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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards National Code of Practice for Providers of Education and Training to 

Overseas Students 2018 – Standards 2, 3, 5, 7 and 8 where 
applicable; 2025 Standards for RTOs – learner information, 
suitability, support, complaints and appeals, and recordkeeping 
requirements 

Legislation or Other 
Requirements 

Education Services for Overseas Students Act 2000; National 
Vocational Education and Training Regulator Act 2011; Privacy Act 
1988; Student Identifiers Act 2014 

Related Documents Pre-Enrolment Policy and Procedure; Language, Literacy, Numeracy 
and Digital Literacy Policy and Procedure; Transfer of Provider Policy 
and Procedure; Fees, Charges and Refunds Policy and Procedure; 
Written Agreement / Letter of Offer templates; Student Support 
Policy and Procedure; Complaints and Appeals Policy and 
Procedure; Records Management Policy 

 

1. Purpose 

This policy has been developed to ensure the integrity of international student admissions decisions by setting 
clear responsibilities and accountabilities and to ensure that admissions and enrolment processes are transparent, 
consistent and fair. 

It also ensures that overseas students are recruited responsibly, enrolled in suitable courses, and provided with 
accurate pre-enrolment information and written agreements before enrolment is formalised. 

2. Objective 

MBC will ensure that overseas students are responsibly recruited, correctly enrolled into appropriate course(s), and 
that accurate records are maintained and reported as required. 

MBC will also ensure that each overseas student is placed in a class and course appropriate to their English 
language proficiency level, learning goals, support needs, and written agreement. 
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3. Scope 

This policy applies to all current, prospective and previous international students, staff, education agents, 
contractors, and other stakeholders involved in admissions, pre-enrolment, suitability review, written agreements, 
enrolment and eCoE issuance. 

4. Key Principles 

Admissions decisions must be fair, evidence-based, documented and made by authorised staff. 

MBC must provide accurate and current information to prospective overseas students before enrolment. 

MBC must assess whether the course is appropriate to the student’s qualifications, English language proficiency, 
goals, support needs and learning capacity. 

MBC must not knowingly enrol an overseas student who is transfer restricted unless a lawful exception applies. 

A written agreement must be entered into concurrently with or before accepting fees, in accordance with the ESOS 
Act and National Code 2018. 

5. Enquiry Stage 

For an international student enquiry, the prospective student may be provided with current marketing material, an 
International Student Application Form, Fees and Refund information, general course information and advice to 
access the MBC website. 

Enquiries may also be directed to MBC’s website and approved education agents where applicable. 

6. Application Stage 

On receiving a completed International Student Application Form, MBC will review the application and determine 
whether further information or an interview is required. 

Applicants must be advised to supply evidence of the required English language proficiency for the course(s) 
applied for and any other documentation related to the admission requirements. 
Where the applicant is in Australia, they may be booked for an interview. Where the applicant is offshore, 
interviews may be conducted online or at another suitable time before enrolment is finalised. 

7. Suitability Interview and Pre-Enrolment Review 

The applicant may be interviewed by a suitably qualified staff member who will assess the extent to which the 
student’s qualifications, proficiencies and study goals are appropriate to the course. 
The submission is to be evaluated by an authorised staff member who will assess the extent to which the student’s 
qualifications, proficiencies and support needs are appropriate to the course and make any LLND decisions in 
accordance with MBC’s LLND Policy and Procedure. 
An LLND assessment or approved equivalent process will be conducted prior to enrolment. 

Any applicant under the age of 18 will not be admitted unless MBC has formally established compliant systems for 
under-18 enrolment and welfare, which MBC does not currently operate. 

8. Offer and Acceptance 

Successful applicants will be issued with a Letter of Offer and Student Acceptance Agreement / Written Agreement. 

Unsuccessful applicants will be advised in writing that the application has not been approved. 

To accept the offer, the student must complete the required acceptance documentation and make payment or 
provide evidence of payment for the agreed fees and compulsory medical insurance where applicable. 
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9. Information to Be Provided Before Enrolment 

Prior to accepting an overseas student for enrolment in a course, MBC must make the following information 
available in plain English: 

• the requirements for acceptance into the course, including minimum English language proficiency, educational 
qualifications, work experience and course credit if applicable; 

• the CRICOS course code, course content, modes of study including compulsory online and/or work-based 
training, placements and assessment methods; 

• course duration and holiday breaks; 

• the course qualification, award or other outcomes; 
• campus locations and facilities, equipment and learning resources available; 

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

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

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

• the ESOS framework and official Australian Government material or links to this material online; 
• where relevant, the policy MBC has in place for approving the accommodation, support and general welfare 
arrangements for younger overseas students; 

• accommodation options and indicative costs of living in Australia. 

10. Written Agreements 

MBC must enter into a written agreement with the overseas student or intending overseas student, signed or 
otherwise accepted by the student, concurrently with or prior to accepting payment of tuition fees or non-tuition 
fees. 

The written agreement must outline the course(s), expected start date, location(s), modes of study, prerequisites 
including English language requirements, any conditions imposed on enrolment, tuition and non-tuition fees, 
circumstances in which personal information may be disclosed, internal and external complaints and appeals 
processes, and the student’s obligation to keep a copy of the agreement and payment receipts. 
The written agreement must also include the required refund information, TPS explanation, Australian Consumer 
Law statement, and the student’s obligation to notify MBC of contact detail changes within 7 days. 

11. CoE Issuance and Enrolment Finalisation 

Once the student has accepted the written agreement, provided the required documentation, supplied or verified a 
valid USI where relevant, and met the fee/payment requirements, the Confirmation of Enrolment (CoE) may be 
generated and forwarded to the applicant for visa purposes. 
Orientation information, Student Handbook, timetable, fee schedule where applicable, and student identification 
requirements will be finalised at or before course commencement. 

PRISMS must be updated within the required timeframe for each accepted student. 

12. Younger Overseas Students 

MBC does not currently enrol students under 18 years of age. 

If MBC were to enrol a younger overseas student in future, it would first need to meet all Commonwealth, state or 
territory legislation and regulatory requirements relating to child welfare and protection and comply with National 
Code 2018 Standard 5. 
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13. Course Progress and Attendance Information 

Before the overseas student commences the course, MBC must clearly outline and inform the student of the 
requirements to achieve satisfactory course progress and, where applicable, satisfactory attendance in each study 
period. 

14. Incoming Transfers from Other Providers 

MBC must not knowingly enrol an overseas student seeking to transfer from another registered provider’s course 
prior to the overseas student completing six months of their principal course, except where one of the permitted 
National Code exceptions applies. 
Where the student is transfer restricted, MBC must check whether the releasing provider has recorded release in 
PRISMS, whether the provider or course has ceased, whether a sanction applies, or whether there is written 
government sponsor support. 
MBC’s Transfer of Provider Policy and Procedure applies to the assessment of such requests and must be 
followed. 

15. Records Management 

MBC must retain records of applications, interviews, LLND reviews, written agreements, payment receipts, eCoEs, 
transfer evidence, and enrolment decisions in accordance with ESOS, National Code and MBC recordkeeping 
requirements. 
Records of written agreements and receipts of payments made by students under the written agreement must be 
retained for at least two years after the person ceases to be an accepted student. 

16. Roles and Responsibilities 

CEO / PEO: approve admissions frameworks, oversee compliance and sign-off on escalated or exceptional 
admissions matters. 
Training Manager / Admissions Officer / Student Support Officer: assess applications, conduct interviews 
where required, arrange LLND assessment, prepare offers and acceptance documentation, and manage enrolment 
processing. 
Compliance / PRISMS Officer: ensure eCoE and PRISMS actions are accurate and completed within required 
timeframes. 
Education Agents: provide accurate current information and support responsible recruitment in accordance with 
their agreement and MBC policy. 

17. Continuous Improvement 

A summary of all international student admissions and enrolment matters will be presented as part of MBC’s 
Continuous Improvement and Management Meeting processes for review. 
The purpose of this review is to ensure that management becomes aware of repeat issues, common threads 
relating to general management and safety, and any general adverse trends requiring correction. 

18. Confidentiality and Privacy Statement 

MBC values and is committed to protecting the privacy of its staff, students and other stakeholders. Admissions 
and enrolment information will be handled in accordance with MBC’s privacy obligations and approved procedures. 

19. Publication 

This policy, once approved, will be available to all students and staff through MBC’s intranet, website, approved 
document access points, or on request. 
This policy and procedure will form part of the information distributed and communicated during staff orientation 
and relevant admissions / enrolment processes. 
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20. Review Processes 

Policy review frequency: Annually. 

Responsibility for review: Training Manager / RTO Manager / PEO. 

Approved policy decisions and changes will be documented in version control records, communicated to relevant 
staff, and uploaded to approved document locations. 


