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FROM THE PRINCIPAL

Thank you for your enquiry regarding enrolment at Trinity Lutheran College. Our
college has been providing excellence in education for boys and girls since 1981
and we extended that opportunity to International students in the early 1990s.
We have dedicated staff to assist students to reach their full potential and to
encourage them to have better language skills and a clearer understanding of the
Australian culture. The college strives to provide students with the right
qualifications to enable them to be successful either in Australia or in their home
country.
At Trinity Lutheran College all students are integrated into the college culture and
are encouraged to participate in all aspects of college life e.g. music groups,
sporting teams, House events and other activities.
I extend a warm welcome to students and parents.

Dr Tsae Wong
Principal
PhD, M.Ed (Leadership and Management), BSci, DipE, AIMM, MACEL, AAICD
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The Mission and Values Statement
Mission statement
Trinity Lutheran College is a Christ - centred community empowering and nurturing
every learner to serve our world.

Core Values
We are a community who is able to share our faith in a Christian context.
We are committed to and value:
•
a Gospel-centred approach
•
excellence in all aspects of college life
•
learning as a lifelong process
•
a spirit of cooperation, teamwork and service for an interdependent
world
•
a broad range of educational opportunities
•
family and community partnerships
•
caring relationships and mutual respect
•
the development of self-confidence for the present and the future

College Motto
No other Foundation... Jesus Christ 1 Corinthians 3:11
The college motto is taken from a text in the New Testament, 1 Corinthian 3:11.
The words clearly describe the basis on which college life is built. We believe that
life built on a firm faith in Jesus Christ will bring lasting fulfillment, peace and
contentment.
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Introduction
Lutheran Church of Australia – Queensland District trading as Trinity Lutheran
College is registered in the State of Queensland is an approved school under the
Accreditation of Non-State Schools Act, 2001 and the Education Services for
Overseas Students Act (ESOS), 2000.
Trinity Lutheran College is bound by the National Codes of Practice for Providers of
Education and Training for Overseas Students 2018 under it registration on the
Commonwealth Register of Institutions and Courses for Overseas Students
(CRICOS). The CRICOS Provider Number is 00878A.
The college’s Annual Report to the Commonwealth and State Governments are
available on our website: www.tlc.qld.edu.au. The Principal - Mrs Tsae Wong,
Business Manager – Mr Phillip Hinds and Registrar – Mrs Siobhain Blinko have access
to PRISMS.
Trinity Lutheran College does not have written agreements with education agents. If at
any time the college does decide to have these agreements, it will be in line with the
criteria in the National Code 2018, Standard 4.

Enrolment process for International Students (FFPOS)
To be considered for a place at Trinity Lutheran College the official Application for
Admission form must be completed via our online application, see link below:
•
•
•
•
•

https://trinity-lutherancollege.digistormenrol.com.au/applications/general copy of the
student’s passport
passport or similar sized photo of the student
copies of last two years school reports - certified transcripts in English
certificates of public examinations
a written reference from their school Principal
The application can only be processed when all the documentation, as
listed, has been presented.

•

Applications
for Admission will be processed in accordance with the established
• ((Please
procedures for all students. Lodgement of the application does not guarantee a place
•
at the college.

•

All students are required to undertake an English test set by the college’s ESL (English as a
Second Language) Department; if a successful result is obtained an interview with the
Principal will follow.

Parents who are offered a place for their student are required to complete the Enrolment
Contractual Agreement and other relevant documents and return them signed, to the
college along with the required fee.
Once these fees have been lodged the college will give an eCOE (electronic Confirmation of
Enrolment) for the student visa. International students must obtain Overseas Student Health
Cover for the duration of their student visa sub class.
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1.0: About the college
The Lutheran Church of Australia trading as Trinity Lutheran College is a private
Early Learning to Year 12 co-educational Lutheran day school situated on 2
campuses at Ashmore, on Australia’s famous Gold Coast. The college’s
enrolment is approximately 1000 students and we celebrated 30 years of
excellence in education in 2011. Trinity Lutheran College is registered to enrol a
maximum of 60 full fee paying 500 visa subclass students.
Trinity Lutheran College is an International Baccalaureate World School for the
Primary Years Program (PYP) which incorporates the Primary Years Program (Prep
to Year 5). The college has a strong academic program and a progressive
curriculum designed to prepare students for tertiary studies and careers. The
college now offers 2 pathways for students in their senior years - OP and
Vocational Education.
For further information about studying in Australia please visit
http://www.studyinaustralia.gov.au

About the environment - Gold Coast region
The Gold Coast is Australia’s sixth largest city and stretches from the New South
Wales/Queensland border, north to Yatala and across to South Stradbroke Island.
Further information on the Gold Coast environment is available from the Study
Gold Coast website www.studygoldcoast.org.au

Beaches and water safety
The Gold Coast is famous for its pristine beaches. The Gold Coast City Council
lifeguards patrol some 26 beaches for 12 months of the year and about 40
beaches during school holiday periods. It is important to swim only between the
red and yellow flags of patrolled beaches.

Gold Coast Hinterland
The Gold Coast Hinterland is an area of lush rainforests, mountain peaks and rural
villages. Trinity Lutheran College is located within a 40-minute drive of the
hinterland. Comfortable walking shoes, a jacket and water are essential for hiking
in the area’s National Parks and nature reserves.

Theme parks and family attractions
As Australia’s premier tourist destination, the Gold Coast is home to a large number
of theme parks, family attractions and wildlife sanctuaries.

Shopping
Major shopping centres are open 7 days a week with varying shopping hours and
all centres accept major credit cards.
Business centres are located in Southport, Surfers Paradise, Broadbeach, Robina,
Burleigh Heads, Nerang and Coolangatta-Tweed Heads.

Cost of living
Research shows that the average weekly expenditure for middle and secondary
school students is approximately $500 per week.
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1.0: About the college (continued)
Medical facilities
The Gold Coast has high medical standards. Major public hospitals are located at
Southport, Robina and Tweed Heads. Private hospitals and 24-hour clinics are also
available.

Disabled access
Many public areas, shopping centres and attractions have facilities suitable for
people with disabilities.

1.1:
College Facilities, Resources and Services – Ashmore Road and
Cotlew Street campuses:
▪
Six computer labs including a high-performance CAD lab.
▪
A dedicated computer lab along with at least five laptops per
classroom at the primary school.
▪
Fifteen touch-screen computers in Prep
▪
330 student laptops
▪
750 Apple iPads (includes staff, college-owned and compulsory
student-owned devices)
▪
High-speed internet link (100 Mbps)
▪
Wireless network across both campuses
▪
Cotlew Street campus classrooms are fitted out with interactive
whiteboards

Both campuses have:
▪
Wireless computer network
▪
Interactive whiteboards
▪
Data projectors
▪
Library
▪
Computer mini lab in both libraries
▪
Fully air conditioned classrooms
▪
25 metre heated swimming pools (Ashmore Road campus has a heated
learn-to-swim pool)
▪
Sporting facilities include multi-purpose tennis/basketball courts and sports
ovals

Auditoriums – the college has 3:
•
Robert Hoff Community Hall at Cotlew Street campus with seating for
seven hundred plus
•
Cultural Precinct with seating for two hundred plus
•
The Trinity Centre - multi-purpose centre for assemblies, worship and
parent meetings, seating seven hundred plus
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1.0: About the college (continued)
Ashmore Road campus
•
Music Department is well equipped containing a keyboard laboratory and
wide variety of instruments

Visual Arts centre / studios
Science laboratories - fully equipped general science laboratories
•
Dance Studio – 12 x 15 metre
•
Home Economics centre which includes a textiles room, home
economics kitchens and a fully operational commercial kitchen and licensed
training restaurant
•
John Stapleton Sports Centre: this modern multi use sports centre with
regulation basketball court and marked for badminton and volleyball use.
Retractable seating for up to 72 pax, fully equipped gymnasium, kiosk facility with
attached multi use teaching/ meeting space
•
David Caldwell Trade Training Centre: Affiliated with GCCC TAFE, state
of the art facility fully equipped to teach cabinet making, fabrication and welding
and design technology. Fully contained computer lab holding up to 16 students
•
Rowing equipment: sculls, doubles and quads
•
•

English Second Language Guidelines
Trinity Lutheran College provides ESL (English as a Second Language) teachers to
help develop student competence in English. All students whose first language is
not English incorporate ESL lessons into their learning program, any queries
regarding ESL should be referred to the Head of Learning Enhancement, Mrs
Samantha Mercer. International students are assisted with their subject selections
to ensure that the individual needs of each student are met.
After enrolment, the first semester of an ESL student’s work is to be regarded as an
‘acclimatisation’ period.
All ESL students should follow the same course outline as non-ESL students,
provided the reading (and writing) expectations are appropriate to their current
abilities.
Further information on the Australian Government provision for international
students; please see the document “The ESOS framework – providing quality
education and protecting your rights” included in the prospectus or view on
website - https://internationaleducation.gov.au/RegulatoryInformation/Documents/ESOSFrameworkfactsheetfinaldraft9May2014(2).pdf
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1.0: About the college (continued)
1.2:

Courses

Trinity Lutheran College is registered to provide the following full time courses:
085670C
085671B
008219E

1.3:

Primary Education
Years 1 to 6
Secondary Junior Years Years 7 - 10 Co-educational
Secondary Senior Years Years 11 - 12 Co-educational

Educational standards and outcomes

Trinity Lutheran College is committed to providing and maintaining the highest
professional standards in the delivery of its education programs. This includes
safeguarding the welfare and interest of all students, providing adequate facilities
and resources and using appropriate and effective methods of instruction.
Heads of the 3 Houses (MacKenzie, Stephan and Strohmeyer) also take active
interest in the academic progress and wellbeing of our FFPOS.
All subjects and courses offered to overseas students have stated educational
outcomes.

1.3.1:

Educational outcomes

•
All courses offered to International students have educational outcomes
as specified in the curriculum documents and individual work programs.
•
Students who complete the Year 1 to Year 5 course are eligible for
entrance to Year 6.
•
Students who complete the Years 6 to 10 courses are eligible for entrance
to Year 11.
•
Students who complete the Years 11 to 12 courses are eligible for a
Queensland Certificate of Education and may be eligible for a Tertiary Entrance
Statement.
Curriculum Handbooks that provide a summary of the subjects on offer are
available for students entering Middle and Senior Years.
For information about the Queensland Certificate of Education go to:
https://www.qcaa.qld.edu.au/downloads/senior/qce_brochure.pdf

1.4

Ethics: Marketing and Recruitment Integrity

As a registered provider of courses for overseas students (CRICOS Provider No
00878A), the college is bound by the code of ethics developed by the Ministerial
Council on Education, Early Childhood Development and Youth Affairs
(MCEECDYA) and the National Code of Practice for Providers of Education and
Training to Overseas Students.
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1.0: About the college (continued)
Trinity Lutheran College promotes its programs with integrity, professionalism and
accuracy, avoiding vague or misleading statements. Students are provided with
accurate information about the courses offered and the facilities provided. This
information does not include any false or misleading comparisons with any other
institution or course. Trinity Lutheran College will not actively seek to recruit a
student who is already enrolled with another provider.
Recruitment is conducted in an equally ethical and responsible manner.
Appropriately qualified staff assess the extent to which the applicant is likely to
achieve the outcomes of the course based on the applicant’s level of English and
academic results.
Trinity Lutheran College does not have written agreements with education agents.
If at any time the college does decide to have these agreements it will be in line
with the criteria in the National Code 2018, Standard 4.

1.5

Contact Details

Principal

Dr Tsae Wong

tsae.wong@tlc.qld.edu.au

Head of Campus –
Ashmore Road,
Middle & Senior
Years

Mr Doug Braiden

doug.braiden@tlc.qld.edu.au

Head of Campus –
Cotlew Street ,
Early & Junior Years

Mrs Carolyn
Thistlethwaite

carolyn.thistlethwaite@tlc.qld.edu.au

Deputy Head of
Campus- Middle
and Senior Years

Mr Brett Mason

Brett.mason@tlc.qld.edu.au

Head of Pastoral
Care

Mrs Natalie Houston

natalie.houston@tlc.qld.edu.au

School Counsellor

Mrs Pamela Chetty

pamela.chetty@tlc.qld.edu.au

Admissions Registrar

Mrs Siobhain Blinko

siobhain.blinko@tlc.qld.edu.au

Head of Learning
Enhancement

Mrs Samantha
Mercer

samantha.mercer@tlc.qld.edu.au

Head of Learning
(Languages and
International
Students Liaison)

Mrs Kylie Day

kylie.day@tlc.qld.edu.au

Head of Pastoral
Care/Learning
Support Co-ordinator

Mrs Mandi Traecey

mandi.traecey@tlc.qld.edu.au
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2.0

Entry Criteria

Trinity Lutheran College will consider enrolment applications from students wishing
to apply for a Student Visa, subject to compliance with conditions set by the
college, and with legislative requirements of the State of Queensland and the
Commonwealth of Australia.
International students applying for enrolment in the college must undertake
studies on a full-time basis, be academically qualified for the proposed course,
be proficient in English and have the financial capacity to cover all expenses
including return airfares and living costs. They must also be in good health, with
adequate health insurance to cover all medical situations.
Students and parents should read the Curriculum outlines available: Junior Years
– refer p16; Middle Years - p18 and Senior Years - p19.

2.1

Entry process

To be considered for a place at Trinity Lutheran College the official online
Application for Enrolment must be completed via the link below and signed by
both parents and accompanied by:
•
Link: https://trinity-lutherancollege.digistormenrol.com.au/applications/general
•
Non-refundable application fee (AUD $70.00) (does not guarantee a place)
•
copy of the student’s passport
•
Copy of student’s birth certificate
•
passport or similar sized photo of the student (Middle & Senior Years only)
•
copies of last two years school reports - certified transcripts in English
•
certificates of public examinations
•
Medical reports (if applicable)
•
a written reference from their current school Principal
The application can only be processed when all the above documentation has
been presented.
If required, students will undertake an English test set by the college’s ESL (English
as a Second Language) Department, if a successful result is obtained, an interview
with the Principal will follow.
Where a student’s proficiency in the use of the English language is insufficient to
enable them to succeed in the course in which they would like to enrol, the college
would recommend that they undertake three to nine months study at an ELICOS
(English Language Intensive Courses for Overseas Students) centre before entering
the college. There are two ELICOS colleges nearby:
Imagine Education Australia
PO Box 4931
Gold Coast Mail Centre
BUNDALL QLD 4217
Phone: 61 7 5552 0900
Facsimile: 61 7 5574 2390
Email: info@imagineeducation.com.au

Australian International College of Language
Unit 3 Stradbroke Plaza
66 Marine Parade
SOUTHPORT QLD 4215
Phone: 61 7 5531 1990
Facsimile: 61 7 5591 4510
Email: English@aicol.com.au
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2.0

Entry criteria (continued)

If a place is offered, parents must sign the declaration on the written agreement,
the Enrolment Contractual Agreement and all other relevant documentation and
return them to the college along with the required fees. Copies of all
documentation are kept online in each student’s file.

2.2

College expectations

Students must abide by the college expectations and the terms and conditions
specified in the Application for Enrolment and the Enrolment Contractual
Agreement.
•
Students must attend all applicable lessons, class tests and examinations
during a course as well as submitting all assignments that are applicable to their
chosen subjects during their enrolled course. Students are required to start on the
first day of each term and finish on the last day of each term so they are enrolled
and participating in college life for the full year. Exceptions may only be made
with specific written permission of the Principal.
•
Students are expected to abide by the college’s Student Code of Conduct
and other policy statements and guidelines as set out in the Parent/Student
Handbook.
•
A copy of all travel documents for the year must be supplied to the Registrar
and International Liaison Officer by the end of the first week at the college.
•
All students are strongly encouraged to immerse themselves in the full scope
and variety of curriculum and co-curricular activities.
•
Deferring, suspending or cancelling student enrolment. The student can
access the college’s internal complaints and appeals process. The suspension and
cancellation of the student’s enrolment under Standard 13 of the National Code
cannot take effect until the internal process is completed, unless there are
extenuating circumstances relating to the welfare of the student.

2.3

Government requirements

Students are required to comply with the Department of Immigration and Border
Protection (DIBP) regulations that govern international student entry to Australia.
For information on the Australian Government provision for international students,
please see the document “The ESOS framework – providing quality education and
protecting your rights” included in the prospectus or view on website https://internationaleducation.gov.au/RegulatoryInformation/Pages/Regulatoryinformation.aspx

2.4

Course credit

Entry into any course is subject to the assessment of the college. Course credit
may only be offered as outlined below:
•
For students transferring from interstate up to Year 10, the college does not
offer course credit and entry into any course is subject to the assessment of the
college.
•
For students transferring from interstate during Year 11 and beginning Year
12, the student may be deemed to have completed the required semester units or
credit to be eligible for a Queensland Certificate of Education and/or an Overall
Position for tertiary entry.
•
Discussion of the student’s study plan will be scheduled with the Deputy
Head of Campus

2.0

Entry Criteria (continued)
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2.5
Minimum academic and English language requirements
Academic evidence
The college insists on a minimum English language proficiency standard for each
student, to ensure that every student has the best possible opportunity for success
in the mainstream classroom. If the necessary level is not achieved the student will
be requested to attend an ELICOS centre for three to six months for intense English
language study until the required level is reached. The student will then take the
test again.
However, the final decision regarding English language proficiency and additional
support or preliminary ELICOS will rest with the Principal of the college.

Academic requirements
The minimum academic requirements for International students applying to the
college are:
085670C
Year 1 - 6:
evidence of the student’s application to
school work and age-appropriate
achievement in literacy and numeracy of the curriculum.
085671B
Years 7 – 10:
a pass level or “C” grade or better for the
.
majority of core subjects
008219E
Years 11-12:
a pass level or “C” grade or better for the
majority of core subjects

.

English language
All students are required to have an enrolment interview with the Principal or Head
of Campus and if required, pass an English Test set by the college’s ESL (English as
a Second Language) Department. Trinity Lutheran College undertakes to conduct
their own testing, but as a guide students should demonstrate English language
proficiency at a level equivalent (Junior - Level 4, Middle - Level 5 and Senior Level 5) to the NLLIA (National Language and Literacy Institute of Australia) scales.

2.6

Student subject suitability

The Principal, Head of Campus (Ashmore Road) in consultation with the Deputy
Head of Campus will assist international students with their subject selections to
ensure that the individual needs of each student are met.
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3.0

Enrolment Matters

Trinity Lutheran College enters into written agreements with students about services
to be provided, fees payable and information in relation to refunds of tuition fees.
A signed copy is kept on each student’s file.

Student Services
To ensure that each student achieves to the best of his/her ability, Trinity Lutheran
College has the following staff members to assist them.
•
Orientation process, contact the International Liaison Officer, core or care
group teacher
•
Day to day assistance, contact the Core or care group teacher
•
Assistance with and information about academic process, contact the
Head of Academics and International Liaison Officer
•
Information regarding entry to further study, contact the Careers Advisor
Counselling, personal matters contact Head of Pastoral care or Counsellor.
•
Complaints and Appeals, contact the Principal or Head of Campus
•
Homestay, travel documents, Consular issues and general queries,
contact the International Liaison Officer

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

Course Progress

a)
The 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 study period
/semester of enrolment according to Trinity Lutheran College’s course assessment requirements.
c)
Students who have begun part way through a study period / semester will be
assessed according to Trinity Lutheran College’s course assessment requirements after
completing one full study period/semester.
d)
To demonstrate satisfactory course progress, students will need to achieve a pass in
all subjects undertaken at each schooling level e.g primary/ junior secondary / senior secondary in
any study period / semester.
e)
If at the end of a study period a student does not achieve satisfactory course
progress as described above, the Principal will formally contact the parent(s) to advise that the
student is at risk of breaching the course progress requirement and that there will be a meeting
with the student to develop an intervention strategy for academic improvement. This may
include;
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i.
After hours tutorial support
i.
Subject tutorial support in class time
ii.
Mentoring
iii.
Additional ESL support
iv.
Change of subject selection, or reducing course load (without affecting course duration)
v.
Counselling – time management
vi.
Counselling -academic skills
vii.
Counselling - personal
viii.
other intervention strategies as deemed necessary
f)
A copy of the student’s individual strategy for academic improvement and any
relevant progress reports will be forwarded to parents.
g)
The student’s individual strategy for academic improvement will be monitored over
the following study period by International Liaison Officer and Head of Studies and records of
student response to the strategy will be kept. Parents will be kept informed of the student’s
academic progress while the student is receiving formal intervention.
h)
If the student does not achieve satisfactory course progress by the end of the next
study period, Trinity Lutheran College will advise the student in writing of its intention to report
the student for breach of visa condition 8202, and that he/she has 20 working days in which to
access the school’s internal complaints and appeals process. This notification will occur following
the formal reporting process of that finished study period. 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 Trinity Lutheran college, he/she
may contact the
Overseas Student Ombudsman at no cost. Please see Trinity Lutheran College’s Complaints and
Appeals Policy for further details.
i)
The school will notify the ESOS agency via PRISMS of the student not achieving
satisfactory course progress as soon as practicable where:
i.
the student does not access the complaints and appeals process within 20 days, or the
student withdraws from the complaints and appeals process by notifying the Principal of Trinity
Lutheran College in writing, or
ii.
the complaints and appeals process results in a decision in favour of the school.
2.
Completion within expected duration of study
a)
As noted in 1.a., the school will monitor, record and assess the course progress of
each student for the course in which the student is currently enrolled.
b)
Part of the assessment of course progress at the end of each semester will include
an assessment of whether the student’s progress is such that they are expected to complete their
studies within the expected duration of the course.
c)
The school will only extend the duration of the student’s study where it is clear the
student will not be able to complete their course by the expected date because:
d)
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.

16

iii.

an approved deferment or suspension of study has been granted in accordance with
Trinity Lutheran College’s Deferment, Suspension and Cancellation Policy.
e)
Where the school decides to extend the duration of the student’s study, the
school will report this change via PRISMS within 14 days and/or issue a new COE if required. In
this case, the student will need to contact the Department of Immigration to seek advice on any
potential impacts on their visa, including the need to obtain a new visa.
3.
Monitoring Course attendanceTo achieve satisfactory attendance at Trinity Lutheran
College, a student must attend school for a minimum of 80% of the scheduled contact hours.
a)
Student attendance is:
i.
checked and recorded daily
ii.
assessed regularly
iii.
recorded and calculated over each study period no less than 4-6 times.
b)
Late arrival at school will be recorded and will be included in attendance
calculations.
c)
All absences from school will be included in absentee calculations and should be
accompanied by a medical certificate, an explanatory communication from the student’s career
or evidence that leave has been approved by the Principal/Head of Campus
d)
Any absences longer than 3 consecutive days without approval will be investigated.
[Insert no of days as per school policy – 5 days is the maximum allowed under NC St 8.6.4]
e)
Student attendance will be monitored by International Liaison Officer every 7 days
over a study period to assess student attendance using the following method:
i.
Calculating the number of hours the student would have to be absent to fall below the
attendance threshold for a study period e.g. number of study days x contact hours x 20%.[For
example, a 20 week study period with 5 contact hours a day would equal 500 contact hours. 20%
of this is 100 hours. Alternatively, a school may choose to calculate attendance using a formula
based on the number of days absent. For example, a 20 week study period with 5 days a week
would equal 100 school days. 20% of this is 20 school days.
ii.
Attendance for any period of exclusion from class will be assessed under Trinity Lutheran
College’s Deferment, Suspension and Cancellation Policy.
f)
Parents of students at risk of breaching Trinity Lutheran College’s attendance
requirements of a minimum of 80% of the scheduled contact hours will be contacted by email,
phone or formal letter and students will be counselled and offered any necessary support when
they have absences totalling 10% and 15% in any study period.
g)
If the calculation at 3.f. indicates that the student has passed the attendance
threshold for the study period, Trinity Lutheran College will assess the student against the
provisions of Item 3.i. (below). Where the student has failed to meet the minimum attendance
requirement, and Item 3.i. does not apply, the school will promptly advise the student of its
intention to report the student for breach of visa condition 8202, and that he/she has 20 working
days in which to access the school’s internal complaints and appeals process
h)
The 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 Trinity Lutheran College in writing,
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iii.

the complaints and appeals process results in a decision in favor of the school.

[If allowing a 70% attendance threshold for compelling or compassionate circumstances under NC
St 8.15, include the following:]
i)
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.
j)
The method for calculating 70% attendance is the same as that outlined in 3.f. with
the following change; number of study days x contact hours x 30%, or number of study days x
number of days per week x 30%.
k)
If a student is assessed as having nearly reached the threshold of 70% attendance
for a study period, the International Liaison Officer will assess whether a suspension of studies is in
the interests of the student as per Trinity Lutheran College’s Deferment, Suspension and
Cancellation Policy.
l)
If the student does not obtain a suspension of studies under Trinity Lutheran
College’s Deferment, Suspension and Cancellation Policy, and falls below the 70% threshold for
attendance for the study period, the process for reporting the student for unsatisfactory
attendance (breach of visa condition 8202) will occur as outlined in 3.h – 3.i.
4.
Definitions
a)
Compassionate or compelling circumstances - circumstances beyond the control of
the student that are having an impact on the student’s progress through a course. These could
include:
i.
serious illness, where a medical certificate states that the student was unable to attend
classes
ii.
bereavement of close family members such as parents or grandparents (with evidence of
death a certificate if possible)
iii.
major political upheaval or natural disaster in the home country requiring their
emergency travel that has impacted on their studies
iv.
a traumatic experience which has impacted on the student (these cases should be where
possible supported by police or psychologists’ reports)
v.
where the school was unable to offer a pre-requisite unit
vi.
inability to begin studying on the course commencement date due to delay in receiving a
student visa.
For other circumstances to be considered as compassionate or compelling, evidence would need
to be provided to show that these were having an impact on the student’s progress through a
course.
b)
Expected duration – the length of time it takes to complete the course studying fulltime. This is the same as the registered course duration on CRICOS.
c)
School day – any day for which the school has scheduled course contact hours.
d)
Study period – Trinity Lutheran College defines a “study period” for the purposes of
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monitoring course attendance and progress as a semester.
Student course progress
To achieve satisfactory course progress at Trinity Lutheran College a student must:



Pass all subjects undertaken within the specified study period
Maintain attendance as per policy

Trinity Lutheran College assesses and records student course progress



For Years 1-5 …Semester reports
For Years 6-12: Term 1 Interim report, Semester reports

When a student is identified at risk of not meeting course progress requirements, one or more
of the following intervention strategies will be activated by the ESL teacher / Subject teacher /
Year level co-ordinator depending on the year level and support needs of the student:

1.
Other intervention and support processes for overseas
students
Ref: NC DSt6
In addition to the intervention processes identified in Sections 16, Trinity Lutheran College
identifies and supports students at risk in these ways


Pastoral Care System



Academic / Careers Counselling Program for Years 11 and 12



Buddy system



Head of Year Support



International Liaison Officer
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Students are encouraged to join the co-curricular music program.
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International Baccalaureate – Primary Years Program (PYP)
To further enhance our comprehensive approach to teaching and learning, Trinity
has introduced this uniquely international program which focuses on the
development of the whole child as a participant in a global community. At the
heart of the PYP is a commitment to structured inquiry as a powerful vehicle for
learning. Children explore knowledge in the broadest sense of the word using key
concept questions. These form the basis for enriched learning through planned
units of inquiry.
These frameworks lay the foundation on which curriculum is planned,
implemented, assessed and reported. Each contributes to the development of
lifelong learners who are:
Inquirers
Open minded

Risk takers
Caring Thinkers
Knowledgeable
Communicators
Principle
Balanced
Reflective

We aim to nurture lifelong learning qualities in our students within the context of a
comprehensive and balanced curriculum, as they learn in a community guided by
the core values of love, justice, compassion, forgiveness, patience and service.
Trinity Lutheran College curriculum and courses of study are accredited at
state, national and/or international level. They serve to broaden and enrich the
lives of students through participation in a wide range of learning opportunities
which enhance personal, social, academic and physical development, and foster
important life skills of self-discipline, cooperation, organisation and leadership. The
classroom teachers are supported by specialist teachers in the areas of Music, ICT,
Health and Physical Education, Japanese, Art and Library.

Literacy and Numeracy – A Priority
A central learning priority is the development of student literacy and numeracy.
Foundational knowledge and skill development in these areas takes place within
the broader context of the Key Learning Areas (KLAs).

Nine Areas of Essential Learning
Eight nationally agreed Key Learning Areas and Christian Studies form the core of
essential learning for the curriculum in the Junior Years. Curriculum frameworks
accredited by the Queensland Studies Authority underpin the formal curriculum
and provide coherence and continuity to the learning program.
The nine key learning areas are: Christian Studies, The Arts , Health & Physical
Education (HPE), English, Mathematics, Studies of Society & Environment (SOSE),
Science , Technology, LOTE (Languages other than English) and Japanese.
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4.1

JUNIOR YEARS (Year 1 to 5) School day: 8.40 am until 3.00 pm

The experiences, knowledge, interests and needs that young children bring to
school are important starting points for learning at this stage. The Queensland
Early Years Curriculum Guidelines provide teachers with a framework for
developing and planning curriculum in the following Early Learning Areas:
•
Social and Personal Learning
•
Health and Physical Learning
•
Language Learning and Communication
•
Early Mathematical Understandings
•
Active Learning Processes
The integrated learning experiences in Year 1lay the foundations for later learning
in the nine Key Learning
Timetable – Cotlew Street campus

School day: 8.40 am until 3.00 pm

Monday

Tuesday

Wednesday

Thursday

Friday

Period 1
8.45 – 9.30

Period 1
8.45 – 9.30

Period 1
8.45 – 9.30

Period 1
8.45 – 9.30

Chapel
8.45 – 9.30

Period 2
9.30 – 10.15

Period 2
9.30 – 10.15

Period 2
9.30 – 10.15

Period 2
9.30 – 10.15

Period 2
9.30 – 10.15

Period 3
10.15 – 11.00

Period 3
10.15 – 11.00

Period 3
10.15 – 11.00

Period 3
10.15 – 11.00

Period 3
10.15 – 11.00

Period 3
10.40 – 11.30

Period 3
10.40 – 11.30

Period 3
10.40 – 11.30

Period 3
10.40 – 11.30

Period 3
10.40 – 11.30

LUNCH
11.00 – 11.45

LUNCH
11.00 – 11.45

LUNCH
11.00 – 11.45

LUNCH
11.00 – 11.45

LUNCH
11.00 – 11.45

Period 4
11.50 – 12.35

Period 4
11.50 – 12.35

Period 4
11.50 – 12.35

Period 4
11.50 – 12.35

Period 5
12.35 – 1.20

Period 5
12.35 – 1.20

Period 5
12.35 – 1.20

Period 5
12.35 – 1.20

Period 5
12.35 – 1.20

PLAYBREAK –
EATING TIME
(1.20 – 1.30)
PLAY TIME 1.30 –
1.50 PM 1.20 –
2.50

PLAYBREAK –
EATING TIME
(1.20 – 1.30)
PLAY TIME 1.30 –
1.50 PM 1.20 –
2.50

PLAYBREAK –
EATING TIME (1.20 –
1.30)
PLAY TIME 1.30 –
1.50 PM 1.20 –
2.50

PLAYBREAK –
EATING TIME (1.20 –
1.30)
PLAY TIME 1.30 –
1.50 PM 1.20 –
2.50

PLAYBREAK – EATING
TIME (1.20 – 1.30)
PLAY TIME 1.30 – 1.50
PM 1.20 – 2.50

Period 6
1.55 – 2.40

Period 6
1.55 – 2.40

Assembly
1.55 – 2.40

Period 6
1.55 – 2.40

Period 6
1.55 – 2.40

Period 4
11.50 – 12.35
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4.2

MIDDLE YEARS (Years 6 to 9) School day: 8.35 am until 3.15 pm

Years 6 and 7
There will be many aspects of Years 6 and 7 that you will be familiar with e.g.,
having one main teacher for most of your core subjects. You will have an interdisciplinary inquiry unit of work each term as well as the opportunity to study a
different experience subject each semester. There is a significant focus on the
explicit teaching of literacy and numeracy skills at this level. You will also have
responsibility for your own classroom, just as you did in the Junior Years.
Year 7 is the second year of middle schooling at Trinity and the first year of high
school. We have a well-developed program which addresses the needs of Year 7
students very well. Our emphasis is on students having the opportunity to engage
with more specialised subject teachers in Year 7 than would normally be the case
in a traditional Prep to Year 7 primary school.
The teachers in the Middle Years strive to provide a safe and supportive learning
environment that encourages each student to reach his or her potential. There is a
strong emphasis on the well-being of every student in Middle Years. Along with a
key focus on academic achievement for every student, the Middle Years
recognises the importance of promoting resilience and well-being during these
early adolescent years.

Year 6 subjects
Christian Studies
English
German (13 weeks)
Mandarin (13 weeks)

Health and Physical Education
Humanities
Japanese (13 weeks)

Mathematics
Music
Science

Health and Physical Education
Humanities
German, Japanese or Mandarin

Music
Science
STEAM

Year 7 subjects
Christian Studies
English
Mathematics

Years 6 and 7 experience subjects (1 per semester Year 6 and 7)
Design Technology
Performance Arts
(Drama and Dance)

Home Economics
Visual Arts

Years 8 and 9
In Year 8, students have two core teachers who endeavour to integrate the
teaching of English/Humanities (History and Geography), Mathematics/Science
and Christian Studies. Information Technology is also integrated. The core
teachers seek to get to know the students and their families well and are available
to guide and support the students. One of the two core teachers is assigned the
role of Care Group teacher and is the first point of contact for parents. Christian
Studies, as part of the core academic program is contemporary, stimulating,
challenging and relevant to Australian students. It is inclusive of students with a
wide range of religious backgrounds, needs and skills.
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In Year 9, students will have a larger number of specialist teachers in the key
learning areas of Mathematics, Science, English and Humanities. One of the
teachers will be the student’s Pastoral Care teacher and the first point of contact
for Year 9 parents.

Years 8 and 9 core subjects
Christian Studies
English

Health and Physical Education
Humanities

Mathematics
Science

Year 8 experience subjects

Year 9 experience subjects

(1 per semester)

(1 per semester)

Business Education
Design Technology
Home Economics

Music
Business Education Home Economics
Performing Arts Dance
Music
Visual Art
Design Technology Visual Art
Drama
Information Technology & Multimedia
STEAM
Year 8 and 9 Languages: Japanese, German and Mandarin

4.3

SENIOR YEARS (Years 10 to 12) School day: 8:35am until 3:15pm

We aim to nurture lifelong learning qualities in our students within the context of a
comprehensive and balanced curriculum, as they learn in a community guided by
core values of love, justice, compassion, forgiveness, patience and service. Trinity
Lutheran College curriculum and courses of study are accredited at state and
national level.

Year 10
Students in Year 10 study core subjects along with core subjects, Christian Studies,
English, Mathematics, Science and Health and Physical Education. Students in
Years 10 and 12 select from a large range of elective subjects. Many of our
students study academic subjects leading to tertiary entry. Some elect to study in
our fully accredited Vocational Education program which leads to the award of
nationally recognized training certificates.
It is anticipated that Year 10 will continue to provide opportunities for students
to consolidate in key learning areas while formulating individual learning plans
leading to the Queensland Senior Certificate.

Year 10 core subjects
Christian Studies
Health and Physical Education
Career Education
Mathematics /Velocitas Mathematics/Essential Mathematics
English /Velocitas English/Essential English
Humanities /Velocitas Humanities/Essential Humanities
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Year 10 elective subjects
German (Advanced)
Japanese (Advanced)
Technology:

Business and Tourism Certificate II
Furnishing Certificate I
Hospitality Studies Certificate II
Graphics
Information Technology & Multimedia
Home Economics and Introduction to Hospitality Studies

The Arts:

Music
Drama

Dance
Visual Arts

Years 11 and 12
Trinity Lutheran College offers students multiple pathways through Years 11 and 12.
All students study the core subjects including English, Mathematics and Christian
Studies and select the remainder of their course from the electives available.

Years 11 and 12 subjects are selected from these groups:
OP
Accounting
Biology
Chemistry
Dance
Drama
English Extension
Geography
Graphics
Japanese
Mathematics C
Modern History
Extension
Physics
Senior Physical Education

Economics
German
Legal Studies
Music
Visual Arts

Music

VET ®
•
•
•
•
•
•

Certificate I Engineering
Certificate I Furnishing and Certificate I Manufacturing
Certificate II in Business and Certificate II Tourism
English Communication
Pre-vocational Mathematics
Creative Arts – Drama studies

Some students also participate in University link programs.
Core Physical Education and Sport are school based subjects. Subjects marked ®
are Vocational Education subjects which do not contribute directly to an OP
score.
All other subjects follow a state syllabus and count towards an OP score for tertiary
entrance.
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Students are encouraged to join the co-curricular activities of the college.
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Middle School / Senior School – Daily Schedule

Monday

Tuesday

Daily
Daily
Organisation Organisation
8.35 – 8.45
8.35 – 8.45
Period 1
Period 1
8.45 – 9.30

8.45 – 9.30

Wednesday
Daily
Organisation
8.35 – 8.45
Period 1
8.45 – 9.30

Thursday

Friday

Daily
Daily
Organisation Organisation
8.35 – 8.45
8.35 – 8.45
Period 1
Period 1
8.45 – 9.30

8.45 – 9.30

Period 2

Period 2

Period 2

Period 2

Period 2

9.30 – 10.15

9.30 – 10.15

9.30 – 10.15

9.30 – 10.15

9.30 – 10.15

Recess
10.15 – 10.40

Recess
10.15 – 10.40

Recess
10.15 – 10.40

Recess
10.15 – 10.40

Recess
10.15 – 10.40

Pastoral Care
Class
10.40 – 11.25

Assembly
10.40 – 11.25

Pastoral Care
Class
10.40 – 11.25

Chapel
10.40 – 11.25

10.40 – 11.25

Period 3

Period 3

Period 3

Period 3

Period 3

Period 4

11.25 – 12.10

11.25 – 12.10

11.25 – 12.10

11.25 – 12.10

11.25 – 12.10

Period 4

Period 4

Period 4

Period 4

12.10 – 12.55

12.10 – 12.55

12.10 – 12.55

12.10 – 12.55

Lunch /
Travel
12.10 – 1.00

Lunch

Lunch

Lunch

Lunch

Yr 6 PC

12.55 – 1.45

12.55 – 1.45

12.55 – 1.45

12.55 – 1.45

1.00 – 1.35

Period 5
Period 5

Period 5

Period 5

Period 5

(Year 6) 1.35 2.25

1.45 – 2.30

1.45 – 2.30

1.45 – 2.30

1.45 – 2.30

Sport
(Years 7 - 12)
1.00 - 3.00

Period 6

Period 6

Period 6

Period 6

2.30 – 3.15

2.30 – 3.15

2.30 – 3.15

2.30 – 3.15

Period 6
(Year 6) 2.25 3.15

Sport
(Years 7 - 12)
1.00 - 3.00
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At Trinity Lutheran College we see that mobile, personal computing is the future;
and table devices like the Apple iPad have the most potential as a tool for
learning. We believe that students must be able to access digital information,
resources and tools for productivity from anywhere, at any time – in ways that lead
to a deeper engagement and understanding.
Students today have access to a huge amount of digital resources, much of which
is now available online and rich in educational content. A device that is instantly
on, always connected and intuitive to use is the perfect tool to access search
engines, data bases, scholarly sources online, digital text books and digital media.
The iPad program is implemented from Year 4; parents are responsible for supply
this device.

5.0

Fees and other expenses

5.1

Tuition Fees and other expenses

Application for Admission
$ 70.00
All applications for entry to the college must be accompanied by the $70.00
(includes GST) admission fee. This fee is non-refundable and does not guarantee
a place in the college.
Tuition fees

Acceptance fee
When a student is offered a place at the college the acceptance of that place
must be accompanied by the Building Fund Contribution fee (this fee is nonrefundable) of $650.00 plus 1 Semester’s fees in advance.
[Tuition fees are reviewed annually by College Council and should not increase
more than 10%].
Per Semester
Per Year
Prep to Year 1
$
7,881.00 $
15,762.00
Years 2 to 5

$

8,445.00

$

16,890.00

Year 6

$

8,558.00

$

17,1156.00

Year 7

$

8,558.00

$

17,116.00

Year 8 - 9

$

9,866.00

$

19,732.00

Year 10

$

10,317.00

$

20,634.00

Years 11 - 12

$

10,542.00

$

21,084.00
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Non-Tuition fees
Prep – Year 6
Device

$

1,000.00

(One-off)

Specialist classes (music lessons)
After School care
Bus (to and from school - YP- Y6)
Stationery
Home stay
OSHC

$
$
$
$
$
$

Annually
1,000.00
1,500.00
1,310.00
300.00
14,080.00
520.00

$
$
$
$
$
$

Course
7,000.00
10,500.00
9,170.00
2,100.00
98,560.00
3,640.00

TOTAL Non Tuition

$

12,864.40

$

131,970.00

$

248,170.15

Tuition and Non-Tuition Total
Year 7 – Year 10
Device

$

2,000.00

Specialist classes (music lessons)
Bus (to and from school - Y11Y12)
Stationery
OSHC
Home stay

$

Annually
1,000.00

$

1,310.00

$
$
$

TOTAL Non Tuition

$

(One-off)

$

Course
4,000.00

600.00
520.00
14,080.00

$
$
$
$

5,240.00
2,400.00
2,080.00
56,320.00

17,510.00

$

72,040.00

$

132,137.80

Tuition and Non-Tuition Total
Year 11 – Year 12
Device

$

2,000.00

Specialist classes (music lessons)
Bus (to and from school - Y11Y12)
Stationery
OSHC
Home Stay
QCAA

$

Annually
1,000.00

$

1,310.00

$
$
$
$

TOTAL Non Tuition

$

Tuition and Non-Tuition Total

(One-off)

$

Course
2,000.00

600.00
520.00
14,080.00
876.40

$
$
$
$
$

2,620.00
1,200.00
1,040.00
28,160.00
1,752.80

18,386.40

$

38,772.80

$

80,941.30
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Non Compulsory Fee:
Per Semester
ESL (where necessary):

Primary
Middle/ Senior

Per Year
$ 600.00
$ 600.00

$ 300.00
$ 300.00

Compulsory Non-Tuition Fees:
•
School uniforms – list included – approximately $1,000.00 (varies on what
needs to be purchased)
•
School books, stationery and some consumables for specialist classes,
approximately $600.00 per year (depending on the year level)
•
Additional costs for excursions, music tuition and other private tuition and
transport will vary from student to student, but need to be taken into consideration.
•
Research (based on 2013 studyininaustralia.gov.au) shows that the
average weekly expenditure for middle and senior year students is approximately
$500 per week.
•
Visa application fees
•
Private Health Cover - this is part of the visa condition and students are
required to have current membership in an Australian Health Fund – this is
approximately $520.00 per year.
•
As of July 1, 2010 OSHC membership must be current for the full term of the
visa

5.0

Fees and other expenses (continued)

5.2

Payment of fees

Tuition fees are charged by semester. There are two semesters (2 study periods)
per year. School fees are paid in Australian dollars (AUD) and are payable prior to
the commencement of each semester.
No student will be allowed to commence a new semester whilst all or part of the
previous semester’s fees remain unpaid.
One full term’s notice of withdrawal of a student must be given in writing to the
Principal otherwise a term’s fees will be charged in lieu.
School fees are due and payable for each term on the dates set out below. A $75
service fee (to cover additional administration costs) will be charged to parents if
school fees are not paid by the due date each term.

Due Dates for Payment of Fees and additional Charges
Semester 1

Friday

8 February 2019

Term 1 Additional Charges

Friday

03 May 2019

Semester 2 & Term 2 Additional charges

Friday

26 July 2019

Term 3 Additional Charges

Friday

18 October 2019

Term 4 Additional Charges

Friday

06 December 2019
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Business office hours are: Monday to Friday 8.00 am – 4.00 pm (excluding public
holidays).
The business office is located in the main administration block on the Ashmore
Road campus. Phone: +61 0 5556 8237.

5.4

College Uniform

The wearing of the college uniform is compulsory and students must wear only the
college approved uniforms including accessories. All uniform items are sold at the
college Uniform Shop.

GIRLS FORMAL UNIFORM

BOYS FORMAL UNIFORM

Year 1 to Year 5

Year 1 to Year 5

Primary dress

$50.00

White shirt

$35.00

Tie

$10.00

Charcoal shorts

$35.00

Trinity belt - Yrs 4-5

$27.00

$35.00

Formal socks

$13.00

$85.00

Formal (Primary) hat

$35.00

College jumper

$85.00

Trinity socks

$9.00

Formal (Primary)hat
College jumper
Hair accessories - charcoal

Various

Year 6 to Year 12

Year 6 to Year 12

White blouse

$35.00

White Shirt

$35.00

Charcoal skirt

$45.00

Charcoal Shorts

$35.00

Crossover tie

$16.50

Trinity Belt

$27.00

Winter tie

$20.00

Formal socks

$13.00

Trinity socks

$9.00

Formal hat

$85.00

Tie

$20.00

College jumper - Years 6 to 9

$85.00

Charcoal trousers - Years 8 to 12

$45.00

Girls blazer - Years 10 to12
Hair accessories - charcoal

$195.00
Various

Formal hat

$120.00

Trouser socks - black

$8.50

College jumper - Years 6 to 9

$85.00

Boys blazer - Years 10 to12
SPORTS UNIFORM Prep to Year 3

$195.00

SWIMMING UNIFORM Prep to Year 12

Charcoal sport shirt

$50.00

Girls swimwear

$62.00

Charcoal sport shorts
Trinity socks

$30.00

Boys swimwear

$35.00

Skins

$50.00

Sport hat

$18.00

Sunsafe wet shirt

$55.00

House shirt

$35.00

Swim cap - silicon

Track jacket

$85.00

Goggles

Track pants

$55.00

Prep Term 4 Only

$9.00

SPORTS UNIFORMS Year 4 to Year 12
White sports shirt

$9.50
Various
SCHOOL BAGS

$50.00

Backpack - Smartpak Sm

$70.00
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Charcoal sport shorts

$30.00

Trinity socks - boys only
Sport hat; :Compulsory Years 4 to 5
Baseball cap - Years 6 to12
only
House shirt
Track jacket
Track pants

$9.00
$18.00
$18.00
$35.00
$85.00
$55.00

Backpack - Smartpak Lge

$80.00

Backpack - Chiropak Sm

$85.00

Backpack - Chiropak Lge

$95.00

Backpack - Pysiopak

$55.00

Swimbag - Waterproof

$20.00

Satchel

$15.00

The Uniform Shop is open Monday – Friday during school term from 8.00 am until
11.00 am.

5.5 Book orders:
Middle and Senior Years:
Information is provided at the end of the previous year so that parents and
students can order the necessary books for the subjects selected. The order is then
processed on line – full detailed instructions given. Book packs can be delivered to
the home or collected from the college before the school year commences.
Junior Years:

All books and stationery are included in the tuition fee.

An appointment can be made for outfitting of students new to the college.
Uniform Convener:
Location:

Mrs Felicity Lumsden

Ashmore Road Campus

Telephone:

(07) 5556 8263

The complete Uniform Policy is on the college website: www.tlc.qld.edu.au

Middle & Senior Years’ uniforms

Junior Years’ uniforms
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6.0 Other relevant policies
6.1 Trinity Lutheran College Refund Policy
6.1.1 Prior to admission
This policy outlines refunds applicable to course fees paid to the school [if
applicable add] including any course fees paid to an education agent to be
remitted to the school. [e.g., in the case of course fees collected by IDP.]
6.1.1.1 If the student does not take up the place, the Application Fee for
Admission is non-refundable.
6.1.1.2 The enrolment application fee is non-refundable.
6.1.1.3. Payment of Course Fees and Refunds;
a) Fees are payable according to Trinity Lutheran College fee policy and as per
the invoice attached.
b) An itemised list of school fees is provided in the school’s written agreement [as
per NC Standard 3.3.4]
c) All fees must be paid in Australian dollars unless requested otherwise. Refunds
will be reimbursed in the same currency as fees were received.
d) Refunds will be paid to the person who enters into the written agreement unless
the school receives written advice from the person who enters the written
agreement to pay the refund to someone else.
6.1.1.4. All notification of withdrawal from a course, or applications for refunds,
must be made in writing and submitted to principal@tlc.qld.edu.au
6.1.1.5. Student default because of visa refusal;
a) If a student produces evidence of visa refusal (or provides permission for the
school to verify visa refusal with the Department of Immigration) and fails to start a
course on, or withdraws from the course on or before the agreed starting day, the
school will refund within four weeks of receiving a written claim from the student
the total amount of course fees received by the school before the student’s
default day.
b) If a student whose visa has been refused withdraws from the course after it has
commenced, the school will retain the amount of tuition fees proportionate to the
amount of the course the student has undertaken and will refund of any unused
tuition fees* received by the school with respect to the student within the period of
four weeks after the day of the 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)
6.1.1.6. Student default
a)
Any amount owing under this section will be paid within 4 weeks of
receiving a written claim from the student (or parent(s)/legal guardian if the
student is under 18).
b)
Non-tuition fees will be refunded [e.g. on a pro rata basis proportional to
the amount of time the student was studying in the course, except where a nonrefundable payment on behalf of the student has been made.
c)
If the student, does not provide written notice of withdrawal, and does
not start the course on the agreed starting date, 1 semester tuition fees will be
retained received by the school and the remainder will be refunded.
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d)
If tuition fees for up to [1 term/1 semester/2 semesters] have been
received in advance by the school and the school receives written notification of
withdrawal by the student (or parent(s)/legal guardian if the student is under 18),
the school will:
i)
Retain an administration fee of $70.00 AUD and refund the
balance of the tuition fees if written notice is received up to four weeks prior to
commencement of the course.
ii)
Refund 25% of the tuition fees received if written notice is
received less than four weeks prior to commencement of the course.
iii)
Refund 50% of any tuition fees received if written notice is
received before one (1) term/semester of the payment period has passed
e)
If tuition fees have been received for more than [1 term/1 semester/2
semesters], refund provisions under (d) will apply for the first [1 term/1 semester/2
semesters] and any balance of unused tuition fees after this will be refunded.
f)
No refund of tuition fees will be made where a student’s enrolment is
cancelled for any of the following reasons:
i)
Failure to maintain satisfactory course progress (visa condition 8202).
ii)
Failure to maintain satisfactory attendance (visa condition 8202).
iii)
Failure to maintain approved welfare and accommodation arrangements
iv)
Failure to pay course fees. v. Any behaviour identified as resulting in
enrolment cancellation in Trinity Lutheran College's Behaviour Policy/Coe of
Conduct.
v)
If Trinity Lutheran College cancels a student’s enrolment for failure to
maintain agreed conditions 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, any refund of tuition fees will be at the discretion of
the school.
g)
“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”. (NC St 3.4.5)

6.0 Other relevant policies (continued)
2.

General Provider Obligations

Parent/Legal Guardian responsibilities:
It is the responsibility of the parent or legal guardian to ensure that student details
are kept up to date and relevant copies submitted to the college for inclusion in
the student’s file
•
•
•

Heath cover for the duration of their enrolment
Passport
Visa
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General conditions:
Tuition fees are effective from January of any given academic year and will
remain until such times as they are changed by College Council and posted on
the website. The College Council aims to set fees on an annual basis; it reserves
the right to change these at any time.
1.
As specified in the agreement signed with the college, fees are due 2
weeks prior to the study period they cover.
2.
This agreement, and the availability of complaints and appeals processes,
does not remove the right of the student to take action under Australian consumer
protection laws.
3.
This agreement does not remove the right to take further action under
Australian’s consumer protection laws. The college’s dispute resolution processes
do not circumscribe the student right to pursue other legal remedies.
4.

Late payment of fees will incur a penalty of $75.00.

Transfer Policy
Introduction
Trinity Lutheran College’s Overseas Student Transfer Policy and processes apply to:

•

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

•

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

1.

a)

If the student’s course or school becomes unregistered

b)

The school has a government sanction imposed on its registration

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

c)

d)

If the student is granted a release in PRISMS.

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

2.

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

3.

a)

The

student

has

changed

welfare

and

accommodation
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arrangements and is no longer within a reasonable travelling time of the School.
The student will be reported because they are unable to achieve
satisfactory course progress at the level they are studying, even after engaging
with Trinity Lutheran College‘s intervention strategy to assist them in accordance
with Standard 8 (Overseas student visa requirements).

b)

The student provides evidence of compassionate or compelling
circumstances.

c)

Trinity Lutheran College fails to deliver the course as outlined in the
Enrolment Agreement.

d)

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

e)

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

f)

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

g)

h)
4.

Any other reason stated in the policies of Trinity Lutheran College.
Students under 18 years of age MUST also have:

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

a)

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.
5.
Trinity Lutheran College will NOT agree to the transfer before the student
completes the first six months of their first registered school sector course in the
following circumstances:

b)

a)

The student’s progress is likely to be academically disadvantaged

Trinity Lutheran College is concerned that the student’s
application to transfer is a consequence of the adverse influence of another
party

b)

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

c)

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

d)

e)
6.

School fees have not been paid for the current term/semester.
To apply for transfer to another provider, students need to:

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

a)

b)

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

c)

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 Trinity Lutheran College, in accordance with Standard 5
(Younger overseas students) of the 2018 National Code of Practice for Providers
of Education and Training for Overseas Students.
Trinity Lutheran College will assess the student’s transfer request
application and notify the student of a decision within 10 working days.

7.

If Trinity Lutheran College grants the student’s transfer request, the
student will be notified and the decision will be reported to the Department of
Immigration via PRISMS.

8.

If Trinity Lutheran College intends to refuse the student’s transfer
application request, Trinity Lutheran College will provide the student with reasons
for refusal in writing and include a copy of Trinity Lutheran College‘s Complaints
and Appeals Policy. The student has the right to access Trinity Lutheran College‘s
complaints and appeals process and has 20 working days to do this. The student’s
transfer request application will only be finalised in PRISMS after one of the
following occurs:

9.

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

a)

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

b)

the appeals process is completed and a decision has been made
in favour of the student or Name of School.

c)

Applications to transfer to another registered provider may have visa
implications. The student is advised to contact the Department of Immigration
office as soon as possible to discuss any implications. The address of the nearest
Office is: Brisbane Visa & Citizenship Office, 299 Adelaide St, Brisbane. See
http://www.homeaffairs.gov.au/about/contact/offices- locations/australia for
street addresses of Department of Immigration Offices in Brisbane and regional
centres.] Alternatively, students can contact the Department of Immigration
through their web enquiry form:

10.

https://www.homeaffairs.gov.au/about/corporate/information/forms/onli
ne/student-visa- enquiry-form.
Student who are no longer subject to the transfer restriction but Trinity Lutheran
College holds welfare responsibility via a CAAW.

11.

Students under 18 years of age MUST have:

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

a)

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

b)
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guardian or a suitable nominated relative.

12.

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

Complete an Application for Student Transfer Form available from
the Admissions office.

a)

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

b)

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.

c)

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
Trinity Lutheran College in accordance with Standard 5 (Younger overseas
students) of the 2018 National Code of Practice for Providers of Education and
Training for Overseas Students.
13.
Trinity Lutheran College will negotiate the welfare transfer date with the
receiving provider and will advise the student of the welfare transfer date within
10 working days.
Transfers to another registered provider may have visa implications. The
student is advised to contact the Department of Immigration office as soon as
possible
to
discuss
any
implications.
See
http://www.homeaffairs.gov.au/about/contact/offices-locations/australia
Alternatively, students can contact the Department of Immigration through their
web
enquiry
form:
https://www.homeaffairs.gov.au/about/corporate/information/forms/online/stud
ent-visa-enquiry-form .

14.
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6.1 Student transfer request assessment flowchart

Student fills in transfer request
application before completing the first
six months of study of the first
registered school sector course and
lodges this with a valid enrolment
offer from another provider.

If the student is under 18 they must also provide
written confirmation of support from the
student’s parent/legal guardian for the transfer
as well as written confirmation from the provider
issuing a valid enrolment offer of acceptance of
responsibility for the student’s accommodation
and welfare arrangements from the student’s
proposed date of release.

The request is assessed by the provider in accordance with
its transfer request policy and nominated timeframe.

Transfer request is
granted.

Transfer request is refused.

The provider must document the decision, inform the student in
writing of the reasons for its decision and advise of student of his
or her right to appeal this decision within 20 working days.

Student appeals

Appeal is successful

The releasing provider has agreed to the student’s
release and recorded the date of effect and reason
for release in PRISMS. The receiving provider must
confirm it accepts welfare responsibility. All
documentation must be kept on file for two years
after the overseas student ceases to become an
accepted student.

Student advises the provider in
writing that he/she chooses to not
appeal the decision, or that he/she
withdraws from the appeal
process.
Appeal is unsuccessful

No change to student’s enrolment.
All documentation must be kept on file
for two years after the overseas student
ceases to become an accepted student.
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6.2

Privacy of personal information

Information is collected during your enrolment in order to meet our obligations
under the Education Services for Overseas Students (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. The authority to
collect this information is contained in the Education Services for Overseas
Students Act 2000, the Education Services for Registration Authorities and Providers
of Education and training Overseas Students 2018.
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 Protection Service (TPS). In other instances
information collected on this form or during your enrolment can be disclosed
without your consent where authorised or required by law.

6.3
Trinity Lutheran College accommodation and welfare policy
All overseas students attending Trinity Lutheran College must either live with a
parent or relative approved by the Department of Immigration, or in approved
Homestay accommodation approved by Trinity Lutheran College. Trinity Lutheran
College uses Study Match Pty Ltd www.studymatch.com.au, for students not living
with a parent or Department of Immigration approved relative. Private homestay
placement for students under 18 years of age will only be approved by the
Principal under exceptional circumstances.
1.
The student will live with a parent or relative approved by the Department
of Immigration
In this case:
The school does not provide a welfare letter (CAAW) via PRISMS. The student’s
family provides proof of relationship to Department of Immigration for the
purpose of visa applications.
If the adult responsible for the welfare, accommodation and other support
arrangements for a student under 18 years holds a Student Guardian visa
(subclass 580), all obligations and conditions of this visa must be met, including:
o
Not leaving Australia without the nominating student unless Trinity
Lutheran College has first approved alternate welfare and accommodation
arrangements for the student for the adult’s period of absence, and
o
advising the Department of Immigration of any change of address,
passport or other changes of circumstance.
The student will live in Trinity Lutheran College approved accommodation and
care arrangements and Trinity Lutheran College will generate the welfare letter
(CAAW) via PRISMS to accompany the student’s Confirmation of Enrolment (CoE).
Any accommodation, welfare and other support arrangements for the student
must be approved by Trinity Lutheran College, including arrangements provided
by third parties.
i.
Any changes to approved arrangements must also be approved by
Trinity Lutheran College. This includes any requests by students under 18 years of
age to attend “Schoolies Week” on completion of Year 12
ii.
If a student for whom Trinity Lutheran College has issued a CAAW
refuses to maintain approved arrangements, Trinity Lutheran College will report
this to the Department of Immigration and advise the student to contact the
Department of Immigration to ensure visa implications are understood. (See
Department of Immigration office addresses at:
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http://www.immi.gov.au/Help/Locations/Pages/Australia.aspx .)
School approved accommodation options for full fee paying 500 visa subclass
students under 18 years of age include:
i.

Homestay Program operated Study Match Pty Ltd

For School vacation periods, the following accommodation options are available
to full fee paying 500 visa subclass students under 18 years of age for whom the
School has issued a CAAW:
i.

Student returns home to parents

ii.
Student continues to live in / is placed in Homestay arranged and
approved by Gold Coast Homestay and Trinity Lutheran College
Accommodation options for full fee paying 500 visa subclass students 18 years
and older include:
i.

Homestay Program operated by Gold Coast Homestay

ii.
Private accommodation arrangements will only be approved under
exceptional circumstances by the Principal
For School vacation periods, the following accommodation options are available
to full fee paying 500 visa subclass students 18 years or older:
i.

Student returns home to parents

ii.
Student continues to live in / is placed in Homestay, details of which are
recoded by Trinity Lutheran College
iii.
Student may spend vacation with friend’s family or relatives, provided
details are given
iv.
Student may attend a supervised excursion, camp, etc.., provided details
are given
Additional Information:
HOMESTAY
The Homestay arrangements operated by Study Match Pty Ltd and approved by
Trinity Lutheran College meets Queensland legislative requirements for child
protection as well as Standard 5 of the National Code. These include
o

Continuous dates for approved welfare arrangements

o
Documented procedures for checking suitability of accommodation,
support and general welfare arrangements
➢
Guidelines for selecting family and ensuring the family can provide a
stable environment for the duration of the student’s enrolment at the school
➢
Criteria about accommodation services to be provided, and contract for
arrangements about providing accommodation services
➢

Orientation program for families new to provision of homestay services

➢
Compliant Homestay risk management strategy, reviewed annually,
undertaken by operator of the homestay program
o

Bluecard for adults living in the homestay other than overseas students.

STUDENT GUARDIAN VISAS
Trinity Lutheran College requires holders of Student Guardian Visas to:
i.
maintain Overseas Visitor Health Cover for themselves and any
dependent children living with them in Australia
ii.
immediately advise Trinity Lutheran College of any change to address or
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contact details
iii.
immediately advise Trinity Lutheran College 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 Trinity Lutheran College is able
to approve alternative accommodation and care arrangements for the student
for the period of student guardian visa holder’s absence, Trinity Lutheran College
will provide documentation approving temporary care arrangements for the
student for the Department of Immigration.
If there is not a valid reason for travelling overseas, or if Trinity Lutheran College is
not able to approve alternative accommodation and care arrangements for the
student for the period of student guardian visa holder’s absence, the student will
need to travel overseas with the holder of the student guardian visa. In this case,
the School will advise if compulsory attendance requirements will or will not be
affected by the student’s absence.

6.4 Complaints and Appeals Policy – Overseas Students Ombudsman
Trinity Lutheran College has a Complaints and appeals process and policy which
complies with Commonwealth requirements.
Access to this process is available to an overseas student at any time, and for any
complaint or appeal the student makes regarding Trinity Lutheran College or an
education agent or third party contracted to deliver services to an overseas
student on behalf of Trinity Lutheran College, having regard to the requirements
under Standards 7, 8 and 9.
If the School’s Complaints and appeals process is invoked under any of these
standards, provisions under Standard 5 will also be applicable if the student is
under 18 years of age and the School has approved accommodation, support
and welfare arrangements.
The internal complaints and appeals processes are conciliatory and non-legal. 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.
A copy of this policy will be provided to the student (or parent(s)/legal guardian if
the student is under 18) at a reasonable time prior to a written agreement being
signed, and again during orientation or within 7 days of the commencement of
student attendance of the enrolled course.

•

Purpose

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

•

The internal complaints and appeals processes are conciliatory and

Complaints against other students

•
Grievances brought by a student against another student will be
dealt with under the school’s Behaviour Policy/Code of Conduct.
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•

Informal Complaints Resolution

•
In the first instance, Trinity Lutheran College requests there is an
attempt to informally resolve the issue through mediation/informal resolution of the
complaint.
•
Students should contact their classroom teacher in the first instance to
attempt mediation/informal resolution of the complaint.
•
If the matter cannot be resolved through mediation, the matter will
be referred to the Principal/Head of Campus and Trinity Lutheran College’s
internal formal complaints and appeals handling procedure will be followed.

•

Formal Internal Complaints Handling and Appeals Process

•
The process of this grievance procedure is confidential and any
complaints or appeals are a matter between the parties concerned and those
directly involved in the complaints handling process.
•
The student must notify the school in writing of the nature and details
of the complaint or appeal.
•
Written complaints or appeals are to be lodged with the Principal at
principal@tlc.qld.edu.au
•
Where the internal complaints and appeals process is being
accessed because the student has received notice by the school that the school
intends to report him/her for unsatisfactory course attendance, unsatisfactory
course progress or suspension or cancellation of enrolment, the student has 20
working days from the date of receipt of notification in which to lodge a written
appeal.
•
cost.

Complaints and appeals processes are available to students at no

•
Each complainant has the opportunity to present his/her case to the
Principal/ Head of Campus
•
Students and / or the School may be accompanied and assisted by a
support person at all relevant meetings.
•
The formal internal complaints and appeals process will commence
within 10 working days of lodgement of the complaint or appeal with the
Principal/Head of Campus and will be finalised within 7 working days or as soon as
practicable.
•
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 or Head of Campus deems that the student’s health or
well-being, or the well-being of others is at risk he/she may decide to suspend or
cancel the student’s enrolment before the complaints and appeals process has
been accessed or fully completed. In such cases, the student may still lodge a
complaint or appeal, even if the student is offshore.
•
Once the Principal/Head of Campus 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.
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•
If the complaints and appeals procedure finds in favour of the
student, Trinity Lutheran College will immediately implement the decision and any
corrective and preventative action required, and advise the student of the
outcome and action taken.
•
Where the outcome of a complaint or appeal is not in the student’s
favour, the school will advise the student within 10 working days of concluding the
internal review of the student’s right to access the external appeals process.
However, the school is only obliged to await the outcome of an external appeal if
the matter relates to a breach of course progress or attendance requirements. For
all other issues, the school may take action (including making changes to the
student’s enrolment status in PRISMS) in accordance with the outcome of the
internal appeal.

•

External Appeals Processes

•
If the student is dissatisfied with the conduct or result of the internal
complaints and appeals procedure, he/she may contact and / or seek redress
through the Overseas Students Ombudsman at no cost. Please see:
http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landingpage or phone 1300 362 072 for more information.
•
If the student wishes to appeal a decision made by Trinity Lutheran
College that relates to being reported for a breach of course progress or
attendance requirement (under Standard 8), the student must lodge this appeal
with the Overseas Student Ombudsman’s office within 10 working days of being
notified of the outcome of his/her internal appeal.
•
If the student wishes to appeal a decision made by Trinity Lutheran
College that relates to:
i)
refusal to approve a transfer application (under Standard 7), or
ii)
suspension or cancellation of the student’s enrolment (under
Standard 9)
any choice to lodge an external appeal with the Overseas Student Ombudsman is
at the student’s discretion. The school need not await the outcome of any external
appeal lodged, before implementing the outcome of the internal appeal.

•

Other legal redress

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

•

Definitions

•
Working Day – any day other than a Saturday, Sunday or public
holiday during term time
•
Student – a student enrolled at Name of School or the parent(s)/legal
guardian of a student where that student is under 18 years of age

•

Support person – for example, a friend/teacher/relative not involved
in the grievance.
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Diagrammatic Overview of Complaints and Appeals Processes (C&AP) St 8
COMPLAINTS
Student has a Complaint

Student accesses informal internal C&AP
□
COMPLAINT PROFORMA
generated,
□
Action & outcome recorded and
filed.


Issue is resolved
No internal
internally and
informal
informally.
resolution

Student advised to access internal formal
C&AP

□
LETTER generated and filed.
□
NCB St 10.1 and 10.2 apply.
□
C&AP begins within 10
working days of lodgement and finalised
as soon as possible.
□
Student enrolment must be
maintained during C&AP as per any
requirements under Sts 7.6, 8.14 or 9.6
If applicable, welfare arrangements
must be maintained during C&AP.

APPEALS
NC St 7

NC St 10, 11

NC St 13

Student is
appealing
school’s
decision not to
grant transfer
to another
provider.

Student is
appealing
school’s
intention to
report for
breach of visa
conditions.

Student is
appealing
school’s
intention to
suspend or
cancel their
enrolment.




SCHOOL ADVISES STUDENT TO ACCESS INTERNAL FORMAL
C&AP

□
LETTER generated and steps taken to ensure
student received letter.
□
Student has 20 working days from day of
receipt of letter to access C&AP.
□
School undertakes to finalise process as soon
as possible.
□
Student enrolment must be maintained
throughout C&AP as per any requirements under Sts
7.6, 8.14 or 9.6.
□
If applicable, welfare arrangements must be
maintained during C&AP as per St 5.6..



School provides student with WRITTEN STATEMENT OF OUTCOME AND REASONS within policy timeframe.


□
Student complaint or appeal is resolved internally and
Student complaint or appeal is not
formally.
resolved by internal formal C&AP.
□
Any remedial or corrective action undertaken.
□
All records filed.
□
Student enrolment continues.


Student is ADVISED OF RIGHT TO ACCESS EXTERNAL C&AP via OSO
http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page at
minimal or no cost within 10 working days of concluding the internal C&AP.
□
If a student wishes to externally appeal against the school’s decision to not grant a transfer
(St 7), the student must maintain their enrolment at the school (and welfare arrangements if
applicable) until the appeals process is complete and finds in the student’s favour.
□
If a student wishes to externally appeal against the school’s decision to report under St 8,
the school must maintain the student’s enrolment (and welfare arrangements if applicable) until
completion of the external appeals process. No report will be made in PRISMS until the external
appeal finds in favour of the school, the student chooses not to access the external C&AP within 10
working days, or the student confirms withdrawal from the external C&AP process in writing (St 8.14)
□
If a student wishes to externally appeal against the school’s decision to suspend or cancel a
student’s enrolment because of misbehaviour, failure to pay fees, or other agreed conditions of
enrolment under St 9, the school need not await the outcome of the external process before changing
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the student’s enrolment status in PRISMS.


External C&AP finds in favour of school. School takes
appropriate action and keeps all records of process on file.



External C&AP finds in favour of
student. School immediately
implements any decision and/or
corrective or preventative action
required and advises student of the
outcome and action taken as per NC
St 10.4 and keeps all records of
process on file.

Grievance procedures flowchart:

Student has a problem

Head of Year;

Class/core/care group teacher

Counsellor Services
(Personal)


Student has a serious problem

Head of Pastoral Care

Head of Campus

Principal

Overseas students Ombudsman
www.oso.gov.au
phone 1300 362 072
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6.5

School Deferment & Cancellation Policy

6.5.1 Deferment of commencement of study requested by student
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 the school.
b)
Parents must therefore keep Trinity Lutheran College informed of their
current contact details, as per the conditions of the student visa.
c)
Where relevant and where approved by the parents, the school may
also share copies of correspondence with the child’s education agent to help
facilitate communication about any changes in enrolment status. However, the
parents with whom the school has a formal written agreement are the primary
contact for the school in such matters. The school will not act on any decision
affecting the student’s enrolment that is not made by the parents.
STUDENT-INITIATED CHANGES IN ENROLMENT
2.

Deferment of commencement of study requested by student

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

All applications for deferment will be considered within 7 working

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

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

3.

Suspension of study requested by student

a)

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

b)

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

c)

Temporary suspensions of study cannot exceed 6 months duration.

d)

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

e)

The period of suspension will not be included in attendance

f)

Applications will be assessed on merit by the Principal.

calculations.

g)

[Optional] Some examples of circumstances that are not
considered compassionate and compelling at Trinity Lutheran College include:
i.
Requests for early departure or late return from vacation, including
inability to secure cheap flights
ii.
Leaving early or returning late from holidays in order to attend festivals in
the student’s home country
iii.

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

h)

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

i)

days.

All applications for suspension will be considered within 14 working

j)

The final decision for assessing and granting a suspension of studies
lies with the Principal. Where a student’s request to suspend studies is refused, the
student has a right of appeal (see Trinity Lutheran College’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 Principal at
principal@tlc.qld.edu.au. Please see Trinity Lutheran College’s Refund Policy for
information regarding refunds.

b)

A student will be deemed to have inactively notified Trinity Lutheran
College of cancellation of enrolment where:
i.
and

the student has not yet finished his/her course/s of study with the school,

ii.
does not resume studies at the school within [14 days] after a holiday
break, and
iii.
the student has not previously provided the school with written
notification of withdrawal.
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c)

Student-initiated cancellation of enrolment, including “inactive”
cancellation of enrolment in 4.b), above, is not subject to Trinity Lutheran
College’s Complaints and Appeals Policy.
SCHOOL-INITIATED CHANGES IN ENROLMENT
5.

School-initiated exclusion from class

a)
Trinity Lutheran College may exclude a student from class studies on the
grounds of misbehaviour by the student. Exclusion will occur as the result of any
behaviour identified as resulting in exclusion in Trinity Lutheran College’s
Behaviour Policy/Code of Conduct.
b)
Students may also be excluded from class for failure to pay fees that
he/she was required to pay in order to undertake or continue the course, as
stated in the written agreement.
c)
Where Trinity Lutheran College intends to exclude a student from class it
will first issue a letter which notifies the student and parents of this intention. The
letter will provide details of the reason/s for the intended exclusion, as well as
information about how to access Trinity Lutheran College‘s internal appeals
process. Further information about the appeals process in the event of a schoolinitiated 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.
6.

School-initiated suspension of studies

a)
Trinity Lutheran College may initiate a suspension of studies for a student
on the grounds of misbehaviour by the student Suspension will occur as the result
of any behaviour identified as resulting in suspension in Trinity Lutheran College’s
Behaviour Policy/Code of Conduct.
b)
Students may also be suspended for failure to pay fees that he/she was
required to pay in order to undertake or continue the course, as stated in the
student’s written agreement.
c)
Where Trinity Lutheran College intends to suspend the enrolment of a
student, it will first issue a letter that notifies the student and parents of this
intention. The letter will provide details of the reason/s for the intended
suspension, as well as information about how to access Trinity Lutheran College’s
internal appeals process. Further information about the appeals process in the
event of a school-initiated suspension is outlined below.
d)
Suspended students must abide by the conditions of their suspension
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 Department of Immigration. (Please see contact details at:
http://www.border.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.
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7.

School-initiated cancellation of enrolment

a)
Trinity Lutheran College will cancel the enrolment of a student under the
following conditions:
i)
Any breach of an agreed condition of enrolment as outlined in the
student’s written agreement, including failure to disclose a pre-existing condition
requiring a high degree of specialised support or care.
ii)

Failure to pay course fees.

iii)
Failure to maintain approved welfare and accommodation
arrangements (visa condition 8532) [Alternatively schools may decide that they
will not cancel enrolment for this reason].
iv)
Any behaviour identified as resulting in cancellation in Trinity Lutheran
College’s Behaviour Policy/Code of Conduct .
b)
Where Trinity Lutheran College intends to cancel the enrolment of a
student it will first issue a letter which notifies the student and parents of this
intention. The letter will also provide details of the reason/s for the intended
cancellation, as well as information about how to access Trinity Lutheran
College’s internal appeals process. Further information about the appeals
process in the event of a school-initiated cancellation is outlined below.
c)
Trinity Lutheran College is required to report any confirmed breach of
course progress and attendance requirements to the Department of
Immigration. Where a student is reported for breach of visa condition, his/her
enrolment at Trinity Lutheran College will be cancelled and this may impact on
the student’s visa. Further information can be found in Trinity Lutheran College’s
Course Progress and Attendance Policy.
d)
For the duration of the internal appeals process, Trinity Lutheran College
will maintain the student’s enrolment and the student will attend classes as
normal. The Principal 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 Trinity Lutheran College’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 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 Trinity Lutheran College
need not await the outcome of this process before changing the student’s
enrolment status in PRISMS. If the school has issued a CAAW for such a student,
welfare provisions under Standard 5.6 are applicable.
g)
The use of extenuating circumstances by Trinity Lutheran College to
suspend or cancel a student’s enrolment prior to the completion of any
complaints and appeals process will be supported by appropriate evidence.
h)
The final decision for evaluating extenuating circumstances lies with the
Principal.
8.

Student to seek information from Department of Immigration

a)
Deferment, suspension and cancellation of enrolment can have an
effect on a student’s visa as a result of changes to enrolment status. Students
can visit the Department of Immigration Website
http://www.border.gov.au/Trav/Stud for further information about their visa
conditions and obligations.
9.

Definitions
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a)
time.

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

b)
Extenuating circumstances - if the student’s health or wellbeing, 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 the 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 investigation relating to criminal matters.

Relational Management - Restorative Practice
Trinity Lutheran College has a culture based on the Christian gospel of quality
relationships where relationships are likely to achieve greater depth and
connection. This is achieved through using the process of Restorative Practice. This
is a proactive approach which allows the development of healthy relationships
across the school community which is critical for improved student learning
outcomes. It is a relational philosophy where the key to relationships is
engagement and connectedness.
Here at Trinity our basic concern has to be children’s engagement with their
college hence, we need to work differently with young people to build their
resilience and their sense of belonging.
We have a highly supportive, safe, welcoming and caring environment with a goal
to engage students at a much higher level of commitment, inclusiveness and
connectedness. We aim to maximise the level of student engagement and wellbeing within an innovative and stimulating community environment. We have a
college culture that actually improves all aspects of school functioning so that staff
members are empowered to teach students, and young people are empowered
to learn.
Student Wellbeing and Pastoral Care
A positive learning environment in which young people can feel connected is the
best environment for academic success. A whole college approach to the
development of healthy, positive relationships involves using multiple strategies
that reflect the college's Christian values in a community of care. By equipping
each student with the foundations for academic achievement and, social
emotional wellbeing, students will transition successfully from college to work,
further education and adult life.
Student Code of Conduct
Trinity seeks to provide a safe, secure, supportive and encouraging learning
environment. All members of the college community have a responsibility to treat
each other with care, compassion, dignity and respect; act honestly and fairly; do
their best; and value and respect the college environment.
All students are expected to 1.
Support and adhere to all college policies and procedures;
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2.
Behave in a manner which enhances their reputation and the reputation
of the college; This obligation extends to behaviour outside the college, including
electronic and virtual environments and outside college functions and outside
school hours, for example, at social functions whether or not connected with the
college;
3.
Strive to achieve their potential in their studies. It is therefore expected that
each student will cooperate with his/her teachers in taking responsibility for his/her
own progress by diligent preparation and active participation in classes and the
learning process;
4.
Not to interfere through poor behaviour, lack of concern, or lack of
respect with the rights of others. Students are expected to respect the rights of
teachers to teach and students to learn;
5.
Support the rights of members of the college community to be free from
bullying, harassment and discrimination;
6.
Take pride in their personal appearance and college uniform. Students will
present themselves in a way which both complies with college requirements and
shows respect for themselves and their college;
7.
Respect the property of the college, staff and other students. Theft and
wilful damage will not be tolerated; and
8.
Participate in a wide range of college activities and to use their gifts and
talents in service for the betterment of the college.
Disrespect to staff, causing harm to others, interfering with the property of others,
bullying and harassment, bringing the college into disrepute or being involved with
drugs (including cigarettes and alcohol) are regarded as serious behavioural issues
in breach of this Student Code of Conduct.
Being enrolled at the college implies acceptance of this Student Code of Conduct.
Students who breach this Student Code of Conduct will face appropriate
disciplinary action which is at the sole discretion of the college. In serious cases or
in the case of repeated breaches of the code this may include suspension or
expulsion.
It is expected that all students of the Trinity community uphold the Student Code of
Conduct through:

Cooperation
•
Following instructions promptly
•
Following the college uniform and dress code unless otherwise
•
•
•

arranged with Trinity Lutheran College
Cooperating in a manner that enhances learning
Completing all work in the set time
Working with staff and other students to achieve positive aims

Consideration
•
Recognising and respecting the views and abilities of others
•
Respecting personal property and that of others
•
Considering the environment when disposing of litter
•
Showing care for college facilities
Care and courtesy
•
Treating others fairly with respect, care and decency
•
Being punctual
•
Being tolerant of others’ differences
•
Remaining safe and helping to create a safe environment for
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others

•
•

Asking permission to leave desks
Knocking before entering the room

Communication
•
Using “please” and “thank you” regularly
•
Listening with courtesy and respect
•
Asking for assistance from appropriate people when it is necessary
•
Relating positively to others
•
Avoiding speaking when others are speaking
•
Avoid eating while speaking
The Student Code of Conduct should be read and agreed in conjunction with the
statement on rights and responsibilities, behaviour management policy, student
protection policy and the academic honesty and assessment policies, copies of
which can be found on the college website and in the Parent Handbook.
Please note:
The College Drug and Alcohol Policy strictly forbids the use, possession or supply
of legal and / or illicit drugs by students of the college, whether this occurs on
college property, at college-related functions or otherwise, places, the
reputation of the college at risk.

Student Relational Management – Ashmore Road Campus
Trinity Lutheran College operates its student relational management on the
teaching of law and gospel. Central to this Christian teaching is the worth of each
person as one who has been created by God and saved through Jesus Christ.
Relational Management develops this perspective by assisting all students to
develop self-discipline and positive behaviours in a caring, supportive
environment. We believe that our approach to student behaviour management
should primarily be an educative one. All matters of student relational
management are carried out in the context of forgiveness, which allows all
members of the college community to restore relationships.

Level 1: Teacher-Student level (infrequent and low level)
A positive college climate, in which young people feel safe and connected, is the
best environment for learning. A key requirement for effective schooling is the
building of relationships. It is essential that we seek to enhance relationships among
students, and between students, teachers and parents, so as to nurture our sense
of community at the college. Communication at Level 1 is through email or a
phone call to parents if necessary.

Level 2: Teacher-Student-Parent level (Repeated low level)
Good communication is essential in building relationships. In both middle and
senior schools teachers need to be in close contact with parents and work in
partnership with them for the benefit of the students. Communication with the
parent/s is through a phone call and/or interview.

Level 3: Teacher-Student-Parent-Head of Year and/or Head of Learning
(Infrequent medium level or repeated low level)
Head of Year and/or Head of Learning may be called on to assist with relational
management issues. With parental assistance, support will be focused on
supporting the student to acknowledge actions, accept responsibility and commit
to college expectations to move forward. Communication with parent is by
interview.
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Level 4: Teacher-Student-Parent-Head of Campus (repeated medium
level)
The Head of Campus, in consultation with key stakeholders, administers a nonnegotiated consequence with a view to support the student to acknowledge
actions, accept responsibility and commit to college expectations to move
forward. Communication to parent is by interview.

Level 5: (High)
The Principal, in consultation with key stakeholders, administers a suspension
(internal or external). A re-entry meeting with the student and/or parents is
required before the student can return to class. Communication to parent is by
interview.

Level 6 (High) Withdrawal of enrolment
Student Restorative Practice - Cotlew Street Campus
As Junior Years teachers we understand the following concept:
The PROBLEM is the problem

The PERSON is not the problem.

We want our relational management processes to focus on fixing the problem and
restoring relationships in processes which are Fair, Safe and Respectful.
Restorative Practice in schools has been developed from the Restorative Justice
(as opposed to Retributive Justice) approach trialled in the youth justice system.
Restorative Enquiry, Mediation, Small Impromptu Conferences, Circle or Classroom
Conferences and No Blame Conferences can be used most effectively in dealing
with classroom and playground incidents or when ongoing teasing, exclusion and
put downs have constituted ‘bullying’ and have caused considerable emotional
stress to one or a number of children.
Follow up and monitoring of the group by teachers or assistants on duty, special
education staff, deputy and head continues after the staff has developed a
resolution to the shared problem and individuals have identified how they are
going to contribute to “fixing” the shared concern and restoring the relationship.
Being enrolled at the college implies acceptance of this Student Code of Conduct.
Parents and students who become part of the Trinity Lutheran College community
must familiarise themselves with all the information available in the Parent/Student
Handbook (available on the college Parent Portal) as it relates to the day-to-day
issues of the college. This information, along with the detailed information set out in
the International Student Handbook, will ensure that parents and students are well
informed.
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