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Under 18 International Students
Procedure

Section 1 - Governing Policy
(1) These Procedures are governed by the Under 18 International Students Policy.

Section 2 - Definitions
(2) Terms used in this Policy and associated procedures are consistent with the Glossary of Student and Course
Terms. The following specific definitions also apply:

Term Definition

Accommodation service provider means a provider the University approves to provide accommodation services to
international students who are under 18 years of age.

Welfare service provider means a provider the University approves to provide welfare services to international
students who are under 18 years of age.

National Code means the National Code of Practice for Registration Authorities and Providers of
Education and Training to Overseas Students 2018.

Authorised representative means the education agent who entered into a written agreement with the University to
formally represent it.

Section 3 - Scope/Application
(3) These Procedures apply to all international students under 18 years of age, their authorised representatives who
applied for the ACU Foundation Studies Program as a pathway to undergraduate degrees, all members of University
staff, and accommodation and welfare service providers approved by the University.

(4) This Procedure is to be read in conjunction with relevant University policies, including the Under 18 International
Students Policy, Admission to Coursework Programs Policy, Safeguarding Children, Young People and Adults at Risk
Policy, Critical Incident Management Policy, Privacy Policy and Standard 5 of the National Code of Practice for
Registration Authorities and Providers of Education and Training to Overseas Students 2018.

Section 4 - Enrolment of International Students
Under the Age of 18
(5) The University only accepts international students under 18 years of age who will be staying with a parent or a
legal custodian or who are going to study the Foundation Studies Program at ACU under welfare, support and
accommodation arrangements organised by service providers approved by the University.

(6) Under no circumstances will the University enrol international students who are under 17 years of age at the
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commencement date of the course.

(7) International students under 18 years of age who are going to stay with parent or relatives in Australia must
request approval from the relevant Australian Government department. The University will not be responsible for their
welfare and accommodation arrangements. The nominated ‘guardian’, as defined in the Migration Regulations 1994
(Cth), must meet the relevant Australian Government department’s requirements.

(8) International students under 18 years of age may request the University to take responsibility for their welfare
arrangements until they turn 18. Students must use specific welfare and accommodation service providers approved
by the University. The University will then be responsible for their accommodation and welfare arrangements, issue a
Confirmation of Appropriate Accommodation and Welfare (CAAW) together with a Confirmation of Enrolment (CoE) for
the purpose of applying for a student visa.

(9) The University will only approve the welfare, support and accommodation arrangements once provided with copies
of binding agreements with the accommodation service provider and the welfare service provider in accordance with
Section 4, clause (8)of this Procedure. Approved support, accommodation and welfare arrangements must be
confirmed from at least seven days prior to the Foundation Studies Program commencement date until seven days
after the last day of study indicated in the Confirmation of Enrolment (CoE), or until the student turns 18 years of age.

(10) The University will inform the relevant Australian Government department of the dates for which the University
will begin and cease to take responsibility for the student via the Provider Registration and International Student
Management System (PRISMS).

(11) International students under 18 years of age seeking variations of enrolment must contact the International
Student Advisor for further assessment in accordance with Section 6 clause(23) of this Procedure.

Section 5 - Governing Policy
(12) The appointment of welfare and accommodation providers will be undertaken by a committee comprising the Pro
Vice-Chancellor (Global and Education Pathways), the Associate Director, Strategic Support and Operations and the
National Manager, Student Accommodation.

(13) The Committee will seek Expressions of Interest from relevant providers in accordance with the Procurement
Policy including probity checks.

(14) When selecting University approved service providers the matters considered by the Committee will include, but
not be limited to:

all adults involved in the provision of welfare and accommodation services must hold current working witha.
children clearances;
fees and charges:b.

cancellation policy;i.
availability of staff contacts;ii.
published policies and procedures and information available on the internet;iii.
evidence of ongoing student support;iv.
insurance;v.
critical incident management; andvi.

additionally for accommodation providers:c.
facilities and transport access;i.
curfew management;ii.
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gender segregation where applicable.iii.

Section 6 - Monitoring welfare, Support and
Accommodation Arrangements of Under 18
International Students Who are Going to Study at
ACU Under Arrangements Organised by Service
Providers Approved by The University
(15) Prior to the University’s Orientation the International Student Advisor must ensure that international students
under 18 years of age have received all information relating to the University’s orientation, enrolment, pre-departure,
arrival details (including flight details), airport pick-up, accommodation and welfare arrangements.

(16) Prior to the University’s Orientation the Senior International Student Advisor must ensure that the welfare and
accommodation service providers have received all information relating to the University’s orientation, enrolments,
pre-departure and procedures to deal with events and incidents in accordance with the Critical Incident Management
Policy.

(17) In accordance with the Privacy Policy and associated procedures, upon arrival the International Student Advisor
will reconfirm and record the student’s current residential address, mobile number (if any) and e-mail address (if any),
who to contact in emergency situations, the contact details of the student’s parent(s), legal custodian or any adult
responsible for the student’s welfare. The International Student Advisor will also ensure the student is given
information on who to contact in emergency situations, including contact numbers of a nominated staff member and
accommodation and welfare service providers; and how to seek assistance and report any incident or allegation
involving actual or alleged sexual, physical or other abuse.

(18) The International Student Advisor must set up monthly appointments with the student on campus to check on
their welfare and accommodation arrangements until the student turns 18 or ceases to be a student of the University.
The International Student Advisor must also regularly monitor the services provided by accommodation and welfare
service providers until the student turns 18 or ceases to be a student of the University in accordance with Section 5 of
this Procedure.

(19) The International Student Advisor must record any change in the student’s contact details, attempt to resolve and
report issues to the relevant staff of the University as well as relevant welfare and accommodation service providers
immediately upon being notified.

(20) All notes from appointments and incidents related to Section 6, clauses (17) and (18) of this Procedure must be
recorded and kept in the student’s file.

(21) If the International Student Advisor is unable to contact the student and has concerns for the student’s welfare,
the matter must be escalated to the Senior International Student Advisor who will take all reasonable efforts to locate
the student.

(22) The Senior International Student Advisor or the International Student Advisor must notify the National Security
Centre immediately upon being notified of events or incidents in accordance with the Critical Incident Management
Policy.

(23) Variations in Confirmation of Enrolment (CoE) must be processed in accordance with the University’s policies and
procedures and submitted to the International Student Advisor for review and to the Senior International Student

https://policy.acu.edu.au/document/view.php?id=331
https://policy.acu.edu.au/document/view.php?id=331
https://policy.acu.edu.au/document/view.php?id=190
https://policy.acu.edu.au/document/view.php?id=331
https://policy.acu.edu.au/document/view.php?id=331


This policy document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. It is the responsibility of staff printing this document to always refer to the ACU Policy Portal for the latest version.

Page 4 of 6

Advisor for approval considering the following factors and evidence provided before approving a request to vary the
enrolment:

the student has alternative welfare, support and accommodation arrangements approved by the University ora.
another registered education provider; or
care of the student by a parent or nominated relative is approved by the relevant Australian Governmentb.
Department; or
the student leaves Australia; orc.
the University has notified the relevant Australian Government Department that it is no longer able to approved.
the student’s welfare arrangement and that it has taken the required action after not being able to contact the
student. This will occur after further investigation of the event in accordance with clause (22) of this Procedure.

Section 7 - Monitoring the Suitability of Welfare and
Accommodation Service Providers
(24) The University will monitor the suitability of a students’ accommodation, support and welfare arrangements by
verifying that:

the welfare and accommodation service providers have provided a current and accurate staff directory to thea.
student, including an emergency point of contact which must be available 24 hours a day, seven days a week;
the welfare and accommodation service providers have demonstrated that any staff who will interact directlyb.
with the student comply with Working with Children or Vulnerable People Check (WWC/V Check) requirements
in accordance with the Safeguarding Children, Young People and Adults at Risk Policy;
the student’s accommodation arranged by the accommodation service provider is within 45 minutes travel timec.
from the campus they are required to attend;
the welfare and accommodation service providers record every interaction with the student in their own data-d.
base and that access to those records are available to the University staff for verification anytime, that every
record saved in the data-base is appropriately stored, secured and backed up, made available to the University
staff for future reference if required, and that this information can be provided to the University as a
comprehensive report listing the dates each interaction took place;
the accommodation service provider has had regular communication with the student’s parent or legale.
custodian at least once every month, and with the welfare service provider at least once every two months;
the welfare service provider has had regular communication with the student’s parent or legal custodian atf.
least once every month, and with the accommodation service provider at least once every two months;
the accommodation service provider allows a representative of the welfare service provider access to theg.
premises where the student resides as required during standard working hours;
that detailed information on critical incidents have been provided by the welfare and/or accommodation serviceh.
provider(s) and that the University procedures have been followed appropriately;
the accommodation service provider has provided evidence to the University that it has conducted a physicali.
inspection to assure the accommodation is appropriate for the student’s age and needs at least six months
prior to the student’s arrival and at least six months thereafter. The University must also join the inspection
performed by the accommodation service provider or arrange their own inspection at an alternate time;
the welfare service provider has produced evidence that it has:j.

personally met the student and inspected the accommodation arranged for the student within 48 hoursi.
of their arrival;
personally met the student at least once every fourteen day cycle after the student’s arrival;ii.
contacted the student by phone every week, unless meetings in person are scheduled on that particulariii.
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week;
personally met the student at premises where the student resides within every six months cycle after theiv.
student’s arrival. The welfare service provider must have consent from the student and the
accommodation service provider prior to visiting the student.

the accommodation service provider has arranged suitable accommodation for the student in a segregatedk.
area divided by gender;
the student is satisfied with the welfare and accommodation arrangements and that both providers have takenl.
all reasonable steps to address the student’s concerns if any.

(25) The University will monitor the suitability of accommodation providers by conducting a review every six months
taking in consideration the matters included in Section 5 and Section 7, clause (24) of this Procedure

(26)  For the purposes of Section 7 of this Procedure, University refers to a staff member of Global and Education
Pathways appointed from time to time to discharge responsibilities including (but not limited to) issuing Confirmation
of Enrolments (CoE) and/or monitoring service providers, inspecting accommodation premises and liaising directly
with students.

Section 8 - Additional Requirements Applicable to
Welfare and Accommodation Service Providers
(27) Welfare and accommodation service providers must advertise and comply with their policies and procedures.
Policies and procedures must include:

fee structure and process for refunds;a.
list of support staff and their responsibilities;b.
accommodation service providers must also advertise:c.

rules students must follow during their stay;i.
process to handle complaints and escalation;ii.
provisions to arrange alternative rooms if required.iii.

(28) Welfare service providers must provide a copy of binding agreements between the student and the welfare
service provider to the student and the University as soon as practicable within reasonable timeframes.

(29) Accommodation service providers must provide a copy of binding agreements between the student and the
accommodation service provider to the student and the University as soon as practicable within reasonable
timeframes.

(30) Accommodation service providers must confirm student’s placements in writing to the student and the University
at least two weeks prior to the course proposed date as stated on the student’s letter of offer.

Section 9 - Associated Information
(31) For related legislation, policies, procedures and guidelines and any supporting resources please refer to the
Associated Information tab.
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