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for the purposes of section 80(a) of the Public Sector Management Act 1994 (WA) and
are therefore to be observed by all Department of Training and Workforce
Development employees.
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1. POLICY STATEMENT
This policy details the processes for admission and enrolment of international students
applying and enrolled with TAFE International Western Australia (TIWA).

2. SCOPE

This policy applies to prospective and accepted international students applying and
enrolled in any course offered by TIWA. This policy covers the admissions and
enrolment activities undertaken by TIWA when a prospective international student
applies to study in Western Australia.

3. PRINCIPLES

Through its admission and enrolment processes, TIWA will ensure that:

¢ students are recruited in an ethical and responsible manner;

e it provides accurate information that enables students to make informed choices about
studying with TIWA in Western Australia;

e it provides accurate advice to prospective students about the training product/s appropriate
to meet their needs, taking into account their existing skills and competencies;

e students’ qualifications, experience and English language proficiency are appropriate for
courses for which they are seeking admission; and

¢ students are provided with a written agreement that sets out the services to be provided,
tuition and non-tuition fees payable and TIWA's refund policy.

4. BACKGROUND

This policy sets out the standards and procedures TIWA follows in order to ensure
compliance with requirements set out in the National Vocational Education and
Training Regulator (Compliance Standards for NVR Registered Training Organisations
and Fit and Proper Person Requirements) Instrument 2025, the National Vocational
Education and Training Regulator (Outcome Standards for NVR Registered Training
Organisations) Instrument 2025 and the National Code of Practice for Providers of
Education and Training to Overseas Students 2018 (National Code 2018), to enable
and support informed choices for clients and learners by providing factual information
whether this is done directly (including through the website) or by a third party,
including an education agent.

5. DEFINITIONS AND ACRONYMS

51 CoE
Means Confirmation of Enrolment, which is an official document, provided
electronically, which is issued by a CRICOS registered RTO to an international
student after they have accepted the offer of a place in a course. The CoE must be
submitted to the Department of Home Affairs as part of an application for a student
visa as it confirms the student’s eligibility to enrol in the specified course.

5.2 CRICOS
Means the Commonwealth Register of Institutions and Courses for Overseas
Students. Education providers must be registered on CRICOS to be able to enrol
international students to study in Australia on a student visa. A CRICOS registered
provider must also have any course/s registered on CRICOS to be able to offer and
enrol international students to study that course.
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5.3 Letter of Offer
When an international student’s application is accepted, the RTO issues a Letter of
Offer. The Letter of Offer confirms that the student has met the entry requirements
for the specific course they have applied for and are being formally offered a place to
study.

5.4 PRISMS

Means the Provider Registration and International Student Management System. PRISMS is
the information management system used by Department of Education and the Department
of Home Affairs to record international student program enrolment details.

5.5 Provider default
Occurs when TIWA defaults, in relation to an international student or intending
international student and a course at a location, if:
(a) either of the following occurs:
(i) TIWA fails to start to provide a course to a student at the location on the
agreed starting day; or
(ii) the course ceases to be provided to the student at the location at any time
after it starts but before it is completed; and
(b) the student has not withdrawn before the default day.

56 TIWA
TAFE International Western Australia (TIWA) is the unit within the Western
Australian (WA) Department of Training and Workforce Development responsible for
the recruitment, admission and enrolment of international students studying at WA
TAFE colleges and WA Government schools. TIWA is a Registered Training
Organisation (RTO) and CRICOS registered provider.

5.7 Tuition Protection Service (TPS)
The Tuition Protection Service (TPS) is an initiative of the Australian Government to
assist international students whose education providers are unable to fully deliver
their course of study. The TPS ensures that international students are able to either:
e complete their studies in another course or with another education provider, or;
e receive a refund of their prepaid unspent tuition fees.

6. PROCEDURES

6.1  Application and Admission

6.1.1 Prior to enrolment, and before any fees are required to be paid, TIWA will provide
prospective students with comprehensive, current and plain English information on:

e the requirements for an international student’s acceptance into a course, including
the minimum level of English language proficiency, educational qualifications or
work experience required, and course credit if applicable;

e information on the training products offered including the course code and title,
CRICOS course code, the course qualification, award or other outcomes, course
content, modes of study for the course including compulsory online and/or work-
based training, placements, other community-based learning and collaborative
research training arrangements;

¢ information on training and assessment being delivered on its behalf by a third-
party including the name and contact details of any third party providing training,
assessment, and related educational and support services on TIWA’s behalf;

e assessment methods;

e estimated course duration and holiday breaks;

e requirements for course attendance and progress;
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e the course qualification, awards or other outcomes;

e campus location and a general description of facilities, equipment, and learning
and library resources available to students;

e the details of any arrangements with another provider, person or business who
will provide the course or part of the course;

¢ indicative tuition fees and non-tuition fees, including advice on the potential for
changes to fees over the duration of a course;

e TIWA’s cancellation and refund policies;

e the grounds on which the student’s enrolment may be deferred, suspended or
cancelled;

¢ information on internal and external complaints and appeals processes;

e details of all fees payable by the student for the course;

e student’s consumer rights and TIWA'’s refund process, including an explanation of
what happens in the event that TIWA fails to deliver a course and the role of the
TPS;

e the ESOS framework;

e TIWA’s policy and process for approving the accommodation, support and
general welfare arrangements for international students under the age of 18; and

e accommodation options and indicative costs of living in Australia.

TIWA will process a prospective international student’s application, and assess and
verify whether an appropriate and suitable education program is available (with
consideration of current course quotas).

TIWA may, at its absolute discretion, require a prospective international student to apply
via an appointed education agent, where TIWA deems this is a suitable measure to
manage visa risk.

As part of the pre-enrolment assessment process, TIWA will review prospective
students’ academic and educational history, and other relevant information, to
determine whether a prospective student is suitable to be able to engage in the learning
and achieve the outcomes of their selected course/s. This review may include
consideration of existing skills and competencies, English language proficiency,
Language, Literacy and Numeracy indicators, age (where relevant), and other
information relevant to course participation for acceptance.

English language testing results (where provided), previous academic records, and any
other forms of testing (as required) used during the pre-enrolment application process
will be considered to assess enrolment suitability. This information will assist in
identifying any learning, wellbeing or adjustment support that may be required to
support the student’s successful participation and progression.

The review of a prospective student’s digital literacy is undertaken by TIWA after the
determination to make an offer of admission is made and prior to enrolment, using a
digital literacy self-assessment tool. The digital literacy self-assessment is used to
identify the nature and level of digital support required to support a student’s learning.
Digital literacy screening is not used to determine acceptance or refusal of admission
to a course.



OFFICIAL

6.1.7 Based on the outcomes of the pre-enrolment review, and where required, TIWA will
provide prospective students with informed advice on the suitability of a course for
them. This may include information on the level and type of training, wellbeing, digital
and/or other support required, or suitable alternative or additional pathway options,
based on the individual skills, competencies and circumstances of each prospective
student.

6.1.8 TIWA will clearly outline any conditions related to a prospective student’s admission
into a training product in the Letter of Offer.

6.1.9 TIWA may, at its absolute discretion, not proceed with a prospective international
student’s application.

6.1.10 TIWA will send a written agreement, in the form of a Letter of Offer, to successful
applicants that must be signed or otherwise accepted by the student, or the student’s
parent/legal guardian if the student is under the age of 18.

6.1.11 TIWA will ensure the Letter of Offer includes the following information in plain English:

an outline of the course(s) in which the student is to be enrolled, including the
expected course start date, the campus location(s) and offered modes of study for
the course;

any pre-requisites necessary to enter the course(s), including English language
requirements where specified;

any conditions imposed on the student’s enrolment;

a list of all tuition fees payable by the student for the course, the periods to which
those tuition fees relate and payment options;

details of any non-tuition fees the student may incur, including as a result of having
their assessments reassessed, deferral of study, fees for late payment of tuition
fees, or other circumstances in which additional fees may apply;

the circumstances in which personal information about the student may be
disclosed by TIWA, the Australian Government (including the TPS), or state or
territory agencies, in accordance with the Privacy Act 1998;

information on internal and external complaints and appeals processes;

a statement that the student is responsible for keeping a copy of the written
agreement supplied by TIWA, and receipts of any payments of fees;

details of refunds of tuition and non-tuition fees including amounts that may or may
not be repaid to the student, including any amounts collected by education agents
on behalf of TIWA;

details on TIWA's refund process, including an explanation of what happens in the
event that TIWA fails to deliver a course and the role of the TPS;

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

a statement that while in Australia and studying with TIWA, the student must notify
their school and TIWA of any changes to contact details and/or who to contact in
emergency situations within 7 days of the change; and

links to supplementary material including TIWA’s Start Planning Guide.

6.1.12 On receipt of the student’s payment and written acceptance of their Letter of Offer, and
the meeting of any conditions, TIWA will issue the CoE to the student.
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Enrolment and Student Management
TIWA will receive and process student tuition fee payments, including requests for
instalment plans, and follow up of all outstanding tuition fees.

In collaboration with the TAFE college, students are provided an orientation program

that provides information about:

e support services available to assist international students adjust to study and life in

Australia;

English language and study assistance programs;

any relevant legal services;

emergency and health services;

College facilities and resources;

complaints and appeals processes;

requirements for course attendance and progress;

the support services available to assist students with general or personal

circumstances that are adversely affecting their education in Australia; and

e services that students can access for information on their employment rights and
conditions, and how to resolve workplace issues.

TIWA will update a student’s enrolment details via PRISMS, when a student fails to
start their course on the agreed start date and has not negotiated an alternative start
date. TIWA will update the student’s enrolment details in PRISMS within 14 days of the
default occurring for students under the age of 18 and within 31 days for students over
the age of 18.

Where TIWA is unable to provide a course, or services, for which an accepted student
has prepaid fees, TIWA will notify the affected student of the provider default as soon
as practicable and no later than within 3 business days of the provider default date.

6.2.4.1 TIWA will assist the affected student to be placed into an equivalent course
at a location that is suitable for the student, and offer the alternate
placement to the student in writing for them to accept, at no additional cost to
the student; or

6.2.4.2 TIWA will provide the affected student with a refund, in line with the TAFE
International Western Australia Fee Payment and Refund Policy.

6.2.4.3 TIWA will report the provider default, and the outcome, via PRISMS.

TIWA will process requests from students regarding changes to their enrolment. This
may include requests to change course, refund fees, defer their commencement,
temporarily suspend and/or withdraw from study, or transfer to another provider.

TIWA will manage and monitor its database to ensure the currency and accuracy of

student enrolment data, relevant for TAFE enrolments. This includes:

e providing timely resolution to any data discrepancies identified, in consultation with
the TAFE college; and

e securely storing student documentation including application and supporting
documentation used to determine a student’s admission.

TIWA will retain records of all written agreements with students, as well as receipts of
payments made by students under written agreements, for at least 2 years after the
person ceases to be an accepted student.
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7. GUIDELINES

N/A

8. RELATED POLICIES AND OTHER RELATED DOCUMENTS

Application to Defer form

Change of Course Application Form for University Packages

Change of Course/Campus Application Form

Continuing Student Application Form

Continuing Student Form

Letter of Offer documentation

TAFE International Western Australia Admissions and Enrolment Policy - Schools
TAFE International Western Australia Care of International Students Policy

TAFE International Western Australia Complaints and Appeals Management Policy
TAFE International Western Australia Course Progress Policy

TAFE International Western Australia Credit Transfer Policy

TAFE International Western Australia Deferral Suspension or Cancellation Policy
TAFE International Western Australia Education Agent Management Policy

TAFE International Western Australia Fee Payment and Refund Policy

TAFE International Western Australia Marketing Information and Practices Policy
TAFE International Western Australia Recognition of Prior Learning (RPL) Policy
TAFE International Western Australia Student Code of Conduct Policy

TAFE International Western Australia Transfer and Release Policy

9. RELEVANT LEGISLATION

Education Services for Overseas Students Act 2000

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

National Vocational Education and Training Regulator (Compliance
Standards for NVR Registered Training Organisations and Fit and Proper
Person Requirements) Instrument 2025

National Vocational Education and Training Regulator (Outcome Standards
for NVR Registered Training Organisations) Instrument 2025

10. REVIEW DATE
4 June 2028

Development Date June 2014 Version 1

Revision History

Date Name Reason Outcome and Changes
April 2015 Director Continuous Reflects business process changes
V2.0 Academic Improvement
Strategy
July 2016 Director Updated to reflect change from STPs to
V2.1 Academic Sectoral changes | TAFE colleges; and ETI to TIWA
Strategy
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Jan 2018 Director National Code Updated to reflect change from
V2.2 Academic 2018 changes National Code 2007 to National Code
Strategy 2018
March 2019 |Manager Continuous Annual Policy Review
V3.0 Education improvement
Programs
Manager Continuous Policy Review
2022 Customer Improvement
Services
2024 Manager Quality | Policy review Updated template and amendments to
and Compliance Policy Statement, Scope, Principles,
Background, Definitions and
Acronyms, Procedures, Related
Policies and Other Related Documents
and Relevant Legislation sections to
incorporate feedback from external
auditor.
2025 Manager Policy review to |Amendments to Definitions and
Customer align with 2025 | Acronyms, Procedures, Related
Services Standards for Policies and Other Related Documents
RTOs and Relevant Legislation sections
following policy review.
2026 A/Associate Policy review to |Amendments to Procedures section
Director, align with 2025 | following policy review and alignment
Customer Standards for with TAFE colleges.
Service, Quality |[RTOs
and Compliance

11. CONTACT INFORMATION
TAFE International Western Australia Service
Delivery Directorate

APPENDIX
N/A




