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MISSION STATEMENT

Citipointe Christian College International
exists to provide high quality English
language programs emphasising
academic rigour, Christian values and
the celebration of cultural diversity.

The College offers a range of programs
for secondary students.

Those wishing to study in a Christian
environment are eligible to apply for
enrolment.
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The College

Citipointe Christian College International exists within the framework of Citipointe Christian College, a
private primary and secondary school of approximately 1700 students. Established in 2002, Citipointe
Christian College International offers a Secondary School Preparation Program for students wishing to
enrol in Citipointe Christian College but not yet able to meet the English language requirements.

Location

The College is located in Brisbane on the eastern coast of Queensland, Australia. Queensland is a
popular international destination due to its climate, natural attractions and friendly people. The cities are
clean and safe and have a relatively low crime rate. There are three international airports and modern,
efficient public transport. Due to our multicultural population, there are many supermarkets and
restaurants that cater for all tastes. You can obtain almost every product you have at home including
halal meats, Chinese vegetables, American style burgers, pizzas and a huge assortment of takeaway
meals.

One of the many great aspects of living in Queensland is the high level of personal freedom that comes
from a truly multicultural society. People here have a wide variety of philosophies and practices and live
harmoniously with personal freedom and rights protected by law.

The climate is very pleasant with winter being the dry season, and people can enjoy crisp, mild and
sunny weather during June, July and August. Summer is warm and in some areas the weather is
similar to South-East Asia and the South Pacific regions. For more information on studying in Brisbane
see https://www.internationalstudent.com/study australia/city guide/brisbane/ or in Australia
https://www.studyaustralia.gov.au/en/life-in-australia.

Accommodation

College policy is for international students to live in fully supervised accommodation. The minimum age
of students to be accepted into welfare and accommodation arrangements approved by the College is
12. The Principal must approve all accommodation arrangements.

The College Homestay Program places international students into Christian families who are committed
to the care and wellbeing of the visiting student. Many of these families have children who are students
at the College. Living with an English-speaking family will be an advantage to students wishing to
improve their language skills.

Where the College arranges accommodation the parents/guardians of students who are under 18 years
of age must certify that they are satisfied with the accommodation arrangements made on their child’s
behalf. If students want to stay with family or friends in Brisbane, this information must be submitted to
the College before students begin their studies. The family or friends must be over 18 years of age, they
must be resident in the state of Queensland and they cannot be overseas students themselves.

ESOS Regulation serving overseas students in Australia

Australia has a reputation as a safe, progressive and dynamic place to study; and we maintain this
reputation by providing quality education and consumer protection specifically developed for overseas
students. The Education Services for Overseas Students (ESOS) Act 2000 and associated legislation
is the legal framework governing the responsibility of education institutions towards overseas students.

Please familiarise yourself with the ESOS Framework Fact Sheet (click on link to access).

For further information concerning the Education Services for Overseas Students (ESOS) Act
2000 and framework click here.

Scholarships
The College Board will make available a limited number of scholarships each year for students who
qualify. Criteria to be considered include:

Is the student academically gifted?

Would the student benefit from the range of experiences offered by the College?
Would the student normally be unable to afford the College fees?

Is the student from a missionary family?

O O O O
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These scholarships include the full tuition fee for up to 12 months study in one of the International
College courses only. Interested? Contact the College for an Application Form.

Please note: The cost of airfares, overseas student health cover, accommodation and living expenses
is not included in the scholarship offer.

Cost of Living

Knowing the cost of living in Australia is an important part of your financial preparation. The
approximate cost of living in Australia can be found at Education and living costs in Australia . These
costs are an approximate guide and don’t take into account your budget and spending habits.

INTRODUCTION TO THE SECONDARY SCHOOL PREPARATION PROGRAM

Citipointe Christian College International is an ELICOS centre. The Secondary School Preparation
program is an enabling course with the objective to prepare students with the necessary English
proficiency in order to commence secondary school studies in the mainstream at Citipointe Christian
College or another secondary school. Details of mainstream studies at Citipointe Christian College can
be accessed via the link at https://citipointe.qld.edu.au/learn/secondary-school/welcome-to-secondary-
school#education-journey

The student is expected to achieve the academic requirements as outlined in this handbook within the
length of the course (maximum 50 weeks). Failure to attain the necessary requirements may have
implications on the status of the student visa.

SECONDARY SCHOOL PREPARATION PROGRAM (SSPP)
Course Code: 043173A

Length of the course: 10 to 40 weeks of class time
Intake dates: the beginning of each term (January, April, July, October)
Completion dates: the end of each term

Note: There are four terms per year, each of approximately ten weeks, with 2-3 week holiday periods
between terms. The long summer holiday of 7-8 weeks occurs during December and January.

Student Visa: The SSPP course is available to holders of appropriate student visas.
English level of the course

Levels 3 to 6 on the Secondary EAL/D Bandscales (elementary to upper intermediate)
Hours of Tuition: 8:40 am to 3:20 pm Monday to Friday during school term times

Attendance: Students must attend classes for 100% of school time unless they have a medical
certificate or a letter from their parent, guardian or homestay parent advising that there is good reason
for the student to be absent. If a student is absent without permission his/her enrolment at the College
is at risk. Late arrivals at the College will be recorded and will be included in attendance calculations.

Entry pre-requisites for the course: Learners entering the Secondary School Preparation Program
(SSPP) must demonstrate above average academic results in their prior studies if intending to enter the
mainstream at Citipointe Christian College on completion of SSPP.

Above average academic results are not required if the student is to study SSPP only without an offer
to the mainstream course. They must have successfully completed primary school or its equivalent
with some English language instruction. Students wishing to enter Year 11 after their SSPP course,
must have successfully completed the equivalent of a Queensland Year 10 course.

The course: The course will focus on developing students’ English language skills and language
learning strategies. It will provide a balance of general English and English for specific secondary school
subjects. Classes will focus on effective communication and will involve speaking, listening, reading
and writing. As the students’ goal is to enter mainstream secondary school studies, the course will also
aim to develop their study and research skills, critical thinking and basic computer skills.
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Assessment: Each student’s current level of English will be taken into consideration when planning the
program of study. Students’ English language ability will be assessed on their first day, and reports from
previous ELICOS centres and overseas institutions will be viewed where available. Students’ progress
will be monitored closely throughout the course.

Testing will be conducted at regular intervals and student progress in listening, speaking, reading and
writing will be measured using the Secondary EAL/D Bandscales. Students’ development of language
learning strategies, critical thinking, research skills and study skills will also be monitored. Students will
receive a progress report at the end of each term.

Students aiming to enter mainstream Years 7-9 must attain Level 5+ on the Secondary EAL/D
Bandscales within 2 semesters. Students aiming to enter mainstream Years 10-11 must attain Level 6
on the Secondary EAL/D Bandscales within 2 semesters or such other times as indicated on their
Confirmation of Enrolment (CoE). The ELICOS student must be able to progress into mainstream
studies at the required mainstream level and within the agreed timeframe as indicated on their CoE.

Objectives
The main objective of the course is students’ achievement of an acceptable level of English language
proficiency for entry into mainstream courses. This is:

Years 7 t0 9: at least Level 5+ in listening, speaking, reading and writing
Years 10 to12:  at least Level 6 in listening, speaking, reading and writing

On successful completion of the course students will have developed the language skills, social skills
and study skills to be able to participate fully in the mainstream classes and school life of Citipointe
Christian College.

Components of the Course

e  General English

English for Mathematics

English for Science

Critical Thinking and Study Skills
Neuroscience Education Program

Teaching methods

Teaching is face-to-face. In the General English part of the course, specific skills of listening, speaking,
reading and writing will be developed. In areas such as English for Science and English for
Mathematics, the task-based nature of the course will develop students’ control of these skills in a more
integrated way. A multi-modal approach to teaching English is a feature of the course. Classrooms are
equipped with the latest interactive technology for teaching and learning.

The types of activities that students may be involved in include:

Listening: activities such as discussions, debates, games, comprehension exercises

Speaking: role-plays, seminars, group work, discussions, debates

Reading: use of graded readers, comprehension activities

Writing:  planning, drafting, editing, proofreading, note-taking, teaching of generic structures,
grammar, vocabulary development, writing reports, essays, and short answers to
exam questions.

Teaching materials
Teaching resources include extensive resources on Citipointe Central (the College learning
management system), digital TVs, iPads, graded readers.

Technology
Students are required to purchase an iPad, Apple Pencil and keyboard case for classwork and
homework.

Facilities
The SSPP course is conducted in the International College and classrooms have access to the College
computer network. Students enrolled in the Secondary School Preparation Program have access to
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their own common area as well as all the facilities, common areas, grounds and playing areas of
Citipointe Christian College.

Australia’s English speaking environment

The SSPP course is conducted on the campus of Citipointe Christian College. This provides students
with access to the facilities and resources of a secondary school of around 750 students. The course
follows the secondary school’s starting and closing times and scheduled breaks. Consequently, students
have the opportunity to familiarise themselves with the day-to-day routines of an Australian secondary
school and to socialise with Australian students. SSPP students’ involvement in sport and other
activities with mainstream students is encouraged to help them make friends with Australian students
and to become comfortable with the Australian culture and lifestyle.

Work

A condition of the Student Visa includes permission to work part-time with limitations during study
periods. The Principal has set a rule for Student Visa holders at Citipointe Christian College
International that students can only work during holiday periods and not during term time. This is to
ensure they are mainly focused on their studies.

Uniform

FORMAL UNIFORM

Full College uniform to be worn at all times. Formal and sports uniform items not to be mixed.

Uniforms to be clean, pressed, in good repair, worn neatly and well.

All items of uniform to be purchased from the College Uniform Store.

Extremes in dress or grooming are not part of the College uniform and not permitted. Students may be withdrawn
from class or sent home if personal presentation is not acceptable. Repeated or serious variations of the policy not
resolved at the Head of Year or Head of School level may require the Principal’s consideration of the issue as a breach of the
Enrolment Contract.

BLAZERS Compulsory for Years 10-12 students Terms 2, 3, and on formal occasions.

Year 11 and 12s to wear formal uniform with blazers and ties on Monday Assembly all year.
Year 10s to wear formal uniform with blazers and ties on Monday Assembly Term 2, 3 and 4 only.
BOYS: Shirts tucked into trousers when wearing blazers

JUMPERS Not to be tied around the waist or shoulders; sleeves worn at wrist.

TIES Compulsory for all students Terms 2, 3 and on formal occasions.
Year 11 and 12s to wear formal uniform with blazers and ties on Monday Assembly
all year.

The top button must be done up when wearing a tie.
Year 10s to wear formal uniform with blazers and ties on Monday Assembly Term 2, 3 and 4 only.
The top button must be done up when wearing a tie.

SHIRTS Clean, pressed, in good repair.

SHORTS Worn on the waist.

SKIRTS GIRLS: Worn on the waist; knee length

TROUSERS BOYS: Compulsory for Years 10-12 in Terms 2, 3 and on formal occasions; worn with trouser hem at top

of the shoe heel, with optional College leather belt. Shirts tucked in when wearing trousers and blazers.

LONG PANTS GIRLS: Optional for Years 7-12; worn to the top of the shoe heel. Shirts not tucked in.

BELT BOYS: Optional. If worn, only College uniform belt or plain black leather belt permitted.

SOCKS BOYS: FOR SHORTS:

Years 10 -12: Long College navy.

Years 7-9: Short or long College navy.

BOYS: FOR TROUSERS: Short College navy or short plain black.
GIRLS: White ankle with blue stripe.

GIRLS: FOR LONG PANTS: Short plain navy or black.

STOCKINGS GIRLS: Navy, Optional for winter months only or for formal occasions; in good condition.

SHOES All black, plain, formal, leather, lace-up school shoes; polished (not black leather joggers).
SCARF Only College scarf permitted; optional.
HAIR No extremes of cut. Hair is not to be unnaturally dyed, tinted, coloured or streaked in any manner.

BOYS: Hair should be kept tidy. Hair length is to be of a reasonable length. Haircuts are to be
conservative without, for example, tracks or undercuts.

GIRLS: Short hair should of a reasonable length. If long, tied back with optional College ribbon only or hair
band same colour as hair and covered by ribbon.

HAIR Long hair tied back with optional College ribbon only or hair band same colour as hair.
ACCESSORIES
MAKE UP Not permitted including false eyelashes/extensions
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FACE BOYS: Clean shaven.
JEWELLERY / No piercings, no tattoos
PIERCINGS / BOYS: No jewellery other than a conservative wristwatch; no smartwatches allowed.
TATTOOS GIRLS: No jewellery other than a conservative wristwatch, no smartwatches allowed,
one small plain gold or silver stud or sleeper in each lowest part of the ear lobe.
NAILS BOYS: Kept short; nail polish not permitted.
GIRLS: Kept short; clear nail polish only.
BAGS Only College bags from Uniform Store permitted. College bags remain securely stored and locked in

student lockers during the day. Only College backpack or satchel is allowed to be taken to class.

SPORTS UNIFORM

Full Sports uniform to be worn for all Physical Education, sport events.

Years 10 -12 permitted to wear sports uniform all day only on Wednesday.

Years 7 - 9 permitted to wear sports uniform all day only on Tuesday.

On other days, formal uniform to be worn.

Students to change into sports uniform before sport or PE and change back at the end of the period.
Sports uniform not to be worn in public unless specifically permitted.

Students may change into sports uniform for lunch time sport.

Students must wear shoes for lunch time sport.

Senior jersey (Year 12): Only to be worn by Senior students (Year 11 in Term 4) and Year 12 students
with their sports uniform on Wednesday.

SPORTS Predominantly white preferred. Not canvas, hightops, or shoes with socks attached.

SHOES Sports shoes to be appropriate for intended activity, lace up, with suitable support.

SPORTS College sports uniform socks.

SOCKS

SPORTS BAGS | Only College bags from Uniform Store permitted.

SPORTS Only College sports hats or caps to be worn with the Sports Uniform. College sports hats or caps must be
HATS/CAPS worn where applicable for sport, PE and outside activities.

SUN SAFETY

All students will:

e  be required to comply with the sun protection rules and guidelines by wearing a College hat and putting on 30+ (or
higher) broad spectrum, water resistant sunscreen before going outdoors;

e be required to, whenever possible, use shaded or covered areas when outdoors; and
be encouraged to act as positive role models for other students in all aspects of sun protection behaviour, promoting a
culture of mutual respect and care.

Sunscreen is always available at Secondary Reception.
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SECONDARY SCHOOL PREPARATION PROGRAM
Course Code: 043173A

TUITION AND NON TUITION FEES 2026

Note: Fees are subject to annual increase
TOTAL TUITION FEES: A$39,184 per year
TUITION FEES: A$19,592 per semester (There are 2 semesters in an academic year.)

ADMINISTRATION FEES

Application Fee (non-refundable) A$500

NON-TUITION FEES: Compulsory College costs

Uniforms approximately A$1000

Students will be required to purchase an iPad (full size — not | approximately A$1,200
mini) compatible for use in the College, AppleCare+, Logitech
case, Apple Pencil

NON-TUITION FEES: Compulsory external costs

Overseas Student Health Cover (OSHC): Parents or agents | approximately A$1,100 per

must apply for OSHC for the student. For information on year x length of visa
Australian health insurance companies refer to (Subject to change depending
www.oshcaustralia.com.au. on health cover cost for a

particular year.)

NON-TUITION FEES: If required or by choice

Welfare Fee A$600 per semester
(if a Welfare Letter has been issued)

Homestay A$12,500 per semester
(Includes accommodation, supervision and all meals — does not
include transport to school, phone or internet costs)

Homestay Placement Fee A$500

Homestay Relocation Fee A$500

Homestay in Christmas holidays A$4,500
Accommodation Approval Fee A$500

(if student is not living with parents or in a College homestay)

Bus fees (if bus to and from school is required) A$1,903 per semester

OPTIONAL EXPENDITURE

Co-Curricular Programs A$2,000 per semester
e.g. Tutoring, Instrumental Music, Speech and Drama

All fees are in Australian Dollars

NOTE: Items listed under NON-TUITION FEES (e.g. Homestay Relocation Fee) are optional. The
respective fees are applicable only if the services are required.
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Payment:
SSPP tuition fees and homestay fees must be paid one semester in advance.

Payment of tuition fees and homestay fees should be made directly to the College, not through an
agent or friend. If paying fees by telegraphic transfer, the account details are as follows:

BANK: Westpac

BRANCH: Garden City

NAME: Citipointe Christian College International
BSB: 034093

ACCOUNT NUMBER: 187497

Please ensure that any deposit of funds includes either the student’s name or College ID
number as a reference.

A NOTE ON HOMESTAY PAYMENTS:

Payment for homestay must be made before the start of each semester. Homestay fees must be paid
in advance. The homestay fee covers accommodation, supervision and all meals. It does not cover
transport to school, phone or internet costs. The homestay fee does not cover the December/January
holidays as students are expected to go home to their parents for the summer holidays.

Summer holiday homestay:
For students wishing to stay in their homestay accommodation over the long summer holidays, an
additional homestay payment needs to be paid to the College before 1 December.

Transport to and from airport:
Initial airport pickup is complimentary. Parents are responsible to pay for all subsequent travel to and
from the airport e.g. when the student goes home for the holidays.

Living costs in Australia:

Knowing the cost of living in Australia is an important part of your financial preparation. The
approximate cost of living in Australia can be found at Education and living costs in Australia .
These costs are an approximate guide and don’t take into account your budget and spending
habits.

PROCEDURE FOR ENROLMENT (subject to change without notice)

¢ Make an application to the College on the SSPP Application Form and pay the Application Fee.

o When the application has been accepted, the student should complete the Duolingo English Test.
They should go to: englishtest.duolingo.com/applicants where students can learn more about the
test, register, and take a free practice test. To take the Duolingo English Test, you'll need to sign
up for an account at https://englishtest.duolingo.com/register. Once signed up, click the BUY
NOW button to purchase the test. The student will be able to take the test any time within 21 days
of purchasing it. Go to englishtest.duolingo.com/sharing for instructions on how to share your
results with Citipointe Christian College.

e When the College approves the Duolingo English Test results, a Teams enrolment interview will
be arranged.

Upon receipt of a Letter of Offer, sign the Written Agreement and return it to the College.

e Pay one semester’s tuition fees and all other fees as outlined in the Letter of Offer.

¢ An electronic confirmation of enrolment (COE) will then be issued by the College.

e Arrange Overseas Student Health Cover for the duration of the Visa as required. Refer to
https://oshcaustralia.com.au/en or your agent.

e Apply for a student visa by taking the COE form, evidence of your Overseas Student Health cover
and any other requirements to the appropriate immigration office.

¢ Advise the College of the student’s expected date of arrival.

e Prior to or on arrival in Australia, provide a copy of the student’s passport, student visa, overseas
student health cover, evidence of date of arrival and contact details in Brisbane.

e After commencement, 8 tuition weeks’ notice is to be given of a student’s withdrawal. Otherwise, 8
tuition weeks fees will be charged (please refer to the Written Agreement and Refund Policy).

Version 3.1 2026
CHRISTIAN OUTREACH CENTRE #rading as
CITIPOINTE CHRISTIAN COLLEGE and CITIPOINTE CHRISTIAN COLLEGE INTERNATIONAL CRICOS PROVIDER CODE: 00996F

8 QUALITY
STUDY IN AUSTRALIA ENDORSED
CENTRE



https://www.studyaustralia.gov.au/english/live/living-costs
https://englishtest.duolingo.com/applicants
https://englishtest.duolingo.com/register
https://englishtest.duolingo.com/sharing
https://oshcaustralia.com.au/en

Staff

Principal Executive Officer:

Principal Administrator:

Academic Manager:

SSPP Teachers:

Homestay Coordinator:

Welfare Counsellor:

Educational Counsellor:

Registrar:

Administrative Assistant:

Class Size

Mrs Ruth Gravestein
DipTch BEd MEd MACEL

Mrs Kristen Boddy Magri
BA (Linguistics) Cert IV Train&Assess Grad Cert Arts TESOL
M Teach (Secondary)

Mrs Kristen Boddy Magri
BA (Linguistics) Cert IV Train&Assess Grad Cert Arts TESOL
M Teach (Secondary)

Mr Matthew Houston
BTeach Grad Cert App Ling MEd (Contemporary Literacies)

Mrs Michelle Kapurzhanov
BA Int Min Grad Dip Ed CELTA (Cambridge) Dip Bus Mgt
Assoc Dip Min

Mrs Hayley Jakins
Cert IV Bus Admin Dip Bus

Mrs Nadia Janse van Rensburg
BEd (Hons) (School Guid&Couns) MEd BEd (Prim)

Mrs Kristen Boddy Magri
BA (Linguistics) Cert IV Train&Assess Grad Cert Arts TESOL
M Teach (Secondary)

Mrs Susanna du Plessis
BProc LLB Dip PM

Mrs Thia Ferero
BEd Cert PR

The average teacher/student ratio is 1:16 with no class exceeding 18 students.
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CODE OF BEHAVIOUR

Personal Life
Since Citipointe Christian College International is first and foremost a Christian school, it follows that
the prevailing atmosphere should be one that honours God and is pleasing to Him.

Corporate Life

The College is not primarily the buildings, but the people—students and staff.

It is important that we recognise and respect the legitimate rights of others in the College. Jesus was
and is a great respecter of people. We have only to read the Gospels to see how He treated people, to
know how we also should treat them.

Occasionally it is appropriate to correct others. It is never correct to be destructively critical or legalistic.
As well as respecting people, it is important that we respect property: both personal and that of others.

When a student accepts membership of a school team, group or society, the student accepts all the
commitments involved in that membership.

Public Life

For as long as a student is enrolled that student is always a member of the College. Therefore, the
standard set in the College and in public, should be the same. Standards must be consistent, and
maintained. This is especially so when wearing the College uniform, since that uniform identifies you
as a member of the College community.

In matters not specifically covered by the Code of Behaviour or College Rules, members of the College
will observe the principles outlined above concerning the dignity of each person, respect for others and
their property, and mutual cooperation.

Enrolment at the College implies acceptance of the Code by students and their parents or guardians.

Cultural Safety
At the College, every student is expected to contribute to a safe, inclusive and respectful
environment for everyone, including those from all cultural backgrounds.

This means:

a) Valuing each person'’s identity, including their culture, language and background.

b) Speaking and acting respectfully, without teasing, mocking, or excluding others
based on their culture, beliefs, appearance, or background.

c) Listening with understanding when others share their experiences or perspectives.

d) Standing against discrimination or unfair treatment in any form.

e) Helping to create a safe space where everyone feels welcome, accepted, and
supported.

Students share in the responsibility to make our College a community where all people feel
safe, valued, and able to thrive. This is part of how the College, as a community, live out our
Christian belief that every person is made in the image of God and deserves dignity and love.

COLLEGE RULES

While Travelling

¢ On College buses students are under the control of the bus driver, who may be assisted by a bus
prefect.

¢ On College buses students should always be seated, well-behaved and sufficiently quiet so as not
to distract the driver.

e No eating, drinking or gum.
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¢ On public transport students are always expected to be courteous; i.e. give up a seat for adults,
move in a quiet and orderly manner, refrain from loud and offensive behaviour.

While at School

e Students are required to respect teachers, other adults and other students.

o All students are responsible for keeping the grounds and buildings as well as personal property
free of litter and graffiti. Generally, food is not to be eaten in rooms.

Chewing gum is forbidden at school.

Students are expected to greet staff and visitors when passing and offer assistance to visitors.
Students are to stand when an adult enters a classroom.

Unruly or noisy behaviour in class or between classes is not permitted.

Students are not to have mobile phones on or use mobile phones during school hours. Phones
should be left in school bags in lockers during the school day. In an emergency situation, parents
should contact the student through College Reception.

While at Chapel, Assembly or Meetings

e Students are expected to move in a quiet and orderly way.

¢ While someone is speaking or reading, students are not to talk or be disrespectful in any way.
¢ When asked to participate, students are expected to do so fully.

Classroom rules

e Line up quietly outside rooms and wait for the teacher.

o Enter and leave the classroom in an orderly fashion.

¢ When an adult enters a classroom for the first time, upon the instructions of the teacher, stand and
politely greet him or her.

Sit on chairs properly and keep desks tidy.

Be a good listener. Do not disrupt others or talk unnecessarily in class. Be courteous at all times.
Keep the classroom clean and tidy.

Do not eat or drink in class.

Speak English only in class.

Discipline and conduct
Students are expected to develop a high standard of self-discipline. Discipline is seen as a means of
correction rather than punishment.

What causes an offence?

e Lack of concern for the safety and welfare of others, especially the young.

o Disrespect. This may be to a staff member, prefect, junior representative or a fellow student,
especially in speech.

Bullying: physical, verbal or emotional harassment of any person.

Being out-of-bounds (out-of-bounds will be explained during orientation).
Theft or vandalism.

Unruly, excessively noisy behaviour, food throwing.

Swearing of any kind, especially blasphemy.

Smoking, vaping, drinking alcohol, illegal drugs or providing these to others.
Unsafe behaviour, especially on playing areas, playgrounds, buses or roads.
Speaking your native language in class.

Chewing gum is banned.

What are the penalties for causing offence?

Penalties range from lunchtime litter duty to a student’s enrolment being deferred, suspended or
cancelled, depending on the seriousness of the offence. Students must remember that their behaviour
is their choice and that there are consequences resulting from that choice.

CITIPOINTE CHRISTIAN COLLEGE

Citipointe Christian College is an independent Christian day school located in the south-eastern
Brisbane suburb of Carindale. It caters for students from Preparatory through to Year 12 (Matriculation).
Currently there are approximately 1700 students at the College in Prep to Year 12.
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Places for overseas students

There are normally a small number of places available at the school from Preparatory upwards for full
fees paying students from outside Australia who wish to study in Australia with a view to matriculating
to Australian universities. Students under the age of 12 years must be living with a relative or close
family friend and have an adequate level of English language proficiency (see below).

Requirements for entry into mainstream classes for overseas students from SSPP

Entry into mainstream classes is dependent on the student fulfilling the following requirements. Refer to
the Overseas Student Requirements for Entry Policy for further details

( https://citipointe.qld.edu.au/international-college/overseas-students-policies ).

English language requirements for mainstream classes:

For entry to Preparatory 1 to 3:
There is no English requirement for entry.

For entry to Year 4:

Students may be required to be tested through the Australian Education Assessment Services or an
equivalent English language and learning standard assessment provider. Students may be required
to demonstrate at least Level 4 English language proficiency on the Primary EAL/D Bandscales or be
required to undertake intensive English language instructions and/or external language tutoring.

For entry to Years 5-6:

Students may be requested to be tested through the Australian Education Assessment Services or an
equivalent English language and learning standard assessment provider. Students may be required to
demonstrate at least Level 4+ English language proficiency on the Primary EAL/D Bandscales or be
required to undertake intensive English language instructions and/or external language tutoring.

For entry to Years 7-9:

Students may be required to be tested through the Australian Education Assessment Services or an
equivalent English language and learning standard assessment provider, for language and academic
ability. Students must satisfy all the requirements of the assessment for their age and Year level. For
entry to Years 7-9 this is the equivalent of Level 5+ on the Secondary ESL/D Bandscales. Results of
the assessment should indicate above average academic ability. Additional testing at the College may
also be required.

For entry to Years 10-12:

For entry to Years 10-12, students may be required to be tested through the Australian Education
Assessment Services or an equivalent English language and learning standard assessment provider,
for language and academic ability. Students must satisfy all the requirements of the assessment for
their age and Year level. For entry to Years 10 -12 this is the equivalent to Level 6 on the Secondary
ESL/D Bandscales. Results of the assessment should indicate above average academic ability.
Additional testing at the College may also be required. Entry to Year 11 can only occur at the start of
Term 1.

Academic pre-requisites for the mainstream classes

For entry to Preparatory to Year 6:

Students entering the Primary course must demonstrate evidence of application to schoolwork and
age-appropriate achievement in literacy and numeracy areas of the curriculum.

For entry to Years 7-9:

Students entering the Junior Secondary course must demonstrate above average academic ability
and have completed the equivalent prior Year level in their home country or within Australia e.g. for a
student to enter Year 10, they must have completed the equivalent of Year 9. Students must
demonstrate acceptable attendance, behaviour, effort and attitude to the Christian environment of the
College.

For entry to Years 10-12:

Students entering the Senior Secondary course must demonstrate above average academic ability
and have completed the equivalent prior Year level in their home country or within Australia e.g. for a
student to enter Year 11, they must have completed the equivalent of Year 10. Students must
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demonstrate acceptable attendance, behaviour, effort and attitude to the Christian environment of the
College.

Behaviour requirements for entry to mainstream:

Overseas students entering the mainstream must demonstrate acceptable attendance, behaviour, effort
and attitude to the Christian environment of the College. To be accepted into mainstream study, students
must demonstrate:

acceptable attendance

acceptable behaviour, including correct uniform, hairstyle etc
consistent effort

respectful attitude to the Christian environment of the College
all fees due must be paid

Mid-year entry to mainstream classes

Students may enter Years 7 to 10 mainstream classes at the beginning of any term except term 4.
However, students may only enter Year 11 mainstream at the beginning of term 1. Students must
complete the full two year senior course (or equivalent) in order to obtain a Queensland Senior
Certificate.

Monitoring of results

Students in mainstream school programs at Citipointe Christian College receive a full school report at
the end of each semester. It is expected that students will maintain an academic standard of a level
that is sufficient to allow continuation of their course or their enrolment at the College may be at risk.
At the end of each year, the student’s progress must demonstrate that they have attained the entry
standard for the following year or be subject to the College Intervention Strategy. Refer to Overseas
Students Progress, Attendance and Course Duration Policy for further detail

( https://citipointe.qgld.edu.au/international-college/overseas-students-policies ).

PRIMARY SCHOOL FACILITIES

Classrooms:
40 General classrooms
2 Specialist computer technology rooms
2 Specialist music rooms
Specialist art room
Specialist STEM room
Design and Technology Classroom
General Learning Area rooms
e Instrumental music rooms
Other special facilities:
e Prep Centre
Year 1 Centre
Learning Extension and Student Support rooms
Primary (Library Total stock exceeds 14,000 items with another 45,000 items of class resources
Playgrounds
Outside School Hours Care

SECONDARY SCHOOL FACILITIES

Classrooms:

e Kurilpa Building:
6 Year 7 classrooms, 2 general classrooms, 4 specialised rooms

e Feeney Building:
1 Film & TV studio; 1 double drama room; 3 hospitality kitchens; 1 dining room; 4 computer
labs; 1 HOY’s Staff room; canteen

¢ Reformation Building:
1 Double drama room; 1 double business room; 3 classrooms; 2 Language other than English
rooms; 2 art rooms; 1 NOVA Arts room

e OBlock:
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Design & Technology Centre: 2 technology workshops; 1 PE classroom
¢ DanceStudio:
Double room
Music Studio:
e 2 Rooms
Band Room:
e 1 Double room
English Mathematics Centre:
e 6 English rooms; 6 Mathematics rooms; 1 double lecture room; 1 double computer lab
Science Centre:
e The Science Centre includes 6 laboratories, preparation rooms; 1 computer lab classroom and
a tiered lecture room.
Linke Library:
e Also includes 1 tiered Audio Visual room; 4 seminar rooms and 2 general classrooms. Total
stock in excess of 50,000 items with another 34000 items in the secondary textbook store.

Shared Facilities (Shared across the Primary and Secondary schools)
IT Resources:
¢ In total the College has over 1,000 networked computers with Internet access.

Outdoor Facilities:
e College Oval with 8 lane 440 m running track
Rugby League field
Soccer field
25 m 8 Lane outdoor covered heated swimming pool
2 Outdoor Tennis courts
2 Outdoor specialised play surface covered court - Basketball/Netball
2 Outdoor Cricket practice wickets
4 Volleyball courts

Other Shared Facilities:
o 2500 seat Main Auditorium of Citipointe Church
e 150 seat Chapel
e 300 seat Mini Auditorium
e College Hall (multi purpose sports hall featuring futsal, volleyball, basketball and netball
courts)

Also on Campus:

¢ Citipointe Church Brisbane
Citipointe Christian College (Primary & Secondary schools)
Citipointe Christian College International (English Language Centre)
Christian Heritage College (an institute of higher education)
Citipointe Ministry College (Bible College)
Citipointe Child Care and Citipointe Kindergarten

POLICIES

The policies below give information relevant to your student’s enrolment into the College. It is very
important for you to read and fully comprehend the policies which potentially have a direct impact on the
student’s visa and study pathway. Policies may be updated. Please refer to College website for current
policies ( https:/citipointe.qgld.edu.au/international-college/overseas-students-policies ).

The term “College” when used in these policies makes reference to both Citipointe Christian College
and Citipointe Christian College International.

All policies are reviewed annually unless otherwise advised.
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Overseas Student Policies

Overseas Students Requirements for Entry Policy

Overseas Students Welfare and Accommodation Policy

Overseas Students Homestay Policy

Overseas Students Progress Attendance and Course Duration Policy
Overseas Students Transfer Request Policy

Overseas Students Deferment, Suspension and Cancellation Policy
Overseas Students Complaints and Appeals Policy

Overseas Students Refund Policy

Overseas Students Critical Incident Policy

Standard Personal Information Collection Notice (for Parents and Students)
Overseas Students Conditions of Enrolment
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Citipointe Citipointe
Christian College Christian College
INTERNATIONAL

Overseas Student Requirements for Entry Policy

1. Introduction

1.1. Citipointe Christian College (the College) will consider enrolment applications from students
wishing to apply for a Student Visa, subject to compliance with minimum requirements and
conditions set by the College, and with legislative requirements of the State of Queensland
and the Commonwealth of Australia, including any requirements to undertake extra tuition in
the English language in order demonstrate the English language proficiency standard
needed to enter mainstream classes.

1.2. A copy of this policy is located on the College’s website! and in the International Student
Handbook.

2. Scope of the Policy

2.1. This policy applies to college staff, agents, international students and their parents/legal
guardians.

3. Policy

3.1. Applications for enrolment must be made on the relevant application form for mainstream or
Secondary School Preparation Program (SSPP):

e Mainstream - Application for Overseas Student Admission?
e  SSPP - Application for Admission Secondary School Preparation Program?®

3.2. This must be correctly completed, and must be accompanied by the documents requested
on the application form, including:

i. Certified copies of the student’s last 2 semesters’ school report, including a copy of the
latest Student Report;

ii. A completed Reference Form from the student’s current or most recent school Principal
is also required if student Report Cards do not record student behaviour or commitment
to studies;

ii. Certified evidence of date of birth;

iv. Written evidence of proficiency in English as a second language*;

v. Certified copies of passport biodata page with name, photo identification, passport
number and expiry date:

vi. Letter of Offer from another registered provider (if applicable);

vii. Completed Homestay Application Form (if applicable);

viii. Enrolment Application Fee; and

ix. Application to the Queensland Assessment and Curriculum Authority (QCAA) for
relaxation of completed Core requirements (if applicable).

Where the above documents are not in English, certified translations in English are required,
with necessary costs to be met by the applicant.

" https://citipointe.qgld.edu.au/international-college/overseas-students-policies
2 Primary Years P-6 - Course Code: 071487F
Junior Secondary Studies Years 7-10 - Course Code: 097391M
Senior Secondary Years 11-12 - Course Code: 010045D
% Course Code: 043173A
4 Preparatory to Year 3 and SSPP are exempt from this requirement.
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3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

3.11.

Applications from overseas students are processed according to established policy and
procedures and are dealt with on their merits. Failure to disclose details required as part of
the application process may later result in cancellation of enrolment.

An application for enrolment can only be processed when all of the above are submitted.

Assessment procedures include an evaluation of reports from previous schools and of
English language proficiency. In cases where report cards are not available or are
inconclusive for any reason, the school may require relevant testing of the applicant to
assess the application.

Where an applicant must undertake ELICOS studies® prior to commencing his/her
mainstream course, the College can only enrol the student in ELICOS for the maximum
course duration registered on CRICOS. That is 50 weeks.

Where an applicant is to be enrolled in a mainstream course® the College can only enrol the
student for the maximum course duration registered on CRICOS. That is:

i. 7 years for Preparatory-Year 6
ii. 4 yearsforYears 7-10
ii. 2 years for Years 11-12

Note: There are four terms per year, each of approximately ten weeks, with 2-3 week
holiday periods between terms. The long summer holiday of 7-8 weeks occurs during
December and January.

Onshore applications for Years 11-12, where the student is transferring from another
CRICOS registered provider, will only be considered where the transfer, if accepted, allows
the student to achieve a successful study outcome at the end of the enrolment.

Offshore applications for enrolment in Years 11-12 will not be considered after the Year 11
course has commenced, unless the student can complete course assessment before the
end of the first semester of Year 11.

An interview may be required with the Principal or delegate.

Academic Requirements

Citipointe Christian College evidence that the applicant’s academic ability and English
proficiency is sufficient to successfully meet the entry and curriculum demands of the
intended course. Students undertaking a package of courses will have their academic and
English language capabilities re-assessed prior to the commencement of each course in
their enrolment package. This is a requirement under the 2018 National Code of Practice,
Part B Standard 2.

Minimum academic and English language requirements are as follows:

Citipointe Christian College: Mainstream Entry Requirements

Primary Years Preparatory — Year 6

o Course Code: 071487F
e Length of course: 7 years from Preparatory — Year 6

Note: There are four terms per year, each of approximately ten weeks, with 2-3 week
holiday periods between terms. The long summer holiday of 7-8 weeks occurs during
December and January.

5 Course Code: 043173A

8 Primary Years P-6 - Course Code: 071487F
Junior Secondary Studies Years 7-10 - Course Code: 097391M
Senior Secondary Years 11-12 - Course Code: 010045D
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Requirements for entry into mainstream classes

The College accepts a very limited number of overseas students into its Primary school.
Entry into mainstream classes is dependent on the student fulfilling the following
requirements:

e For entry to Preparatory to Year 3, evidence of application to schoolwork and age-
appropriate achievement in literacy and numeracy areas of the curriculum. There is no
English requirement for entry.

e Forentry to Years 4, 5 & 6 evidence of application to schoolwork and age-appropriate
achievement in literacy and numeracy areas of the curriculum. Students may be
requested to be tested through the Australian Education Assessment Services’ or an
equivalent English language and learning standard assessment provider. Students must
satisfy® all the requirements of the assessment for their age and Year level.

o Forentry to Year 4, students may be required to demonstrate at least Level 4 English
language proficiency on the Primary EAL/D Bandscales or be required to undertake
intensive English language instructions and/or external language tutoring;

o ForYears 5 & 6, students may be required to demonstrate at least Level 4+ English
language proficiency on the Primary EAL/D Bandscales or be required to undertake
intensive English language instructions and/or external language tutoring.

Preparatory to Year 6 students must demonstrate acceptable attendance, behaviour, effort
and attitude to the Christian environment of the College.

Junior Secondary Studies Years 7-10

e Course Code: 097391M
e Length of course: 4 years from Years 7-10

Note: There are four terms per year, each of approximately ten weeks, with 2-3 week
holiday periods between terms. The long summer holiday of 7-8 weeks occurs during
December and January.

English level required

For entry to Years 7-10, students may be required to be tested through the Australian
Education Assessment Services® or an equivalent English language and learning standard
assessment provider, for language and academic ability. Students must satisfy all the
requirements of the assessment for their age and Year level. For entry to Years 7-9 this is
the equivalent of Level 5+ and for Year 10 it is Level 6 on the Secondary ESL/D Bandscales.
Results of the assessment should indicate above average academic ability. Additional
testing at the College may also be required.

Entry pre-requisites for the course

Overseas students entering the Junior/Middle Secondary course must demonstrate above
average academic ability and have completed the equivalent prior Year level in their home
country or within Australia eg for a student to enter Year 10, they must have completed the
equivalent of Year 9. Students must demonstrate acceptable attendance, behaviour, effort
and attitude to the Christian environment of the College.

Senior Secondary Years 11-12

e Course Code: 010045D
¢ Length of course: 2 years from Years 11-12

7 www.aeas.com.au
8 A pass or “C” year level or better for the majority of core subjects
® www.aeas.com.au
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Note: There are four terms per year, each of approximately ten weeks, with 2-3 week
holiday periods between terms. The long summer holiday of 7-8 weeks occurs during
December and January.

English level required

For entry to Years 11-12, students may be required to be tested through the Australian
Education Assessment Services'® or an equivalent English language and learning standard
assessment provider, for language and academic ability. Students must satisfy all the
requirements of the assessment for their age and Year level. For entry to Years 11 -12 this
is the equivalent to Level 6 on the Secondary ESL/D Bandscales. Results of the assessment
should indicate above average academic ability. Additional testing at the College may also
be required. Entry to Year 11 can only occur at the start of Term 1.

Entry pre-requisites for the course

Overseas students entering the Senior Secondary course must demonstrate above average
academic ability and have completed the equivalent prior Year level in their home country or
within Australia eg for a student to enter Year 11, they must have completed the equivalent
of Year 10. Students must demonstrate acceptable attendance, behaviour, effort and
attitude to the Christian environment of the College.

Students should note that if their language proficiency is below that outlined above, they
may be required to undertake an intensive English language course and/or external
language tutoring to fully participate in mainstream studies.

Citipointe Christian College International: Secondary School Preparation Program
(SSPP) Entry Requirements

e Course Code: 043173A
Entry pre-requisites for the course

Learners entering the Secondary School Preparation Program (SSPP) must demonstrate
above average academic results in their prior studies if intending to enter the mainstream at
Citipointe Christian College on completion of SSPP.

Above average academic results are not required if the student is to study SSPP only
without an offer to the mainstream course. They must have successfully completed Primary
School or its equivalent with some English language instruction. Students wishing to enter
Year 11 after their SSPP course, must have successfully completed the equivalent of a
Queensland Year 10 course.

3.12. Students should note that if their language proficiency is below that outlined above, they may
be required to undertake an intensive English language (ELICOS) course before beginning
mainstream studies. The amount of ELICOS study undertaken cannot exceed the College’s
maximum course duration registered on CRICOS, as specified in paragraph 3.6 (above).

3.13. Those students who have undertaken an intensive English language course before
beginning mainstream studies, will have their English language proficiency reassessed at the
conclusion of the language course to ensure the student’s level of proficiency is sufficient to
allow them to commence their mainstream course.

3.14. Note that where a student cannot, or will not, meet the English language or academic
requirements for entry into their first mainstream course, or a subsequent course undertaken
as part of an enrolment package, the College may choose to apply the Conditions of
Enrolment outlined the student’s written agreement and the provisions of this policy, the
outcome of which may result in the withdrawal of offer for enrolment on the grounds that
entry requirements have not been met.

0 www.aeas.com.au
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3.15. Alternatively, the College may (at its discretion, and if appropriate) choose to offer:
i. New mainstream enrolments - entry into a mainstream course at a lower year level.
ii. Continuing mainstream enrolments - opportunity to repeat a year level as part of an
academic intervention plan implemented by the College (refer to the Overseas Student
Progress, Attendance and Course Duration Policy).

4. Legislative Provisions and Related Documentation
Legislative Provisions

Privacy Act 1988 (Cth)

Education Services for Overseas Students Act 2000 (Cth)

Education (Accreditation of Non-State Schools) Act 2017 (Qld)

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

e Education (Overseas Students) Act 2018 (Qld)

This policy is to be read in conjunction with other College policies and guidelines ie

5.1 Privacy Policy

7.1 Student Protection Policy

10.3 11.6 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy

Overseas Student Complaints and Appeals Policy

Overseas Student Conditions of Enrolment

Overseas Student Critical Incident Policy

Overseas Student Deferment, Suspension and Cancellation Policy
Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and
Completion Within Expected Duration

Overseas Student Progress Attendance and Course Duration Policy
Overseas Student Refund Policy

Overseas Student Transfer Request Policy

Overseas Student Welfare and Accommodation Policy

5. Policy Review

5.1. This policy will be reviewed annually unless otherwise advised.
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TN Citipointe

Citipointe Christian College
Christian College INTERNATIONAL

Overseas Student Welfare and Accommodation Policy

1. Introduction

1.1. Citipointe Christian College and Citipointe Christian College International (henceforth referred
the College) is committed to preventing harm to students and staff by providing a safe and
supportive environment for all students.

1.2. The College and college staff “owe a duty to take reasonable care for the safety and welfare of
all students in their school.” '

1.3. A copy of this policy is located on the College’s website'? and in the Overseas Student
Handbook.

2. Scope of the Policy

2.1. This policy applies to college staff, agents, overseas students and their parents/legal
guardians.

3. Policy

3.1. Visa condition 8532 requires that under 18-year-old students maintain suitable accommodation,
support and general welfare arrangements. Under 18-year-old students may stay with a parent
or suitable relative approved by the Department of Immigration or, if this is not possible, they
may stay in accommodation approved by their education provider.

3.2. ltis a policy of the College that students over 18 will likewise maintain approved and
supervised accommodation for the duration of their studies in the College.

3.3. A student/family must not change any of the agreed upon accommodation arrangements
without the written approval of the College. A student is required by the Department of
Immigration to always advise of any change of address. The College asks students to confirm
their contact details, address and local emergency contact details every six months.

3.4. Care for younger students under 18 years

3.4.1. The College is a CRICOS-registered provider which enrols younger students under 18
years of age. As part of its registration obligations, the 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.

3.4.2. These obligations include ensuring that all overseas students under 18 years of age are
given age appropriate and culturally appropriate information on:

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

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

3.4.3. The College has documented procedures relating to child welfare and safety'3, and will

" Duty of Care Handbook (2018) Independent Schools Queensland p4
12 https://citipointe.qld.edu.au/international-college/overseas-students-policies
13 7.1 Student Protection Policy
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implement these procedures in the event that there are any concerns for the welfare of
a student under 18 years of age.

3.4.4. In the event of an emergency, the students are to contact:
a) Homestay Coordinator
b) Student Protection Officers and college counsellors (if during school hours)'*
3.5. Accommodation and care options for overseas students under 18 years
The College approves the following accommodation and care options for overseas students:

3.5.1. The student will live with a parent or relative approved by the Department of
Immigration. In this case:

a) The College does not provide a welfare letter (CAAW) via PRISMS. The student’s
family completes Form 157N and provides proof of relationship to the Department of
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.

b) 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:

i. not leaving Australia without the nominating student unless there are
compassionate and compelling circumstances and the College has first approved
alternative welfare and accommodation arrangements for the student for the
adult’s period of absence, and

ii. advising the Department of Home Affairs (Immigration) of any change of address,
passport or other changes of circumstances.

c) The College requires holders of Student Guardian Visas to:
i. maintain Overseas Visitor Health Cover for themselves and any dependent
children living with them in Australia
ii. immediately advise the College of any change to address or contact details
iii. immediately advise the College if there are any compassionate or compelling
reasons to travel overseas or not be at home to care for the student.

d) If there is a valid reason for travelling overseas, and the College is able to approve
alternative accommodation and care arrangements for the student for the period of
the student guardian visa holder’s absence, the College will provide documentation
approving temporary care arrangements for the student to the student’s guardian
and for the Department of Home Affairs (Immigration) via PRISMS.

e) If there is not a valid reason for travelling overseas, or if the College is not able to
approve alternative accommodation and care arrangements for the student for the
period of the 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 College will
advise if compulsory attendance requirements will or will not be affected by the
student’s absence.

3.6. The student will live in College approved accommodation and welfare arrangements
and the College will generate a Confirmation of Appropriate Accommodation and
Welfare letter (CAAW) via PRISMS to accompany the student’s Confirmation of
Enrolment (CoE).

3.6.1. The minimum age the College will accept welfare responsibility, (eg provide homestay
accommodation) is 12 years of age.

14 7.1.1 Student Protection Policy Reporting Contact Details
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3.6.2. Accommodation options that may be approved by the College for full fee paying 500 visa
subclass students under 18 years of age include:
a) Homestay Program operated by Citipointe Christian College International. Please
see additional information below.
b) Private accommodation and care arrangements, requested by the parent and
approved by the College, which meet all requirements under relevant state and
commonwealth legislation.

3.6.3. The College will maintain approval of accommodation and care arrangements until:

a) The student completes the course and departs Australia

b) the student turns 18 years, noting that a student over 18 years old must still remain
in College approved accommodation until the completion of the course

c) any appeals processes in relation to the College’s intentions to cancel the student’s
enrolment have been finalised (including suspensions, cancellations, course
progress and attendance)

d) the student has alternative welfare arrangements approved by another registered
provider

e) a parent or nominated relative approved by the Department of Home Affairs
(Immigration) assumes care of the student

f) The 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.

3.6.4. Any accommodation, welfare and other support arrangements for the student must be
approved by the College, including arrangements provided by third parties.

3.6.5. 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.

3.6.6. Any adults involved in or providing accommodation and welfare arrangements to the
student have a blue card as appropriate Blue Card Services website.

3.6.7. Any changes to approved arrangements must also be approved by the College. Visa
students are not permitted to attend “Schoolies week” on completion of Year 12.

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

3.6.9. If a student for whom the College has issued a CAAW refuses to maintain approved
arrangements, the College will report this to the Department of Home Affairs
(Immigration) and advise the student to contact the Department of Home Affairs
(Immigration) to ensure visa implications are understood: DHA enquiries.

3.6.10. In the event of a significant or critical welfare issue involving the student, and if
determined necessary by the College, a parent, legal guardian or approved relative
agrees to travel to a designated location within 3 days to assume care of the student
until the situation has been resolved to the College’s satisfaction.

3.6.11. If a parent/legal guardian wishes to assume welfare responsibility, the parent/legal
guardian must notify the College as soon as practicable of their intentions and must
provide the College with written evidence of a guardian visa grant.

3.7. For College vacation periods, students under 18 years of age for whom the College has
issued a CAAW will:

a) return home to parents, or

b) continue to live in / be placed in homestay arranged and approved by the College, or
c) apply for approval to spend the vacation with relatives, or

d) apply to attend a supervised excursion, camp, etc.., if all requirements are met in order
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3.8.

3.9.

3.10.

to attain College approval.

Accommodation options for students 18 years and older must maintain College
approved accommodation for the duration of the course:

a) Homestay Program, including private arrangements requested by a parent.
b) Private arrangements requested by the parents, only if they satisfy the accommodation
requirements and are approved by the College.

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

a) Student returns home to parents.
b) Student continues to live in / is placed in homestay, details of which are recoded by the

College.

c) Student may spend the vacation with relatives, provided approval is given by the
College.

d) Student may attend a supervised excursion, camp, etc, provided approval is given by
the College.

Homestay arrangements at the College

3.10.1. The homestay arrangements operated by the 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.

3.10.2. These include

a) Continuous dates for approved welfare arrangements
b) 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
i. Guidelines for selecting, screening and monitoring each family and ensuring the
family can provide age appropriate care and facilities for the duration of the student’s
enrolment at the College
ii. Criteria about accommodation services to be provided, and contract for
arrangements about providing accommodation services
iii. Orientation program for families new to provision of homestay services
iv. Compliant homestay risk management strategy, reviewed annually, undertaken by
the College
c) Blue cards as required for adults living in the homestay, other than overseas students,
or who otherwise have regular contact with the student.*

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

4. Legislative Provisions and Related Documentation

Legislative Provisions

Criminal Code of Queensland Act 1899 (Qld)

Privacy Act 1988 (Cth)

Child Protection Act 1999 (Qld)

Education Services for Overseas Students Act 2000 (Cth)

Education (Accreditation of Non-State Schools) Act 2017 (Qld)

National Code of Practice for Providers of Education and Training to Overseas Students 2018 (Cth)
Working With Children (Risk Management and Screening) Act 2000

Education (Overseas Students) Act 2018 (QId)
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This policy is to be read in conjunction with other policies and College guidelines i.e.

5.1 Privacy of Information

7.1 Student Protection Policy

7.1.1 Student Protection Policy Reporting Contact Details

7.2 Positive Blue Card Policy

11.12 Anti-Discrimination Policy

11.2 Duty of Care Policy

11.4 Community Complaints and Feedback Policy

Overseas Student Complaints and Appeals Policy

Overseas Student Conditions of Enrolment

Overseas Student Critical Incident Policy

Overseas Student Deferment, Suspension and Cancellation Policy
Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and Completion
Within Expected Duration

Overseas Student Progress Attendance and Course Duration Policy
Overseas Students Refund Policy

Overseas Student Requirements for Entry Policy

Overseas Student Transfer Request Policy

5. Policy Review

5.1. This policy will be reviewed annually unless otherwise advised.
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Citipointe Citipointe
Christian College Christian College

Overseas Students Homestay Policy INTERNATIONAL

1. Introduction
1.1. Citipointe Christian College and Citipointe Christian College International (The College) is
committed to preventing harm to students and staff by providing a safe and supportive
environment for all students.

1.2. The College and college staff “owe a duty to take reasonable care for the safety and welfare
of all students in their school.” 1°

1.3. A copy of this policy is located on the College’s website'® and in the Overseas Student
Handbook.

2. Scope of the Policy
2.1. This policy applies to college staff, agents, overseas students and their parents/legal
guardians.

3. Policy
3.1. The College will uphold the following principles under this policy:

a) The College believes all homestay students have the right to feel safe, be listened to, be
involved in decisions that affect them, have their cultural values respected, not be unjustly
discriminated against on the basis of their status, activities, expressed opinions or beliefs
of their parents or carers, and have their best interests considered.

b) Students under the care of College should be provided with the knowledge and information
they require to feel empowered to take action in the event of abuse or neglect.

c) The College acknowledges that homestay students are unique and valued individuals and
deserve to be treated with care and respect.

d) The College recognises that respect for homestay students is the foundation upon which
all policies and procedures are developed. We are committed to promoting their wellbeing
and to protecting the security, safety and wellbeing of homestay students under our
protection.

3.2. Visa condition 8532 requires that under 18-year-old students maintain suitable
accommodation, support and general welfare arrangements. Under 18-year-old students may
stay with a parent or suitable relative approved by the Department of Immigration or, if this is
not possible, they may stay in accommodation approved by their education provider.(refer to
Overseas Students Welfare and Accommodation Policy'”).

3.3. The Homestay Program is administered by Citipointe Christian College International. The
College recognises that Risk Management for child protection begins with the recruiting,
screening and selection of the right people to serve as homestay hosts, and continues by
having consistent procedures in place for all homestay hosts to follow, with adequate
management and supervision to ensure they comply with these procedures.

3.4. Selection - Homestay families are chosen from the Church and College community, and
usually have children who attend the College. They are selected with regard to the following
guidelines:

a) The homestay host must be an adult resident in Australia and must provide a stable
family environment.

b) An adult deemed suitable by the College must provide supervision equivalent to that
provided by a parent.

'S Duty of Care Handbook (2018) Independent Schools Queensland p4
16 https://citipointe.qld.edu.au/international-college/overseas-students-policies
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c) The family environment must be suitable for the age and gender of the student, and
English should be the main language spoken in the home.

d) The homestay family will be regular church attendees who will take the student to
church with them each week.

e) No more than two students are to be placed in one homestay. The number of students
in a homestay should reflect the facilities available in the home.

f) The accommodation and facilities provided by the homestay must meet the College’s
requirements for a safe and secure environment, and the College must be notified of any
changes.

g) No student will be placed with a homestay until the accommodation has been inspected
and approved.

3.5. Screening

a) All homestay hosts must be holders of current Blue Cards issued by the
Commission for Children and Young People and Child Guardian. In addition, every
person living with the homestay host who is 18 years or over must be in possession
of a current Blue Card. The only exception is where the homestay host is a relative
of the student.

b) All homestay hosts must provide the names and contact details of two referees, one
preferably their Pastor, and these referees will be contacted to discuss the family’s
suitability to serve as homestay hosts.

c) The College will undertake regular, on at least an annual basis, on-site visits to
homestay hosts to view the accommodation offered.

3.6. Induction - Citipointe Christian College International has a written orientation process which
applies to all homestay hosts and includes procedures for making homestay hosts aware of
the legislation on Child Protection and the Code of Behaviour expected of them. The Induction
process includes, but is not limited to, making homestay hosts aware of the protocols for the
protection of children, such as matters related to being alone with a child, physical contact,
privacy, language, bullying etc. All members of the homestay family must be present during
orientation meetings. On-going training is provided to homestay hosts during regular home
visits and other contact with the Homestay Coordinator.

3.7. Blue Cards
a) This policy is evidence of the College’s commitment to the safety and wellbeing of
children and the protection of children from harm in fulfiiment of the requirements of
section 3(1)(a) of the Working with Children (Risk Management and Screening)
Regulation 2011 (Qld).
b) No card, No start blue card requirements apply for providers of child
accommodation services, unless an exemption applies.
i.  All homestay hosts must have current Blue Cards where required by
legislation.
ii. The College maintains a register of all homestay hosts.
iii.  The College maintains a register of all Blue Card numbers and the dates for
renewal.

3.8. Student Protection Policy

a) Concerns about harm to a homestay student should be reported and managed
under the College’s Protection Policy’®.

b) According to Section 9 of the Child Protection Act 1999 (QId), harm, to a child, is
any detrimental effect of a significant nature on the child’s physical, psychological or
emotional wellbeing.

i It is immaterial how the harm is caused.
ii. Harm can be caused by—
e Physical, psychological or emotional abuse or neglect; or

e Sexual abuse or exploitation.

18 https://citipointe.qld.edu.au/general-forms-policies
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iii. Harm can be caused by—
e A single act, omission or circumstance; or

e A series or combination of acts, omissions or circumstances.

4. Legislative Provisions and Related Documentation

Legislative Provisions

Criminal Code of Queensland Act 1899 (Qld)

Privacy Act 1988 (Cth)

Child Protection Act 1999 (Qld)

Education Services for Overseas Students Act 2000 (Cth)
Education (Accreditation of Non-State Schools) Act 2017 (Qld)
National Code of Practice for Providers of Education and Training to Overseas Students
2018 (Cth)

Working With Children (Risk Management and Screening) Act 2000
e Education (Overseas Students) Act 2018 (Qld)

This policy is to be read in conjunction with other policies and College guidelines i.e.

e 5.1 Privacy of Information

e 7.1 Student Protection Policy

e 7.1.1 Student Protection Policy Reporting Contact Details

e 7.2 Positive Blue Card Policy

e 11.12 Anti-Discrimination Policy

e 11.2 Duty of Care Policy

e 11.4 Community Complaints and Feedback Policy

e Overseas Students Complaints and Appeals Policy

e Overseas Students Conditions of Enrolment

e Overseas Students Critical Incident Policy

e Overseas Students Deferment, Suspension and Cancellation Policy

e Overseas Students Intervention Strategy for Failure to Meet Course Progress, Attendance
and Completion Within Expected Duration

e Overseas Students Progress Attendance and Course Duration Policy

e Overseas Students Refund Policy

e Overseas Students Requirements for Entry Policy

e Overseas Students Transfer Request Policy

e Overseas Students Welfare and Accommodation Policy

5. Policy Review
5.1. This policy will be reviewed annually unless otherwise advised.
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b 2 Rt
e as Citipointe
Citipointe Christian College

Christian College
INTERNATIONAL

Overseas Students Progress, Attendance and Course Duration Policy

1. Introduction

1.1. 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.

1.2. This policy is available to staff and to students.

1.3. A copy of this policy is located on the College’s website'® and in the Overseas Student
Handbook.

2. Scope of the Policy

2.1. This policy applies to college staff, agents, overseas students and their parents/legal
guardians.

3. Policy
3.1. Course Progress

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

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

c) Students who have begun part way through a study period will be assessed according
to the College’s course assessment requirements after completing one full study
period.?°

d) CCC students for Prep -Year 6 (mainstream): Students must demonstrate academic
outcomes each semester that allow them to remain on track for progression to the next
year level. The academic outcomes needed for progression to the next year level a
Sound Achievements (SA), in the core curriculum subjects of English and Maths and fail
no more than 4 other subjects studied in any semester.

Academic progress must allow entry into the following year level. Student progress in
attaining entry into the following year level and the identification of students at risk of

not doing so is monitored by class and EAL/D teachers with consultation from student
support department as required.

CCC students for Year 7-10 (mainstream):

Years 7-8: To demonstrate satisfactory course progress, the student will need to
achieve a Sound Achievement (SA), in English, Maths and fail no more than 3 elective
subjects studied in any semester.

Year 9: To demonstrate satisfactory course progress, the student will need to achieve a
Sound Achievement (SA), in English, Maths and fail no more than 2 elective subjects
studied in any semester.

Year 10: To demonstrate satisfactory course progress, the student will need to achieve
a Sound Achievement (SA), in English, Maths and fail no more than 1 elective subject
studied in any semester.

Academic progress must allow entry into the following year level. Student progress in
attaining entry into the following year level and the identification of students at risk of not
doing so is monitored by teachers reporting any concerns raised by student involvement

19 https://citipointe.qld.edu.au/international-college/overseas-students-policies
20 Note: not all study periods equate to a semester.
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in class activities and formative assessments to Heads of Learning Area, Heads of
Year, the Head of Additional Needs and the Secondary Assistant Head of Teaching and
Learning; by teachers generating a notification of a failed assessment that is copied to
parents, Heads of Learning Area and Heads of Year; by the Secondary Assistant Head
of Curriculum; by the Head of Secondary compiling a breakdown of students at risk from
semester reports and directing senior staff to follow up depending on the specific
student circumstances.

CCC students for Year 11-12 (mainstream) - 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.
Student progress in attaining QCE credit and the identification of students at risk of not
doing so is monitored by teachers reporting any concerns raised by student involvement
in class activities and formative assessments to Heads of Learning Area, Heads of
Year, the Head of Additional Needs and the Secondary Assistant Head of Teaching and
Learning; by teachers generating a notification of a failed assessment that is copied to
parents, Heads of Learning Area and Heads of Year; by the Secondary Assistant Head
of Curriculum and Head of Student Pathways running QCE eligibility reports from the
QCAA Portal; by the Head of Secondary compiling a breakdown of students at risk from
semester reports and directing senior staff to follow up depending on the specific
student circumstances.
CCCl students: ELICOS Students aiming to enter mainstream Years 7-9 must attain
level 5+ on the EAL/D Secondary Bandscales within 2 semesters. ELICOS Students
aiming to enter mainstream Years 10-11 must attain level 6 on the EAL/D Secondary
Bandscales within 2 semesters or such other times as indicated on their CoE. The
ELICOS student must be able to progress into mainstream studies at the required
mainstream level and within the agreed timeframe as indicated on their CoE

e) If at the end of a study period a student does not achieve satisfactory course progress
as described above, the Head of School 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 Principal Administrator of International College and the student to
develop an intervention strategy for academic improvement. This may include:

i. After hours tutorial support

ii. Subject tutorial support in class time
iii. Mentoring
iv. Additional EAL/D support
V. Change of subject selection, or reducing course load (without affecting course

duration)
Vi. Offer to repeat a year level (requiring an extension of course duration under item
3.2 c) of this policy)
Vii. Counselling — time management
viii. Counselling -academic skills

iX. Counselling — personal

X. Other intervention strategies as deemed necessary

Xi. For ELICOS students — opportunity to repeat a level of study which may result in an
extension to the student’s original intended duration of study in the ELICOS course.
Note: this option can only be utilised where the student will not exceed the
College’s registered course duration of 50 weeks.

Xii. For ELICOS students — At the College’s discretion, and if appropriate, entry into
mainstream studies at a lower year level than originally accepted in the student’s
written agreement.

f) 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
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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.

g) The student’s individual strategy for academic improvement will be monitored over the
following study period by Head of Year/Department, teachers, support staff in subject
areas and records of student response to the strategy will be kept. Parents will be kept
informed of the student’'s academic progress while the student is receiving formal
intervention.

h) For CCCI Students - If following support and intervention the ELICOS student cannot,
or will not, meet the required English language benchmark for entry into their requested
mainstream course, the school’s Conditions of Enrolment specified in the written
agreement and Requirements for Entry policy will apply.

i) For CCC Students (mainstream) - If the student does not achieve satisfactory course
progress by the end of the next study period, the College will advise the student in
writing of its intention to report the student for breach of visa condition 8202, and that
they have 20 working days in which to access the College’s Overseas Students
Complaints and Appeals Policy process. The notification of intention to report will be
issued to the student prior to the commencement of the next semester and as soon as
practicable, after academic results have been finalised?'.

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 the College, he/she
may contact the Overseas Student Ombudsman at no cost. Please see College’s
Overseas Students Complaints and Appeals Policy for further details.

The Head of School is available to meet with the student at any time during this
process, however this in no way negates the College’s legislated obligation to advise
the student in writing of its intention to report the student for breach of visa condition
8202.

) The school will notify the ESOS agency via PRISMS of the student not achieving
satisfactory course progress as soon as practicable where:
i. the student does not access the complaints and appeals process within 20 days, or
ii. the student withdraws from the complaints and appeals process by notifying the
Principal of the College in writing, or
iii. the complaints and appeals process, including any external appeal made by the
student, results in a decision in favour of the school.

3.2. Completion within expected duration of study
a) As noted in 3.1.a., the school will monitor, record and assess the course progress of
each student for the course in which the student is currently enrolled.

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

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

2! In relation to a Semester 2 ‘Intention to Report’ notifications, the student will be issued the ‘Intention to Report’ notification report by the
end of the academic year.
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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 Home Affairs (Immigration)
to seek advice on any potential impacts on their visa, including the need to obtain a new
visa.

3.3. Monitoring Course attendance

a)

b)

c)

f)

Satisfactory course attendance is attendance of 80% of scheduled course contact
hours.??

Student attendance is:

i. checked and recorded daily

ii. assessed regularly

iii. recorded and calculated over each study period.

Late arrival at College will be recorded and will be included in attendance calculations
for a continuing student. Where the student has not commenced the course of study,
the College may negotiate a new start day as recorded in PRISMS.

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.

Any absences longer than five [5] consecutive days without approval will be
investigated.

Student attendance will be monitored by Registrar’'s Assistant every 2 weeks over a

study period to assess student attendance using the following method:

i. The College will calculate attendance using a formula based on the number of days
/part days absent.

ii. Forexample, a 20 week study period with 5 days a week would equal 100 College
days. 20% of this is 20 College days (holidays may be included in the calculations).

iii. The monitoring process will include a review of the reasons given for student absence,
including a determination of whether compassionate and compelling circumstances
apply (as per Definition, below).

iv. Where a student’s absences represent grounds for the student to apply and be
approved for a deferment of study or temporary suspension of enrolment, those
absences will not be included in the student’s attendance calculations for that study
period (see the College’s Deferment, Suspension and Cancellation Policy).

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

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

If the calculation at 3.3.f. indicates that the student has passed the attendance has
fallen below the 80% attendance threshold for the study period, The College will assess
the student against the provisions of ltem 3.3.i. (below). Where the student has failed to
meet the minimum attendance requirement, and Item 3.3.i. does not apply, the College
will promptly advise the student of its intention to report the student for breach of visa
condition 8202, and that he/she has 20 working days in which to access the College’s
internal complaints and appeals process.

The College will notify the ESOS agency via PRISMS of the student not achieving
satisfactory course attendance as soon as practicable where:

i. the student does not access the complaints and appeals process within 20 days
ii. the student withdraws from the complaints and appeals process by notifying the

22 Note: the National Code St 8 specifies a minimum attendance requirement of 80%, or under certain conditions, of 70% as outlined in St
8.15. The College requires a minimum attendance rate of 80%.
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Principal of The 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 College.

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

i. the student produces documentary evidence clearly demonstrating compassionate or
compelling circumstances e.g., medical illness supported by a medical certificate or as
per Definition, below, and

ii. 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 3.3.f. with
the following change; number of study days x number of days per week x 30%.

) 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 3.3.h. — 3.3.i.

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

ii. bereavement of close family members such as parents or grandparents (with evidence
of death a certificate if possible)

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

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

v. where the school was unable to offer a pre-requisite unit

vi. 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.

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

c) School day — any day for which the school has scheduled course contact hours.

d) Study period

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

- for the purpose of monitoring course progress in ELICOS, a study period is a term

- 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
2in Year 11 or Units 3 and 4 in Year 12)

e) Core Subjects — are the subjects that the student must achieve a sound achievement
in, as outlined in Section 3.1 d) of this policy.

3 Preparatory — Year 6
2 Years 7-10
% Years 11-12
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f) 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.

Legislative Provisions and Related Documentation

Legislative Provisions

Privacy Act 1988 (Cth)

Education Services for Overseas Students Act 2000 (Cth)

Education (Accreditation of Non-State Schools) Act 2017 (Qld)

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

Education (Overseas Students) Act 2018 (Qld)

This policy is to be read in conjunction with other policies and College guidelines i.e.

5.1 Privacy of Information

7.1 Student Protection Policy

11.12 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy

Overseas Student Complaints and Appeals Policy

Overseas Student Conditions of Enrolment

Overseas Student Critical Incident Policy

Overseas Student Deferment, Suspension and Cancellation Policy

Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and

Completion Within Expected Duration

Overseas Students Refund Policy

Overseas Student Requirements for Entry Policy

Overseas Student Transfer Request Policy

Overseas Student Welfare and Accommodation Policy

Policy Review

5.1. This policy will be reviewed annually unless otherwise advised.
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i~ Citipointe
Citipointe Christian College

Christian College
Overseas Students Transfer Request Policy INTERNATIONAL

1. Introduction

1.1. Citipointe Christian College (the College) anticipates that a student will complete their course
of study as indicated on their Confirmation of Enrolment (CoE). Students wishing to transfer
from the College will need to comply with this policy.

1.2. A copy of this policy is located on the College’s website?® and in the Overseas Student
Handbook.

2. Scope of the Policy
2.1. The College’s Overseas Student Transfer Policy and processes apply to:

a) overseas students requesting to transfer prior to completing the first six months of their first
registered school sector course or

b) 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 College holds welfare
responsibility via a CAAW.

3. Policy

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

a) 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:

i. Ifthe student’s course or school becomes unregistered

ii. The school has a government sanction imposed on its registration

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

iv. If the student is granted a release in PRISMS.

b) 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.

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

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

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

iii. The student provides evidence of compassionate or compelling circumstances.

iv. The College fails to deliver the course as outlined in the written agreement.

26 https://citipointe.gld.edu.au/international-college/overseas-students-policies
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v. The student provides evidence that their reasonable expectations about their current
course are not being met.

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

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

viii. Any other reason stated in the policies of the College.

d) Students under 18 years of age MUST:
l. Written evidence that the student’s parent(s)/legal guardian supports the transfer
application

Il. 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.

e) The 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:
l. The student’s progress is likely to be academically disadvantaged

Il. The College is concerned that the student’s application to transfer is a consequence
of the adverse influence of another party

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

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

V. Tuition fees have not been paid for the current semester.

f) To apply for transfer to another provider, students need to:
l. Complete an Overseas Students Transfer Application

Il. Give this completed application form and a valid offer of enrolment from another
provider to the Registrar?’ for assessment.

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

g) The College will assess the student’s transfer request application and notify the student
of a decision within 10 working days.

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

i) If the College intends to refuse the student’s transfer application request, The College will
provide the student with reasons for refusal in writing and include a copy of the College's
Oversea Students Compliant and Appeals Policy The student has the right to access the
College's Oversea Students Complaint and Appeals process and has 20 working days to
do this. The student’s transfer request application will only be finalised in PRISMS after
one of the following occurs:

I.  the student confirms in writing they choose not to access the College’s Oversea
Students Complaint and Appeals process, or

Il. the student confirms in writing they withdraw from any complaint and appeals
process they have commenced, or

27 emailed to the Registrar at enrolments@citipointe.gld.edu.au or submitted by mail to: Citipointe Christian College, 322
Wecker Road, Carindale QLD 4152 c/o The Registrar
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[l the appeals process is completed, and a decision has been made in favour of the
student or the College.

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

3.2. Student who are no longer subject to the transfer restriction but where the College
holds welfare responsibility via a CAAW.
a) Students under 18 years of age MUST have:
l. Written evidence that the student’s parent(s)/legal guardian supports the transfer
application

Il. 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

b) To apply for transfer to another provider, students need to:
l. Complete an Overseas Students Transfer Application

Il. Give this completed application form and a valid offer of enrolment from another
provider to the Registrar?® for assessment and response within 10 working days.

Il If under 18 years of age, attach written confirmation of support for the transfer to the
nominated provider by a parent/s or legal guardian/s.

In this case, the valid offer of enrolment must confirm acceptance of responsibility for
approving the student’'s accommodation, support and general welfare arrangements
from the proposed date of the student’s release from Name of School in accordance
with Standard 5 (Younger overseas students) of the 2018 National Code of Practice
for Providers of Education and Training for Overseas Students.

c) The College will negotiate the welfare transfer date with the receiving provider and will
advise the student of the welfare transfer date within 10 working days.

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

4. Legislative Provisions and Related Documentation
Legislative Provisions

Privacy Act 1988 (Cth)

Education Services for Overseas Students Act 2000 (Cth)

Education (Accreditation of Non-State Colleges) Act 2017 (Qld)

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

e Education (Overseas Students) Act 2018 (Qld)

This policy is to be read in conjunction with other policies and College guidelines i.e.

5.1 Privacy Policy

7.1 Student Protection Policy

11.12 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy
Fee Information

Overseas Student Complaints and Appeals Policy
Overseas Student Conditions of Enrolment
Overseas Student Critical Incident Policy

2 emailed to the Registrar at enrolments@citipointe.gld.edu.au or submitted by mail to: Citipointe Christian College, 322
Wecker Road, Carindale QLD 4152 c/o The Registrar
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e Overseas Student Deferment, Suspension and Cancellation Policy

e Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and
Completion Within Expected Duration

Overseas Student Progress Attendance and Course Duration Policy

Overseas Students Refund Policy

Overseas Student Requirements for Entry Policy

Overseas Student Welfare and Accommodation Policy

5. Policy Review

5.1. This policy will be reviewed annually unless otherwise advised.
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. ‘ Citipointe
Citipointe Christian College

Christian College

INTERNATIONAL
Overseas Students Deferment, Suspension and Cancellation Policy
1. Introduction

1.1. This policy is designed to provide a procedure for assessing, approving and recording
deferment of the commencement of study, suspension of study or cancellation of study for
overseas students and is in harmony with the requirements and conditions set by Citipointe
Christian College (the College), and with legislative requirements of the State of Queensland
and the Commonwealth of Australia.

1.2. A copy of this policy is located on the College’s website?® and in the Overseas Student
Handbook.

2. Scope of the Policy

2.1. This policy applies to college staff, agents, overseas students and their parents/legal
guardians.

3. Policy
3.1. Communicating with families about changes in enrolment status

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

3.1.2. Parents must therefore keep the College informed of their current contact details, as
per the conditions of the student visa. The College will verify and update contact
details every 6 months.

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

3.2. Student-Initiated Changes in Enrolment
3.2.1. Deferment of commencement of study requested by student

a) The College will only grant a deferment of commencement of studies for
compassionate and compelling circumstances. These include but are not limited
to:

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

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

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

2 https://citipointe.qld.edu.au/international-college/overseas-students-policies
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b)

c)

d)

iv. atraumatic experience which has impacted on the student (these cases
should be where possible supported by police or psychologists’ reports).
v. after undertaking ELICOS studies, the student has not/will not meet the
English language benchmark required for entry into the desired course,
and the College is willing to defer the student's commencement in the
course until a later date when the required benchmark is achieved.
Note: an application to defer commencement in a mainstream course can
only be supported where the student will not exceed the maximum duration
for the College’s ELICOS course (see written agreement conditions and
Overseas Student Requirements for Entry policy).

All applications for deferment will be considered within 10 working days.

The final decision for assessing and granting a deferment of commencement of
studies lies with the Registrar and Principal. Where a student’s request to defer
his/her commencement of studies is refused, the student has a right of appeal
(see the College’s Overseas Student Complaints and Appeals policy, refer to (
https://citipointe.qld.edu.au/international-college/overseas-students-policies ).

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

3.2.2. Suspension of study requested by student

a)

c)

Once the student has commenced the course, the College will only grant a
suspension of study for compassionate and compelling circumstances. These
include but are not limited to:
i. illness, where a medical certificate states that the student was unable to
attend classes
ii. bereavement of close family members such as parents or grandparents
(where possible a death certificate should be provided)
iii. major political upheaval or natural disaster in the home country requiring
emergency travel that has impacted on studies
iv. a traumatic experience which has impacted on the student (these cases
should be where possible supported by police or psychologists’ reports).
v. Student return to their home country to sit a university exam (or similar
assessment) which impacts upon their education

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

Temporary suspensions of study cannot exceed 6 months duration.

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.

The period of suspension will not be included in attendance calculations.
Applications will be assessed on merit by the Heads of Schools and the Registrar.

Some examples of circumstances that may not be considered compassionate and
compelling at the 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.
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NOTE: These circumstances do not constitute grounds for suspension of
enrolment and any absences for these reasons will be included in
attendance calculations.

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 Confirmation of Enrolment (CoE) and student visa
will be considered. Any implications will be communicated to students.

i)  All applications for suspension will be considered within 10 working days.

j)  The final decision for assessing and granting a suspension of studies lies with the
Principal after considering the assessment of the application conducted by the
Heads of Schools and the Registrar. Where a student’s request to suspend studies
is refused, the student has a right of appeal (see the College’s Overseas Student
Complaints and Appeals policy, refer to ( https://citipointe.qld.edu.au/international-
college/overseas-students-policies ).

3.2.3. 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 Registrar and Principal. Please see the
College’s Overseas Student Refund Policy for information regarding refunds (
https://citipointe.qld.edu.au/international-college/overseas-students-policies ).

b) A student will be deemed to have inactively notified the College of cancellation of
enrolment where:

i. the student has not yet finished his/her course/s of study with the College, and

ii. does not resume studies at the College within 14 days after a holiday break,
and

iii. the student has not previously provided the College with written notification of
withdrawal.

c) Student-initiated cancellation of enrolment, including “inactive” cancellation of
enrolment in section 3.2.3.b), is not subject to the College’s Grievance, Disputes
and Complaints.

3.3. College-initiated changes in enrolment

3.3.1. College-initiated exclusion from class or suspension from attending the College
(no impact on CoE)

a) The 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 the College Student Code of Conduct.2°

b) Students may also be excluded from class or 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 written agreement.

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

Excluded or suspended students must abide by the conditions of their exclusion
from studies and must adhere to any welfare and accommodation arrangements
in place, as determined by the Principal Administrator of the International College
and the Principal.

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.

Exclusions from class or suspensions from school under this section of the policy:
i. will not be included in attendance calculations for the study period,

ii. will not impact the CoE or study, and

iii. will not be recorded on PRISMS

iv. will not be visible to the Department of Home Affairs (Immigration).

3.3.2. College-initiated suspension of enrolment (CoE will be impacted)

a)

b)

d)

9)

h)

The College may initiate a suspension of studies for a student on the grounds of
misbehaviour by the student. Suspension will occur as the result of any behaviour
identified as resulting in suspension in the College’s Code of Conduct.

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

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

Suspended students must abide by the conditions of their suspension from
studies and must adhere to any welfare and accommodation arrangements in
place, as determined by the Principal Administrator of the International College or
the Principal.

Students who 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).

If special circumstances exist, the student must abide by the conditions of his or
her suspension which will depend on the welfare and accommodation
arrangements in place for each student and which will be determined by the
Principal Administrator of the International College or the Principal.

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).

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

3.3.3. College-initiated cancellation of enrolment (CoE will be impacted)

a)

The College will cancel the enrolment of a student under the following conditions:

i. Any breach of an agreed condition of enrolment as outlined in the student’s
written agreement, including failure to disclose information required by the
school at the point of application or a pre-existing condition requiring a high
degree of specialised support or care.
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b)

c)

d)

9)

i)

ii. Failure to pay course fees.

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

iv. Any behaviour identified as resulting in cancellation in the College’s Code of
Conduct in the Primary, Secondary and Overseas Parent Handbooks and
Student Diaries.

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

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

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

For the duration of the internal appeals process, the College will maintain the
student’s enrolment and the student will attend classes as normal. Alternatively,
the Heads of Schools will determine if participation in studies will be in class or
under a supervised arrangement outside of classes.

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

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

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

3.4. Student to Seek Information from Department of Immigration

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

3.5. Definitions, Terms, Acronyms

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’.
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Confirmation of Appropriate Accommodation and Welfare (CAAW) - A letter created by
the College at the same time as the Confirmation of Enrolment (CoE) confirming that the
College is taking responsibility for, or is approving, suitable arrangements for the overseas
student’s accommodation, welfare and support in Australia. If a parent, legal custodian, or
an eligible relative is taking responsibility for the overseas student’'s accommodation, welfare
and support in Australia, the College need not issue a CAAW letter.

Confirmation of Enrolment (CoE) - 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.

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

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.

ELICOS - English Language Intensive Courses for Overseas Students

Exclusion from class - When a student is not allowed to attend classes for a period of time
by may access learning material offline.

Extenuating circumstances relating to the welfare of the student - This refers to

student’s health or wellbeing, or the wellbeing of others and if it is likely to be at risk.

Examples include:

o the student refuses to maintain approved welfare and accommodation arrangements
(for students under 18 years of age)

o the student is missing

o the student has medical concerns or severe depression or psychological issues which
lead the College to fear for the student’s wellbeing

o the student has engaged or threatened to engage in behaviour that is reasonably
believed to endanger the student or others

+ is at risk of committing a criminal offence, or

+ the student is the subject of investigation relating to criminal matters.

Parent/Guardian - The parent(s) or guardian(s) of the overseas student (or intending
overseas student) who signed the letter confirming the overseas student’s offer of placement
at the College.

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.

Standard - Refers to the Standards set out in the National Code of Practice for Providers of
Education and Training to Overseas Students 2018 (Cth).
https://internationaleducation.gov.au/requlatory-information/Pages/National-Code-2018-
Factsheets-.aspx

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.

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
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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.

Visa Condition 8532 - requires that under-18-year-old students maintain suitable
accommodation, support and general welfare arrangements. Under-18-year-old students
may stay with a parent or suitable relative or, if this is not possible, they may stay in
accommodation approved by their education provider.*?

4. Legislative Provisions and Related Documentation
Legislative Provisions

Privacy Act 1988 (Cth)

Education Services for Overseas Students Act 2000 (Cth)

Education (Accreditation of Non-State Schools) Act 2017 (Qld)

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

Education (Overseas Students) Act 2018 (QId)

ThIS policy is to be read in conjunction with other policies and College guidelines i.e.

5.1 Privacy Policy

7.1 Student Protection Policy

11.12 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy

Overseas Student Complaints and Appeals Policy

Overseas Student Conditions of Enrolment

Overseas Student Critical Incident Policy

Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and
Completion Within Expected Duration

Overseas Student Progress Attendance and Course Duration Policy
Overseas Students Refund Policy

Overseas Student Requirements for Entry Policy

Overseas Student Transfer Request Policy

Overseas Student Welfare and Accommodation Policy

5. Policy Review

5.1. This policy will be reviewed annually unless otherwise advised.
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Citipointe
Christian College

Citipointe
Christian College
Overseas Students Complaints and Appeals Policy INTERNATIONAL

1. Introduction

1.1.

1.2.

1.3.

The College has policies to facilitate the resolution of complaints and appeals.

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 within 7
days of the commencement of student attendance of the enrolled course.

A copy of this policy is located on the College’s website®? and in the Overseas Student
Handbook.

2. Scope of the Policy

2.1

This policy applies to college staff, agents, overseas students and their parents/legal
guardians.

3. Policy

3.1,
a)

Purpose

The purpose of the 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 the College, or an education agent or third party engaged by
the College to deliver a service on behalf of the 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 College’s Student Code of Conduct Policy.

Informal Complaints Resolution

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

Students should contact the class teacher, the Head of Student Care or Head of Year 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 Head of
School and/or Principal. The College’s internal formal complaints and appeals handling
procedure will be followed.

Formal Complaints Handling Procedure

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

The student must notify the College in writing of the nature and details of the complaint or
appeal. The Overseas Student Complaint form is located on the College website at
https://citipointe.gld.edu.au/international-college/overseas-students-policies

Written complaints or appeals are to be lodged with the Head of School and then the Principal.
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 College 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 20 working
days or as soon as practicable.
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)

3.4.

3

b)

5.
a)

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.

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, the 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 College 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 College 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

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 Commonwealth
Ombudsman at no cost. Please see:
https://www.ombudsman.gov.au/complaints/international-student-complaints or phone 1300
362 072 for more information.

If the student wishes to appeal a decision made by the 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 Commonwealth 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 the 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 Commonwealth 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
Nothing in the School’'s Complaints and Appeals Policy negates the right of an overseas
student to pursue other legal remedies.

3.6.Definitions

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

Student - a student enrolled at the 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/agent not involved in the
complaint/appeal

4. Legislative Provisions and Related Documentation

Legislative Provisions

Privacy Act 1988 (Cth)
Education Services for Overseas Students Act 2000 (Cth)
Education (Accreditation of Non-State Schools) Act 2017 (Qld)
National Code of Practice for Providers of Education and Training to Overseas Students 2018
(Cth)
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e Education (Overseas Students) Act 2018 (Qld)
This policy is to be read in conjunction with other policies and College guidelines i.e.

5.1 Privacy Policy

7.1 Student Protection Policy

11.12 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy

Overseas Student Conditions of Enrolment

Overseas Student Critical Incident Policy

Overseas Student Deferment, Suspension and Cancellation Policy
Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and
Completion Within Expected Duration

Overseas Student Progress Attendance and Course Duration Policy
Overseas Students Refund Policy

Overseas Student Requirements for Entry Policy

Overseas Student Transfer Request Policy

Overseas Student Welfare and Accommodation Policy

5. Policy Review

5.1. This policy will be reviewed annually unless otherwise advised.
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Ci Citipointe
Christian College Christia?m College
Overseas Students Refund Policy INTERNATIONAL

1. Introduction
1.1. As a Registered Provider, Citipointe Christian College (the College) requires prepayment of
fees in advance as specified in the Course Handbook and/or Letter of Offer. Only then is a
Confirmation of Enrolment (CoE) issued. The CoE is needed to apply for a student visa.

1.2. 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.

1.3. A copy of this policy is located on the College’s website3* and in the Overseas Student
Handbook.

2. Scope of the Policy
2.1. This policy outlines refunds applicable to:
a) Course fees paid to Citipointe Christian College or Citipointe Christian College
International including any course fees paid to an education agent to be remitted to the
College.
b) Fees paid to the College for the organisation of homestay accommodation.

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

3. Policy
3.1. The enrolment fee is non-refundable.

3.2. Payment of Course Fees and Refunds
a) Fees are payable according to the fees schedule published annually on the College
website, Handbook, and/or the College Invoice to parents

b) An itemised list of the College’s fees is provided in the 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
College receives written advice from the person who enters the written agreement to pay
the refund to someone else.

3.3. All notification of withdrawal from a course, or applications for refunds, must be made in
writing and submitted to the Principal or Registrar.

3.4. Student default because of visa refusal

a) If a student produces evidence of visa refusal (or provides permission for the College 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 College will refund
within four (4) weeks of receiving a written claim from the student the total amount of

34 https://citipointe.qld.edu.au/international-college/overseas-students-policies
3 In regard to external parties that are not engaged by the College.
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course fees® received by the College before the student’s default day, minus the lessor
of the following amounts:

l. 5% of the amount of course fees received by the provider in respect of the
student before the default day;
. $500.

b) If a student whose visa has been refused withdraws from the course after it has
commenced, the College will retain the amount of course fees proportionate to the
amount of the course the student has undertaken and will refund any unused course
fees® received by the College with respect to the student within the period of four (4)
weeks after the day of student default.

3.5. Student Default

a) Any amount owing under this section will be paid within 4 weeks of receiving a written
claim from the person who entered into the written agreement (the parent(s)/legal
guardian of the student, whether under 18 or not), with sufficient details to refund to the
person who entered into the written agreement, or within 2 months if a written claim is not
received, provided the College has sufficient details to refund to the person who entered
into the written agreement.

b) Eight (8) Tuition weeks’ notice in writing must be given when withdrawing a student from
the College. Otherwise eight (8) tuition weeks will be charged. If notice of less than eight
(8) tuition weeks is given, then a charge will be applied for the difference between the
notice given and the eight (8) weeks required.

E.g. - Five (5) weeks’ notice would result in a three (3) weeks tuition charge. Any
balance will be refunded to the person who entered into the written agreement. Notice
must be given to the Principal or Registrar in writing signed by the person who entered
into the written agreement (the parent/guardian of the student, not the student
themselves). Details of the account where the refund is to be paid must be provided.

c) Non-Tuition fees and costs will be refunded as follows:

i) Uniforms — non-refundable, however provision to re-sell uniform items is provided.

ii) Stationery — non-refundable as the student retains the items.

iii)  iPad, AppleCare+, Logitech case, Apple Pencil - non-refundable as the student
retains the items.

iv)  Homestay Placement Fee/Accommodation Approval Fee — non-refundable.

V) Homestay Fee— refundable — The College will refund any unused Homestay Fees.

vi)  Homestay Relocation Fee - non-refundable.

vii)  Bus Fees - The College will refund any unused Bus Fees.

viii)  Co-curricular Programs - non-refundable as fees are invoiced per lesson/session.

d) Any refund in the case of cancellation of a student’s enrolment for failure to maintain
CCC and CCCI agreed conditions of enrolment as outlined in the student’s written
agreement, including failure to disclose a pre-existing condition requiring a high degree
of specialised support or care, will be at the discretion of the College. In this instance, a
fee equivalent to 8 weeks’ term time notice as per contract of enrolment may be payable.

e) If tuition fees have been received for more than 1 semester, refund provisions under (b)
will apply for the first semester and any balance of unused tuition fees after this will be
refunded.

f) No refund of tuition fees and non-tuition fees will be made where a student’s enrolment is
cancelled for any of the following reasons:

i) Failure to maintain satisfactory course progress (visa condition 8202).

ii) Failure to maintain satisfactory attendance (visa condition 8202).

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

iv) Failure to pay course fees.

v) Any behaviour identified as resulting in enrolment cancellation in the College’s
Student Code of Conduct Policy.

% Refer to section 3.9 for definition of “course fees”.
37 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) Insturment 2024).
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Q) If the College cancels a student’s enrolment for failure to maintain agreed conditions as
outlined in the student’s written agreement, including failure to disclose required
information at the point of application or a pre-existing condition requiring a high degree
of specialised support or care, any refund of tuition fees will be at the discretion of the
school.

3.6. Provider Default
Provider Default is covered by the provisions of the ESOS Act 2000 and the ESOS
Regulations 2019.

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

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

c) In the event that the College is unable to fulfil its obligations of providing an agreeable
alternative course for the student, or a refund, the student will receive assistance from
the Australian government’s Tuition Protection Service. For information on the TPS,
please see: https://tps.gov.au/StaticContent/Get/Studentinformation.

*Calculation of the refund due in this case is prescribed by a legislative instrument (s.7 of
Education Services for Overseas Students (Calculation of Refund) Instrument 2024).

d) If for any reason the College is unable to offer a course on an agreed starting day for the
course, and the student for some reason cannot be placed or refuses placement in an
alternative course arranged by the College, a full refund of any unused non-tuition fees
and costs received by the College with respect to the student will be refunded as follows
within 14 days of the agreed course starting day:

i) Uniforms — non-refundable, however provision to re-sell uniform items will be
provided.

ii) Stationery — non-refundable as the student retains the items.

i)  iPad, AppleCare+, Logitech case, Apple Pencil - non-refundable as the student
retains the items.

iv)  Homestay Placement Fee/Accommodation Approval Fee — non-refundable.

V) Homestay Fee— refundable — The College will refund any unused Homestay Fees.

vi)  Homestay Relocation Fee - non-refundable.

vii)  Bus Fees - The College will refund any unused Bus Fees.

viii)  Co-curricular Programs - non-refundable as fees are invoiced per lesson/session.

3.7. This written agreement, and the right to make complaints and seek appeals of decisions and
action under various processes, does not affect the rights of the student to take action under
the Australian Consumer Law if the Australian Consumer Law applies.

3.8. If the student has a change of visa status, e.g. from a Student Visa to a temporary or
permanent resident visa, applicable fees will be calculated from the date the
student/parent/guardian provides a copy of the new passport/visa.

3.9. Definitions

Course fees — includes tuition fees and non-tuition fees.

Tuition fees — Fees directly related to the provision of a course to the student®®
including term/semester tuition fees.

38 Education Services for Overseas Students Act 2000 (Cth) S7
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Non-tuition fees — fees not directly related to provision of the student’'s course,
including but not limited to: Overseas student health cover, homestay fees, homestay
placement fee, accommodation approval fee, welfare fee, uniform costs. Stationery
costs.

Unused tuition fees - tuition fees received by the College for a study period before
the student begins the study period or the portion of the study after commencement
where tuition is not offered. In the case of the College not being able to provide the
course in which the student is enrolled, unused tuition fees will be calculated according
to a Legislative Instrument: Education Services for Overseas Students (Calculation of
Refund) Instrument 2024.

Unused non-tuition fees: non-tuition fees received by the College for a study period
before the student begins the study period or the portion of the study after
commencement where tuition is not offered. In the case of the College not being able
to provide the course in which the student is enrolled, unused non-tuition fees will be
calculated according to a Figure 1.

Term: There are four (4) terms per year, each of approximately ten (10) weeks, with
2-3 week holiday periods between terms. The long summer holiday of 7-8 weeks
occurs during December and January.

Semester: One (1) semester comprises of two (2) terms of study

Figure 1 (Adapted from ASQA — Refunding Students)
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4. Legislative Provisions and Related Documentation
Legislative Provisions
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Privacy Act 1988 (Cth)
Education Services for Overseas Students Act 2000 (Cth)
Education (Accreditation of Non-State Colleges) Act 2017 (Qld)

National Code of Practice for Providers of Education and Training to Overseas Students

2018 (Cth)
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CHRISTIAN OUTREACH CENTRE frading as


https://www.legislation.gov.au/F2024L01231/asmade/text
https://www.legislation.gov.au/F2024L01231/asmade/text
https://www.asqa.gov.au/default-obligations-guide/student-obligations/refunding-students

e Education (Overseas Students) Act 2018 (Qld)

This policy is to be read in conjunction with other policies and College guidelines i.e.
e 5.1 Privacy Policy

7.1 Student Protection Policy

11.12 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy

Fee Information

Overseas Students Complaints and Appeals Policy

Overseas Students Conditions of Enrolment

Overseas Students Critical Incident Policy

Overseas Students Deferment, Suspension and Cancellation Policy

Overseas Students Homestay Policy

Overseas Students Intervention Strategy for Failure to Meet Course Progress,

Attendance and Completion Within Expected Duration

Overseas Students Progress Attendance and Course Duration Policy

Overseas Students Requirements for Entry Policy

Overseas Students Transfer Request Policy

Overseas Students Welfare and Accommodation Policy

5. Policy Review
5.1. This policy will be reviewed annually unless otherwise advised.

Version 3.1 2026
CHRISTIAN OUTREACH CENTRE frading as
CITIPOINTE CHRISTIAN COLLEGE and CITIPOINTE CHRISTIAN COLLEGE INTERNATIONAL CRICOS PROVIDER CODE: 00996F

53 QUALITY
STUDY IN AUSTRALIA ENDORSED
CENTRE


https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/enrol/enrolling-at-citipointe
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies

P

e, 7

Citipointe Citipointe
Christian College Christian College
INTERNATIONAL

Overseas Student Critical Incident Policy

1. Introduction

1.1 Citipointe Christian College and Citipointe Christian College International (henceforth referred
the College) is committed to preventing harm to students and staff by providing a safe and
supportive environment for all students.

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

1.3 Overseas students studying at Citipointe Christian College and Citipointe Christian College
International are supported by a series of policies to ensure their safety and wellbeing at the
College. They are supported by their teachers, College counsellors, Student Protection
Contact Officers and Homestay Coordinators to provide the best environment possible for
them to achieve the best academic outcomes and a positive educational experience. Every
Overseas Student is required to comply with the Critical Incident policies that apply to local
students. However, the College has additional processes to address emergency incidents,
providing 24-hour emergency contact persons.

1.4 A copy of this policy is located on the College’s website®® and in the Overseas Student
Handbook.

1.5 Overseas students 24-hour emergency contact (contact details provided to students during
orientation):
* Homestay Coordinator: 0412 304 375

2. Scope of the Policy

2.1 This policy applies to college staff, agents, international students and their parents/legal
guardians.

3. Policy
3.1 Critical Incidents:

a) A critical incident is a traumatic event, or the threat of such (within or outside Australia)
which causes extreme stress, fear or injury that may affect the student’s ability to
undertake or complete their course. This may include, but are not limited to:

i.  Serious injury, illness or death of a student or staff

ii.  Students or staff lost or injured on an excursion

iii. A missing student

iv. Severe verbal or psychological aggression

v. Physical assault

vi. Student or staff witnessing a serious accident or incident of violence

vii. Natural disaster e.g. earthquake, flood, windstorm, hailstorm or extremes of
temperature

viii. Fire, bomb threat, explosion, gas or chemical hazard

ix. Social issues e.g. drug use, sexual assault

39 https://citipointe.qld.edu.au/international-college/overseas-students-policies
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3.2 Critical Incident Committee

a) The College has a Critical Incident Committee to assist the Principal in the prevention and
management of critical incidents at the College, or off campus in the case of an overseas
student for whom the College has undertaken welfare responsibilities.

b) The Principal Administrator of the International College is the overseas student critical
incident team leader.

c) The Critical Incident Committee may include:

i
ii.
iii.
iv.
V.
Vi.
Vii.
viii.

the Principal

Heads of School

Heads of Year

the College counsellor
Student Protection Officer
Homestay Coordinator
Chief Warden

WSHO

d) The responsibilities of the committee include:

iv.

Vi.

Vii.
Viii.

Xi.
Xii.
Xiii.

Xiv.

risk assessment of hazards and situations which may require emergency action
analysis of requirements to address these hazards

establishment of liaison with all relevant emergency services e.g. police, fire brigade,
ambulance, hospital, poisons information centre, community health services

24-hour access to contact details for all students and their families, emergency
contacts provided by the student’s family, agents, homestay families, carers, consular
staff, embassies and interpreting services if necessary

24-hour access to contact details for all relevant staff members needed in the event of
a critical incident e.g. College counsellor, welfare officer, legal services, College
security

development of a critical incident plan for each critical incident identified, including
arranging emergency or alternative accommodation arrangements if necessary
dissemination of planned procedures

organisation of practice drills

regular review of the critical incident plan

assisting with implementation of the critical incident plan

arranging appropriate staff development

budget allocation for emergencies

ensuring written records relating to child sexual abuse, a critical incident and/or a
significant event that has occurred or is alleged to have occurred kept for at least forty-
five (45) years.®?

Ensuring written records relating to an incident, illness, injury or trauma suffered by a
child that may have occurred following an incident while being educated and cared for
by the College until the child is aged twenty-five (25) years.

3.3 Critical Incident Plans - All critical incident plans assign responsibilities among relevant staff
members, cover all the actions to be taken and timelines for doing so.

a) Immediate Action (within 24 hours)

i
ii.
iii.
iv.
V.

Vi.

Identify the nature of the critical incident

Notification of the critical incident committee/team leader

Implement the appropriate management plan or action strategy, including arranging
emergency or alternative accommodation arrangements if necessary

Assignment of duties and resources to College staff

Seeking advice and help from any necessary emergency services/hospital/medical
services

Dissemination of information to parents and family members

40 This is to allow for delayed disclosure of abuse by victims and to take account of limitation periods for civil actions for child
sexual abuse as stated in the Royal Commission into institutional Responses to Child Sexual Abuse, Recommendations 8.1 to

8.5
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vii. Completion of a critical incident report
viii. Media response if required (see below)
ix. Assess the need for support and counselling for those directly and indirectly involved

b) Additional Action (48 — 72 hours)
i.  Assess the need for support and counselling for those directly and indirectly involved
(ongoing)
ii. Provide staff and students, parents /family members with relevant information as
appropriate
iii. Restore normal operation of the College

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

d) Emergency accommodation - Where a student’'s accommodation arrangement is
disrupted, the Homestay Coordinator will immediately arrange emergency/temporary
homestay for the student until suitable long term accommodation is arranged. The
emergency/temporary homestay will be with one of the College’s current homestay
families.

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

f) Managing the Media

i.  Manage access of the media to the scene, and to staff, students and relatives

ii.  The Principal or delegate will initiate all interactions with the media

iii. Determine what the official College response will be

iv. All facts should be checked before speaking to the media

v. If accurate information is unavailable or the issue is of a sensitive nature, explain that
questions cannot be answered at this time

vi. Avoid implying blame or fault for any part of the incident as this can have significant
legal implications

g) Evaluation and review of management plan - After every critical incident, a meeting of
the critical incident committee will be held to evaluate the critical incident report and the
effectiveness of the management plan and to make modifications if required. If appropriate
this process will incorporate feedback from all staff, students and local community
representatives

3.4 Evacuation Procedures in the Event of Fire, Explosion or other Emergency Situations

a) Introduction

i.  The Emergency Evacuation procedure is to ensure that an orderly plan of action is
followed in the case of an emergency (like a fire or an explosion) so that everyone in
the college is able to evacuate from or near buildings as quickly as possible,
minimizing panic or/and injury. The Emergency Evacuation procedure is practiced
throughout the school year through Evacuation Dirills.

i. Inthe event of a real fire/danger, the entire College must be evacuated. This includes
all the children, employees, visitors and parents who may be in the college at that
time.

iii. Evacuation Drills may be conducted a separate times by separate school i.e.
International College, Secondary and Primary

iv. The College’s 6.1.3 Critical Incident Policy section 5.1.2. is to be followed in the event
of an Emergency Evacuation having to take place.
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b) Preparation for an Evacuation Drill

i.  All teachers and ancillary staff should read the following instructions so as to be
familiar with the procedures involved.

ii. Reports of each evacuation drill should be written by the Chief Warden in the Log
Folder of Evacuation Dirills. A review of each Evacuation Drill should ensure
improvement in procedures. Practice of the routine involved in an evacuation should
be valuable to all concerned.

c) The Alarm

i.  The fire alarm should be indicated by the electric bell being sounded continuously for
at least 90 seconds. Sound proof rooms in B Block are fitted with flashing red lights to
indicate alarms

i. Inthe event of a power failure, the fire alarm should be indicated by the continuous
sounding of a hand operated siren

iii. Normally the hand operated siren should be used by the Chief Warden. The hand
operated siren is located in Grace House Reception.

d) Practice Alarms

Some warning may be given that a practice is to be held, but exact times may not be
announced. Practice will occur both during school time and during lunch time.

4. Legislative Provisions and Related Documentation

Legislative Provisions

Education Services for Overseas Students Act 2000 (Cth)

Workers’ Compensation and Rehabilitation Act 2003 (Qld)

Building Fire Safety Regulation 2008 (Qld)

Work Health and Safety Act 2011 (Qld).

Education (Accreditation of Non-State Schools) Act 2017 (Qld)

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

Education (Overseas Students) Act 2018 (Qld)

This policy is to be read in conjunction with other policies and College guidelines i.e.

4.4.3 Record Keeping, Retention and Disposal Policy

5.1 Privacy of Information

6.1.3 Critical Incident Policy

7.1 Student Protection Policy

11.12 Anti-Discrimination Policy

11.4 Community Complaints and Feedback Policy

Overseas Student Complaints and Appeals Policy

Overseas Student Conditions of Enrolment

Overseas Student Deferment, Suspension and Cancellation Policy
Overseas Student Homestay Policy

Overseas Student Intervention Strategy for Failure to Meet Progress, Attendance and
Completion Within Expected Duration

Overseas Student Progress Attendance and Course Duration Policy
Overseas Students Refund Policy

Overseas Student Requirements for Entry Policy

Overseas Student Request Transfer Policy

Overseas Student Welfare and Accommodation Policy

5. Policy Review

5.1 This policy will be reviewed annually unless otherwise advised.

Version 3.1 2026
CHRISTIAN OUTREACH CENTRE frading as

CITIPOINTE CHRISTIAN COLLEGE and CITIPOINTE CHRISTIAN COLLEGE INTERNATIONAL CRICOS PROVIDER CODE: 00996F

57 QUALITY
STUDY IN AUSTRALIA ENDORSED
CENTRE


https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/general-forms-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies
https://citipointe.qld.edu.au/international-college/overseas-students-policies

Citipointe Citipointe
Christian College Christian College
CITIPOINTE CHRISTIAN COLLEGE
INTERNATIONAL

STANDARD PERSONAL INFORMATION COLLECTION NOTICE (for Parents and Students)

This notice explains how Citipointe Christian College and Citipointe Christian College
International (henceforth also known as “the College”), handles the personal information of students
and parents or guardians. The College is conducted by Christian Outreach Centre trading as
International Network of Churches (INC). References to the College include the INC National
Executive.

How and why does the College collect personal information?

1. The College collects personal information before and during the course of a student’s
enrolment at the College. This may be in writing, through technology systems or in the
course of conversations. We may also collect personal information from third parties such as
other Educational Institutions, Health Professionals and Medical Practitioners. The types of
personal information the College collects includes sensitive information, which includes
health information.

2. The primary purpose of collecting this information is to enable the College to provide
schooling to students enrolled at the school, exercise its duty of care and perform necessary
associated administrative activities, which will enable students to take part in all activities of
the College.

3. The College has legal obligations which require certain information to be collected and
disclosed. These include relevant Education Acts, Public Health and Child Protection laws.

4. A student’s enrolment may be delayed or prevented if the College cannot collect certain
personal information. This is particularly so where the information is relevant to the health
and safety of the student, other students and/or staff.

5. If you provide the College with the personal information of others, such as doctors or
emergency contacts, we encourage you to inform them that you are disclosing that
information to the school and why.

To whom does the College disclose information?

6. The College may disclose your personal and sensitive information for educational, care and
administrative purposes, and to seek support and advice. This may include to:

= other schools and teachers at those schools, including a school to which a student
transfers to facilitate the transfer of the student;

« government departments (including for policy and funding purposes);

+ medical practitioners;

- people providing educational, support and health services to the College, including
specialist visiting teachers, specialist advisors, sports coaches, volunteers, and
counsellors;

- organisations that assist us with fundraising (see para [11] below);

- providers of learning and assessment tools;

 assessment and educational authorities, including the Australian Curriculum,
Assessment and Reporting Authority (ACARA) and NAPLAN Test Administration
Authorities (who will disclose it to the entity that manages the online platform for
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NAPLAN);

« the third party providers of our information management and storage systems (for the
purpose of the providers providing services to the College in connection with the
systems;

« people providing other information technology services to the College (see also para
[9] below)

* people providing administrative and financial services to the school;

+ anyone you authorise the College to disclose information to; and

« anyone to whom the College is required or authorised to disclose the information to by
law, including child protection laws.

7. Personal information collected from students is regularly disclosed to their parents or
guardians.
8. College activities and news (including student achievements) are frequently published in the

College’s journals, newsletters and magazines, on Citipointe Central or otherwise shared
with the College community (current, future and past students, parents and teachers). This
may include personal information (including photographs and videos) of students and
parents involved in College activities such as academic and sporting events and
achievements, concerts and plays, school camps and school excursions. The College will
obtain permissions annually if we would like to include photographs or videos or other
identifying material of students or parents in our promotional material or otherwise make this
material available to the public such as on the internet.

9. The College uses a School Management System. This system is provided by a third party
service provider. Personal information is stored with and accessible by the third party service
provider for the purpose of providing services to the College in connection with the School
Management System, for administering the education of students.

Overseas Storage and/or Disclosure

10.  The College may use online or ‘cloud’ service providers to store personal information and to
provide services to the College that involve the use of personal information, such as services
relating to email, instant messaging and education and assessment applications. Some
personal information may be provided to these service providers to enable them to
authenticate users that access their services, and for technical support. This personal
information may reside on a cloud service provider’'s server which may be situated outside
Australia. Further information about the College’s use of online or ‘cloud’ service providers
is contained in the school’s Privacy Policy.

Fundraising

11.  The College may engage in fundraising activities. Your personal information may be used to
make an appeal to you. It may also be disclosed to organisations that assist in the College’s
fundraising activities solely for that purpose. We will not disclose your personal information
to third parties for their own marketing purposes without your consent.

Your Rights and How to Complain

12.  The College’s Privacy Policy, accessible on the College’s website, sets out how you can:
+ seek access to and correction of your personal information which the College holds;

and
= make a privacy complaint and how we will handle the complaint.
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CONDITIONS OF ENROLMENT
Full Fee Paying Overseas

Citipointe Citipointe

Christian College Students In_temational Student Christian College
Visa Holder T ——
(Subclass 500) INTERNATIONAL
Parentl/GUArdian........coeiiiiiiiiiii i it sia st st s st siasiasaasiasiansninrntnannnnnnns
Parent 2/GUardian.........ccciiiiiiiiiii it sia s siasiasiasiasiasaasiasiasansinannnnnnnnnns
and

Christian Outreach Centre trading as
Citipointe Christian College and Citipointe Christian College International

(the College)

By choosing to accept the offer of a place in the College for your student
you the parent/s/guardian/s commit, under this Contract of Enrolment, to work with the College in a
supportive, positive relationship conducive to the best interests of the students and the College.
Please read the contractual conditions carefully.

The College has Terms and Conditions for all students. Under legislation the College must have
additional Terms, Conditions and Policies for International Student Visa Holders. Where there is any
inconsistency, legislative requirements will apply. It is the College’s expectation that where the
parent’s home language is not English that they will have access to a translator to understand these
terms and conditions and correspondence and contact with the College.

I/We agree to the following conditions:

MATTERS OF FAITH

1. 1/We accept that the College is a faith-based school. I/We understand that the College is
founded on the basis of biblical Christian values with the Bible as the inerrant word of
God and the College’s denominational Statement of Faith.

2. I/We confirm that | am/we are seeking a biblical Christian education for the student and
will support the College in its faith endeavours and in its mission to develop the student
as a Christian disciple. I/We accept that the student will participate fully through
attendance and effort in faith-based activities and subjects as presented and planned
by the College.

COLLEGE CORE VALUES

3. The five core values of Citipointe Christian College are: uncompromising Christian
values, high quality education, academic rigour, College spirit and a caring environment.
Students and parent/s/guardian/s are to agree with and support the core values of the
College and not to bring the College into disrepute.
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4.

5.

10.

11.

RELATIONSHIP
I/We agree to:

+ work in partnership with the school in support and comply with the published College
policies and expectations that are available to us either in hard copy (e.g. parent
handbooks, student handbooks, business handbook and other publications) as well
as on the College website and Citipointe Central, in the best interests of our student
and the other students;

+ communicate and conduct relationships with College staff, students and other
members of the community in respectful, dignified and civil ways;

. encourage the student to uphold College policies and expectations;

* accept that any failure by us or our student in this commitment may lead to serious
enrolment consequences;

. accept that the policies and rules may need to change from time to time in line with
the best interests of College, staff and students; and

. it is expected that, except in exceptional circumstances, the student will live in the
care and control of the parent/s/guardian/s while enrolled at the College.

I/We accept that the College is obliged under law and ethos to act in the best interests of the
individual student and the student body generally. Although the College values consultation
with parents and guardians, this may mean that the College may not always act in accordance
with a parent’s/s’/guardian’s/s’ preferences and requests.

EDUCATION

The College will:

a) Be responsible for the care of the Student on College premises or at College sanctioned
activities or excursions on usual College days from 8.15 am until 3.40 pm and during pre-
arranged extracurricular or co-curricular activities outside of these hours;

b) Seek to educate the Student with due care and skill;

c) Determine the delivery method, the curriculum, and co-curriculum including which
courses and activities are compulsory. This may include making changes to the
curriculum, co-curricular offerings, teaching methods and processes and other services
affecting students; and

d) Actin the best interests of the student individually where possible, and the student body
generally. This may mean that some actions taken by the College may not be in
accordance with parent’s/s’/guardian’s/s’ requests.

The College does not guarantee a particular level of achievement for the student, but will
provide every reasonable opportunity to the Student to achieve their fullest potential.

Unless you are notified by the College in writing, group activities outside of school hours
(including on the College premises) are not organised or controlled by the College and you
are responsible for ensuring the student’s safety at such activities.

You:

a) Will take all reasonable steps to respond to and assist the College within a reasonable
timeframe;

b) Are responsible for the supervision and safety of the student outside of the hours listed in
clause 6 unless otherwise agreed to by College in writing; and

c) Understand that it is a requirement that the student participates in Christian Education
classes and activities including chapel and Christian Studies.

By giving your consent for the student to attend off-site excursions and sporting events and
overnight excursions (camps, international trips), you authorise the student to be transported
on College arranged transport unless you advise us in writing that you have withdrawn your
authority.

The College reserves the right in its sole subjective discretion to place the Student in a class

which the College believes is appropriate.
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UNIFORM

12.  1/We support the College uniform policy, and accept that the student must present appropriately
and must wear the correct College uniform as a proud student of the College and to implement
the College motto:
“I press towards the goal” in all aspects of College life.

BEHAVIOURAL EXPECTATIONS OF THE STUDENT

13.  The College will provide you with access to copies of policies and rules that are prepared
for the good order of the College from time to time. These policies can be found in on
Citipointe Central. College procedures are located in the parent handbook.

14.  1/We accept that the Principal (or by delegation the Head of School) has authority to:

. apply whatever reasonable disciplinary measure is deemed necessary in relation to
the conduct of the student both inside and outside the College precincts. This may
include taking reasonable steps toward seeking professional advice and assessment
as recommended by College staff;

*  require the removal of the student for any cause judged by the
Principal/Head to be sufficient;

+ discipline any students should they, at any time, bring the College into disrepute,
including through the misuse of social media and other technologies.

15. Disciplines may range from classroom disciplines to expulsion and will include mandatory
reporting of behaviours to State Authorities, Police and Department of Communities (where
for example matters of child harm are involved).

16.  Where discipline may involve suspension or expulsion of the student, the Principal or Head
of School (or delegate) will not expel or suspend the student until the allegations of
misconduct have been put to the student and the student has been allowed an adequate
opportunity to respond.

17. The College may search lockers, bags and property, including electronic devices in the
possession of the student where it is reasonable for us to do so or as part of a general or
random search of a place where we conduct our activities. We may therefore confiscate
forbidden or dangerous property.

18.  The College reserves the right to lawfully exclude any person, irrespective of whether they
are a parent/guardian or not, from entering on or remaining on College property or
participating in College activities, where the College reasonably believes it is in the best
interests of the student or the College that the person be excluded.

19. The College does not guarantee that it can control the behaviour or activities of other
students and parent/s/guardian/s. Each person is responsible for his or her own actions.

DISCLOSURE OF INFORMATION
20. 1/We have supplied all documentation and information requested at the time of application
for each student as a condition of enrolment, including the following:

. Full and frank disclosure of the student’s previous education or interrupted
education, disabilities and learning difficulties

. Behaviour issues

. Medical condition and safety issues

. Court orders and parenting arrangements

21.  1/We accept where the College needs to make adjustments to support a student’s learning,
the College can include the student’s details in the government’s data collection relating to
students with disabilities.
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22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

During the course of the student's enrolment, l/we acknowledge that the process of
identifying, diagnosing and verifying a student’s disability is the mutual responsibility of the
parent/s/guardian/s and College.

I/We accept that failure to disclose all relevant information may result in cancellation of an
enrolment.

I/We accept that we have an obligation to keep the school informed of any changes that may
affect the student’s life at the College, including:

. changes to family circumstances (e.g. separation or divorce);

. changes to the address or addresses or contact details of the parent/s/guardian/s;

. changes to emergency contacts;

. any court orders, including Family Court orders, which deal with parental

responsibility for the student, the education of the student or otherwise limit the contact
or communication which one parent/guardian or another person has with the student.

. to advise the College of any change in visa status or citizenship during the student’s
enrolment. Permission is given for the College to check the Government website for
students and parent/s/guardian/s, to verify and update visa information as required
for accurate records (currently Visa Entitlement Verification Online/VEVO).

The College does not act as an arbiter in disputes between parents/guardians or other
parties regarding custody, parental responsibility, or decision-making for a student. The
College will not become involved in Family Court proceedings, except where legally required
to do so.

Changes in marital circumstances can cause confusion for the College when dealing with
parent/s/guardian/s. The College will presume that, at all times, parents (including step-
parents) are entitled to participate in College activities (whether or not those activities involve
the student).

However, if there is a Court Order or other agreement which specifically alters or prevents a
person/ parent/guardian from spending time with, communicating with or otherwise having
contact with the student, that Order must be provided to the College. The obligation of
providing such a Court Order lies with parent/s/guardian/s.

Despite the College being provided with copies of any such orders, the College does not
assume responsibility for the parent/s/guardian/s complying with those orders.

The College may act outside the directions of the enrolling party in the following exceptional
circumstances:
I.  Where a Court Order binds the College;
II.  Where it is reasonably foreseeable that the safety of the student could be
jeopardised;
I Where the student objects and the College considers the objection to be genuine
and in the student’s best interests, taking into account the student’s age and
maturity.

COMMUNICATION

The College will provide information about the student to the parents/guardians/parties
signing this contract of enrolment. Under the Australian Education Act 2013 s77(2)(f) and
the Australian Education Regulation 2013 s59, the school will provide reports to “persons
having responsibility” for the student. In the absence of a court order, the school will provide
these reports to the student’s natural parents. The people signing this enrolment contract
may request other arrangements relating to the provision of information about the student
by giving notice in writing to us.

The College will permit physical access to a student only to the enrolling party or as
permitted by law, a binding Court Order, or as otherwise determined by the College under
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its duty of care obligations.

32. Where the College seeks to communicate with the entire College community or with
identifiable sections of the College community, we may communicate through mail, any
electronic medium (e.g. email, College website, Citipointe Central, SMS) or via print material.

33. Ifthe parent/s/guardian/s have equal shared parental responsibility pursuant to Court Orders
and do not agree on the child continuing to be educated at the College, the College shall
continue to educate the child pursuant to this Enrolment Contract for a period of 3 months.
During this period, the College expect the parent/guardian who seeks that the child remain
at the College shall take steps to obtain a Court Order as to the schooling arrangements of
the child, and provide an indemnity to the College. In the event that a Court Order has not
been obtained and the parent/s/guardian/s remain in dispute, we may (in our sole discretion)
terminate the enrolment of the student. This provision does not limit the usual termination
provisions set out herein.

34. The College will assume that both parent/s/guardian/s are entitled and permitted to attend
and participate in any and all activities of the College, unless you specifically provide us with
information that this assumption does not apply, such as a Court Order. In the event that a
Court Order permits a parent/guardian to attend and participate in the activities of the
College, such participation is subject to the College’s usual rules and processes about
parental participation and attendance.

FEES/LEVIES PAYMENT

35. Atthe time of application, a non-refundable Application Fee is payable. The amount of which
is published on the College website and reflected in the application form. The application
fee is to cover administration and processing costs, and is subject to change for each
academic year.

36. At the time of acceptance, a non-refundable Acceptance Fee is payable. This acceptance
fee is payable to secure the position offered to the student at the College. This comprises
two components:

a. Acceptance Fee Per Student — a non-refundable administrative fee payable per
student position accepted

b. Acceptance Bond — a non-refundable bond payable per family that is then offset
against the first tuition fee account issued after the student/s commence their
enrolment. If the student/s do not commence at the College as agreed this amount is
forfeit to the College

37. 1/We understand that under this contract both parent/s/guardian/s are jointly and severally
liable for payment of College fees and levies. The College relies on the payment of fees to
fund its educational services to students.

38. Parent/s/guardian/s who have difficulty in paying fees must inform the College Business
Manager as soon as possible to discuss options.
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39.

40.

41.

42.

43.

44.

45.

The following guidelines and rules apply:

. the College determines the fees for each year before the commencement of the
year to which the fees relate;

. fees must be paid in advance of the period (yearly or termly) to which they apply;

. if fees are not paid by the due date for payment, interest may be charged on the fees
from the due date for payment until they are paid;

. non-payment of monies owing will also entitle the College to cancel this contract of
enrolment and terminate your student’s enrolment;

. any fees or monies outstanding will remain the liability of both parent/s/guardian/s,
jointly and severally;

. should unpaid or overdue fees be referred externally for debt collection,
parent/s/guardian/s will be liable for the costs of such fee collection;

. if fees for a year are increased by more than 10% of the fees payable for the

preceding year, parent/s/guardian/s may terminate this contract of enrolment
without penalty and by notice in writing to us within fourteen (14) days of the date
on which we notify you of the increase.

INDEMNITY AND RELEASE

I/We indemnify the College against any loss or damage resulting from the failure of the
parent(s)/guardian(s) or the student to comply with the College’s rules and policies.
Additionally, the parent(s)/guardian(s) indemnify the College against any loss or damage
caused by the student’s wilful disobedience or reckless behaviour.

The College strongly discourages the bringing of personal property by students which is not
necessary for the education of the student. Additionally, you acknowledge that the College is
not liable for loss or damage to property belonging to a student of any description and
howsoever caused, and it is your responsibility to insure property if you consider it necessary
or desirable to do so.

WITHDRAWAL FROM THE COLLEGE
Written notice of a student being withdrawn should be provided to the Principal/Registrar at
the earliest opportunity.

I/We acknowledge that if I/ we do not provide the College with 8 tuition weeks’ notice, we
may be required to pay 8 weeks’ tuition fees, excluding any discounts. The College commits
resources on the basis of confirmed and continuing enrolments and will most likely suffer loss
from termination with less than 8 weeks' notice. The College may have difficulty filling the
student’s position at short notice.

In the event of cancellation of enrolment by the College, we may be required to pay 8 weeks’
tuition fees, excluding any discounts.

The condition of 8 tuition weeks’ notice would not apply if this contract of enrolment is
terminated for a breach by the College, or if 14 days’ notification of withdrawal is received
following an annual increase in tuition fees greater than 10%.

REFUND POLICY

You may request a refund of the Tuition Fees or any part thereof at any time in writing and the
College will make its determination in relation to refunds within a reasonable time on a case
by case basis after giving consideration to all reasonable matters

You acknowledge that refunds, if applicable, will be calculated using school tuition weeks
remaining in the year and an administration fee may be deducted from any refund. An
equitable adjustment will be made to account for instances where sufficient notice of
withdrawal was not provided, and will be assessed on a case-by-case basis.
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46. Any refund in the case of cancellation of a student’'s enrolment for failure to maintain the
College’s agreed conditions of enrolment as outlined in the Enrolment Contract, Policies,
Handbooks and rules, will be at the discretion of the College. In such cases, where the College
initiates the cancellation of enrolment, you may be liable to pay a fee equivalent to 8 tuition
weeks as stipulated in the enrolment contract and the exact amount will be determined on a
case-by-case basis.

47. Non-Tuition fees and costs, including co-curricular activity costs are non-refundable.

TERMINATION
48. The College may terminate this contract in circumstances including, but not limited to the following:

a) The student is excluded or enrolment cancelled.

b) A breakdown in mutual trust of failure to maintain a cooperative partnership between
the College and the parent/s/guardian/s, where such a partnership is essential to the
student’s educational experience and wellbeing.

c) A material breach of the contract by parent/s/guardian/s including, but not limited to,
non-payment of fees or failure to support the student’s participation in the full
educational program of the College. For the purposes of this clause, the full
educational program encompasses academic instruction, co-curricular activities, and
participation in the Christian components that are integral to the College’s biblical
Christian values, including but not limited Christian studies programmes and Chapel
services.

d) thereis a failure of the student to attend school on a regular basis.

e) You or your student engages in conduct that:

l. breaches the behavioural expectations outlined in this Contract, the College’s
Student Code of Conduct and other relevant Policies:

Il. undermines the values that the College hold; or

lll.  causes reputational harm to the College or undermines the College’s safe
and respectful environment;

This clause is to be interpreted in accordance with the College’s obligations under Commonwealth
and Queensland anti-discrimination legislation. The College does not discriminate on the basis of
religion, race, or other protected attributes, and any disciplinary, rectification, or termination
decisions will be based on conduct and contractual compliance, not personal belief.

49. Parent/s/guardian/s may withdraw their child/ren from the College under the following

conditions:

a) by providing written notice to the College; or

b) If they believe the College is not delivering the educational experience or

opportunities as outlined in this contract; or

c) they fail to, or are unwilling to, pay fees or to honour payment options entered into.
It is expected that termination by either party would follow only after communications and
efforts to remedy the issues of concern.

The 8-week notice period applies to both parent-initiated withdrawal and College-initiated
termination, unless the withdrawal or termination is due to a material breach by the

College or a tuition fee increase exceeding 10%, in which case the condition does not apply.
Where insufficient notice is given, the College may enforce a fee equivalent to 8 weeks of
tuition, excluding any discounts.

PARTICIPATION
50. Students are required to participate in all College activities unless reasonable excuse is
provided.
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51.

52.

53.

54.

55.

56.

57.

58.

59.

60.

Parent/s/guardian/s are to ensure that their student attends school on every school day
(s176 Education (General Provisions) Act 2006 (Qld) (Education Act)) unless they have a
reasonable excuse. Requesting holidays during term time is not a reasonable excuse and
leave will not be granted for such a request. Parent/s/guardian/s agree that the student will
not be absent (including lateness) from the College without leave of absence being granted
by the College and that the term dates, as advertised by the College will be strictly adhered
to.

Students absent from school without leave being granted may forfeit any credit for
assessment missed during their absence. The Registrar's Office should be advised before
9:30 am on any day of absence (via Citipointe Central, email or phone) and a note sent to
the College on the student’s return to school including a medical certificate when required.

HEALTH, SAFETY AND WELL-BEING

The College is committed to child safeguarding and protecting the welfare of the students
in our care and regard our child safety responsibilities with the utmost importance. The
College has a Student Protection Policy, which ensures that the College meets its reporting
obligations and seeks to be a child safe organisation.

In the event of any medical or other emergency arising, in which the College considers it
impossible or impractical to communicate with the parent/s/guardian/s of the student or any
other nominated emergency contacts, I/we authorise the staff responsible to act as they
may think necessary or expedient. |/We accept that the College will have no liability for its
reasonable actions.

The College will take all reasonable care of the student but will not be responsible for the
costs of any medical or dental attention or treatment administered to the student in such
event nor will it be responsible directly or indirectly for any act or omission of any medical
or dental practitioner or medical officer attending or treating my/our child including attention
provided at the College Health Bay.

You confirm that you have given us full information about the health and
medical/psychological background of the student when applying for enrolment.

You will inform the College if there is any improvement or deterioration in the health and
medical/psychological conditions of the student while the student is at the College.

You agree to provide us with any medication required by the student and instructions in
relation to the medication and we will follow these instructions in administering the
medication to the student. You warrant therefore that the instructions you provide in respect
of the medication is complete, correct and accurate.

You also agree that if College Health Bay Staff need to confirm or clarify any directions
from a doctor in respect of administration of medication for a student, you will immediately
authorise the College to communicate with, and provide information to, and receive
information from the doctor in respect of those directions.

The College may exclude a student if they show symptoms of a communicable disease
(such as measles or chicken pox) which the student has not been vaccinated against, for
the relevant exclusion period.
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61.

62.

63.

64.

65.

66.

67.

68.

69.

70.

71.

72.

The College reserves the right to conduct a risk assessment regarding the enrolment or
continuation of enrolment of a student where safety concerns are identified. This may
include, but is not limited to, concerns related to a propensity for violence, behavioural
issues, or other risks to the physical or psychosocial safety of students or staff. Where
such concerns arise, the College may pause or terminate enrolment following a review of
relevant information, including consultation with parents/guardians and allied health
professionals. This process will be applied in accordance with the College’s duty of care
obligations and relevant legislation.

PRIVACY

The College collects Personal Information (including sensitive and medical information)
about students at the College, their parent/s/guardian/s and people who care for them. The
primary purpose of collecting the information is to enable the College to use the information
for all actions connected with educating students.

The College has in place a Privacy Policy which is amended from time to time
in accordance with the law.

The Privacy Policy does not form part of this Enrolment Contract but can be
accessed on the College website.

A hard copy of the privacy policy will be provided to anyone who requests it.
You agree to comply with your obligations under the Privacy Policy

The College will use all Personal Information (including sensitive and medical information)
discretely and in accordance with the school’s privacy policy

You consent to the College, its employees, contractors and agents to publish the student’s
image, name and other identifying information, together with any participation in College
activities in any form including printed and internet publications for direct marketing
purposes, unless you advise otherwise in writing. You may revoke this consent in writing
at any time.

If the student turns 18 years old whilst enrolled at the College:

a) the College may seek the student’'s acceptance of the privacy provisions of this
contract; and

b) the student may withdraw their consent to them being identified in publications at
any time by way of written notice to the Principal.

OTHER MATTERS

You agree that you will not commence any social media “page” or “group” which uses the
College name or any part of the College name, or implies association with the College
unless it is set up with the express permission of the College.

You agree to behave in a manner that is respectful and polite, is in keeping with the College
Community Code of Conduct. You agree that you will not engage in bullying, aggressive,
abusive, or threatening behaviour or communication towards any member of the College
Community, including via written communication. This includes communications that are
made via social media.

GENERAL

You agree that this contract is the whole agreement between the parties, and sets out the
relationship between the parties in respect to the education of the student, including but
not limited to times when the Student is at the College Campus, attending College Camps,
excursions, functions and co-curricular activities. This contract (as amended from time to
time) will be binding and remain in force for the duration of the Student’s enrolment at the
College.
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73.

74.

75.

76.

77.

78.

Failure or omission by a party to enforce or require strict or timely compliance with any
provision of this Contract shall not affect or change that provision in any way or the rights
of a party to avail themselves of the remedies they may have in respect of any breach.

This Enrolment Contract will be governed by the laws of Queensland and the parties agree
that they will submit to the non-exclusive jurisdiction of the Courts of Queensland and the
Federal Court and Courts entitled to hear appeals from those Courts.

Part(s) or all of any clause(s) of this Agreement that is illegal or unenforceable will be
severed from this Agreement and the remaining provisions will continue in force.

The parties agree to be bound by this contract by the exchange of hard copy, scanned and
emailed, scanned and uploaded, or faxed, signed copies. This Contract may also be
exchanged in counterparts and the parties agree to be bound on the exchange of signed
counterparts.

Where more than one parent/guardian is party to this Agreement, the College may act on
the instruction of either parent/guardian.

Any warranty, representation, guarantee or other term or condition not contained in this
contract is of no force or effect.

ADDITIONAL CONDITIONS RELATING TO FULL FEE PAYING OVERSEAS STUDENTS /
SUBCLASS 500 STUDENT VISA HOLDERS

79.

80.

81.

82.

83.

CODE OF ETHICS
The College complies with the National Code of Practice for Providers of Education and
Training to Overseas Students 2018 (The National Code) as amended.

ENGLISH LANGUAGE PROFICIENCY
English language proficiency requirements for the student’s initial entry to mainstream is
outlined in the Requirements for Entry Policy.

CONTACT DETAILS AND CHANGE OF ADDRESS

In accordance with the ESOS Act 2000 students are required to advise the College of
any change in address and contact details within 7 days of any change. It is also a
requirement to provide the College with a local emergency contact person and details. This
information is to stay current at all time. Likewise, the College is to be advised of any
changes within 7 days. These are conditions of your student visa. I/We acknowledge that
the College may be required to provide addresses and contact details of the parents and
student and local emergency contact person to government bodies.

ACCESS OF INFORMATION

In signing this document parents give permission to the College to access information
through the Visa Entitlement Verification Online (VEVO) and/or Department of Immigration
regarding student visa, student guardian visa and immigration matters or any other
authorised sites for enrolment purposes.

LEARNING ACCOUNT

I/We give permission for a Learning Account to be opened for my/our student to satisfy the
requirements for the Queensland Certificate of Education. A Learning Account is a list of
school subjects the student has completed successfully.
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84.

85.

86.

87.

88.

89.

90.

91.

92.

USE OF PERSONAL INFORMATION

The information provided may be made available to Australian Commonwealth and State
agencies and the Tuition Protection Service, pursuant to obligations under the ESOS Act
2000, the National Code, The TPS and other related legislative instruments. This may
include contact details for parents, the student and other relatives or persons connected to
the student.

Overseas Students 2018. Information collected may be provided, in certain circumstances,
to the Australian Government and designated authorities and, if relevant, the Tuition
Protection Service or state and territory agencies, in accordance with the Privacy Act 1988.
In other instances, information collected can be disclosed without your consent where
authorised or required by law. Further information about_the Australian Government
Department of Education and Training's privacy policy can be obtained at
http://feducation.gov.au/privacy.

ACCOMMODATION AND WELFARE

It is a condition of a student visa that students under the age of 18 years old must
maintain adequate welfare and accommodation arrangements. It is the College’s condition
that students irrespective of age maintain College approved welfare and accommodation
arrangements.

The parents may be nominated as the guardian for Visa purposes, in which case a
Confirmation of Accommodation and Welfare Approval (CAAW) letter will not be issued by
the College. Parents are required to provide the College with a copy of the guardian visa
and health cover and maintain their visa obligations.

Parents may request that the child be placed with a family or friend. However, the College
must first assess and approve the requested arrangement according to its homestay policy
and arrangement. The family or friends must be over 21 years of age, resident in the state
of Queensland and who are themselves not overseas students. If such arrangements are
not deemed satisfactory by the College, the student will be moved to a homestay family
arranged by the College. The College and parent must agree and continue to be satisfied
with the homestay arrangements made by the College for the student. See Homestay
Policy for details.

Where a welfare letter is issued by the College, the student should not travel to Australia
before the start date on the welfare arrangements. See Homestay Policy for details.

As a condition of enrolment, the parent agrees that should the student turn 18 years of age
before completing his/her studies with the College, the student will continue to live in
accommodation that is approved by the College.

HOLIDAYS

If the student wishes to travel to any destination other than home during holidays, parents
must apply to the College in writing, specifying welfare, travel and accommodation
arrangements. Permission for such travel will not be granted unless the College is satisfied
with these arrangements. No student is permitted to attend Schoolies Week celebrations.
At the end of Year 12, students are required to return home within one week of graduation.

COURSE ENTRY, PROGRESS AND ATTENDANCE

Where a student cannot, or will not, meet the academic or English language benchmark
required for entry into the student’s initial mainstream course, or into a subsequent course
within an enrolment package, the College may decide to withdraw the offer for enrolment
on the grounds that the student has been unable to meet course entry requirements.
Alternatively, the College may (at its discretion and if appropriate) choose to offer the
student entry into a mainstream course at a lower year level. See Requirements for Entry
Policy for details.
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http://education.gov.au/privacy

93.

94.

95.

96.

97.

98.

99.

100.

101.

102.

103.

In accordance with the ESOS Act 2000 students are required to maintain satisfactory
progress and attendance. Failure to do so will breach their visa conditions. (See Handbook
or College website for full details of Course Progress and Attendance Policy)

PAYMENT OF FEES AND REFUND POLICY

As a Registered Provider, the College requires prepayment of fees in advance as specified
in the Course Handbook and/or Letter of Offer. Only then is a Confirmation of Enrolment
(eCOE) issued. The eCoE is needed to apply for a student visa.

Under s.27 of the Education Services for Overseas Students Act 2000, the College cannot
receive more than 50% of the student’s total tuition fees for a course before the student
has begun the course, unless the course has a duration of 25 weeks or less OR if the
person responsible for paying the student’s fees chooses to pay the College more than 50%
of the total course tuition fees before the course start date. Full payment of overseas
student fees does not attract a discount.

Refunds, if applicable, will be calculated using school tuition weeks remaining in the year.
An adjustment will be applied to take into account failure to provide sufficient notice of
withdrawal. Refer to the Refund Policy.

As a condition of enrolment, the student (and, if the student is under 18 years of age, the
student’s parent(s) / legal guardian(s), agrees to keep a copy of this written agreement and
receipts of any tuition fees or non-tuition fees paid to the College.

If the student changes visa status (e.g. becomes a temporary or permanent resident)
he/she will continue to pay full overseas student’s fees until the College is provided with
evidence of the new visa status.

DEFERMENT, SUSPENSION and CANCELLATION POLICY

The College will only grant a deferment of commencement or a request for suspension of
studies for compassionate and compelling circumstances. The full details of the policy and
process is available on the College website.

INTERVENTION STRATEGY

The College Intervention Strategy identifies students at risk of failing to demonstrate
satisfactory course progress and satisfactory attendance. This is a requirement under the
terms of the National Code 2018 that Citipointe Christian College identify students at risk
of failing to demonstrate satisfactory course progress, and to undertake an intervention
strategy to attempt to resolve the problem. The full details of the intervention strategies
policy and process is available on the College website.

COMPLAINTS and APPEALS POLICY

Dispute Resolution Process / Student Grievances

The College has an internal complaints handling and appeals process that is free and easily
accessible. If a matter cannot be resolved informally, there is a process for a student to
lodge a formal complaint or appeal. You must notify the College in writing of the nature and
details of the complaint or appeal. You will have the opportunity to present your case to
the Principal. You may be accompanied and assisted by a support person at relevant
meetings. If an issue cannot be resolved through the College’s formal processes, the
student has the right to access an external complaints handling or appeals body such as
the Overseas Student Ombudsman (http://www.ombudsman.gov.au/about/overseas-
students)

The full details of the policy and process is available on the College website.
As part of the written agreement, the right to make complaints and seek appeals of

decisions and action under various processes, does not affect the rights of the student to
take action under the Australian Consumer Law if the Australian Consumer Law applies.
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TRANSFER POLICY

104. Overseas students are restricted from transferring from their first registered College sector
course of study for a period of six months. Application for student transfer is subject to the
College Transfer Policy which is available for reference on the College website.

105. If a student wishes to transfer to another school or institution, written notice of intention to
withdraw should be provided by the student’s parents at least 8 tuition weeks prior to the
transfer. The student and/or parent is to complete and submit the Overseas Student
Transfer Application to the Registrar at the College to initiate the process (See Handbook or
Overseas Students Policies full details of Transfer Policy).
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CITIPOINTE CHRISTIAN COLLEGE INTERNATIONAL
CRICOS Provider Code: 00996F
322 Wecker Road, Carindale, Queensland 4152 Australia

Christen Cotege APPLICATION FOR ADMISSION
e SECONDARY SCHOOL PREPARATION PROGRAM
Course Code: 043173A

INTERNATIONAL

A non-refundable application fee of A$500 must accompany this application form.

All sections of this form must be completed before the application can be processed.
PLEASE PRINT CLEARLY USE ONE FORM PER STUDENT

STUDENT DETAILS STUDENT NUMBER (Office Use Only)

FAMILY NAME PERSONAL NAMES GENDER

Male / Female
DATE OF BIRTH COUNTRY OF BIRTH NATIONALITY LANGUAGE SPOKEN
Day / month / year AT HOME
APPLICATION WILL BE LODGED attend?
ARE YOU AN PASSPORT NUMBER VISA NUMBER OR TYPE OVERSEAS HEALTH
AUSTRALIAN OF VISA COVER REQUIRED?
RESIDENT? Yes/No
Yes/No (Please circle)

EXPECTED DATE OF| EXPECTED COURSE | EXPECTED COURSE |MAINSTREAM LEVEL APPLIED FOR

ARRIVAL START DATE END DATE AFTER SSPP
(please circle one)

Year7/Year 8/ Year 9
Year 10/ Year 11

Entrance to mainstream depends on the student achieving the required English level for the year level; showing
acceptable attendance, behaviour, effort and attitude to the Christian environment of the College; and the
payment of all fees due. Refer to Letter of Offer for specific details.

SCHOOLS PREVIOUSLY ATTENDED — PLEASE INCLUDE PRESENT SCHOOL YEAR

PLEASE ATTACH STUDENT'S MOST RECENT ACADEMIC REPORTS TRANSLATED INTO ENGLISH

PLEASE ATTACH COPY OF PASSPORT & VISA IF AVAILABLE

If the student is currently enrolled in another school or college in Australia, this application cannot be processed
until a Letter of Release is obtained from the current school.

SPECIAL INSTRUCTIONS FOR COLLEGE MAIL

Who should Fee Accounts and School Reports be sent to? Father Mother Agent
Email address 1: (circle two or more)

Email address 2:

Note: The College only sends accounts and reports by email.
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FAMILY DETAILS

FATHER

FAMILY NAME

PERSONAL NAMES

ENGLISH NAME TITLE

COUNTRY OF BIRTH

LANGUAGE SPOKEN AT HOME

RELIGION

OCCUPATION BUSINESS NAME & ADDRESS FIELD/INDUSTRY (e.g. Printing,
Health, Building, Finance, Computer,
Welfare, etc)

HOME ADDRESS

Home phone: Work phone: Home fax:

Email: Mobile: Work fax:

MOTHER

FAMILY NAME PERSONAL NAMES ENGLISH NAME TITLE

COUNTRY OF BIRTH

LANGUAGE SPOKEN AT HOME

RELIGION

OCCUPATION BUSINESS NAME & ADDRESS FIELD/INDUSTRY (e.g. Printing,
Health, Building, Finance, Computer,
Welfare, etc)
HOME ADDRESS
Home phone: Work phone: Home fax:
Email: Mobile: Work fax:
HOW DID YOU HEAR ABOUT THE COLLEGE? | REASONS FOR SEEKING ENROLMENT AT THE
COLLEGE
Please tick: Please rate 1 or more (1 being of most importance):
1 O Academic excellence
1 O Word of mouth 2 O Broad/balanced program
2 O Media 3 O Co-education
3 O Schools’ fair 4 O Discipline
4 O Prospectus 5 O Friends in school
O Agent (please write name below) 6 O Location
7 O

Christian foundation & influence

STUDY IN ?ALIETRALIA
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ACCOMMODATION DETAILS

Will the student be living with mother and/or father in Australia? Yes / No

If yes, circle: Mother / Father

If yes, address in Australia

POSTCODE:
Home phone: Work phone: Fax:
Email: Mobile:
OR
Does the student require the College to arrange Homestay accommodation? Yes / No

If yes, please fill out the Homestay Application Form on the next page.

OR

If the student will not live with parents or in a College homestay, please give the names and address of the
persons the student will live with. All accommodation must be approved by the College.

FAMILY NAME PERSONAL NAMES TITLE | RELATION TO THE STUDENT
e.g. mother’s brother, family friend

COUNTRY OF BIRTH LANGUAGE SPOKEN AT HOME RELIGION

OCCUPATION BUSINESS NAME & ADDRESS FIELD/INDUSTRY e.g. Printing, Health,
Building, Finance, Computer, Welfare

FAMILY NAME PERSONAL NAMES TITLE | RELATION TO THE STUDENT
e.g. mother’s brother, family friend

COUNTRY OF BIRTH LANGUAGE SPOKEN AT HOME RELIGION

OCCUPATION BUSINESS NAME & ADDRESS FIELD/INDUSTRY e.g. Printing, Health,
Building, Finance, Computer, Welfare

ADDRESS

POSTCODE:

Home phone: Work phone: Fax:

Mobile: Email:
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SSPP HOMESTAY APPLICATION FORM

If you want the College to arrange accommodation for you, please fill out this form.

FAMILY NAME PERSONAL NAME

DATE OF BIRTH RELIGION MALE / FEMALE
PLACE OF BIRTH MOBILE PHONE

PARENT 1’s NAME PARENT 2’s NAME

ADDRESS IN HOME COUNTRY

HOME TELEPHONE NUMBER FAX

EMAIL

WHAT IS YOUR LEVEL OF ENGLISH? (circle one)
Beginner Elementary Intermediate Advanced

WHAT OTHER LANGUAGES DO YOU SPEAK?

DO YOU SMOKE?  YES/NO (circle one)
ARE YOU ALLERGIC TO CATS / DOGS / OTHER PETS  (circle)

DO YOU HAVE ANY ALLERGIES?

CAN YOU SWIM?  YES, VERY WELL / YES, ALITTLE / NO (circle one)

ARE YOU TAKING ANY MEDICATION AT THE MOMENT? WHAT IS IT AND WHAT IS IT FOR?

WHAT ACTIVITIES DO YOU ENJOY?

PARENTS’ AGREEMENT

1. We agree to give the College at least 2 weeks’ notice if we want to move our student out of
homestay. If notice isn’t given we agree to pay the College 2 weeks homestay fees in lieu.

2. We agree to give the College at least 2 weeks’ notice before the end of the school year if the
student will not be returning to the homestay after the long summer holiday.

3. We agree to respect the College term dates. Students must be in school on the first day of each
term and the last day of each term.

Parent’s signature

Parent’s signature
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STUDENT MEDICAL INFORMATION

INTRODUCTION

Medical information is collected strictly for the purpose of providing first aid for your student. The
College is bound by the Privacy Act and complies with the Australian Privacy Principles. All
information collected is private and confidential and is not released to anyone except for the purpose
of providing first aid assistance or when requested by the medical authorities under emergency
circumstances only.

Parents are encouraged to inform and provide the College with current and up to date medical
information on their student's medical health. This is to ensure that the College is able to provide the
appropriate first aid response if, and when the need arises.

Completing and submission of medical information

1. This form can be completed digitally, or download and print a copy of the form to fill in.

2. Return the completed and signed form to the College either at the Health Bay or Grace House
Reception, or

3. Scan and email the completed form to healthbay@citipointe.gld.edu.au

Note: Ensure that you have your name and signature at the end of the form. This is required for
verification and compliance.

Please allow the College two working days to update information.
MEDICATION

Medication is only able to be administered by the College if a Medical Authorisation has been
provided to the College.

Paracetamol (e.g. Panadol, Herron, Panamax) Only paracetamol which has been prescribed to
the student by a medical practitioner and labelled accordingly can be administered by College
staff.

A letter from the parent to administer medication will not suffice if medical

authorisation cannot be confirmed. The parent should be advised that until medical
authorisation can be confirmed, if they wish their child to receive medication during school
hours, they will have to attend the school to take the responsibility for its administration.

For the College to be able to administer medication parents must complete FORM 06 —
Administration of Medication at the College and submit it along with the appropriate Medical
Authorisation to Health Bay.

Under the Medicines and Poisons (Medicines) Regulation 2021 (QlId) the college is only able to
administer the following medicines without medical authorisation in emergency situations.

e adrenaline auto-injector (Epi-Pen)

e inhaled asthma reliever (does not include Schedule 4 [S4] asthma preventive
medication)

e naloxone

e glyceryl trinitrate

OVERSEAS STUDENT MEDICAL INFORMATION (continued)
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Student: Surname Full Name

Date of Birth (dd/mm/yyyy) Gender [ Male O Female
Student's Mobile Student's Home Number in Australia
Home Address in Australia Post Code

HOW CAN THE COLLEGE CONTACT YOU IN CASE OF EMERGENCY?

Father: Title Name & Surname

Telephone (Work) Mobile
Telephone (Home) Email
Mother: Title Name & Surname

Telephone (Work) Mobile
Telephone (Home) Email

1st Alternate Contact: Name & Surname:

Relationship to Student Mobile

2nd Alternate Contact: Name & Surname:

Relationship to Student Mobile

How does your student travel to school?

(i.e. parent’s car, school bus, public transport, walking or cycling)

IN THE EVENT OF AN EMERGENCY EVACUATION OF THE SCHOOL PREMISES FOR ANY REASON, PLEASE
INDICATE YOUR EMERGENCY EVACUATION TRANSPORT PREFERENCE:

[0 Category A — Students authorised to leave immediately via their own means

[0 Category B — Students traveling by College Bus. Students to be released to their bus if capable, younger students to be
collected by a staff member to escort to the bus area.

[0 Category C — Students for immediate collection by parent or delegate*.

[0 Category D — Students who will remain at school to be collected by a parent or delegate* at a later time.

*Delegate: Name & Surname:

Relationship to Student Mobile

Name of Family Doctor (if available)

Clinic Name Phone
Student’s Medicare Number (if applicable) Position Expiry Date
Private Health Provider Membership Number
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DOES YOUR STUDENT SUFFER FROM ANY OF THE FOLLOWING? (If YES, please give details)

Anaphylaxis

Respiratory problems

o Asthma/Hay fever

Allergies

e Bites/stings

e Food allergies/intolerance

e Drug/Ointment allergies

Diabetes/Hypoglycaemia

Epilepsy

Heart problems/ Blood disorders

Renal problems

Sensory

e Visuali.e. glasses

e Hearing/impairments

e Skin/ Eczema

e Speech/impairments

Headaches/ Migraines

Psychological/Anxiety/Phobias

Other emotional problems

Joint/Other skeletal information

Learning difficulties/ADD/ADHD etc.

HIV, Hepatitis A, B, C etc.

Travel Sickness

Period Pain

Recent Operations / Other iliness

Any other (please specify)

FURTHER MEDICAL INFORMATION

Any further important medical information about your student
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MEDICATION

Medication your student is taking

Any side effects your student may experience from their medication

Medication can only able to be administered if a Medical Authorisation has been provided to the College.
Please complete FORM 06 — Administration of Medication at the College — International Students and
submit it along with the appropriate Medical Authorisation to Health Bay if medication needs to be
administered to your child.

HOSPITALISATION

Details of any major surgeries or serious illnesses and hospitalisation in the last 3 years (including the date, reason

and prognosis)

Immunisation Records

Where available, please provide a copy of the student's vaccination records Refer to

https://www.qld.gov.au/health/conditions/immunisation/records/index.html for more information

Food or Dietary Requirements

O Intolerance to food

O Behavioural reaction

[0 Food preferences

Parent/Guardian Signature

Parent/Guardian Name. Date (dd/mm/yyyy)
Students in Homestay must have medical form signed by their parent/quardian — not Homestay Parent.

Please print a copy of this medical information for your personal record and return a completed copy to the
College. Remember to update the College should your student's health needs change.
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FORM 06 — Administration of Medication at the College

Student’s Full Name:

Year Level:

Date of Birth:

Address:

Medicare Number (if
applicable)

Card Expiry Date:

Overseas Student
Health Cover Provider

Membership No.

Please tick the relevant box.

OO0 Asthma Reliever and Adrenaline Auto-Injectors (EpiPens): You must also provide a doctor's
plan, in English, for the child's care. Students can only have Asthma Reliever Medication and EpiPens
if they have a doctor’s plan.

O Long-term Medication (prescribed for more than 30 days): Write the start and end dates for the
taking of the medication. You must also provide a doctor's plan, in English, for the child's care. The
medicine must be prescribed by a doctor and labelled correctly. The medicine must be in its original
packaging with a current pharmacy label indicating that it is prescribed medicine.

O Medication administered as needed: This includes medications like Paracetamol (e.g., Panadol,
Herron, Panamax), antihistamines and vitamins. The medicine must be prescribed by a doctor and
labelled correctly. The medicine must be in its original packaging with a current pharmacy label
indicating that it is prescribed medicine.

O Short-term Medication (prescribed for less than 30 days): Write the start and end dates for the
taking of the medication. The medicine must be prescribed by a doctor and labelled correctly. The
medicine must be in its original packaging with a current pharmacy label indicating that it is prescribed
medicine.

Note: Only prescribed paracetamol with proper labelling will be given. A letter from the parent won't
be enough without confirmed medical authorisation. Medical authorisation is the medicine in its
original packaging with a current pharmacy label indicating that it is prescribed medicine. If
authorisation isn't confirmed, the medication cannot be given by the College.
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FORM 06 — Administration of Medication at the College (continued)

1. Medical condition(s) of the child requiring regular treatment:

2. Medication your child has (attached separate sheet if needed):
Asthma Reliever and Adrenaline Auto-Injectors (EpiPens) - Please attach the care plan

provided by the Doctor

Medication Name dosage | Time/s of | Special Instructions Self-admin
dosage (Yes/No)
Long-term Medication- Please attach the care plan provided by the Doctor
Medication Name dosage | Time/s of | Special Instructions Self-admin
dosage (Yes/No)
Medication administered as needed (such as paracetamol and antihistamines)
Medication Name dosage | Time/s of | Special Instructions Self-admin
dosage (Yes/No)
Short-term Medication
Medication Name dosage | Time/s of | Special Instructions Self-admin
dosage (Yes/No)

3. Recommended restrictions on participation in school activities (e.g. sport, use of tools or
machinery):

4. Recommended procedure in emergency/crisis situation:

5. Additional comments:
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FORM 06 — Administration of Medication at the College (continued)

Consent by parent:

e | understand it is my responsibility to provide the medication and equipment for its
administration, and to ensure its immediate replenishment after use, or when it
requires replacement.

e | understand the medication label must be issued for this event period (i.e. date on
packaging must be relevant to request period)

e For asthma relievers & medication administered as needed, this form is valid up to
December 31 of the current year or until the date of expiry (whichever is sooner).

e | understand that the information provided may be discussed by the Principal/or
delegate with other members of College staff.

* | hereby give permission to the Principal/or delegate, at their discretion, to obtain
relevant information from the Prescribing Doctor.

e | authorise the school to provide to ambulance / hospital authorities or qualified
medical practitioner(s) information concerning any of the medications or
conditions identified above.

e | accept and agree to observe the conditions imposed by the College and understand and
agree that it is my responsibility to inform the Principal of any changes involving the
administration of the medication.

e | understand the College staff administering the medication are not medical practitioners.

This form must be signed by your child’s doctor.

If the MEDICATION
e is prescribed for more than 30 days (Long-Term Medication); or
¢ is for asthma or anaphylaxis

a Care Plan completed by your child’s doctor MUST also be attached

Signature of Signature of Doctor

Parent/Guardian:

Name: Name:

Date: Medical Practice
Date:

Contact Details:
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DECLARATION
I have been given a copy of the SSPP Handbook before signing this application.
¢ | confirm that | am aware that the College has an internal and external complaints and appeals policy
and process that | can access at any time and at no cost.

¢ | confirm that | understand | am responsible for keeping a copy of this written agreement and copies
of receipts for payment of tuition and non-tuition fees to the College.

e | confirm | have received and understood information from the College regarding the following:
o the course(s) in which | am to be enrolled

conditions of enrolment in the course(s)

tuition and non-tuition fees

the College’s policies as listed above.

the sharing of personal information

maintaining current contact details obligations

grounds on which my enrolment may be deferred, suspended or cancelled

o permission to use VEVO to check visa entitlements during period of enrolment

¢ | hereby declare that the information supplied by me to the College to support this enrolment is
complete, true and correct.

e | agree to pay all fees owing and by the due date as per Fees Policy at
https://citipointe.qld.edu.au/enrol/enrolling-at-citipointe

e | have read, understood and agree to be bound by the above Conditions of Enrolment.

O O O O O O

¢ | understand the fees are as follows:

TOTAL TUITION FEES: A$39,184 per year
TUITION FEES: A$19,592 per semester (There are 2 semesters in an academic year.)

NON-TUITION FEES: Compulsory College costs

Application Fee A$500 (non-refundable)

Uniforms approximately A$1,000

Students will be required to purchase an iPad (full size —not | approximately A$1,200
mini) compatible for use in the College, AppleCare+, Logitech
case, Apple Pencil

NON-TUITION FEES: Compulsory external costs

Overseas Student Health Cover (OSHC): Parents or agents | approximately A$1,100 per

must apply for OSHC for the student. For information on year x length of visa
Australian health insurance companies refer to (Subject to change depending
www.oshcaustralia.com.au on health cover cost for a

particular year.)

NON-TUITION FEES: If required or by choice

Welfare Fee A$600 per semester
(if a Welfare Letter has been issued)

Homestay A$12,500 per semester
(Includes accommodation, supervision and all meals — does not
include transport to school, phone or internet costs)

Homestay Placement Fee A$500
Homestay Relocation Fee A$500
Homestay in Christmas holidays A$4,500
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(if student is not living with parents or in a College homestay)

Accommodation Approval Fee A$500

Bus fees (if bus to and from school is required) A$1,903 per semester

Co-Curricular Programs (optional)
e.g. Instrumental Music, Speech and Drama, ESL, Tutoring

A$2,000 per semester

All Prices are in Australian Dollars

NOTE: Items listed under NON-TUITION FEES (e.g. homestay relocation fee) are optional. The respective

fees are applicable only if the services are required.

SIGNING: All parents/guardians are required to sign this Enrolment Contract.

Student’s Name:

APPLICATION FORM
RECENT SCHOOL REPORTS TRANSLATED INTO ENGLISH

APPLICATION FEE OF A$500

Parent / Guardian 1 Date:
Full Name:
Signature:
Date:
Parent / Guardian 2 Date:
Full Name:
Signature:
Date:
Agent Declaration:
| declare that | have briefed the applicant and parents on the Citipointe Date:
Christian College Terms and Conditions for enrolment related to this
application consistent with the ESOS Act and National Code of Practice. AGENT DETAILS/STAMP:
Agent’s Signature
Send: Send to:

The Registrar

Citipointe Christian College International
322 Wecker Road

Carindale Qld 4152 Australia

Email: mail@citipointe.qld.edu.au
Website: http://citipointe.gld.edu.au
PHONE: + 61 7 3555 2700
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