Overseas Student Handbook 2016
Wenona’s vision is to educate and empower young women in a
global learning community, to serve and shape their world.
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1. General
Wenona School Limited (“Wenona” or “the School”) enrols a small number of Full Fee-paying Overseas
Students (FFOS) studying on a student visa subject to places being available. The School’s CRICOS Provider
Code is 02275A. The School deals directly with parents and does not deal with agencies or pay referral
fees for the recruitment of students. Wenona operates under the ESOS Act 2010 (www.aei.dest.gov.au/aei/
esos) including the 2007 National Code which is a set of consistent standards that govern the protection of
overseas students and delivery of courses to those students by providers registered on The Commonwealth
Register of Institutions and Courses for Overseas Students (CRICOS).
Overseas students who are enrolling at Wenona in Years 7 to 12 are required to reside in the School’s
Boarding House during term time, returning to the care of their families or guardians during non-term time,
exeat weekends or illness. Overseas students who are enrolling at Wenona in Kindergarten to Year 6 and
on rare occasions students enrolling in Years 7 to 12 may be given permission by the Principal to reside with
a parent who is living in Sydney full time and has a valid Guardian Visa.
Housed in heritage buildings, our boarders enjoy a welcoming, family-style boarding experience in
contemporary, newly-refurbished facilities. The girls come from diverse backgrounds and locations, with
a balanced mix of local, rural and overseas students. A strong pastoral care team supports our overseas
students. The team includes tutors, qualified English as an Alternative Language (EAL) teachers, Year
Coordinators, Heads of School, School Counsellors and the Careers Counsellor. Strong support is provided
by the Head of Boarding and the Boarding House community.
Wenona offers FFOS the NSW Board of Studies courses in Primary Level (Kindergarten to Year 6), CRICOS
Course code 041310B, Junior Secondary Level (leading to the award of the ROSA in Year 10 and 11) CRICOS
course code 041311A and Senior Secondary Level (leading to the award of the Higher School Certificate in
Year 12) CRICOS course code 040312M.
Wenona complies with all legal requirements related to overseas students, including the:
•
•
•

Education Services for Overseas Students (ESOS) Act 2000
ESOS Regulations 2001
National Code of Practice for Registration Authorities and Providers of Education and Training to
Overseas Students (The National Code).

Please visit www.aei.gov.au for further information about the ESOS regulations and your rights and
responsibilities as an overseas student.

2. How to apply to Wenona as an Overseas Student
To apply to study at Wenona, an overseas student must complete an Application for Enrolment form,
accompanied by a copy of the student’s passport and visa, results from an Australian Education Assessment
Services (AEAS) assessment (see below), and copies of the student’s two most recent school reports
(translated). Our classes are in English, and in order for us to meet a student’s learning needs an overseas
applicant must have a suitable English speaking and comprehension level (see levels outlined below).
Wenona requires an interview with the prospective student, either in person or by telephone or Skype.
A place may be offered at Wenona, conditional upon the applicant reaching this specified level of English
proficiency prior to commencement. This means that the place is held for the applicant at Wenona until the
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applicant has reached this level of English proficiency. Once the agreed level of English proficiency has
been attained, the applicant can commence attending Wenona and paying tuition and boarding fees.
If an overseas student is offered a place at Wenona, additional fees and an Overseas Student Bond are
required. Overseas students are required to pay medical, government and other costs that arise due to
their student status and in compliance with their visa requirements. All overseas students must continue to
meet all of the relevant visa requirements, including attendance requirements, as a condition of continuing
enrolment.
A current Schedule of Fees is included within our Prospectus. Wenona does not deal with agencies, nor
does the School pay referral fees for the recruitment of students.

3. Procedure for assessing overseas students’ English
proficiency and minimum level of English proficiency
All overseas students are required to submit an Assessment Report by the AEAS (Australian Education
Assessment Services). Testing consists of English Proficiency Tests (speaking, listening, reading, vocabulary,
and writing), a non-verbal general reasoning test, and a mathematical reasoning test. For further information
please contact:
AEAS Head Office
Level 1, 383 Clarendon Street
South Melbourne Victoria 3205
AUSTRALIA
Phone: (+61 3) 9645 0077 Fax: (+61 3) 9645 0088 Email: admin@aeas.com.au Web: http://aeas.com.au
Overseas students transferring between an Australian school and Wenona, who have less than one year’s
study in Australia, will be required to submit their AEAS testing results with their application.
Depending on the AEAS test results, additional EAL studies at a reputable English language college may
be required.
The minimum level of English proficiency depends on the year of entry, but generally Intermediate English
(ESL scale 4) is required for Years 7 to 10 and Upper Intermediate (ESL scale 5) for Years 11 to 12.

4. Recognition of prior learning towards the award
of the Higher School Certificate
A student's prior learning and experience in an informal or non-formal context, including study in other
systems and life/work experience, may exempt a student from some course requirements if the student is
able to demonstrate that she has already achieved some or all of the learning outcomes for that course.
Recognition of prior learning (RPL):
•
•
•

may be granted for a Preliminary course, part of a Preliminary course or part of an HSC course
cannot be granted for the whole of an HSC course
may be claimed in English.
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The prior learning for which recognition is sought must relate to the learning outcomes of a course (either
Board Developed or Board Endorsed) which is offered for Higher School Certificate study.
Students granted RPL for the Preliminary course are still required to complete the Board's eligibility
requirements for the Preliminary year.
Where the Principal grants RPL, the supporting documentation must be retained by the School.
Where RPL is given for the whole of a Preliminary course, the Records, Credentialling and Reporting
Branch of the Board must be notified by the Principal.
The student will be credentialled for the completed HSC course only and the HSC course units will count
towards the HSC pattern of study. The Preliminary course, for which RPL is given, is not credentialled and
does not count in the Preliminary pattern of study.
Recognition of prior learning is determined at the discretion of the Principal or her delegate.

5. Overseas students’ support services at Wenona
Current designated staff contacts for overseas students are:
•
•

Mrs Suzanne Newton: Head of Boarding snewton@wenona.nsw.edu.au
Mrs Belinda Stoneham: Director of Enrolments enrolments@wenona.nsw.edu.au

Current staff who provide support for all students at Wenona include:
•
•
•
•
•
•
•
•

Ms Carolyn Shaw: Head of Middle School (Years 7 to 9)
Mrs Suzanne Kerr: Head of Senior College (Years 10 to 12)
Mrs Beth Oakley: Dean of Studies
Dr Nicole Archard: Dean of Academic Studies
Ms Amanda O’Neil: Head of Educational Support Services
Ms Lindall Watson: Inclusive Education Coordinator
Year Coordinators
School Counsellors.

Wenona provides prospective overseas students relevant information including:
•
•
•
•
•

Information on the Wenona website
A current Wenona prospectus, Schedule of Fees and Application for Enrolment form
A current Overseas Student Handbook
The opportunity to visit the School and attend a guided tour of the facilities, including the Boarding
House
Directions to the Education Services for Overseas Students (ESOS) framework at the Australian
Education International website www.aei.gov.au
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6. English as an Additional Language (EAL) Support at Wenona
When Standard Australian English (SAE) is not a student’s first language, specific language learning needs
may arise. At the point of enrolment, or during the collection of current documentation six months prior to a
student’s commencement, the Director of Enrolments should share information and documentation provided
by parents about a student’s additional language learning needs with the relevant Head of Teaching and
Learning and the Head of Educational Support Services (ESS). Recommendations for pre-entry support
options will be made, dependent on the age of the student.
Overseas students will be asked to provide a report of English language proficiency from the Australian
Education Assessment Service (AEAS) prior to commencement and, dependent on the year of entry, a
recommendation may be made to enrol in an English Language Intensive Course for Overseas Students
(ELICOS). Higher levels of English language proficiency are increasingly essential for access to curriculum
in progressive years of schooling.
Students who are identified by ESS as requiring additional language learning assistance are allocated a
level of support using a three-tiered framework of intervention. This determination is made in consultation
with classroom teachers and ESL Scale assessment levels; it is also guided by the student’s identification of
their own learning challenges.

While dependent on individual need, generally a combination of inclusion and withdrawal support is most
beneficial for EAL students. In class, the EAL Teacher works to provide additional support for the student,
individually or in a small group, to assist with access, manipulation and response to class-based learning.
Alternatively, withdrawal support generally involves transferable English language skill development in
talking, listening, reading and writing.
It is essential for the first language and culture of students to be valued in the teaching and learning process.
The different complexities of learning to communicate versus learning to learn in an additional language
cannot be underestimated and time will be required for the student to obtain a level of mastery. Students
must be permitted to continue in the development of their first language and its structures, and in the
development of knowledge and concepts appropriate to their stage of development through their first
language. This may involve an extended period of bilingualism that spans several years. Higher levels of
functioning in a first language contribute to higher levels of functioning in subsequent languages.
ESS Profile documents are developed, implemented and monitored in a collaborative manner with the
student, parent/carers and other relevant educational stakeholders. The ESS Profile identifies long term/
short term academic and language learning goals, along with suggested strategies to assist the student in
achieving these goals. Additionally, the roles and responsibilities of all stakeholders are outlined, and clearly
defined timeframes for anticipated achievement or review are included.
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7. Overseas Student Orientation
All new students who commence at the start of the academic year attend an Orientation Day in November
of the year prior to entry. Current Wenona “buddies” will conduct a school tour to familiarise all new students
with the facilities, and meetings with all key staff will be arranged.
A new boarder orientation session is held in November of the year prior to commencement, at which new
boarders, including Overseas Students, participate in boarder activities including an overnight stay in the
Boarding House. New boarder parents and/or guardians also attend an orientation session to meet key
boarding and academic staff.
The Orientation program may include:
•
•
•
•

•
•
•
•
•
•
•
•

A welcome to the School
An introduction to key staff, Year Coordinators and Executive members of the School
Distribution of the Overseas Student and Boarding Handbooks as well as relevant curriculum
documents
Distribution of the Wenona Student Planner, which has information on Term and Holiday Dates, Student
Code of Behaviour, Attendance, Pastoral and Academic Care, Information and Communication
Technology, Personal Property and Safety, Health and Wellbeing, Information Centre processes, as
well as useful contacts
An explanation of uniform requirements and scheduling of uniform fitting appointments
Clarification of term dates and attendance requirements, particularly in regards to early departures
to the home country
An explanation of key aspects of the Australian Education system (eg assessments/rooming/
excursions/lockers etc.)
An explanation of day one arrangements
Distribution of bus timetables, routes and maps of the local area
Orientation to the local area, including banks, post office, bus and train stations, supermarkets
Orientation and assistance in opening a bank account, travelling by public transport
Important points of contact for any questions and/or problems arising before the start of school will
be discussed.

Note: A person who will act as translator will be available if necessary to ensure all issues are clearly
understood.
At all times, the Director of Enrolments is the key point of contact from enquiry to commencement stage.
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8. Wenona campus locations and general description of facilities
Wenona's Junior School includes Woodstock Infants (Kindergarten to Year 2) located within the campus at
207 Walker Street, North Sydney, and Hooke House (Years 3 to 6), which is located at 201 Walker Street,
North Sydney. Wenona’s Secondary School (Years 7 to 12) is located at 176 Walker Street, North Sydney.
Wenona’s facilities include a piazza learning space for Kindergarten to Year 2 students, three libraries, an
Evening Study Centre, two gymnasiums, a 25 metre indoor pool, garden café, Technology and Applied
Studies (TAS) workshops, Science laboratories, Visual Arts and Multimedia rooms and kiln, School Hall, as
well as general purpose classrooms, lecture rooms, gardens, playgrounds and common room areas for
senior students. Wenona has a Uniform Shop on site, as well as an ICT Service Centre.
The Independent Theatre is located on Miller Street and provides an exciting venue for music and drama
students, as well as a performance venue seating 300 people.
Wenona’s boarding facilities, (including accommodation, dining and common room areas) catering for 50
students across Years 7 to 12, are located in three heritage buildings on site.
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9. Living in Australia and the local suburb of North Sydney
A guide to studying and living in Australia can be downloaded from the following address:
https://www.studyinaustralia.gov.au/

The local area
North Sydney is located three kilometres north of the Sydney Central Business District (CBD) and is directly
linked to the Sydney CBD by road and rail across the Sydney Harbour Bridge. North Sydney railway station
is a short walk away, and North Sydney is a wharf stop on the Neutral Bay ferry service, which is part of the
Sydney Ferries network. It is possible to walk from parts of North Sydney to the city centre in less than 30
minutes, by way of the Sydney Harbour Bridge.
A taxi drive from Sydney Airport to Wenona takes approximately 25 minutes. Taxis Combined Services www.
taxiscombined.com.au or 133 300 can assist you.

Wenona's central yet
safe location is right next
to green and spacious
St Leonards Park, North
Sydney Stanton Library
and the North Sydney
shopping precinct
including Greenwood
Plaza and Berry Square.
On weekends, girls
experience Sydney life
through activities such
as visits to the Aquarium,
walking across the
Sydney Harbour Bridge
to the Rocks Markets and
Darling Harbour or taking
the ferry to Manly for
some shopping.
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10. The enrolment process at Wenona
Application
•
•
•
•
•
•
•

Complete and sign application form
Pay the application fee of AUD$300
Provide a copy of Passport and Visa
Provide copies of least two (2) School Reports, translated with validation
Provide a copy of recent AEAS Report (Testing by AEAS Agency in country of origin www.aeas.com.
au)
Provide copies of English as an Additional Language (EAL) reports from an English Language College
where applicable
Provide details of the student’s guardian in Australia. The guardian must be at least 25 years old, be
English speaking and reside in Sydney permanently.

Interview
•
•

An initial interview with parents/guardians and student will be conducted either in person or on
Skype
For FFOS seeking permission to reside with their parents in Sydney, and in line with CRICOS
requirements, a home visit may be scheduled as part of the enrolment process.

Offer of Place
•
•
•
•

A Letter of Offer will be sent by the School to prospective students, as long as vacancies exist and
all enrolment application criteria have been met
Acceptance of the Offer of Place must be signed by both parents. This advises Wenona that the
student’s parents agree to Wenona’s provision of accommodation and welfare for their daughter,
and that they agree to the Terms and Conditions of Enrolment (below)
Payment of the non-refundable Enrolment Confirmation Fee of AUD$3,000, plus the AUD$15,000
refundable Overseas Student Bond
Upon receipt of the signed Acceptance of Offer and payment of the relevant fees, Wenona will
generate a Certificate of Enrolment (CoE) for the student, and send a copy to the student’s parents.
The CoE is a requirement of the Student Visa.

11. Conditions of Entry
1.

In these Conditions of Entry “You” means the parent(s) and where applicable, the guardian(s) of the pupil.

2. You will support the student in her compliance with the directions of the School Staff and with the School
rules in force at any time as outlined in the School Diary and other publications or as varied by the
Principal or her delegate from time to time.
3. The School reserves the right to amend its academic and other programs at any time without notice to
parents. This may include the discontinuance of teaching subjects and other programs.
4. You agree to comply with the payment terms in force from time to time as determined by the Board of
Governors. You have been supplied with and read the current fee rates and payments terms and agree
to pay your accounts by the due date.
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5. You acknowledge that failure to pay the full balance of your account by the due date will incur an
administration fee of the amount currently in force. Continued failure to pay your account may result in
the exclusion of your daughter from School until the account is paid in full.
6. Tuition fees are reviewed by the Board of Governors of the School on an annual basis and changes will
be advised to parents in writing generally in December of each year. The School reserves the right to
change the fees from time to time and fees are subject to variation without notice.
7. The School reserves the right to exclude any student, either permanently or temporarily at any time
without notice if the Principal at her absolute discretion deems such action advisable. No reason need
be given and no consultation or discussion with the student, parents or guardian need take place prior
to the exercise of the right. In the event of such exclusion no entitlement to a pro rata refund of tuition
fees will arise.
8. If a student is to be withdrawn from the School, one full term’s notice in writing is required to be given
to the Principal. If one full term’s notice is not given, one term’s fees will be charged in lieu of notice. In
the event that a school-owned laptop and/or equipment in the student’s possession are not returned to
the School prior to the student leaving, parents will be charged the replacement value for the laptop and
equipment as determined by the Business Office.
9. The transfer of a student from Boarding to Day Girl status requires two full term’s written notice to the
Principal or the payment of two term’s Boarding Fees in lieu of notice. Transfer is at the discretion of the
Principal and subject to availability of day girl places.
10. The Enrolment Confirmation Fee of $3,000 is non-refundable and is not applied to tuition fees.

12. Enrolment Conditions Specific to Overseas Students
1.

The Overseas Student Bond of AUD$15,000 is refundable, subject to the Terms and Conditions of Entry,
at the conclusion of studies.

2. It is a requirement of the Australian Government, the Department of Immigration and their student visa
that attendance is no less than 80% and that students are to meet the academic requirements of the
courses they undertake.
3. Overseas students must attend for the full duration of each term. Early departures will only be permitted
for extraordinary circumstances and must be negotiated with the Principal.
4. Overseas students who are enrolling at Wenona in Years 7 to 12 are required to reside in the School’s
Boarding House during term time, returning to the care of their families or guardians during non-term
time, exeat weekends or illness. Overseas students who are enrolling at Wenona in Kindergarten to Year
6, and on rare occasions students enrolling in Years 7 to 12, may be given permission by the Principal to
reside with a parent who is living in Sydney full time and has a valid Guardian Visa.
5. Once overseas students are accepted as boarders, they cannot later become day girls, unless they
become Australian citizens or their visa category changes appropriately.
6. Irrespective of age, all Overseas Students must have a School approved Australian guardian who is over
the age of 25 years, English speaking and a permanent resident of Australia. Guardians are required to
obtain and show evidence to the School of a current Working With Children Check (WWCC) clearance.
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13. Refunds for Overseas Students
1.

The Application Fee is non-refundable.

2. The Enrolment Confirmation Fee is non-refundable.
3. All fees must be paid in Australian dollars. Refunds will be reimbursed in Australian dollars and the
payment sent to the person who enters into the written agreement.
4. If the student changes Visa status (eg becomes a temporary or permanent resident) he/she will continue
to pay full Overseas Student’s Fees for the duration of that term.
5. Where a student’s enrolment is cancelled for any of the following reasons, a cancellation fee of 100% of
the current term’s School Tuition Fees is applicable:
a. Failure to maintain satisfactory course progress (visa condition 8202)
b. Failure to maintain satisfactory attendance (visa condition 8202)
c. Failure to maintain approved welfare and accommodation arrangements (visa condition 8532)
d. Failure to pay course fees
e. Any behaviour identified as resulting in enrolment cancellation in Wenona’s Policies and
Procedures, or as may be determined by the Principal from time to time.
6. Any default by the School will be covered by the provisions of the ESOS Act 2000 and the ESOS
regulations 2001 (as amended). Therefore, if for any reason the School is unable to offer a course, or
continue to offer a course after commencement, the cost for the proportion of the course not delivered
will be refunded in accordance with the ESOS Act requirements.
7. 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.

14. Accommodation and Guardianship
Wenona is registered as a provider of education services for Overseas Student through CRICOS. A part of
this registration requires the School to confirm that accommodation arrangements for students under 18 are
appropriate.
Wenona’s requirements for Boarding Accommodation and Guardianship are:
1.

Irrespective of age, all Overseas Students must have a School approved Australian guardian who is at
least 25 years old, English speaking and is a permanent resident. This guardian will be responsible for
your daughter’s welfare, and provide care and accommodation during boarders’ weekends, holidays
and times of illness while she is in Australia. The Australian guardian should be known to you and is
required to meet with the Head of Boarding.

2. Guardians are required to obtain and show evidence to the School of a current Working With Children
Check (WWCC) clearance.
3. Guardian contact details must be provided and will be recorded on the School’s database. The Principal
and Head of Boarding must be immediately notified in writing if there is any change to the guardian’s
contact details or change of guardian.
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4. If your daughter is to remain in Australia during a holiday break and cannot reside with her Australian
guardian, another suitable adult (who is at least 25 years old) can be nominated, as agreed by the
School and Australian guardian.
5. Both during Term time and holiday times, Overseas Students must advise the School of all holidays and
other activities undertaken.
6. During term time, Overseas Students must first request leave from the Principal, prior to making any
travel arrangements.

15. Personal Information
The School collects personal information, including sensitive information about students, parents and
guardians as members of the Wenona community. This School’s Privacy Policy recognises the related issues
surrounding the personal information it collects whilst respecting and maintaining the confidentiality of such
personal information and the privacy of individuals.
This Privacy Policy sets out how the School manages personal information provided to or collected by it.
The School may, from time to time, review and update this Privacy Policy to take account of new laws and
technology, changes to the School’s operations and practices and to make sure it remains appropriate to
the changing school environment. Please refer to the School’s Privacy Policy on the School’s website for
further information.
Information is collected on the application form and 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 the
application form and during your enrolment can be provided, in certain circumstances, to the Australian
Government and designated authorities and, if relevant, the Tuition Assurance Scheme and the ESOS
Assurance Fund Manager. In other instances information collected on the application form or during your
enrolment can be disclosed without your consent where authorised or required by law.
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16. Payment of school fees
Wenona’s Business Office issues fee statements to parents each term. A copy of the current fee schedule
is included in our Prospectus.
School fees can be paid directly into the School’s bank account:

Wenona School Banking Details
Bank

Westpac

Branch

North Sydney

BSB

032 099

Account

95 0001

Swift Code

WPA CAU 2 S

Wenona’s Biller code

17319

BPay Reference Number Shown on your Statement
Online

www.wenona.nsw.edu.au/services

Additional Fees Payable
The Full Fee Paying Overseas Student Fee is currently AUD$1,500 per term in the absence of government
grants.
An Overseas Student Bond is applicable and is currently AUD$15,000. This is refundable, subject to the
Terms and Conditions of Entry, at the conclusion of studies.
There is a Board of Studies charge for Overseas Students enrolled in HSC courses. In 2016 this charge is
AUD$1,106 per student.
Please note that all fees quoted are current as at January 2016 and are subject to change.

Tuition Protection Service
Wenona pays an annual Tuition Protection Service (TPS) Levy for overseas students to meet all obligations
as a CRICOS registered provider. Protection of tuition fees paid in advance by student visa holders is
undertaken in accordance with ESOS requirements and the Tuition Protection Service Framework.
In the unlikely event that the School is unable to deliver the student’s course in full, the student will be
offered a refund of full pre-paid tuition fee the student has paid to date less the non-refundable Application
and Enrolment Confirmation fees. The refund will be paid to the student within 14 days of the day on which
the course ceased being provided.
If the School is unable to provide a refund, the Tuition Protection Service will assist the student to find an
alternative course or to get a refund of the student’s unspent tuition fees, if a suitable alternative is not
found.
The School implements requirements for Provider Default and Student Default – Part 5, Division 1, Subdivision
A and B of the ESOS Act.
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Conditions relating to refunds
If your daughter’s student visa is refused by the Department of Immigration and Citizenship (DIAC), you
will receive a refund from the School, calculated in accordance with the ESOS Act. The Application for
Enrolment Fee of AUD$300 and the Enrolment Confirmation Fee of AUD$3,000 are non-refundable and
non-transferable, and will be retained by the School to cover administration expenses.
The School will also retain tuition fees and boarding fees on a pro-rata basis to cover any part of the course
already studied, and accommodation provided. The refundable AUD$15,000 deposit will be refunded in full
within four weeks of receiving your written request.
In the unlikely event that the School stops teaching or cannot offer your daughter’s course (any time after
she has enrolled), the cost for the proportion of the course not delivered will be refunded in accordance with
the ESOS Act requirements, or your daughter will be placed in an alternative course at no extra cost to you,
with the School or another provider. If you choose to accept placement of your daughter in an alternative
course, you must agree to do this in writing.
If you wish to suspend, defer or cancel your daughter’s enrolment, tuition fees and the Overseas Student
Bond will be returned within four weeks of the School receiving your written request. The application fee
of AUD$300 and the enrolment confirmation fee of AUD$3,000 are non-refundable and will be retained by
the School to cover administrative expenses.
If the School determines there is a need to defer your daughter’s entry date for up to three months, until
she attains a stipulated proficiency level in the English language, the School will not issue a refund but will
retain fees paid in order to secure the student’s offer of a place at the School. Tuition and boarding fees will
be moved forward to cover the relevant date of entry.
If your daughter contravenes the School’s discipline policy the Principal, or any person deputising for the
Principal, may consider suspending (temporary exclusion) or cancelling your daughter’s enrolment. (This
would be considered as a last step in a series of disciplinary issues and interventions. It would follow only
when the student and her parents have been involved in behaviour contracts and discussions about the
issues and have been warned of the possibility of expulsion. It is usually preceded by an earlier suspension
or suspensions and a letter to parents formally warning them of the seriousness of the situation). If your
daughter’s enrolment is cancelled due to disciplinary issues, there will be no refund or remission of fees.
If the Board of Governors or Principal believes that a mutually beneficial relationship of trust and co-operation
between a parent or guardian and the School has broken down, then the School, the Board of Governors
or the Principal may require the parent to remove the student from the School. No refund or remission of
fees will apply.
If an Overseas Student changes status and becomes an Australian Resident after the August Census Date
there will be no refund on full fees paid or adjustments made for full fees payable during that year.

17. Overseas students’ welfare
If your daughter is under the age of 18 she may live with you, her parents, if you live full time in Sydney,
otherwise Wenona accepts responsibility for your daughter’s accommodation, support and general welfare.
Please note, the School does not use home stay placements and your daughter is required to live in the
School’s Boarding House, which is located in the School grounds, during term time.
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The School is required to advise the Department of Immigration and Citizenship (DIAC) that it accepts
responsibility for your daughter’s welfare through a DIAC pro forma letter which is submitted through
the Provider Registration and International Student Management System (PRISMS), a secure database
developed to assist the administration of the Education Services for Overseas Students (ESOS) Act 2000. It
is also through PRISMS that the School complies with legislative requirements to prepare a Confirmation of
Enrolment (CoE), required for the issue of your daughter’s student visa by DIAC. The system also facilitates
the monitoring of student compliance with visa conditions, as well as the School’s compliance with the
ESOS Act.
If your daughter does not reside with you in Australia, and lives in the School’s Boarding House, she must have
an Australian guardian who is at least 25 years old, English speaking and a permanent resident of Australia.
This guardian will be responsible for your daughter’s welfare, and provide care and accommodation during
boarders’ weekends, holidays and times of illness while she is in Australia. The Australian guardian should
be known to you and is required to meet with the Head of Boarding.
Guardian contact details must be provided and will be recorded on the School’s database. The Principal and
Head of Boarding must be immediately notified in writing if there is any change to the guardian’s contact
details or change of guardian.
If your daughter is to remain in Australia during a holiday break and cannot reside with her Australian
guardian, another suitable adult (who is at least 25 years old) can be nominated, as agreed by the School
and Australian guardian.
If the School sees the need to suspend or cancel your daughter’s enrolment, the School will retain
responsibility for your daughter’s welfare until:
•
•
•

your daughter is accepted by another registered provider and that registered provider takes over
responsibility for approving the student’s welfare, accommodation, support and general welfare
arrangements
your daughter leaves Australia and/or
other suitable arrangements are made that satisfy the Migration Regulations.

The School reports through Provider Registration and International Students Management System (PRISMS)
when your daughter changes her living arrangements. The Department of Immigration and Citizenship
(DIAC) will be advised in the event that the under 18 year old student has changed her living arrangements,
using the DIAC pro forma letter available through PRISMS. The accommodation and welfare arrangements
of any FFOS must be approved and monitored in line with CRICOS requirements. The School’s pastoral care
and tutor system is in place to further support this. The tutor teacher is in constant contact with each student
and will raise any concerns regarding welfare to the Year Coordinator and/or Dean of Students. The Dean
of Students will conduct an investigation, where appropriate, of the student’s accommodation and welfare
arrangements to ensure that these remain suitable, as per section 3.11 of the Guidelines for Approved NSW
School providers Delivering Courses to Overseas Students. This investigation may include a meeting with
parent/s and a home visit.
Wenona requires current contact and address details for your daughter and you are required to provide
these to Wenona every six months.
If you move to Sydney on a permanent basis and request that your daughter changes her status from
boarder to day student, you must submit a written request to the Principal and if approved, you are required
to give the School two term’s notice in writing or two term’s fees will be charged in lieu of notice.
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Parents/guardians are obliged to disclose to the School all relevant information regarding any medical
diagnosis or any form of assessment (including educational, psychological or physical assessment) relating
to a student or her educational status prior to and during the period the student is enrolled.
Further information regarding Wenona’s student welfare and pastoral care can be found on the Wenona
Portal.

18. Monitoring course progress and attendance of overseas students
Overseas students must meet a minimum of 80 per cent attendance. Attendance is checked and recorded
daily for the duration of the girl’s study at Wenona.
•
•
•

•
•

Late arrival at School will be recorded and will be included in attendance calculations
All absences from School should be accompanied by a medical certificate or evidence that leave has
been approved by the Principal. Any absences longer than five consecutive days without approval
will be investigated
If an overseas student is non-compliant with respect to attendance they are reported to The
Department of Industry, Innovation, Science, Research and Tertiary Education (DIISRTE) via PRISMS
for a breach of visa. Students are sent a letter to advise that they have been reported for a breach
of visa with respect to attendance (see Appendix A)
Overseas students must achieve satisfactory course progress, which is monitored and recorded
each year of attendance. Should their progress be deemed to be unsatisfactory, students are sent
a letter to advise that they have been reported for unsatisfactory course progress (see Appendix B)
Overseas students must complete their course within the specified duration of the student’s CoE.

19. Deferment, suspension and cancellation policy
Deferment of commencement of study requested by student or parent
a. Wenona will only grant a deferment of commencement of studies for compassionate and compelling
circumstances. These include but are not limited to:
• illness, where a medical certificate states that the student was unable to attend classes
• bereavement of close family members such as parents or grandparents
• major political upheaval or natural disaster in the home country requiring emergency travel
that has impacted on studies
• a traumatic experience which has impacted upon the student (these cases where possible
should be supported by police or psychologists’ reports).
b. The final decision for assessing and granting a deferment of commencement of studies lies with the
School Principal.
c. Deferment will be recorded on PRISMS depending on the student’s CoE status.

Suspension of study requested by student or parent
a. Once the student has commenced the course, Wenona will only grant a suspension of study for
compassionate and compelling circumstances. These include but are not limited to:
• illness, where a medical certificate states that the student was unable to attend classes
• bereavement of close family members such as parents or grandparents
• major political upheaval or natural disaster in the home country requiring emergency travel
that has impacted on studies
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•

a traumatic experience which has impacted upon the student (these cases where possible
should be supported by police or psychologists’ reports).
b. Suspensions will be recorded in PRISMS.
c. The period of suspension will not be included in attendance calculations.
d. The final decision for assessing and granting a suspension of studies lies with the School Principal.

Assessing requests for deferment or suspension of studies
a. Applications will be assessed on merit by the School Principal.
b. All applications or suspension will be considered within seven working days.
(Request form: See Appendix C)

Exclusion from class (1-28 days)

a. Wenona may exclude a student from class studies on the grounds of misbehaviour by the student.
Exclusion will occur as the result of any behaviour identified as resulting in exclusion in Wenona’s
Student Code of Behaviour (printed in the Student Planner).
b. 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.
c. 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.
d. Periods of “exclusion from class” will not be included in attendance calculations.

School initiated suspension of studies (28 days +)
a. Wenona may initiate a suspension of studies for a student on the grounds of misbehaviour by the
student. Exclusion will occur as the result of any behaviour identified as resulting in exclusion in
Wenona’s Student Code of Behaviour (printed in Student Planner).
b. Suspended 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.
c. Students who have been suspended for more than 28 days should contact DIAC to see if their visa
is affected by the suspension.
d. If special circumstances exist, the student must abide by the conditions of her suspension which will
depend on the welfare and accommodation arrangements in place.
e. Suspensions will be recorded in PRISMS.
f. The period of suspension will not be included in attendance calculations.

Cancellation of enrolment
a. Wenona will cancel the enrolment of a student under the following conditions:
• Failure to pay course fees
• Failure to maintain approved welfare and accommodation arrangements (visa condition
8532)
• Any behaviour identified as resulting in cancellation in Wenona’s Student Code of Behaviour
(printed in Student Planner)
b. Wenona is required to report failure to maintain satisfactory course progress and failure to maintain
satisfactory attendance to DIAC, which may impact on a student’s visa
c. Wenona will inform students of the intention to suspend or cancel enrolment (see Appendix D and
E).
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Complaints and Appeals
a. Student requested deferment and suspension are not subject to Wenona’s Grievance Procedures
for Parents, Students and Members of the Public.
b. Exclusion from class is subject to the above Grievance Procedure document.
c. School initiated suspension, where the suspension is to be recorded in PRISMS, and cancellation
are subject to the above Grievance Procedure document.
d. For the duration of the appeals process, the student is required to maintain enrolment and attendance
at all classes as normal. The Principal will determine if participation in studies will be in class or
under a supervised arrangement outside of classes.
e. If a student accesses Wenona’s complaints and appeals process regarding a School initiated
suspension or cancellation, it will not be reported in PRISMS until the complaints and appeals
process is finalised, unless extenuating circumstances relating to the welfare of the student apply.
f. Extenuating circumstances include:
• The student refuses to maintain approved welfare and accommodation arrangements
• The student is missing
• The student has medical concerns or severe depression or psychological issues which lead
the School to fear for the student’s wellbeing
• The student has engaged or threatened to engage in behaviour that is reasonably believed
to endanger the student or others
• The student is at risk of committing a criminal offence
• The student is the subject of investigation relating to criminal matters.
g. The use of extenuating circumstances by Wenona to suspend or cancel a student’s enrolment prior
to completion of any complaints and appeals process will be supported by appropriate evidence.
h. The final decision for evaluating extenuating circumstances lies with the Principal.

Student Advice
Deferment, suspension and cancellation of enrolment can have an effect on a student’s visa as a result of
changes to enrolment status. Students can visit the DIAC website for further information about their visa
conditions and obligations.

20. Transfer request between registered education providers
If you want your daughter to transfer from Wenona to another education provider (school) before she has
completed the first six months of her principal course of study at Wenona, you must seek permission from
the School.
The School would consider granting a letter of release (Letter of Release: See Appendix F) at no cost to you:
•
•
•
•
•

if you present a valid letter of offer from your new school, which must be a registered education
provider
if your daughter is not being cared for by you in Australia, the valid enrolment offer must also confirm
the registered provider will accept responsibility for approving your daughter’s accommodation,
support and general welfare arrangements
if your daughter is under 18, you or your daughter’s legal guardian must provide a letter supporting
the transfer
if you have provided the School with a term’s notice of withdrawal in writing
if Wenona has had a sanction put on its registration by the Australian Government or state or territory
government that prevents your daughter from continuing her principal course
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•

if any government sponsor of your daughter considers the change to be in her best interest and has
provided written support for that change.

The School will reply to your request for transfer within two weeks of receiving the documents required to
support your request for transfer.
The School may not grant a letter of release, and you would be provided with written reasons for the refusal:
•
•
•
•

if there is no confirmation letter from the new registered provider regarding a valid enrolment offer
if the new provider does not accept responsibility for your daughter’s accommodation, support and
general welfare, and you are not living full time in Australia
if the education provider is not registered or has had a sanction imposed on its registration by the
Australian government or state or territory government
if we consider the transfer would be detrimental to your daughter’s education.

Records will be kept of all documentation pertaining to student letter of request for release, as well as the
School’s written reasons for refusing a request. Note: if you are unhappy with the outcome of your request,
you have the right to appeal the School’s decision. The School has a documented Grievance Procedure for
Parents, Students and Members of the Public that can be accessed via the Wenona portal.
If you change your education provider at any time, it is your responsibility to contact DIAC to seek advice on
whether a new CoE and student visa is required.
Wenona will not knowingly enrol a student wishing to transfer from another registered provider’s course
prior to the student completing six months of her principal course of study except where:
•
•
•

the original provider has ceased to be registered, or the course in which the student is enrolled has
ceased to be registered
the original provider has provided a written letter of release
the original provider has had a sanction imposed on its registration by the Australian government
or state or territory government that prevents your daughter from continuing her principal course.

21. Complaints and appeals
Wenona has Grievance Procedures for Parents, Students and Members of the Public. In the first instance
students and parents should communicate verbally or in written form with their tutor (Senior School).
It may be appropriate to raise some concerns with the relevant Year Coordinator, Head of Boarding, Head of
School or appropriate Director (Performing Arts, ICT, Sport) or Head of Teaching and Learning. If a concern
is ongoing or is of a more serious nature, then it should be outlined in writing and sent directly to the
appropriate Head of School, Deputy Principal or Principal.
On receipt of a written complaint, the Principal, or appropriate delegate, will give the matter due consideration
and communicate back to the person concerned a course of action in a reasonable time frame. At any
stage, a student or parent can contact the Principal’s Office for support or information regarding these
guidelines. The Principal or delegate will reply formally to a written letter to confirm the outcome of the
matter or concern under investigation. Enrolment of the student will be ongoing during the complaint and
appeal process.
Wenona’s Grievance Procedures for Parents, Students and Members of the Public document is available on
the Wenona Portal.
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Appendix A
Letter of intention to report for unsatisfactory attendance
Wenona School letterhead
Date:
Student Name:
Year:
Current Address:
Phone Number:
Email address:
Dear
This letter is to inform you that under Standard 10.7 of the National Code of Practice for Registration Authorities
and Providers of Education and Training to Overseas Students 2007 (the National Code), Wenona School
intends to report you to the Department of Immigration and Citizenship for unsatisfactory attendance.
Under the Migration Act 1958, student visa condition 8202 requires student visa holders to:
• Maintain enrolment in a registered course
• Maintain satisfactory attendance in your course and course progress for each study period as
required by your education provider.
According to our records, you have not achieved satisfactory course attendance as defined in the National
Code and in Wenona’s Course Progress and Attendance Policy.
You have 20 days in which to appeal the School’s decision. You are reminded that you need to continue
to abide by the conditions of your student visa, including maintaining enrolment in a registered course, for
your visa to remain valid.
Depending on the outcome of the appeals process, you may be notified of termination of your enrolment
at Wenona.
If your enrolment is terminated, or if you wish to seek re-enrolment with another education provider, you
should do this within 28 days of termination of enrolment at Wenona to avoid possible visa cancellation.
Yours sincerely

Principal
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Appendix B
Letter of intention to report for unsatisfactory course progress
Wenona School letterhead
Date:
Student Name:
Year:
Current Address:
Phone Number:
Email address:
Dear
This letter is to inform you that under Standard 10.7 of the National Code of Practice for Registration Authorities
and Providers of Education and Training to Overseas Students 2007 (the National Code), Wenona School
intends to report you to the Department of Immigration and Citizenship for unsatisfactory course progress.
Under the Migration Act 1958, student visa condition 8202 requires student visa holders to:
• Maintain enrolment in a registered course
• Maintain satisfactory attendance in your course and course progress for each study period as
required by your education provider.
According to our records, you have not achieved satisfactory course progress as defined in the National
Code and in Wenona’s Course Progress and Attendance Policy.
You have 20 days in which to appeal the school’s decision. You are reminded that you need to continue
to abide by the conditions of your student visa, including maintaining enrolment in a registered course, for
your visa to remain valid.
Depending on the outcome of the appeals process, you may be notified of termination of your enrolment
at Wenona.
If your enrolment is terminated, or if you wish to seek re-enrolment with another education provider, you
should do this within 28 days of termination of enrolment at Wenona to avoid possible visa cancellation.
Yours sincerely,

Principal
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Appendix C
Application for deferment of commencement or suspension of studies
Please read the attached Deferment, Suspension and Cancellation Policy before filling out this form to see
if you meet the requirements to be granted a deferment of commencement or suspension of studies.
Student name:
Year:
Current address in Australia:
Address in home country:
Phone number:
Email address:
I am applying for (please tick one below):
A deferment of commencement of studies
A suspension of studies
Please state why you wish to defer/suspend your studies:

Attachments: Attach any relevant supporting documentation.
This form will be assessed once all documentation has been received. The School may ask for more
documentation if required. Applications are usually processed in seven working days.
Students are required to maintain the condition of their visa, including maintaining enrolment in a registered
course of study. Deferment, suspension and non-commencement of enrolment may have an effect on a
student’s visa as a result of changes to enrolment status. The DIAC Website provides further detail regarding
the conditions of the visa and obligations of students.
Student Signature			Date
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Appendix D
Letter of intention to suspend or cancel enrolment
Wenona School letterhead
Date:
Student Name:
Year:
Current Address:
Phone Number:
Email address:
Dear
This letter is to inform you that Wenona intends to
Suspend your enrolment for XX days/weeks
Or
Cancel your enrolment
This is due to:
Students are required to maintain the condition of their visa, including maintaining enrolment in a registered
course of study. Deferment, suspension and non-commencement of enrolment may have an effect on a
student’s visa as a result of changes to enrolment status. The DIAC Website provides further detail regarding
the conditions of the visa and obligations of students.
You have 20 working days in which to appeal the School’s decision.
Yours sincerely,

Principal
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Appendix E
Letter of intention to suspend or cancel enrolment with
extenuating circumstances
Wenona School letterhead
Date:
Student Name:
Year:
Current Address:
Phone Number:
Email address:
Dear
This letter is to inform you that Wenona intends to
Suspend your enrolment for XX days/weeks
Or
Cancel your enrolment
This is due to:
Students are required to maintain the condition of their visa, including maintaining enrolment in a registered
course of study. Deferment, suspension and non-commencement of enrolment may have an effect on a
student’s visa as a result of changes to enrolment status. The DIAC Website provides further detail regarding
the conditions of the visa and obligations of students.
You have 20 working days in which to appeal the School’s decision.
However, Wenona has determined that extenuating circumstances apply in this case. Details are:
…………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………
For this reason your enrolment will be suspended/cancelled immediately. This will not affect your ability to
access the complaints and appeals processes of the School.
Yours sincerely,

Principal
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Appendix F
Letter of release
Wenona School letterhead
Date:
Student Name:
Year:
Current Address:
Phone Number:
Email address:

Dear (parent/guardian names),
Wenona has considered your request for your daughter to transfer to <<Registered Provider name>> dated
<<date of application>>, and has granted a request to transfer to the new Education Provider.
(Student first name)’s final day at Wenona will be <<insert date>>.
I extend my best wishes to (Student first name) as she continues her education in Australia.
Yours sincerely,

Principal
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