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SECTION 1 - GENERAL
1 ESOS FRAMEWORK – Providing quality education and protecting your rights
The Australian Government an Amity College wants international students to have a rewarding,
enjoyable and safe experience when they come to Australia to study. Australia’s education and
training system offers high quality services and protection for international students to ensure they
make the most of their time here.
Australia offers all levels of education to international students—from school (with some
limitations depending on age and support from their family in Australia), through foundation and
English language intensive courses, to vocational education and training (VET) and higher
education.
The laws that protect international students form the Education Services for Overseas
Students (ESOS) framework. They include the Education Services for Overseas Students Act
2000 and the ESOS National Code.
The ESOS Act ensures that education providers are registered by the Australian Government.
Under ESOS, education providers must meet certain obligations as part of their registration on
the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS). They
must act in accordance with principles designed to support the best possible services for our
international students. As an international student on a student visa, you must study a course
with an education provider that can be found on the CRICOS website at
http://cricos.education.gov.au/default.aspx.
The ESOS framework also ensures that students have access to tuition assurance (which
acts like consumer protection) and that they can get appropriate refunds.
As well as enhancing Australia’s quality education and training services, ESOS supports
Australia’s migration laws as they relate to international students. Further information about
students’ rights and obligations under the ESOS Framework can be found in ESOS
Framework Student Fact Sheet on our website.
You can find out more about Australia’s education system by visiting the Study in Australia
website at http://www.studyinaustralia.gov.au/ and Australian Education International’s website
at https://internationaleducation.gov.au/Pages/default.aspx
The ESOS National Code is available at https://internationaleducation.gov.au/RegulatoryInformation/Education-Services-for-Overseas-Students-ESOS-Legislative-Framework/NationalCode/Pages/default.aspx
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2 AMITY COLLEGE INFORMATION
Amity College provides a high quality education for girls and boys in Years K-12.
As an independent, non-denominational school we welcome all students from many different cultures and
endeavour to offer subjects and co-curricular activities that cover the widest range of interests and
capabilities.
Amity College has a warm, caring, safe and a homely environment for your child’s education in their first steps
of Kindergarten to their last steps moving forward into the world of success at university. Amity College caters
for all learners and all needs at various stages of their school life.
The Governing Authority of Amity College is the Amity College Australia Limited. Amity College opened its
doors to its first students which numbered only 33 in February 1996. Amity College’s main campus is located
in Prestons with an additional two campuses in Auburn and Shellharbour. We encourage you to visit our
website to obtain detailed information about our school and its activities.
The three campuses and the details of these campuses are presented below:
•

Prestons Campus, the main campus, is co-educational schools consists of Primary, Secondary Boys
and Secondary Girls sections. Amity College has been offering a K-12 program at the Main Campus.
In 2002, Amity College had its first graduates. Current enrolments exceed 1420 students

•

Illawarra campus commenced operation in 1999 offering a K-10 program (co-ed primary and
secondary school). Current enrolments exceed 230 students

•

Auburn campus commenced operation in 2001 offering a K-6 program (co-ed primary school).
Current enrolments exceed 350 students

Amity College is an approved school under the Accreditation of Non-State Schools Act, 2001 and the Education
Services for Overseas Students Act (ESOS), 2000. Amity College is bound by the National Code of Practice for
Registration Authorities and Providers of Education and Training to Overseas Students 2007 under its
registration on the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS). The
school’s CRICOS Provider Code is: 03404M.
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2.1 Vision, Mission and Values
Our Vision
Our vision at Amity College is the achievement of academic and creative excellence as well as the nurturing
of moral and socially responsible students so as to enable them to participate as informed, active, caring and
contributing citizens in our democratic Australian society.
This vision is also captured in the College’s fresh and vibrant logo; an open book that symbolises the acts of
learning, inquiry, exploring, achieving and inspiring. At Amity College, we are ambitious to establish a culture
of excellence in the light of diversity and harmony, which are expressed through the lively colours exhibited
in the College’s logo.
Our Mission
Since its establishment, the primary aim of Amity College has been to provide a platform that would help
students realise their potential and become leaders of tomorrow.
At Amity College, we strive to create a school environment that is conducive to learning in all aspects of life.
The inspiring and compassionate nature of the staff coupled with diverse and challenging curriculums foster
critical thinking and set the foundations of academic excellence. While various extra-curricular activities
allow students to develop their individual talents, comprehensive student pastoral care programs and strong
ties with parents contribute towards character development and in reaching full potential.
Our Commitments
•
•
•
•
•
•
•
•
•
•
•
•
•

to create a school environment that is conducive to learning
to provide a diverse and challenging curriculum that will meet the needs, interests and abilities of
the students
to improve students' confidence and appreciation of their identity
to enhance the students' personal and academic achievements
to educate students who will be proud of their past and will look forward to a bright future
to train the students to become active participants in the society
to ensure close ties with parents and the local community
to maximise the educational achievements of every student
to provide a school environment that is conducive to learning
to develop students in personal, social, environmental and economic reason to become active
participants in our scientific and technological society
to ensure the development of literacy, numeracy, analysis and problem solving skills
to develop an educational environment conducive to an appreciation and involvement in the
performing and creative arts; a concern for people, cultures and the natural environment
to develop in students discipline, moral and social responsibility

The Principals are responsible for:
 the welfare of all students and staff,
 the smooth and efficient running of all school operations,
 enrolments and continuing attendance,
 ensuring educational programs, resources and facilities are appropriate and adequate,
CRICOS CODE: 03404M
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ensuring professional development and support provided for staff is consistent and ongoing,
providing open communication for the whole College community,
advising the School Board on educational matters ,
advising all relevant stakeholders and authorities (CRICOS)

2.2 Location and Environment
Amity College has three separate school sites in NSW where we deliver Primary, Junior Secondary and Senior
Courses to international students.
The Main campus at Prestons caters for students from Kindergarten to Year 12 (K-6, being coeducational,
Years 7-12, being Girls’ High School and Boys’ High School). The campus is located in Prestons, south-west
Sydney. This site has access to road and bus travel and the closest main train station can be found in
Liverpool or Glenfield. This campus is also in close proximity to Casula and Prestons shopping mall.
The Auburn campus caters for students from Kindergarten to Year 6 and is a feeder school to the main
campus High School. Auburn campus is located in CBD, heart of Auburn suburb and is just a short walk from
the shops, train station, bus stops and also accessible by road.
The Illawarra campus caters for Kindergarten to Year 9 students also and is again a feeder school to the
main campus High Schools. Illawarra campus is located in Shellharbour 98 km south of Sydney. This campus
is accessible by road and bus and the closest train station is Dapto. Illawarra campus is located near the
water and enjoys a peaceful environment (close to parks and beaches).
2.3 School Facilities and Resources
Amity College has the following resources and facilities available for the students:
• a library with more than 80 000 titles in books, magazines and CD Roms. The library has a
computerised catalogue and students can access CD Roms, the Internet, the school Intranet and
online journals
• three computer laboratories used for Information Technology classes and other subjects. Students
have access to the computer laboratories before and after school, in order to complete
assignments and homework
• one Graphics studio with professional standard computers and software
• a Visual Art Studio and kiln for pottery making
• a Performing Arts Centre which houses a hall/stage for drama
• a two-court gymnasium where students have physical education classes and play indoor soccer,
volleyball, basketball and badminton
• music classroom and associated Music keyboard laboratory
• a fully equipped kitchen and textiles room for the subjects of Home Economics and Hospitality
• three laboratories for Science and the senior subjects of Physics, Chemistry, Biology and Multistrand Science
• Learning Support Centre - used by ESL students and students who require learning support (see
note below)
• sports field
• courtyards in girls’, boys’ and primary sections; extensive gardens and school grounds for student
use; and recreational activities
CRICOS CODE: 03404M
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•
•
•

two fully equipped canteen with covered area
covered walkways and school yards
two amphitheatres

Amity College provides ESL teachers in Primary Girls’ High and Boys’ High (English as a Second Language) to
help students develop their competence in English. All students whose first language is not English
incorporate ESL lessons into their learning program. Advice is available to students from the Department
Coordinator on the most suitable program for each individual. At the commencement of each year, all ESL
students, under the direction of the School’s ESL Teacher, undertake English Language Testing to ensure that
the level of proficiency in English is still appropriate for their Year Level. The recommendations of the
coordinator should be followed when determining and evaluating student courses and programs. Students
should be aware that English competence may influence their results in other subjects.
3 COURSES OFFERED

Amity College is registered in the State of NSW as Amity College Australia Limited in accordance
with Section 3 of the Education Services for International Students (ESOS) Act of 2000, with the
following course offering.
CRICOS

Location

Course Name

Course Level

Course Duration

Auburn,

Primary:
Kindergarten to Year 6

Primary School studies

7 years

Junior Secondary :
Years 7 to Year 10

Junior Secondary Studies
- awarded Record of
Student Achievement
(ROSA)

4 years

Senior Secondary:
Year 11 to Year 12

Senior Secondary
Certificate of Education awarded Higher School
Certificate (HSC)

2 years

Course Code
085642G

Illawarra,
Prestons
Campuses
085643F

Prestons &
Illawarra
Campuses

085644E

Prestons
Campuses

3.1 Primary (Kindergarten to Year 6)
Amity College offers Primary School Studies for students wishing to study from Kindergarten to Year 6. The
full Course duration is for 7 years (364 weeks). Each academic year is divided into two Semesters (each of
two terms), the full course is made of 14 semesters. English language proficiency is not required from
applicants. A student must at minimum turn 5 before 1 July of the year of application to attend
Kindergarten. For applications for years 1 to 6 families must provide evidence of the Student age‐
appropriate achievement in the literacy and numeracy. The mode of study is full-time face to face teaching
in classrooms by qualified teachers and provided solely by Amity College. The academic year normally
commences beginning of February and concludes in mid-December each year, with two week vacation
periods occurring between each term and 4 terms per year (1 semester consists of 2 terms), and 6 weeks
break at year end (mid-December to end of January).
CRICOS CODE: 03404M
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The curriculum is specifically designed as a sequential and developmental progression, within each level and
from year to year. The curriculum developed for the school follows the NSW Board of Studies (BOS)
Curriculum Guidelines through the specific Key Learning Area (KLA) Syllabus documents and hence the
College BNESA approved and registered.
The curriculum content allows for extension programs to be developed to further enhance students’
understanding of topics and their application of newly acquired skills. At the same time, it allows students,
who may be experiencing difficulties, to progress at a pace that is best suited to their educational needs. The
curriculum follows the six mandated KLA’s from the BOS and the two extra curriculum content.
Course assessment is based on a combination of continuous assessment, formal assessment tasks and
semester exams for select subjects. Students and parents are notified in advance of all assessment tasks.
School reports are issued at end of each semester.
A standard week at Amity College consists of 35 lessons of 50 minutes duration each. The range of subjects
and the number of lessons per week is outlined in the sample here.
Subject
English
Mathematics
Science and Technology
HSIE
PDHPE/Sport
Creative Arts
Library
Assembly
LOTE
Religion & Values

Number of Weekly Lessons
9 periods
6 periods
3 periods
2 periods
2 periods
2 periods (equal weighting for all sub-strands)
1 period
1 period
3 periods
2 periods

Primary Faculties:
 English
 Mathematics
 Human Society and Its’ Environment
 Science and Technology
 Creative and Practical Arts
 Personal Development, Health and Physical Education
 Language Other Than English (Compulsory)
 Religion and Values (Optional)

CRICOS CODE: 03404M
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3.2 Junior Secondary (Years 7-10)
Amity College offers Junior Secondary School Studies for students wishing to study from Year 7-10. The full
Course duration is for 4 years (208 weeks). Each academic year is divided into two Semesters (each of two
terms), the full course is made of 8 semesters. The student must demonstrate completion of Primary school
education to enter Year 7 and evidence completion of prior year age‐appropriate achievement in the
literacy, numeracy and science in Junior Secondary schooling for years 8-10. English Language proficiency
will be assessed prior to accepting enrolment into Junior secondary. No course credits are applicable. The
mode of study is full-time face to face teaching by qualified teachers and provided solely by Amity College.
The academic year normally commences beginning of February and concludes in mid-December each year,
with two week vacation periods occurring between each term and 4 terms per year (1 semester consists of 2
terms), and 6 weeks break at year end (mid-December to end of January). At the completion of this course
the student will awarded a Record of Student Achievement (ROSA).
The following subject faculties exist within the High School:
 English
 Mathematics
 Science
 Human Society and Its Environment
 Technology – Creative Arts – Physical Development and Health
 Languages Other Than English (Turkish – Arabic)
 Religion and Values
The following table shows subjects and number of periods per week in years 7-10:
Year 7
Year 8
Year 9
Year 10
English
5
4
5
5
Mathematics
4
4
5
5
Science
4
4
5
5
History
2
2
3
4
Geography
2
2
LOTE
3
3
3
3
PDHPE
3
3
3
3
Religion and Values
2
2
2
2
Technology
3
3
Visual Arts/Music
4
3
Electives*
TOTAL PERIODS

30

30

3
30

3
30

*Offered electives are Commerce, Drama, Information and Software Technologies, Music, Physical Activity
and Sports Studies, Textiles Technology, Visual Arts. Availability may change depending on the year level and
demand.
Course assessment is based on a combination of continuous assessment, formal assessment tasks and
semester exams for each subject. Students and parents are notified in advance of all assessment tasks.
School reports are issued at end of each semester.
Please refer to the Student Handbook 2011 for further details on subjects

CRICOS CODE: 03404M
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3.2 Senior Secondary (Years 11-12)
Amity College offers Senior Secondary Certificate of Education for students wishing to study from Year 1112. The full Course duration is for 2 years (104 weeks). Each academic year is divided into two Semesters
(each of two terms), the full course is made of 4 semesters. The student must demonstrate completion of
Junior Secondary schooling to a standard required by Amity College. English Language proficiency will be
assessed prior to accepting enrolment and minimum level of IELTS of 5 or equivalent in English is required to
enter Year 11 or Year 12. No course credits are applicable. The mode of study is full-time face to face
teaching by qualified teachers and provided solely by Amity College. The academic year normally
commences beginning of February and concludes in mid-December each year, with two week vacation
periods occurring between each term and 4 terms per year (1 semester consists of 2 terms), and 6 weeks
break at year end (mid-December to end of January). At Amity College all student prepare for the Higher
School Certificate (HSC) and will be awarded the HSC on completion of their course.
The Pathway to a Higher School Certificate is via two successive levels: Preliminary (Year 11) and HSC
(Year 12). The following Preliminary and HSC courses are offered at Amity College:
 Art
 Biology
 Business Studies
 Chemistry
 Community and Family Studies
 Economics
 English (Standard / Advanced / Extension 1)
 Geography
 Legal Studies
 Mathematics (General / Advanced / Extension 1 / Extension 2)
 Modern History
 Music I
 Personal Development, Health and Physical Education
 Physics
 Software Design and Development
 Studies of Religion II
 Turkish Continuers
The Preliminary Course is undertaken in Terms 1, 2 and 3 of Year 11 and the HSC course spans Term 4 of
Year 11 and Terms 1, 2 and 3 of Year 12. In order to be enrolled in an HSC course, a student must have
satisfactorily completed the Preliminary Course in that subject. Each course is taught 5 periods per week.
Extension 1 courses are taught 2 periods per week. All students have to complete at least 6 Preliminary and 5
HSC courses (excluding the extension 1 courses) in order to be eligible for university admission.

Course assessment is based on a combination formal assessment tasks and semester exams for all subjects.
Students and parents are notified in advance of all assessment tasks. School reports are issued at end of
each semester.
For more information please visit the following site:
http://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/about-HSC

CRICOS CODE: 03404M
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4 STAFF CAPABILITY AND SUITABILITY TO WORK WITH CHILDREN
All teachers at Amity College are registered teachers. This means that they hold full registration, provisional
registration or permission to teach from the New South Wales Institute of Teachers.
Compliance Manager is responsible for information to be provided to staff that interact directly with
international students to ensure that the staff are aware of the provider’s obligations under the ESOS
framework. As part of the College’s Child Protection responsibilities, all staff and those who assist on a
voluntary basis complete the ‘Working with Children Check’ as mandated by the Commission for Children
and Young People and Child Guardians under the Commission for Children and Young People and Child
Guardian Act 2000 for people working in Child Related Employment. Staff working with international
students are given a half day refresher course on the school policy and procedures for these student during
the professional development week in the last week of January each year.

5 EDUCATIONAL STANDARDS AND OUTCOMES
Amity College is committed to providing and maintaining the highest professional standards in the delivery
of its education programs. This includes safeguarding the welfare and interests of all students, providing
adequate facilities and resources and using appropriate and effective methods of instruction.
All subjects and courses offered to international students have stated educational outcomes as specified in
the individual subject work programs. Student Handbooks for Years 7-12 provide an overview of the subjects
offered. The handbook is made available to international students to assist them in making suitable
selections prior to their taking up the places. The Careers Advisor is also available to discuss subject choices
with international students before a course of study is chosen.
The staff members are aware of the Amity College’s obligations under the ESOS framework and the potential
implications of these obligations. This is achieved through staff briefings at the start of each year. The ESOS
framework is made available to all staff members. During these briefings the following issues will be
explained.
 The ESOS framework
 International students’ rights and responsibilities
 School’s obligations
 Policies regarding international students.
New staff members are also briefed within the first week of their employment.

CRICOS CODE: 03404M
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SECTION 2 - ENROLMENT
6 STUDENT APPLICATIONS
Amity College will consider enrolment applications from students wishing to apply for a Student Visa, subject
to compliance with conditions set by the School, and with legislative requirements of the State of NSW and
the Commonwealth of Australia.
6.1 Application and Enrolment Process
Amity College application and enrolment process is outlined below:
1.

2.
3.
4.

5.
6.
7.

Student or family request an application pack which contains: Overseas Student Application
form, Schedule of Fees and International Student Handbook (available on website). Parents are
advised to start application 6 months before new school year (February in Australia)
Student or family submit the Overseas Student Application form with supporting documents
and the results of the IELTS or AEAS Test
If the application is satisfactory and a place is available, the student and the family or guardians
are invited for a tour and interview at the College (when applicable).
If the application is successful the College offers a place and sends a Written Agreement (no fees
are to be sent until the Written Agreement is signed)
- Family/Guardian complete and return the Written Agreement
- Family/Guardian agree to the Conditions for Admission
- Family/Guardian complete and return the Appointment of a Guardian document
Family/Guardian pays School Fees, Enrolment Fees, Enrolment Bond and Private Health
Insurance Cover (as outlined in the Written Agreement) if not obtained personally.
College issues Confirmation of Enrolment and Welfare Letter (if student is under 18 years of
age)
Enrolment is finalized; the student will be given orientation briefing at commencement of
school

Amity College does not enter into agreements with or pay a commission to education agents, nor does the
College use agents to recruit international students. Agents are invited to seek enrolment for students
using the processes and conditions for registration available to all prospective students
6.2 Application Documentation
Applications for enrolment must be made on the approved Amity College Student Enrolment Form. This
must be correctly completed, and must be accompanied by the following documents to support the
application:
 copies of Student Report Cards from the two most recent years of study, including a copy of the
latest Academic Report (may request translation into English)
 a completed Reference Form from the student’s current or most recent school Principal is also
required if student Report Cards do not record student behaviour or commitment to studies
 Birth Certificate (translated into English), and or
 Passport with expiry date and visa
 Any applicable legal papers or court orders
 Written evidence of proficiency in English as a second language e.g. IELTS, AEAS or other forms of
testing which satisfy Amity Colleges’ expectations.

CRICOS CODE: 03404M
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Additional application requirements include:



minimum academic and English language requirements (See section “Minimum Academic and
English Language Requirements” below)
where the above documents are not in English, certified translations in English are required, with
necessary costs to be met by the applicant.

An Application for Enrolment can only be processed when all of the above are in the hands of the
Enrolments Registrar. Applications are processed according to established policy and procedures, and are
dealt with on their merits. These procedures include an evaluation of reports from previous schools in the
home country and of English language proficiency, either age-appropriate or sufficient for entry for which
the level of education is applied. In cases where report cards are not available or are inconclusive for any
reason, the School may require relevant testing of the applicant to assess the application.

6.3 Minimum Academic and English Language Requirements
International students applying for enrolment at Amity College are required to provide the following records
showing satisfactory levels of academic achievement and English language skills appropriate to the
registered courses being offered:
•
copies of the student’s two most recent school reports;
•
copies of any certificates of public examinations (where applicable);
•
copies of AEAS test results (where available), IELTS or other English language tests
•
a letter of reference from the student’s current or most recent school Principal is also required if the
student’s reports do not record student behaviour or commitment to studies;
•
written evidence of proficiency in English as a second language;
Acceptance to Amity College will be at the discretion of the Principal. All students will be tested prior to
entry into mainstream classes. However, consideration may be given to students who do not meet the
English entry requirements on application.
Academic requirements
Students are expected to have satisfactory academic and behavioural records and be capable of application
to study at the year level applied for. This will be evidenced by completion of study in Australia of the year
level prior to that for which entry to Amity College is sought, or successful completion of equivalent study
in their own country. Students will be considered for the year level appropriate to their previous learning
experience and age.
The minimum academic requirements are:

Kindergarten to Year 6 students – evidence of the student’s application to school work and ageappropriate achievement in the literacy and numeracy areas of the curriculum will be reviewed.

Years 7 to 11 – students are expected to be strong in Maths, English and Science.

CRICOS CODE: 03404M
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English Language Requirements
Amity College expects the student with English as a Second Language (ESL) to sit for the appropriate English
language test and the College must be provided with these results. All students need to be able to study in
an environment where English is used as the language of learning and teaching. English language testing is
available through the Australian Education Assessment Service or the International English Language Testing
System. Both organizations have offices in Australia and in many overseas locations.
Minimum requirements are:
 Years Kindergarten to Year 6 has no English language Requirements
 Years 7 to 8 are required to reach at least Level 5 (IELTS) or equivalent but subject to interview
 Years 9 -10 are required to reach at least Level 5.5 (IELTS) or equivalent.
 Years 11-12 are required to reach at least Level 6 (IELTS) or equivalent
If students do not have the required level of English, enrolment offers will be conditional upon the
completion of full-time classes of Intensive English at another approved provider and the subsequent
attainment of the required levels on the ESL scales. Students are advised to consult Migration Agents for Visa
Options. Packaging of Student Visas may be possible. To package two courses, both institutions need to
provide the students with Certificates of Enrolment at the same time so that DIBP can grant a visa that
covers the period of both COEs.
If the College is not confident of a student’s successful completion of a preliminary ELICOS course, students
will receive a ‘conditional’ letter of offer for the principal course. In such a circumstance, a CoE will only be
provided when the student has successfully completed the preliminary course.
Details of the IELTS testing and locations of test centres may be found at: http://www.ielts.org/ default.aspx.
If students wish to sit the English assessment with Australian Education Assessment Services (AEAS) as part
of the application process, refer to AEAS web site at: www.aeas.com.au
6.4 Procedures regarding Course Credit
1. Amity College will assess all applications for entry into the School. Course credits as a general rule are
not offered to international students but may only be offered as outlined below.
 For students transferring from interstate up to Year 10, the School does not offer course credit,
and entry into any course is subject to the assessment of the school Principal.
 For students transferring from interstate in Year 11, the student may receive course credit for units
completed based on evidence provided of studies undertaken under the relevant state or territory
curriculum assessment authority or nationally accredited framework.
2. The School Principal will assess applications for course credit that are consistent with the requirements
of the NESA Assessment Certification Examination website. The Principal can grant between 2 units to a
maximum 10 units credit for the Preliminary study (year 11) based on study successfully completed by
the applicant in a formal learning context. A signed copy of course credit letter will be given to student
and filed in student’s file by the Enrolment Registrar.
3. Course Credit before granting of student visa
International Student Officer will indicate in an offer letter to an international student or intending
international student who is awarded course credit of the net course duration as a result of application
of course credit. The student must sign the Written Agreement to accept the credits. International
Office staff will issue the Confirmation of Enrolment (CoE) on receipt of a signed Written Agreement
and payment of the first semester tuition fees and the Overseas Student Health Cover (OSHC) (if
CRICOS CODE: 03404M
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relevant). The duration of the course as a result of course credit will be indicated on the CoE so that the
visa can be issued for the reduced duration of the course.
4. Course Credit after granting of student visa
At any time after an international student has been granted a student visa, any change in course
duration due to the granting of credit must be reported via Provider Registration and International
Student Management System (PRISMS). If the course credit leads to a shortening or extending of the
student’s course, the International Student Officer will report the change of course duration via PRISMS
and issue a new CoE which reflects the actual course length. The International Student Officer will notify
the student about how to extend the student visa if required.

6.5 Written Agreement
Amity College will enter into written agreements with student and family about services to be provided,
conditions of enrolment, fees payable, information in relation to refunds of course money, student
obligations and rights. A copy of a signed written agreement is kept on each student’s file. If a written
agreement needs to be updated, e.g., in the case of increase of school fees beyond the amount advised or
change in course duration, a signed amendment to the original written agreement will be kept on file.
The Compliance Manager must ensure written agreements comply with ESOS legislation and the National
Code.

6.6 Medical Insurance
International students who are not Australian residents, and who require an educational visa to study in
Australia, must be covered by private medical insurance for the duration of their visa whilst studying in
Australia. This insurance can be either arranged by the school on the student’s behalf or organised by the
parents directly. The School Registrar will check medical insurance coverage before issue of Confirmation of
Enrolment (CoE).

6.7 Conditions of Enrolment
All School Policies, including the Refund Policy, should be fully understood by the person signing an
Agreement with the School, prior to signing the Agreement. Enrolment at Amity College is conditional upon
full participation in the complete range of the school curriculum and activities, as well as adherence to
School Policies as detailed in this document and the School Handbook. All students are required to wear full
and correct school uniform during the school day and when travelling to and from the School.
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6.8 Student Services
The International School Officer is the official point of contact for all international students. The
International School Officer will provide culturally appropriate and clear advice on how to access support
services available at Amity College. Welfare related support services are provided at no additional cost to all
students at Amity College.
Amity College provides the following free student support services to all students:
Item
 Orientation on arrival
 Advice on school policy relating to their
accommodation and welfare
 Assistance with and information about their
academic progress and attendance
 English language and study Assistance
 Assistance with and Information to assist student
meet course requirements, and maintain
attendance
 Information regarding entry to further study
 Ongoing counselling as required in relation to
health and personal matters
 A designated student officer who will assist the
student to adjust to life and study at an Australian
Institution, and to help resolve problems
 Advice on the School’s complaints, and grievance
Policy
 Advice on any relevant legal services
 Advice on emergency and health services
 Advice on working, their employment rights and
conditions, and how to resolve workplace issues,
such as through the Fair Work Ombudsman.
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International School Officer ,
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International School Officer
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International School Officer
Careers Advisor
School Counsellor

Pastoral Care Coordinator
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Principal Executive Officer
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6.9 Orientation
International students who have successfully enrolled at Amity College (including signing enrolment written
agreement and paying school fees) are required to come to the College and have a meeting with the Deputy
Principal or his designate for an Orientation Program.
The Orientation Program will consist of tour of the school by the International Student Officer, meetings
with Deputy Principal or designate the Pastoral Care Coordinator, the Year Coordinator and Curriculum
Coordinator, and the School Counsellor. The student and parent/guardian will be given an overview of
school policies and procedure, a copy of the Student Handbook, decide on subject choices (if not previously
arranged), overview of timetable, and assistance to ensure the new student becomes accustomed to the
routine. Help is given to assist to the family with the purchase of uniforms, textbooks and stationery. The
Year Coordinator will allocate a student buddy to help the student for the first few days so he can settle in to
the school routine.
The International Student Officer will provide further information about:
 student support services available to students in the transition to life and study in a new
environment
 legal services available
 emergency and health services in the local area
 other facilities and resources (including shopping centres, libraries, sporting activities)
 overview of complaints and appeals processes at and outside Amity College
 outline any student visa condition relating to course progress and/or attendance as appropriate
At the beginning of each year, all staff that will interact with international students are given a two hour staff
development session, presented by the International Student Officer or PEO, explaining the College’s
obligations under the ESOS Act, National Code and the Education Act. A copy of the staff induction for
overseas students is available in the staff directory.
All Intentional students enrolled in the school that are CRICOS students are listed in the following school
staff directory I:\Common\Overseas students\CRICOS Students, and are flagged in the Student
Administration System – Coolsis. All staff will also be advised by email if any new international student has
been enrolled during the year.
The Amity College Orientation Program is attached. School Registrar and International Student Officer must
ensure the Orientation Program was completed and kept in the student file as record.
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AMITY COLLEGE
Orientation Program
Student Name: __________________________
Year Group:
__________________________

Arrival Date: ___/____/________
Orientation Date: ___/____/______

Checklist Before to Entry to College

Overseas Healthcare Cover (OSHC)

Subject Selection and Textbooks and College uniform requirements

Arrival arrangements confirmed with the College
ORIENTATION DAY
Orientation checklist on Arrival

Student Passport and Visa documentation copied and placed in student file

Subject selections have been confirmed

Student Timetable has been generated.
Student and guardian (where applicable) meeting key staff:

College Principal or designate

Pastoral Care Coordinator

Year Level Coordinator

Curriculum Coordinator

School Counsellor

Class Teachers

Student Buddy for Week 1

International Student Officer
Checklist for Student, have they received:

Tour of College facilities and resources and School Map issued

International Student Handbook,

IT access password and username

Personal Locker for school books, computer etc.

Mobile phone use or how to use pay phone

Mail arrangements – sending and receiving letters / parcels

Emergency contact numbers of relevant staff members

Emergency number for fire, police etc is 000 in Australia

Evacuation and Lockdown procedures

Assistance in acquiring all uniform requirements

Assistance to open Bank account (if appropriate)
Student has received information about:

An overview of school policies and procedures

Overseas Student Health Care arrangements

Student support services available at the school, in particular for course monitoring and for
student attendance

Student visa conditions relating to course progress and attendance

Grounds for stages, suspension or cancellation of enrolment

Complaints and Appeals Processes

Details of relevant Legal Services
Other Information/Activities:

Information about Cultural Awareness/ Adjusting to life in a new environment

Orientation to local area – shops, library, sport and recreational areas, etc.

Public Transport in the local area
Student interviews to check adjustment:

End of Week 2 (with follow up contact with Guardian)

End of Week 10
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6.10 Tertiary (University) Entrance
Entry to Australian universities after graduating from Amity College will be dependent on your ATAR rank.
Australian Tertiary Admission Rank (ATAR) is used in New South Wales and the Australian Capital Territory,
other states, as the primary criterion for entry into most undergraduate-entry university programs.
The ATAR is a rank that allows the comparison of students who have completed different combinations of
HSC courses. The ATAR is calculated solely for use by institutions to rank and select school leavers for
admission to tertiary courses. Other selection criteria may be used together with the ATAR.
The Australian Tertiary Admission Rank (ATAR) is a number between 0 and 99.95 with increments of 0.05. It
provides a measure of your overall academic achievement in the NSW HSC in relation to that of other
students, and helps universities rank applicants for selection.
Who is eligible for an ATAR?
To be eligible for an ATAR, you must satisfactorily complete at least 10 units of ATAR courses. These ATAR
courses must include at least:
 eight units from Category A courses
 two units of English
 three Board Developed courses of two units or greater
 four subjects.
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7 OVERSEAS STUDENT VISA REQUIREMENT
7.1 Monitoring Course Progress
1) The School will monitor, record and assess the course progress of each student for the course in which
the student is currently enrolled for each study period (each semester).
2) The course progress of all students will be assessed at the end of each study period (each semester). The
Year Level Coordinator will complete the ‘Monitoring Form’ at the end of each study period and this
form will be filed in the student’s file and a copy will be given to the student/parent/guardian.
3) Students who have begun part way through a term will be assessed after one full period of attendance.
4) To demonstrate satisfactory course progress, students will need to achieve competency (a subject mark
of 50% or greater) in at least 50% of units in any study period.
5) If a student is at risk of not making satisfactory course progress in the units studied in an assessment
period, the Principal and/or Deputy Principal will as an initial step contact the parent/guardian to inform
regarding the unsatisfactory progress. An appointment will be made with the parent/guardian in order
to meet with the student, the parent/guardian to develop an intervention strategy for academic
improvement. This may include:
a) additional supervised study periods
b) tutorial assistance
c) other intervention strategies as deemed necessary such as seeing the school counsellor who can
easily accessed directly or organised by the International School Officer.
Under the National Code 2007, at a minimum, the School must implement an intervention strategy if a
student is deemed not competent in 50% or more of the units in any one study period.
6) A copy of the student’s individual strategy and progress reports will be forwarded to parents/guardian.
7) The student’s individual strategy for academic improvement will be monitored over the following study
period by the Year Level Co-Coordinator and International School Officer. Records of student response to
the strategy will be kept in the student’s file and a copy will be given to student’s parent/guardian.
8) If the student does not improve sufficiently academically and achieve satisfactory course progress by the
end of the next (assessments) study period, the PEO will notify student and parent/guardian in writing of
the intention to report the student for breach of visa condition. The student and parent/guardian have
the right to access the School’s complaints and appeals process within 20 working days (Refer
Grievances/Complaints and Appeals Policy in student handbook). All appeals made by the student will be
kept in the student’s files for future reference
9) After all complaints and appeals are finalised and if the appeal is dismissed, The International Student
Officer will report the student’s unsatisfactory course progress via PRISMS within 5 days. Details of the
reporting if carried out by the school is also kept in the student’s file.
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7.2 Monitoring Completion within expected duration of study (course progression)
1) As noted in 10.1 the School will monitor, record and assess the course progress of each student for the
course in which the student is currently enrolled.
2) The International Student Officer will continually monitor international student’s progress. As part of the
assessment of course progress at the end of each semester, the Officer and the Year Level Coordinator,
will include an assessment of whether the student’s progress is such that they are expected to complete
their course within the expected duration of the course, as specified on the student’s CoE.
3) The School’s procedures identifying actions that it will take when students are identified to be at risk of
not completing course within the expected duration, including intervention and support options, and
student (and parent if <18) notification are outlined in the above sections 10.1.5 - 10.1.8.
4) The School will only extend the duration of the student’s study where the student will not complete
their course within the expected duration due to:
a) compassionate or compelling circumstances
b) student participation in an intervention strategy.
c) An approved deferment or suspension of study has been granted in accordance with Amity
College’s Deferment, Suspension and Cancellation Policy.
5) Where the School decides to extend the duration of the student’s study, the School will report via
PRISMS and/or issue a new COE if required.
7.3 Monitoring Course Attendance
1) Satisfactory course attendance is attendance of 80% of scheduled course contact hours.
2) Student attendance is:
i) checked and recorded daily
ii) assessed regularly
iii) recorded and calculated over each term.
3) Late arrival at school will be recorded and will be included in attendance calculations.
4) All absences from school should be accompanied by a medical certificate, an explanatory communication
from the student’s carer or evidence that leave has been approved by the Principal.
5) Any absences longer than 5 consecutive days without approval will be investigated.
6) Student attendance will be monitored by the Enrolments Registrar every 5 weeks over a semester to
assess student attendance using the following method.
i) Calculating the number of days the student would have to be absent to fall below the attendance
threshold for a semester e.g. number of study hours x contact hours x 20%. [For example, a twenty week
semester with 5 contact hours a day would equal 500 contact hours. 20% of this is 100 hours.]
ii) At 90 % attendance a verbal warning will be provided to the student (by the International Student
Officer) followed by written notification to parents/guardian and interview with the student detailing the
implications of poor 80% attendance.
iii) Any period of suspension from class will not be included in student attendance calculations.
7) Students at risk of breaching Amity College’s attendance requirements will be counselled by the
International Student officer and will be offered any necessary support when they have absences
totalling 75 hours during any assessment period. Details of intervention strategies will be kept in student
file.
8) If the calculation at 6)i) indicates that the student has exceeded the 80% attendance threshold for the
study period, Amity College Principal will advise the student of its intention to report the student for
breach of visa condition, and that he/she has 20 working days in which to access the School’s internal
complaints and appeals process (refer to Grievances/Complaints and Appeals Policy in student handbook)
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9) The School (PEO) will notify DET 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) withdraws from the complaints and appeals process
iii) the complaints and appeals process results in a decision for the school.
10) Students will not be reported for failing to meet the 80% threshold where:
i) the student produces documentary evidence clearly demonstrating compassionate or compelling
circumstances e.g., medical illness supported by a medical certificate, and
ii) has not fallen below 70% attendance.
11) The method for calculating 70% attendance is the same as that outlined in 6)i) with the following
change; number of study days x contact hours x 30%.
12) If a student is assessed as having nearly reached the threshold for 70% attendance, the Deputy Principal
will assess whether a suspension of studies is in the interests of the student as per Amity College’s
Deferment, Suspension and Cancellation Policy.
13) If the student does not obtain a suspension of studies under the Amity College’s Deferment, Suspension
and Cancellation Policy, and falls below the 70% threshold for attendance, the process for reporting the
student for unsatisfactory attendance (breach of visa condition 8202) will apply.
14) The student and parent/guardian have the right to access the School’s complaints and appeals process
within 20 working days (Refer Grievances/Complaints and Appeals Policy in student handbook)

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. (refer to section 2.3 1))
b) Expected duration – the length of time it takes to complete the course studying full-time. This is the same
as the registered course duration on CRICOS.
c) School day – any day for which the School has scheduled course contact hours.

Monitoring course attendance policy is communicated to the students and carers at Orientation Day and
outlined in the International Student Handbook, furthermore it is communicated to staff at Staff PD and a
copy is in the staff directory (intranet).
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7.4 Deferral, Suspension and Cancellation Policy
All international students need to understand that deferring, suspending of cancelling an enrolment may
affect a student’s CoE and or student visa.
7.4.1 Deferment or suspension of study requested by student
1. Deferment of Commencement of Study Requested by Student
Students wishing to defer their enrolment from Amity College may only do so when there are
compelling or compassionate circumstances. Compelling or compassionate circumstances may include,
but are not limited to:
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
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.
The final decision for assessing and granting a deferment of commencement of studies lies with the
Principal. Deferment will be recorded on PRISMS depending on the students Confirmation of CoE status.
2. Suspension of Study Requested by Student
Students wishing to suspend their enrolment from Amity College may only do so when there are
compelling or compassionate circumstances. Compelling or compassionate circumstances may include,
but are not limited to:
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
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)
Suspensions will be recorded on PRISMS. The period of suspension will not be included in attendance
calculations. The final decision for assessing and granting a suspension of studies lies with the Principal.
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3.

Cancellation of Study Requested by Student

Amity College requires notice of withdrawal in writing to the Principal. Parents must complete and
submit an Application for deferment of commencement or suspension of studies (Form 7.8 in
Appendices section of student Handbook).
4.

The process to be followed:
a. Parent or student over 18 years old must complete and submit a written request (Form 7.7 in the
Appendices) to defer or temporarily suspend their studies, together with documentary evidence
verifying their situation (for example, a medical certificate), to the Admissions Registrar.
b. Applications will be assessed on merit by the Principal.
c. All applications for deferment, suspension or cancellation and any associated refund course
monies will be considered within 10 working days..
d. Parents and students will be advised in writing of the outcome of a student initiated request for
deferment, suspension or cancellation of enrolment within 10 working days from receipt of
application.
e. Deferment, suspension and cancellation of enrolment can have an effect on a student's visa as a
result of changes to enrolment status. Students will be informed to contact the DIBP for advice.
f. The deferment, suspension or cancellation will be recorded by the Enrolment Registrar within 10
working days, who will record the reasons for the variation on the student’s file, and will also
report the student via PRISMS and/or issue a new CoE when the student can only account for the
variations by extending his expected duration of study. The period of suspension will not be
included in attendance calculations
g. A student whose application for deferral or suspension is refused may appeal the decision in
accordance with the Complaints and Appeals Procedure.

7.4.2 School initiated classroom exclusions
Amity College may exclude a student from class studies as in the Student Code of Conduct. If so:
a. Excluded students must abide by the conditions of their exclusion from studies which will depend
on the welfare and accommodation arrangements in place for each student and which will be
determined by the Principal, Deputy Principal or Assistant Principal Administration.
b. 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.
c. Exclusions from class will not be recorded on PRISMS.
d. Periods of ‘exclusion from classes will not be included in attendance calculations as per College
Progress and Attendance Policy.
7.4.3 School initiated Suspension of Studies
Amity College may initiate suspension of a student on the grounds of misbehaviour or breach of College
rules.
1. Should a student’s enrolment be suspended, the student would need to abide by the conditions of
their suspension which will depend on the welfare and accommodation arrangements that are in
place for each student.
2. This determination will be made by the College Principal, and the student and parent/guardian will
be notified form 7.3, ‘letter of intention to suspend or cancel’.
3. Where the student is provided with homework or other studies for the period of the suspension, the
student must continue to meet the academic requirements of the course
4. Suspensions will be recorded on PRISMS by the Admissions Registrar within 10 working days.
5. The period of suspension will not be included in attendance calculations.
CRICOS CODE: 03404M

Page 24

Updated 11 Apri 2019

INTERNATIONAL STUDENT HANDBOOK
6.
7.

Students who have been suspended for more than 28 days are required to return to their home
country by DIBP unless special circumstances exist (e.g. the student is medically unfit to travel).
Suspension from school is subject to the College’s Complaints and Appeals Policy.

7.4.4 School initiated Cancellation of Enrolment
1. Amity College may cancel a student’s enrolment under the following conditions:
i. Failure to pay course fees;
ii. Any behaviour or serious breach of College rules identified as grounds for possible expulsion.
iii. Failure to maintain approved welfare and accommodation arrangements (visa condition 8532)
2. Amity College is required under Section 19 of the ESOS Act 2000, to advise DIBP about changes to the
student’s enrolment and breaches of student visa conditions relating to academic performance and
attendance. Cancellation of student’s enrolment may affect his/her visa.
3. In such circumstances the College will inform the student and parent / guardian by written notice that
he has 20 days in which to appeal the College’s decision access the College’s internal complaints and
appeals process. The written notice will NOT advise the student that they need to contact DIAC within
28 days of receiving the letter of intention to report.
4. After 20 days, if the internal appeals process finds in the College’s favour, the Admissions Registrar
would report this outcome to DIBP via PRISMS. The College is required to wait for the outcome of an
external appeals process prior to the cancellation of enrolment. The College would only cancel a
student’s enrolment prior to the completion of any internal complaints and appeals processes in
extenuating circumstances. In this case, written notice should advise the student if they wish to seek reenrolment with another provider, they should do this within 28 days of termination of enrolment to
avoid possible visa cancellation. The College would make this clear to the student and his parent(s) /
guardian.

7.4.5 Complaints and Appeals
1. International student requested deferment and suspension are not subject the school’s General
Complaints and Grievances Resolution Procedure.
2. Exclusion from class is subject to the College’s Suspension and Expulsion Policy.
3. College initiated suspension, where the suspension is to be recorded in PRISMS, and expulsion is subject
to the school’s Suspension and Expulsion Policy.
4. For the duration of the appeals process, the student is required to maintain his enrolment and
attendance at all classes as normal. The Deputy Principal will determine if participation in studies will be
in class or under a supervised arrangement outside of classes.
5. If students access to the schools General Complaints and Grievances Resolution Procedure regarding a
school initiated suspension, where the suspension is recorded in PRISMS, or expulsion, the suspension
or expulsion will not be reported in PRISMS until the Parents and Students General Complaints and
Grievances Resolution Procedure is finalised, unless extenuating circumstances relating to the welfare
of the student apply.
6. Extenuating circumstances include;
i. The student refused to remain at the College
ii. The student is missing
iii. The student has medical concerns or severe depression or psychological issues which lead the School
to fear for the student’s wellbeing
iv. The student has engaged or threatened to engage in behaviour that is reasonably believed to
endanger the student or others
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v. Is at risk of committing a criminal offence, or
vi. The student is the subject of investigation relating to criminal matters
7. The use of extenuating circumstances by the school to suspend or expel a student prior to the
completion of any complaints and appeals process will be supported by appropriate evidence.
8. The final decision for evaluating extenuating circumstances lies with the Principal.
7.4.6

Overseas Students Ombudsman

If a student wishes to lodge an external appeal or complaint about a decision, he can contact the Overseas
Students Ombudsman. The Overseas Students Ombudsman offers a free and independent service for
international students who have a complaint or want to lodge an external appeal about a decision made by
their private education or training provider. See the Overseas Students Ombudsman website
http://www.ombudsman.gov.au/How-we-can-help/overseas-students or phone 1300 362 072 for more
information.

Deferral, Suspension and Cancellation Policy is communicated to the students and carers at in the
International Student Handbook, furthermore it is communicated to staff at Staff PD and a copy is in the
staff directory (intranet).
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7.5 Change of Contact Details of Enrolment
It is the student’s responsibility to ensure that her contact details, i.e. Australian residential address,
telephone numbers and emergency contact number, are current at all times. In the case of change of
address and/or other details, the school must be informed as soon as possible and no later than two weeks
after the change. The school will not be responsible from any damages or costs as a result of
student/parents/guardians failing to inform the school about the change in contact changes. The details
provided above will be used to communicate with you via text messages or e-mail where necessary.

7.6 Reporting to Parents
Amity College has three types of reports including continuous reporting on the school’s student leaning
platform, ‘Amitysis’. Interim Reports are issued at the conclusion of Terms 1 and 2 and Semester reports are
issued at the conclusion of Terms 2 and 4 for Years KG-11, at the end of Terms 1 and 3 for Year 12.
Amity College holds formal interviews with teachers and parents during Term 2 (end of semester1) and 4
(end of Semester 2) for all students. Informal interviews with teachers can be arranged during the year by
contacting the particular teacher or through the Academic Coordinator. A simple and effective method of
talking with particular teachers is by email or phone.
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SECTION 3 - FEES AND ASSOCIATED POLICIES
8.1 School Fees
Application Fees (for 2015)
a) A non-refundable Application Fee of AUD$110 is payable with each student application.
b) Enrolment Fee of AUD$250.00
c) A Security Bond is payable with each student application.
i.
AUD$3,000 for primary and secondary students
ii.
The security bond will be refunded when the student leaves the school.
d) Overseas Student Health Cover, compulsory health cover $491/year per student
A Confirmation of Enrolment (CoE) will be provided only after the above fees are paid.
Tuition Fees
All school fees are payable in advance, at the beginning of each semester. Tuition Fees are in Australian
dollars and the fees applicable for 2019 year are:
Course

Semester

Full Year

Full Course Length

Primary (K-6)

$6,000

$12,000

$84,000

Junior Secondary (7 - 10)

$6,900

$13,800

$55,200

Senior Secondary (11-12)

$7,600

$15,200

$30,400

Additional fees are charged on a user pay basis for activities such as:
 co-curricular activities
 phone calls
 camps
 canteen costs
 printing and photocopying charges
 private classes
Other Compulsory Fees
a) Uniforms - estimated
b) Textbooks/stationery – estimated
c) Subject Levies – depends on subject choice
d) Excursions/Competitions – depends on subject choice

$400
$350
$100-$300
$150

Sibling Discount
A discount is allowed for siblings (brothers/sisters) who attend the Amity College at the same time:
- 20% for the second sibling
- 30% for the third and subsequent sibling
8.2 Scholarships
Scholarships will be awarded for the succeeding academic year considering the end of year weighted
(cumulative) average score as set out below
• 95% or above as yearly weighted average: Full Scholarship on tuition fee for one year
• 90% or above as yearly weighted average: Half Scholarship on tuition fee for one year
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8.3 Fee Payment Policy
1) All School fees are payable one semester advance and due within 2 weeks of invoice. Amity College
fees are based on a two semesters per year (except year 12 students). An administration fee will be
charged to family accounts for late payments.
2) For all new Enrolments, when signing the Written Agreement, parents must pay the Enrolment Fee,
Security Bond and one Semester of Tuition Fee upfront to secure your placement. No payment of
course fees will be collected before the written agreement is signed.
3) Tuition fees do not cover uniforms, textbooks, subject levies, excursions, transport fee, and optional
accomplishments e.g. tutoring, sports registration or coaching. Subject levies and select textbooks
will be charged to your Family Accounts to reduce cash handling.
4) The cost of excursions, incursions, camps and other activities may be added to the family account
during the year unless an alternative payment is requested by the parents.
5) The family of any student will be liable for any payment resulting from the wilful damage of school
or associated property.
6) No remission of fees either in whole or in part shall be made should the student be absent from the
school for any reason.
7) Where a parent or guardian of an existing student of the School wishes to withdraw a student from
the College 12 weeks’ notice, in writing, to the Principal is required. A full half a semesters’ fee will
be charged for student withdrawals without notice.
8) If a student is removed during a semester the School is entitled to retain or be paid, as the case may
be, that semester's proportionate fees.
9) If unforeseen short term difficulty is experienced, the parent should notify the Finance Manager in
writing as soon as possible to resolve the situation.
10) Where tuition fee is outstanding for a 12 weeks, without any formal explanation or notice provided,
the enrolment will be reassessed . Where no debt repayment plan is agreed to the enrolment will be
terminated. Legal action will be followed to recover any unpaid fees; including listing a family
account as default credit and any further legal action as deemed appropriate.
11) The collection process for any outstanding fees may involve placing the matter in the hands of a
collection agency.
12) The School may impose a Building Levy, from time to time, to help pay for school building and capital
projects.
13) School Fees are reviewed annually by the School Board.
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8.4 Refund Policy
Definitions:
a) Administration Fee – fee payable where written notice of withdrawal is received prior to
commencement of the course, 5% of total amount of tuition fees received to a maximum of $500.
b) Application Fee – fee payable on making application to the School for enrolment.
c) Enrolment Fee – fee payable to the School to confirm acceptance of offer of placement at the School.
d) Course Monies – includes School Fees, any amount received by the school for International
Student Health Cover (OSHC), Security Deposit and any other amount the student has to pay in order
to undertake the course.
e) Education Agent – person(s) appointed by the student (or their parent(s)/legal guardian if the
student is under 18) under written agreement for the purposes of identifying and securing
enrolment at an Australian school.
f) The School – Amity College.
g) School Fees – includes tuition fees as applicable.
h) Security Deposit – deposit payable on confirmation of acceptance of an offer of placement at the
School. The deposit is refundable on withdrawal from the School after deduction of any monies due
to the School.
2) This refund policy applies to all Course Monies paid to the School. The School requires all Course Monies
to be paid directly to the School and does not accept Course Monies from Education Agents.
3) Fees for services paid to the Education Agent by the student (or their parent(s)/legal guardian if the
student is under 18 are not covered by this refund policy.
4) The Application Fee is non-refundable.
5) The Enrolment Bond fee is refundable.
6) Payment of Course Monies and Refunds:
a) School Fees are payable one semester in advance.
b) All fees must be paid in Australian dollars.
c) If the student changes visa status (e.g. becomes a temporary or permanent resident) he/she will
continue to pay full international student’s fees for the duration of the semester
d) Refunds will be reimbursed in Australian dollars and the payment sent to the applicant’s home
country address unless otherwise requested in writing.
e) Refunds will be paid to the person(s) specified in the written agreement
7) All notification of withdrawal from a course, or applications for refunds, must be made in writing and
submitted to the Principal. Such application must be made by the person(s) who has signed the agreement
with the School, i.e. parent(s) or guardian(s). Applications will not be accepted from the Education Agent
8) Unsuccessful Enrolment/Visa Rejection
a) The School will refund within 28 days all Course Monies paid where the student’s application for
enrolment is refused by the School except where a non-refundable payment on behalf of the
student has been made.
b) The School will refund within 28 days all Course Monies paid where the student produces
evidence that the application made by the student for a student visa has been rejected by the
Australian immigration authorities except where a non-refundable payment on behalf of the student
has been made.
9) Student Default
a) Refunds for student default apply to School Fees only. Course Monies (excluding School Fees) will
be refunded on a pro rata basis proportional to the amount of time the student was studying in the
course, except where a non-refundable payment on behalf of the student has been made.
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b) If the student does not provide written notice of withdrawal and does not start the course on the
agreed starting date, the School will refund within 28 days, ten weeks’ of School Fees from the
Course Monies.
c) The School will refund within 28 days of the receipt of written notification of withdrawal by the
student (or parent(s)/legal guardian(s) if the student is under 18, School Fees and Security Deposit
paid by or on behalf of the student less the amounts to be retained as agreed and detailed below:
i. If written notice is received up to 4 weeks prior to commencement of the course, the
School will be entitled to retain an Administration Fee.
ii. If written notice is received less than 4 weeks prior to commencement of the course 80%
of the School Fees will be refunded.
iii. If following commencement at the School by the student written notice is received with
less than the required 12 weeks’ period of notice given to the School, then ten weeks School
Fees will be charged in lieu of the required period of notice.
iv. If following commencement at the School by the student written notice is received with
the required 12 weeks’ period of notice given to the School, the School will refund the
balance remaining at the expiration of the period of notice of all School Fees paid.
v. The balance of any Security Deposit paid will be refunded after deducting any other
monies owing to the School.
d) No refund of School Fees will be made where a student’s enrolment is cancelled for any of the
following reasons:
i. Failure to maintain satisfactory course progress (visa condition 8202)
ii. Failure to maintain satisfactory attendance (visa condition 8202)
iii. Failure to maintain approved welfare and accommodation arrangements (visa condition
8532) [if applicable]
iv. Failure to pay Course Monies
v. Any behaviour identified as resulting in enrolment cancellation in Amity College’s Code of
Conduct:
a) repeated bullying and harassment
b) physical violence
c) stealing
d) dealing in illegal substances
e) possession and/or use of an illegal substance
f) drinking and/or possession of alcohol.
10) School Default
a) If for any reason prior to commencement the School is unable to offer a course, a full refund of
the Course Monies paid except where a non-refundable payment on behalf of the student has been
made will be made within 14 days of notification of course cancellation.
b) If for any reason the School is unable to continue offering a course after commencement, a full
refund of Course Monies paid, including for the portion of the course already taught but excluding
where a non-refundable payment on behalf of the student has been made will be made within 14
days of notification of course cancellation.
11) This agreement, and the availability of complaints and appeals processes, does not remove the right of
the student to take action under Australia’s consumer protection laws.
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8.5 The Overseas Student Health Cover (OSHC)
Overseas Student Health Cover (OSHC) is required by Amity College for all enrolled International Students.
 OSHC is medical and hospital insurance that students need while studying in Australia. It is a
government requirement and is compulsory.
 Students must maintain current OSHC for the period covered by their visa.
 The responsibility for seeking any refund from the medical insurance authority lies with the student.
 What should students be covered for?
 Medical practitioners (including specialists) who treat patients at the doctor’s surgery, hospital
or at home.
 Pathology services as such blood tests
 X-rays
 Hospitals – Public or Private
 Emergency ambulance transport (medically necessary). OSHC pays 100% of the charge for
medically necessary ambulance transport when medical attention is required immediately.
 OSHC provides benefits for prescription medicines. Students are required to pay a contribution
towards the cost of each prescription item.
For detailed information regarding Medibank Private's OSHC, including what can be claimed please access
the following link: www.medibank.com.au/oshc/
8.6 Tuition Protection Service (TPS)
TPS Rationale
The TPS framework was established to assist international students whose education providers are unable to
fully deliver their courses of study. TPS ensures that international students are able either complete their
studies in another course or with another education provider, or receive a refund of their unspent tuition
fees. TPS helps maintain the integrity and international reputation of the industry and registered providers.
TPS Levy Payment
Amity College makes annual payment of the Tuition Protection Service levy as a condition of the TPS
framework as set out by section 24 part 5 of the ESOS Act. A copy of TPS payment will be kept on record by
school compliance manager.
TPS Default Procedures
Amity College policies and procedures to meet TPS obligation with regard to student or provider default is
outlined below.
Student Default is defined as/or occurs when:
i.
Student does not attend and has not previously withdrawn on agreed course start dates
ii.
Student withdraws before or after agree start date
iii.
Amity College refuses to provide or continue to provide courses due ro:
a. non-payment of fees
b. breach of visa conditions
c. student misbehaviour( student will be afforded grievance an d appeal procees)
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Where student default has occurred, the school compliance manager will notify the Secretary of DET, using
PRISMS, and the TPS Director within 5 days of default. As per our Refund Policy and the written agreement
with the student, the Finance department of Amity College will finalise student accounts and refund their
unspent tuition fees within 28 days of written claim (‘provider obligation period’). After paying refund, the
compliance manager will notify outcome via PRISMS within 7 days. In the case of VISA refusal and student
hasn’t started the course, Amity College will refund total amount of paid tuition fees minus 5% of total
amount of tuition fees received to a maximum of $500, as an administration fee. If the student has
commenced the course all unspent fees will be refunded based on the legislated formula (refund amount =
weekly tuition fee x weeks in default period).
Provider Default is defined as/or occurs when:
i.
Amity College fails to provide course
ii.
Amity College ceases provide courses prior to course completion
In the unforeseen situation of Provider default, the Principal Executive Officer (PEO) will notify the Secretary
of DET, via PRISMS, and the TPS Director with 3 business days. The Compliance Manger, within 3 business
days, will notify all international students in writing. Within 14 days (‘provider obligation period’) Amity
College arrange placements in alternative course or alternative Provider at the schools own expense and will
the Finance Department will refund all unspent tuition fees. Within 7 days after provider obligation period
the PEO will report outcome of discharge obligations via PRISMS.
Compliance Manager will ensure all communication with student and/or parent regarding either student
default and provider default are maintained in the student files. All communications with DET and TPS,
including PRISMS entries, will be kept in the PEO CRICOS files.

8.7 Uniforms
Amity College is a uniformed school with zero tolerance on uniform offences.
a) It is expected that students will wear correct uniform whilst travelling to and from school as well as at
school including examination days, official functions and excursions (except when specific exemption has
been given by the Principal).
b) Students representing the school at sporting events should wear the school tracksuit if competing and
the school uniform if not competing. Students who fail to wear the correct sporting uniform may be
prevented from representing the school.
c) The uniform should be clean and worn neatly. Students will be asked to comply with the correct
uniform, or will be sent home in accordance with the zero tolerance on uniform. They will not be
allowed to return to school until all proper uniform and personal appearance is complied with.
d) Students who are unable to wear the correct uniform at any time must have incorrect uniform note in
the diary signed by their parent(s)/guardian(s). This note should be shown to class/roll call teacher and
coordinator at the beginning of the school day. Students not in correct uniform on any school day may
be placed on detention and/or sent home.
e) A student who has forgotten one item (e.g. tie, shoes, and socks) may be exempted for the day, but this
is considered a uniform infraction. Students with multiple infractions will be disciplined. Parents may not
excuse students from compliance with uniform policies.
f) Uniform and appearance of students will be checked regularly. Parents will be informed through a
formal letter if students are reprimanded for uniform offences. Students may be, at the discretion of the
Year Level Coordinator, disciplined or sent home.
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g) Items that do not comply with uniform and appearance regulations will be confiscated.

Uniform shop
The College has dedicated Summer and Winter uniform items; a comprehensive list of uniform items can be
found on the Uniform Store website http://www.lightbookstore.com.au/new-uniforms/

School uniforms can be purchased from the school’s uniform shop which is located within the school
premises. All major credit cards are accepted as payment by the uniform shop operators. Trading hours for
uniform shop (in the school premises, near car park area) are:
Monday
8.30am – 11.00am
Wednesday
2.30pm – 4.00pm
Friday
8.30am – 11.00am
Uniform External Shop – (Light Bookstore)
Address: 27 Queen Street Auburn 2144
Phone : (02)9643 2277 Fax : (02) 9644 7988
Opening hours: 9.00am – 4.00pm (Monday to Friday)
Web orders http://www.lightbookstore.com.au/?product_cat=uniforms&s=&post_type=product
Other issues regarding uniforms
a)
b)
c)
d)

Students must wear the uniform designated for their year.
On sports days primary students are required to come to school in their school tracksuits.
Shoes must be black (one-inch high heels maximum allowance for girls’ shoes)
Students wishing to wear additional clothing for extra warmth in winter must ensure this is not visible
either above or below shirts.
e) Hair should be neat and tidy. No hair dye is allowed. Girls should tie their hair up if it is longer than
shoulder length with appropriate school coloured bands. Boys are not to have undercuts. No extreme
hair styles to be observed.
f) All boys of shaving age are to be clean shaven prior to attending school.
g) Skirts should be no shorter than mid-calf/three quarters.
h) Students wishing to wear a cap or hat must wear the school cap or hat. Caps/hats are not to be worn
indoors.
i) No makeup including nail polish is to be worn (with the exception of clear lip balm if needed) and no
jewellery/adornment (except for a watch, sleepers or studs for girls on the ear lobe) is to be visible while
students are in school uniform.
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SECTION 4 - OTHER POLICIES
9.1 School Student Transfer Request Assessment Policy and Procedures
The purpose of this policy is to ensure that there are documented policies and procedures regarding
transfers of international students to and away from Amity College to an institution which is listed in the
Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) as a registered provider
(Registered Provider), prior to completion of the first 6 calendar months of the international student's first
registered school sector course at the College or another school.
National Code
The requirements under Standard 7 of the National Code, made under ESOS Act 2000 are:
1) International Students who wish to transfer to a different Registered Provider prior to completion of the
first 6 calendar months of study in their first registered school sector course at the College are required to
obtain a Letter of Release from the College;
2) Under the National Code, the other Registered Provider (to which the student wishes to transfer) must
not knowingly enrol such an international student at its institution without a Letter of Release, other than in
the circumstances specified in Standard 7.1 of the National Code;
3) Once granted a Letter of Release, students will be able to seek enrolment at their new education provider,
subject to the student following the procedures in the National Code.
Obtaining a Letter of Release
In order for the College to consider an international student's request for transfer of enrolment to another
Registered Provider prior to completion of the first 6 calendar months of their course of study, the students
must complete and submit a Request for a Release Letter form and submit to the International Student
Officer (refer to Letter of Release Form, 7.5 in Appendices of Student Handbook) and must attach:
1. A letter from another registered provider confirming that a valid enrolment offer has been made (i.e.
A Firm Offer of Admission);
2. A copy of the identification page and current visa from their passport;
3. Evidence that the student is always under care within DIAC approved welfare and accommodation
arrangements;
4. A written letter by the student detailing the reasons for the request to transfer; and
5. Information required for all students (set out below);
6. Amity College will advise students within 48 hours of receipt of the Request for a Release Letter by
the College if they are eligible for a Letter of Release;
7. The letter of release will be provided within 10 working days. There is no charge for a letter of
release
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Requirements for Students
Amity College will only consider a Request for a Release Letter to a student who is under 18 years of age
when the abovementioned conditions are fulfilled and where:
1) The request is accompanied by written confirmation that the student's parent or legal guardian supports
the transfer; and
2) Where the student is not being cared for in Australia by a parent or suitable nominated relative, the valid
enrolment offer (i.e. Firm Offer of Admission) from another registered education provider also must confirm
that the registered provider will accept the responsibility for approving the student's accommodation,
support and general welfare arrangements consistent with Standard 5 of the National Code.

Circumstances Where a Student Will or Will Not Be Released
The College will assess, at its discretion, a student's Request for a Release Letter submitted in accordance
with this Policy, the ESOS Act and National Code and in light of the individual circumstances of the student.
The College will grant a Letter of Release in accordance with this Policy in the following circumstances:
1) The College deems, after being provided with satisfactory evidence, that there are compelling or
compassionate reasons for the transfer (such as access to greater support and compelling personal reasons);
2) Demonstrated and material mismatch between the course offered and the student's reasonable
expectations of the course (based on the information provided by the College or its authorised
representatives to the student about the course);
3) The College deems it in the best interests of the student to grant the transfer.
Notwithstanding any of the above, the College will not grant permission for a transfer if it considers at its
discretion that such transfer:
1) is detrimental to the student;
2) if the student is trying to avoid being reported to DIBP for failure to meet the College's attendance or
academic progress requirements; or
3) if the Request for a Release Letter is not submitted in accordance with this Policy.
The Principal Executive Officer will make the final decision regarding the request for release, after consulting
with his staff, and will inform the student in writing within 10 days of submission.
Appeals
For Students who are denied a Letter of Release, the student will be informed in writing of the reasons for
refusal and his or her right to appeal the decision. The student may lodge an appeal in accordance with the
Amity College International Student Complaints and Appeals Policy. Should there be any matter requiring
resolution, this is to be directed to the Principal executive Officer. Should the matter not be resolved
satisfactorily, The student has a right of appeal at no cost through an independent external arbitrator to
adjudicate. The student may also contact the Overseas Student Ombudsman.
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Transfer Request to Amity College
Amity College will not accept the transfer/enrol student from another CRICOS provider prior to them
completing 6 months of principal course with their current provider except where:
 original provider provides letter of release
 original provider or course has ceased to be registered
 original provider has sanction imposed on CRICOS registration
 government sponsor believes transfer is in best interest of the student
Where enrolment is accepted and the student is under the age of 18, Amity College will take over welfare
arrangements of the student.
The International Student Officer will receive and assess all transfer applications to Amity College. Apart
from normal documentation of enrolment , he/she will check 6 month ‘restriction period’ by examining
student attendance records and travel documentation, rest request a copy of Letter of Release (if available),
will contact the previous CRICOS provider to confirm its authenticity. If it’s is determined that student falls
within the 6 month restriction period and have no letter of release from other Provider, the International
Student will inform the student within 10 days by writing, and outline courses of action available to the
student. The Officer may also have an interview with the applicant to discuss his all options. The student will
be advised to contact the DIBP office as soon as possible to discuss any Visa implications.
9.2 Welfare and accommodation requirements for students under the age of 18
Rationale:
Where students under the age of 18 are not being cared for in Australia by a parent or suitable nominated
relative (as defined by the DIBP on its website), Amity College must ensure the arrangements made to protect
the personal safety and social well-being of those students are appropriate. (National Code Standard 5)
1.

Amity College will only accept an international student if:
a) the student lives with the parent or a suitable relative,
b) the student lives with parent approved guardian living in Sydney or Illawarra. The guardian must be
someone of good character and be known to the family either by kinship or friendship.
c) Kindergarten to Year 6 students are only accepted when their parent/(s) live in NSW
d) Homestay arrangements are not approved by the College.

2. Living with parent or DIBP approved relative
a) At the time of enrolment, all international students are required to provide the School with details
of their nominated Parent/Legal Guardian. The appointment of the nominated relative is the
responsibility of the student’s parents but must meet the following DIAC criteria:
i) nominated relative must be one of the following: brother, sister, stepbrother, stepsister, stepparent, grandparent, step-grandparent, aunt, uncle, step-aunt, step-uncle, niece, nephew,
step-niece, step-nephew or spouse.
ii) DIBP requires this guardian to be over 21 years old, an eligible relative and of good character.
a) In the case of a student living with an approved relative as defined by DIBP a Confirmation of
Appropriate Accommodation and Welfare form (CAAW) is not required as the College is not
responsible for the student’s welfare.
b) The Welfare Cordinator will monitor living arrangements annually
c) If the school has any concerns about the welfare of a student it will contact the parents/guardians
in the first instance. If the College believes the student is in some kind of danger it will contact DIBP
as a matter of urgency.
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d) Where the parent/s of a student has been granted a Guardian Visa (or similar) for the purpose of
caring for a student attending the college as a day student, the following visa conditions apply:
(http://www.immi.gov.au/students/studentguardians/580/obligations-student-guardians.htm)
i) It is essential that the parent or nominated guardian:
 resides with that student at all times.
 must hold an appropriate visa enabling them to remain in Australia until the student is 18
years of age.
 provides the college with a copy of the parent’s passport photo and visa page prior to the
student commencing.
 advises the college of the student’s and the parent’s residential details, phone and email
prior to the student commencing and thereafter within seven days of any change in these
details.
ii) Parents / guardians are not permitted to departing Australia without the student for who they
are the guardian unless they have provided the department evidence that:
 There are compassionate or compelling circumstances to leave the country, and
 Alternative arrangements have been made for the student's accommodation, general
welfare and support until the parent/guardian’s return, that fit within the rules provided by
DIAC. Note that if the student is less than 18 years, the alternative arrangements must be
approved by the education provider subject to DIAC conditions. In this situation the
International Students Co-ordinator must be notified.
3. Living with Guardian who is not a parent or DIBP approved relative
1) Where a student under the age of 18 is not in the care of a parent or suitable relative, as defined by
the DIBP, their accommodation arrangements must be approved by the School.
2) In this instance, Amity College will take on responsibility under the Migration Regulations for
approving the accommodation, support and general welfare arrangements the student.
3) A letter from parent authorising guardianship and accommodation arrangement must be provided to
Admissions Registrar. The student will reside with the parent approved guardian’s housing. The
guardian must be at least 21 years of age, be of good character and must reside in Australia or has
permission to reside in Australia for the duration of the student’s visa or until the student turns 18.
4) Amity College will provide a letter confirming approval of appropriate accommodation and welfare
(CAAW letter) with the Confirmation of Enrolment created in PRISMS.
5) Amity College will nominate the dates for which the registered provider accepts responsibility for
approving the student’s accommodation, support and general welfare arrangements using the DIBP
proforma letter available through PRISMS, and also in written agreement
6) Any accommodation for Sydney-based guardianship arrangements will only be confirmed once
Amity College has visited the intended home and has approved the accommodation arrangements
prior to the student commencing at the school. Approval by the Admissions Registrar or designate is
based upon proximity to school, cleanliness, safety, private room setup, bathroom, access to
utilities, provision of meals and willingness of family to accommodate and provide support to the
student, and compliance with council requirements.
7) International student accommodation will be visited every 6 months by the Pastoral Care
Coordinator and the College will continually monitor and assess the accommodation and
guardianship arrangements until the end of the course; or the student transfers to another
registered provider or leaves Australia or other suitable arrangements are made that satisfy
migration regulations. The record of visit will be recorded on student file.
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8) The College monitors the personal safety and social wellbeing of students through the Pastoral Care
Coordinator and School Counsellor
9) Students should ensure that their contact details, i.e. Australian residential address and telephone
numbers are current at all times. Students moving to a new address should inform the School in
writing and complete the appropriate forms advising of their new address within seven days of
taking up residence at that new address. Admissions Registrar will update student record and advise
DIBP via Prisms, with 7 business days, details of change of address. Students are advised in writing,
on arrival, of the need to comply with this requirement as a condition of their student visa
10) Where Amity College suspends or cancels the enrolment of the student, the College must continue
to check the suitability of arrangements for that student until:
 the student is accepted by another registered provider and that registered provider takes
over responsibility for approving the student’s accommodation, support and general welfare
arrangements, or
 the student leaves Australia, or
 other suitable arrangements are made that satisfy the Migration Regulations, or
 the registered provider reports under 3.11.1.d of the Guidelines that it can no longer
approve of the arrangements for the student

4. Other College responsibilities to Parent and Guardians
1) All guardians who have the care of students under 18 years will be given an briefing of child
protection legislation before an accommodation arrangement commences or changes, in particular:
 Children and Young Persons (Care and Protection) Act 1998 (NSW)
 Child Protection (Working with Children) Act 2012
 Ombudsman Act 1974
2) The College Welfare will meet the student once a month to discuss his/her accommodation
arrangements and his/her personal safety and well- being. If the College is concerned about the
child’s welfare or accommodation arrangements the Pastoral Care Coordinator will contact the
parent and/ or guardian (depending on the circumstances) and will discuss the issues. All
conversation or letters to parents or guardians should be minuted and kept on student file. Serious
matters may require reporting to DIBP and the Ombudsmen, and or changing the welfare and
accommodation arrangements.
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9.3 Privacy of Personal Information
Amity College adheres to the requirements of the Privacy Act in relation to the way it handles personal and
sensitive information about students.
Information is collected by Amity College during your enrolment in order to meet our obligations under the
ESOS Act and the National Code 2007; to ensure student compliance with the conditions of their visas and
their obligations under Australian immigration laws generally. The authority to collect this information is
contained in the Education Services for Overseas Students Act 2000, the Education Services for Overseas
Students Regulations 2001 and the National Code of Practice for Registration Authorities and Providers of
Education and Training to Overseas Students 2007. Information collected about you on this form and during
your enrolment can be provided, in certain circumstances, to the Australian Government and designated
authorities and, if relevant, the Tuition Protection Scheme (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.

9.4 Grievances/Complaints and Appeals Policy
Amity College has a fair and transparent process for dealing with student grievances. In the event that
such grievances cannot be resolved internally, Amity College will advise students of the appropriate bodies
from whom they can seek further assistance. A copy of this policy will be provided to the student (or
parent(s)/legal guardian) at a reasonable time prior to a written agreement being signed or within 7 days
of the commencement of student attendance of the enrolled course. A copy of the policy is also
communicated to staff at the staff professional development at the beginning of each year with copies
filed in the staff directory.
1) Purpose
a) The purpose of Amity 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.
b) The internal complaints and appeals processes are conciliatory and non-legal.
2) Complaints against other students
a) Grievances brought by a student against another student will be dealt with under the school’s Code
of Conduct.
3) Informal Complaints Resolution
a) In the first instance, Amity College requests there is an attempt to informally resolve the issue
through mediation/informal resolution of the complaint.
b) Students should contact their Pastoral Care Coordinator in the first instance to attempt mediation/
informal resolution of the complaint.
c) If the matter cannot be resolved through mediation, the matter will be referred to the Principal and
Amity College internal formal complaints and appeals handling procedure will be followed.
4) Formal Complaints Handling Procedure
a) The process of this grievance procedure is confidential and any complaints or appeals are a matter
between the parties concerned and those directly involved in the complaints handling process.
b) The student must notify the school in writing of the nature and details of the complaint or appeal.
c) Written complaints or appeals are to be lodged with the Principal.
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d) 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.
e) Complaints and appeals processes are available to students at no cost.
f) Each complainant has the opportunity to present his/her case to the Principal/other.
g) Students and/or the School may be accompanied and assisted by a support person at all relevant
meetings.
h) The formal grievance process will commence within 10 working days of the lodgement of the
complaint or appeal with the Principal.
i) Once the Principal has come to a decision regarding the complaint or appeal, the student will be
informed in writing of the outcome and the reasons for the outcome, and a copy will be retained on
the student’s file.
j) If the grievance procedure finds in favour of the student, Amity College will immediately implement
the decision and any corrective and preventative action required, and advise the student of the
outcome.
k) Amity College undertakes to finalise all grievance procedures within 5 working days.
l) For the duration of the appeals process, the student is required to maintain enrolment and
attendance at all classes as normal, unless extenuating circumstances prevail.
5) External Appeals Processes
If the complaints procedure does not find in favour of the student, he will be advised that he has a right of
appeal at no cost through an independent external arbitrator to adjudicate. The student may also contact the
Overseas Student Ombudsman. The Overseas Students Ombudsman offers a free and independent service for
international students who have a complaint or want to lodge an external appeal about a decision made by
their private education or training provider. See the Overseas Students Ombudsman website or phone 1300
362 072 for more information.
Amity College’s grievance remedy processes do not circumscribe the student’s right to pursue other legal
remedies. If required the school could facilitate access to legal services, the costs will be borne by the student.

9.5 Emergency and Incident Management
Rational Statement:
In an emergency situation it is imperative that a procedure be followed in order to maintain optimum safety
for all occupants of the buildings (staff, students, aides and parents). Amity College has developed
emergency evacuation procedures in accordance with the NSW Fire Service.
An emergency includes the following:
• fatality,
• serious injury/serious assault/sexual assault,
• siege/hostage/firearms,
• disappearance or removal of student,
• bomb threat,
• collapse/major damage to building or equipment,
• motor vehicle collision/impact with College,
• impact by equipment/machinery/aircraft/earthquake or other natural event,
CRICOS CODE: 03404M

Page 41

Updated 11 Apri 2019

INTERNATIONAL STUDENT HANDBOOK
• fire in College building/bush fire,
• fumes/spill/leak/contamination by hazardous material,
• outbreak of disease,
• flood/windstorm,
This plan is intended to be flexible. Procedures have been developed which should assist the College to
manage emergencies ranging in nature and intensity from small‐scale localised incidents lasting minutes or
hours and which are managed by the College, to large‐scale incidents which require external assistance and
which may last for several days. It identifies roles and responsibilities of staff, students and visitors during an
emergency. It describes actions to be followed in the case of specific types of emergencies.
All incidents likely to affect the safety and well-being of students, teachers or visitors are to be reported
immediately and responded to as soon as possible. The safety and well-being of all people exposed to the
emergency are to be considered at all stages of the emergency.
Any emergency may have effects on those involved lasting long after the initial crisis has been resolved. The
College recognises that in addition to implementing procedures to resolve the emergency quickly, the
College may require support to assist the College community to return to normal functioning.
The plan is to be reviewed annually by the School Council Policy Committees. In the event of an emergency,
the plan is to be reviewed as soon as possible after the event to determine whether procedures in the plan
were followed and whether they were adequate.
A copy of the plan is to be sent to local Police and Fire Authorities for endorsement. This will ensure that safe
and correct procedures have been identified for use during emergencies. Amity College will contact the
businesses and homes that could be directly affected by a threat of any type. In the event of an emergency
contact will be made by telephone to inform these people to evacuate.
Amity College prides itself in keeping up to date and informed about current changes in fire prevention,
evacuation and safety. We aim to undertake scheduled fire drills and emergency lockdown drills half yearly.
The school will also conduct random drills twice throughout each school year. Each evacuation drill and
strategy used, is evaluated and recommendations made to ensure that the drills are improved at the next
available opportunity.
Identifying the Risks:
Reporting an Emergency in the College. Students should report an incident immediately to an adult within
the College. Teachers should report an incident immediately to the Principal or the Office Staff. The Principal
or Office Staff will immediately report the emergency to the Emergency Services.
Reporting an emergency at a Camp/Excursion. An emergency, which occurs during a camp/excursion, is to
be reported by the supervising teacher to the Emergency Services. The Principal is then to be advised. The
Principal will attend if the incident happens within an hour's travelling time from the College. In other cases,
the College will ask to send an appropriate staff to the incident to assist staff at the scene and to liaise with
the College.
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Alerting the College. Students will be alerted by means of a warning siren across the public address system,
or if power is unavailable by the portable warning siren, an announcement will be made instructing staff and
students about action to be taken.
Emergency to be Coordinated from the Principal's Office. The principal will manage the emergency from
the Principal's office, or other alternative safe areas. For the duration of the emergency, staff should not
enter the office except when undertaking a task directly related to the emergency. Please refer to the
school’s web page for the details on the emergency evacuation and lockdown procedures.
Secondary Response
After the immediate the College
 assess the need for support and counselling for those directly and indirectly involved [ongoing]
 provide staff, students, and wider FOUNTAIN community, with factual information as appropriate
 arrange debriefing for all students and staff most closely involved and at risk
 restore regular routine, program delivery, and community life as soon as practicable
 completion of critical incident report
Ongoing Follow-up Response
 identification of any other persons who may be affected by the critical incident and provide access
to support services for community members;
 arrangement of a memorial service and occasional worship as appropriate
 maintain contact with any injured and affected parties to provide support and to monitor progress
 monitor staff and students for signs of delayed stress and the onset of posttraumatic stress disorder;
providing specialised treatment as necessary
 evaluation of critical incident management
 plan for and be sensitive to anniversaries
 manage any possible longer term disturbances e.g. inquests, legal proceedings
Evaluation and Review of Management Plan
1After each critical incident, a meeting of the critical incident team will be held to evaluate the critical
incident report and the effectiveness of the management plan and to make modifications as required. The
evaluation process will incorporate feedback gathered from all staff, students, and local community
representatives. An evaluation report will be made available to Amity College management
Overseas incident for International Students
For an incident that happened in the home country of the international student (a natural disaster or a
political upheaval) the welfare services will be available for aid. In the occurrence of such incidents, students
can apply for a deferment or suspension of courses. (please refer to section 2.3 for details)
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SECTION 5 - STUDENT CODE OF CONDUCT
The college believes that for its students to enjoy their rights, they must fulfil the accompanying responsibilities. To
assist the College in the provision of a productive and positive educational environment, the Code of Conduct is based
on the following rights and responsibilities.
10.1 Introduction – Student Conduct
The mission of Amity College is to offer an innovative learning environment of the highest standard, pursuing
excellence in every endeavour and inspiring all students to love learning for life.
As a school which provides a total educational experience, we will be recognised as the benchmark for:
 setting high standards of student behaviour
 academic and co-curricular excellence
 innovative curriculum
 a safe but challenging learning environment where students can take risks without fear of failure
 providing social and emotional learning to maximise academic outcomes
 providing leadership opportunities for its students.
Our Student Code of Conduct provides all members of our community a common accountability framework
which governs all school based relationships. The underlying purpose of the Code of Conduct is to outline for
students and staff their rights to work in a positive, secure and orderly environment and the right of parents
to expect that their children will be educated in a purposeful environment in which the principles of care,
courtesy and respect for the rights of others are valued.
The Code of Conduct is designed to represent the expectations of the School and clearly establish quality
behavioural guidelines, investigative procedures and consequences for inappropriate behaviour. The Student
Code of Conduct outlines acceptable student behaviour as well as appropriate disciplinary measures. The
School encourages its students to take responsibility for their actions and value their contribution to the
School’s learning environment. Where possible, consequences will have a clear educative value in order to
bring about a change in behaviour.
10.2 General Objectives – Student Conduct
Amity College aims to:
 Promote positive behaviour in all situations.
 Understand each behaviour problem, its source and any contributing factors.
 Generate and implement solutions to behaviour problems.
 Communicate effectively behavioural concerns and management with senior staff.
Student Rights
 To know what is expected of them
 To know the College rules and the consequences of non-compliance with those rules
 To be safe in a safe environment
 To have a pleasant, clean school and playground
 To be treated with respect and tolerance
 To be treated equally
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To learn
To express themselves
To expect their property to be safe

Student Responsibilities
 To meet the school’s expectations
 To follow the College rules
 To help maintain a safe environment
 To treat, students, staff and others with respect and tolerance
 To treat others fairly
 To allow others to learn without disruption
 To work to the best of their ability
 To work cooperatively
 To provide support for others
 To listen to the views of others
 To be tolerant of the views of others
 To respect the property of others
 Not to steal, damage or destroy the property of others
 To respect the authority of teachers
 To be at school on time
10.3 General Behaviour and Procedures
These rules are designed for the general good of the school community. At the same time, they will provide
guidelines, which will help you to behave in a way that you, your friends and the school will approve.
Negative Behaviour
Amity College students must obey all school rules. Students who do not obey the rules will be dealt with at
the:
 Class level (by subject teacher/ roll call teachers)
 Coordinator level
 Discipline Committee
 Principal level
Possible consequences of negative behaviour include but are not limited to:
 Isolation within the classroom
 Withdrawal from class or other group activities
 Repeating a task to an acceptable standard
 Discussion about behaviour
 Participating in a special program
 Cleaning – yard or desks
 Parent contact
 Lunchtime detention
 Referral to internal or external agents
Five lunchtime detentions within a term will result in an official detention.
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If students do not respond to modifying their behaviour the Year Level Coordinator may at their discretion
exercise certain avenues and students may be placed on official detention. All official detentions will be
recorded and parents will be notified with a letter. THREE OFFICIAL DETENTIONS WILL LEAD TO A
SUSPENSION. Parents will be notified of this action.
Students can also be suspended for other serious offences or consistent misbehaviour without prior
detentions and/or warnings.
After suspension (or at the discretion of the Year Level Coordinator) the student will be on a good
behaviour/conduct card. The card will be for a term as deemed appropriate by the Year Level Coordinator
and must be presented and signed by each subject teacher. If the behaviour of the student is not satisfactory
during this time parents will be called in for a student contract or last interview.
The suspension received in the previous academic year will be carried out to the following year. RECEIVING
THIRD SUSPENSION WITHIN THE PAST 12 MONTHS WILL LEADS TO EXPULSION.
Students can also be expelled for very serious offences without prior suspensions and/or warnings.
The administration reserves the right to all final decisions.
Positive Behaviour
Each teacher will be providing merit awards for good behaviour, (students who obey rules and conduct
themselves properly) both in the classroom and out on the playground. Five merit awards leads to Deputy
Principal’s award and then five Deputy Principal’s Award leads to a Principal’s Award.
10.4 Bullying And Harassment Policy
At Amity College, we seek to build a safe and caring environment where all students have the right to learn,
grow as people and develop confidence about themselves. This School finds any form of bullying, harassment
or sexual harassment unacceptable and will not tolerate it under any circumstances.
What is bullying?
Bullying is an act of aggression – physical or verbal – with the intent to cause embarrassment, pain or
discomfort to another. Bullying usually involves an abuse of power by an individual or a group. Bullying can
take many forms, all of which cause distress. Examples of bullying include:
 PHYSICAL – fighting, pushing, gestures, standing over or invading someone’s personal space.
 VERBAL – name calling, offensive language, insults, teasing, putting someone down, spreading
rumours.
 NON-VERBAL – writing offensive notes or graffiti about someone, sending offensive notes, text
messages or emails to someone.
 VICTIMISATION – picking on someone, making threats to ‘get’ someone.
 EXCLUSION – deliberately leaving someone out of the group, refusing to sit next to someone.
 PROPERTY – stealing, hiding, damaging or destroying someone’s property.
 CYBER - Sending emails, msn communications or text messages from home or school to other
students that are offensive, threatening or derogatory in nature.
What is harassment?
Harassment is any behaviour which is not invited and not welcomed. It may occur because of a person’s
race, age, disability, sexuality or religious beliefs.
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What is sexual harassment?
Sexual harassment is any unwelcome conduct of a sexual nature where the purpose has been to offend,
humiliate or intimidate, or in circumstances where a reasonable person should have anticipated the possibility.
Sexual harassment is unlawful under the Anti-Discrimination Act 1991 whenever and wherever it occurs and
whoever is the victim.
How do we respond to bullying and harassment?
Bullying and harassment will not be tolerated at our School. Any reports of bullying or harassment will be
investigated thoroughly and appropriate action will be taken.
The School’s response to bullying and harassment will provide:
 Counselling and other support for the victim.
 Clear and consistent sanctions for the bullying and support for her / him to address their behaviour.
It is the role of the staff members:
 To inform Coordinators / Dean of Students about suspected cases of bullying or harassment.
 To stop any incidents of bullying or harassment they encounter and take immediate steps to remove
the sources of distress without putting the victim at further risk.
Students are encouraged to:
 Intervene if they observe an incident of bullying or harassment and take some positive action to stop
this.
 Report the incident of bullying or harassment to a Teacher, Coordinator, Dean of Students or the
Deputy Principal as soon as possible.
 Make it clear to their peers that bullying and harassment are not acceptable.
Victims of bullying or harassment are encouraged to:
 Initially ignore the bullying and not show that it is upsetting. Many bullies will stop if they do not
elicit a response.
 Confront the bully and let him/her know that the behaviour is unwanted and not justified. This step
should be taken if the initial tactic is unsuccessful.
 Discuss the problem with parents and friends, who may be able to assist with strategies to deal with
the problem
 Notify their Coordinator, or the Dean of Students.
Victims of sexual harassment can choose from the following actions:
 Approach their Coordinator, a Dean or the Deputy Principal for advice, support and assistance.
 Choose to take no action. Whilst the student may take no action, she acknowledges that the School
has an overriding obligation to all students and may choose to take action.
 Ask the Principal or Deputy Principal to speak to the person accused of sexual harassment.
 Make an informal complaint.
 Make a formal complaint when other approaches are unsuccessful, or the allegations are so serious
that other approaches are inappropriate.
 Make an external complaint.
People you can talk to if you are being bullied:
 Roll Call Teacher
CRICOS CODE: 03404M

Page 47

Updated 11 Apri 2019

INTERNATIONAL STUDENT HANDBOOK





Welfare Teacher
Year Coordinator
Deputy Principal
School Counsellor

Consequences of Bullying at Amity
1st Offence:
Parent/Guardian contacted. Detention and/or One (1) day suspension. Counselling.
nd
2 Offence: Parent/Guardian contacted. Up to Two (2) days suspension.
3rd Offence:
Parent/Guardian contacted. Three (3) days suspension and/or expulsion depending on the
nature of the offence.
10.5 Behaviour Practices & Consequences
The student handbook and the discipline policy of Amity College outlines in details the rewards and
consequences of both positive and negative behaviour.

10.6 Discipline Committee
Amity College has a discipline committee in the Primary and Secondary section. This committee meets for
serious offences that have been committed in the primary and secondary section. The school discipline
committee head is the Principal. The Principal may call the committee in any emergency situation to discuss
the incident.
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10.7 Classroom Rules
It is crucial to provide a well ordered environment for the teaching and learning to take place effectively.
Learning will be limited in a disordered environment. Students are expected to obey the following rules at all
times. Failure to observe these rules results in disciplinary actions to be taken by the teacher. Students must
 Arrive to class on time. If a student arrives to class 3 minutes or more late, this will result in an
immediate Lunchtime Detention.
 Follow teacher’s directions immediately.
 Stay seated at all times. Students must not stand up, change their seat or wander around the room
without permission.
 Stand up immediately and wait to be seated:
o before the lesson starts as the teacher enters the room;
o at the end of the class as the teacher leaves the room;
o when an Administrative Staff Member enters the room during class.
 Seek the teacher’s permission when wanting to say something, answer a question etc. Students
must:
o Raise their hand to ask for permission to speak;
o Only speak if the teacher has given permission to do so;
o Stand up while speaking.
 Respect school property and environment.
o No littering. Even tiny bits of waste must go in to the rubbish bin.
o No leaning on chairs.
o No graffiti on classroom furniture or walls.
 Stay inside the class at all times during a lesson. Attend to personal needs before coming to class. To
go out during a lesson;
o Ask permission from the teacher – and be prepared for a probable ‘no’ respond;
o Fill in the relevant section in the student diary and present it to the teacher to initial;
o Take their diary with them.
 Present their Diary at all times. Keep your diary on the desk, visible to teacher. Take it with you for
practical classes.
 Refrain from eating or drinking in class. This includes, but is not limited to, chewing gum, lollies,
seeds, nuts.
 Keep quiet at all times. Listen carefully when others are speaking.
 Refrain from packing up and leaving the classroom before the bell.
 Respect personal space, rights and property of others. Even if you consider it as a joke, do not touch
other students’ belongings. Do not call names, tease or joke around. Remember, most arguments
and fights are initiated by silly jokes!
 Watch their language at all times, not only towards the teacher but also amongst themselves.
 At the end of the last period in the classroom for the day ensure that:
o Chairs are put up on tables;
o Any rubbish on the floor is picked up and put in the bin;
o The heater/cooler is switched off;
o The lights are switched off;
o The windows are closed – regardless of the weather.
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10.8 Playground and Building Rules
The following rules apply
 to all students, including year 12s and
 at all times, including after school, weekends and holidays (unless otherwise stated).
Students Must:
 Obtain an admin pass as they enter the school grounds,
o If they do not have a “student diary”.
o If they are not obeying the “Uniform and Appearance Regulations”.
Admin passes are issued by Year Level Coordinators until 9:10 am every morning.
 Use the BHS Gate during school days (Boys only).
o This includes early in the morning or late in the afternoon.
o Main entrance can be used during weekend courses and holiday camps.
 Not enter the staffroom and tearoom at any time.
o Students may enter the tearoom only when accompanied by a teacher.
 Approach secretary for photocopy, printout and phone needs.
o Prepaid cards need to be used for this purpose.
o Unless the secretary is away, do not ask teachers to photocopy for you.
o Try to finalise printout needs at home.
 Play thoughtfully and watch the youngsters in the playground.
o No soccer or any other football game on the concrete area (Boys only – handball soccer
excluded).
o Stop playing at the warning bell, 5 minutes before the lesson starts.
o Not play in the rain.
o Not play tackle-rugby in any field.
 Not eat or drink on the Grass Area (Boys only).
 Not to litter.
 Not enter the classrooms without a teacher, even if the door is open.
o Call an administration member if a teacher has not arrived yet.
 Not enter the “Out of Bound Areas”. Out of bound areas include, but is not limited to;
o GHS/BHS side, respectively
o Car park
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SECTION 6 - LIVING IN SYDNEY
11.1 Sydney General Information
Sydney is the state capital of New South Wales and the most populated city in Australia with just over
5,000,000 residents. It is located on Australia’s east coast and the city surrounds the world’s largest natural
harbour. It is bordered by many beautiful beaches to the east and the Blue Mountains to the west, the
Hawkesbury River to the north and the Royal National Park to the south.
The central business district of Sydney fronts the harbour at Circular Quay at the south side of the Harbour
Bridge. It contains many high rise commercial buildings and world class shopping centres together with art
galleries, museums and theatres, the most famous of which is the sail like structure of the Sydney Opera
House. Sporting facilities are close by at Moore Park and the Sydney Olympic Village at Homebush.
Sydney enjoys a humid subtropical climate with warm summers, cool winters and uniform rainfall
throughout the year.
For more information about living and studying in Australia please visit www.studyinaustralia.gov.au
Visa Information
A full fee paying overseas student requires a valid passport and student visa to attend school in Australia.
Information about student visas can be found at www.border.gov.au/Trav/Stud/More/Visa-conditions/visaconditionsstudents. Please see the section in the Application for Enrolment section for necessary
requirements to apply for this visa.
Customs and Quarantine
Australia has strict customs and quarantine rules. Strict rules prohibiting or restricting the entry of drugs,
weapons, firearms, protected wildlife and associated products apply. Please refer to the Australian Customs
Service website for further information www.australia.gov.au
Australia has a very strict quarantine policy. It is important that you declare any items in your luggage that
you may be unsure of to avoid prosecution for bringing forbidden items into the country. Please refer to the
Department of Agriculture website for further information at www.agriculture.gov.au
Roads and Traffic
In Australia people drive on the left hand side of the road. If this is different to your country, you need to be
very careful when crossing the road
Water usage
The water in Australia is clean and you are able to drink straight from the tap. However Australia is a much
drier country than others and therefore water usage must be managed carefully.
Electricity
The electrical current in Australia is 220-240 volts, AC 50 Hz. The Australian three-point pin power outlet is
different from many other countries. You may need an adapter which you can purchase from electrical shop
and at airports. You may also need a voltage converter for 110 volt appliances.
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Food
Traditionally food in Australia is a reflection of the country’s English heritage with a typical main meal being
served on one plate with a portion of protein (beef, lamb, pork, chicken or fish) a portion of carbohydrate
(potato, pasta or rice) and two or three vegetables or salad. Increasingly Australians are enjoying more
diversity in their food as the country welcomes people of different countries and cultures into its
community. At Shore the Boarder’s Dining Room offers a selection of different options for every evening
meal

Australian Culture & Etiquette
Greeting People
When meeting someone for the first time, it is usual to shake the person's right hand with your right hand.
People who do not know each other generally do not kiss or hug when meeting. When you first meet
someone, it is polite not to talk about personal matters. Many Australians look at the eyes of the people
they are talking with. They consider this a sign of respect, and an indication that they are listening. Do not
stare at the person for a long time. You can address a new acquaintance using their title and family name.
You may use their first name when they ask you to or use it in the introduction. In the workplace and among
friends, most Australians tend to be informal and call each other by their first names.
Polite Behaviour
'Please' and 'thank you' are words that are very helpful when dealing with other people, and buying goods
or services. When asked if you would like something, like a cup of tea, it is polite to say, 'Yes please', or just
'please' if you would like it, or 'no, thank you' if you do not. When you receive something, it is polite to thank
the person by saying 'thank you'. Using these words will help in building a good relationship.
Australians often say, 'Excuse me' to get a person's attention and 'sorry' if we bump into them. We also say,
'Excuse me' or 'pardon me' if we burp or belch in public or a person's home.
You should always try to be on time for meetings and other visits. If you realise you are going to be late, try
to contact the person to let them know. This is very important for visits to professionals as you may be
charged money for being late or if you miss the appointment without notifying them before the
appointment time.
Clothing Customs
The types of clothing that people wear reflect the diversity in our society just as much as the variation in
climate. There are no laws or rules on clothing, but you must wear certain clothing for work situations. Most
workplaces have dress standards. Outside of the work situation, clothing is an individual choice; many
people dress for comfort, for the social situation or the weather. Clubs, movie theatres and other places
require patrons to be in neat, clean clothes and appropriate footwear.
People from other countries can choose to wear their national dress. They may be religious or customary
items and include monks' robe, a burqa, a hijab or a turban. As a tolerant society with people from many
different cultures, clothing is a part of cultural beliefs and practices that is encouraged.
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11.2 Indicative Living Expenses in Sydney
Cost of living in Sydney is moderately highly, the average monthly living expenses are over $1000 per month
and this excludes initial establishment costs of between $1500-$3000. Below is a non-exhaustive list of
expenses students may experience.
Monthly Expense

Estimated Cost

Rent / Board
600.00
Food & grocery
200.00
Internet
30.00
Mobile Phone
50.00
Transportation
50.00
Entertainment
100.00
Educational
50.00
Other
40.00
TOTAL:
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