International Education Division

International Student Program

School Registration Information Sheet

Fee Paying Students & Dependants of Temporary Residents                                          
The International Education Division has established a registration process for schools seeking to enrol fee paying students and dependants of temporary residents (on a range of visa subclasses).

Any schools seeking to enrol a student on a subclass 571 student visa requires accreditation. Refer to the School Accreditation process and supporting documentation for further information.

Registration process – to enrol dependant students & temporary resident visa holders 
Victorian Government schools delivering programs to all other fee paying students and dependants of temporary residents (on a range of visa subclasses) must complete a registration process. Schools are required to complete and enter into a financial arrangement under the attached Recipient Created Tax Invoice (RCTI) to allow for the disbursement of funds to schools.
To assist schools seeking to complete the registration process, the International Education Division provides this information sheet and advice to assist schools in this process. Additional information can be found at the DEECD website at www.education.vic.gov.au or by contacting the Program Planning & School Support Unit of the International Education Division on 9637 2990.
Accreditation process – to enrol 571 student visa holders
Victorian Government schools delivering programs to fee paying international students holding a subclass 571 student visa require accreditation through the International Education Division, DEECD, as the registered education provider.

Schools will need to apply for re-accreditation every four years in alignment with the School Accountability Improvement Framework Cycle Review year (6 months prior to or during the first 6 months of the School Accountability Improvement Framework Cycle Review year).
Schools seeking accreditation can refer to the ‘School Accreditation Information Sheet’ and ‘School Accreditation / Re-Accreditation Guide’ for further information or contact the International Education Division on 9637 2990.
Registration - Frequently Asked Questions:

What needs to be completed for a school to accept fee paying students and dependants of temporary residents?

Schools need to read and understand this information and complete and email the attached Recipient Created Tax invoice form through to ippss@edumail.vic.gov.au
Electronic Copies of this School Information Sheet & the Recipient Created Tax Invoice can be found online at www.education.vic.gov.au. More information can also be obtained by calling the International Education Division on 9637 2990.
How do schools understand the administrative requirements and get regular help?

Upon receiving a completed Recipient Created Tax Invoice, the International Education Division assigns a Program Development Officer to your school to provide ongoing support in all related matters.
For operational support, schools will need to maintain contact with various areas such as the Student Services and Finance teams within the International Education Division. 
Please refer to the attached International Education Division Contact List for all contact details.
How to enrol fee paying students?

When enrolling students it is important that schools first check if the student is a local or international student by requesting evidence of their Australian citizenship or residency status.
Fee paying students and dependants of temporary residents seeking to enrol in a Victorian Government school must apply to the IED.  Details of the application process and application forms are available from the www.study.vic.gov.au website or by contacting the International Education Division on 9637 2990.  Families can be referred to the IED for advice about the application process.  

How are fees paid and what do these fees cover?
All application, tuition and service fees for international students and dependants of temporary residents are to be paid directly to the IED.  IED issues an invoice for these fees to students and families.
Fee paying students and dependants of temporary residents are not required to pay any school levies or voluntary contributions.  However, the tuition fees charged do not cover the costs of books, uniforms, stationery and any optional school trips such as excursions or camps.

How are unpaid fees collected?

When international student fees are not paid on time, IED works closely with the school to assist with the payment of their fees. Payment plans are available under strict guidelines and specific circumstances.
What happens if a fee paying students or dependant of temporary resident’s visa details change?

Schools are to keep a record of visa expiry dates of students. If a student’s visa is due to expire and needs to be extended, the school and the student share responsibility, ensuring that this is done well before the expiry date.  If there are any changes to a student’s or family’s visa details the IED must be advised immediately.  

When granted a Bridging visa, students are not automatically exempt from paying fees.  In most cases, Bridging visas carry forward the conditions of the previous visa.

All visa information can be found at www.immi.gov.au.  Select the “Visas, Immigration and Refugees” and “Students” icons, which will take you to “Student Visa Options.”

What happens when a fee paying student or dependant of temporary resident wants to transfer to a different Victorian Government school?

All students seeking to transfer to a different government school need to apply to the IED and cannot transfer directly to a different school.  This enables the IED to accurately track student enrolments and ensures the disbursement of funds is paid to the correct school.

What do schools need to do to withdraw fee paying students or dependants of temporary residents? 

Primary schools need to monitor the enrolment and withdrawal of fee paying students and inform the IED of any students who have not returned at the commencement of the school year or who exit the school during the school year.

When fee paying students are seeking to cancel their enrolment, a signed letter from the student’s parents is required.  If this letter is not provided, schools are asked to contact the student’s family to confirm the student’s exit.  

Does fee paying student or dependant of temporary resident information need to be entered on CASES21?
All schools are to enter new student details onto CASES21 within 5 working days from the commencement of study. If schools do not have students correctly updated on CASES21 then the school may not receive funding for that student. 

Schools need to ensure that information is entered and updated accurately through CASES21.  This includes details about the international student’s ID number, gender, date of birth, family name and current enrolment status.  Visa details including the visa expiry date, statistical code and subclass code also need to be entered correctly and monitored.

Any calls relating to the specific use of CASES21 can be directed to the CASES21 hotline on 9637 3225.  Calls relating to CASES21 technical issues should be directed to the Service Gateway on 1800 641 943.

Where can I find additional information about the International Student Program?

The School Resource Kit provides comprehensive information regarding policies, procedures and guidelines relating to the International Student Program.  This is available online at 

www.education.vic.gov.au/management/schooloperations/international/schoolkit.htm.
Who do I contact the International Education Division?

Please contact the IED for any questions you have about the International Student Program.  Phone 9637 2990 or access the website at www.study.vic.gov.au.  Schools with an existing relationship with a Program Development Officer can contact them directly or by email.  

Please refer to the following contact list for specific contact names and roles within IED.

INTERNATIONAL EDUCATION DIVISION

International Student Program Contacts List

	INTERNATIONAL EDUCATION DIVISION

	Sue Christophers
	General Manager
	9637 3581


	International Student Recruitment Unit (ISRU)

	Name
	Position
	Phone

	Hector Bugeja
	A/g Manager
	9637 3084

	Linda Vaughan
	Coordinator, Agent Liaison Team
	9637 3311

	Kristy Smith
	Senior Agent Liaison Officer
	9637 3603

	Theresa D’Souza
	Agent Liaison Officer
	9637 2313

	Brad Hanson
	Team Leader, Student Services
	9637 2901

	Nardia Lombardi
	Student Services Officer
	9637 3248

	Teresa Nguyen
	Student Services Officer
	9637 2882

	Chris Calambi
	Student Services Officer
	9637 2634

	Louisa Renard
	Student Services Officer
	9637 2759


	Program Planning and School Support Unit (PPSSU)

	Name
	Position
	Phone

	Michael Gavrilidis
	A/g Manager
	9637 3084

	Vicky Marinelis
	A/g Coordinator
	9637 3258

	Gabrielle Jennings
	Program Development Officer
	9637 2326

	Andrew Barrett
	Program Development Officer
	9637 2337

	Chris Rodier / Trish Macmillan
	Program Development Officer
	9637 2896

	Connie Clarke
	Program Development Officer
	9637 2522


	Operations and Program Development Unit (OPDU)

	Name
	Position
	Phone

	Helen Masters
	Manager
	9637 3971

	TBA
	Senior Marketing Officer
	9637 3373

	Matt Tibble
	Marketing Officer
	9637 3382

	Lynette Thyssen
	Coordinator, Finance team
	9637 3921

	Sheila Demis
	Team leader, Finance team
	9637 2478

	Dorothy Kempton
	Finance Officer (Schools A-E)
	9637 3034

	Erich Grandin
	Finance Officer (Schools F-M)
	9637 2970

	Ellen Ng
	Finance Officer (Schools N-Z)
	9637 3553


	International Cooperation and Study Tours Unit (ICSTU)

	Name
	Position
	Phone

	Alan McLean
	Manager
	9637 3697


	International Policy and Coordination Unit (IPCU)

	Name
	Position
	Phone

	Vic Pappas
	Manager
	9637 2195
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