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BEFORE any application can proceed, the college 
must be in receipt of the following.

 � A fully completed application form. 

 � Certified copies of the student's passport and 
visa (where possible). 

 � Certified copies of reports from previous schools 
- both in Australia and overseas. 

 � $500 application fee (non-refundable) – please 
refer to Payment Slip on the last page of the 
application form to arrange for credit card or 
bank transfer payment details of this fee. 

Completed applications may be sent by post to - 
Enrolments – International Student Program  
139 Adelaide Park Road, Yeppoon Queensland, 4703  
or via email to enrolments@sbc.qld.edu.au 

AFTER the application has been reviewed, the student will be contacted to advise them whether the school wishes 
to proceed with their application. If this is the case, the student will be given a time to attend the school for an 
entrance test and interview. 

FOLLOWING THE INTERVIEW, the student will be contacted to advise them if they have been offered a place at 
the school. In the case of an offer of enrolment being made to the student, an International Student Enrolment 
Agreement will be issued advising the student what conditions they will need to meet to be eligible to take up the 
offer. This Agreement will need to be signed by the student and their parents/guardians before proceeding to the 
next stage. 

WHEN A SIGNED ENROLMENT AGREEMENT HAS BEEN RECEIVED BY THE COLLEGE, THE FOLLOWING WILL 
NEED TO OCCUR.

 � A deposit of $750 can be made to secure their place. Alternatively students will pay the entire invoice in 
advance. (This will be less than 50% of the total tuition fees for a course.) 

 � An electronic Confirmation of Enrolment (CoE) will be issued on receipt of the balance of their first semester’s 
fees and satisfaction that enrolment conditions as specified in the Letter of Offer have been met.  

 � Orientation to the history, traditions and expectations of the college 

 � Subjects to be selected. 

 � Uniform to be purchased. 

Depending on the country of origin, students may require a ‘PACKAGE OFFER’. This will include an offer to study 
at a language college. St Brendan’s College staff can assist students in this matter at the appropriate time.

APPLICATION/ENROLMENT PROCESS 
TO BEGIN THE APPLICATION PROCESS, STUDENTS AND/OR THEIR AGENT SHOULD OBTAIN 
A COPY OF THE INTERNATIONAL STUDENT HANDBOOK WHICH CONTAINS THE FOLLOWING 
INFORMATION.

Brochure giving information about the 
College. 

Subject lists in both Senior and Junior. 

Uniform requirements and prices. 

Explanation of Fees. 

Copy of all the College policies relating 
to International Students. 

Copy of ESOS framework which gives 
information relating to the rights 
and responsibilities of international 
students in Australia. 

International Student Application form. 
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EDUCATIONAL QUALIFICATIONS

Students who follow academic and career advice given to them by appropriate members of college staff have the 
opportunity of graduating with a Senior Secondary (High School) Certificates. Those who meet the guidelines of the 
Queensland Curriculum and Assessment Authority - the QCAA - (as advised by Deputy Principal) must also graduate 
at the end of Year 12 with a Queensland Certificate of Education (QCE)

COURSE CREDIT

Students applying for any year level must provide evidence of their completion of the previous year of high school. 
Documentation will be required for both on and offshore studies. 

St Brendan’s College will assess all applications for entry into the School. Course credit may only be offered as 
outlined below

St Brendan’s College will assess all applications for entry into the School. Course credit may only be offered as 
outlined below.

 � For students transferring from interstate up to year 10, the school does not offer course credit and entry into any 
course is subject to the assessment of the school. 

 � For students transferring from interstate in Year 11 and the beginning of year 12, the student may receive course 
credit for units completed based on evidence provided of studies undertaken under the relevant state or territory 
curriculum assessment authority or nationally accredited framework 

COURSE INFORMATION 

 � Courses offered by St Brendan’s College include:          
CRICOS Course Code - 099326D  Course- Junior Secondary Studies Years 7 - 10       
CRICOS Course Code - 099327C  Course- Senior Secondary Studies Years 11 - 12

 � Duration of a course will vary depending on a student's entry year level. Completion of the entire course offered 
by St Brendan’s College requires six years of study. 

 � As explained above.  Those who meet the guidelines of the Queensland Curriculum and Assessment Authority 
- the QCAA - (as advised by Deputy Principal) must also graduate at the end of Year 12 with a Queensland 
Certificate of Education (QCE)

 � Study is offered in full-time and on-campus modes only 

 � Assessment methods will include test conditions exams, take home assignments and oral presentations 

INFORMATION FOR INTERNATIONAL 
STUDENTS PRIOR TO ENROLMENT

ENGLISH LEVEL REQUIRED

Students who do not have English as their first language will need to meet the following English Language 
requirements as a minimum depending on year / month of entry.

REQUIREMENTS FOR ACCEPTANCE INTO COURSE OFFERED BY ST 
BRENDAN’S COLLEGE.

INTERNATIONAL 
STUDENTS

Year Level IELTS   NLLIA Band Scales ISLPR   TOEFL  Other

7 – 10  4.5  4   2/2+ (average)  500  To be negotiated

11 – 12  5.0  5   2+/3 (average)  550  To be negotiated
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Welcome to St Brendan's College, Central Queensland's leading Catholic 
secondary school for boys, operating since 1940.  We are a day and 
boarding school for boys from Years 7 to 12, located on a beautiful 300 
acres,  minutes to the beaches of Yeppoon and only a 30 minute drive 
from Rockhampton.

We welcome international students to become part of our vibrant St 
Brendan’s College community and family.  

St Brendan’s College provide diverse academic and extra-curricular 
programs, giving boys significant opportunities to grow into young men 
of knowledge, respect and faith. 

Our emphasis is on the development of the whole person and in 
particular the need to grow boys into respectful, confident and 
successful young men of faith. A proactive Pastoral Care program and 
the Edmund Rice ethos underpins all endeavours and creates boys who 
understand and believe in service to the community in a spirit of justice 
and solidarity.

We have a strong academic program which offers multiple pathways 
for students to pursue tertiary education or move into trade-based 
qualifications, with a significant and renowned vocational education 
and training (VET) facility onsite.

The College is recognised nationally for its sporting prowess, and has 
abundant co-curricular opportunities, including music, cultural and 
technology programs that are second to none in Central Queensland. 

Our College community strives for excellence and has a reputation 
for producing friendly, hard-working and down-to-earth young men. 
Enrolments are drawn from the Capricorn Coast, from rural and 
regional Queensland and from as far north as the Torres Strait.  In 2019, 
we have opened our doors to international students.  With this diversity 
of students, strong cultural and social interactions are assured and 
friendships are often maintained for life.

The boarding residences provide a wonderful living environment for 
boarders, nestled amongst beautiful gardens, abundant sporting fields 
and adjacent to the first-class academic facilities of the College.  Every 
opportunity is at the boys’ fingertips and with guidance from our Head 
of Boarding, Fr Pius Jones, the Heads of Residence, House parents and 
members of the support services, there is space for them to grow and 
mature.

More than an education, we are proud that young men leave our 
College with a brotherhood and belonging for life. 

ROBERT CORBOY

Principal

WELCOME TO  
ST BRENDAN’S COLLEGE
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CLIMATE OF YEPPOON

Yeppoon’s sub-tropical weather is 
comfortable all year round. Some 
summer days can be very hot but 

the average temperature generally 
lingers around 30C. The winter is 
normally mild and pleasant. The 

Australian sun can be enticing but 
can also cause sun damage. Be 

sure to wear a hat and appropriate 
clothing and use sun lotion 

whenever going outside.

TIME ZONES 

Queensland maintains Australian 
Eastern Standard Time (GMT+ 10) 

all year round, unlike other eastern 
Australian states which use daylight 

savings time during summer. 

SHOPPING

Yeppoon has a small, but vibrant 
shopping precinct, including two 

shopping centres.  Only 30 minutes 
away in Rockhampton is a major 
regional shopping centre which 

is often included on our boarding 
recreation activity program. Shops 
are usually open between 9am and 
5.30pm on weekdays, 9am to 4pm 
on Saturdays and 10am to 4pm on 

Sunday. 

FOR MORE DETAIL ON LIVING IN THE BEAUTIFUL 
CAPRICORN COAST REGION, VISIT: 

Capricorn Holidays - For details on things to do around Yeppoon and up to 
date information on what’s on, visit  
www.capricornholidays.com.au

Livingstone Shire Council  
livingstone.qld.gov.au 

Rockhampton Airport  
www.rockhamptonregion.qld.gov.au/CouncilServices/Rockhampton-
Airport

AVERAGE 

29°C
SUMMER 
December, January  
& February. 

AVERAGE 

26°C
AUTUMN 
March, April & May. 

AVERAGE 

22°C
WINTER 
June, July & August. 

AVERAGE 

26°C
SPRING 
September, October  
& November.

WHY  
YEPPOON?

St Brendan’s College is located a short 15-minute 
walk to the Yeppoon Town Centre, the hub of the 
beautiful Capricorn Coast.  With easy access to the 
major regional centre of Rockhampton, a 30-minute 
car or bus transfer away, St Brendan’s is an ideal 
destination for students wanting a well-rounded 
education, including an engaging pastoral and 
recreation program.  

On the doorstop of the Southern Great Barrier Reef, 
our boarding students are afforded opportunities 
to visit Great Keppel Island, camp in local national 
parks, visit the beautiful Yeppoon Foreshore and 
Lagoon precinct, join the College Rodeo or Cattle 
Club or extend their skills and abilities by taking 
part in the leading music or sporting programs. We 
are proud of the many pathways and opportunities 
provided to students at St Brendan’s College, 
provided in one of the most desirable locations in 
Queensland to live and study. 

6



EMERGENCY CALLS 

Dial 000 (or also 112 from mobile 
phones) in an emergency or life 
threatening situation. Use it to 
call for police, ambulance or fire 
services. 

In a non-emergency situation 
you can contact your local police 
station which can be found at www.
police.qld.gov.au/station-locator/
station_locator.asp. 

LIFELINE 

Call Lifeline on 13 11 14 to talk 
to trained volunteer telephone 
counsellors about any problems that 
you may be having. You are able to 
call 24 hours a day, 7 days a week. 

EMERGENCY TRANSLATION 

For translation service in an 
emergency situation dial 1300 655 
010.

MAKING PHONE CALLS 
WITHIN AUSTRALIA 

To make international phone calls: 
International access code (0011) + 
the country code + the area code 
(if required) phone number (when 
adding a country code to a number, 
do not use the first zero) 

To make domestic phone calls:  
The area code + phone number

Visit www.whitepages.com.au or 
www.yellowpages.com.au  to find 
phone numbers in Australia; and 
for a list of country codes and area 
codes for international calls. 

TAXIS 

Yellow Cabs - phone 131924 
Black & White Cabs - phone 133222 
Both Yellow & Black Cabs service 
Yeppoon and surrounding areas. 

MOBILE/CELL PHONES 

Before bringing your mobile phone 
to Australia check with your mobile 
carrier to make sure it can operate 
here. Some countries, such as Japan 
and the USA, use mobile phone 
networks that may not available 
in Australia. If not, you can buy a 
mobile phone in Australia. 

MONEY - ATMS, EFTPOS, 
CREDIT CARDS & BANK 
ACCOUNTS

Bank branches are found all over 
Australia, and many provide 24-
hour automated teller machines 
(ATMs). Most ATMs accept cards 
issued by other banks and are linked 
to international networks. Eftpos 
(Electronic Funds Transfer at Point 
of Sale) is a convenient service that 
lets you use your bank card (credit 
or debit) to pay directly for services 
or purchases. 

Opening a local bank account is 
easy for overseas visitors provided 
it's done within six weeks of arrival. 
Simply present your passport and 
provide the bank with a postal 
address and they'll open the 
account and send you an ATM card. 
After six weeks you need to provide 
more identification (ID), such as a 
passport, a birth certificate or an 
international driving licence with 
photo. 

MEDICATION 

If you need to bring medication 
from home into Australia, bring 
your medical records and medical 
prescriptions with a letter from your 
doctor. If you know you’ll need to 
buy more of the same medication 
when you’re in Australia, you should 
bring English translations of your 
prescription with you that you can 
give to your Australian doctor. For 
more information, visit the Travelers 
section of the Therapeutic Goods of 
Australia website at  
www.tga.gov.au/ 

SUPPORT 
AND SERVICES

STATES

ACT, NSW

VIC, TAS

QLD

SA, WA, NT

AREA CODE

02

03

07

08
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GROUNDS ON WHICH A STUDENT’S 
ENROLMENT MAY BE DEFERRED, 
SUSPENDED OR CANCELLED

A copy of St Brendan’s College Code of Conduct is on 
page 17 of the SBC International Student Handbook  or 
by contacting the college office. It is also available on 
the college website – www.stbrendans.qld.edu.au 

DESCRIPTION OF THE ESOS FRAMEWORK 

To see a copy of the ESOS Framework please follow link 
to the Australian Government’s International Education 
website: 

https://internationaleducation.gov.au/Regulatory-
Information/Documents/esosstudentfactsheetv4%20
-%20Final%20clean%20copy.pdf 

RELEVANT INFORMATION ON LIVING IN 
AUSTRALIA 

A copy of the St Brendan’s College Welfare & 
Accommodation Policy is attached to this handbook 
or by contacting the college office. It is also available 
on the college website at www.stbrendans.qld.edu.au .  
This document provides information on boarding while 
studying at St Brendan’s College. 

The St Brendan’s College Boarding Policy also includes 
a reference to a government website which can provide 
extensive information about indicative living costs in 
Queensland. www.studyinaustralia.gov.au/english/
live-in-australia/living-costs 

STUDENT TRANSFER REQUEST ASSESSMENT 
POLICY 

The St Brendan’s College Student Transfer Request 
Policy, the Transfer Request Flowchart and the 
Application for Letter of Release are included on the 
relevant pages of this handbook. These documents 
are also available in the St Brendan’s College Staff 
Handbook and on the college website at www.
stbrendans.qld.edu.au 

COMPLAINTS AND APPEALS POLICY 

The St Brendan’s College Complaints and Appeals Policy 
document is provided on the relevant page of this 
handbook. It is  also available on the college website 
at www.stbrendans.qld.edu.au.  This document is 
provided to prospective students prior to  
enrolment and is also provided again in Orientation. 

WELFARE AND ACCOMMODATION 

Arrangements including Conditions for Under 18 
Year Old Students to Maintain Adequate Welfare and 
Accommodation Arrangements.

The St Brendan’s College Welfare and Accommodation 
Policy document outlines St Brendan’s College policy 
with regard to the welfare arrangements for under 18 
students. A copy of this is on the relevant page of this 
handbook. 

COURSE PROGRESS AND ATTENDANCE 
POLICY 

The St Brendan’s College Course Progress and 
Attendance Policy outlines the minimum attendance 
and academic levels students enrolled at the college 
must maintain A copy of this policy is included on the 
relevant page 37 of this handbook . It is also available 
on the college website at www.stbrendans.qld.edu.au  

RECORD KEEPING

Every six months (at a minimum) students will be asked 
to confirm in writing and update all contact details. This 
Confirmation of Contact Details form will be distributed 
with invoices and at other times as deemed necessary.

ST BRENDAN’S COLLEGE 

CAMPUS  
INFORMATION

8



9

ST
 B

RE
N

D
AN

’S
 C

O
LL

EG
E 

CA
M

PU
S 

M
AP

PE
R

FO
R

M
IN

G
 A

R
TS

 
C

EN
TR

E/
C

PA
C

/ 
P 

B
LO

C
K

C
H

A
PE

L 
&

H
EA

LT
H

 
C

EN
TR

E

PR
IV

AT
E 

A
C

C
O

M
M

O
D

AT
IO

N

TU
C

K
SH

O
P

M
A

IN
 O

VA
L LA

U
N

D
RY

FI
TZ

PA
TR

IC
K

 
R

ES
ID

EN
C

E

K
IT

C
H

EN
 /

 
W

AT
ER

FO
R

D
 

D
IN

IN
G

M
A

IN
TE

N
A

N
C

E
C

A
M

PS
TO

R
E

A
G

R
IC

U
LT

U
R

A
L 

C
EN

TR
E

M
A

N
U

A
L 

A
R

TS
 &

 
TR

A
D

E 
C

EN
TR

E

M
C

K
EN

N
A

R
IE

Y
 

R
ES

ID
EN

C
E

W
A

LL
A

C
E 

R
ES

ID
EN

C
E

C 
BL

O
CK

A
R

TR
 B

LO
C

K

L 
B

LO
C

K
 

(S
C

IE
N

C
E)

BU
IL

DI
N

G/
O

D7
O

’D
O

N
N

EL
L

ED
M

U
N

D
 R

IC
E 

R
ES

ID
EN

C
E

LI
BR

AR
Y

H
A

LL
 &

 G
Y

M

Y
R

7/
H

 
B

LO
C

K

LI
M

ES
TO

N
E 

CR
EE

K 
RD

PA
N

O
RA

M
A 

D
RI

VE

N
O

O
N

 D
R

A
D

EL
A

ID
E 

PA
R

K
 R

D

A
D

EL
A

ID
E 

PA
R

K
 R

D

TO
 Y

EP
PO

O
N

 
TO

W
N

 C
EN

TR
E 

&
 B

EA
C

H
ES

UN
IF

O
RM

 
SH

O
P 

(R
)

IT
/T

 B
LO

CK
TO

IL
ET

S

G
AT

E 
2

ST
U

D
EN

T 
EN

TR
A

N
C

E

G
AT

E 
1

M
A

IN
 E

N
TR

A
N

C
E

J 
B

LO
C

K
/M

A
IN

A
D

M
IN

IS
TR

AT
IO

N



English

Mathematics

Science 

Humanities (Geography/ 
History)

Religious Education 

Art  

JUNIOR SUBJECTS 
(YEARS 7-8)

SENIOR SCHOOL SUBJECTS 
(YEARS 11-12) 

Aboriginal & Torres Strait Islander 
Studies 

Creative Art

Agricultural Science 

Engineering Studies (Y12 only)

Ancient History English 
Communication

Biology

Furnishing Studies

Business Management

Industrial Technology Studies

Chemistry

Information and Communications 
Technology

Chinese

Marine & Aquatic Practices

Drama

Prevocational Mathematics

Engineering Technology

Recreation Studies

English

Religion & Ethics

Geography

Religion & Ethics (Visual Expression)

Graphics

Visual Art Studies (Creative Art)

Information Technology Systems ITS

Information Processing & 
Technology IPT

Legal Studies

College Based

Marine Science

Enrichment Courses

Mathematics A

Instrumental Band

Mathematics B AMEB Music 
Certificates

Mathematics C

Private Music Tuition

Modern History

Physical Education

Physics

Study of Religion  

Visual Art

Economics  

Music  

Accounting

MIDDLE SCHOOL SUBJECTS 
(YEARS 9-10) 

English

 Quantum 

Humanities (Geography/History) 

Chinese Mandarin Mathematics  

 Science 

Religious Education

Concert Band Contemporary 
Ensemble Class 

Private Music Study 

Graphics

Wood Technology

Metal Technology 

Physical Education Sports  
Academy 

Drama

 Digital Technology (DT)

Agriculture

Education & Technology (BET)

Art

SUBJECT OFFERINGS
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STAFF YOU NEED 
TO KNOW

St Brendan's College is an EREA boys' Catholic Day 
and Boarding School in the Edmund Rice Tradition 
established in 1940 by The Christian Brothers. We 
are located by the sea on 300 acres of the Capricorn 
Coast Hinterland. We trust that you will explore 
our website and discover the extensive range of 
opportunities we offer our young men. By providing 
both Day and Boarding facilities, St Brendan's brings 
a diverse and dynamic Educational experience to 
our families. 

St Brendan’s College offers an extensive choice of 
Subjects for our students which is supported by 
experienced Heads of departments. 

Ms Sharon Sheales
HEAD OF LEARNING 

SUPPORT
LEARNING SUPPORT OFFICE

PH: (07) 4939 9446

Mr Matthew Couper
ASSISTANT PRINCIPAL

(SENIOR SCHOOL)
ADMINISTRATION UPSTAIRS

PH: (07) 4939 9412

Mr Robert Corboy
PRINCIPAL

ADMINISTRATION
PH: (07) 49399403

Mr Paul Horan
DEPUTY PRINCIPAL

ADMINISTRATION UPSTAIRS
PH: (07) 4939 9405

Mr Jonathon Gill
ASSISTANT PRINCIPAL 

(JUNIOR SCHOOL)
ADMINISTRATION UPSTAIRS

PH: (07) 4939 9415

Mrs Jo Winter
BUSINESS MANAGER

ADMINISTRATION
PH: (07) 4939 9407

Mrs Kylie Hedges
ENROLMENTS OFFICER

ADMINISTRATION
PH: (07) 4939 9485

Mr James Couper
ASSISTANT PRINCIPAL

(RESIDENTIAL)
RESIDENTIAL OFFICE
PH: (07) 4939 9413

Mr Shane Peers
ASSISTANT PRINCIPAL

(IDENTITY)
ADMINISTRATION UPSTAIRS

PH: (07) 4939 9431

Mr Tyler Spencer
COUNSELLOR

COUNSELLOR’S OFFICE
PH: (07) 4939 9463
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An inclusive, productive and sustainable 
school culture must have clear guidelines 
and expectations for both staff and 
students.  As stated earlier, one of the 
keys to Right Relationships is a clear 
understanding of the respective roles of 
the teacher and student. 

The staff of St Brendan’s College are 
mandated by Edmund Rice Education 
Australia to abide by a code of conduct.  
Similarly, the students must also have 
clear guidelines and expectations 
concerning their rights and responsibilities 
whilst in the care of the College.

SAFETY AND SECURITY

Each student at St Brendan’s has a right to a safe and 
secure environment. The need to be safe and protected 
and to have his property respected is paramount. It is 
the student’s responsibility to:

• Respect others and treat them with understanding

• Respect the rights of others by treating College 
property, student property, staff property with due 
care

• Not endanger others

• Not to steal, damage or destroy other people’s or 
the College’s property

• Seek permission if he wishes to borrow

• Stay on the College grounds within designated areas 
unless otherwise directed

APPLICATION TO LEARNING

• Line-up outside the room before entry

• Raise hands to speak or ask questions

• Remain seated unless directed to do otherwise

• Teachers to be addressed as Sir, Ms/Mrs or by 
surname (No nick names)

• No calling out to other students across the 
classroom

• Hands-off other boys and the property of other boys

• “Off the air” for teacher instructions or for other 
student comments or responses 

• Stand behind chairs at the end of the lesson for final 
instructions

• Leave the room as you found it

COURTESY AND RESPECT

Each student has the right to be treated fairly and 
respected for the person he is. It is the student’s 
responsibility to:

• Be punctual

• Show respect and courtesy in speech and actions 
to teachers, other students, non-teaching staff and 
College volunteers

• Help others in times of need

• Treat others fairly

• Provide encouragement to others

PUBLIC PROFILE

Each student has the privilege of being a part of 
St Brendan’s College. As such, each student must 
endeavour to keep the reputation of the College in high 
esteem.   It is the student’s responsibility to: 

• Behave appropriately in public

• Use socially acceptable language

• Adhere to the College Uniform and Grooming policy

• Play interschool sport fairly and in the best interest 
of the game

• Keep the College grounds free from litter and 
vandalism

STUDENT 
CODE OF 
CONDUCT
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CONDUCT

Each student needs to know why his 
misbehaviour is unacceptable and 
to understand the consequences of 
such behaviour. It is the student’s 
responsibility to: 

• Know the College rules and to 
obey them

• Behave in a socially acceptable 
manner

• Face the consequences which 
may come from his actions

• Act responsibly when injustice 
occurs

• Accept the authority of those 
whose responsibility calls him 
to order, and to follow their 
reasonable directions with good 
grace

RELIGIOUS ENVIRONMENT

Each student has the right to religious 
freedom and practice. It is the 
student’s responsibility to: 

• Maintain an attitude of respect 
and prayerfulness at liturgies and 
in the Chapel

• Participate in liturgies, retreats 
and class lessons in religious 
education

• Show reverence for the religious 
views of others at all times

MANAGING DISRUPTIVE 
CLASSROOM BEHAVIOUR 

St Brendan’s subscribes to, and 
endorses the philosophies of 
Responsible Thinking.  As such, 
the College has clear protocols 
when a student either willfully or 
unintentionally disrupts the integrity 
of the classroom.  While it is not 
mandatory, it is preferable that any 
infraction which can be categorised 
as a disruption to the learning 
environment be dealt with via the 
Responsible Thinking Process.

THE RESPONSIBLE THINKING 
PROCESS

The key component of the RTP 
process is its focus on how students 
can achieve their goals without 
getting in the way of others who 
are trying to do the same thing. In 
short, it teaches students how to 
respect others, while at the same time 
learning what constitutes disruptive 
behaviour.

DISRUPTIVE BEHAVIOUR: 

Disruptive behaviour may include but 
is not limited to:

• Making indiscriminate noises that 
interrupt the flow of a lesson

• Calling out, or making loud, 
obtrusive or inappropriate noises 

• Talking to other students while 
the teacher or another student is 
leading a classroom discussion

• Talking or distracting another 
student when the class is working 
on a prescribed task.

AUTOMATICS

Circumstances may arise where a 
teacher may have to skip asking the 
RTP questions and say, “I see by your 
behaviour that you need to go to the 
Planning Room”. These are referred to 
as “Automatics” and include:

• Violence/fighting

• Aggression or Intimidation 
towards staff

• Obscene language to staff or 
students

• Unsafe behaviour in areas where 
staying would put others (or 
himself) at risk

• Deliberate interruption of the RTP 
process with other students

Note: HOY must be made aware of 
any student who is automatically 
referred to the Responsible Thinking 
Centre (RTC) 

The RTP Staff Handbook (Jan 2015) 
MUST be read in conjunction with this 
Behaviour Management document for 
a full and accurate interpretation and 
implementation of the Responsible 
Thinking Pro
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THE RESPONSIBLE THINKING 
PRO (RTP) FLOW CHART

3 REFERRALS FROM THE SAME CLASS 

RTC Coordinator to contact the HOY

Class Monitoring Card issued by the RTC Coordinator at the discretion of the HOY 

Letter home issued by the RTC Coordinator at the discretion of the HOY

Student does not return to class until mediation with teacher/student/HOY is completed

Note: At this juncture the classroom teacher will make every effort to contact the 
parents/care givers, either via email or phone, to inform them of issues and seek their 
support in resolving the matter.

REFERRALS FROM DIFFERENT CLASSES 

Monitoring Card issued by the RTC Coordinator

Letter home issued by the RTC Coordinator at discretion of HOY

If deemed necessary the HOY may contact parents and initiate a face-to-face meeting with the 
student. 

3 ATTENDANCES FROM ANY CLASSES 

RTC Coordinator to contact the HOY who then contacts the parents

Each attendance after three is communicated to HOY and HOS.

 5 REFERRALS FROM CLASSES

Letter home issued by the RTC Coordinator at the discretion of the HOY in consultation with the 
HOS

Intervention Interview (phone/in person) coordinated by the HOY with the parents 

(Optional: HOS, College Counsellor) 

Intervention outcome communicated to appropriate parties by HOY

ANY REFERRAL POST INTERVENTION

RTC Coordinator to contact the HOY and the relevant HOS for each new referral

Relevant HOY/HOS will contact the parents/caregivers in a timely manner 
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RTP 
CONSEQUENCES

Blue Monitoring card

Detention (after each referral)

Note: Any student who is issued with an RTC 
referral must attend an afterschool session 
for each lesson missed. These session will be 
conducted in the RTC on any Monday to Thursday 
afternoon. 

Saturday detention issued by HOY

Head of school contract at the discretion of the 
HOS in consultation with HOY

Red card to be monitored by the HOS . 

Where a student is continually/wilfully disruptive 
in the classroom, post five referrals, the HOS in 
consultation with HOY may:

Activate an internal or external  suspension. 

Initiate an enrolment review interview with the 
parents/care givers.

Activate a Head of School Contract

Suspended from co-curricular activities

Mediation

Classroom teacher card issued  and monitored 
by the HOY

Note: If a student’s behaviour during the 
mediation process is deemed to be uncooperative 
or dismissive the HOY/HOS may activate a 
suspension. In other words, “Go home and come 
back when you are ready to learn”.
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For the purpose of 
managing student 
behaviour, the College has 
categorised breaches of the 
Student Code of Conduct 
and of the School Rules 
into three levels. 

LEVEL 2: 
Consistently late to class

Minor breaches of the “Hands off 
Policy”

Consistent breaches of the uniform 
and grooming policy   

Low level graffiti

Deliberate wrestling or 
‘roughhousing’    

Inappropriate language in the 
presence of a staff member

Low level harassment 

Disrupting the Responsible 
Thinking Process

Truanting

Willfully ignoring staff requests or 
directions

LEVEL 3 
Disrespectful/Aggressive/obscene 
language directed at a student or 
staff member

Acts of physical violence toward a 
staff member of another student

Consistent truanting 

Intimidating behaviour towards 
other members of the college 
community

Inappropriate use of a mobile 
phone (unauthorised filming or 
photography)

Use of illicit substances

Wilful graffiti of school 
property, particularly if it 
involves defamatory images of 
other members of the College 
Community  

Continuation of the following 
behaviours post intervention

Disrupting the learning 
environment

Bullying

Smoking

LEVEL 1:
None completion of homework

Low level disruptive behaviour in 
the classroom 

Minor breaches of the uniform 
policy

Low level obstinate behaviour    

Low level inappropriate language

Low level risky behaviour

Late to Class 

Littering

LEVELS OF 
INAPPROPRIATE 
BEHAVIOUR
An understanding of inappropriate behaviour is 
imperative when applying consequences that are just 
and fair. 
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MANAGEMENT OF LEVEL 1 BEHAVIOUR 
BREACHES

Any behavioural breach that can be categorised as 
Level 1, should be dealt with by the staff member 
directly.  Managing such behaviour may involve 
strategies such as, but not limited to:

 � One-on-one conversations

 � Removal from the immediate classroom

 � Referral to the HOY (discretional) 

 � Informal conversation with parents/Guardians 

 � Short lunchtime detention

 � Litter pick up 

MANAGEMENT OF LEVEL 2 & LEVEL 3 
BEHAVIOUR BREACHES

When dealing with level 2 and level 3 breaches it 
may be necessary to initiate an investigation. Where 
possible the following procedures should be adhered to 
when dealing with student/s who have been involved 
in, or there is sufficient information to indicate their 
involvement in a level 2 or level 3 breach.   

1. If not already notified the appropriate Head of Year 
and Head of school are to be made aware of the 
incident.

2. Students involved are to be sent to a location 
as designated by the relevant HOY/HOS or staff 
member.  

3. The HOY/HOS will activate an Incident 
Investigation. 
 
3.1 Such investigations will involve the collation of 
staff and student statements.

4. If a student/s is found to be in breach of school 
regulations, the HOY/HOS/DP will apply the 
appropriate consequence.

5. CRT/HOY/HOS/DP to record incident in TASS

In incidents involving fighting or disrespectful 
behaviour towards staff, the additional steps listed 
below must be adhered to. 

FIGHTING

The Parents/Care givers are to be notified immediately 
and will be advised to seek medical assurance via 
school Health Centre or Local GP.   

DISRESPECTFUL BEHAVIOUR/LANGUAGE 
TOWARDS STAFF AND STUDENTS

If an incident occurs in the classroom, the matter must 
be dealt with through the Responsible Thinking process 
and the HOY/HOS notified by the RTC coordinator 
immediately.

The RTC coordinator will refer the matter immediately 
to the HOY/HOS/DP if the incident involves swearing or 
threating  ehavior towards staff.

If the incident occurs outside of class time, 
(immediately before school, after school, morning tea 
or lunch breaks) the student/s are to be referred to the 
appropriate HOY or HOS.

Note: In instances where student suspension or exclusion may 
be a likely outcome the EREA Exclusion and Suspension policy 
must be adhered to.   

POSSIBLE OUTCOMES OF LEVEL 2 & 3 
BEHAVIOUR BREACHES

Depending on the nature of the incident, consequences 
such as those outlined below may be applied

 � Restorative mediation under supervision of HOY – 
where possible the college will always seek to repair 
fractured relationships via restorative practices.

 � Referral to counselling services

 � Lunch time detention/s.

 � After school detention/s. 

 � If the incident is related to ongoing bullying, 
College counsellors or HOY may choose to 
implement the Methods of Shared Concern. 

 � After school cleaning and repair duties under the 
supervision of the HOY/HOS   

 � Saturday detention administered by HOY in 
consultation with the HOS.

 � Revoking of co-curricular privileges administered by 
the HOY in conjunction with HOS and DP. 

 � Internal suspension administered by HOY in 
conjunction with HOS and DP.

 � External suspension administered by HOS in 
conjunction with HOY and DP and under the 
provision of the EREA Suspension and Exclusion 
Policy. 

 � Permanent Exclusion Administered by the college 
Principal in consultation with the HOS or DP. 

Note: Where there is clear evidence that undue personal 
hardship or mental health issues are impacting on a student’s 
behaviour the College may activate alternative strategies to 
assist the student.     
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ON-GOING 
ENROLMENT 
CONTRACTS
Upon return from suspension or as a 
consequence of continual behavioural 
breaches, a student may be placed on a 
conditional enrolment contract. The contract 
titles are listed on the right in order of 
significance.

The contracts are individualised and should 
stipulate the duration of the agreement and 
key areas of concern regarding the student’s 
behaviour and performance. The student, their 
parents/caregivers and the appropriate College 
Leadership team member are required to co-sign 
the document and copy is to be placed on the 
student’s file. 

AN ON-GOING ENROLMENT 
CONTRACT HAS A DUAL PURPOSE: 

One - To allow the student to recommit to the 
College by signing an agreement to abide by set 
terms and conditions.

Two- As an official caution that, should the 
student breach the terms of the contract they 
will be referred to the next level or their ongoing 
enrolment may be in jeopardy.   

The following flow Chart represents a summary 
of the previous two pages. Both the breaches on 
the left, and responses on the right are possible 
examples. What constitutes inappropriate 
behaviour and the response is ultimately at the 
discretion of the College.  

LEVEL 2 : REFERRAL TO HOY/ POSSIBLE 
INCIDENT REPORT  

 � Consistently late to class

 � Minor breaches of the “Hands off Policy”

 � Consistent breaches of the uniform and 
grooming policy   

 � Low level graffiti

 � Deliberate wrestling or ‘roughhousing’    

 � Inappropriate language in the presence of a 
staff member

 � Low level harassment 

 � Disrupting the Responsible Thinking Process

 � Truanting

 � Wilfully ignoring staff requests or directions

LEVEL 1 : LOCAL LEVEL
 � Non completion of homework

 � Low level disruptive behaviour in the 
classroom 

 � Minor breaches of the uniform policy

 � Low level obstinate behaviour    

 � Low level inappropriate language

 � Low level risky behaviour

 � Late to Class 

 � Littering

LEVEL 3 : MAY INCLUDE BUT LIMITED TO
 � Aggressive and inappropriate language

 � Fighting

 � Significant theft 

 � Use of illicit substances

 � Continual breaches of responsible process
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Low level behavioural breaches should be dealt with 
at a local level. The teacher may choose to apply 
consequences such those listed below:

 � Verbal warning

 � Litter pick ups

 � Lunch time detention

Referral of student to HOY

At this juncture the teacher directly involved may be 
required to submit a short succinct written report

Based on the nature of the referral the HOY may 
choose to initiate an investigation, as a result of 
which the flowing consequences may be applied

 � Restorative meeting

 � Afterschool detention 

 � Withdrawal of privileges

 � Lunch time litter pick-up

 � Activate behavioural card

 � Saturday detention

 � Withdrawal of co-curricular

 � Behavioural contract

 � Internal suspension

Referral of student to CLT

At this juncture the HOY/teacher directly involved may 
be required to submit a short succinct written report

Level 3 response may include but not limited to:

Internal suspension

 � External suspension

 � Activate Behavioural Contract

 � Reenrolment interview

 � Referral to Principal for permanent exclusion 

Referral to Principal response may include:

Termination of enrolment
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All lunch time detentions must take place during the first 
break and must be administered by the teacher involved 
at the local level. 

If the student is absent from the detention without a 
plausible reason, they will be given a second opportunity to 
attend an alternative time as directed by the teacher.

If the student refuses to attend, or does not appear on 
the second occasion, the matter will be referred to the 
respective HOY. At this point the teacher must make contact 
with the student’s parents/care givers and inform them of 
their concerns and that they have referred the matter to the 
student’s appropriate Head of Year. 

Note: If the issue is subject related the faculty detention 
process should be followed 

In the case where the matter is referred to the Head of Year, 
the student will be issued with an after school detention to 
be administered by the HOY/HOS. 

Any nonattendance from this point will be considered a 
level 2 breach and subsequent consequences will apply.   

 

MANAGING 
INAPPROPRIATE STUDENT 
USE OF A MOBILE PHONE
The College acknowledges that every student has the right 
to bring their mobile phone to school and that such devices, 
if used appropriately, can aid in the educational process. 
However, given the harm that inappropriate use can cause 
the College must have in suitable consequences in place. 
Below is list of tiered responses tailored according to level 
inappropriate use.          

MINOR BREACH

1. If an incident occurs in the classroom and is deemed a 
disruption by the teacher, the matter should be dealt 
with through the Responsible Thinking Process.  

2. Outside of designated class time if a student is checking 
the time, browsing, gaming, texting or voice calling, 
the teacher may confiscate the phone at their own 
discretion.   

SIGNIFICANT BREACH

If the incident involves filming or photographing on the 
school property either inside or outside the classroom, 
without the permission of a member of staff, the phone is to 
be immediately confiscated and handed to the appropriate 
HOY, HOR or HOS.

Note: At this juncture, if the student refuses to hand their 
phone over to staff member and/or becomes argumentative 
or defiant, the staff member is to calmly ask the student 
“are you refusing to follow my instructions’. If the student 
continues to be non-compliant the matter is to be referred 
to the appropriate HOY, HOS. 

ISSUING OF 
DETENTIONS
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POSSIBLE OUTCOMES

Depending on the nature of the incident, consequences 
such as those outlined below may be applied. 

 � The teacher may confiscate the phone and hand it 
to the appropriate HOY. The student will collect the 
phone at 3.00pm. 

 � 2nd confiscation. The HOY will be notified and the 
student will have to hand the phone to the HOY at 
the beginning of the school day for a period of time 
as designated by the HOY The HOY may also choose 
to activate an after school or lunchtime detention.

 � 3rd confiscation. The HOY will notify the student 
to hand the phone into the HOY for a minimum 
period of 10 consecutive school days.  The offending 
student will be issued with a Saturday detention.

CONTINUAL LOW LEVEL BREACHES 

Revoking of co-curricular privileges administered by the 
HOY in conjunction with the HOS and DP. 

 � Parents to be notified in writing.

 � Saturday detention.

Significant Breach (Unauthorised filming or 
Photography)

 � Internal suspension administered by the HOY in 
conjunction with HOS and DP

 � External suspension administered by the HOS 
in conjunction with HOY and DP and under the 
provision of the EREA Suspension and Exclusion 
Policy. 

 � Permanent Exclusion Administered by the college 
Principal in consultation with the HOY, HOS or DP.

 � Possible police involvement.       
 

MANAGEMENT OF 
BULLYING BEHAVIOUR
The school community does not condone bullying 
or harassment and the following process has been 
established to help deal with such unacceptable 
behaviour.

FIRST RESPONSE

In all instances of student misbehaviour it is paramount 
that the HOY in conjunction with the HOS has a 
clear understanding of the context in which such 
behaviour occurs. Subsequently, when responding to 
circumstances involving bullying the HOY may chose, 
in conjunction with the school Counsellor to activate 
“Methods of Shared Concern”.  Such an approach should 
be employed when the perpetrators are not fully aware 
of the impact of their actions.  

If deemed necessary the HOY may choose to issue the 
bully with an Official Caution, a record of which should 
be recorded in TASS and on the students main file. If 
an official caution is issued the parents/guardian of the 
bully must be notified.     

Note: If the incident is deemed by the HOY/HOR 
as malicious and premeditated, with intention to 
significantly defame or cause injury, a member of 
the College Leadership Team must be consulted to 
determine an appropriate response.     

CONTINUAL BULLYING POST INITIAL 
INTERVENTION

When a further bullying incident is substantiated:

 � An interview with the parents of the bully

 � A report placed on the student’s file

 � Counsellor involvement

 � Behavioural contract 

The EREA Policy outlines discretionary authority to 
the Principal to determine further suspension and/or 
exclusion for students who continually breach College 
regulations and policy.

 � Based on the severity of the bullying incident, 
a student may commence at any stage of the 
outlined process.

 � The interview process may involve the Principal, 
Deputy Principal, AP Residential or other staff at any 
of the stages.

Note: If the bullying or harassment causes harm to a 
student this may be dealt with under the EREA Child 
Youth Protection Policy. 
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MANAGING SMOKING OR POSSESSION  
OF CIGARETTES
By virtue, St Brendan’s is ‘duty bound’ to ensure its students are adopting habits that are conducive to a 
healthy lifestyle. Given the undisputed medical evidence about the health implications of cigarette smoking 
and the fact that it is illegal to smoke the school property, St Brendan’s treats this issue seriously.  

Therefore, it is imperative that appropriate deterrents are put in place and adhered to. The process outlined below 
specifically pertains to circumstances where students are caught smoking, smelling of cigarette smoke or found to 
have cigarettes on their possession.    

 STUDENT CAUGHT SMOKING FOR THE FIRST TIME.

1. Two days internal suspension.

2. Contact made with the parents to discuss how long this may have been occurring 
and to outline future procedures.

3. A letter sent home and placed on file following contact with the parents

LEVEL  
ONE

LEVEL  
TWO

LEVEL  
THREE

LEVEL  
FOUR

STUDENT CAUGHT SMOKING OR WITH CIGARETTES A SECOND TIME.

1. Contact / interview parents and seek permission to deal with the problem as a 
health issue. Options such as the QUIT programme, will be explored. The health 
aspect of this procedure will be ongoing.

2. Up to 4 days internal or external suspension.

REPEATED INFRINGEMENTS

1. More extensive health approaches may be considered at this stage. Parental 
permission must be sought at an interview.

2. The student’s enrolment may be considered at this stage. Other behaviours may 
also be considered. The decision will be determined by the Principal.

LEVEL FOUR

If a student participates in Stage Three and returns to school and is caught smoking or 
with cigarettes again, then the student’s enrolment at the College will be ceased until 
the smoking habit no longer exists.
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MANAGING 
SUSPENSIONS AND  
RE-ENTRY 
PROCEDURES
SUSPENSION PROCEDURE

1. When a suspension is the likely outcome 
it is imperative that the EREA policy for 
suspension and exclusion be adhered to. 

2.  A member of the College leadership team 
or HOY will stipulate the terms of the 
suspension, both verbally and in writing, to 
the Child’s parents/Care Givers.  The letter 
should include:

 � The duration of the suspension

 � An exit and return date to the regular school 
program

 � The reason for suspension 

3. If deemed necessary the HOS/DP/HOB may 
activate an ongoing enrolment contract.

4. Where possible the HOY may request class 
work from the suspended student’s teachers 
to ensure he is not unduly disadvantaged.

5. HOS/HOY will notify staff regarding the 
timeframe of the suspension via an email. 

RE-ENTRY PROCEDURE

1. Upon re-entry the student will be required 
to meet the, HOS, DP or Principal to clarify 
the schools position regarding the student’s 
ongoing enrolment.

2. HOS/ HOY will notify staff of the suspended 
students pending return.

3. The suspended student may be placed on 
a behaviour monitoring card or an ongoing 
enrolment contract.

4. On-going counselling (internal or external) 
support will be provided if deemed necessary.

The Student will be given a second opportunity 
to complete the H/W or the set class work by the 
classroom teacher. 

If the student fails to attend the faculty detention 
the teacher/HOD will submit the student’s name 
to the RTC coordinator. The student will then 
attend an after school RTC detention.  

If the Student fails to complete the set work they 
will be referred to a Faculty Detention. 

These detentions could take the following forms: 

 � A 15-20 minute lunchtime work session

 � A 20-30 minute after school session 

 � A 30-50 minute after-school tutorial.

While not always possible it is preferable that the 
teacher makes contact with the parents.

If the student fails to attend the RTC detention 
they will be referred to the appropriate HOY. The 
student will then be required to attend a double 
after school RTC session.  

If the student fails to attend the RTC detention 
they will be referred to the HOY and issued with a 
Saturday detention.   

HOMEWORK DETENTION 
FLOWCHART
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HANDS OFF RULE
The St Brendan's College behaviour Management Policy 
makes it very clear in its introductory comments that 
Pastoral Care is based on justice, whereby the rights of 
all members of the College are respected and protected. 
A central theme of Christ's message to his followers 
was and is that all people are equal in God's eyes, that 
we are all his creation and are precious to Him. Many 
parables and teachings of Christ point to the fact that 
we are to find God in others, no matter how poor, lonely, 
unattractive, sick, spoilt or unkind a person may appear 
to be. 'What you did for the least of your brothers, you 
did for me', are Christ's words that remind us of our duty 
to respect and to help one another. Courtesy and respect 
are therefore a basis for our 'Hands Off' rule.

However, there are other particular and practical reasons 
why such a 'Hands Off' rule is most necessary in a school:

REASON 1

Each boy's parents have spent a lot of money on the 
purchase of a complete school uniform. When students 
do not observe the 'Hands Off' rule, there is the real 
possibility that items of the uniform can be torn or 
damaged in a way that could mean added expense for 
parents, having to replace the damaged item of uniform 
or added work to repair it. Buttons torn from shirts, torn 
shirts, torn blazer pockets can easily occur even if some 
friendly pushing and shoving occurs.

REASON 2

Some boys have said, when asked why they were pushing 
or grabbing one another, 'We are friends, we are only 
mucking around'. Unfortunately, what may start off as 
friendly, can easily turn into something more serious. 
One push that is too hard or one push too many can 
lead to the other boy retaliating in a serious way and 
then a fight, that neither boy wanted, eventuates.

REASON 3

If a fight does develop, this then encourages those 
watching or who hear of it, to solve any problems 
or differences they have with others in this way. The 
more fights there are between people to solve their 
differences, the more it seems to those who see or hear 
of it, especially younger boys, that this is the only way 
or the best way to deal with problems. In other words, 
those fighting are showing others that using violence to 
solve differences is O.K. It isn't.

REASON 4

Broken furniture, broken equipment, cracked windows 
or any damage to school property can easily occur when 
boys push, shove or grab others. Whether accidental or 
not, the damage will cost money to repair and usually 
causes inconvenience to others while it is being repaired. 

REASON 5

Any scuffle, or contact with another, can lead to injury 
to the other person, or even to an innocent bystander. 
There have been cases of broken fingers, damage to 
eyes, sprained ankles, and cuts after accidental or 
'friendly' mucking around has happened and in the case 
of more serious fights, damage to students' teeth, eyes 
and various bruises (or worse) can very easily occur.

These practical reasons are important, but are only 
secondary. The primary reason for the 'Hands Off' rule 
is based on love and respect for each other. Every St 
Brendan's boy has the right to receive an education free 
from any bullying or the threat of physical violence. 
Every St Brendan's boy has the right to use and not 
abuse the College facilities for this purpose of education.

NO SCHOOL NO PLAY 
RULE
1. The “No school No play” rule will be enacted 

primarily as a response to students who are 
disrupting the learning environment. Therefore, 
RTC reports, behavioural TASS entries and incident 
reports will be taken into consideration when 
implementing this rule.  

2. It is at the discretion of the Head of Year who will 
make the decision in consultation with the Head of 
School.

3. Academic application will also be considered when 
implementing the “No school NO Play rule”. However 
it is important that staff do not operate outside 
the existing guidelines of the Home Learning and 
Assessment policy.

4.  A single significant breach of school regulation may 
also result in the “NO School No Play”.          
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DEFERMENT, SUSPENSION AND 
CANCELLATION OF ENROLMENT 
POLICY
COMMUNICATING WITH FAMILIES ABOUT 
CHANGES IN ENROLMENT STATUS 
a) All communications regarding changes to enrolment status will 
be made directly with students and parents, in accordance with 
the latest contact details provided to the school.

b) Parents must therefore keep St Brendan’s College informed of 
their current contact details, as per the conditions of the student 
visa.

c) Where relevant and where approved by the parents, the school 
may also share copies of correspondence with the child’s education 
agent to help facilitate communication about any changes in 
enrolments status.  However, the parents with whom the school 
has a formal written agreement are the primary contact for the 
school in such matters.  The school will not act on any decision 
affecting the student’s enrolment that is not made by the parents.

STUDENT INITIATED CHANGES IN 
ENROLMENT
1. DEFERMENT OF COMMENCEMENT OF STUDY REQUESTED BY 
STUDENT

St Brendan’s College will only grant a deferment of 
commencement of studies for compassionate and compelling 
circumstances.  These include but are not limited to:

a. illness, where a medical certificate states that the student will be 
unable to attend classes

b. bereavement of close family members such as parents or 
grandparents (where possible a death certificate should be 
provided)

c. major political upheaval or natural disaster in the home country 
that has impacted on expected commencement of studies

d. a traumatic experience which has impacted on the student 
(where possible, these cases should be supported by police or 
psychologist’ reports). 

e. after undertaking ELICOS studies, the student has not/will not 
meet the English language benchmark required for entry into the 
desired course, and the school is willing to defer the student’s 
commencement in the course until a later date when the required 
benchmark is achieved.

All applications for deferment will be considered within 14 working 
days.  

The final decision for assessing and granting a deferment of 
commencement of studies lies with the Principal or Deputy 

Principal.  Where a student’s request to defer his commencement 
of studies is refused, the student has a right of appeal (see St 
Brendan’s College Complaints and Appeals policy).

Deferment will be recorded on PRISMS within 14 days of being 
granted.

2. SUSPENSION OF STUDY REQUESTED BY STUDENT

Once the student has commenced the course, St Brendan’s College 
will only grant a suspension of study for compassionate and 
compelling circumstances.  These include but are not limited to: 

a. illness, where a medical certificate states that the student will be 
unable to attend classes

b. bereavement of close family members such as parents or 
grandparents (where possible a death certificate should be 
provided)

c. major political upheaval or natural disaster in the home country 
requiring emergency travel that has/will impact on studies

d. a traumatic experience which has impacted on the student 
(where possible, these cases should be supported by police or 
psychologist’ reports).

e. student return to their home country to sit a university exam (or 
similar assessment) which impacts upon their education.

Where there is a significant issue impacting upon a student’s 
attendance or course progress, it is essential that the student 
or parents contact the school as soon as possible to discuss the 
concern so that appropriate support can be put in place.  Where 
deemed necessary, this may involve temporarily suspending the 
student’s enrolment so that matters can be resolved without 
having a negative impact on the student’s ability to satisfy their 
visa conditions.

• Temporary suspensions of study cannot exceed 6 months 
duration.

• Suspensions will be recorded on PRISMS within 14 days of 
being granted if the student is under 18 years of age, and 
within 31 days if the student is over 18 years of age.

• The period of suspension will not be included in attendance 
calculations.

• Applications will be assessed on merit by the Principal or 
Deputy Principal.

Some examples of circumstances that are not considered 
compassionate and compelling at St Brendan’s College include:

a. Requests for early departure or late return from vacation, 
including inability to secure cheap flights

b. Leaving early or returning late from holidays in order to attend 
festivals in the student’s home country

c. Returning home to attend family gatherings that occur during 
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term time.

As part of any assessment of a request to defer or temporarily 
suspend studies, the impact of the request on the student’s ability 
to complete their intended course of study in accordance with 
their CoE’s and student visa will be considered.  Any implications 
will be communicated to students.

All applications for suspension will be considered within 14 working 
days.

The final decision for assessing and granting a suspension of 
studies lies with the Principal or Deputy Principal.  Where a 
student’s request to suspend studies is refused, the student has a 
right to appeal (see St Brendan’s College Complaints and Appeals 
policy, www.sbc.qld.edu.au.

3. STUDENT-INITIATED CANCELLATION OF ENROLMENT

All notification of withdrawal from a course, or application for 
refunds, must be made in writing and submitted to the Enrolments 
Officer.  Please see St Brendan’s College’s Refund Policy – www.sbc.
qld.edu.au.

*A student will be deemed to have inactively notified St Brendan’s 
College of cancellation of enrolment where:

a. The student has not yet finished his/her course/s of study with 
the school, and 

b. does not resume studies at the school within 14 days after a 
holiday break, and

c. The student has not previously provided the school with written 
notification of withdrawal.

Student- initiated cancellation of enrolment, including “inactive” 
cancellation of enrolment in *, above, is not subject to St Brendan’s 
College Complaints and Appeals Policy. 

SCHOOL-INITIATED CHANGES IN 
ENROLMENT
4. SCHOOL-INITIATED EXCLUSION FROM CLASS OR SUSPENSION 
FROM ATTENDING SCHOOL (no impact on CoE)

a. St Brendan’s College may exclude a student from class studies 
on the grounds of misbehaviour by the student.  Temporary 
exclusion will occur as the result of any behaviour identified 
as resulting in exclusion in St Brendan’s College Behaviour 
Management Policy/Code of Conduct.

b. Students may also be excluded from class or suspended from 
school for failure to pay fees that he/she was required to pay in 
order to undertake or continue the course, as stated in the written 
agreement.

c. Where St Brendan’s College intends to exclude a student from 
class or suspend a student from school, it will first issue a letter 
which notifies the student and parents of this intention.  The letter 
will provide details of the reason/s for the intended exclusion, 
as well as information about how to access St Brendan’s College 
internal appeals process.  Further information about the appeals 
process in the event of a school-initiated exclusion from class is 
outlined below.

d. Excluded or suspended students must abide by the conditions of 
their withdrawal from studies and school, and must adhere to any 
welfare and accommodation arrangements in place, as determined 
by the Deputy Principal.

e. Where the student is provided with homework or other studies 
for the period of the exclusion or suspension, the student must 
continue to meet the academic requirements of the course.

f. Exclusion from class or suspensions from school under this 
section of the policy:

•  will not be included in attendance calculations for the study 
period

•  will not impact the CoE or study, and

•  will not be recorded on PRISMS

•  will not be visible to the Department of Home Affairs 
(Immigration)

5. SCHOOL-INITIATED SUSPENSION OF STUDIES (CoE will be 
impacted)

a. St Brendan’s College may initiate a suspension of studies 
for a student on the grounds of misbehaviour by the student.  
Suspension will occur as the result of any behaviour identified 
as resulting in suspension in St Brendan’s College Behaviour 
Management Policy/Code of Conduct.

b. Students may also be suspended for failure to pay fees that he 
was required to pay in order to undertake or continue the course, 
as stated in the student’s written agreement.

c. Where St Brendan’s College intends to suspend the enrolment 
of a student, it will first issue a letter that notifies the student 
and parents of this intention.  The letter will provide details of the 
reason/s for the intended suspension, potential impact on the 
CoE and study path, as well as information about how to access St 
Brendan’s College internal appeals process.  Further information 
about the appeals process in the event of a school-initiated 
suspension is outlined below.

d. Suspended students must abide by the conditions of their 
suspension from studies and must adhere to any welfare and 
accommodation arrangements in place, as determined by the 
Deputy Principal.

e. Students who have been suspended for more than 28 days may 
need to contact Department of Immigration. Please see contact 
details at: http://www.immi.homeaffairs.gov.au/help-support/
contact-us

f. Where applied, a suspension of enrolment will impact the 
student’s CoE and will be recorded on PRISMS. The suspension 
will therefore be visible to the Department of Home Affiars 
(Immigration).

g. The period of suspension will not be included in attendance 
calculations.

6. SCHOOL-INITIATED CANCELLATION OF ENROLMENT (CoE will 
be impacted)

a)St Brendan’s College will cancel the enrolment of a student 
under the following conditions:

i. Any breach of an agreed condition of enrolment as outlined 
in the student’s written agreement, including failure to disclose 
information required at the point of applicaiton or a pre-existing 
condition requiring a high degree of specialised support or care

ii. Failure to pay course fees

iii. Failure to maintain approved welfare and accommodation 
arrangements (visa condition 8532).

iv. Any behaviour identified as resulting in cancellation in St 
Brendan’s College’s Behaviour Management Policy /Code of 
Conduct outlined in the Student Diary and International Student 
Handbook.

b) Where St Brendan’s College intends to cancel the enrolment of 
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a student it will first issue a letter which notifies the student and 
parents of this intention. The letter will also provide details of the 
reason/s for the intended cancellation, as well as information about 
how to access St Brendan’s College’s internal appeals process.  
Further information about the appeals process in the event of a 
school-initiated cancellation is outlined below.

c) St Brendan’s College is required to report any confirmed breach 
of course progress and attendance requirements to the Department 
of Home Affairs (Immigration).  Where a student is reported for 
breach of visa condition, his enrolment at St Brendan’s College will 
be cancelled and this may impact on the student’s visa.  Further 
information can be found in St Brendan’s College’s Course Progress 
and Attendance Policy.

d) For the duration of the internal appeals process, where possible 
St Brendan’s College will maintain the student’s enrolment and 
the student may attend classes as normal. The Deputy Principal 
will determine if participation in studies will be in class or under a 
supervised arrangement outside of classes or, outside of School.

e) If a student decides to access St Brendan’s College’s complaints 
and appeals process because they have been notified of a school 
initiated suspension or cancellation of enrolment under Standard 
9, the change in enrolment status will not be reported in PRISMS 
until the internal complaints and appeals process is finalised, unless 
extenuating circumstances relating to the welfare of the student 
apply – see definitions below.

f) Where extenuating circumstances are deemed to exist, a 
student may still access the complaints and appeals process, but 
St Brendan’s College need not await the outcome of this process 
before changing the student’s enrolment status in PRISMS.  If the 
school has issued a CAAW for such a student, welfare provisions 
under Standard 5.6 are applicable.

g) The use of extenuating circumstances by St Brendan’s College to 
suspend or cancel a student’s enrolment prior to the 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 or Deputy Principal.

7. STUDENT TO SEEK INFORMATION FROM DEPARTMENT OF 
IMMIGRATION

• 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 Department of Home 
Affairs Website  http://www.homeaffairs.qld.gov.au for further 
information about their visa conditions and obligations.

8. DEFINITIONS 

a. CoE – ‘Confirmation of Enrolment’ - The CoE provides evidence 
of a student’s enrolment with a provider registered on the 
Commonwealth Register of Institutions and Courses for Overseas 
Students (CRICOS).  This evidence is required before Home Affairs 
will issue a student visa. The CoE contains information about the 
Provider, agent (if involved), course and duration of study in which 
the student has enrolled.

b.  Deferment of enrolment - To defer or suspend enrolment means 
to temporarily put studies on hold (adjourn, delay, postpone). 
Providers do this by notifying the Department of Education, 
PRISMS of the deferment of enrolment. A student may request a 
temporary deferment to his or her enrolment on the grounds of 
compassionate or compelling circumstances. A provider may also 
initiate suspension of a student’s enrolment due to misbehaviour of 
the student.

c. Exclusion from class – when s student is not allowed to attend 
classes for a period of time by may access learning material offline.

d.  Suspension from attending school - when a student is removed 
from school or class for a period of time. After a suspension, they 
will return to school or class. When considering suspending a 
student, the Principal must take into account the disruption to your 
child’s learning, their disability, home circumstances, educational 
needs.

e.  Suspension of enrolment - To suspend enrolment means to 
temporarily put studies on hold (adjourn, delay, postpone). 
Providers do this by notifying the Department of Education, 
through PRISMS of the suspension of enrolment. A student may 
request a temporary suspension to his or her enrolment on the 
grounds of compassionate or compelling circumstances. A provider 
may also initiate suspension of a student’s enrolment due to 
misbehaviour of the student.  It is important to note the meanings 
of the terms for this context – suspension of enrolment is not 
necessarily due to misbehaviour – suspension of enrolment may 
also be initiated by the student.

f.  Cancellation of enrolment - The provider notifies the Department 
of Education through PRISMS that it wishes to permanently cancel 
(terminate) the student’s enrolment. Once this process is complete, 
the student’s CoE status will be listed as ‘cancelled’.

g. PRISMS - The Provider Registration and International Student 
Management System (PRISMS) is the system used to process 
information given to the Secretary of DEST by registered providers.

h.  Day – any day including weekends and public holidays in or out 
of term time

i. Extenuating circumstances – if the student’s health or wellbeing, 
or the wellbeing of others, is likely to be at risk.

Examples include:

• The student refuses to maintain approved welfare and 
accommodation arrangements (for students under 18 years of 
age)

• 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

• Is at risk of committing a criminal offence, or

• The student is the subject of investigation relating to criminal 
matters.   

INTERNATIONAL STUDENT 
COMPLAINTS AND APPEALS POLICY
A copy of this policy will be provided to the student (or parent(s)/
legal guardian if the student is under 18) at a reasonable time

 prior to a written agreement being signed, and again during 
orientation or within 7 days of the commencement of student 
attendance of the enrolled course.

1. Purpose

a) The purpose of St Brendan’s College’s Complaints and Appeals 
Policy is to provide a student or parent(s)/legal 

guardian with the opportunity to access procedures to facilitate the 
resolution of a dispute or complaint involving

 St Brendan’s College, or an education agent or third party engaged 
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by St Brendan’s College to deliver a service on behalf of St 
Brendan’s College. 

b) The internal complaints and appeals processes are conciliatory 
and non-legal.

2. Complaints against other students

a) Grievances brought by a student against another student will be 
dealt with under the school’s Behaviour Policy/Code of Conduct.

3. Informal Complaints Resolution

a) In the first instance, St Brendan’s College requests there is 
an attempt to informally resolve the issue through mediation/
informal resolution of the complaint.

b) Students should contact the International Student Coordinator, 
Deputy Principal or Dean of House, in the first instance to attempt 
mediation/informal resolution of the complaint.

c) If the matter cannot be resolved through mediation, the 
matter will be referred to the Principal and St Brendan’s College’s 
internal formal complaints and appeals handling procedure will be 
followed.

4. Formal Internal Complaints Handling and Appeals Process 

a) The process of this grievance procedure is confidential and any 
complaints or appeals are a matter between the parties concerned 
and those directly involved in the complaints handling process.

b) The student must notify the school in writing of the nature and 
details of the complaint or appeal.

c) Written complaints or appeals are to be lodged with 
the Principal.  Students may seek out the assistance of the 
International Student Coordinator, or any staff member with who 
they feel comfortable to assist them in this process.

d) Where the internal complaints and appeals process is being 
accessed because the student has received notice by the school 
that the school intends to report him for unsatisfactory course 
attendance, unsatisfactory course  progress or suspension or 
cancellation of enrolment, the student has 20 working days from 
the date of receipt of notification in which to lodge a written 
appeal.

e) Complaints and appeals processes are available to students at 
no cost. 

f) Each complainant has the opportunity to present his case to the 
Principal.

g) Students and / or the School may be accompanied and assisted 
by a support person at all relevant meetings.

h) The formal internal complaints and appeals process will 
commence within 10 working days of lodgement of the complaint 
or appeal with the Principal and will be finalised as soon as 
practicable.

i) For the duration of the internal complaints and appeals process 
the student’s enrolment will be maintained, as  required under the 
National Code of Practice for Providers of Education and Training 
to Overseas Students 2018 and the student must continue to 
attend classes. 

However, if the Principal deems that the student’s health or well-
being, or the well-being of others is at risk he/she may decide to 
suspend or cancel the student’s enrolment before the complaints 
and appeals process has been  accessed or fully completed. In such 
cases, the student may still lodge a complaint or appeal, even if 
the student is offshore.

j) Once the Principal has come to a decision regarding the 
complaint or appeal, the student will be informed in writing of 
the outcome and the reasons for the outcome, and a copy will be 
retained on the student’s file.

k) If the complaints and appeals procedure finds in favour of the 
student, St Brendan’s College will immediately implement the 
decision and any corrective and preventative action required, and 
advise the student of the outcome and action taken.

l) Where the outcome of a complaint or appeal is not in the 
student’s favour, the school will advise the student  within 10 
working days of concluding the internal review of the student’s 
right to access the external appeals  process. However, the school 
is only obliged to await the outcome of an external appeal if 
the matter relates to a  breach of course progress or attendance 
requirements. For all other issues, the school may take action 
(including making changes to the student’s enrolment status in 
PRISMS) in accordance with the outcome of the internal appeal.

5. External Appeals Processes

a) If the student is dissatisfied with the conduct or result of the 
internal complaints and appeals procedure, he may contact and 
/ or seek redress through the Overseas Students Ombudsman at 
no cost.  Please see:  htpp://www.ombudsman.gov.au/about/
overseas-students or phone 1300 362 072 for more information.

b) If the student wishes to appeal a decision made by St Brendan’s 
College that relates to being reported for a breach of course 
progress or attendance requirement (under Standard 8), the 
student must lodge this appeal with the Overseas Student 
Ombudsman’s office within 10 working days of being notified of the 
outcome of his internal appeal.

c) If the student wishes to appeal a decision made by St Brendan’s 
College that relates to:

i) refusal to approve a transfer application (under Standard 7), or 

ii) suspension or cancellation of the student’s enrolment (under 
Standard 9)  any choice to lodge an external appeal with the 
Overseas Student Ombudsman is at the student’s discretion. The 
school need not await the outcome of any external appeal lodged, 
before implementing the outcome of the internal appeal.

d) If the complaints and appeals procedure finds in favour of the 
student, St Brendan’s College will immediately implement the 
decision and any corrective and preventative action required, and 
advise the student of the outcome and action taken.

6. Other legal redress

a) Nothing in the School’s Complaints and Appeals Policy negates 
the right of an overseas student to pursue other legal remedies. 

7. Definitions

a) Working Day – any day other than a Saturday, Sunday or public 
holiday during term time

b) Student – a student enrolled at St Brendan’s College or the 
parent(s)/legal guardian of a student where that student is under 
18 years of age

c) Support person – for example, a friend/teacher/relative not 
involved in the grievance. 

INTERNATIONAL STUDENTS COLLEGE 
ASSESSMENT POLICY
Distribution of Assignments

1. The teacher will direct you to the location of the assignment 
task sheet a minimum of three weeks prior to the due date for any 
major piece of assessment.  Less time may be given for smaller 
tasks or portfolio tasks.

2. The teacher will give you three dates when they distribute 
the assignment.  These will appear on the task cover sheet. A 
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Monitoring Date, a Conferencing Date and a Due Date.  If you stick 
to these dates you should be able to submit a quality assignment 
on time.

•  The Monitoring Date is a, “how are you travelling checkpoint’.  
The teacher will need to see some indication that the 
assignment has been commenced and that planning has taken 
place.  Different teachers may require different things at this 
date but they will inform you of this. 

• At the Conferencing date the teacher will expect a full draft, or 
an assignment that is up to the “Procedure Points”, stated by 
the teacher at the time of distribution.

• The Conferencing Date is viewed by the College staff as a, 
collection date to ensure that the College has evidence to 
allocate results in the event that you subsequently fail to meet 
your requirements at the due date”.

• Despite the narrow definition of a collection point, 
teachers will still provide structured feedback to you at 
the Conferencing date. Although, the depth and level of 
feedback will vary between teachers, depending upon how 
the assignment has been structured or how the class time was 
utilised.  As a minimum requirement, you can expect teachers 
to provide a generic checklist matched against the criteria to 
show where improvements can be made.

• Of course, you can give your assignment to your teacher prior 
to this date and have more than one option to conference.

CONFERENCING DATE PROCEDURES
1. An electronic copy of the assignments must be emailed, or 
loaded to the TASS Learning Management system by the end of the 
lesson on the Conferencing Date and a final copy emailed by the 
end of the lesson on the Due Date.

What will happen if I fail to submit my assignment at the 
Conferencing Date?

•  The teacher will complete the ‘Assignment Non-Submission’ 
slip and email it to the Extended Learning Centre Coordinator.

• The ELC coordinator will call you (phone, morning notices, or a 
note to your teacher) to the ELC (C1A) at the earliest possible 
lesson on the next day or days.

• You will have one lesson to complete the requirements of the 
assignment in the ELC.  

• The ELC Coordinator will make a copy of the work for the 
teacher and record your name in the non-submission database.  

• The ELC coordinator will give you an “Assignment Detention” 
notice.  

• The ELC coordinator will give your name to the office staff and 
they will contact your parents, the Deputy Principal Student 
Learning and the Year level Coordinator via a letter.

• If you arrive at the ELC with the assignment, you will simply 
submit it to the ELC Coordinator, receive the ‘Assignment 
Detention’ notice and go back to class.  Your parents will still 
be informed of the late submission at Conferencing.

What will happen if I fail to submit my assignment at 
Conferencing because I was absent?

• If you are ill, injured or away from school for some reason on 
the Conferencing Date you must email the assignment to the 
teacher.  Failing this, you are to give your assignment to the 
ELC coordinator (not to your teacher) at the start of ‘Period 
One’ on your first day back at school.

• You must have a medical certificate or a note from your 
parents, Head of Residence, Boarding supervisor or Health 
Centre Staff explaining your absence.  

• If you do not have a note you will be treated as though you 
failed to submit the assignment on time and you will receive 
an ‘Assignment Detention’ notice and the parental letter.

Where and what do I do for my Assignment Detention?

• Assignment Detentions will be undertaken in T3A on Tuesday, 
Wednesday and Thursday afternoons from 3.15pm until 
4.00pm.  During this time you will complete the on-line, 
“Enhanced Learning Education Services” study modules.

• You will have two opportunities to attend your Assignment 
Detention from the date it is issued by the ELC coordinator.  If 
you do not attend within this timeframe you will be internally 
suspended and your return to class will be dependent upon the 
completion of the necessary study skills modules (hard copy) in 
the Responsible Thinking Centre.

What will happen if I continually miss the Conferencing Date 
submission?

• The Principal and Deputy Principal will review the late 
submission data at the end of each term and then conduct 
an interview with you and your parents.  In cases where there 
is no improvement, or no obvious reasons for the late/non-
submission, they will make a recommendation that you may 
need to repeat your current year level or potentially that your 
enrolment be cancelled. 

What will happen if I refuse to work or complete the 
requirements in my ELC session?

• If you refuse to cooperate, or fail to produce work that meets 
the expected standard in the ELC session, you will be sent to 
the Deputy Principal Student Learning (DPSL) and may be 
internally suspended, or sent home until such a time that the 
assignment is completed to the required standard.  Your return 
to class or to the College, will then only be made after an 
interview with the Principal and the DPSL.

What will happen if my assignment does not meet the expected 
standard at the Conferencing Date?

• If the teacher does not consider the work that you submit 
to be a full assignment draft, or to their stated “Procedure 
Point”, they will treat the work as a non-submit and you will go 
through the ELC non-submission process. 

DUE DATE PROCEDURES
What will happen if I fail to submit my assignment by the end of 
the lesson on the Due Date?

• The teacher will use the evidence of work from the 
Conferencing Date to allocate a result.

• The teacher will give your name to the ELC Coordinator.  

• The ELC Coordinator will give your name to the office staff and 
they will contact your parents, the Deputy Principal Student 
Learning and the Year level Coordinator via a letter.

What can I do on the Due Date if my assignment is not finished?

• If your assignment is not finished by the end of the lesson on 
the Due Date you can still submit it to the ELC coordinator up 
to 4.00pm (close of business) on that day.  

• In such circumstances, the ELC coordinator will issue an 
“Assignment Detention”, notice except in the case where you 
have been absent and legitimate documentation is received.

What will happen if I fail to submit my assignment on the Due 
Date because I was absent?

29



• If you are ill, injured or away from school for some reason on 
the Due Date you must email the assignment to your teacher.  
Failing this, you are to give your assignment to the ELC 
coordinator (not to your teacher) at the start of ‘Period One’ 
on your first day back at school.

• You must have a medical certificate or your parents must sign 
a Statutory Declaration indicating their recognition that you 
were sick or unable to attend. 

What will happen if my assignment does not meet the minimum 
requirements on the due date?

• By collecting evidence of your work at the Conferencing Date 
the teacher should have sufficient information to allocate a 
result against the assessment criteria.  However, in the event 
that your work does not meet the minimum requirements to 
be allocated an ‘E’, then an ‘NR’ (No Result) will be awarded by 
the teacher.  

• An ‘NR’ for an individual assessment task at the senior level 
is likely to mean that you will not meet the substantive 
requirements of the course to be awarded a semester rating.  
This could ultimately impact upon the number of “Semester 
Weighted Units” and potentially make you OP ineligible.  
Conversely, if you are OP ineligible, the removal of a semester 
credit may limit your ability to attain twenty (20) points for 
the allocation of a QCE.  Further, if the lack of information 
means that you have not met the mandatory requirements of 
the course you will not be awarded a Level of Achievement for 
the subject on your Senior Statement.  

• At Year 8, 9 & 10 an ‘NR’ will appear on your term or semester 
report and you will be ineligible to receive an academic award.

• If you receive an NR you will be required to have an interview 
with the Principal and the Deputy Principal Student Learning.  
Where there is an obvious pattern of non-submission or 
insufficient work on assignment tasks, and after subsequent 
parent consultation, your continuing enrolment at the College 
may be reconsidered. 

20 QUICK TIPS FOR COMPLETING QUALITY 
ASSIGNMENTS BY THE DUE DATE!
1. On the day of distribution, actively listen and take notes as 

the teacher explains the requirements of the assignment.

2. Ask your teacher to list the ‘Procedure Points’ that have to be 
completed by the Monitoring Date.

3. Record the Monitoring, Conferencing and Due Dates in your 
student diary and on a study calendar.

4. Read the context to get a feel for the topic.  You may do 
additional research on aspects contained in the context to get 
important background information.

5. Highlight the key Terms in the ‘Task Statement’ and use your 
‘Key Terms Reference Guide’ to determine how these should 
be addressed. 
 

6. Highlight the genre that appears in the ‘Task Statement’.  Use 
the model provided by the teacher to identify the key features 
of the genre and/or do an internet search for additional clues 
about the genre.

7. Highlight the main content items in the ‘Task Statement’ and 
do your initial research on each of these.  

8. When researching, narrow the search sites to a manageable 
number and ensure that you record the names of the authors 
or the web addresses so that you can reference them at a later 

stage. 

9. When researching be selective and copy only the parts of the 
articles or books that are relevant.  Alternatively, you might 
make bullet point notes of this information but try to avoid 
ending up with large amounts of data that you have to wade 
through.

10. Once you have your research notes and data create a suitable 
‘Mind-Map’ to show how the information fits together and 
identify the parts that relate to each other.

11. Work through the ‘Procedure Points’ one at a time.  Tick them 
off as they are finished as a record of your achievements.

12. Working through the ‘Procedure Points’ should enable you 
to produce a first or rough draft for the teacher to view at 
Monitoring.

13. Accept the advice from your teacher and make the necessary 
corrections for a second draft at Conferencing

14. Be sure to read the assignment out loud or have another 
person proof read it for you before working on the final copy.  
Both methods will enable you to identify mistakes in spelling, 
punctuation and grammar that can then be corrected.  

15. Before completing the final version ensure you read the 
‘Assessment Advice’.  If some of them have not been 
addressed it could mean the difference between an ‘A’ and a 
‘C’ result.

16. Write your assignment using “Double Line Spacing” so that 
your teacher has sufficient room to make comments during 
the Monitoring and Conferencing stages.

17. If the assignment is an essay, make sure that your introduction 
is a comprehensive summary of the points or arguments that 
you will raise or discuss during the essay.

18. Make sure that each paragraph has a clear purpose and as a 
general rule addresses only one significant point.

19. Stick to the same tense when writing your essay.  If you start 
in the past tense this must be continued throughout.

20. When you get the assignment back read the advice from the 
teacher so that you can continue to improve on all further 
work.

ASSIGNMENT EXTENSIONS 

What do I do if I need an assignment extension?

• If you need an extension because of illness, injury, extra-
curricular demands, family situations or other unforeseen 
events you can contact your teacher at any point up to and 
including the Due Date.

• Your teacher can give you an extension of 1-2 days maximum 
and will give you an ‘Assignment Extension’ slip showing the 
new Due Date.

• If you require more than 1-2 days, you will need approval from 
the Head of Department.

• Teachers will not grant you an extension without a note or 
a phone call from your parent, Head of Residence, Boarding 
Supervisor or Health Centre Staff.

• Teachers will not grant you an extension if you have failed 
to work in class or failed to meet the Monitoring and 
Conferencing requirements.

What will happen if I am given an assignment extension and I fail 
to submit on the new Due Date? 
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• If you fail to submit on the new due date it will be treated 
as a non-submit and the teacher will go through the Non-
Submission process. 

PRIVACY POLICY
1. RATIONALE 

St Brendan’s College is a Catholic School in the Edmund Rice 
Tradition. Its policies are centered on the four Touchstones of the 
Charter for Catholic Schools in the Edmund Rice Tradition – namely, 
Gospel Spirituality, Liberating Education, Inclusive Community, 
Justice and Solidarity. As such, the College is committed to 
protecting the privacy of its employees, prospective employees, 
students and family members of students as they interact with the 
College from time to time. This privacy policy applies to all of the 
above-named groups at St Brendan’s College 

2. ACCOUNTABILITY 

Legal: 

Education (Accreditation of Non-Government Schools) Act (2001) 

• Privacy Act (1998) 

• Privacy Amendment (Private Sector) Act 2000 

• Anti-discrimination Act (1991) and amendments 

• Disability Discrimination Act (1992) 

Disability Standards for Education (2005) 

• Education Services for Overseas Students Act (2000) 

• National Code of Practice for Registration Authorities and 
Providers of Education and Training to Overseas Students 
(2007) 

Other: 

• Edmund Rice Education Australia 

• Non-State Schools Accreditation Board 

• Charter for Catholic Schools in the Edmund Rice Tradition 

• Queensland Curriculum and Assessment Authority 

• Queensland Tertiary Admissions Centre 

• Queensland College of Teachers 

• Training and Employment Council of Australia 

3. DEFINITIONS

3.1 “Employee” means any person employed by the College 
including any job applicant or prospective employee 

3.2 “Employee Record” means an employee record as defined by the 
Privacy Act 1998 

3.3 “Family Member” means a parent, step-parent, carer, legal 
guardian, homestay provider, educational agents or other family 
member of the student. 

3.4 “Student” means prospective, current or past student of St 
Brendan’s College. 

4. POLICY STATEMENT

4.1 Collection of Information 

4.1.1 The College only collects personal information that is necessary 
to carry on the College’s functions and activities as an educational 

institution. This includes: 

• Matters relating to an employee’s employment 

• Matters relating to the enrolment, education, welfare or health 
of a student 

• Matters relating to functions or events at the school 

• Matters relating to fundraising for the school or charities 

• Matters relating to statutory obligations in respect to Child 
Protection 

4.1.2 In the event that personal or sensitive information 
inadvertently comes into the possession or knowledge of the school 
for which the school has no need or authority to collect or keep, 
then that information will be destroyed or removed from all records 
held by the school as soon as is practicable 

4.2 Personal information 

4.2.1 Personal information means information about an individual 
whose identity is apparent or can be reasonably ascertained. 

4.2.2 Personal information pertaining to an employed, family 
member or student may be collected by the school where that 
information is required to the school to conduct its functions and 
activities as an educational institution. 

4.2.3 Personal information that may be collected includes but is not 
limited to:

• Family members’ names, phone numbers, addresses, email 
addresses, vehicle registration details, marital status/issues, 
custody details, doctor’s name and contact details, Medicare 
number, educational history, occupations, professional 
associations membership.  

• Student’s name, address, phone number, date of birth (and 
age), birth certificate, next of kin details, school reports, 
emergency contact details, number of doctor, residency/
visa status (where applicable) assessments, referrals (eg 
government agencies, welfare, etc), correspondence with 
family members, photos, current/previous schools, health 
fund, Medicare number. 

• Student sibling name and dates of birth. 

• Employee’s name, company name, phone number, 
email address, tax file number, date of birth, next of kin 
details, emergency contact details, residency/visa status, 
qualifications, education, academic transcript, passport, Blue 
Card (where applicable), salary issues including superannuation 
details, bank account numbers, marital status, letters of 
appointment or resignation, performance reviews, professional 
development details. 

• Information that is required to be collected for the purposes of 
accountability for government funding. 

4.3 Sensitive information

4.3.1 The collection of sensitive information is prohibited (by law) 
except where that information is exempt. The following is a list of 
exempt sensitive information that may be collected: 

• Racial or ethnic origin 

• Criminal record 

• Membership of a trade union 

• Religious belief or affiliation 

• Health information about an individual 
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4.3.2 It must be agreed by both parties (school and individual) 
that exempt sensitive information such as that above may be 
collected by the school to carry out its functions or activities as an 
educational institution. 

4.4 Use and Disclosure of Information 

4.4.1 St Brendan’s College will only use personal information or 
exempt sensitive information for the purposes for which it was 
collected. 

4.4.2 Written prior consent will be obtained by the College should 
there be a reason to disclose such information otherwise than to a 
readily apparent third party. 

4.4.3 From time to time the College may wish to use photographs, 
names and ages of students, activities engaged in for purposes 
directly relating to the functions and activities of the College.    

Such publicity may include but not limited to: College website, 
College Magazine, promotional or marketing material, past-student 
publications, press release. Parents/carers may expressly request 
that no such use be made of the image and/or name.

4.5 Security 

4.5.1 The College will take all reasonable steps to ensure that: 

• personal information collected, used or disclosed is accurate, 
complete and up to date 

• collected information is protected from misuse, loss, 
unauthorised access, modification or disclosure 

• information that is no longer needed for any purpose is 
destroyed or permanently de-identified. 

4.6 Access 

4.6.1 Employees or parents/carers may request access to any 
of their own records of personal information covered by this 
policy which have been collected and held by the College, or if 
they believe that any records need correction or updating. Such 
requests should be made directly to the Principal. 

1.6.2 Records of personal information will be retained by the 
College for the period required by Government legislation. 

5. CONSENT 

I ACCEPT THE TERMS AND CONDITIONS OF THIS PRIVACY POLICY, 
AND CONSENT TO THE PERSONAL INFORMATION, AS DETAILED IN 
CLAUSE 4.2 AND 4.3, TO BE USED OR DISCLOSED IN THE MANNER 
DETAILED IN CLAUSE 4.4 ABOVE.

Please complete below where applicable: 

Name of Employee/Parent/Carer: 

Signature of Employee/Parent/Carer:

Name of Student:

INTERNATIONAL STUDENT REFUND 
POLICY
1. This policy outlines refunds applicable to course fees paid to the 
school including any course fees paid to an education agent to be 
remitted to the school.

2. Any service fees a student (or parent(s)/legal guardian if the 
student is under 18) pays directly to a third party are not within the 
scope of this refund policy.

3. The enrolment application fee of $AUD500 is non-refundable.

4. Payment of Course Fees and Refunds

a) Fees are payable according to the St Brendan’s College Student 
Fee Schedule available on the College Website – www.sbc.qld.edu.
au

b) An itemised list of school fees is provided in the St Brendan’s 
College Written Agreement (as per NC Standard 3.3.4)

c) All fees must be paid in Australian dollars unless requested 
otherwise. Refunds will be reimbursed in the same currency as fees 
were received.

d) Refunds will be paid to the person who enters into the Letter 
of Offer – Written Agreement unless the school receives written 
advice from the person who enters the written agreement to pay 
the refund to someone else.

e) Fees will be charged on a semester by semester basis with only 
one semester to be paid in advance

5. All notification of withdrawal from a course, or applications for 
refunds, must be made in writing and submitted to the Principal.

6. Student default because of visa refusal

a) If a student produces evidence of visa refusal (or provides 
permission for the school to verify visa refusal with the Department 
of Home Affairs (Immigration)) and fails to start a course on, or 
withdraws from the course on or before the agreed starting day, 
the school will refund within four weeks of receiving a written 
claim from the student the total amount of course fees received by 
the school before the student’s default day, minus the lesser of 

•  5% of the amount of course fees received, or 

•  $AUD500.

If a student whose visa has been refused withdraws from the 
course after it has commenced, the school will retain the amount 
of tuition fees proportionate to the amount of the course the 
student has undertaken and will refund of any unused tuition 
fees* received by the school with respect to the student within the 
period of four weeks after the day of student default. 

*Calculation of the refund due in this case is prescribed by a 
legislative instrument (s.10 of Education Services for Overseas 
Students (Calculation of Refund) Specification 2014).

7. Student default

Any amount owing under this section will be paid within 4 weeks 
of receiving a written claim from the student (or parent(s)/legal 
guardian if the student is under18).

(a) Non-tuition fees:

Unused non-tuition fees will be refunded by the college.  The 
Application Fee is non-refundable. Students (or parent(s)/legal 
guardian if the student is under 18) may apply for a refund of 
Overseas Student Health Cover (OSHC) through their OSHC 
provider.

(b) Non-commencement with no notification of withdrawal:

If the student does not provide written notice of withdrawal, 
and does not start the course on the agreed starting date, up to 
80% tuition fees will be retained from tuition fees received by the 
school.

(c) Non-Commencement with notification of withdrawal:

i. If the school receives written notification of withdrawal by the 
student (or parent(s)/legal guardian if the student is under 18) 4 
or more weeks prior to commencement, the school will refund the 
amount of tuition fees received less an administration fee of $A750 
(a processing administration fee).

ii. If the school receives written notification of withdrawal by the 
student (or parent(s)/legal guardian if the student is under 18) less 
than 4 weeks prior to commencement of the course, the school 
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will refund 50 % of the tuition fee.

(d) Refunds after commencement of a course:

i. If tuition fees for up to on semester have been received in 
advance: where the student (or parent(s)/legal guardian if the 
student is under 18) notifies the school in writing of withdrawal 
before completing the semester, no tuition fees will be refunded.

ii. If tuition fees for more than one semester have been received in 
advance: If fees for more than one semester have been received in 
advance, and the school receives written notification of withdrawal 
by the student (or parent(s)/legal guardian if the student is under 
18), the school will refund the amount of unused tuition fees less 
$A750 Administration Fee, provided that at least 4 weeks written 
notice of withdrawal has been received.

 (e) Refunds in the event of a provider initiated cancellation of 
enrolment:

i. No refund of tuition fees will be made where a student’s 
enrolment is cancelled for any of the following reasons:

•  Failure to maintain satisfactory course progress (visa 
condition 8202).  Please see Course Progress and Attendance 
Policy – www.sbc.qld.edu.au 

• Failure to maintain satisfactory attendance (visa condition 
8202).  Please see Course Progress and Attendance Policy – 
www.sbc.qld.edu.au 

• Failure to maintain approved welfare and accommodation 
arrangements (visa condition 8532). Please see Student 
Welfare and Accommodation Policy -  www.sbc.qld.edu.au 

• Failure to pay course fees.

• Any behaviour identified as resulting in enrolment 
cancellation in St Brendan’s College Behaviour Policy/Code of 
Conduct. Please refer to the International Student Handbook 
– www.sbc.qld.edu.au 

ii. Any refund in the case of cancellation of a student’s enrolment 
for failure to maintain St Brendan’s Colleges’ agreed conditions 
of enrolment as outlined in the student’s letter of offer -written 
agreement, including failure to disclose required information at 
the point of application or a pre-existing condition requiring a high 
degree of specialised support or care, will be at the discretion of 
the school. 

8. Provider default

a) If for any reason the school is unable to offer a course on an 
agreed starting day for the course, and the student for some 
reason cannot be placed or refuses placement in an alternative 
course arranged by the school, a full refund of any unused tuition 
fees* received by the school with respect to the student will be 
made within 14 days of the agreed course starting day.

b) If for any reason the school is unable to continue offering a 
course after the student commences a course, and the student 
for some reason cannot be placed or refuses placement in an 
alternative course arranged by the school, a full refund of any 
unused tuition fees* received by the school with respect to the 
student will be made within 14 days of the school’s default day.

c) In the event that the school is unable to fulfil its obligations 
of providing an agreeable alternative course for the student, or 
a refund, the student will receive assistance from the Australian 
Government’s Tuition Protection Service. For information on 
the TPS, please see: https://tps.gov.au/StaticContent/Get/
StudentInformation.

*Calculation of the refund due in this case is prescribed by a 
legislative instrument (s.7 of Education Services for Overseas 
Students (Calculation of Refund) Specification 2014). http://www.

comlaw.gov.au/Details/F2014L00907.

d) Where such a provider goes into default:

i. From a financial perspective, because the VET component falls 
under the school’s CRICOS registration, the student’s tuition fees 
for the course (including the VET components) are protected by 
virtue of the school’s CRICOS registration. 

ii. From a course delivery perspective, if the RTO the school has 
partnered with closes or is otherwise unable to deliver the VET 
component, the school must ensure that the student is still able 
to complete the secondary school course for which their visa 
has been issued. This could mean engaging an alternative VET 
provider to deliver the VET components or if this is not possible, 
offering alternative secondary school subjects which meet the 
requirements for completing the school qualification.

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

DEFINITION FOR ST BRENDAN’S COLLEGE 
a. Non-tuition fees – fees not directly related to provision of the 
student’s course, including Application Fee, Overseas Student 
Health Cover (OSHC), Queensland Curriculum and Studies 
Authority (QCAA) levy, Uniforms and Homestay fees.

b. Tuition fees – fees directly related to the provision of the 
student’s course, including text books, laptop and charger.

c. Course fees – the sum of tuition fees and non-tuition fees 
received by the school in respect of the student in order for the 
student to undertake the course.

d. Term – one term is equivalent to ¼ of one year.  There are four 
terms in one year.

e. Semester – one semester is equivalent to ½ of one year.  There 
are two semesters in one year.

If the student changes visa status (e.g. becomes a temporary or 
permanent resident) he will continue to pay full overseas student’s 
fees for the duration of that billing period.

EDUCATION AGENTS
Education agents are not engaged to formally represent St 
Brendan’s College. 

St Brendan’s College responds to all enrolment enquiries and to 
applications for enrolment according to established procedures. 

WELFARE AND ACCOMMODATION 
POLICY - INTERNATIONAL STUDENTS 
CARE FOR YOUNGER STUDENTS UNDER 18 YEARS

St Brendan’s College is a CRICOS-registered provider which enrols 
younger students under 18 years of age.

As part of its registration obligations St Brendan’s College must 
satisfy Commonwealth and state legislation, as well as any other 
regulatory requirements, relating to child welfare and protection 
for any overseas student enrolled who is under 18 years of age.

These obligations include ensuring that all overseas student 
under 18 years of age are given age-and culturally-appropriate 
information on:

• Who to contact in emergency situations, including contact 
number/s of a nominated staff member, and
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• How to seek assistance and report any incident or allegation 
involving actual or alleged sexual, physical or other abuse.

St Brendan’s College has documented procedures relating to child 
welfare and safety, and will implement these procedures in the 
event that there are any concerns for the welfare of a student 
under 18 years of age.

1. ACCOMMODATION AND CARE OPTIONS FOR OVERSEAS 
STUDENTS UNDER 18 YEARS

St Brendan’s College approves the following accommodation and 
care options for overseas students:

The student will live with a parent or relative approved by the 
Department of Home Affairs (immigration).

In this case

a. The College does not provide a welfare letter (CAAW) via PRISMS.  
The student’s family completes Form 157N and provides proof of 
relationship to Department of Home Affairs (Immigration) at the 
time of visa application for approval of these arrangements.  The 
Department of Home Affairs (Immigration) must also approve any 
further change of welfare arrangements.

b. If the adult responsible for the welfare, accommodation and 
other support arrangements for a student under 18 years holds a 
Student guardian Visa (subclass 500), all obligations and conditions 
of this visa must be met, including:

i. Not leaving not leaving Australia without the nominating student 
unless there are compassionate and compelling circumstances 
and the School has first approved alternative welfare and 
accommodation arrangements for the student for the adult’s 
period of absence, and 

ii. Advising the Department of Home Affairs (Immigration) of any 
change of address, passport or other changes of circumstances.

St Brendan’s College requires holders of Student Guardian Visas to:

a. Maintain Overseas Visitor Health Cover for themselves and any 
dependent children living with them in Australia

b. Immediately advise the School of any change to address or 
contact details

c. Immediately advise the School if there are any compassionate 
or compelling reasons to travel overseas or not be at home for an 
extended period of time to care for the student.

If there is a valid reason for travelling overseas, and the School 
is able to approve alternative accommodation and care 
arrangements for the student for the period of student guardian 
visa holder’s absence, the School will provide documentation 
approving temporary care arrangements for the student to the 
student’s guardian and for the Department of Home Affairs 
(Immigration) via PRISMS.

If there is not a valid reason for travelling overseas, or if the 
School is not able to approve alternative accommodation and care 
arrangements for the student for the period of student guardian 
visa holder’s absence, the student will need to travel overseas with 
the holder of the student guardian visa.  In this case, the School 
will advise if compulsory attendance requirements will or will not 
be affected by the student’s absence.

2. THE STUDENT WILL LIVE IN SCHOOL APPROVED 
ACCOMMODATION AND WELFARE ARRANGEMENTS AND 
ST BRENDAN’S COLLEGE WILL GENERATE THE WELFARE 
LETTER (CAAW) VIA PRISMS TO ACCOMPANY THE STUDENT’S 
CONFIRMATION OF ENROLMENT (COE).

Accommodation options that may be approved by St Brendan’s 
College for full fee paying 500 (formerly 571) visa subclass students 
under 18 years of age include:

a. School Boarding houses.

b. Vacation Homestay Program, during vacation periods if the 
student cannot return home. See the St Brendan’s College Vacation 
Homestay Program.

St Brendan’s College will maintain approval of accommodation and 
care arrangements until: 

a. The student completes the course and departs Australia

b. The student turns 18 years 

c. Any appeals process in relation to St Brendan’s College’s 
intentions to cancel the student’s enrolment has been finalised 
(including suspensions, cancellations, course progress and 
attendance)

d. The student has alternative welfare arrangements approved by 
another registered provider

e. A parent or nominated relative approved by the Department of 
Home Affairs (Immigration) assumes care of the student

f. St Brendan’s College has notified the Department of Home 
Affairs (Immigration) that it is no longer able to approve the 
student’s welfare arrangements and has taken the required action 
after not being able to contact the student.

Any accommodation, welfare and other support arrangements for 
the student must be approved by St Brendan’s College, including 
arrangements provided by third parties.

Accommodation and care arrangements are checked prior to 
approval and at least every six months thereafter to ensure they 
are appropriate to the student’s age and needs.

Any adults involved in or providing accommodation and welfare 
arrangements to the student have a blue card as appropriate 
(https://www.bluecard.qld.gov.au)

Any changes to approved arrangements must also be approved by 
the School.  This includes any requests by students under 18 years 
of age to attend “Schoolies Week” on completion of Year 12.

If a student cannot be located and the School has concerns for 
his welfare, the School will contact the student’s parents / legal 
guardian and notify the police and any other relevant authorities.

If a student for whom the School has issued a CAAW refuses to 
maintain approved arrangements, the School will report this to 
the Department of Home Affairs (Immigration) and advise the 
student to contact the Department of Home Affairs (Immigration) 
to ensure visa implications are understood.  (See Department 
of Home Affairs (Immigration) office addresses at http://www.
homeaffairs.gov.au/about/contact/offices-locations/australia.

In the event of a significant or critical welfare issue involving the 
student, and if determined necessary by the school, a parent, legal 
guardian or approved relative agrees to travel to a designated 
location within 7 days to assume care of the student until the 
situation has been resolved to the school’s satisfaction.

If a parent / nominated guardian wishes to assume welfare 
responsibility, the parent / nominated guardian must notify the 
school as soon as practicable of their intentions and must provide 
the school with written evidence of a guardian visa grant.

Students who meet the criteria outlined in the St Brendan’s College 
Policy on Independent Living may lodge an application to live 
out of homestay arrangements.  In this case of student who have 
been given written permission to live independently, the criteria 
for maintaining both Satisfactory attendance and satisfactory 
academic progress, will need to be maintained throughout the 
remainder of their time at St Brendan’s College. 

3. FOR SCHOOL VACATION PERIODS, STUDENTS UNDER 18 YEARS 
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OF AGE FOR WHOM ST BRENDAN’S COLLEGE HAS ISSUED A 
CAAW WILL:

a. Return home to parents, or

b. If unable to return home, live in Vaction Homestay arranged 
and approved by the parent and the school as per the St Brendan’s 
College Homestay Program.

d. Apply to attend a supervised excursion, camp, etc. if all 
requirements are met in order to attain school approval.

4. ACCOMMODATION OPTIONS FOR STUDENTS 18 YEARS AND 
OLDER INCLUDE:

a. It is a condition of enrolment that students over 18 years also 
maintain school approved accommodation arrangements until the 
completion of their enrolled course.  

b. After completing the first term of studies at St Brendan’s 
College, the 18 years and older student may apply to live 
Independently using the St Brendan’s College Application to 
Live Independently form – see International Student Handbook, 
available at www.sbc.qld.edu.au  

c. All international students, including those over 18 years who 
have been given permission to live independently, moving to a 
new address, must inform the school in writing and complete 
the appropriate forms advising of their new address within 7 
days of taking up residence at that new address.  Any change in 
contact numbers must also be provided.  Students must advise St 
Brendan’s College of the name, address and phone contact details 
of an Emergency Contact person.  Students will be advised in 
writing, on arrival, of the need to comply with this requirement as 
a condition of their student visa.

d. Live in private arrangement requested by a parent.

5. FOR SCHOOL VACATION PERIODS, THE FOLLOWING 
ACCOMMODATION OPTIONS ARE AVAILABLE TO STUDENTS 18 
YEARS OR OLDER:

a. Student returns home to parents

b. Student continues to live in arrangements for Independent 
Living, approved by the College and details of which are recorded 
by the School

c. Students may spend vacation with friends, family or relatives, 
provided details are given

d. Students may travel unaccompanied during vacation periods, 
provided details are given.

e. Student may attend a supervised excursion, camp, etc., provided 
details are given.

6. VACATION HOMESTAY ARRANGEMENTS AT ST BRENDAN’S 
COLLEGE:

The Vacation Homestay accommodation arrangements approved 
by St Brendan’s College meet Queensland legislative requirements 
for child protection as well as Standard 5 of the 2018 National Code 
of Practice for Providers of Education and Training to Overseas 
Students. These include:

a. Continuous dates for approved welfare arrangements

b. Documented procedures for checking suitability of 
accommodation, support and general welfare arrangements 
before a student is placed in an approved vacation homestay 
arrangement. Refer to the St Brendan’s College Vacation Homestay 
Program.

i. Guidelines for selecting, screening and monitoring each family 
and ensuring the family can provide age appropriate care and 
facilities for the duration of the student’s enrolment at the school

ii. Criteria about accommodation services to be provided, and 
contract for arrangements about providing accommodation 
services

iii. Orientation program for families new to provision of private 
accommodation services

iv. Blue cards as required for adults living in the private 
accommodation, other than overseas students, or who otherwise 
have regular contact with the student.

*Note:

As of 31 August 2020, “No card, No start” blue card requirements 
apply for providers of child accommodation services, unless an 
exemption applies.

TRANSFER  POLICY
St Brendan’s College’s Overseas student transfer policy and 
processes apply to:

• overseas students requesting to transfer prior to completing 
the first six months of their first registered school sector 
course or 

• where the student has completed the first six months of their 
enrolment in their first registered school sector course and 
wishes to transfer but the provider holds welfare responsibility 
via a CAAW.

Overseas students requesting to transfer prior to completing the 
first six months of their first registered school sector course:

1. Overseas students are restricted from transferring from their first 
registered school sector course of study for a period of six months. 
This restriction also applies to any course(s) packaged with their 
first registered school sector course of study. Exceptions to this 
restriction are:

a) If the student’s course or school becomes unregistered

b) The school has a government sanction imposed on its 
registration

c) A government sponsor (if applicable) considers a transfer to be 
in the student’s best interests

d) If the student is granted a release in PRISMS. 

2. Students can apply to be released by submitting a Student 
Transfer Request Application at no charge to enable them to 
transfer to another education provider. However, if a student has 
not completed the first six months of the first registered school 
sector course of study or is under 18 years of age, conditions apply. 

3. St Brendan’s College will only release a student before 
completing the first six months of their first registered school 
sector course in the following circumstances:

a) The student has changed welfare and accommodation 
arrangements and is no longer within a reasonable travelling time 
of the school.

b) The student will be reported because they are unable to achieve 
satisfactory course progress at the level they are studying, even 
after engaging with St Brendan’s College ‘s intervention strategy to 
assist them in accordance with Standard 8 (Overseas student visa 
requirements).

c) The student provides evidence of compassionate or compelling 
circumstances.

d) St Brendan’s College fails to deliver the course as outlined in the 
written agreement.

e) The student provides evidence that their reasonable 
expectations about their current course are not being met.
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f) The student provides evidence that he was misled by St 
Brendan’s College or an education or migration agent regarding 
St Brendan’s College or its course and the course is therefore 
unsuitable to his needs and/or study objectives.

g) An appeal (internal or external) on another matter results in a 
decision or recommendation to release the student.

h) Any other reason stated in the policies of St Brendan’s College.

4. Students under 18 years of age MUST also have:

a) Written evidence that the student’s parent(s)/legal guardian 
supports the transfer application

b) Written confirmation that the receiving provider will accept 
responsibility for and communicate with the student about 
approving the student’s accommodation, support, and general 
welfare arrangements from the proposed date of release where 
the student is not living with a parent / legal guardian or a 
suitable nominated relative

5. St Brendan’s College will NOT agree to the transfer before the 
student completes the first six months of their first registered 
school sector course in the following circumstances:

a) The student’s progress is likely to be academically 
disadvantaged

b)  St Brendan’s College is concerned that the student’s 
application to transfer is a consequence of the adverse influence 
of another party

c) The student has not had sufficient time to settle into a new 
environment in order to make an informed decision about 
transfer

d) The student has not accessed school support services which 
may assist with making adjustments to a new environment, 
including academic and personal counselling services

e) School fees have not been paid for the current term/semester.

6. To apply for transfer to another provider, students need to:

a) Complete an Application for Student Transfer Form available 
from www.sbc.qld.edu.au or the Enrolments Officer.

b) Give this completed application form and a valid offer of 
enrolment from another provider to the Enrolments Officer for 
assessment.

c) If under 18 years of age, complete an Application for Student 
Transfer Form with signature of the parent/s or legal guardian/s 
support for the transfer to the nominated provider. 

In this case, the valid offer of enrolment must also confirm 
the new provider’s acceptance of responsibility for approving 
the student’s accommodation, support and general welfare 
arrangements from the proposed date of the student’s release 
from St Brendan’s College, in accordance with Standard 5 
(Younger overseas students) of the 2018 National Code of Practice 
for Providers of Education and Training for Overseas Students.

7. St Brendan’s College will assess the student’s transfer request 
application and notify the student of a decision within 15 working 
days. 

8. If St Brendan’s College grants the student’s transfer request, 
the student will be notified and the decision will be reported to 
the Department of Home Affairs (Immigration) via PRISMS.

9. If St Brendan’s College intends to refuse the student’s transfer 
application request, St Brendan’s College will provide the student 
with reasons for refusal in writing and include a copy of St 
Brendan’s College ‘s complaints and appeals policy www.sbc.qld.

edu.au.  The student has the right to access St Brendan’s College 
‘s complaints and appeals process and has 20 working days to 
do this. The student’s transfer request application will only be 
finalised in PRISMS after one of the following occurs:

a) the student confirms in writing they choose not to access St 
Brendan’s College ‘s complaints and appeals process, or 

b) the student confirms in writing they withdraw from any 
appeals process they have commenced, or 

c) the appeals process is completed and a decision has been made 
in favour of the student or St Brendan’s College.

10. Applications to transfer to another registered provider may 
have visa implications. The student is advised to contact the 
Department of Home Affairs (Immigration) office as soon as 
possible to discuss any implications. The address of the nearest 
Office is: 299 Adelaide Street, Brisbane QLD 4000 or https://www.
homeaffairs.gov.au/about/contact/offices-locations/australia  
Alternatively, students can contact the Department of Home 
Affairs (Immigration) through their web enquiry form: https://
www.homeaffairs.gov.au/about/contact/make-enquiry

Student who are no longer subject to the transfer restriction but 
St Brendan’s College holds welfare responsibility via a CAAW.

11. Students under 18 years of age MUST have:

a) Written evidence that the student’s parent(s)/legal guardian 
supports the transfer application

b) Written confirmation that the receiving provider will accept 
responsibility for and communicate with the student about 
approving the student’s accommodation, support, and general 
welfare arrangements from the proposed date of release where 
the student is not living with a parent / legal guardian or a 
suitable nominated relative

12. To apply for transfer to another provider, students need to:

a) Complete an Application for Student Transfer Form available 
from www.sbc.qld.edu.au 

b) Give this completed application form and a valid offer of 
enrolment from another provider to the International Student 
Coordinator or the International Administration Assistant for 
assessment and response within 15 working days.

If under 18 years of age, complete an Application for Student 
Transfer Form with signature of the parent/s or legal guardian/s 
support for the transfer to the nominated provider. 

In this case, the valid offer of enrolment must confirm acceptance 
of responsibility for approving the student’s accommodation, 
support and general welfare arrangements from the proposed 
date of the student’s release from St Brendan’s College in 
accordance with Standard 5 (Younger overseas students) of the 
2018 National Code of Practice for Providers of Education and 
Training for Overseas Students.

13. St Brendan’s College will negotiate the welfare transfer date 
with the receiving provider and will advise the student of the 
welfare transfer date within 15 working days. 

1. Transfers to another registered provider may have visa 
implications. The student is advised to contact the Department of 
Home Affairs (Immigration) office as soon as possible to discuss 
any implications. See https://www.homeaffairs.gov.au/about/
contact/offices-locations/australia. Alternatively, students can 
contact the Department of Home Affairs (Immigration) through 
their web enquiry form: https://immi.homeaffairs.gov.au/help-
support/contact-us
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ANTI – SMOKING POLICY
Ref No. P1.3 

1.0 POLICY CONTEXT:

St Brendan’s College is committed to providing and conducting 
ongoing preventative programs, which aim to promote positive 
health and lifestyle behaviours for students and staff.  

2.0 OBLIGATIONS:

• This policy takes into consideration that:

• Smoking is illegal for students under 18 years of age 

• All Edmund Rice schools are smoke free  

• EREA Charter

• Queensland Legislation requires schools to be smoke-free up 
to and including 5 metres beyond the boundary of the school 
property

3.0 POLICY PRINCIPLES:  

The anti-smoking policy of the St Brendan’s College will accord with 
the following principles:

3.1 Smoking is not permitted in any buildings and areas designated 
as school property;

3.2 Medical advice indicates that smoking is habit forming and 
extremely detrimental to health;

3.3 The uptake of smoking occurs predominantly among teenagers;

3.4 All students and adults have the right to a smokefree 
environment thereby avoiding the dangers of passive smoking;

3.5 The College deems that it is unacceptable for boys to smoke.

4.0 POLICY STATEMENT:

4.1 The College understands that smoking is potentially addictive 
and detrimental to healthy living, and will provide a graduated 
pastoral response for students found to be involved with smoking;

4.2 All students have the right to a smoke free environment 
and therefore the College is a smoke free zone. Smoking is not 
permitted in any area of the school property (including 5 metres 
around the school property), nor at any school related activity or 
function, by students or staff.  Any student found to be smoking 
will be in violation of this policy.  The College deems this behaviour 
as unacceptable and undertakes to respond in a more punitive 
manner;

4.3 Students violation of the Anti-Smoking Policy will result in 
appropriate consequences being applied as outlined in the College 
Anti-Smoking Procedure.

5.0 POLICY SCOPE & IMPLEMENTATION:

This policy applies to all College students and staff, but is the 
responsibility of all members of the College community:

5.1 Staff will: 

5.1.1 Ensure they understand and adhere to the College Anti-
Smoking Policy; 

5.1.2 Ensure all students are following the current guidelines; 

5.1.3 Report to parents / caregivers on breaches of College policy; 

5.1.4 Take consistent and fair measures to help students follow the 
guidelines.

5.2 The Students will: 

5.2.1 Be responsible for following anti-smoking guidelines;

5.2.2 Be aware of consequences of non-compliance with the anti-
smoking policy. 

5.3 The Parents/Caregivers will: 

5.3.1 Undertake to support the College policy by ensuring their son 
complies with policy and guidelines.

5.4 The College Board will: 

5.4.1 Participate in the development, implementation and review of 
this policy.

Signed:       
Date:

Board Chair       
Principal  

COURSE PROGRESS, ATTENDANCE 
AND COURSE DURATION  POLICY
Overseas students are required to meet and maintain satisfactory 
course progress and attendance requirements under visa condition 
8202 and under Standard 8 of the National Code of Practice for 
Providers of Education and Training to Overseas Students 2018.

1. Course Progress

a) The school will monitor, record and assess the course progress 
of each student for the course in which the student is currently 
enrolled.

b) The course progress of all students will be assessed at the end of 
each study period of enrolment according to St Brendan’s College’s 
course assessment requirements.

c) Students who have begun part way through a study period / 
semester will be assessed according to St Brendan’s College’s course 
assessment requirements after completing one full study period].

d) Students will need to demonstrate satisfactory course progress in 
any study period / semester.

For Junior Secondary Studies Years 7-10 – students with 3 or 
more “Limited Achievement” grades each semester will be deemed 
unsatisfactory.

For Senior Secondary Studies  11 & 12 – for the duration of full-time 
study, students must progressively accrue sufficient credit in Units 
in Years 11 and 12 to remain eligible for a Queensland Certificate 
of Education (QCE). Students enrolled for all four units of a Senior 
Secondary Course will be identified and notified at risk of not 
achieving satisfactory course progress when their results indicate 
that the Learning Options available to them remain eligible for a 
QCE are becoming limited.

e) At risk students will be identified as those who have failed to 
achieve competency in units studied and those whose end of term 
reports indicate there has been no improvement in subsequent 
study periods. 

f) If at the end of a study period a student does not achieve 
satisfactory course progress as described above, the Deputy 
Principal and Senior Coordinator will formally contact the parent(s) 
to advise that the student is at risk of breaching the course progress 
requirement and that there will be a meeting with the student to 
develop an intervention strategy for academic improvement. This 
may include

i. After hours tutorial support
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ii. Subject tutorial support in class time

iii. Mentoring

iv. Additional ESL support

v. Change of subject selection, or reducing course load (without 
affecting course duration)

vi. Counselling – time management

vii. Counselling -academic skills

viii. Counselling - personal

ix. other intervention strategies as deemed necessary

g) A copy of the student’s individual strategy for academic 
improvement and any relevant progress reports will be forwarded 
to parents. Parents will be advised if the proposed strategy has 
any implications for fees payable, the student’s progression 
through a package of courses, or the student’s visa. Where a 
proposed intervention plan has significant implications for the 
student’s course of study (as originally agreed), a new written 
agreement will need to be established. A new CoE may also be 
required.

h) The student’s individual strategy for academic improvement 
will be monitored over the following study period by the Deputy 
Principal and Senior Coordinator and records of student response 
to the strategy will be kept.  Parents will be kept informed of the 
student’s academic progress while the student is receiving formal 
intervention.

i) If the student does not achieve satisfactory course progress by 
the end of the next study period, St Brendan’s College will advise 
the student in writing of its intention to report the student for 
breach of visa condition 8202, and that he has 20 working days 
in which to access the school’s internal complaints and appeals 
process. The notification of intention to report will be issued to 
the student prior to the commencement of the next semester. 
Following the outcome of the internal process, if the student 
wishes to complain or lodge an external appeal about a decision 
made or action taken by St Brendan’s College, he may contact 
the Overseas Student Ombudsman at no cost. Please see St 
Brendan’s College’s Complaints and Appeals Policy for further 
details.

j) The school will notify the ESOS agency via PRISMS of the 
student not achieving satisfactory course progress as soon as 
practicable where:

i. the student does not access the complaints and appeals process 
within 20 days, or the student withdraws from the complaints and 
appeals process by notifying the Principal of St Brendan’s College 
in writing, or

ii. the complaints and appeals process, including any external 
appeal made by the student, results in a decision in favour of the 
school.

2. Completion within expected duration of study 

a) As noted in 1.a., the school will monitor, record and assess 
the course progress of each student for the course in which the 
student is currently enrolled.

b) Part of the assessment of course progress at the end of each 
study period will include an assessment of whether the student’s 
progress is such that they are expected to complete their studies 
within the expected duration of the course.

c) The school will only extend the duration of the student’s study 
where it is clear the student will not be able to complete their 
course by the expected date because:

i. the student can provide evidence of compassionate or 
compelling circumstances (see Definitions below)

ii. the student has, or is, participating in an intervention strategy 
as outlined in 1.e.

iii. an approved deferment or suspension of study has been 
granted in accordance with St Brendan’s College’s Deferment, 
Suspension and Cancellation Policy.

e) Where the school decides to extend the duration of the 
student’s study, the school will report this change via PRISMS 
within 14 days and/or issue a new COE if required. In this case, 
the student will need to contact the Department of Home Affairs 
(Immigration) to seek advice on any potential impacts on their 
visa, including the need to obtain a new visa. 

3. Monitoring Course attendance

a) Satisfactory course attendance is attendance of 80% of 
scheduled course contact hours.

b) Student attendance is:

i. checked and recorded daily

ii. assessed regularly

iii. recorded and calculated over each study period.

c) Late arrival at school will be recorded and will be included in 
attendance calculation.

d) All absences from school will be included in absentee 
calculations and should be accompanied by a medical certificate, 
an explanatory communication from the student’s carer or 
evidence that leave has been approved by the Principal/Head of 
School.

e) Any absences longer than 5 consecutive days without approval 
will be investigated.

f) Student attendance will be monitored by the Enrolments 
Officer every week over a study period to assess student 
attendance using the following method:

i. Calculating the number of hours the student would have to be 
absent to fall below the attendance threshold for a study period 
e.g. number of study days x contact hours x 20%.[For example, 
a 20 week study period with 5 contact hours a day would equal 
500 contact hours. 20% of this is 100 hours. Alternatively, a school 
may choose to calculate attendance using a formula based on 
the number of days absent. For example, a 20-week study period 
with 5 days a week would equal 100 school days. 20% of this is 
20 school days. – NOTE: provider must choose ONE method of 
attendance – based on either ‘days absent’ or ‘hours absent’ so 
delete as appropriate]

ii. The monitoring process will include a review of the reasons 
given for student absence, including a determination of whether 
compassionate and compelling circumstances apply (as per 
Definition, below). 

iii. Where a student’s absences represent grounds for the student 
to apply and be approved for a deferment of study or temporary 
suspension of enrolment, those absences will not be included in 
the student’s attendance calculations for that study period (see 
Name of School’s Deferment, Suspension and Cancellation Policy).

iv. Attendance for any period of exclusion from class will be 
assessed under Name of School’s Deferment, Suspension and 
Cancellation Policy.

v. Any period of exclusion from class will not be included in 
student attendance calculations.

g) Parents of students at risk of breaching St Brendan’s College’s 
attendance requirements will be contacted using contact details 
provided, and students will be counselled and offered any 
necessary support when they have absences totalling 10 % in any 
study period.
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h) If the calculation at 3.f. indicates that the student has fallen 
below the 80% attendance threshold for the study period, Name 
of School will assess the student against the provisions of Item 
3.i. (below). Where the student has failed to meet the minimum 
attendance requirement, and evidence of compassionate and 
compelling circumstances do not apply, the school will promptly 
advise the student of its intention to report the student for 
breach of visa condition 8202, and that he/she has 20 working 
days in which to access the school’s internal complaints and 
appeals process.

i) The school will notify the ESOS agency via PRISMS of the 
student not achieving satisfactory course attendance as soon as 
practicable where:

i. the student does not access the complaints and appeals process 
within 20 days

ii. the student withdraws from the complaints and appeals 
process by notifying the Principal of St Brendan’s College in 
writing,

iii. the complaints and appeals process, including any external 
appeal made by the student, results in a decision in favour of the 
school.

j) Students will not be reported for failing to meet the 80% 
attendance threshold for a study period where: 

i. the student produces documentary evidence in a timely 
manner clearly demonstrating the presence of compassionate or 
compelling circumstances e.g., (medical illness) supported by a 
medical certificate or as per Definition, below, and

ii. the student’s attendance has not fallen below 70% for the 
study period.

k) The method for calculating 70% attendance is the same as that 
outlined in 3.f. with the following change; number of study days 
x contact hours x 30%, or number of study days x number of days 
per week x 30%.

l) If the student’s attendance falls below the 70% threshold 
for the study period, the process for reporting the student for 
unsatisfactory attendance (breach of visa condition 8202) will 
occur as outlined in 3.h – 3.i.

4. Definitions

a) Compassionate or compelling circumstances - circumstances 
beyond the control of the student that are having an impact on 
the student’s progress or attendance through a course. These 
could include:

i. serious illness, where a medical certificate states that the 
student was unable to attend classes 

ii. bereavement of close family members such as parents or 
grandparents (with evidence of a death certificate if possible)

iii. major political upheaval or natural disaster in the home 
country requiring their emergency travel that has impacted on 
their studies 

iv. a traumatic experience which has impacted on the student 
(these cases should be where possible supported by police or 
psychologists’ reports)

v. where the school was unable to offer a pre-requisite unit 

vi. inability to begin studying on the course commencement date 
due to delay in receiving a student visa.

For other circumstances to be considered as compassionate or 
compelling, evidence would need to be provided to show that 
these were having an impact on the student’s progress through a 
course.

b) Expected duration – the length of time it takes to complete 
the course studying full-time. This is the same as the registered 

course duration on CRICOS.

c) School day – any day for which the school has scheduled 
course contact hours.

d) Study period - St Brendan’s College defines a “study period” for 
the purposes of monitoring course attendance and progress as a 
semester.

- for the purpose of monitoring attendance, a study period is a 
semester

- for the purpose of monitoring course progress in a Primary 
School or Junior Secondary School course, a study period is a 
semester

- for the purpose of monitoring course progress in a Senior 
Secondary School course, a study period is a Unit of a subject or 
course of study (i.e., Unit 1 or Unit 2 in Year 11 or Units 3 and 4 in 
Year 12)

e) Core Subjects

f) Learning Options – the range of subjects and programs as 
outlined in Learning Options 1.2.2 of the Queensland Curriculum 
and Assessment Authority (QCAA) QCE and QCIA Handbook 2019

ENTRY REQUIREMENTS POLICY
1.  St Brendan’s College will consider enrolment applications 
from students wishing to apply for a Student Visa, subject to 
compliance with minimum requirements and conditions set 
by the School, and with legislative requirements of the State 
of Queensland and the Commonwealth of Australia, including 
any requirements to undertake extra tuition to learn English to 
meet the English language proficiency standard needed to enter 
mainstream classes.

2.  Applications for enrolment must be made on the International 
Application Form available at  https://www.sbc.qld.edu.au/
enrolments. This form must be correctly completed, signed and 
must be accompanied by the following documents to support the 
application: 

   a. A $500 Enrolment Application Fee, non-refundable (please  
       refer to the Payment Slip on page 21 of the Enrolment Form).

   b. Certified copies of Student Report Cards from the previous 2  
        years of study, including a copy of the latest Student Report;

   c.  Certified copy of the student’s Reports from English Courses  
        undertaken in Australia

   d.  A completed Subject Choices Form if appropriate; 

   e.  Appropriate proof of identity and age;

   f.  Written evidence of proficiency in English as a second     
       language

   g. Photocopy or scanned copy of passport page with name,       
       photo identification, passport number and expiry date 

   h.  Letter of Offer from another registered provider if applicable

   i.  Application to the Queensland Assessment and Curriculum  
       Authority (QCAA) for relaxation of completed Core        
       requirements if applicable.

3.  Where the above documents are not in English, certified 
translations in English are required, with necessary costs to be 
met by the applicant. 

4.  An application for enrolment can only be processed when 
all of the above are in the hands of the International Student 
Administrator.
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5.  Applications from overseas students are processed according 
to established policy and procedures, and are dealt with on 
their merits. Failure to disclose details required as part of the 
application process may later result in cancellation of enrolment.

6.  Assessment procedures include an evaluation of reports from 
previous schools and of English language proficiency. In cases 
where report cards are not available or are inconclusive for any 
reason, the school may require relevant testing of the applicant 
to assess the application. 

7.  Onshore applications for Years 11-12, where the student is 
transferring from another CRICOS registered provider, will only be 
considered where the transfer, if accepted, allows the student to 
achieve a successful study outcome at the end of the enrolment.

8.  Offshore applications for enrolment in Years 11-12 will not be 
considered after the Yr 11 course has commenced/ unless the 
student can complete course assessment before the end of the 
first semester of Year 11.

St Brendan’s College requires evidence that the applicant’s 
academic ability and English proficiency is sufficient to 
successfully meet the entry and curriculum demands of the 
intended course.  Students undertaking package of courses will 
have their academic and English language capabilities re-assessed 
prior to the commencement of each course in their enrolment 
package. This is a requirement under the 2018 National Code of 
Practice, Part B Standard 2.

Minimum academic and English language requirements are as 
follows:

Academic Requirements

1.  Students must provide evidence of satisfactory academic 
performance appropriate to entry to the Year level requested on 
the Application for Enrolment or offered as an alternative point of 
entry by the school in a Letter of Offer.

    a) For Year 7 –  12 students:

         i.  A pass level or “C” Year Level or better for the majority of   
             core subjects

English Language Proficiency Requirements

1. Are assessed individually based on the contents of their report 
cards and personal references, and may also be required to 
undertake a language proficiency test set by the school.

2. If supplied, St Brendan’s College will assess evidence of English 
language proficiency presented by a student at the time of 
application, but reserves the right to confirm the student’s.

3. If not presenting appropriate evidence of English language 
proficiency at the time of application, St Applicants Brendan’s 
College will assess the student’s application for entry based on 
satisfactory test results as follows:

Year Level IELTS NLLIA Band Scales ISLPR TOEFL Other

7 – 10 4.5         4              2/2+ (av) 500 TBN

11 – 12 5.0         5               2+/3 (av) 550 TBN

4. Students should note that if their language proficiency is 
below that outlined above, they may be required to undertake an 
intensive English language course before beginning mainstream 
studies.

5.  If undertaking an intensive English language course before 
beginning mainstream studies, English language proficiency will 
be reassessed at the conclusion of the language course to ensure 
the student’s level of proficiency is sufficient to allow them to 
commence their mainstream course.

6.Note that where a student cannot, or will not, meet the English 

language or academic requirements for entry into their first 
mainstream course, or a subsequent course undertaken as part 
of an enrolment package, St Brendan’s College may choose to 
apply the Conditions of Enrolment outlined the student’s written 
agreement and the provisions of this Entry Requirements Policy 
– the outcome of which may result in the withdrawal of offer for 
enrolment on the grounds that entry requirements have not been 
met. 

Alternatively, St Brendan’s College may (at its discretion, and if 
appropriate) choose to offer:

• New mainstream enrolments - entry into a mainstream    course 
at a lower year level.

 Continuing mainstream enrolments - opportunity to repeat a 
year level as part of an academic intervention plan implemented 
by the school. Refer to the Student progress, attendance and 
course duration policy.

Educational Qualifications

Students who follow academic and career advice given to them 
by appropriate members of the college staff have the opportunity 
of graduating with a Senior Secondary (High School) Certificate.  
Those who meet the guidelines of the Queensland Curriculum 
and Assessment Authority (QCAA) may also graduate at the end 
of Year 12 with a Queensland Certificate of Education (QCE).

Course Credit

Students applying to enter mainstream high school for any year 
level must provide evidence of their completion of the previous 
year of high school.  Documentation will be required for both 
on and offshore studies.  St Brendan’s College will assess all 
applications for entry into school.  Course credit may only be 
offered as outlined below.

For students transferring from interstate entering Year 7-10, the 
college does not offer course credit and entry into any course is 
subject to the assessment of the school.  For students transferring 
from interstate in Year 11 and the beginning of Year 12, the 
student may receive course credit for units completed based 
on evidence provided of studies undertaken under the relevant 
state or territory curriculum assessment authority or national 
accredited framework.

St Brendan’s College assesses and records course credit, according 
to requirements of the Queensland Curriculum and Assessment 
Authority (QCAA).

The following St Brendan’s College policies should be read before 
you complete the Enrolment Application Form.  

Please see http://www.sbc.qld.edu.au/enrolments  

•  Welfare and Accommodation Policy

•  Complaints and appeals Policy

•  Course Progress, Attendance and Course Duration Policy

•  Student Transfer Policy

•  Deferment, Suspension and Cancellation Policy

•  Fees Schedule

•  Behaviour Policy/Code of Conduct – See International Student  
    Handbook on website

•  Refund Policy
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Once the application has been reviewed, the student will be 
contacted to advise them if they have been offered a place at 
the College.  In the case of an offer of enrolment being made to 
the student, an International Student Written Agreement will 
be issued advising the student what conditions they will need to 
meet to be eligible to take up the offer.  This Agreement will need 
to be signed by the student and their parents/guardians before 
proceeding to the next stage.

Completed applications may be emailed to enrolments@sbc.qld.
edu.au or sent by post to:
St Brendan’s College 
Enrolments
139 Adelaide Park Road
YEPPOON QLD 4703
AUSTRALIA

When a signed Written Agreement has been received by the 
College:

•  A deposit of $A750 can be made to secure their place.

•  An Invoice will be sent for payment of tuition fees for 1 study  
   period (1 semester).

•  The Invoice could also include fees such as Overseas Health  
   Cover and Queensland Curriculum and Assessment Authority  
   (QCAA) Levy.  This levy is for Years 11 & 12 students only. 

•  An electronic Confirmation of Enrolment (CoE) will be issued   
   upon receipt of acceptance, payment and all conditions have  
   been met.

•  Subject selections will be chosen with the Deputy Principal.

•  Uniforms will need to be purchased
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FEES FOR INTERNATIONAL 
STUDENTS - 2022   
TUITION FEES PER ANNUM
Tuition (7-12) 24,185.00
Total Tuition fees 24,185.00

NON TUITION FEES
Total Boarding Fees (0verseas students) 17,640.00

QCAA Levy 780,00

Administration & CRICOS Levy 1000.00

Building Levy (per family) 245.00

Parents & Friends levy  10.00

Total Non Tuition Fees 19,675.00

Uniforms (estimate) 1,200.00

Stationery (estimate) 200.00
Application fee (non-refundable, one off payment on 
application) 500.00

STUDENT SUBJECT LEVIES 
Music

Private music tuition (optional) 1,420.00

Band – with own instrument (8-12 90.00

Band – use of school instrument (8-12) 280.00

Music – AMEB Certification (estimate) 200.00

Religious Education

Certificate III in Christian Ministry (11-12) 250.00

Careers

Certificate II in Tourism 250.00

Health & Physical Education Subjects

Cert III in Fitness (11-12) 250.00

Marine & Aquatic Practices (11-12) 390.00

Manual Arts Subjects

Wood Technolgy (8-10) per semester 70.00

Metal Technology (8-10) per semester 50.00

Industrial Technology & Design (8) 70.00

Certificate II in Furniture Making Pathways (11-12) 350.00

Certificate II in Automotive Vocational Preparation (11-12) 350.00

Certificate II in Engineering Pathways (11-12) 350.00

Certificate II in Construction (11-12) 350.00

Certificate II in Aviation - Remote Pilot (11-12) 300.00

Certificate II in Electrotechnology (11-12) 300.00
A number of Yr 11 & 12 subjects have excursions planned for 
which these will be a cost. Details will be forwarded prior to 
the excursion.
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 ACADEMIC
 � Green Marle shirt 
 � College grey shorts
 � Black leather shoes 
 � College socks

YEAR 12
 � Short sleeved white shirt

SPORTS
 � Sport shorts
 � Sports shoes
 � College sports socks (only 

to be worn during Health & 
PE classes)

 ACADEMIC
 � As per summer uniform
 � Optional long grey trousers,
 � College track suit top or 

pullover

YEAR 12
 � Short sleeved white shirt

SPORTS
 � As per summer sports 

uniform

FORMAL ACADEMIC
 � Green Marle shirt
 � Tie
 � Long grey trousers
 � Black leather shoes

FORMAL YEAR 12
 � White shirt 
 � Tie
 � Blazer  (Optional) 

HOUSE UNIFORM
 � Coloured polo shirt 
 � Sports shorts
 � Sports socks 
 � Sports shoes

SUMMER 

WINTER

FORMAL

UNIFORM 
REQUIREMENTS

Listed below is a guide to the uniform requirements for students. All items are available from the Drapery (see next page).
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NAME OF STUDENT: _______________________________________  GRADE: ____________________

NAME OF PARENT: ________________________________________PICK UP DATE: _______________

ADDRESS: ___________________________________________________________________________

____________________________________________________________________________________

________________________________________________________POSTCODE: __________________

PHONE NUMBER:  _____________________________________________________________________

METHOD OF PAYMENT: _________________________________________________________________

CREDIT CARD NO: _________________________________________EXPIRY DATE: ________________

EFTPOS AVAILABLE  -  NO CASH ADVANCES

COLLEGE DRAPERY

This form may be completed and return to the College if you wish to order by mail, or you may purchase direct from the Drapery.  
Payment may be made by cash, cheque or bankcard.  (Prices may be subject to change)  (All prices include GST)

📞	 (07) 4939 9430  

   (07) 4930 2634  

✉ ✉ stbrendans.uniforms@permapleat.com.au  
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MIN. REQUIRED CODE DESCRIPTION PRICE NO. ORDERED SIZE TOTAL OFFICE USE

6 Marle Green Marle Schools Shirts – Size 8 - 30

5 Shcol
College Grey Shorts – Boys 8 - 16

College Grey Short – Men’s  4- 8

College Grey Shorts Special Make – Mens Lg 
9-10

6 SSG Long School Socks – 2-8   8-11   11-14

1 LB Black Leather Belt

1 FGH School Hat – S-XXL

EMB Name Embroidered

1 CT

College Grey Trousers – Boys 9 -15

College Grey Trousers – Men’s 4-8

College Grey Trousers – Large men’s 9 - 10

1 HSB Bucket Hat  s/m, m/l, l/xl

1 CTI
School Tie – 127cm

School Tie – 147cm

2 SPSP
Sports Shirts – Boys 10 – 16

Sports Shirts – Men’s  S – 3XL

2 SPS

Sports Shorts: Basketball style – Boys 8 – 16

Sports Shorts: Basketball style – Men’s S – 4XL

Sports Shorts: Rugby style – Men’s XXS –XXL         

Sports Shorts: Rugby style – Men’s – 3XL – 4XL                          

2
SS

AS

Sports socks - Crew 2-8   8-11   11-14

Sports socks - Anklet 2-8   8-11   11-14

1

House Polo Shirt Boys 10 – 16

House Polo Shirt Men’s S – XXL

House Polo Shirt Men’s 3XL – 4XL

2 LABA Mesh Laundry Bags 

YEAR 12 ONLY

6 SWS White School Shirt 16 - 30

FS Football Socks (when required) - 8-11   11 - 14

OPTIONAL

BGJ

College Jumper – Boys 10 - 16    

College Jumper – Men’s 18-22

College Jumper – Men’s 24-26           

TST
Track Suit Top – 12 - 16

Track Suit Top – S - 3XL

TSP
Track Suit Pants – 12 - 16

Track Suit Pants – S - 3XL

PACK College Backpack

TOTAL

(NB:  Please indicate sizes)

ORDER FORM
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 Trustees of Edmund Rice Education 
Australia Trading as St Brendan’s 

College

139 Adelaide Park Road 
Yeppoon QLD 4703 

📞	 07 4939 9300 

✉ enrolments@sbc.qld.edu.au

🌍 stbrendans.qld.edu.au

CRICOS Provider Number: 03745A

Follow us on social media to find out all the latest news.

DISCOVER
ST BRENDAN’S 

COLLEGE 


