaide St, Brisbane City QLD 4000
Phone: 13 18 81
● Local hospital

●
●

Queensland Children's Hospital
501 Stanley St, South Brisbane QLD 4101
(07) 3068 1111
Lifeline - counselling
13 11 14
Police - local station
Address: 58 Hyacinth St, Inala QLD 4077
Hours:
Open 24 hours
Phone: (07) 3737 5555

KEY POLICIES, FORMS & OTHER INFORMATION ***
Accommodation and Welfare Policy ***
Care for younger students under 18 years
Australian International Islamic College is a CRICOS-registered provider which enrols younger students under 18
years of age.

As part of its registration obligations Australian International Islamic College must satisfy Commonwealth and State
legislation, as well as any other regulatory requirements, relating to child welfare and protection for any overseas
student enrolled who is under 18 years of age.
These obligations include ensuring that all overseas students under 18 years of age are given age-and culturally
appropriate information on:
o
o

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.

Australian International Islamic 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 overseas students under 18 years

Australian International Islamic College approves the following accommodation and care options for overseas
students:
1) The student will live with a parent or relative approved by the Department of Immigration.
In this case:

The School 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.
ii.
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:
a)
not leaving Australia without the nominating student unless there are compassionate and
compelling circumstances and the School has first approved alternative welfare and
accommodation arrangements for the student for the adult’s period of absence, and
b)
advising the Department of Home Affairs (Immigration) of any change of address, passport
or other changes of circumstances.
Australian International Islamic College requires holders of Student Guardian Visas to:
i.

i.

ii.
iii.

maintain Overseas Visitor Health Cover for themselves and any dependent children living with
them in Australia
immediately advise the School of any change to address or contact details
immediately advise the School if there are any compassionate or compelling reasons to travel
overseas or not be at home for an extended period of time to care for the student.

If there is a valid reason for travelling overseas, and the School is able to approve alternative accommodation
and care arrangements for the student for the period of student guardian visa holder’s absence, the School
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 overseas, or if the School 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 overseas with the holder of the student
guardian visa. In this case, the School will advise if compulsory attendance requirements will or will not be
affected by the student’s absence.

2) The student will live in school approved accommodation and welfare arrangements and Australian
International Islamic College will generate the welfare letter (CAAW) via PRISMS to accompany the
student’s Confirmation of Enrolment (CoE).

Australian International Islamic 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 process in relation to Australian International Islamic 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
Australian International Islamic 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 Australian
International Islamic 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 Blue Card Services website
Any changes to approved arrangements must also be approved by the School.

If a student cannot be located and the School has concerns for his/her welfare, the School will contact the student’s
parents / legal guardian and notify the police and any other relevant authorities.

If a student for whom the School has issued a CAAW refuses to maintain approved arrangements, the School 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: DHA enquiries.
If a parent / nominated guardian wishes to assume welfare responsibility, the parent / nominated guardian
must notify the school as soon as practicable of their intentions and must provide the school with written
evidence of a guardian visa grant.

3) For School vacation periods, students under 18 years of age for whom Australian International Islamic
College has issued a CAAW will: [Delete any which do not apply]
i.
return home to parents, or
ii.
continue to live in / is placed in Homestay arranged and approved by the school, or
iii.
apply for approval to spend the vacation with relatives or a friend’s family*, or
iv.
apply to attend a supervised excursion, camp, etc.., if all requirements are met in order to attain
school approval.

4)

5)

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

For School 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 recorded by the School
iii. Student may spend vacation with friend’s family or relatives, provided details are given
iv. Student may attend a supervised excursion, camp, etc.., provided details are given

6) Homestay / private accommodation arrangements at Australian International Islamic College:
The Homestay approved by Australian International Islamic 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 Overseas Students.
These include
i.
ii.

o
o
o
o

*Note:

iii.

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
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
school
Criteria about accommodation services to be provided, and contract for arrangements about
providing accommodation services
Orientation program for families new to provision of homestay services
Compliant Homestay risk management strategy, reviewed annually, undertaken by school /
operator of the homestay program
Blue cards as required for adults living in the homestay / private arrangement, other than overseas
students, or who otherwise have regular contact with the student.*

As of 31 August 2020, “No card, No start” blue card requirements apply for providers of child accommodation
services, unless an exemption applies.

Deferment, Suspension or Cancellation Policy ***
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 school.
b) Parents must therefore keep Australian International Islamic 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 school 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 school has a formal written agreement are the primary contact for
the school in such matters. The school will not act on any decision affecting the student’s enrolment that
is not made by the parents.

STUDENT-INITIATED CHANGES IN ENROLMENT
1. Deferment of commencement of study requested by student
a)

Australian International Islamic 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 will be 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 that has impacted on
expected commencement of studies

iv)

a traumatic experience which has impacted on the student (where possible, these cases
should be 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 school is willing to defer
the student’s commencement in the course until a later date when the required
benchmark is achieved.

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 principal. Where a student’s request to defer his/her commencement of studies is refused,
the student has a right of appeal (see AIIC’s Complaints and Appeals policy).

d)

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

2. Suspension of study requested by student

a)

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

illness, where a medical certificate states that the student was unable to attend classes
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/will impact on studies
a traumatic experience which has impacted on the student (where possible, these cases
should be supported by police or psychologists’ reports).
Student return to their home country to sit a university exam (or similar assessment)
which impacts upon their education

iv.
v.
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 school 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 the principal.

g)

Some examples of circumstances that are not considered compassionate and compelling at
Australian International Islamic 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 Principal. Where a
student’s request to suspend studies is refused, the student has a right of appeal (see AIIC’s
Complaints and Appeals policy).

3. Student-initiated cancellation of enrolment

a)

All notification of withdrawal from a course, or applications for refunds, must be made in writing and
submitted to Administration Coordinator. Please see Australian International Islamic College ’s
Refund Policy for information regarding refunds .

b)

A student will be deemed to have inactively notified Australian International Islamic College of
cancellation of enrolment where:
i.
ii.

c)

iii.

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

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

SCHOOL-INITIATED CHANGES IN ENROLMENT
1. School-initiated exclusion from class or suspension from attending school (no impact on CoE)
b)

Students may also be excluded from class or suspended. Australian International Islamic College
may exclude a student from class studies or suspend attendance from school on the grounds of
misbehaviour by the student. Temporary exclusion or suspension will occur as the result of any
behaviour identified as resulting in exclusion in Australian International Islamic College ’s
Behaviour Policy/Student Conduct Policy.

school 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 Australian International Islamic College intends to exclude a student from class or
suspends a student from school, 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 AIIC’s internal appeals process. Further information about
the appeals process in the event of a school-initiated exclusion from class is outlined below.

d)

Excluded or suspended students must abide by the conditions of their withdrawal from studies or
school, and must adhere to any welfare and accommodation arrangements in place, as
determined by the Pincipal.

e)

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

f)

Exclusions from class or suspensions from school under this section of the policy:
•
•
•
•

will not be included in attendance calculations for the study period,
will not impact the CoE or study, and
will not be recorded on PRISMS
will not be visible to the Department of Home Affairs (Immigration).

6.

School-initiated suspension of enrolment (CoE will be impacted)
a)

Australian International Islamic College may initiate a suspension of enrolment 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 Australian International Islamic College ’s Behaviour
Policy/Code of Conduct.

b)

Student enrolment 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 Australian International Islamic 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, potential impact on the CoE and study path,
as well as information about how to access Australian International Islamic College ’s internal
appeals process. Further information about the appeals process in the event of a school-initiated
suspension is outlined below.

d)

Suspended students must abide by the conditions of their suspension of enrolment and must
adhere to any welfare and accommodation arrangements in place, as determined by the
Principal.

e)

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

f)

Where applied, a suspension of enrolment will impact the student’s CoE and will be recorded on
PRISMS. The suspension will therefore be visible to the Department of Home Affairs
(Immigration).

g)
The period of suspension will not be included in attendance calculations.
h)
8. Student to seek information from Department of Immigration
a)

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/student500 for further information about their visa conditions and obligations.

9. Definitions
a) CoE – ‘Confirmation of Enrolment’ - The CoE provides evidence of a student’s enrolment with a provider
registered on the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS).
This evidence is required before Home Affairs will issue a student visa. The CoE contains information
about the Provider, agent (if involved), course and duration of study in which the student has enrolled.
b) Deferment of enrolment - To defer or suspend enrolment means to temporarily put studies on hold
(adjourn, delay, postpone). Providers do this by notifying the Department of Education, PRISMS of the
deferment of enrolment. A student may request a temporary deferment to his or her enrolment on the
grounds of compassionate or compelling circumstances. A provider may also initiate suspension of a
student’s enrolment due to misbehaviour of the student.

c) Exclusion from class – when a student is not allowed to attend classes for a period of time by may
access learning material offline.
d) Suspension from attending school - when a student is removed from school or class for a period of time.
After a suspension, they will return to school or class. When considering suspending a student, the
principal must take into account the disruption to your child's learning, their disability, home
circumstances, educational needs.
e)

Suspension of enrolment - To suspend enrolment means to temporarily put studies on hold (adjourn,
delay, postpone). Providers do this by notifying the Department of Education, through PRISMS of the
suspension of enrolment. A student may request a temporary suspension to his or her enrolment on the
grounds of compassionate or compelling circumstances. A provider may also initiate suspension of a
student’s enrolment due to misbehaviour of the student. It is important to note the meanings of the
terms for this context – suspension of enrolment is not necessarily due to misbehaviour – suspension of
enrolment may also be initiated by the student.

f)

Cancellation of enrolment - The provider notifies the Department of Education through PRISMS that it
wishes to permanently cancel (terminate) the student’s enrolment. Once this process is complete, the
student’s CoE status will be listed as ‘cancelled’.

g) PRISMS - The Provider Registration and International Student Management System (PRISMS) is the
system used to process information given to the Secretary of DEST by registered providers.
h) Day – any day including weekends and public holidays in or out of term time
i)

Extenuating circumstances - if the student’s health or wellbeing, or the wellbeing of others, is likely to be
at risk.

Student application for deferment of commencement or suspension of studies
Please read the attached Deferment, Suspension and Cancellation Policy before filling out this form to see if you meet
the requirements to be granted a deferment of commencement or suspension of studies.
Student name:_______________________________________________________________

Grade:______________________

Current Address in Australia:______________________________________________________________________________________________________

Address in home
country:______________________________________________________________________________________________________________________________

Phone no:_________________________________
Mobile Ph:________________________________

Email address:________________________________________________________________________________
I am applying for



A deferment of commencement of studies
A suspension of studies

Please state why you wish to defer/suspend your studies:

Attachments:
Attach any relevant supporting documentation.

This form will be assessed once all documentation has been received. The school may ask for more documentation if
required. Applications are usually processed in 10 working days.

Students are required to maintain the condition of their visa, including maintaining enrolment in a registered course
of study. Deferment, suspension and non-commencement of enrolment can have an effect on a student’s visa as a
result of changes to enrolment status. The Department of Home Affairs (Immigration) Website
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/student-500 provides further detail regarding the
conditions of the visa and obligations of students.

Students who have not yet commenced their studies at Australian International Islamic College will also need to
contact Department of Home Affairs (Immigration) in case there is any effect on their student visa as a result of
changes to enrolment or CoE status. Please see contact details at: https://immi.homeaffairs.gov.au/helpsupport/contact-us.
Student signature

Date

Course Progress and Attendance Policy ***
This policy is available to staff and to students.

Overseas 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 Overseas Students 2018.
1. Course Progress
a)
b)
c)
d)

The school will monitor, record and assess the course progress of each student for the course in which
the student is currently enrolled.
The course progress of all students will be assessed at the end of each study period of enrolment
according to Australian International Islamic College’s course assessment requirements.

Students who have begun part way through a study period will be assessed according to Australian
International Islamic College’s course assessment requirements after completing one Semester.
Students will need to demonstrate satisfactory course progress in any study period

For Primary Years
Students must demonstrate academic outcomes each semester that allow them to remain on track for
progression to the next year level.
For Junior Secondary Years 7-10

Overseas students must pass all core subjects and fail no more than 2 elective subjects studied in any
semester.
For Senior Secondary Years 11 & 12

To demonstrate satisfactory course progress for the Senior Secondary Course, students must
[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.

If at the end of a study period a student does not achieve satisfactory course progress as described above, the Head of
Primary or Head of Secondary 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 student to develop an intervention strategy for
academic improvement. This may include:
i.
ii.
iii.
iv.

After hours tutorial support
Subject tutorial support in class time
Mentoring
Additional ESL support

v.
vi.
vii.
viii.
ix.
x.

e)

f)

g)

Change of subject selection, or reducing course load (without affecting course duration)
Offer to repeat a year level (requiring an extension of course duration under Item 2c) ii) of this
policy)
Counselling – time management
Counselling -academic skills
Counselling - personal
other intervention strategies as deemed necessary

A copy of the student’s individual strategy for academic improvement and any relevant progress reports
will be forwarded to parents. Parents will be advised if the proposed strategy has any implications for
fees payable, the student’s progression through a package of courses, or the student’s visa. Where a
proposed intervention plan has significant implications for the student’s course of study (as originally
agreed), a new written agreement will need to be established. A new CoE may also be required.
The student’s individual strategy for academic improvement will be monitored over the following study
period by the student counsellor 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.

If the student does not achieve satisfactory course progress by the end of the next study period,
Australian International Islamic 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
school’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 Australian International Islamic College, he/she may contact the Overseas Student Ombudsman
at no cost. Please see Australian International Islamic College’s Complaints and Appeals Policy for further
details.
The school will notify the ESOS agency via PRISMS of the student not achieving satisfactory course
progress as soon as practicable where:
i.
ii.

iii.

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
Australian International Islamic College in writing, or
the complaints and appeals process, including any external appeal made by the student, results in
a decision in favour of the school.

2. Completion within expected duration of study
a)
b)
c)

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

The school 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.
d)

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 Australian
International Islamic College’s Deferment, Suspension and Cancellation Policy.

Where the school decides to extend the duration of the student’s study, the school 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 Immigration to seek advice on any potential impacts on their visa, including
the need to obtain a new visa.

3. Monitoring Course attendance
a)

b)

c)

d)
e)

f)

Satisfactory course attendance is attendance of 80% of scheduled course contact hours.
Student attendance is:

i.
ii.
iii.

checked and recorded daily
assessed regularly
recorded and calculated over each study period.

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

All absences from school 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 School.
Any absences longer than 3 consecutive days without approval will be investigated.

Student attendance will be monitored by Administration Coordinator every 4 weeks over a study period
to assess student attendance using the following method:
i.

Calculating the number of hours the student would have to be absent to fall below the attendance
threshold for a study period e.g. number of study days x contact hours x 20%.[For example, a 20

ii.
g)
h)

i)

week study period with 5 contact hours a day would equal 500 contact hours. 20% of this is 100
hours.
Attendance for any period of exclusion from class will be assessed under Australian International
Islamic College’s Deferment, Suspension and Cancellation Policy.

Parents of students at risk of breaching Australian International Islamic College’s attendance
requirements will be contacted by email and students will be counselled and offered any necessary
support when they have absences totalling 90 % in any study period.

If the calculation at 3.f. indicates that the student has passed the attendance threshold for the study
period, Australian International Islamic 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 evidence of
compassionate and compelling circumstances do not apply, the school 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 school’s internal complaints and appeals process
The school will notify the ESOS agency via PRISMS of the student not achieving satisfactory course
attendance as soon as practicable where:
i.
ii.

j)

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
Australian International Islamic College in writing,
iii.
the complaints and appeals process, including any external appeal made by the student, results in
a decision in favour of the school.
Students will not be reported for failing to meet the 80% attendance threshold for a study period where:
i.

ii.

the student has produced documentary evidence in a timely manner clearly demonstrating the
presence of 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%.

l)

If the student’s attendance falls below the 70% threshold 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 course progress or attendance through a course. These could include:

i.
ii.

iii.

iv.

v.
vi.

b)
c)

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 school 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 course progress or attendance
through a course.

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

Study period
for the purpose of monitoring attendance, a study period is a semester
for the purpose of monitoring course progress in a Primary School or Junior Secondary
School course, a study period is a semester
for the purpose of monitoring course progress in a Senior Secondary School 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.
d)

Fees and Refunds Policy ***
A copy of this policy is provided to the student (or parent(s)/legal guardian if the student is under 18) at a
reasonable time prior to a written agreement being signed as well as comprising part of student’s written
agreement.
1.

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

2.

The enrolment fee is non-refundable.

3.

Payment of Course Fees and Refunds
a)

Fees are payable according to the Australian International Islamic College’s Fees Schedule

b)

An itemised list of Australian International Islamic College fees is provided in the Australian
International Islamic College’s written agreement.

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.

4.

All notification of withdrawal from a course, or applications for refunds, must be made in writing and
submitted to Administration Coordinator.

5.

Student default because of visa refusal
a)

If a student produces evidence of visa refusal (or provides permission for the school to verify visa
refusal with the Department of 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
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).

REFUND REQUEST FORM - INTERNATIONAL STUDENT
Family Name ____________________________________________________
Given Name______________________________________________________
Preferred Name_________________________________________
Year Level_________________________________
Date of Birth_______________________________
Student ID Number_________________________
(Please take care to complete clearly and correctly in English to allow for faster processing)

REFUND DETAILS
Amount of Refund Requested (in AUD)_______________________________
Date Fees Paid__________________________________

For Period

☐ Semester ☐ Term ☐ Year

Reason for Refund_________________________________________________________________________________

Refund to be paid by Electronic Funds Transfer
(please provide Bank Details)
Bank Name:______________________________________________________________________________________
Account Name:___________________________________________________________________________________
BSB/Swift Code:__________________________________________________________________________
Account Number: ________________________________________________________________________
Bank Address:____________________________________________________________________________________

PARENTAL PERMISSION
I hereby give permission for the monies to be refunded to the person indicated above

Parent Signature______________________________

Date: ____/_____/______

OFFICE USE ONLY

APPROVAL ☐Granted ☐Denied
Business Manager ____/_____/20____

Complaints and Appeals Policy ***
A copy of this policy will be provided to the student (or parent(s)/legal guardian if the student is
under 18) at a reasonable time prior to a written agreement being signed, and again during
orientation or within 7 days of the commencement of student attendance of the enrolled course.
Purpose
a)

b)
c)

The purpose of Australian International Islamic 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 Australian International
Islamic College, or an education agent or third party engaged by Australian International
Islamic College to deliver a service on behalf of Australian International Islamic College.
The internal complaints and appeals processes are conciliatory and non-legal.
Complaints against other students
Grievances brought by a student against another student will be dealt with under the
school’s Behaviour Policy/Code of Conduct.

Informal Complaints Resolution
d)
e)
f)

In the first instance, Australian International Islamic College requests there is an attempt to
informally resolve the issue through mediation/informal resolution of the complaint.
Students should contact the [the student’s teacher/Head of House/Head of School/other] in
the first instance to attempt mediation/informal resolution of the complaint.
If the matter cannot be resolved through mediation, the matter will be referred to the
principal and Australian International Islamic College’s internal formal complaints and
appeals handling procedure will be followed.

Formal Internal Complaints Handling and Appeals Process
g)
h)
i)

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.
The student must notify the school in writing of the nature and details of the complaint or
appeal.
Written complaints or appeals are to be lodged with the principal

j)

k)
l)

m)
n)
o)

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.
Complaints and appeals processes are available to students at no cost.
Each complainant has the opportunity to present his/her case to the principal.
Students and / or the School may be accompanied and assisted by a support person at all
relevant meetings.
The formal internal complaints and appeals process will commence within 10 working days
of lodgement of the complaint or appeal with the principal and will be finalised within 10
working days.
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.
However, if the principal 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.

p)
q)
r)

Once the principal 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.
If the complaints and appeals procedure finds in favour of the student, Australian
International Islamic College will immediately implement the decision and any corrective
and preventative action required and advise the student of the outcome and action taken.
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.
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
s)

If the student is dissatisfied with the conduct or result of the internal complaints and
appeals procedure, he/she may contact and / or seek redress through the Overseas
Students Ombudsman at no cost. Please see: http://www.ombudsman.gov.au/How-wecan-help/overseas-students or phone 1300 362 072 for more information.

t)

u)

If the student wishes to appeal a decision made by Australian International Islamic College
that relates to being reported for a breach of course progress or attendance requirement
(under Standard 8), the student must lodge this appeal with the Overseas Student
Ombudsman’s office within 10 working days of being notified of the outcome of his/her
internal appeal.
If the student wishes to appeal a decision made by Australian International Islamic College
that relates to:
i)
refusal to approve a transfer application (under Standard 7), or
ii)
suspension or cancellation of the student’s enrolment (under Standard 9)
any choice to lodge an external appeal with the Overseas Student Ombudsman is at the
student’s discretion. The school need not await the outcome of any external appeal lodged,
before implementing the outcome of the internal appeal.

Other legal redress
v)

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

w)

Working Day – any day other than a Saturday, Sunday or public holiday during term time
Student – a student enrolled at Australian International Islamic College or the
parent(s)/legal guardian of a student where that student is under 18 years of age
Support person – for example, a friend/teacher/relative not involved in the grievance.

Definitions
x)

y)

Student Transfer Request Policy ***
Australian International Islamic 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.

Australian International Islamic 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 Australian International Islamic 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)

Australian International Islamic 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 Australian International Islamic College
or an education or migration agent regarding Australian International Islamic 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 Australian International Islamic 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.

Australian International Islamic 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

Application for student transfer request form

Please read the attached Student Transfer Request Assessment Policy before filling out this application form to
request a transfer to another education provider, if you have not yet completed the first six months of your first school
sector course OR if you are under 18 years of age.
Student name:_______________________________________________________________________________________________________________________

Year level:________________________________

Current Address in Australia:______________________________________________________________________________________________________

Address in home country:__________________________________________________________________________________________________________
Phone no:_______________________________________________
Mobile Ph:______________________________________________

Email address:_____________________________________________________________________________________

Please indicate if any of the following apply:

I have not yet completed the first six months of my first school sector course
I am under 18 years of age
I have completed the first six months of my first school sector course
I am over 18 years of age
Please note, if you have completed the first six months of first school sector course AND you are over 18 years of age,
you do not need to use this form.
Reason(s) for transfer:

If you have not yet completed the first six months of your first school sector course, please provide details of the
reason or reasons why you wish to transfer to another education provider.
i.

Please indicate if any of the following apply and attach evidence where requested.

You are providing evidence (attached) that you / your family have changed welfare and
accommodation arrangements, and these are no longer within a reasonable travelling time from
school.
Australian International Islamic College supports your decision to apply for a course that is not offered
by this school.
You have received notice you will be reported because you are unable to achieve satisfactory course
progress, even after receiving support from Australian International Islamic College to assist you, in
accordance with Standard 8 (Overseas student visa requirements) of the 2018 National Code of
Practice for Providers of Education and Training for Overseas Students.
You are providing evidence (attached) of compassionate or compelling circumstances.
Australian International Islamic College is unable to deliver the course in which you are enrolled as
outlined in the written agreement.
You are providing evidence (attached) that your reasonable expectations about your current course
are not being met.
You are providing evidence (attached) that you were misled by Australian International Islamic College
or an education or migration agent regarding Australian International Islamic College or its course and
the course is therefore unsuitable to your needs and/or study objectives.

ii.

An appeal decision (internal or external) on another matter has been made or recommended in favour
of your release from enrolment at Australian International Islamic College.

Please provide details of any other reason, with evidence if applicable, for why you wish to transfer to
another education provider.
Enrolment offer from another registered provider
Attach a valid enrolment offer / letter of offer from the education provider to which you wish to
transfer.

If you are under 18 years of age

If you are under 18 years of age and not in the care of a parent or suitable nominated relative, the valid
enrolment offer / letter of offer you are providing must also show that the receiving education
provider will accept responsibility for approving your accommodation, support and general welfare
arrangements from the date of your proposed release.

If you are under 18 years of age, attach written confirmation from your parents or legal guardian
showing that you have their support to transfer.

Attach any other relevant documentation as evidence to support your application.

Your application will be assessed once all documentation has been received within 14 working days. Australian
International Islamic College may ask for more documentation if it requires it.

Student signature

Date

Other mandatory information ***

Student Visas
●

For information about your student visa and visa conditions, see:
o https://www.homeaffairs.gov.au/trav/visa-1/500o https://www.homeaffairs.gov.au/trav/stud/more/visa-conditions/visa-conditions-students

●

If you are under 18 years of age, you must maintain the welfare arrangements approved for you by the
Department of Home Affairs. For information on this, see:
o https://www.homeaffairs.gov.au/trav/stud/more/welfare-arrangements-under18

Overseas Students Health Cover (OSHC)
●

It is a visa condition to have OSHC for the full duration of your student visa. For more information, see:
o https://www.homeaffairs.gov.au/trav/visa-1/500?modal=/visas/supporting/Pages/500/Overseas-Student-Health-Cover.aspx

Working in Australia
●

For information about working in Australia with a student visa, see:
o https://www.fairwork.gov.au/
o https://www.fairwork.gov.au/find-help-for/visa-holders-and-migrants
o https://www.fairwork.gov.au/about-us/our-role/corporate/open-letter-to-internationalstudents
o https://www.homeaffairs.gov.au/Trav/Stud/More/Work-conditions-for-Student-visa-holders

ORIENTATION ***
During your orientation you will meet KEY PEOPLE and learn THINGS YOU NEED TO KNOW about your school,
your community, keeping safe and living and learning in a new environment.
The best way to learn things you need to know is to ask questions.

There are a lot of people who
can help you. Don’t be afraid
to ask questions!

Checklist: Key People **
ROLE

NAME

International Student Coordinator

Mr. Ahmed Azhari

Student Services

Ms Khadijo Ahmed

Head of Primary /Child Safety
Officer

Mrs Ursula Muncaster

Head of Secondary/Child Safety
Officer

Ms Raihana Ferdous

Guidance Officer/ VET
Administrator

Tanu Jayaswal

College Imam

Imam Mahamat Younous

ESL teacher

Ms Habiba Keshtiar

Checklist: School Tour **
DATE COMPLETED:
❏ International Co-ordinator’s Office
❏ Library
❏ Classrooms

❏ Assembly Hall
❏ Lockers

❏ Canteen
❏ Toilets

❏ Uniform Shop
❏ STEM Lounge

❏ Dry Science Lab

❏ Wet Science Lab

DATE MET

Day 1 ***
Checklist: What you need to know
Name:
❏
❏
❏
❏
❏
❏
❏
❏
❏

Date:

Signature:

Day 2 *
Checklist: What you need to know
Name:
❏
❏
❏
❏
❏
❏
❏
❏
❏

Date:

Signature:

Week 1 *
Checklist: What you need to know
Name:
❏
❏
❏
❏
❏
❏
❏
❏
❏

Date:

Signature:

Week 2 *
Checklist: What you need to know
Name:
❏
❏
❏
❏
❏
❏
❏
❏
❏

Date:

Signature:

Week 3 *
Checklist: What you need to know
Name:
❏
❏
❏
❏
❏
❏
❏
❏
❏

Date:

Signature:

Week … *
Checklist: What you need to know
Name:
❏
❏
❏
❏
❏
❏
❏
❏
❏

Date:

Signature:

