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Entry Requirements and the International Student Enrolment 
Process 

All Hallows’ School is CRICOS registered (03295M) to provide education to international students who have 
obtained a student visa to study in Australia.  Recruitment of students will be conducted at all times in an 
ethical and responsible manner and consistent with the requirements of the National Code. 

All Hallows’ School will consider enrolment applications from students wishing to apply for a Student Visa, 
subject to compliance with minimum requirements and conditions set by All Hallows’ School, and with 
legislative requirements of the State of Queensland and the Commonwealth of Australia, including any 
requirements to undertake extra tuition to learn English to meet the English language proficiency standard 
needed to enter mainstream classes.  Enrolment at All Hallows’ School is conditional upon full participation 
in the school curriculum as well as adherence to All Hallows’ School policies as detailed in the document. 

International students, who do not speak and write English as their first language, come to All Hallows’ 
School having obtained satisfactory IELTS scores (or equivalent) through an accredited college offering the 
English Language for International Students Courses (ELICOS).  Usually the ELICOS course is undertaken 
in Australia.  Currently, this is organised by a prospective international student’s parent/caregiver before an 
application to attend All Hallows’ School is made. 

Applications for enrolment can be made on the All Hallows’ School Website.  The Application for Enrolment 
Form must be correctly completed and must be accompanied by the following documents to support the 
application:  

• Certified copy of the student’s passport data page (name, photo identification, passport number and 
expiry date) as proof of identity and age 

• Certified copies of student report cards from the previous two years of study, including a copy of the 
latest student report 

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

• A completed Subject Choices Form if appropriate 

• Written evidence of proficiency in English as a second language 

• Completed Homestay Application Form (if applicable, from ISCA) 

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

• Letter of Offer from another registered provider if applicable 

• Enrolment Application Fee (non-refundable) 

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

An application for enrolment can only be processed when all of the above are in the hands of the All Hallows’ 
School Enrolment office. 
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Applications from overseas students are processed according to established policy and procedures and are 
dealt with on their merits. 

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

Onshore applications for Years 11 and 12 (Senior School), 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 the Senior School course 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. 

All Hallows’ School requires evidence that the applicant’s academic ability and English proficiency is 
sufficient to successfully meet the entry and curriculum demands of the intended course.  There is a 
requirement under the 2018 National Code of Practice, Part B Standard 2.  

Minimum academic and English language requirements are as follows: 

ACADEMIC REQUIREMENTS FOR ACCEPTANCE 

Students must provide evidence of satisfactory academic performance appropriate for entry to the year level 
requested on the Application for Enrolment Form or offered as an alternative point of entry by the School in 
a Letter of Offer.   

For Year 7 to 12 students, the entry requirement is a pass level of ‘C’ grade or better for the majority of core 
subjects.   

Students intending to enter Year 11 are required to have achieved a pass mark of 75% or better in the study 
of English as a second language. 

ENGLISH LANGUAGE PROFICIENCY REQUIREMENTS 

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

If supplied, All Hallows’ School will assess evidence of English language proficiency presented by a student 
at the time of application but reserves the right to confirm the student’s English language proficiency through 
additional tests and or interviews. 

If not presenting appropriate evidence of English language proficiency at the time of application, All Hallows’ 
School will assess the student’s application for entry by means of additional testing and will require the 
student to attend an interview (in person or via video link) with the Deputy Principal (Teaching and Learning) 
and / or Head of Department at All Hallows’ School to assess the extent to which the student is likely to 
achieve the outcomes of the course based on the applicant’s level of English and academic results. 
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All Hallows’ School accepts results from the following test instruments (or equivalent):  

Test Minimum Test Result For Entry to Year 

IELTS 4 Years 7 to 8 

IELTS 4.5 Year 9 

TOEFL (IBT) 32 

IELTS 5.5 Year 10 

TOEFL (IBT) 46 

IELTS 6 Year 11 

TOEFL (IBT) 60 

IELTS 6.5 Year 12 

TOEFL (IBT) 79 

 

Students should note that if their language proficiency is below that outlined above, or if All Hallows’ 
School has concerns about the student’s language proficiency and their ability to function at the 
requested year level of entry, the student may be required to undertake an intensive English language 
course before beginning mainstream studies or be enrolled in a lower year level. 

If undertaking an intensive English language course before commencing mainstream studies, English 
language proficiency will be 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.  

The Enrolment Process 

Should All Hallows’ School decide to offer the student a place, a ‘Letter of Offer and Confirmation of 
Enrolment”, which is conditional upon obtaining a satisfactory standard of English Language proficiency, 
will then be sent to the student, upon receipt of which he and her parent(s) / legal guardian(s) if the 
student is under 18 years, is to: 

• Complete, sign and return the Written Agreement to the School.  
• Pay the Confirmation of Enrolment Fee [non-refundable] to the School by the due date.  
• Pay the Tuition and Non-tuition fees for the first semester at All Hallows’ School. 

 
Enquiries should be directed to our Enrolments Registrar at Enrolments@ahs.qld.edu.au.  

An application for enrolment can only be processed when all of the above are in the hands of the 
School’s Enrolments Registrar. 

Please note that in most cases the student will be younger than 18 years of age and the agreement will 
need to be signed by a parent/caregiver. 

A Confirmation of Enrolment (CoE) will then be created in PRISMS. The School expects that the student 
has and will check the details of such approval in PRISMS prior to confirming the student’s enrolment.  

mailto:Enrolments@ahs.qld.edu.au
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The student will only be granted an interview with All Hallows’ School once the ELICOS course has 
been completed or is close to completion.  At that stage, the student will be advised of commencement 
arrangements at All Hallows’ School and will be assisted with the purchase of her school uniform. The 
cost of a uniform and ancillary equipment such as bags and a hat, will be at the student’s own expense. 

Do not travel to Australia without a parent of guardian if you are under 18 years of age. 

It is a requirement under Australian Law that Australian education providers take responsibility for the 
accommodation and welfare arrangements of unaccompanied foreign students under the age of 18 from the 
time they arrive in the country, for the purpose of undertaking the course that they enrolled in, until the time 
they leave.  The dates between which a particular provider will take on responsibility are noted on the CAAW 
which is lodged with the Department of Home Affairs (Immigration) by the provider.   

As the student may undertake ELICOS tuition at another Australian education institution prior to 
commencing her course at All Hallows’ School, we encourage you to ensure that your student visa has been 
granted prior to entering Australia. All Hallows’ School will require that a person under the age of 18 years 
is accompanied by a parent or guardian and has obtained a student visa before considering their application 
for enrolment as an international student. As a provider, the School does not take responsibility for issuing 
a CAAW.  

Should you have any queries in this regard please contact the Deputy Principal - Students at All Hallows’ 
School at admin@ahs.qld.edu.au 

SUBJECT SUITABILITY 

To assist International students with the selection of suitable subjects and courses, the Assistant to the 
Principal - Studies, the School VET Pathways Coordinator, Heads of Department, the teacher of ESL 
and the Deputy Principal - Students are available for consultation.  They are able to help the student 
by assessing their individual needs and English proficiency level and matching those needs with the 
education outcomes of the available subjects and courses. 

COURSE CREDITS 

Students may apply for Course Credit.  Course credit may be offered as outlined below: 

• For students transferring from interstate up to Year 10, the school does not offer course credit 
and entry into any course is subject to the assessment of the school. 

• For students transferring from interstate in Year 11 and the beginning of Year 12, the student 
may receive course credit for units completed based on evidence provided of studies 
undertaken under the relevant state or territory curriculum assessment authority or nationally 
accredited framework.  This assessment is open to the rules of the Queensland Curriculum and 
Assessment Authority (QCAA) and an application to this body needs to be made.  Credit cannot 
be guaranteed by the School.  

• For students transferring from overseas, the School does not offer course credit.   

mailto:admin@ahs.qld.edu.au
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Enrolment Procedure Overview 

 

  

Enrolments Office 

� Check if placement is available 
� Check documentation is complete 
� Request any documentation outstanding 
� Advise family if no placement available 

ESL teacher for 
assessment of ESL 
support - if student is 
from a culturally & 
linguistically diverse 
background 

DP (Students) and 
the AP (Studies)  
for assessment of 
academic history 
and conduct 

Enrolments 

� Confirm recommended placement is 
available 

� Confirm documentation and 
consultation process is complete 

� Follow up any academic or management 
requests 

� Finalise documentation 

Principal  

� Application approved 
� Application not approved 
� Interview required 
 

Completed enrolment application documents are 
received. 

These include: 

� Completed enrolment application form 

� Signed agreement all policies and conditions 
have been understood and accepted 

� Completed medical information form 

� Certified transcripts of academic records from 
the last two years of schooling 

� Certified evidence of date of birth 

� Letter of recommendation or statement of 
student behaviour from previous school 
principal (if not included with academic 
records) 

� Copy of passport details 

� Copy of English language test/evidence of 
English language proficiency 

� Completed form for request for Special 
Assistance/Programs 

� Attach evidence of Confirmation of 
Appropriate Accommodation and Welfare 
(CAAW) 

� Completed subject choices form  

� Application to QCAA for Course Credit [if 
applicable] 

� Application fee (non-refundable) 
 
NOTE:  A Student’s language proficiency may need 
to be reassessed prior to entry to a school sector 
course after completing a preliminary ELICOS 

 

� Create application file 
� Indicate placements which might be 

available 
Application file circulated for assessment 

REF: English language and academic entry 
requirements and granting of course credit 

 

Advise outcome of application and complete 
enrolment process if application is accepted 
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International student program: Engagement before Enrolment 
ENTRY REQUIREMENTS 

All Hallows’ School requires evidence of sufficient proficiency in English to successfully meet the 
curriculum demands of the enrolled course.   

Year 7 to 8 - minimum proficiency level is equivalent to IELTS 4 plus a pass level of ‘C’ grade or better 
for the majority of core subjects 

Year 9 - minimum proficiency level is equivalent to an IELTS 4.5 plus a pass level of ‘C’ grade or better 
for the majority of core subjects 

Year 10 - minimum proficiency level is equivalent to an IELTS 5.5 plus a pass level of ‘C’ grade or better 
for the majority of core subjects 

Years 11 and 12 - minimum proficiency level is equivalent to an IELTS 6 plus a pass level of ‘C’ grade 
or better for the majority of core subjects 

If a student has completed an alternative form of internationally recognised English testing, the 
application will be based on the same scale.  A copy of these exam results are required to be sent with 
the enrolment application. If an IELTS, or similar, result is not provided, the student will be required to 
attend a minimum of 20 weeks at an English Language School prior to commencing at All Hallows’ 
School.  Students must achieve an Upper Intermediate level of English from their chosen Language 
School.  Progress reports from the Language School must be received prior to final acceptance. 
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Course Content 
Changes to the System of Senior Assessment  
 
During 2019, the School began the transition towards the new system of Senior Assessment in 
Queensland which commences in 2020. A summary of the assessment framework is shown below.  

 

All Hallows’ School is committed to providing authentic, student centred learning programs tailored to 
meet the needs of our students. The diversity of backgrounds, abilities and aspirations are embraced 
and nurtured. We strategically deliver individualised learning that appropriately supports, extends and 
challenges each learner.  
 
Our broad range of subject offerings and diverse senior studies program caters for both academically 
and vocationally oriented pathways for our students. In the senior years, students have access to 
educational opportunities provided by universities, TAFE and other registered training providers 
including school-based apprenticeships, traineeships and work experience.  
 
For further information regarding tertiary education requirements please visit the Queensland 
Curriculum and Assessment Authority website https://www.qcaa.qld.edu.au/senior/tertiary-
entrance/atar. 
 

Our dedicated and talented staff strive to nurture, support and challenge our students through the 
design and delivery of a reflective and creative curriculum, empowering an All Hallows’ girl to become 
a resilient problem solver and lifelong learner. Queensland’s system of Senior Assessment and 
Tertiary Entrance; the QCE system, will change for students commencing Year 11 in 2019, offering a 
variety of new subjects and a revised assessment regime. The list of subjects are those offered at All 
Hallows’ School are listed on the School’s website.  
 
  

https://www.qcaa.qld.edu.au/senior/tertiary-entrance/atar
https://www.qcaa.qld.edu.au/senior/tertiary-entrance/atar
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Tertiary entrance and the QCE 
 
The Queensland Certificate of Education (QCE) is a qualification awarded to eligible students at the 
completion of a course of study, typically at the end of Year 12.  Queensland students must be 
registered by their learning provider with the Queensland Curriculum and Assessment Authority 
(QCAA) in the year before their senior studies begin, generally in Year 10. 
 
Learning Outcomes and Requirements 
 
The QCE offers some flexibility in what is learnt, where it is learnt and when it is learnt.  There is a wide 
range of learning options amongst the academic choices including QCAA developed General syllabus 
and Applied syllabus subjects as well as Vocational Education and Training qualifications, non-
Queensland studies and other recognised studies. To be awarded a QCE, students must have at least 
20 credits from contributing courses of study completed in a set pattern, including core courses of study, 
at the set standard and that fulfil literacy and numeracy requirements. 
 
Planning for a QCE 
 
A Senior Education and Training (SET) Plan is used to assist students as they plan their senior studies 
and ambitions beyond school.  Incorporating interests and abilities, the SET Plan is finalised while the 
student completes Year 10.  It is a document that is supported by the student, their parents and the 
learning provider. 
 
Monitoring Progress  
 
When a student is registered with QCAA Student Management the QCAA opens a learning account 
and issues a Learner Unique Identifier (LUI).  This account details the student’s enrolments and the 
results of any completed courses of study.  Students are able to access their learning account through 
the QCAA website. 
 
Awarding a QCE 
 
Most students are awarded a QCE at the end of Year 12.  Students who do not meet the QCE 
requirements at the end of Year 12 can continue to work towards their certification in the years following 
graduation. All students who complete Year 12 receive a Senior Statement. 
After completing Year 12, students who become eligible for the award of a QCE will receive a Statement 
of Results.  A Statement of Results is a cumulative transcript of their Learning Account. 
 
The requirements for a QCE are different to those for tertiary entrance. Students should check the 
Queensland Tertiary Admissions Centre (QTAC) website for accurate tertiary entrance information. 
Subject options and information handbooks can be found on the All Hallows’ School website at 
https://www.ahs.qld.edu.au/enrolments/prospectus 

Students must complete all assessment tasks and examinations in order to progress in their studies.  If they 
do not meet the course requirements, All Hallows’ School must report them to the Department of Immigration 
and Border Protection, and their visa could be cancelled. 

COURSE DURATION 

Years 7 to 10 are included within the Junior Secondary School Course and comprises eight (8) semesters 
of approximately 20 weeks each of full-time study.  Students can commence at any year level of this 
course.  Years 11 and 12 are included within the Senior Secondary School Course and comprise four 
semesters of approximately 20 weeks each of full-time study. 

https://www.ahs.qld.edu.au/enrolments/prospectus
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SPORT AND CO-CURRICULAR 

 

Culture  

All Hallows’ School has an extensive instrumental and choral music program.  Students from all year 
levels may participate in ensembles and choirs.  A musical or dramatic production is staged each year in 
conjunction with St Joseph’s College, Gregory Terrace.  A number of concerts and other performances are 
staged annually and an Arts Eisteddfod is held at the School.  Theatre Sports, Music, Dance and Drama 
groups also participate in competitions and performances in the wider community. 

Private tuition is offered in voice, speech, all orchestral instruments, piano, guitar (and other instruments 
depending upon demand) and theory of music.  Students may be entered for the Australian Music 
Examinations Board (AMEB) and Trinity College London (TCL) examinations in music and speech. 

Public speaking and debating are valued activities and many students take part in Inter-School, State and 
National competitions including Queensland Debating Union, UN Youth Voice Competition and the 
Women’s Debating Competition. 
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Staff Professional Development  
All Hallows’ School has a long-standing commitment to professional learning and review of staff 
performance and devotes considerable time and resources to these activities and processes. We 
continue to review and update our Enhancing Teacher Performance Process. This annual process is 
designed to enhance and improve the already strong professional practice of our teachers. It is closely 
linked to our professional learning and goal setting processes and is built on regular reflection and 
structured feedback facilitated through professional learning communities. It reflects the Australian 
Professional Standards for Teachers as published by the Australian Institute for Teaching and School 
Leadership.  

All Hallows’ School provides a comprehensive professional learning program for staff as well as 
supporting access to external professional learning activities. An important source of professional 
learning is through peers and we have great expertise within our staff and wonderful commitment to 
sharing this expertise with colleagues. This occurs both across and within departments, year levels and 
subjects. Many of our professional learning activities are designed to support our whole school 
curriculum goals (for example, our focus on student metacognition and critical reflection, the provision 
of timely, specific and constructive feedback on learning and the integration of digital pedagogies). 

Each year, all teaching and support staff participate in a full day retreat program.  The retreat day 
typically focuses on transformation, analysis, and exploration of both contemplative and action-based 
strategies that encourage personal growth towards wholeness.  All Hallows’ School teachers are 
leaders in teacher inquiry. There is a shared understanding that teaching integrity is predicated on the 
teacher as learner - one who is both a reflective practitioner and a focused strategist committed to 
ongoing improvement. To that end, All Hallows’ teachers engages in research partnerships with 
universities across several areas of the curriculum. Over the last few years, several All Hallows’ School 
teachers completed the Harvard University online course entitled: Making Thinking Visible: Building 
Understanding Through Critical and Creative Thinking. 

All Hallows’ staff also regularly share their understandings and expertise with other schools and 
communities, both in Australia and internationally. All Hallows’ School is a leader in pedagogical change 
and excellence and has been recognized as a Microsoft Showcase School and in The Australian 
Educator Innovative Schools Report as well as in publications with Association of Heads of Independent 
Schools of Australia on Digitally Mediated Conversations.   
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International Visa Student Application for Enrolment  
 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 
Please print clearly in English. 

 

STUDENT DETAILS 

Family Name (as on passport): Given Name(s): 

Date of Birth                 /           /       (dd/mm/yy) Nationality: 

Passport No.: Expiry Date: 

Country of Birth: Student Email: 

Type of Visa:    

First Language: Other Language(s) spoken: 

 

Course and Year Level of Commencement:  

Junior Secondary:  7 / 8 / 9 / 10 
Senior School:   11    
(Year 11 is prerequisite for Year 12) 

Year of Commencement   

2019 / 2020 / 2021 / 2022 

Semester One / Semester Two 

 

For Office use ONLY 

Date Application Received: 

Student ID: Parent Code: 

Receipt No.: Payment Type:    Cash 

    Credit Card 

    Direct Debit 

    Other: 
 

  

Please 
attach 

photo here 
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FAMILY DETAILS 

Father / Stepfather / Legal Guardian  Mother / Stepmother / Legal Guardian 

Family Name: Family Name: 

Given Name:  Given Name:  

Address: 

 

 

 

 

Address: 

Mobile No: Mobile No: 

Home No: Home No: 

Business No: Business No: 

Email: Email: 

Country of Birth: Country of Birth: 

Occupation: Occupation: 

Highest level of Education: 

 

Highest level of Education: 

 
 

FURTHER INFORMATION 
The student resides with: 

    Both parents        Mother        Father        Guardian/Carer  

Please tick whichever applies: 

  Parents are separated     Parents divorced  

  Father is deceased      Mother is deceased 

  Father remarried      Mother remarried 

Preferred contact? 

    Both parents        Mother        Father        Guardian/Carer 
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EMERGENCY CONTACT 

Name: Phone No.: 

Relationship to Student: 

 

STUDENT ACADEMIC INFORMATION 

 
Please provide certified reports for the previous two years. 

Students who do not meet the English language requirement for direct entry will need to complete 
a minimum 20-week ELICOS Course at a Language school of their choice before the enrolment 
application can proceed beyond this point.  

Present School: 

Language of instruction: 
Have you studied English at school? 

 Yes  No 

If yes, please state number of years/months  

Years: ……………………   Months: ………………….. 

Have you undertaken an IELTS or other approved English language test?            Yes    /    No 
 
If yes, please provide score: ……………………………. 
 
Please attach a copy of your result; certified copies of original documents are required. 
Accredited English language translations must accompany documents not in English. 

 

STUDENT’S ACCOMMODATION 

All Hallows’ School requires that all international students are living with their parents or a 
nominated relative.  

  

If student is not in approved accommodation, provide details below of where and with 
whom the student will reside: 
Name:  Relationship: 

Phone No.: Email: 

Address: 
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OVERSEAS HEALTH COVER 

Do you require assistance in organising OSHC?                       Yes   /   No 

It is a visa requirement that all international students have private health insurance, covering the 
duration of their visa.  There are numerous providers, however All Hallows’ School suggests 
BUPA www.oshc.bupa.com.au to provide this cover.  It is ultimately the students’ responsibility to 
maintain the cover and know their provider details.  A copy of the Certificate of Insurance must be 
provided to the All Hallows’ School Enrolments Officer before commencing at the School. 

STUDENT’S MEDICAL PROFILE 

Please indicate below if your child has 
experienced any of the following medical 
conditions 

Is your child on any medication / herbal 
supplements for the condition? If yes, provide 
details. 

Heart problems                                      Yes   /  No  

Respiratory problems: Asthma              Yes   /  No  

Diabetes                                                 Yes   /  No  

Blood disorder                                        Yes   /  No  

Epilepsy                                                  Yes   /  No  

Migraine                                                  Yes   /  No  

Phobias                                                   Yes   /  No  

Allergies                                                  Yes   /  No  

Attention Difficulty:  ADD or ADHD         Yes  /  No  

Aspergers Syndrome / Autism                Yes  /  No  

Dyslexia                                                   Yes  /  No  

Recent illnesses                                      Yes  /   No  

Has your child received any assistance from or been referred to: 

Counsellor                                                 Yes  / No           Hearing/Vision Impaired Services        Yes  /  No 

Psychologist / Analyst                               Yes / No            Speech Therapist                                  Yes  /  No 

Psychiatrist                                                Yes / No             Visual Services                                     Yes /  No                              

Anger Management                                   Yes / No             Physically Handicapped Services         Yes / No 

If you answered Yes to any questions above, please provide all supporting medical documents, including 
information about medication.  This will enable All Hallows’ School to ensure we are able to adequately 
support your daughter during her studies. 

Permission to administer Paracetamol (for fever, minor aches and pains)                                 Yes / No 

All Hallows’ School reserves the right to administer emergency care or refer a student to a medical practitioner or 
hospital should the situation arise. 

PAYMENT OF ACCOUNT 

Name of person(s) responsible for payment of account:   
  

http://www.oshc.bupa.com.au/
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Documentation Checklist: 

 

For All Hallows’ School to proceed with this application please ensure you have included the following: 

• Certified copy of the student’s current passport 
• Certified copies of the student’s report cards from the previous two years of study, including a copy 

of the latest report 
• A completed Reference Form from the student’s current or most recent School Principal if the 

student’s Report Cards do not record student behaviour or commitment to studies 
• A completed Subject Choices Form if appropriate 
• Written evidence of proficiency in English 
• Confirmation that the Department of Immigration and Border Protection has approved for the student 

to reside in Australia with a parent/guardian (check of Visa and PRISMS enquiry) 
• Application for course credit (if applicable and only if transferring from an Australian school in Years 

11 or 12) 
• Enrolment Application Fee (non-refundable) 
• Any supporting medical documentation 

 

Parent and Student Declaration 

All applicants and their parent / caregiver must read and sign the declaration below before the application 
can be processed. 

1. We declare that the information supplied in this from is complete and accurate. 
2. We understand that failure to provide full and frank disclosure on the student’s profile and medical 

history may result in All Hallows’ School withdrawing any offer and enrolment at any time. 
3. We have read, understood and agree to All Hallows’ School policies and procedures. 
4. We understand that All Hallows’ School is bound by the National Privacy Principles (NPPs) 

contained in the Privacy Act 1988.  These Principles are designed to protect the confidentiality of 
information and the privacy of individuals by regulating the way personal information is managed.  
Information supplied in this application may be provided to any official authority or organisation 
deemed appropriate by the Principal, as required by the ESOS Act 2000 and National Code 2007. 

5. We understand that we will be responsible for all school fees and these must be paid by the due 
date as indicated on the invoice. 

6. We understand that the student is responsible for maintaining all visa, passport and healthcare 
requirements. 

7. We understand that this application does not guarantee that a place of enrolment will be offered. 

  



ALL HALLOWS’ SCHOOL 

 

18 
 

 
 

Father’s Name: 
 
 
 

Signature: Date: 

Mother’s Name: 
 
 
 

Signature: Date: 

Student’s Name: 
 
 
 

Signature: Date: 

 
Privacy Collection Notice 
 
Information is collected on this form and during your enrolment to meet our obligations under the ESOS Act 
and the national Code of Practice for Providers of Education to Overseas Students 2007; to ensure student 
compliance with the conditions of their visas and their obligations under Australian immigration laws 
generally. 
 
The authority to collect this information is contained in the Education Services for Overseas Student Act 
2000, the Education Services for Overseas Students Regulations 2001 and the National Code of Practice 
for Providers of Education to Overseas Students 2007.  Information collected about you on this form and 
during your enrolment can be provided, in certain circumstances, to the Australian Government and 
designated authorities and, if relevant, the Tuition Assurance Scheme and the EXOS Assurance Fund 
Manager.  In other instances, information collected on this form of during your enrolment can be disclosed 
without your consent where authorised or required by law.  
 

To be completed by Parent /Caregiver 

 
I declare that I have been given a copy of the International Student Program policies available on the All Hallows’ School 
website and in the International Student Handbook relating to the application.  I have provided the applicant with relevant 
information about All Hallows’ School consistent with the ESOS Act 2000 and the National Code of Practice for Registration 
Authorities and Providers of Education and Training to Overseas Students 2007. 
 
I confirm that the information contained in this application and supporting documentation is accurate and has not been 
altered in any way. 
 
Any enrolment or tuition fees due and payable to All Hallows’ School will be paid immediately to ensure All Hallows’ School 
can uphold its commitment to the ESOS legislation in enacting the Refund Policy where applicable. 
 
Name of Parent/Caregiver_______________________   Address: _________________________________ 
 
Contact Person: ____________________________ Phone Number: __________________________ 
 
Email Address:  ____________________________ Fax: __________________________________ 
 
 Signature: ________              ___________________ Date: _________________________________ 
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Payment details 

All Hallows’ School takes payment via a credit card using the authorisation information below.  
 
Please mark student’s name clearly on School’s payment portal at the time of payment.  
 
Credit Card Authorisation: 

    MasterCard     Visa 

Card Number: 
Expiry Date: CCV: 

Cardholder’s Name: 

Amount: $200 (Application fee – non-refundable) 

Signature 
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Sample Written Agreement  
 

Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

 

1. CONTACT DETAILS (Please check all contact details are correct.) 

a) Student details  

Student name:  

 

DOB:  

Nationality:  

Passport No and 
Expiry Date 

 

Visa No  

(If applicable) 

 

Address:  

 

 

 

 

Phone No:  

 

Mobile No:  

 

Email address: 1. 

2. 

Current Year Level 
of Schooling 
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b) Parent(s)/legal guardian details: 

Parent/Legal  
Guardian Name: 

1 

 

2 

 

Address: 1 

 

 

 

 

 

2 

 

 

 

Phone no: 1 

2 

Mobile No 1 

2 

Fax no:  

 

Email address: 1 

 2 
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c) Emergency Contact Details: (another person(s) All Hallows’ School can contact in an 
emergency who can speak English if parents cannot be contacted or do not speak English) 

Emergency 
Contact Name(s) 
and relationship to 
student: 

1 

 

2 

 

Address: 1 

 

 

 

 

 

2 

 

 

 

Phone no: 1 

2 

Mobile No 1 

2 

Fax no: 1 

2 

Email address: 1 

2 
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2. Current Contact Details and Change of Contact Details 
 
a) The student (and, if the student is under 18 years of age, the student’s parent(s) / legal 

guardian(s) and any adult responsible for the student’s welfare) is required to notify All Hallows’ 
School of contact details, including 
i) Current residential address 
ii) Mobile number (if any) 
iii) Email address (if any) 
iv) Whom to contact in any emergency, and 
v) If there are any changes to these details, within seven days of the change. 

This is a requirement under the 2018 National Code of Practice for Providers of Education and 
Training to Overseas Students.   

It is also a requirement under the student’s visa conditions to ensure that any notifications sent to 
the student by the Department of Home Affairs advising of visa breaches are sent to the student’ s 
current address. 

b) Where All Hallows’ School has approved the student’s welfare and accommodation 
arrangements, the student requires both the School’s and the parent’s / legal guardian’s 
approval for any changes to welfare and accommodation arrangements.  

c) All Hallows’ School is required by law to request confirmation of current address and contact 
details in writing for each student (and parent or legal guardian if a student is under 18 years of 
age) and emergency contact at least every six months.  

3. Preferred method of contact for confirming contact details in writing every six months, as 
required by law: 

 Fax  Email 
 SMS  Other 

4. Course enrolment details 
a) CRICOS Course Name: Junior Secondary 7-10 Course Code: 086014E; CRICOS Course 

Name: Year 11 & 12, Course Code: 074845J. 
b) Course location: All Hallows’ School, 547 Ann Street, Brisbane, Queensland 
c) Course Type and Entry level [enter course name as registered on PRISMS] 

Private Junior Secondary Year 7 

Private Year 11 & 12 Year 11 

 

Course Start and End Date  

[Note: when creating a written agreement for a student enrolling in multiple courses e.g. Years 7-10 
and Years 11-12, providers must specify the start and end dates for each course] 

d) Course start date: _________________ 
e) Course end date: _________________  
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5. Mode of Study 
Students are required to attend All Hallows’ School course(s) face-to-face on the School site.  
Depending on course components, a student’s course may also include: 

• Online learning in class time or after school hours 

• Approved excursions or field trips 

• Approved work experience program 

• Outdoor education activities (camps and retreats) 

• Approved studies that contribute to a student’s enrolled course but are delivered by another 
approved provider 
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6. Conditions of enrolment/preliminary requirements 
a) All Hallows’ School’s English language proficiency requirement for entry to mainstream is listed 

in the School Policy on Entry Requirements and the International Student Enrolment Process 
and is determined at the Principal’s discretion.  Depending on the student’s English language 
ability, the student may be required to successfully complete an ELICOS course (at your own 
expense) and be re-assessed for English language proficiency prior to entry to mainstream 
schooling.  

b) 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 All Hallows’ School.   

c) As a condition of enrolment, the student authorises All Hallows’ School to log into the 
Department of Home Affairs (Immigration) website to check visa entitlements 
electronically via VEVO for the duration of enrolment on: 
http://www.homeaffairs.gov.au/Busi/visas-and-migration/vias-entitlement-verification-
online-(vevo)  

d) As a condition of enrolment, from Year 10 onwards, the student agrees to allow All Hallows’ 
School to open a learning account in the student’s name with the Queensland Curriculum and 
Assessment Authority, and for the student to be assigned a Learning Unique Identifier (LUI) for 
certification of studies purposes.  

e) As a condition of enrolment, the student / parent / legal guardian agrees to disclose any 
essential information relating to additional support or care the student might require because of 
an existing medical condition, including the need for prescribed medication; or disability, 
including learning disorder, or other need for specialised support.  Failure to do this may result 
in cancellation of enrolment. 

f) As a condition of enrolment, the student / parent / legal guardian agrees that all students for 
whom the provider holds a Confirmation of Accommodation and Welfare (CAAW) must maintain 
approved arrangements for the entire duration of enrolment, irrespective of the age of the 
student. 

g) As a condition of enrolment, in the event of a significant or critical welfare issue involving the 
student, and if determined necessary by the School, a parent, legal guardian or approved 
relative agrees to travel to a designated location as soon as possible to assume care of the 
student until the situation has been resolved to the School’s satisfaction.  

h) As a condition of enrolment, the student agrees to abide by all school policies for the duration 
of enrolment.  These include: 

• Entry Requirements Policy 

• Accommodation and Welfare Policy 

• Complaints and Appeals Policy 

• Course Progress and Attendance Policy 

• Code of Conduct (see www.ahs.qld.edu.au for further policies relating to conduct) 

• Student Transfer Request Assessment Policy 

• Deferment, Suspension and Cancellation Policy 

• Fees Policy 

• Refund Policy 

http://www.homeaffairs.gov.au/Busi/visa
http://www.ahs.qld.edu.au/
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Please note, All Hallows’ School policies may change from time to time.  Please refer to the 
School Website for the current versions of the policies.  All Hallows’ School will provide notice 
of significant changes to school policies. 

i) Failure to maintain All Hallows’ School agreed conditions of enrolment may result in cancellation 
of the student’s enrolment. 

7. Tuition and Non-tuition Fees 

Note: Fees quoted are in accordance with the 2019 fee schedule. Fees are subject to annual 
review and may therefore change.  

a) TUITION FEES: Includes tuition, camp/other events and technology fees for year levels.  
[Insert details of Tuition Fees for length of student’s enrolment] 
Semester 1 Year 7 A$ 10,404 
Semester 2 Year 7 A$ 10,404 
Semester 1 Year 8 A$ 10,319 
Semester 2 Year 8 A$ 10,319 
Semester 1 Year 9 A$ 10,296 
Semester 2 Year 9 A$ 10,296 
Semester 1 Year 10 A$ 10,071 
Semester 2 Year 10 A$ 10,071 
Sub-total Tuition Fees, Years 7-10 A$ 82,179 
  
Semester 1 Year 11 A$ 10,478 
Semester 2 Year 11 A$ 10,478 
Semester 1 Year 12 A$ 10,688 
Semester 2 Year 12 A$ 10,688 
Sub-total Tuition Fees, Years 11 & 12 A$ 42,333 

 

b) NON-TUITION FEES  
*Overseas Student Health 
Cover (OSHC): 
BUPA 
www.oshc.bupa.com.au 

A$555.72 per annum for visa 
duration  

A$555.72 per annum 

Maintenance Levy – per family  
 

A$600 per annum A$600 per annum 

MyLearning Device (Bring 
your own laptops, for years 
10, 11 & 12 only 

Details via school intranet site $A$1700.00 per 
annum 

Estimated cost of School 
uniforms: 

A$950.00 in first year of course 
www.ahs.qld.edu.au  
for Uniform Shop price list 

A$950.00 at 
commencement of 
course 

Estimated cost of stationery A$200.00 per annum A$300.00 per annum 
Sub-total Non-Tuition Fees and levies A$2305.72 per annum 

for years 7-9; 
 
A$4005.72 for years 
10-12  
(with computer costs) 

http://www.oshc.bupa.com.au/
http://www.ahs.qld.edu.au/
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* Overseas Student Health Cover: It is a visa requirement that all international students have private 
health insurance, covering the duration of their visa.  There are numerous providers, however the School 
suggests BUPA www.oshc.bupa.com.au to provide this cover.  It is ultimately the student’s responsibility to 
maintain the cover and know their provider details.  A copy of the Certificate of Insurance must be 
provided to the Enrolments Registrar before commencing at the School. 

c) ESTIMATE of TOTAL COURSE COST:  
Course Code 086014E Junior Secondary 7-10 – $93,102 
(comprising Tuition Fees: $82,179 plus non-tuition fees, $10,923) 
Course Code 074845J Years 11 & 12 - $50,345  
(comprising Tuition Fees: $42,333 plus non-tuition fees, $8,012) 

Fees listed in the above schedule are effective from January 1, 2019.  The School reserves the right 
to vary the Schedule upon notice to the Fee Payer. 

8. Payment of Course Fees and Refunds 

a) Fees are payable in advance as per the invoice and the International Student School Fees 
Policy available at www.ahs.qld.edu.au 

b) All fees must be paid in Australian dollars via International Bank Transfer, BPay or Credit Card 
payments. Information on how to pay your tuition fees is listed on your account statement and 
further queries can be directed to finance@ahs.qld.edu.au 

c) If the student changes visa status (e.g. becomes a temporary or permanent resident) he will 
continue to pay full overseas student’s fees for the duration of that calendar year.  Evidence of 
the new visa status will be required. 

d) Any refund of tuition fees or non-tuition fees in the event of visa refusal or All Hallows’ School 
default is prescribed by legislation (Education Services for Overseas Students (ESOS) Act 2000 
and Regulations 2001). Refer to the Refund Policy below. 

e) Any refund of tuition fees or non-tuition fees for student default will be paid as per All Hallows’ 
School Refund Policy, which is part of this agreement. 

f) Under s.27 of the Education Services for Overseas Student Act 2000, All Hallows’ School can 
only 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 fewer, if the person 
responsible for paying the student’s fees chooses to pay All Hallows’ School more than 50% of 
the total course tuition fees before the course start date.  Please contact 
finance@ahs.qld.edu.au should you wish to be invoiced for a higher amount. 

 I wish to be invoiced at the higher amount of _____% 
 

9. Refund Policy 

All Hallows’ School refunds course fees in accordance with requirements under ESOS legislation.  
Information on tuition and non-tuition fees payable and All Hallows’ School Fees and Refund Policy is 
provided to the student (or parent(s) / legal guardian(s) if the student is under 18) prior to entering an 
enrolment agreement and is part of the Written Agreement between the student and All Hallows’ School.   

http://www.oshc.bupa.com.au/
http://www.ahs.qld.edu.au/
mailto:finance@ahs.qld.edu.au
mailto:finance@ahs.qld.edu.au
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Any service fees a student (or parent(s) / legal guardian(s) if the student is under 18) pays directly to a 
third party are not within the scope of this Refund Policy.   

All notifications of withdrawal from a course, or applications for refunds, must be made in writing and 
submitted to the Principal via the Enrolments Registrar. Applications for refunds should be made on the 
Refund Request Form (found in the International Student Handbook Page 58).  

The Enrolment Application Fee and the Confirmation of Enrolment Fee are non-refundable. 

Payment of Course Fees and Refunds: 

a) Fees are payable according to All Hallows’ School Fees Policy available at www. 
ahs.qld.edu.au  

b) An itemised list of fees is provided in the Written Agreement (as per NC Standard 3.3.4) 
c) All fees must be paid in Australian dollars unless requested otherwise.  Refunds will be 

reimbursed in the same currency as fees were received 
d) Refunds will be paid to the person who enters into the Written Agreement unless All Hallows’ 

School receives written advice from the person who enters the Written Agreement to pay the 
refund to another party. 

Student default because of visa refusal 

If a student produces evidence of visa refusal (or provides permission for All Hallows’ School to verify visa 
refusal with the Department of Home Affairs (Immigration)) and fails to start a course on, or withdraws 
from the course on or before the agreed day of commencement, All Hallows’ School will refund within four 
weeks of receiving a written claim from the student the total amount of course fees (tuition and non-tuition 
fees) received by All Hallows’ School before the student’s day of default. 

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

*Calculation of the refund due in this case is prescribed by a legislative instrument (s.10 of Education 
Services for Overseas Students (Calculation of Refund) Specification 2014). 

STUDENT DEFAULT 

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

a) Non-tuition fees: 

Non-tuition fees will be refunded on a pro rata basis proportional to the amount of time the student was 
studying in the course, except where a non-refundable payment on behalf of the student has been made. 

b) Non-commencement with no notification of withdrawal: 

If the student does not provide written notice of withdrawal and does not start the course on the agreed 
starting date, up to 100% tuition fees will be retained from tuition fees received by All Hallows’ School. 

c) Non-Commencement with notification of withdrawal:  
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If All Hallows’ School receives written notification of withdrawal by the student (or parent(s) / legal 
guardian(s) if the student is under 18) four or more weeks prior to commencement, All Hallows’ School will 
refund all tuition fees and non-tuition fees paid in advance less the non-refundable application and 
confirmation of enrolment fees.  

If All Hallows’ School receives written notification of withdrawal by the student (or parent(s) / legal 
guardian(s) if the student is under 18) less than four weeks prior to commencement of the course, All 
Hallows’ School will refund 50% of the tuition fees paid in advance.  All Hallows’ School will consider 
refunding these fees in full where the giving of timely notice is not possible due to the existence of 
extenuating circumstances. 

d) Refunds after commencement of a course: 

If tuition fees for up to one term/semester have been received in advance:  Where the student (or parent(s) 
/ legal guardian(s) if the student is under 18) notifies All Hallows’ School in writing of withdrawal before 
completing the term/semester, no tuition fees will be refunded. 

If tuition fees for more than one term/semester have been received in advance:  If fees for more than one 
term/semester have been received in advance, and All Hallows’ School receives written notification of 
withdrawal by the student (or parent(s) / legal guardian(s) if the student is under 18), All Hallows’ School 
will refund the amount of unused tuition fees, provided that at least one complete term’s written notice of 
withdrawal has been received. 

Where less than one complete term’s notice of withdrawal is received, All Hallows’ School will refund the 
amount of unused tuition fees less the equivalent of one term’s fees in lieu of notice.   

PROVIDER INITIATED CANCELLATION OF ENROLMENT WHILE AT ALL HALLOWS’ 
SCHOOL 

All Hallows’ School will not refund any tuition or non-tuition fees should All Hallows’ School cancel the 
student’s enrolment for any of the following reasons: 

• Failure to maintain satisfactory course progress (visa condition 8202).  Please refer to All Hallows’ 
School’s Monitoring Course Progress and Attendance Policy. 

• Failure to maintain satisfactory attendance (visa condition 8202).  Please refer to All Hallows’ 
School’s Monitoring Course Progress and Attendance Policy. 

• Failure to maintain approved welfare and accommodation arrangements (visa condition 8532).  
Please refer to All Hallows’ School’s Accommodation and Welfare Arrangements Policy. 

• Failure to pay course fees. 

• Failure to return from holiday without agreement from All Hallows’ School that compassionate and 
compelling circumstances exist. 

• Any behaviour identified as resulting in enrolment cancellation in All Hallows’ School’s Student 
Code of Conduct.  Please refer to the International Student Handbook pages 20 – 23. 

Any refund in the case of cancellation of a student’s enrolment for failure to maintain All Hallows’ 
School’s agreed conditions of enrolment as outlined in the student’s written agreement, including 
failure to disclose a pre-existing condition requiring a high degree of specialised support or care, will 
be at the discretion of the School.   
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The School will not refund any tuition fees or non-tuition fees relating to the semester during which 
cancellation occurs.  All Hallows’ School will, however, refund any tuition fees paid in advance which relate 
to ensuing semesters.    

PROVIDER DEFAULT 

Any default by the School must be compliant with the current provisions of the ESOS Act 2000 and the 
ESOS regulations 2001. 

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

If for any reason All Hallows’ School is unable to continue to offer 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 All Hallows’ School, a full refund of any unused tuition fees* received by the School with 
respect to the student will be paid within 14 days of All Hallows’ School’s default day. 

In the event that All Hallows’ School is unable to fulfil its obligations with respect to providing an agreeable 
alternative course for the student, or a refund, the student will receive assistance from the Australian 
Government’s Tuition Protection Service (TPS).  For information on the TPS, please see: 
www.tps.gov.au/StaticContent/Get/StudentInformation 

*The calculation of the refund due in this case is prescribed by a legislative instrument (s. 7 of Education 
Services for Overseas Students (Calculation of Refund) Specification 2014). 
http://www.comlaw.gov.au/Details/F2014L00907 

In cases of student default, refunds will be paid within 28 days of receipt of the Refund Request Form 
(International Student Handbook page 58).  In cases of provider default, refunds will be paid within 14 
days of receipt of the Refund Request Form. 

If the student changes visa status (e.g. becomes a temporary or permanent resident) he will continue to 
pay full overseas student’s fees for the duration of that year. 

Refunds and refusal thereof are subject to All Hallows’ School’s dispute resolution processes.  This policy, 
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 act under the Australian Consumer Law if the Australian Consumer 
Law applies.  

Compassionate and compelling circumstances include: 

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

• Bereavement of close family members 

• Major political upheaval or natural disaster in the student’s home country 

• A traumatic experience which has impacted on the student 

  

http://www.tps.gov.au/StaticContent/Get/StudentInformation
http://www.comlaw.gov.au/Details/F2014L00907
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10. Welfare and accommodation requirements for students under the age of 18: 

a) Students under the age of 18 are required to maintain adequate welfare and accommodation 
requirements as a condition of their student visa. 

b) It is a condition of enrolment that an overseas student under the age of 18 is in the care of a 
parent or suitable relative, as defined by the Department of Home Affairs (Immigration), 
otherwise their accommodation arrangements must be approved before they enter Australia. 

c) Will the student be in the care of a parent or suitable relative? 

□  Yes □  No 

If yes, please see Student Guardian obligations in All Hallows’ School’s Accommodation and 
Welfare Policy. 

d) If no, All Hallows’ School will need to confirm the details of approved welfare and 
accommodation arrangements (including transfers e.g. where the receiving provider mandates 
that a student must remain off-shore over vacation periods before commencement with the new 
provider): 

 

 

 

 

e) Dates for approval of welfare and accommodation arrangements:  

Definitions  

a) Optional Non-tuition fees – fees not directly related to provision of the student’s course, 
including Music Tuition, Instrument hire, Optional school / sporting tours, sports programs.  

b) Compulsory Non-tuition fees – Overseas student Health Care, Maintenance Levy, Uniform 
costs, Laptop or computer costs (years 10-12) and Stationery 

c) Tuition fees – fees directly related to the provision of the student’s course, including Textbook 
hire, Compulsory levies, Excursions and Incursions 

d) Course fees – the sum of tuition fees and non-tuition fees received by All Hallows’ School in 
respect of the student in order for the student to undertake the course. 

e) Term – Four terms per year each of approximately 10 weeks duration  

f) Semester – Two semesters per year each of approximately 20 weeks duration (two terms per 
semester) 
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Start date: ______________ 

Finish date: _____________  

Please note: Students should not arrive in Australia unaccompanied before the 
approved start date. Students who are under 18 years of age before completing the 
enrolled course should not remain in Australia after the approved finish date without 
prior approval. 

[For more information, see National Code Standard 5 – Younger students] 

The dates between which the School is responsible for the Welfare and Accommodation requirements for 
the student are reflected in the details of enrolment contained in the first section of the document.  Should 
there be an amendment to these dates as a result of a change in the student’s enrolment (e.g. the 
student’s commencement at the School is delayed due to the need for further study in an ELICOS course), 
then all parties agree that the revised Confirmation of Appropriate Accommodation and Welfare (CAAW) 
dates recorded on the amended Written Agreement will override those in the agreement. 

11. Privacy 

Personal information about you is collected on this form and during your enrolment in order to meet 
our obligations under the ESOS Act and the National Code 2018; to ensure student compliance with 
the conditions of their visas and their obligations under Australian immigration laws generally. This 
information is recorded in PRISMS and includes your name, date of birth, gender, address, phone 
number, country of birth, nationality, passport number and course details. The authority to collect this 
information is contained in the Education Services for Overseas Students Act 2000, the Education 
Services for Overseas Students Regulations 2001 and the National Code of Practice for Providers of 
Education and Training to Overseas Students 2018. Information collected about you on this form and 
during your enrolment 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 on this form or 
during your enrolment 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://education.gov.au/privacy. 

Please also see All Hallows’ School’s Privacy Policy and Collection Notice at www.ahs.qld.edu.au 

12. Complaints and Appeals 
All Hallows’ School has an internal complaints handling and appeals process that is free and easily 
accessible.  See www.ahs.qld.edu.au for a copy of this policy.  If a matter cannot be resolved 
informally, there is a process for a student to lodge a formal complaint or appeal.  If an issue cannot 
be resolved through All Hallows’ School’s formal processes, the student has the right to access an 
external complaints handling or appeals body. 

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.  

http://education.gov.au/privacy
http://www.ahs.qld.edu.au/
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13. Declaration 
All students and parent(s)/legal guardian(S) (if student is under 18 years of age) must read and sign 
this Written Agreement. 

• I confirm that I am aware that All Hallows’ School has an internal and external complaints and 
appeals policy and process that I can access at any time and at no cost 

• I confirm that if I pay more than 50% of the total tuition fees for any course outlined in this 
Written Agreement that I have chosen to do this. 

• I confirm that I understand I am responsible for keeping a copy of this Written Agreement and 
copies of receipts for payment of tuition and non-tuition fees to All Hallows’ School. 

• I confirm I have received and understood information from the School regarding the following:  
- the course(s) in which I am to be enrolled 
- conditions of enrolment in the course(s) 
- tuition and non-tuition fees 
- All Hallows’ School’s policies as listed in 6, above. 
- the sharing of personal information 
- maintaining current contact details obligations 
- grounds on which my enrolment may be deferred, suspended or cancelled 
- permission to use VEVO to check visa entitlements during period of enrolment 

 
• I hereby declare that the information supplied by me is true and correct 
• I agree to pay all fees owing and by the due date as per the Fees Policy at www.ahs.qld.edu.au  
• I have read, understood and agree to be bound by the above conditions of enrolment 

 

Signed (student) 

 

 

Date 

  

Signed (parent(s) / legal guardian(s)) 

 

 

 

 

Date 

  

Signed by Principal        Mr Catherine O’Kane 

 

Date: 

 

 

 

http://www.ahs.qld.edu.au/
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Sample Confirmation of Offer 
 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 

Insert date 

Insert Parent Name and Address 

Re: Insert Student Name, DOB 

 

Dear 

 

All Hallows’ School has assessed [insert student’s name]’s enrolment application for ….. and is pleased to 
confirm an offer of enrolment as follows: 

 

 

Continuing enrolment will depend on  

i) meeting any student visa conditions, including satisfactory course progress and attendance 
requirements,  

ii) agreeing to All Hallows’ School’s policies, including maintaining approved welfare and 
accommodation arrangements, and any further conditions of enrolment detailed in the Written 
Agreement attached, and 

iii) payment of tuition and non-tuition fees by the due date.  An itemised list of fees is enclosed 
within the attached Written Agreement. 

 

To accept All Hallows’ School’s offer of enrolment, please sign and return the attached Confirmation of 
Enrolment and Written Agreement and arrange for fees to be paid as per invoice attached by [insert date].  

[Insert Payment details:]  

Course: Insert Course name (as registered on 
PRISMS) 

CRICOS Course Code: 

Course location: All Hallows’ School 
547 Ann Street 

Brisbane Qld, 4000 

Year Level(s): Start date:     Finish date: 

Estimate of Total 
Course Costs 

Tuition Fees: Non-tuition fees: 
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Prior to accepting your offer of enrolment, please check all contact details on the Written Agreement, and 
ensure detailed information, including parent / legal guardian, student visa information and emergency 
contact details, and about any medical conditions or learning needs has been provided.   

Please provide updated information about (insert name of student)’s arrival details and visa so final 
arrangements can be made in preparation for her commencement of studies at All Hallows’ School. 

 

Yours sincerely 

 

 

 

Mrs Catherine O’Kane 

Principal 

All Hallows’ School 

547 Ann Street  

Brisbane Qld 4000 
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Accommodation and Welfare Policy 
 
All Hallows’ School is a CRICOS-registered provider which enrols younger students under 18 years of age. 

As part of its registration obligations, All Hallows’ School must satisfy Commonwealth and State legislation, 
as well as any other regulatory requirements, relating to child welfare and protection for any overseas 
student enrolled who is under 18 years of age. 

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

• Who to contact in emergency situations, including contact number(s) of a nominated staff member, 
and 

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

All Hallows’ School has documented procedures relating to child welfare and safety and will implement these 
procedures in the event that there are any concerns for the welfare of a student under 18 years of age. 

Prior to the issuing of relevant documentation by All Hallows’ School to obtain a student visa, All Hallows’ 
School is obliged to ensure that adequate accommodation, support and general welfare arrangements have 
been made for the student while enrolled in a course at All Hallows’ School.  The School will require that the 
student is accompanied by a parent or guardian and that these arrangements are approved by the 
Department of Immigration and Border Protection as noted on the student visa, once issued.  

Accommodation and care options for overseas students under 18 years of age 

All Hallows’ School approves the following accommodation and care options for overseas students: 

1. The student will live with a parent or relative approved by the Department of Home Affairs 
(Immigration). 

 In this case: 

i) All Hallows’ School 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 
Home Affairs (Immigration) at the time of visa application for approval of these 
arrangements.  The Department of Home Affairs (Immigration) must also approve any 
further change of welfare arrangements. 

ii) If the adult responsible for the welfare, accommodation and other support arrangements 
for a student under 18 years holds a Student guardian Visa (subclass 590) all obligations 
and conditions of their visa must be met, including: 

a) not leaving Australia without the nominating student unless there are 
compassionate and compelling circumstances and All Hallows’ School has 
first approved alternative welfare and accommodation arrangements for the 
student for the adult’s period of absence, and 

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

 All Hallows’ School requires holders of Student Guardian Visas to: 
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i) maintain Overseas Visitor Health Cover for themselves and any dependent children living 
with them in Australia 

ii) immediately advise All Hallows’ School of any change to address or contact details 

iii) Immediately advise All Hallows’ School if there are any compassionate or compelling 
reasons to travel overseas or not be at home for an extended period of time to care for 
the student. 

If there is a valid reason for travelling overseas, and All Hallows’ School is able to approve alternative 
accommodation and care arrangements for the student for the period of the student guardian visa holder’s 
absence, All Hallows’ School will provide documentation approving temporary care arrangements for the 
student to the student’s guardian and for the Department of Home Affairs (Immigration) via PRISMS. Any 
adults involved in or providing accommodation and welfare arrangements to the student hold a Positive 
Notice Blue Card as appropriate (https://www.bluecard.qld.gov.au). 

If there is not a valid reason for travelling overseas, or if All Hallows’ School 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, 
All Hallows’ School will advise if compulsory attendance requirements will or will not be affected by the 
student’s absence. 

Any changes to approved arrangements must also be approved by All Hallows’ School.  This includes any 
requests by students under 18 years of age to attend ‘Schoolies Week’ on completion of Year 12.  

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

If a student for whom All Hallows’ School has issued a CAAW refuses to maintain approved arrangements, 
All Hallows’ School will report the student to the Department of Home Affairs (Immigration) and advise the 
student to contact the Department of Home Affairs (Immigration) to ensure visa implications are understood.  
See https://www.homeaffairs.gov.au/about/contact/offices-locations/australia  

In the event of a significant or critical welfare issue involving the student, and if determined necessary by All 
Hallows’ School, a parent, legal guardian or approved relative agrees to travel to a designated location as 
soon as possible to assume care of the student until the situation has been resolved to All Hallows’ School’s 
satisfaction. 

If a parent/nominated guardian wishes to assume welfare responsibility, the parent/nominated guardian 
must notify All Hallows’ School as soon as practicable of their intentions and must provide All Hallows’ 
School with written evidence of a guardian visa grant. 

2.  For school vacation periods, students under 18 years of age may:  

i) return home to a parent/guardian, or 

ii) continue to live in with a parent or guardian in Brisbane 

iii) apply for approval to spend the vacation with relatives or a friend’s family, or 

iv) apply to attend a supervised excursion, camp, etc. if all requirements are met in order to 
obtain All Hallows’ School’s approval, or 

https://www.bluecard.qld.gov.au/
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v) we assume that a parent will at all times assume all welfare responsibilities for the 
student. 

Parental knowledge and consent need to be documented, communicating any agreed arrangements, 
including travel home.  All international students must complete and return the International Student Holiday 
Intention Form at least four weeks prior to the end of each school term. 

All Hallows’ School reserves the right to refuse any holiday arrangement request if it is determined not to be 
in the best interest of the student.  This will be communicated in writing to the student and their parents, and 
an alternative arrangement will be proposed. 

All Hallows’ School must receive written consent from the student’s parents for all holiday arrangements.  
This may be via email.  If All Hallows’ School does not receive written consent (including for travel home), 
the only option for the student to remain in their previously arranged and approved accommodation and 
welfare arrangement.  

All Hallows’ School will not take responsibility for approving arrangements for student care and welfare, as 
it is assumed that the student will be in the care of a parent or guardian at all times. Should All Hallows’ 
School become aware that there are changes to agreed arrangements and the student refuses to maintain 
the approved and agreed arrangements, All Hallows’ School will advise the student that they will be reported 
to the Department Home Affairs (Immigration) and the student will need to contact the Department to ensure 
that her visa implications are understood.  (See Department of Immigration office addresses at: 
http://www.homeaffairs.gov.au/about/contact/offices-locations/australia.) 

 Students intending to leave Brisbane at any time must inform All Hallows’ School by completing an 
International Student Holiday Intention Form. Please note that in order to ensure that the student meets both 
All Hallows’ School and ESOS’ minimum school attendance requirements students should not contemplate 
being absent from class during term time.   

3.      Accommodation options for students 18 years and older: 

It is a condition of enrolment that students over 18 years of age also maintain School approved 
accommodation arrangements in which the student will live with a parent or relative approved by the 
Department of Home Affairs (Immigration) 

4.      For school vacation periods, the following accommodation options are available to students 
18 years and older:  

i) Student returns home to parents or  

ii)  Student may spend vacation with friend’s family or relatives, provided details are given 

School Holiday Periods for 2019 & 2020 

Holiday Period Commences Holiday Period Ends School Holiday Intention 
Form due by 

Monday 1 January 2019 Tuesday 29 January 2019 N/A 
Saturday 6 April 2019   Tuesday 23 April 2019 Friday 8 March 2019 
Thursday 27 June 2019 Tuesday 16 July 2019 Friday 31 May 2019 
Saturday 21 September 2019 Monday 7 October 2019 Friday 23 August 2019 
Saturday 30 November 2019 Tuesday 31 December 2019 Friday 1 November 2019 

http://www.homeaffairs.gov.au/about/contact/offices-locations/australia
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School Holiday Periods for 2020 

Holiday Period Commences Holiday Period Ends School Holiday Intention 
Form due by 

Monday 1 January 2020 Tuesday  January 2020 N/A 
Saturday 6 April 2020   Tuesday  April 2020 Friday  March 2020 
Thursday 27 June 2020 Tuesday  July 2020 Friday  May 2020 
Saturday 21 September 2020 Monday  October 2020 Friday  August 2020 
Saturday 30 November 2020 Tuesday  December 2020 Friday  November 2020 

 

School Support Services 
 

All Hallows’ School has established policies in relation to students and their welfare.  Policies are available 
to staff, parents and students on the School website and intranet.   

The Student Diary also contains important extracts of relevant policies and procedures including: 

•  Student Protection;  

•  Anti-bullying;  

•  Pastoral Care;  

•  Harassment;  

•  Social Media; and  

•  Student Code of Conduct. 
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Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

International Student Holiday Form 
GIVEN NAME  DATE OF BIRTH  
FAMILY NAME  YEAR LEVEL  
PARENT/RELATIVE 
FAMILY NAME 

 

FAMILY ADDRESS  
FIRST DATE OF 
HOLIDAY (date you 
will leave Homestay) 

 LAST DAY OF 
HOLIDAY 
(date you will return 
to Homestay) 

 

DATE WHEN YOU 
WILL RETURN TO 
SCHOOL 

 CONTACT 
ADDRESS OF 
YOUR HOLIDAY 
DESTINATION 

 

CONTACT PHONE 
NUMBER OF YOUR 
HOLIDAY 
DESTINATION 

 CONTACT EMAIL 
OF YOUR HOLIDAY 
DESTINATION 

 

PARENT/RELATIVE 
SIGNATURE 

 

STUDENT 
SIGNATURE 

 
 

• It is a requirement of your visa that All Hallows’ School has your accommodation details at all 
times 

• Only designated holidays can be taken.  Other holiday days (within term time) that are taken 
will affect your visa requirements 

• Once you have completed this form, please submit it together with a copy of your 
accommodation/flight details, to the Enrolments Registrar for approval at least four weeks prior 
to your departure.  

OFFICE USE ONLY 
 
APPROVAL (please circle)              GRANTED           DENIED 
 
DEPUTY PRINCIPAL (TEACHING AND LEARNING / 
DEPUTY PRINCIPAL, STUDENTS                              SIGNATURE __________________________ 
 
                                                                                       DATE ________________________________ 
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ORIENTATION 
Staff Orientation/Induction to ESOS Framework 

It is a requirement under the National Code 2018 that All Hallows’ School ensures that staff members who 
interact directly with full fee-paying overseas students are aware of All Hallows’ School’s obligations under 
the ESOS framework and the potential implications for students arising from the exercise of the obligations.
  

Relevant information about All Hallows’ School’s obligations under the ESOS framework is provided to 
appropriate staff members in the following ways: 

 

TO BY HOW WHEN 

Senior Management 
Staff 

Deputy Principal 
and Business 
Manager 

 

Staff Induction  

School Intranet 

Upon 
Commencement 
at the School 

Yearly Staff Day 
updates 

Administrative Staff 

Mainstream Teaching 
Staff 

ESL Support Staff 

Counselling and Student 
Support Staff 

Marketing Staff 

Welfare Support Staff 

Staff responsible for 
monitoring compliance 
with visa conditions 
under ND D Standards 
10 and 11. 

The following staff member / department is responsible for informing new staff members who take 
up duties outside of staff information sessions of relevant obligations under the ESOS framework 

Name of Department / Officer(s): 

Mrs Wendy Florey 

Mrs Karen Bullock 

 

Deputy Principal - Students 

Business Manager 

Materials / Resources for Staff Induction / Orientation to ESOS include:  

� School presentation on Student Handbook and ESOS (available on School Intranet) 

� All Hallows’ School Overseas Student Policies and Procedures Manual 

� Websites listed in Appendices 8 and 9 (for Compliance and Resources)  
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International Student Orientation Checklist 
Student Name:   

Year Level:   

Arrival Date:    
 
WEEK 1 CHECKLIST 
Orientation and All Hallows’ School Tour Week 1, Day 1 

Student has been introduced to: 
 School Principal 
 Deputy Principal, Teaching and Learning 
 School Counsellors 
 Deputy Principal, Students 
 Head of Middle School/Head of Senior School, as applicable 
 Head of House (Pastoral care leader) 
 Student Services Office 
 ESL Teacher 
 Student Protection Officers 
 Student Buddy for Week 1 [insert name and Year Level of Student] 

Staff member:  
Date:  

Student has / understands: 
 Mobile phone or how to use pay phone 
 Emergency contact number of staff member  
 Accommodation contact number 
 Emergency number for fire, police etc. is 000 in Australia or 112 from a mobile phone 
 How to travel to and from All Hallows’ School 
 All Hallows’ School uniform requirements 
 How to seek assistance on and off campus 
 Daily procedures 
 Bank account (if appropriate) 
 

Staff member:  
Date:  
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Student has received information about: 
 OSHC 
 Personal security and safety, both on campus and while living in Australia (including the School’s 

Anti-Bulling policy requirements) 
 How to see assistance and report significant incidents that affect well-being, including critical 

incidents 
 Complaints and Appeals Processes 
 Available student support services 
 Legal services available to students 
 Student visa conditions relating to course progress and attendance 
 Grounds for suspension or cancellation of enrolment 
 Student Transfer Assessment Policy 
 All Hallows’ School Calendar 
 All Hallows’ School Rules and Code of Conduct 
 Subject selection, textbooks, etc. 
 Assessment policies and requirements  
 Extra-curricular activities, clubs, etc. 

Staff member:  
Date:  

OTHER INFORMATION/ACTIVITIES: 
 Information about Cultural Awareness/Culture Shock/Adjusting to life in a new environment 
 Orientation to local area – shops, recreational areas, medical and dental services, etc. 

Staff member:  
Date:  

STUDENT INTERVIEWS TO CHECK ADJUSTMENT: 
 End of Week 2 

Staff member:  
Date:  

 End of Week 4 

Staff member:  
Date:  

 End of Week 6 

Staff member:  
Date:  

 End of Week 8 

Staff member:  
Date:  

 End of Week 12 

Staff member:  
Date:  
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INTERNATIONAL STUDENT CRITICAL INCIDENT POLICY 
1. All Hallows’ School recognises the duty of care owed to its students and that planning for the 

management of a critical incident is essential. 
2. A critical incident is a traumatic event, or the threat of such (within or outside Australia) which 

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

 
3. Critical Incident Committee 

a) All Hallows’ School has a Critical Incident Committee to assist the Principal in the prevention 
and management of critical incidents at All Hallows’ School, or off campus in the case of an 
overseas student for whom All Hallows’ School has undertaken care responsibilities. 

b) The Principal is the Critical Incident Team Leader. 
c) The All Hallows’ School Critical Incident Committee also includes: 

i) The Deputy Principal, Students 
ii) Heads of Middle School/ Senior School (as applicable) 
iii) Deputy Principal, Teaching and Learning 
iv) Director of Mission  
v) Business Manager 
vi) School Counsellors 
vii) Operations, Risk and Compliance Officer 

 
d) The responsibilities of the Committee include: 

i) risk assessment of hazards and situations which may require emergency action 
ii) analysis of requirements to address these hazards 
iii) establishment of liaison with all relevant emergency services e.g. police, fire brigade, 

ambulance, hospital, poisons information centre, community health services 
iv) 24-hour access to contact details for all students and their families and emergency 

contacts provided by the student’s family (this will also include agents, homestay 
families, carers, consular staff, embassies and interpreting services if necessary) 

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

vi) development of a critical incident plan for each critical incident identified, including 
arranging emergency or alternative accommodation arrangements if necessary. 

vii) dissemination of planned procedures 
viii) organisation of practice drills 
ix) regular review of the critical incident plan 
x) assisting with implementation of the critical incident plan 
xi) arranging appropriate staff development 
ii) budget allocation for emergencies 
iii) ensuring written records of any critical incident and remedial action taken by All Hallows’ 

School are kept on file for at least two years after the student ceases to be enrolled. 
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4. Critical Incident Plans 
a) All critical incident plans assign responsibilities among relevant staff members and cover all 

the actions to be taken and timelines for doing so. 
b) Immediate Action (within 24 hours) 

i) Identify the nature of the critical incident 
ii) Notification of the critical incident committee/team leader 
iii) Implement the appropriate management plan or action strategy, including arranging 

emergency or alternative accommodation arrangements if necessary 
iv) Assignment of duties and resources to All Hallows’ School staff 
v) Seeking advice and help from any necessary emergency services/hospital/medical 

services 
vi) Dissemination of information to parents and family members 
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 

c) Additional Action (48 - 72 hours) 
i) Assess the need for support and counselling for those directly and indirectly involved 

(ongoing) 
ii) Provide staff and students, parents / family members with factual information as 

appropriate 
iii) Restore normal functioning and delivery of the curriculum 

d) 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 long-term disturbances e.g. inquests, legal proceedings 

5. 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. 

6. Managing the Media 
a) Manage access of the media to the scene, and to staff, students and relatives 
b) The Principal should normally handle all initial media calls 
c) Determine what the official All Hallows’ School response will be  
d) All facts should be checked before speaking to the media 
e) If accurate information is unavailable or the issue is of a sensitive nature, explain that 

questions cannot be answered at this time 
f) Avoid implying blame or fault for any part of the incident as this can have significant legal 

implications 
g) The Principal may delegate media liaison to another member of staff 

7. Evaluation and Review of Management Plan 
e) 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.  
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Example of a critical incident plan - injury to overseas student 
1. Immediate Action (within 24 hours) 

b) Identify the nature of the critical incident 
c) The person, who is initially notified of the incident, be that the All Hallows’ School Receptionist 

or Enrolments Registrar should get as much information as possible regarding the nature of 
the critical incident. 
i) Where did the injury occur? On campus or off? 
ii) How severe is the nature of the injury? 
iii) Where is the student now? 
iv) Is the student in hospital? 
v) Has an ambulance been called? 
vi) Is an interpreter required? 

d) The information should be documented for further reference. 
e) Notification of the critical incident committee/team leader 
f) The person who is initially notified of the incident should notify the critical incident team leader 

(Principal or her deputy) immediately. 
g) Assignment of duties to All Hallows’ School staff 

i) The critical incident team leader will identify the staff member responsible for any 
immediate action. 

ii) The incident will then be referred to the identified staff member. 
iii) The responsible staff member should keep in close contact with the critical incident 

team leader and any other staff members as required. 
h) Implement the appropriate management plan or action strategy 

i) If the student is on campus 
- Ensure appropriate intervention to minimise additional injury 
- Provide first aid where necessary 
- Ascertain seriousness of injury 
- Call ambulance if required 
- If an ambulance is required, accompany student to hospital 
- Ascertain seriousness of injury from hospital staff 
- If an ambulance is not required accompany student to relevant medical service 

e.g. doctor 
ii) If the student is off-campus 

- If situation appears serious, call an ambulance and either meet the ambulance at 
the student’s location or at the hospital 

- Otherwise go to location of student 
- Provide first aid where necessary 
- Ascertain seriousness of injury 
- Call ambulance if required 
- If an ambulance is required, accompany student to hospital 
- Ascertain seriousness of injury from hospital staff 
- If an ambulance is not required accompany student to relevant medical service 

e.g. doctor 
iii) If the student has already been taken to hospital 

- Go to hospital 
- Ascertain seriousness of injury from hospital staff 

i) Dissemination of information to parents and family members 
i) When there are a number of people to contact, the School should attempt to 

simultaneously contact all parties. 
ii) Contact the parents/legal guardian of the student 
iii) Contact the carer of the student e.g. they may be living with a relative 
iv) Contact any emergency contacts provided by the student’s family 
v) Contact the family of the student  
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j) Completion of a critical incident report [see sample critical incident report] 
k) Media response if required 
l) Inform the All Hallows’ School Principal of any relevant factual information to be conveyed to 

the media liaison. 
m) Assess the need for support and counselling for those directly and indirectly involved 
n) If the student is seriously injured or requires hospitalisation, All Hallows’ School should enlist 

aid of overseas consular staff to assist the family if they are travelling to Australia, with 
interpreting services to aid in communication with the relevant medical services and with 
counselling services if required. 

o) All Hallows’ School should assess whether other staff and students have been affected by the 
incident and provide support and counselling as required. 

p) All Hallows’ School should also contact the Department of Home Affairs (Immigration) and 
inform them of the incident. 
 

2. Additional Action (48 – 72 hours) 
a) Assess the need for support and counselling for those directly and indirectly involved 

(ongoing) 
b) Provide staff and students with factual information as appropriate 

• Depending on the nature of the incident, it may be appropriate for the Principal to 
address staff and students and inform them of the facts of the incident and the condition 
of the student concerned. 

c) Restore normal functioning and All Hallows’ School delivery 
• Where the incident occurred All Hallows’ School premises, there will be other 

procedures to follow in relation to any possible safety issues and All Hallows’ School’s 
legal obligations. The Critical Incident Committee should identify the appropriate staff 
member to follow up these issues. 

 

3. Follow-up – monitoring, support, evaluation 
a) Identification of any other people who may be affected by the critical incident and access of 

support services for affected community members 
• The effects of traumatic incidents can be delayed in some people; All Hallows’ School 

needs to be aware of any emerging need for support and/or counselling. 
b) Maintain contact with any injured/affected parties 
c) If the student is in hospital for some time, All Hallows’ School needs to maintain contact with 

the student and their family. 
• Support and assistance for the student and family 
• Depending on the condition of the student, All Hallows’ School could provide school 

work for the student to enable them to remain in touch with school activities 
• Discuss with the family any required changes to the enrolment of the student e.g. 

suspension or cancellation of enrolment and make any changes required on PRISMS 
d) Provision of accurate information to staff and students where appropriate 

• Depending on the nature of the incident, it may be appropriate for the Principal to 
address the staff and students and inform them of the facts of the incident and the 
condition of the student concerned. 

e) Evaluation of critical incident management 
• The Critical Incident Committee should meet to evaluate the critical incident report and 

the effectiveness of the management plan and to make modifications if required. 
f) Be aware of any possible long-term effects on All Hallows’ School and student well-being e.g. 

inquests, legal proceedings. 
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Critical Incident Report   
(To be completed after all critical incidents) 

Date: 

Action Officer: 

Position: 

 

Brief summary of incident: include where, when, who, and why as appropriate. Further 
information/documentation may be attached. 

 

 

 

 

Immediate action taken: 

 

 

 

 

Further action required: 

 

 

 

Persons or staff notified and time and date 

 

 

 

Signature:                                                                                                                   Date: 
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POLICY ON ANTI-BULLYING  
 1. Reflection Materials     

All Hallows’ School Mission and Values 

 

2. Rationale   

Bullying is the intentional and sustained misuse of power, privilege or position by an individual or group 
which hurts, rejects or excludes another individual. It is often surrounded by fear, secrecy and a 
misplaced loyalty to the perpetrator.     

 Bullying generally seeks to intimidate, coerce, engender fear or to control.   It may be verbal, physical, 
social or emotional and may be carried out through a variety of media, either in written or spoken form. 
It may take the form of psychological or emotional bullying that uses relationships with others to hurt 
the recipient. Bullying may be facilitated by technological means such as mobile telephones or the 
internet.   

Bullying may be direct or indirect. It includes physical attacks, damaging property, name calling, 
prejudiced remarks, damaging one’s social reputation or causing humiliation through lying, spreading 
rumours, causing others to be socially excluded, cyber bullying. Bullying is not single episodes of 
nastiness or meanness or random acts of inappropriate behaviour; it is not mutual conflict; it is not 
dislike or social rejection (unless it involves deliberate and repeated attempts to exclude, cause distress 
or create dislike in others). Instances of inappropriate behaviour which do not constitute bullying will be 
dealt with under other appropriate School procedures including the Code of Conduct and Behaviour 
Management.   

 3. Policy 

3.1. Everyone at All Hallows’ School has the right to a safe environment free from fear and hurt.   
Bullying is unacceptable and will not be tolerated.  

3.2 It is the responsibility of every member of the School community to ensure that a safe environment 
exists and to take appropriate action against bullying.  Those aware of, or witnessing, bullying behaviour 
have a responsibility to report it to a responsible adult, or support and assist the person being bullied 
to report it to a responsible adult, and not allow tacit approval of it as a bystander.  

3.3 Staff at All Hallows’ will encourage and support students, parents and other staff to discuss matters 
of suspected bullying with them - it is acceptable to talk about bullying. The School will listen.  

3.4 All allegations of bullying brought to the attention of the School will be treated seriously and dealt 
with promptly, sensitively and confidentially and in a manner which demonstrates procedural fairness.  

3.5 The School will deal with all incidents of bullying and determine appropriate consequences.  

3.6 The School will do all that it reasonably can to ensure that all persons involved in complaints of 
bullying, including the person making the complaint, those supporting someone making a complaint, 
witnesses and the accused, will not be treated prejudicially.  
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 3.7 The complaint resolution process will be carried out in good faith and complaints that are frivolous, 
vexatious, misconceived or lacking in substance will be rejected if a preliminary consideration of the 
facts indicates this.  

 3.8 The School will work with students, parents and staff to prevent incidents of bullying by being 
proactive in its approach and educational programs.   
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REFUND Policy 
All Hallows’ School refunds course fees in accordance with requirements under ESOS legislation.  
Information on tuition and non-tuition fees payable and All Hallows’ School’s School Fees and Refund 
Policy is provided to the student (or parent(s)/legal guardian(s) if the student is under 18) prior to entering 
an enrolment agreement and is part of the Written Agreement between the student and All Hallows’ 
School.  

1. This policy outlines refunds applicable to course fees paid to All Hallows’ School. 

2. Any service fees a student (or parent(s)/legal guardian(s) if the student is under 18) pays directly to 
a third party are not within the scope of this Refund Policy.   

3. The Enrolment Application Fee and the Confirmation of Enrolment Fee are non-refundable. 

4. Payment of Course Fees and Refunds: 

a) Fees are payable according to All Hallows’ School’s Fees Policy available at www. 
vnc.qld.edu.au  

b) An itemised list of fees is provided in the Written Agreement (as per NC Standard 3.3.4) 

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

d) Refunds will be paid to the person who enters into the Written Agreement unless All Hallows’ 
School receives written advice from the person who enters the Written Agreement to pay the 
refund to another party. 

5. All notifications of withdrawal from a course, or applications for refunds, must be made in writing and 
submitted to the Principal via the Enrolments Registrar. Applications for refunds should be made on 
the Refund Request Form (found in the International Student Handbook Page 58).  

6. Student default because of visa refusal 

If a student produces evidence of visa refusal (or provides permission for All Hallows’ School to 
verify visa refusal with the Department of Home Affairs (Immigration)) and fails to start a course on, 
or withdraws from the course on or before the agreed day of commencement, All Hallows’ School 
will refund within four weeks of receiving a written claim from the student the total amount of course 
fees (tuition and non-tuition fees) received by All Hallows’ School before the student’s day of default.      

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

*Calculation of the refund due in this case is prescribed by a legislative instrument (s.10 of 
Education Services for Overseas Students (Calculation of Refund) Specification 2014). 

7. STUDENT DEFAULT 



ALL HALLOWS’ SCHOOL 

 

53 
 

Any amount owing under this section will be paid within four weeks of receiving a written claim from 
the student (or parent(s) / legal guardian(s) if the student is under 18). 

(a) Non-tuition fees: Non-tuition fees will be refunded on a pro rata basis proportional to the 
amount of time the student was studying in the course, except where a non-refundable 
payment on behalf of the student has been made. 

(b) Non-commencement with no notification of withdrawal: 

If the student does not provide written notice of withdrawal and does not start the course on the agreed 
starting date, up to 100% tuition fees will be retained from tuition fees received by All Hallows’ School. 

(c) Non-Commencement with notification of withdrawal: 

If All Hallows’ School receives written notification of withdrawal by the student (or parent(s)/legal 
guardian(s) if the student is under 18) four or more weeks prior to commencement, All Hallows’ School will 
refund all tuition fees and non-tuition fees paid in advance less the non-refundable application and 
confirmation of enrolment fees.  

If All Hallows’ School receives written notification of withdrawal by the student (or parent(s)/legal 
guardian(s) if the student is under 18) less than four weeks prior to commencement of the course, All 
Hallows’ School will refund 50% of the tuition fees paid in advance.  All Hallows’ School will consider 
refunding these fees in full where the giving of timely notice is not possible due to the existence of 
extenuating circumstances. 

(d) Refunds after commencement of a course: 

If tuition fees for up to one term/semester have been received in advance:  Where the student (or 
parent(s)/legal guardian(s) if the student is under 18) notifies All Hallows’ School in writing of withdrawal 
before completing the term/semester, no tuition fees will be refunded. 

If tuition fees for more than one term/semester have been received in advance:  If fees for more than one 
term/semester have been received in advance, and All Hallows’ School receives written notification of 
withdrawal by the student (or parent(s)/legal guardian(s) if the student is under 18), All Hallows’ School will 
refund the amount of unused tuition fees, provided that at least one complete term’s written notice of 
withdrawal has been received. 

NB:  Where less than one complete term’s notice of withdrawal is received, All Hallows’ School will refund 
the amount of unused tuition fees less the equivalent of one term’s fees in lieu of notice.   

(e) Refunds in the event of a provider-initiated cancellation of enrolment 

All Hallows’ School will not refund any tuition or non-tuition fees should All Hallows’ School cancel the 
student’s enrolment for any of the following reasons: 

• Failure to maintain satisfactory course progress (visa condition 8202).  Please refer to All Hallows’ 
School’s Monitoring Course Progress and Attendance Policy. 

• Failure to maintain satisfactory attendance (visa condition 8202).  Please refer to All Hallows’ 
School’s Monitoring Course Progress and Attendance Policy. 

• Failure to maintain approved welfare and accommodation arrangements (visa condition 8532).  
Please refer to All Hallows’ School’s Accommodation and Welfare Arrangements Policy. 
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• Failure to pay course fees. 

• Failure to return from holiday without agreement from All Hallows’ School that compassionate and 
compelling circumstances exist. 

• Any behaviour identified as resulting in enrolment cancellation in All Hallows’ School’s Community 
Code of Conduct.  Please refer to the International Student Handbook pages 22 – 24. 

Any refund in the case of cancellation of a student’s enrolment for failure to maintain All Hallows’ 
School 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 All Hallows’ School.   
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All Hallows’ School will not refund any tuition fees or non-tuition fees relating to the semester during which 
cancellation occurs.  All Hallows’ School will, however, refund any tuition fees paid in advance which relate 
to ensuing semesters.    

8. Provider Default 

Any default by All Hallows’ School must be compliant with the current provisions of the ESOS Act 2000 
and the ESOS regulations 2001. 

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

If for any reason All Hallows’ School is unable to continue to offer 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 All Hallows’ School, a full refund of any unused tuition fees* received by All Hallows’ School 
with respect to the student will be paid within 14 days of All Hallows’ School’s default day. 

In the event that All Hallows’ School is unable to fulfil its obligations with respect to providing an agreeable 
alternative course for the student, or a refund, the student will receive assistance from the Australian 
Government’s Tuition Protection Service (TPS).  For information on the TPS, please see: 
www.tps.gov.au/StaticContent/Get/StudentInformation 

*The calculation of the refund due in this case is prescribed by a legislative instrument (Standard 7 of 
Education Services for Overseas Students (Calculation of Refund) Specification 2014). 
http://www.comlaw.gov.au/Details/F2014L00907 

In cases of student default, refunds will be paid within 28 days of receipt of the Refund Request Form 
(International Student Handbook page 58).  In cases of provider default, refunds will be paid within 14 
days of the agreed course commencement date. 

If the student changes visa status (e.g. becomes a temporary or permanent resident) he will continue to 
pay full overseas student’s fees for the duration of that year. 

9. Refunds and refusal thereof are subject to All Hallows’ School’s dispute resolution processes.  This 
policy, and the right to make complaints and seek appeals of decisions and action under various 
processes, does not affect the rights of the student to take action under the Australian Consumer Law if 
the Australian Consumer Law applies.  

Definitions  

Optional Non-tuition fees – fees not directly related to provision of the student’s course, including Music 
Tuition, Instrument hire, Optional school / sporting tours. 

Compulsory Non-tuition fees – fees not directly related to provision of the student’s course, including 
Oversees student Health Care, Homestay with ISCA, Uniform costs and Stationery. 

Tuition fees – fees directly related to the provision of the student’s course, including Textbook hire, 
Compulsory levies, Excursions and Incursions. 

http://www.tps.gov.au/StaticContent/Get/StudentInformation
http://www.comlaw.gov.au/Details/F2014L00907
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Course fees – the sum of tuition fees and non-tuition fees received by All Hallows’ School in respect of 
the student in order for the student to undertake the course. 

Term – Four terms per year each of approximately 10 weeks duration.  

Semester – Two semesters per year each of approximately 20 week’s duration (two terms per 
semester). 

Compassionate and compelling circumstances include: 

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

• Bereavement of close family members 

• Major political upheaval or natural disaster in the student’s home country 

• A traumatic experience which has impacted on the student  
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Refund Request Form       
STUDENT DETAILS 

FAMILY NAME  GIVEN NAME  
PREFERRED NAME  YEAR LEVEL  

 

(Please take care to complete clearly and correctly in English to allow for faster processing) 

REFUND DETAILS 

AMOUNT OF REFUND  
REQUESTED (in AUD) 

(Refer to All Hallows’ School’s 
Refund Policy) 

 

DATE FEES PAID  FOR PERIOD 
(i.e. Semester / 

Term / Year) 

 

REASON FOR REFUND 
(Either supply detail here or attach 
documentation explaining reason 
why refund is being requested) 

 

REFUND TO BE PAID BY  
(Please circle) 

Bank Transfer                Cheque 

CHEQUE TO BE ADDRESSED TO NAME  
ADDRESS  

BANK DETAILS Name of 
Bank 

 

Account 
Name 

 

BSB / Swift 
Code 

 

CNAPS 
(China) 

 

Account 
Number 

 

Address of 
Bank 

 

 
PARENTAL PERMISSION 

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

PARENT SIGNATURE  DATE 
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COMPLAINTS AND APPEALS POLICY  
Principles 

All Hallows’ School recognises a student's right to make a complaint and is committed to addressing 
complaints and grievances effectively and fairly.  

The School aims to address complaints and grievances through a resolution process that:  

• is impartial and fair to all parties involved;  

• is carried out with transparency and consistency;  

• is accessible and available to all students;  

• is handled within established timelines;  

• respects the privacy of all parties involved;  

• is appropriate for dealing with complex and sensitive issues.  

A student making a complaint or grievance has the right to a fair and thorough investigation, based on the 
principles of this policy.  A student may make a complaint or grievance without fear of reprisals. 

A copy of this policy will be provided to the student (or parent(s) / legal guardian(s) if the student is under 
18) at a reasonable time prior to a Written Agreement being signed and again during orientation or within 
seven days of the commencement of student attendance of the enrolled course. 

1. Purpose 

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

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

 
2. Complaints against other students 

Grievances brought by a student against another student will be dealt with under All Hallows’ 
School’s Community Code of Conduct and the process of Restorative Practices. 

3. Informal Complaints Resolution 

a) In the first instance, All Hallows’ School requests there is an attempt to informally resolve the 
issue through mediation/informal resolution of the complaint. 

b) Students should contact the Enrolments Registrar and the relevant Head of School in the first 
instance to attempt mediation/informal resolution of the complaint. 

c) If the matter cannot be resolved through mediation, the matter will be referred to the Principal 
and All Hallows’ School’s internal formal complaints and appeals handling procedure will be 
followed.  
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4. Formal Internal Complaints Handling and Appeals Process 

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

b) The student must notify All Hallows’ School in writing of the nature and details of the complaint 
or appeal. 

c) Written complaints or appeals are to be lodged with the Principal. 

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

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

f) Each complainant has the opportunity to present her case to the Principal. 

g) Students and/or All Hallows’ School may be accompanied and assisted by a support person to 
all relevant meetings. 

h) The formal complaints process will commence within 10 working days of the lodgement of the 
complaint or appeal with the Principal and will be finalised as soon as practicable. 

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

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

j) 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. 

k) If the complaints and appeals procedure find in favour of the student, All Hallows’ School will 
immediately implement the decision and any corrective and preventative action required and 
advise the student of the outcome and action taken. 

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

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

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

b) If the student wishes to appeal against a decision made by All Hallows’ School that relates to 
being reported for a breach of course progress or attendance requirements (under Standard 
8), the student must lodge their appeal with the Overseas Student Ombudsman’s Office within 
10 working days of being notified of the outcome of her internal appeal.  

c) If a student wishes to appeal a decision made by All Hallows’ School that relates to: 

i) refusal to approve a transfer application (under Standard 7), or 

ii) suspension or cancellation of the student’s enrolment (under Standard 9)any choice to 
lodge an external appeal with the Overseas Student Ombudsman is at the student’s 
discretion.  All Hallows’ School need not await the outcome of any external appeal lodged 
before implementing the outcome of the internal appeal. 

6. Other legal redress 

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

7. Definitions 

Working Day:  any day other than a Saturday, Sunday or a Public Holiday during term time. 

Student:  a student enrolled at All Hallows’ School or the parent(s)/legal guardian(s) of a student where 
that student is under 18 years of age 

Support Person:  for example, a friend/teacher/relative not involved in the grievance. 

 

 

 

 

 

 

 

 

 

 

  

http://ombudsman.gov.au/about/overseas-students
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Proforma for recording responses and actions in relation to student 
complaints  

STUDENT DETAILS 

FAMILY NAME  GIVEN NAME  

PREFERRED NAME  DATE OF BIRTH  

YEAR LEVEL  PASTORAL 
GROUP 

 

ADDRESS IN 
AUSTRALIA 

 

TELEPHONE  EMAIL ADDRESS  

ADDRESS IN HOME 
COUNTRY 

 

TELEPHONE  EMAIL ADDRESS  

 

COMPLAINT DETAILS 

Date:  

□ Complaint is INFORMAL Description: 
 

□ Complaint is FORMAL Written Complaint is attached. 

Details of Remedial Action 1:  

Details of Response to 
Remedial Action 1: 

 

Details of Remedial Action 2:  

Details of Response to 
Remedial Action 2: 

 

RESOLUTION PROCESS OUTCOME 

□ COMPLAINT RESOLVED □ NO FURTHER ACTION 
□ DOCUMENTION FILED 

□ COMPLAINT NOT 
RESOLVED 

□ ADVICE FOR NEXT STEP HAS BEEN PROVIDED: 
[Enter details] 
 
 

SIGNED NAME: DATE:  
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Checklist and sample wording relating to the complaints and appeals 
processes 

Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

 

Student name: 

Year Level: 

Current Address in Australia: 

Address in home country: 

Phone number: 

Mobile Phone number: 

Email address: 

 

Dear name of student 

 

We are advised by [insert name and role of person] that the issue of [describe issue/concern/complaint] 
that you first raised on [insert date] has not been satisfactorily resolved. [Provide further details or 
summary of process if applicable.] 

 

If you wish to pursue this matter further, we invite you to follow All Hallows’ School’s Formal Complaints 
Handling Procedure, as per our Complaints and Appeals Policy, attached. 

 

As a first step in this process, please notify The Principal in writing of the nature and details of your 
concerns. 

 

The Principal will consider your concerns within 10 working days and will [insert as applicable, e.g., 
arrange a meeting with you / respond to you in writing].  You will be notified of the outcome of your 
request, and the reasons for any All Hallows’ School decisions, within XX working days. 

OR 

We wish to advise there has been a delay in the processing of your complaint. The reason is [insert 
details]. 
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We will contact you again [insert timeframe, e.g., as soon as this matter is resolved or within …. working 
days]. 

OR 

In response to your written concerns of insert date ../../.. , All Hallows’ School advises the outcome of your 
request is [insert details of outcome] 

 

The reasons for this decision is as follows: 

[insert reason(s)]. 

[If decision is in student’s favour, insert details of remedy] 

 

[If decision is in All Hallows’ School’s favour, advise of action All Hallows’ School will take and advise the 
student] If you wish, you may seek external advice or redress through the Overseas Students 
Ombudsman. The Overseas Students Ombudsman offers a free and independent service for overseas 
students. Please see:  http://www.ombudsman.gov.au/about/overseas-students  or phone 1300 362 072 
for more information. 

 

PLEASE NOTE 

1. There is no cost to you for taking part in All Hallows’ School’s dispute resolution process. 
2. A support person for either party may be present at any meetings arranged to assist resolve this 

issue. Please see our policy attached for the definition of “support person”. 
3. Copies of all relevant documents and meeting notes will be retained on your file. 
4. If your case is supported by All Hallows’ School, immediate corrective or preventative action will be 

taken, and you will be advised in writing of the outcome of any action taken. 
5. If your case is not supported by All Hallows’ School, you will be advised of the reasons for this 

decision in writing, and you are at liberty to seek redress through the office of the Overseas 
Students Ombudsman (http://www.ombudsman.gov.au/about/overseas-students).  

6. If you choose to appeal a decision by All Hallows’ School relating to you under the National Code 
of Practice for Providers of Education and Training to Overseas Students 2018 for breach of 
course progress or attendance requirements (under Standard 8) you must lodge your appeal with 
the Overseas Student Ombudsman’s Office within 10 working days 

7. If you wish to appeal a decision made by All Hallows’ School that relates to: 
i.  refusal to approve a transfer application (under Standard 7), or 
ii.  suspension or cancellation of the student’s enrolment (under Standard 9) 
any choice to lodge an external appeal with the Overseas Student Ombudsman is at your 
discretion.  All Hallows’ School need not await the outcome of any external appeal lodged, before 
implementing the outcome of the internal appeal. 

8. If you choose to appeal, until the process is complete, All Hallows’ School will continue to maintain 
your enrolment and you must attend all classes as normal. 

9. If you choose not to appeal, or withdraw from an appeals process at any time, please advise the 
Principal in writing of your decision as soon as possible. 

 

Yours sincerely 

 

http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page
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Mrs Wendy Florey 

Deputy Principal, Students 
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Letter advising Student to access internal complaints and appeals processes 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 

Insert date 

 

Student name:  Insert student name 

Year level:  Insert year level 

Current address : Insert address 

 

cc. Insert parent’s names 

Insert parent’s address 

 

Dear student 

This letter is to inform you that in relation to [specify grievance] All Hallows’ School advises that in order to 
[resolve this complaint / lodge an appeal], you should now follow the internal complaints process, as 
outlined in the Complaints and Appeals Policy (please see attached).  

 

The formal internal [complaints/appeals] process will commence within ten working days of the lodgement 
of the [complaint/appeal] with the Principal. All Hallows’ School undertakes to finalise the process as soon 
as practicable. 

 

You may be accompanied and assisted by a support person of your choice at any relevant meetings. 

All Hallows’ School will maintain your enrolment for the duration of the [complaints/appeals] process and it 
is expected that you will attend all classes as normal. 

 

If you choose not to access All Hallows’ School’s formal internal complaints/appeals process or begin and 
then decide to withdraw from the process, please advise the Principal in writing as soon as possible. 

 

Yours sincerely 
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Mrs Wendy Florey 

Deputy Principal, Students 
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Letter advising Student of the outcome of internal complaints and 
appeals processes 

 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 

Insert date 

 

Student name:  Insert student name 

Year level:  Insert year level 

Current address : Insert address 

 

cc. Insert parent’s names 

Insert parent’s address 

 

Dear student 

 

This letter is to advise you of the outcome of your formal internal [complaint/appeal] regarding [insert 
summary of grievance details]. 

[Insert details of and reasons for outcome] 

 

OUTCOME 1 - the complaint/appeals process results in a decision that supports the student 

All Hallows’ School will immediately implement this decision and/or take the following corrective and 
preventative actions. [Specify actions to be taken]. You will be advised in writing of the outcome of these 
actions. 

 

OUTCOME 2 - the complaint/appeals process results in a decision that supports All Hallows’ 
School  

If you choose, you may now access the external [complaints/appeals] process as outlined in the 
Complaints and Appeals Policy (please see attached). [Attach copy of Complaints and appeals policy] 
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Any external [complaint/appeal] should be lodged with the Overseas Student Ombudsman within 10 
working days from the date of this letter. The Overseas Student Ombudsman offers a free and 
independent service for overseas students.  Please see http://www.ombudsman.gov.au/about/overseas-
students or phone 1300 362 072 for more information. 

  

[If the complaint/appeal is regarding course progress or attendance (NC St 8) include the following]  

If you now choose to lodge an external appeal with the Overseas Student Ombudsman, All Hallows’ 
School will maintain your enrolment for the duration of the complaints and appeals process and it is 
expected that you will attend all classes as normal. 

 

[If the complaint/appeal is regarding suspension or cancellation of enrolment in accordance with NC St 9, 
you could include the following]   

Please be advised that if you now choose to lodge an external appeal with the Overseas Student 
Ombudsman, All Hallows’ School is not required to maintain your current enrolment status throughout the 
process. As such, your enrolment will be [suspended/cancelled] as at [insert date], and you should seek 
advice from the Department of Home Affairs (Immigration) about the impact of this on your student visa.  
Please see contact details at:  https://www.homeaffairs.gov.au/about/contact/offices-locations  

If you choose not to access the external complaints/appeals process or begin and then decide to withdraw 
from the process, please advise the Principal in writing as soon as possible. 

 

 

Yours sincerely 

 

Mrs Catherine O’Kane 

Principal 

 

 

 

  

http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page
http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page
https://www.homeaffairs.gov.au/about/contact/offices-locations


ALL HALLOWS’ SCHOOL 

 

69 
 

 

Letter to advise student to access the external complaints and 
appeals processes 

Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

 
Insert date 

Student name:  Insert student name 

Year level:  Insert year level 

Current address Insert address 

 
cc. Insert parent’s names 

Insert parent’s address 

 
Dear student 

All Hallows’ School acknowledges your letter dated xx/xx/20xx advising that you are not satisfied with the 
outcome of the decision made in relation to your internal [complaint/appeal]. [Insert summary of grievance 
details.] 

You may lodge an external [complaint/appeal] with the Overseas Student Ombudsman at no cost to yourself.  
The Overseas Student Ombudsman offers a free and independent service for overseas students.  Please 
see http://www.ombudsman.gov.au/about/overseas-students  or phone 1300 362 072 for more information.  
Any external [complaint/appeal] must be lodged with the Overseas Student Ombudsman within 10 working 
days from the date of receiving this letter. 

[If the complaint/appeal is in regard to course progress or attendance (NC St 8) include the following]  

If you now choose to lodge an external appeal with the Overseas Student Ombudsman, All Hallows’ School 
will maintain your enrolment for the duration of the complaints and appeals process and it is expected that 
you will attend all classes as normal. 

[If the complaint/appeal is in regard to suspension or cancellation of enrolment in accordance with NC St 9, 
you could include the following] Please be advised that if you now choose to lodge an external appeal with 
the Overseas Student Ombudsman, All Hallows’ School is not required to maintain your current enrolment 
status throughout the process. As such, your enrolment will be [suspended/cancelled] as at [insert date], 
and you should seek advice from the Department of Home Affairs (Immigration) about the impact of this on 
your student visa.  Refer contact details: https://www.homeaffairs.gov.au/about/contact/offices-locations  

If you choose not to access the external complaints/appeals process or begin and then decide to withdraw 
from the process, please advise the Principal in writing as soon as possible. 

Yours sincerely 

 

http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page
https://www.homeaffairs.gov.au/about/contact/offices-locations
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Mrs Catherine O’Kane 

Principal  
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DEFERMENT, SUSPENSION AND CANCELLATION 
POLICY  

All Hallows’ School is committed to ensuring that all students are treated fairly and informed of their formal 
relationship with All Hallows’ School.   

This policy outlines the circumstances in which the enrolment of an international student may be deferred, 
suspended or cancelled.  

1. Communicating with families about changes in enrolment status 

a) All communications regarding changes to enrolment status will be made directly with students 
and parents in accordance with the latest contact details provided to All Hallows’ School. 

b) Parents must therefore keep All Hallows’ School informed of their current contact details, as 
per the conditions of the student visa. 

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

Student-initiated changes in enrolment 

2. Deferment of commencement of study requested by student 

a) All Hallows’ School will only grant a deferment of commencement of studies for 
compassionate and compelling circumstances.  These include but are not limited to:  

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

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

• Major political upheaval or natural disaster in the home country that has impacted on expected 
commencement of studies 

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

• After undertaking ELICOS studies, the student has not/will not meet the English language 
benchmark required for entry into the desired course, and All Hallows’ School is willing to defer the 
student’s commencement in the course until a later date when the required benchmark is 
achieved. 

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

c) The final decision for assessing and granting a deferment of commencement of studies lies 
with the Principal.  Where a student’s request to defer her commencement of studies is 
refused, the student has a right of appeal (refer to All Hallows’ School’s Complaints and 
Appeals Policy). 

d) Deferment will be recorded on PRISMS within 14 days of being granted.  
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3. Suspension of study requested by student 

a) Once the student has commenced the course, All Hallows’ School will only grant a suspension 
of study for compassionate and compelling circumstances.  These include but are not limited to: 

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

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

• Major political upheaval or natural disaster in the home country requiring emergency travel that 
has/will impact on studies 

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

• Student returns to her home country to sit a university exam (or similar assessment) which impacts 
upon her education. 

b) Where there is a significant issue impacting upon a student’s attendance or course progress, it 
is essential that the student or parents contact All Hallows’ School as soon as possible to 
discuss the concerns 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 her visa 
conditions. 

c) Temporary suspensions of study cannot exceed six months duration. 

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

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

f) Applications will be assessed on merit by the Dean of Teaching and Learning and/or Head of 
School.  An interview with the student or further information may be requested before a 
decision is taken to the Principal for final approval.  

g) Some examples of circumstances that are not considered compassionate and compelling at 
All Hallows’ School include: 

i) Requests for early departure or late return from vacation, including the inability to secure 
cheap flights 

ii) Leaving early or returning late from vacation in order to attend festivals in the student’s 
home country 

iii) Returning home to attend family gatherings that occur during term time. 

h) As part of any assessment of a request to defer or temporarily suspend studies, the impact of 
the   

request on the student’s ability to complete her intended course of study in accordance with her 
CoE(s) and student visa will be considered.  Any implications will be communicated to 
students.  
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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.  

Where a student’s request to suspend studies is refused, the student has a right of appeal 
(refer to All Hallows’ School’s Complaints and Appeals Policy). 

 

4. 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 the Principal.  Please see All Hallows’ School’s Refund Policy for information 
regarding refunds and cancellation fees. 

b) A student will be deemed to have inactively notified All Hallows’ School of cancellation of 
enrolment where: 

i) the student has not yet finished her course(s) of study with All Hallows’ School, and 

ii) does not resume studies at All Hallows’ School within 14 days after a holiday break, and  

iii) the student has not previously provided All Hallows’ School with written notification of 
withdrawal. 

c) Student initiated cancellation of enrolment, including ‘inactive’ cancellation of enrolment in 4.b) 
above is not subject to All Hallows’ School’s Complaints and Appeals Policy. 

School initiated changes in enrolment 

5. School initiated exclusion from class 

a) All Hallows’ School may initiate an exclusion from class studies for a student on the grounds of 
misbehaviour by the student.  Exclusion will occur as the result of any behaviour identified as 
resulting in exclusion in All Hallows’ School’s Code of Conduct. 

b) Students may also be excluded from class for failure to pay fees that he was required to pay in 
order to undertake or continue the course, as stated in the Written Agreement. 

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

d) Excluded 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. 

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

f) Exclusions from class will not be included in attendance calculations for the study period and 
will not be recorded on PRISMS 
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6. School initiated suspension of studies 

a) All Hallows’ School 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 All Hallows’ School’s Community Code of Conduct. 

b) Students may also be suspended for failure to pay fees that he was required to pay in order to 
undertake or continue the course, as stated in the student’s Written Agreement. 

c) Where All Hallows’ School intends to suspend the enrolment of a student, 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 suspension, as well as information about how to access All 
Hallows’ School’s internal appeals process.  Further information about the appeals process in 
the event of a School initiated suspension is outlined below.   
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d) 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. 

e) Students who have been suspended for more than 28 days may need to contact the 
Department of  

Home Affairs (Immigration).  Please see contact details at 
https://www.homeaffairs.gov.au/about/contact/offices-locations  

f) Suspensions will be recorded on PRISMS. 

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

7. All Hallows’ School initiated cancellation of enrolment 

a) All Hallows’ School will cancel the enrolment of a student under the following conditions: 

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

• Failure to pay course fees 

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

• Any behaviour identified as resulting in cancellation in All Hallows’ School’s Community 
Code of Conduct  

• Student fails to attain the required English Language Proficiency Level 

b) Where All Hallows’ School 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 All 
Hallows’ School’s internal appeals process.  Further information about the appeals process in 
the event of a School initiated cancellation is outlined below. 

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

d) For the duration of the internal appeals process, All Hallows’ School will maintain the student’s 
enrolment and the student will attend classes as normal.  The relevant Head of School will 
determine if participation in studies will be in class or under a supervised arrangement outside 
of classes. 

e) If a student decides to access All Hallows’ School’s complaints and appeals process because 
they have been notified of a School initiated suspension or cancellation of enrolment under 
Standard 9, the change in enrolment status will not be reported in PRISMS until the internal 

https://www.homeaffairs.gov.au/about/contact/offices-locations
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complaints and appeals process is finalised, unless extenuating circumstances relating to the 
welfare of the student apply (see Definitions below). 

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

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

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

8. Student to seek information from the Department of Home Affairs (Immigration) 

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

9. Definitions 

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

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

Examples include: 

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

• The student is missing 

• The student has medical concerns or severe depression or psychological issues which lead All 
Hallows’ School to fear for the student’s wellbeing 

• 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 an investigation relating to criminal matters. 
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Deferment, Suspension and Cancellation of Enrolment Request Form 
Please read the Deferment, Suspension and Cancellation Policy before completing this form to see if you 
meet the requirements to be granted a deferment of commencement of suspension of studies.  Students 
intending to leave All Hallows’ School before the end of their course i.e. before completion of the 
Queensland Certificate of Education or equivalent are required to give a full semester’s notice in writing.  
Unqualified Letter of Release will only be given if this is followed and fees for the notice period (or fees in 
lieu of notice) have been paid in full.  

FAMILY NAME  GIVEN NAME  
DATE OF BIRTH  YEAR LEVEL  
CURRENT 
ADDRESS IN 
AUSTRALIA 

 

TELEPHONE  MOBILE  
ADDRESS IN HOME 
COUNTRY 

 

TELEPHONE  
EMAIL ADDRESS  
I AM APPLYING 
FOR 
(please circle) 

Cancellation of Studies 
Deferment of Commencement of Studies 
Suspension of Studies 

DATE OF LEAVING 
BRISBANE 

 DATE OF LEAVING 
ALL HALLOWS’ 
SCHOOL 

 

DATE OF 
RETURNING TO 
BRISBANE 

 DATE OF RETURNING 
TO ALL HALLOWS’ 
SCHOOL 

 

 

Please explain why you wish to defer / suspend / cancel your studies: 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

• Attach any relevant supporting documentation 
• This form will be assessed once all documentation has been received.  All Hallows’ School may 

ask for more documentation if required.  Applications are usually processed in 10 working days 
• Students are required to maintain the condition of their visa, including maintaining enrolment in a 

registered course of study.  Deferment, suspension and non-commencement of enrolment can 
have an effect on a student’s visa as a result of changes to enrolment status.  The Department of 
Home Affairs (Immigration) Website https://www.homeaffairs.gov.au/Trav/Stud/More provides 
further detail regarding the conditions of the visa and obligations of students  

• Students who have not yet commenced their studies at All Hallows’ School will also need to 
contact the Department of Home Affairs (Immigration) in case there is any effect on their student 
visa as a result in changes to enrolment or CoE status.  Please see contact details at: 
https://www.homeaffairs.gov.au/about/contact/offices-locations  

  

https://www.homeaffairs.gov.au/Trav/Stud/More
https://www.homeaffairs.gov.au/about/contact/offices-locations
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Staff members mentioned below, please sign as confirmation that you have been notified: 

POSITION COMMENTS / SIGNATURE DATE 
PRINCIPAL 
 
 

  

BUSINESS MANAGER 
 
 

  

HEAD OF MiDDLE SCHOOL/ 
HEAD OF SENIOR SCHOOL 
(as applicable) 
 
 

  

DEPUTY PRINCIPAL 
(TEACHING AND LEARNING) 
 

  

HEAD OF HOUSE 
 
 

  

 

STUDENT SIGNATURE  DATE 

PARENT SIGNATURE  DATE 
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Letter of Intention to Suspend or Cancel Enrolment 
 
Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 

INTENTION TO SUSPEND OR CANCEL ENROLMENT 

Date: 

Student Name: 

Date of Birth:  

Current Address: 

Address in home country: 

Mobile Ph: 

Email address: 

This letter is to inform you that All Hallows’ School intends to:   

 Suspend your enrolment for _____ days / weeks / months 
 Cancel your enrolment 
 Refuse your request for a deferral of commencement of studies 
 Refuse your request to suspend studies 

This is due to: 

           

           

            

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

You have 20 working days in which to appeal All Hallows’ School’s decision in accordance with the All 
Hallows’ School Complaints and Appeals Policy. 

Please advise All Hallows’ School in writing if you decide not to appeal this decision; intend to appeal this 
decision or decide to withdraw from the appeals process after it has commenced.  If you choose to appeal, 
until the process is complete, you must continue to maintain your conditions of enrolment.  

Signed:  _______________________________      Role: _________________________________ 

Name:  _______________________________       Date: _________________________________ 

http://www.homeaffairs.gov.au/Trav/Stud/More
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Letter of intention to suspend or cancel enrolment due to 
extenuating circumstances 

Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

 

INTENTION TO SUSPEND OR CANCEL ENROLMENT DUE TO EXTENUATING 
CIRCUMSTANCES 

Date: 

Student Name: 

Date of Birth:  

Current Address: 

Address in home country: 

Mobile Ph: 

Email address: 

This letter is to inform you that All Hallows’ School intends to: 

 Suspend your enrolment for _____ days / weeks / months 
 Cancel your enrolment 

This is due to: 

          

          

          

          

          

      

Deferment and suspension of enrolment can have an effect on a student’s visa as a result of 
changes to enrolment status.  Please contact The Department of Home Affairs (Immigration) to 
see if this will affect you.  Please see http://www.homeaffairs.gov.au/about/contact/offices-
locations  

Students are required to maintain the condition of their visa, including maintaining enrolment in a 
registered course of study.  Suspension and cancellation of enrolment can have an effect on a 
student’s visa as a result of changes to enrolment status.  The Department of Home Affairs 

http://www.homeaffairs.gov.au/about/contact/offices-locations
http://www.homeaffairs.gov.au/about/contact/offices-locations
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(Immigration) Website http://www.homeaffairs.gov.au/Trav/Stud/More provides further detail 
regarding the conditions of the visa and obligations of students. 

 

You have 20 working days in which to appeal All Hallows’ School’s decision in accordance with 
the All Hallows’ School Complaints and Appeals Policy. 

In this case, All Hallows’ School has determined that the following extenuating circumstances 
apply: 

          

          

          

          

          

           

For this reason, your enrolment will be suspended / cancelled immediately.  This will not affect 
your ability to access the Complaints and Appeals processes of All Hallows’ School. 

 

Please advise All Hallows’ School in writing if you 

i) Decide not to appeal the decision 
ii) Intend to appeal the decision 
iii) Decide to withdraw from the appeals process after it has commenced. 

 

 

 
 

Signed:  _______________________________      Role: _________________________________ 

Name:  _______________________________       Date: _________________________________ 

http://www.homeaffairs.gov.au/Trav/Stud/More
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OVERSEAS Student Transfer Request Policy  
All Hallows’ School’s Overseas Student Transfer Policy and processes apply to: 

• Overseas student requesting to transfer prior to completing the first six months of their 
first registered school sector course or 

• Where the student has completed the first six months of their enrolment in their first 
registered school sector course and wishes to transfer but the provider holds welfare 
responsibility via a CAAW. 

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

1. Overseas students are restricted from transferring from their first registered school sector 
course of study for a period of six months.  This restriction also applies to any course(s) 
packaged with their first registered school sector course of study.  Exceptions to this 
restriction are:  
a) If the student’s course or All Hallows’ School becomes unregistered for CRICOS 
b) All Hallows’ School has a government sanction imposed on its registration 
c) A government sponsor (if applicable) considers a transfer to be in the student’s best 

interests 
d) If the student is granted a release in PRISMS. 

 
2. Students can apply to be released by submitting a Student Transfer Request Application 

at no charge to enable them to transfer to another education provider.  If a student has 
not completed the first six months of the first registered school sector course of study or 
is under 18 years of age, conditions apply. 

 
3. All Hallows’ School will only release a student before completing the first six months of 

their first registered school sector course in the following circumstances: 
a) The student has changed welfare and accommodation arrangements and is no 

longer within a reasonable travelling time to All Hallows’ School. 
b) The student will be reported because they are unable to achieve satisfactory course 

progress at the level they are studying, even after engaging with All Hallows’ 
School’s intervention strategy to assist them in accordance with Standard 8 
(Overseas student visa requirements). 

c) The student provides evidence of compassionate or compelling circumstances. 
d) All Hallows’ School fails to deliver the course as outlined in the Written Agreement. 
e) The student provides evidence that their reasonable expectations about their current 

course are not being met. 
f) The student provides evidence that he was misled by All Hallows’ School or an 

education or migration agent regarding All Hallows’ School or its course and the 
course is therefore unsuitable to her needs and / or study objectives.  

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

h) Any other reason stated in the policies of All Hallows’ School.  
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4. Students under 18 years of age must also provide the following: 
a) Written evidence that the student’s parent(s)/legal guardian supports the transfer 

application 
b) Written confirmation that the receiving provider will accept responsibility for 

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. 
 

5. All Hallows’ School will NOT agree to the transfer before the student completes the first 
six months of their first registered school sector course in the following circumstances: 
a) The student’s progress is likely to be academically disadvantaged. 
b) All Hallows’ School is concerned that the student’ application to transfer is a 

consequence of the adverse influence of another party. 
c) The student has not had sufficient time to settle into her new environment in order to 

make an informed decision about the transfer. 
d) The student has not accessed School support services which may assist with 

making adjustments to a new environment, including academic and personal 
counselling services. 

e) School fees are in arrears for the current study period. 
 

6. To apply for a transfer to another provider, students need to: 
a) Complete an Application for Student Transfer Form available from the 

International Student Handbook and the School Website. 
b) Submit the completed application form and a valid offer of enrolment from another 

provider to the Principal for assessment. 
c) If under 18 years of age attach written confirmation of the parent(s) or legal 

guardian(s) support for the transfer to the nominated provider.  In this case the valid 
offer of enrolment must also confirm the new provider’s acceptance of responsibility 
for approving the student’s accommodation, support and general welfare 
arrangements from the proposed date of the student’s release from All Hallows’ 
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. 
 

7. All Hallows’ School will assess the student’s transfer request application and notify the 
student of a decision within 10 working days. 
 

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

9. If All Hallows’ School intends to refuse the student’s transfer application request, All 
Hallows’ School will provide the student with reasons for refusal in writing and include a 
copy of All Hallows’ School’s complaints and appeals policy (available in the International 
Student Handbook).  The student has the right to access All Hallows’ School’s complaints 
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and appeals process and has 20 working days to do so.  The student’s transfer request 
application will only be finalised in PRISMS after one of the following occurs: 

a) the student confirms in writing they choose not to access All Hallows’ School’s 
complaints and appeals process, or 

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

c) the appeals process is completed, and a decision has been made in favour of the 
student or All Hallows’ School. 

10. 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.  For the address of the nearest office refer 
to https://www.homeaffairs.gov.au/about.contact/offices-locations/australia for street 
addresses of Department of Home Affairs (Immigration) Offices in Brisbane and regional 
centres.  Alternatively, students can contact the Department of Home Affairs 
(Immigration) through their web enquiry form:  
https://www.homeaffairs.gov.au/about/contact/make-enquiry.   

Students who are no longer subject to the transfer restriction but for whom All 
Hallows’ School holds welfare responsibility via a CAAW: 

11. Students under 18 years of age must have: 
a. Written evidence that the student’s parent(s)/legal guardian(s) support the 

transfer application. 
b. Written confirmation that the receiving provider will accept responsibility for and 

communicate with the student about approving the student’s accommodation, 
support and general welfare arrangements from the proposed date of release 
where the student is not living with a parent/legal guardian or a suitable 
nominated relative. 
 

12. To apply for transfer to another provider, students need to: 
a. Complete an Application for Student Transfer Form available from the 

International Student Handbook and the School Website. 
b. Submit the completed application form and a valid offer of enrolment from 

another provider to the Principal for assessment and response within 10 working 
days. 

c. If under 18 years of age, attach written confirmation of support for the transfer to 
the nominated provider by a parent(s) or legal guardian(s).   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 All Hallows’ 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.  
 

https://www.homeaffairs.gov.au/about.contact/offices-locations/australia
https://www.homeaffairs.gov.au/about/contact/make-enquiry
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13. All Hallows’ School will negotiate the welfare transfer date with the receiving provider and 
will advise the student of the welfare transfer date within 10 working days. 
 

14. Transfers to another registered provider may have visa implications.  The student is 
advised to contact the Department of Home Affairs (Immigration) Office as soon as 
possible to discuss any implications.  See 
https://www.homeaffairs.gov.au/about.contact/offices-locations/australia.  Alternatively, 
students can contact the Department of Home Affairs (Immigration) through their web 
enquiry form:  https://www.homeaffairs.gov.au/about/contact/make-enquiry.   

https://www.homeaffairs.gov.au/about.contact/offices-locations/australia
https://www.homeaffairs.gov.au/about/contact/make-enquiry
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Application for Student Transfer Letter of Release 
 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 
 

APPLICATION FOR OVERSEAS STUDENT TRANSFER 
 

LETTER OF RELEASE 
 
(Please read the All Hallows’ School Overseas Student Transfer Request Policy before 
completing this application form to request a transfer to another education provider.  If you have 
not yet completed the first six months of your first school sector course OR if you are under 18 
years of age. 

Date: 

Student Name: 

Year Level: 

Date of Birth:  

Current Address: 

Address in home country:  

Mobile Ph: 

Email address: 

Please indicate if any of the following apply: 
� I have not yet completed the first six months of my first school sector course 
� I am under 18 years of age 
� I have completed the first six months of my first school sector course 
� I am over 18 years of age 

Please note, if you have completed the first six months of your first school sector course AND 
you are over 18 years of age, you do not need to use this form. 
 
Please state why you wish to transfer to another school and the date that you wish to leave (If 
you have not yet completed the first six months of your first school sector course, please 
provide details of the reason(s) why you wish to transfer to another education provider): 
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Please indicate if any of the following apply and attach evidence where requested: 

� You are providing evidence (attached) that you / your family have changed welfare and 
accommodation arrangements, and these are no longer within a reasonable travelling 
time to and from All Hallows’ School. 

� You have received notice you will be reported because you are unable to achieve  
satisfactory course progress, even after receiving support from All Hallows’ School to 
assist you, in accordance with Standard 8 (Overseas student visa requirements) of the 
2018 National Code of Practice for Providers of Education and Training for Overseas 
Students. 

� You are providing evidence (attached) of compassionate or compelling circumstances. 
All Hallows’ School is unable to deliver the course in which you are enrolled as outlined 
in the Written Agreement. 

� You are providing evidence (attached) that your reasonable expectations about your 
current course are not being met. 

� You are providing evidence (attached) that you were misled by All Hallows’ School or an 
education or migration agent regarding All Hallows’ School or its course and the course is 
therefore unsuitable to your needs and / or study objectives. 

� An appeal decision (internal or external) on another matter has been made or 
recommended in favour of your release from enrolment at All Hallows’ School. 

 
Please provide details of any other reason, with evidence if applicable, for why you wish to 
transfer to another education provider. 
 
Enrolment offer from another registered provider 

� Attach a valid enrolment offer / letter of offer from the education provider to which you 
wish to transfer. 
 

If you are under 18 years of age 
 

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

 
� If you are under 18 years of age, attach written confirmation from you parents of legal 

guardian showing that you have their support to transfer. 
 

� Attach any other relevant documentation as evidence to support your application. 
 
Your application will be assessed once all documentation has been received within 10 working 
days.  All Hallows’ School may ask for more documentation if it requires it. 

 
 
Name:  _______________________________        

 

Signed:  _______________________________      Date: _________________________________ 
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Letter of Release 
Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03952M 

 

LETTER OF RELEASE 

Date: 

Student Name: 

Year Level: 

Date of Birth:  

Current Address: 

Last day of Enrolment:  

We have received your request for a Letter of Release and have assessed your situation.  As the 
reason(s) stated in your application for transfer fall within All Hallows’ School’s Overseas Student 
Transfer Request Policy, All Hallows’ School is pleased to grant your request. 

While Studying in the Senior / Middle  School in Year xx at All Hallows’ School from xx/xx/xx, name 
of student 

a) Demonstrated / did not demonstrate a commitment to her studies 
b) Maintained / did not maintain a good attendance record 
c) Paid / did not pay all fees for the course 

You should be aware that your decision to transfer to a different education provider may have visa 
implications and you should contact the nearest Department of Home Affairs (Immigration) Office 
as soon as possible to discuss this with them. https://homeaffairs.gov.au/about/contact/offices-
locations 

If you wish to seek a refund of fees, please refer to All Hallows’ School’s Refund Policy, provided in 
the International Student Handbook and your Written Agreement, and follow the appropriate 
procedure. 

Please note All Hallows’ School’s responsibility for your welfare and accommodation arrangements 
will cease as of xx/xx/xx and your new provider will be responsible for approving the arrangements 
after this date. 

We wish you all the very best for your future studies. 

 

Yours sincerely 

 

 

https://homeaffairs.gov.au/about/contact/offices-locations
https://homeaffairs.gov.au/about/contact/offices-locations
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Mr Catherine O’Kane    Mrs Wendy Florey 
Principal     Deputy Principal - Students 
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Letter of Release Prior To Commencement of Course 
Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 

LETTER OF RELEASE 

Date: 

Student Name: 

Year Level: 

Date of Birth:  

Current Address: 

Enrolment cancelled prior to commencement of course 

We have received your request for a Letter of Release and have assessed your situation.  As the 
reason(s) stated in your application fall within the Overseas Student Transfer Request Policy, All 
Hallows’ School is pleased to grant your request. 

You should be aware that your decision to transfer to a different education provider may have visa 
implications and you should contact the Department of Home Affairs (Immigration) as soon as possible. 

If you wish to seek a refund of fees, please refer to All Hallows’ School’s Refund Policy, as per your 
Written Agreement, and follow the appropriate procedure. 

 

We wish you all the very best for your future studies. 

 

Yours sincerely 

 

 

Mrs Catherine O’Kane    Mrs Wendy Florey 
School Principal    Deputy Principal - Students 
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Letter of Refusal to Release 
 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 

LETTER OF REFUSAL TO RELEASE 

Date:  

Student Name: 

Year Level: 

Date of Birth:  

Current Address: 

Address in home country: 

Mobile Ph: 

Email address: 

We have received your application to transfer.  As the reasons stated in your application do not meet All 
Hallows’ School’s Overseas Student Transfer Request Assessment Policy, regrettably All Hallows’ 
School has refused to grant your application for the following reason(s): 

           

           

            

You have the right to appeal All Hallows’ School’s decision in accordance with the All Hallows’ School 
Complaints and Appeals Policy which is available in the International Student Handbook and on the 
School Website.  You have 20 working days in which to make an appeal. 

Please advise All Hallows’ School in writing if you a) decide not to appeal this decision; b) intend to 
appeal this decision or c) decide to withdraw from the appeals process after initially lodging an appeal.  

If you choose to appeal, until the process is complete, you must continue to maintain your enrolment 
and attendance to all classes as normal. 

 

Signed:  _______________________________      Role: _________________________________ 

 

Name:  _______________________________       Date: _________________________________ 
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STUDENT Progress, Attendance AND COURSE 
DURATION PolicY 

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. Monitoring Course Progress 

a) All Hallows’ School 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 semester of 
enrolment according to All Hallows’ School’s course assessment requirements. 

c) Students who have begun part way through a semester will be assessed according to All 
Hallows’ School’s course assessment requirements after completing a full semester. 

d) To demonstrate satisfactory course progress for Year 10 and below, students will need to 
achieve a C minus (or higher) over five to seven subjects of the registered courses or have 
demonstrated significant effort towards meeting the academic requirements.   

 
To demonstrate satisfactory course progress for Years 11 and 12, students will need to achieve a 
passing grade C minus (or higher) in at least five subjects for the registered course or have 
demonstrated significant effort towards meeting the academic requirements.  They will also need 
to meet QCE eligibility requirements including obtaining a pass (C minus) or higher in an English 
and a Mathematics subject. 
 

Demonstrated effort could include: 

• Making measurable improvement gains over the semester 
• Attending additional English language classes 
• Attending additional voluntary tutoring sessions 
• Seeking help from teachers 
• Thorough attempts and timely submission of all homework and assessment tasks 
• Evidence from parents / guardians / homestay parents that the student is spending 

significant time studying at home 

 
e) If at the end of a study period a student does not achieve satisfactory course progress as 

described above, the Dean of Teaching and Learning will formally contact the 
parent(s)/legal guardian(s) to advise that the student is at risk of breaching the course 
progress requirement and that there will be a meeting with the student to develop an 
intervention strategy for academic improvement.  This may include: 

• Subject tutorial support during class time 
• After hours’ tutorial support 
• Mentoring  
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• Additional ESL support 
• Change of subject selection, or reducing course load (without affecting course 

duration) 
• Counselling - academic (time management / academic skills) and personal 
• Other intervention strategies as deemed necessary 

 

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

g) The student’s individual strategy for academic improvement will be monitored over the 
following study period by the Dean of Teaching and Learning and records of student 
response to the strategy will be kept.  Parents/legal guardians will be kept informed of the 
student’s academic progress while the student is receiving formal intervention.  

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

i) All Hallows’ 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 
the student withdraws from the complaints and appeals process by notifying the 
Principal of All Hallows’ School in writing, or  

ii) The complaints and appeals process results in a decision in favour of All Hallows’ 
School. 

2. Completion within expected duration of study 

a) As noted in 1.a., All Hallows’ 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 semester will include an 
assessment of whether the student’s progress is such that they are expected to complete 
their studies within the expected duration of the course. 

c) All Hallows’ School will only extend the duration of the student’s study where 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 

All Hallows’ School’s Deferment, Suspension and Cancellation Policy. 
d)   Where All Hallows’ 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 seed advice on any potential impacts on their visa, including the need to 
obtain a new visa.   
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3. Monitoring Course Attendance 

a) Satisfactory course attendance is attendance of 80% of scheduled course contact hours.  
(NB the National Code Standard 8 specifies a minimum attendance requirement of 80%, or 
under certain conditions, of 70% as outlined in Standard 8.15).   

f) Student attendance is: 
i) Checked and recorded each timetabled lesson  
ii) Assessed regularly  
iii) Recorded and calculated over each study period. 

g) Late arrival or early departure from All Hallows’ School will be recorded and will be included 
in attendance calculations. 

h) All absences from All Hallows’ 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 or Head of School. 

i) Any absences longer than three consecutive days without approval will be investigated. 
j) Student attendance will be monitored by the Head of School, Pastoral Area Leader and 

Enrolments Registrar every week over a study period to assess student attendance using 
the following method: 

i) Calculating the number of hours the student would have to be absent to fall below the 
attendance threshold for a semester e.g. number of study days x contact hours x 20%.  
For example, a 20-week semester with five contact hours a day would equal 500 
contact hours. 20% of this is 100 hours.   

ii) Attendance for any period of exclusion from class will be assessed under All Hallows’ 
School’s Deferment, Suspension and Cancellation Policy. 

 

k) Parents of students at risk of breaching All Hallows’ School’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 to minimise the risk of 
the student breaching the 80% attendance threshold.   

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

m) All Hallows’ School 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 

Principal of All Hallows’ School in writing, 
iii) The complaints and appeals process results in a decision in favour of All Hallows’ 

School. 
n) 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.  
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iii)  
o) The method for calculating 70% attendance is the same as that outlined in 3.f. with the 

following change; number of study days x contact hours x 30%. 
p) If a student is assessed as having nearly reached the threshold of 70% attendance for a 

study period, the Dean of Teaching and Learning and the relevant Head of School will 
assess whether a suspension of studies is in the interests of the student as per All Hallows’ 
School’s Deferment, Suspension and Cancellation Policy. 

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

4. Definitions 

a) Compassionate or Compelling Circumstances are circumstance that are beyond the 
control of the student that are having an impact on her progress 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 (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 her studies 
iv) a traumatic experience which has impacted on the student (these cases should where 

possible be supported by a police or psychologists’ reports) 
v) where All Hallows’ 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 

New Year celebrations, birthdays and any other cultural calendar events or family 
celebrations are not compassionate or compelling reasons for absence and will be included 
in the absentee calculations. 

For other circumstances to be considered as compassionate or compelling, evidence would 
need to be provided to show that these were having an adverse impact on the student’s 
progress through the 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 All Hallows’ School has scheduled course contact hours. 
 

d) Study period - All Hallows’ School defines a “study period” for the purposes of monitoring 
course attendance and progress as a semester. 
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First Official Warning Letter (Attendance) 
 
Date 

 

XX 

XX 

XX 

XX 

 

 

Dear Parent / Guardian of Student, Year Level xx Semester xx 20xx  

Re:  Attendance at Risk (Below 95%) First Official Warning Letter 

This letter is to inform you that All Hallows’ School has concerns regarding ……’s attendance during 
Semester …… , 20XX. 

Your son’s attendance is now below 95% of contact hours, which places him at risk of breaching the 
attendance condition of her Student Visa. 

Satisfactory course attendance, as outlined in the All Hallows’ School Student Progress, Attendance 
and Course Duration Policy, is no less than 80% of scheduled contact hours.  To assist …..  meet these 
requirements All Hallows’ School has insert intervention strategy.  Should …. continue to be absent, 
and her attendance drops to 80%, All Hallows’ School All Hallows’ School will be required to 
report ……. to the Department of Home Affairs (Immigration) for unsatisfactory course attendance as 
required by the National Code of Practice for Providers of Education and Training to Overseas Students 
2018. 

  

Please find attached a copy of XXXX attendance record for the year to date, which outlines her 
attendance record:   

Absent from school:    xx 

Late for school: xx 

Absent from class:  xx 

Total:  xx 

 

Yours sincerely 
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……………………………………………….         ………………………………………….. 

 
Mrs Carolyn Liddy      Mrs Wendy Florey 
Deputy Principal (Teaching and Learning)   Deputy Principal - Students 
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Second Official Warning Letter (Attendance) 
 

Date 

 

XX 

XX 

XX 

XX 

China 

Dear Parent / Guardian of Student, Year Level  xx Semester xx  20xx  

Re:  Attendance at Risk (Below 90%) Second Official Warning Letter 

This letter is to inform you that All Hallows’ School has concerns regarding  ……’s attendance during 
Semester …… , 20XX. 

Your son’s attendance is now below 90% of contact hours, which places him at risk of breaching the 
attendance condition of her student visa. 

Satisfactory course attendance, as outlined in the All Hallows’ School Student Progress, Attendance 
and Course Duration Policy, is no less than 80% of scheduled contact hours.  To assist …..  meet these 
requirements All Hallows’ School has insert intervention strategy.  Should …. continue to be absent, 
and her attendance drops to 80%, All Hallows’ School All Hallows’ School will be required to 
report ……. to the Department of Home Affairs (Immigration) for unsatisfactory course attendance as 
required by the National Code of Practice for Providers of Education and Training to Overseas Students 
2018. 

Please find attached a copy of XXXX attendance record for the year to date, which outlines her 
attendance record:   

Absent from school:    xx 

Late for school: xx 

Absent from class:  xx 

Total:  xx 

 

Yours sincerely 

 

……………………………………………….   …………………………………………… 
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Mrs Carolyn Liddy      Mrs Wendy Florey 
Deputy Principal (Teaching and Learning)    Deputy Principal - Students 
 

  



ALL HALLOWS’ SCHOOL 

 

102 

 

Official Warning Letter Course Progress at Risk (Years 5 to 10) 
 
 
Date 

 

XX 

XX 

XX 

XX 

China 

Dear Parent / Guardian of Student, Year Level xx Semester xx 20xx  

Re:  Course Progress at Risk - Official Warning Letter 

This letter is to advise you that All Hallows’ School has concerns regarding xx’s course progress during 
Semester ……, 20XX. 

Based on results for the term, xxxx’s progress is at risk of falling below the minimum requirement of a C 
minus over five to seven subjects of the registered course, which places him at risk of breaching the 
course progress condition of her student visa. 

Satisfactory course progress, as outlined in the All Hallows’ School Student Progress, Attendance and 
Course Duration Policy, is no less than a C minus over five to seven subjects or demonstrated 
significant effort towards meeting the academic requirements.   

To assist ……. meet these requirements, All Hallows’ School has referred him to speak with xxx and 
actioned the following support strategy: ……………………….  Should xx continue not to meet the 
course requirements and not demonstrate significant effort towards meeting the requirements by insert 
time frame, All Hallows’ School will be required to report ……. to the Department of Home Affairs 
(Immigration) for unsatisfactory course progress as required by the National Code of Practice for 
Providers of Education and Training to Overseas Students 2018. 

  

Please find attached a copy of her assessment record for the year to date.   Please contact the Dean of 
Teaching and Learning for more details, or to discuss this situation. 

 

Yours sincerely 

 

……………………………………………….…………………………………………….. 

Mrs Carolyn Liddy      Mrs Wendy Florey 
Deputy Principal (Teaching and Learning)     Deputy Principal - Students 
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Official Warning Letter Course Progress at Risk (Years 11 and 12) 
 

Date 

 

XX 

XX 

XX 

XX 

China 

Dear Parent / Guardian of Student, Year Level xx Semester xx  20xx  

Re:  Course Progress at Risk - Official Warning Letter 

This letter is to advise you that All Hallows’ School has concerns regarding ……’s course progress 
during Semester …… , 20XX. 

Based on results for the term, xxxx’s progress is at risk of falling below the minimum requirement of a C 
minus in at least five subjects of the registered course, which places him at risk of breaching the course 
progress condition of her student visa. 

Satisfactory course progress, as outlined in the All Hallows’ School Student Progress, Attendance and 
Course Duration Policy, is no less than a C minus in at least five subjects or demonstrated significant 
effort towards meeting the academic requirements.  In addition, xxxx needs to obtain a C minus or 
higher in an English and a Mathematics subject as part of the QCE eligibility requirements.  

To assist ……. meet these requirements, All Hallows’ School has referred him to speak with xxxx and 
actioned the following support strategy: ……………………….  Should xx continue to not meet the 
course requirements and not demonstrate significant effort towards meeting the requirements by insert 
time frame, All Hallows’ School will be required to report ……. to the Department of Home Affairs 
(Immigration) for unsatisfactory course progress as required by the National Code of Practice for 
Providers of Education and Training to Overseas Students 2018. 

 

Please find attached a copy of xxxx’s assessment record for the year to date.  Please contact the Dean 
of Teaching and Learning for more details, or to discuss this situation. 

 

Yours sincerely 

 

……………………………………………….…………………………………………….. 
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Mrs Carolyn Liddy      Mrs Wendy Florey 
Deputy Principal (Teaching and Learning)     Deputy Principal - Students 
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Letter of Intent to Report for Unsatisfactory Course Attendance 
 
Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

Date:  

Student name: 

Year Level: 

Study period: [Insert relevant Semester] 

Current Address: 

Phone no: 
Email address: 

Dear  

This letter is to inform you that All Hallows’ School intends to report you to the Department of Home Affairs 
(Immigration) for unsatisfactory attendance as required by the Education Services for Overseas Students 
Act 2000. 

Under the Migration Act 1958, student visa condition 8202 requires student visa holders to: 

• maintain enrolment in a ‘registered course’ 
• maintain satisfactory attendance in your course and course progress for each study period 

as required by your education provider 
According to our records, you have not achieved satisfactory course attendance as defined in the National 
Code of the ESOS Act and All Hallows’ School’s Student Progress, Attendance and Course Duration 
Policy attached and available at www.ahs.qld.edu.au. This is despite having been provided with the 
following support: [ List intervention measures to date] 

□ …………… 

□ ……………. 

You have 20 days in which to appeal All Hallows’ School’s decision in accordance with sections 4 and 5 
of the School’s Complaints and Appeals Policy. Please see attached. 

You are reminded that you need to continue to abide by the conditions of your student visa, including 
maintaining enrolment in a registered course, for your visa to remain valid. 

Depending on the outcome of the appeals process, you may be reported to the Department of Home 
Affairs (Immigration) for breach of the attendance requirement and notified of termination of your 
enrolment at All Hallows’ School. 

Yours sincerely         

 

Mrs Catherine O’Kane 

Principal  
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Letter of Intent to Report for Unsatisfactory Course Progress 
 

Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

 
Date:  

Student name: 
Year Level: 
Study period: [Insert relevant Semester] 
Current Address: 
Phone no: 
Email address: 
 

This letter is to inform you that All Hallows’ School intends to report you to the Department of Home 
Affairs (Immigration) for unsatisfactory course progress as required by the Education Services for 
Overseas Students Act 2000. 

Under the Migration Act 1958, student visa condition 8202 requires student visa holders to: 

• maintain enrolment in a ‘registered course’ 

• maintain satisfactory course progress in your course for each study period as required by your 
education provider 

According to our records, you have not achieved satisfactory course progress as defined in the National 
Code of the ESOS Act and All Hallows’ School’s Student Progress, Attendance and Course Duration 
Policy, attached and available at www.ahs.qld.edu.au.  This is despite having been provided with the 
following support: [List intervention measures] 

□ …………… 

□ ……………. 

□ …………… 

You have 20 days in which to appeal All Hallows’ School’s decision in accordance with sections 4 and 5 
of the School’s Complaints and Appeals Policy. Please see attached. 

You are reminded that you need to continue to abide by the conditions of your student visa, including 
maintaining enrolment in a registered course, for your visa to remain valid. 

 Depending on the outcome of the appeals process, you may be reported to the Department of Home 
Affairs (Immigration) for breach of the course progress requirement and notified of termination of your 
enrolment at All Hallows’ School. 

Yours sincerely 

 

Mrs Catherine O’Kane 

Principal  
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Letter to advise student their appeal against reporting to the HA has 
been successful 

 

Legal Entity t/a All Hallows’ School 
CRICOS Provider Code: 03295M 

 

Date:  

Student name:  

Year Level: 

Current Address: 

Phone no: 

Email address: 

 

This letter is to inform you that your appeal against reporting you to the Department of Home Affairs 
(Immigration) for failing to meet satisfactory course progress / attendance at All Hallows’ School has been 
successful. 

Your enrolment at All Hallows’ School will not be cancelled because of the following reasons: 

[Insert reasons / OSO findings, etc] 

You are reminded that you need to continue to abide by the conditions of your student visa, including 
maintaining enrolment in a registered course, and maintaining satisfactory attendance and course 
progress for your visa to remain valid. 

 

Yours sincerely 

 

Mr Catherine O’Kane 

Principal 
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Letter to advise student their appeal against reporting to the HA has 
been unsuccessful 

Legal Entity t/a All Hallows’ School 
CRICOS Provider 
Code: 

03295M 

 
Date:  
Student name: 
Year Level: 
Current Address: 
Phone no: 
Email address: 
 
This letter is to inform you that your appeal against reporting you to Department of Home Affairs  
(Immigration) for failing to meet satisfactory course progress / attendance at All Hallows’ School has not 
been successful. 
 
Your enrolment will be cancelled as of --/--/-- because of the following reason(s): 
 
[Insert reason(s) as applicable:] 

• You have chosen not to access All Hallows’ School’s complaints and appeals process within 
20 working days 

• The outcome of All Hallows’ School’s complaints and appeals process has found in favour of 
All Hallows’ School – provide an explanation of why the appeal was unsuccessful 

• You have advised the Principal in writing you are withdrawing from All Hallows’ School’s 
complaints and appeals process 

 
All Hallows’ School will now notify the Department of Home Affairs (Immigration) that your enrolment has 
been cancelled for failure to meet course progress / attendance requirements.  You will need to contact 
the Department of Home Affairs (Immigration), see http://www.border.gov.au/about/contact/offices-
locations to seek advice on any potential impacts on your visa, including the need to obtain a new visa. 
 
[Insert any further instructions/advice to student prior to leaving the School, e.g., returning textbooks, etc.] 
 
You are reminded that you need to continue to abide by the conditions of your student visa, including 
maintaining enrolment in a registered course. If you wish to seek re-enrolment with another education 
provider, you should do this within 28 days of your termination of enrolment at All Hallows’ School to 
avoid possible visa cancellation. 
 
Even though you are no longer enrolled with All Hallows’ School as of --/--/--, you will need to maintain 
approved arrangements for welfare and accommodation until another education provider enrols you and 
takes over responsibility for approving arrangements, or until a relative approved by the Department of 
Home Affairs (Immigration) takes responsibility for your care and accommodation, or you depart Australia. 
 
Yours sincerely 
 
 
Mrs Catherine O’Kane 
Principal 
 

http://www.border.gov.au/about/contact/offices-locations
http://www.border.gov.au/about/contact/offices-locations
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