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WELCOME TO THE GLENNIE SCHOOL

From the Principal
A warm welcome awaits you and your daughter at The Glennie School. Within a network of
support and friendship, your daughter will have the opportunity to grow into a
self-assured, well-skilled young woman, ready to face the ever changing world.

During every stage of their formation from age four, girls develop differently from boys. We
know that most girls thrive in a girls-only school. The learning styles of girls inform our
curriculum design. Girls have all of the teachers’ attention.

Girls develop courage and the confidence to stretch for new heights within a circle of
friendship. Girls come first at Glennie.

We trust your daughter will find the happiness that comes from being part of a Christian
community that respects and supports her unique talents and abilities. We value your
daughter and the opportunity to help her to be “all she can be”.

The staff at The Glennie School would like to warmly welcome you to our school, to our city
and to our country. We hope that you will quickly feel a part of our community, make
lifelong friendships and gain an Australian education in a supportive environment. Our
staff are ready to help you achieve your academic goals and dreams. We hope that you will
take the opportunity to learn more about Toowoomba and Australia and to visit many
interesting and exciting places during your stay. 

INTRODUCTION TO THE GLENNIE SCHOOL

Founded on 27 July 1908, The Glennie School is an all-girls day and boarding school,
located in the garden city of Toowoomba, Queensland. Glennie provides a well-rounded
education, from Kindergarten to Year 12, grounded by Christian values within the Anglican
ethos.

The School comprises of two campuses located opposite each other across the street at
246A Herries Street, Toowoomba. On one side of Herries Street to the north is the Junior
Years Campus which is the Primary School for Kindergarten to Year 6. The Secondary
Campus is home to the Middle years (Year 7 to 9) and the Senior Years (Year 10 to 12).

Also located on the Secondary Campus are the three Boarding Houses named Dowson,
Brown and Simmons Houses which is a ‘home away from home’ for girls whose families live
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in regional areas in Northern New South Wales, Queensland, The Northern Territory and
overseas.

The School has an indoor heated 25m, 10 lane swimming pool, and a synthetic track for
athletics, ball courts for volleyball, netball, basketball and tennis.

OUR MISSION

As a community where tomorrow’s women learn, our mission is to provide girls with
dynamic opportunities in education, training and personal growth which develop their
individual potential and prepare them for life. We shall incorporate traditional values within
a caring, Christian environment, together with the best contemporary teaching methods
and learning experiences.

OUR VISION

To develop in each Glennie girl the intellectual, physical and spiritual potential to be All She
Can Be ®.

Glennie girls are to be educated to the highest standards of which they are capable. In
addition, Glennie girls are to be given the opportunities to develop their sporting and
cultural talents through a rich, diverse and relevant co-curricular program. By achieving an
understanding of their own spiritual dimension, Glennie girls will make a positive
contribution to the world with a sense of their own worth and character in addition to a
well-developed sense of citizenship. As well-skilled, well-rounded and well-grounded young
people of excellent character, integrity and poise, Glennie girls will be able to be all they
can be.

OUR VALUES

Glennie girls are known for their compassion, confidence and integrity; characteristics
which they display with pride. Throughout her time at Glennie, your daughter will be
encouraged to make a positive contribution to the world she lives in and will be supported
and encouraged every step of the way by highly professional, passionate and caring staff.

LOCATION AND FACILITIES

The Glennie School is located at 246a Herries Street, Toowoomba, Queensland. It is spread
across two campuses – the Junior Years campus and the Middle and Senior Years campus.
Upon your arrival you will be given a tour of the School and boarding facilities to assist you
in familiarising yourself with any key areas relevant for you.

Please click on the following link to our webpage to learn more about our outstanding
facilities both inside and outside the classroom:

https://www.glennie.qld.edu.au/discover/sustainable-facilities-services/
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REGISTRATION AND ACCREDITATION

CRICOS Registration Details

Organisation Name: The Corporation of the Synod of the Diocese of Brisbane

Trading Name: The Glennie School

Organisation Type: Education Provider

Registered State: Queensland

ABN: 49734380233

CRICOS Provider Code: 00496D

The Principal Executive Officer appearing on the CRICOS website http://cricos.education.gov.au
in School Contact Details is:

Ms Mary Anne Evans, Principal

The following Staff members have access to PRISMS:

Ms Meg Coles, Registrar

OBLIGATIONS

In order to be registered on CRICOS, The Glennie School is required to:

a) Have the principal purpose of providing education; and
b) Clearly demonstrate capacity to provide education of a satisfactory standard.

REPORTING

Evidence of The Glennie School’s ability to meet these requirements is provided in:

a) The school’s Annual Report to Commonwealth and State governments, available at:
www.glennie.qld.edu.au and

b) Non-State Schools Accreditation Board documentation via the school’s Cyclical
Review Report and NSSAB confirmation letter.

The Glennie School is registered to enrol a maximum of 50 Full Fee Paying 500 visa
subclass students.

The CRICOS Registered Courses offered to international students at The Glennie School
are as follows:
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CRICOS Code CRICOS Course Name Course Level

084571C Junior Secondary Years 7 to 10

004872G Senior Secondary Years 11 to 12

ACADEMIC OUTCOMES

The Glennie School ensures that all subjects and courses offered to International Students
have stated educational outcomes as specified in curriculum documents and individual
work programs. A summary of subjects and courses is available to International Students
to assist them in mapping out their academic path. Curriculum handbooks are available to
International Students in Years 7 to 12 to assist in suitable subject selections plus the
opportunity to be able to discuss subject choices with key academic staff.

ENROLMENT

The Glennie School conducts its enrolment of international students in an ethical and
responsible manner, consistent with the requirements of the National Code of Practice for
Providers of Education and Training to Overseas Students (the National Code) 2018.

Enquiries for enrolment are directed to the Registrar.

Enquiries regarding student welfare during a student’s enrolment are directed to the Head
of Boarding and Head of House.

STEPS FOR ENROLMENT

Step 1. Initial Application

❏ Complete the Application for Enrolment* and Data Collection Form Provide the
❏ school with the following supporting documentation (these documents must be in

English with any translation costs being met by the applicant)
● Two most recent school reports from your present school
● International English Language Testing results
● A copy of the student’s Birth Certificate
● A copy of the student’s Passport

*Medical information: It is important that parents understand The Glennie School needs to
have full details of any medical or psychological condition that requires medication or medical
supervision, and any learning difficulties or special needs a student may have. Failure to
disclose this information at time of enrolment may be grounds for future cancellation of
enrolment.

IMPORTANT: The Glennie School will assess all applications for course credit for students
enrolling in Senior Secondary Studies. 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.

The Glennie School assesses and records course credit, according to requirements of the
Queensland Curriculum and Assessment Authority (QCAA).
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❏ Forward these documents to the Registrar at enrol@glennie.qld.edu.au

Step 2. Placement Offer

❏ The Principal will review the enrolment application
❏ An interview via Skype/Google Meet will need to be arranged with the Principal/Senior

Leadership Team.

The school will notify the student if they can be accepted for Direct Entry or will be required to
undertake an ELICOS Course or a High School Preparation Program (HSPP) prior to beginning
to mainstream studies. If an ELICOS Course or HSPP is required, evidence of enrolment must
be provided to the school.

❏ If a placement if offered, the following documentation will be emailed
● A Letter of Offer from the School, outlining fees payable upfront including

Overseas Student Health Cover (OSHC), accommodation, entry requirements and
course details

● Written Agreement, International Students
● The school Medical Form
● Invoice for Payment of Fees

Step 3. Accepting the Offer

❏ To accept the placement at the school, return the following documentation no later
than the due date on the Letter of Offer
● Written Agreement, International Students
● Medical Form
● Payment of the Invoice issued previously

The parent(s)/Legal guardian(s) and the student sign and return the Letter of Offer and Written
Agreement with confirmation of fees quoted in the Letter of Offer. Parent(s)/Guardian(s) may
choose to pay more than 50% of total fees in which case a separate invoice will be issued.

IMPORTANT: if an agent is involved, they cannot sign documents nor make fee payments on
behalf of the student or their parent(s)/legal guardian(s).

Step 4. Signed Agreement Returned

❏ A copy of the Written Agreement will be returned to the parent/student when it has
been signed by the Principal

Step 5. Student Visa Application

Once the above documents and payments have been received:

❏ The school will complete the following documents needed for the student visa
application
● Electronic Confirmation of Enrolment (eCoE)
● Confirmation of Accommodation Arrangements of Welfare Letter (CAAW)

❏ These documents will be scanned and emailed to the student’s agent or
parent(s)/guardian(s)

❏ The agent or parent/guardian can arrange the Student Visa Application
❏ The Department of Home Affairs will need a copy of the student’s Letter of Offer, eCoE

and CAAW letter
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❏ Once the visa is approved, the agent or parent/guardian MUST send a copy of the Visa
approval to the Registrar at enrol@glennie.qld.edu.au

Step 6. Pre Arrival

❏ Prior to the student arriving in Australia, the Registrar will arrange:
● Transport from the Brisbane International Airport to Glennie if required

❏ Advise the Registrar of the student’s flight schedule as soon as required
❏ Complete all the necessary Enrolment forms (i.e. subject selection, etc) return to the

school as soon as possible.

Please Note: It is an expectation that international students hire a Notebook computer from
the school, for use in the classroom. Purchased computers from overseas are generally
unsupported by the school’s Information Technology (IT) Department.

Step 7. Beginning School

❏ Upon arrival, students will need to purchase uniforms, school supplies and hire
textbooks from the Glennie One Stop Shop (GOSS)

❏ For all uniform requirements, both summer and winter, the student will need to
consider spending approximately AUD$2500.00 to purchase all necessary uniforms,
stationery, equipment and other requirements to begin attending classes. ( This cost is
based on the purchase of new items and may vary depending on individual
circumstances).

❏ Payment is made directly to the Glennie One Stop Shop, therefore the student will
need to have direct access to these funds or have made arrangements for the
purchase of these requirements.

❏ On the first day at school, the student will meet with the Head of Boarding and Head of
Middle and Senior Years.

❏ It is recommended that parents deposit approx AUD$500.00 to be used for any
medical costs required

On the first day at school, the student will meet with the Head of Boarding, Head of Curriculum
and Tutor Group Teacher. They will also be assigned a buddy to assist them with attending
classes during their first days at The Glennie School.

For more induction information, refer to Appendix 2 - International Student Orientation Checklist.

For further enrolment information please contact:

Registrar

E: enrol@glennie.qld.edu.au

P: +61 7 4688 8888

The Glennie School

246A Herries Street

TOOWOOMBA QLD 4350
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INTERNATIONAL STUDENT ENTRY REQUIREMENTS POLICY

1. The Glennie School 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 Application for Enrolment Form
(International Students). This must be correctly completed, and must be accompanied by
the following documents to support the application:

a) Copies of Student Report Cards from the previous 2 years of study, including a copy of
the latest Student Report;

b) A completed Reference Form from the student’s current or most recent school
Principal is also required if student Report Cards do not record student behaviour or
commitment to studies;

c) A completed Subject Choices Form if appropriate;

d) Appropriate proof of identity and age;

e) Written evidence of proficiency in English as a second language if seeking direct entry
to mainstream studies;

f) Photocopy or scanned copy of passport page with name, photo identification, passport
number and expiry date;

g) Letter of Release from another registered provider if applicable;

h) Enrolment Application Fee of AUD$250.00;

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

j) If the student has own private Overseas Student Health Cover (OSHC) then details of
this must be provided;

k) Assessed written pieces of work in English may also be requested.

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 Registrar.

5. Applications from overseas students are processed according to established policy and
procedures, and are dealt with on their merits.

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.
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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 application for enrolment in Years 11-12 will not be considered after the Year 11
course has commenced.

9. The Glennie School 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. 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 International Application for Enrolment Form 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” grade or better for the majority of core subjects

ii) Has previously studied English for a minimum of two years

English Language Proficiency Requirements

1. The Glennie School requires evidence of sufficient proficiency in English to successfully
meet the curriculum demands of the enrolled course.

2. Applicants 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.

3. If supplied, The Glennie School 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 English language proficiency through additional tests.

4. If not presenting appropriate evidence of English language proficiency at the time of
application, The Glennie School will assess the student’s application for entry based on
satisfactory test results as follows:

Year Level
Entry

Examinations
AEAS IELTS NILLA ISLPR TOEFL

(iBT)
7 and 8 61 - 70% 4-5 4+

9 70% 5-6 4+ 1+/2 50

10 75+% 6 5 2+/3 65

11 and 12 80+% 6+ 6 3 75

THIS IS A GUIDE ONLY AS THE INTERVIEW DETERMINES THE SUCCESS OF THE
APPLICATION. ALL APPLICATIONS ARE ASSESSED ON AN INDIVIDUAL BASIS.
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5. 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.

6. 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.

NB: If the student is undertaking an ELICOS or High School Preparation Program (HSPP) prior
to commencement of enrolment, the date and year level is subject to English Proficiency Levels
being attained by the primary course start date. If English Proficiency Levels are not attained by
this date, the student may also be required to undertake further intensive English Language
Studies before commencing at The Glennie School or may be enrolled in a lower year level
commensurate with the students attained English Proficiency.

GUIDELINES FOR BEHAVIOUR AND EXPECTATIONS OF STUDENTS

Behaviour

Students who display irresponsible or unsafe behaviour such as use of abusive language,
smoking, drinking of alcohol, academic dishonesty, stealing, harassment, bullying or injury
(physical or emotional) of another, or behaviour that places a student or others at risk, will be
asked to explain their behaviour and may face serious consequences. In situations where
students display behaviours of this nature and bring the school’s name into disrepute, the
parents/guardians will be asked to meet with the appropriate school staff.

The use, possession or selling of drugs and alcohol is illegal and places the lives of students at
risk. The school adopts an uncompromising approach to this behavior. In matters pertaining to
this behaviour the police may be contacted.

As these offences contradict the values, philosophy and practices of the School, students may
be suspended or expelled.

Expectations

1. Regard yourself and other people with dignity and respect, and learn the importance
of cooperating in a Christian community with diverse interests and traditions, but with
a common concern for the wellbeing of all its members, and for the promotion of
Christian values.

2. Take responsibility for your learning and display courage in trying to achieve your
potential in all you do.

3. Take responsibility for your own progress by diligent and careful preparation for and
participation in all the classes of which you are a member. Display passion for learning
and enjoy the experiences you encounter on your journey of learning.

4. Learn to work effectively as a member of a group and welcome the opportunity to
work with a broad range of students.

5. Wear the school uniform with pride. Display respect for your school by ensuring that
your uniform is clean and complete. Wear your hat to and from school and during
break times.

6. Fulfil the commitment you make to the extra-curricular program and other activities.
Once you are committed to a sporting, musical or any school activity group, you must
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participate fully for the duration of the program. This means attendance at all training,
games, rehearsals and meetings.

7. Uphold the good reputation of the school at all times.
8. Be inclusive and value diversity for the way that it enriches our lives.
9. Students will not engage in online behaviour that will bring the school’s name into

disrepute. This includes posting inappropriate photos or videos of staff to social media
platforms at any time.

STUDENT ANTI-BULLYING AND HARASSMENT POLICY

1. Introduction:

The Glennie School is committed to maintaining an environment that values the inherent
worth and dignity of every individual; that fosters tolerance, sensitivity, understanding and
mutual respect; and one which encourages its members to strive to reach their full
potential.

All members of the School community must be able to pursue their goals and educational
needs without intimidation or injury generated by intolerance, bullying and harassment.

Accordingly, the Glennie School makes the following statements with regard to bullying and
harassment:

● Bullying and harassment are unacceptable forms of behaviour that cause distress
and are detrimental to the School environment.

● All reports of bullying or harassment will be investigated. Victims and perpetrators
will be offered appropriate advice and counselling.

● All members of the Glennie community must be involved in creating a positive
School environment by supporting this policy.

2. Definition of Terms:

Bullying and harassment are forms of abuse. They occur when an individual or group is
subjected to behaviour which is hurtful and/or threatening. Specifically:

Bullying is a pattern of repeated physical, verbal, psychological or social aggression that is
directed towards a specific student by someone with more power and is intended to cause
harm, distress and/or create fear.

Harassment is behaviour that targets an individual or group due to their identity, race,
culture or ethnic origin, religion, physical characteristics, gender, sexual orientation,
economic status, age, ability or disability. It offends, humiliates, intimidates or creates a
hostile environment. It may be an ongoing pattern of behaviour or a single act, planned or
spontaneous, and intentional or unintentional.

Bullying and harassment can be:

Physical – e.g. pinching, flicking, pulling hair, shoving, gesturing, standing over or invading
someone’s personal space, interfering with someone’s personal property or making threats
to do any of these things.
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Verbal – e.g. name-calling, offensive language, putting people down behind their backs,
picking on people because of appearance, disease or disability, making offensive or
nuisance phone calls, spreading rumours or making threats.

Sexual – e.g. sexually oriented jokes, drawings of or writing about someone’s body, using
rude names or commenting about someone’s morals, offensive questions about
someone’s body and/or someone’s private life or encouraging others to do so.
Exclusionary – e.g. leaving people out of activities on purpose, ignoring someone’s
presence, not allowing them to join a group.

Discriminatory – e.g. bullying, harassment or unfair exclusion on grounds of race,
nationality, disability, physical appearance, relationships and friendships.

Visual – e.g. offensive notes, emails, SMS messages, inappropriate use of photographs,
graffiti, drawings, or posters.

Pressure – e.g. pressuring others to act against their will, such as giving up possessions,
providing homework for copying, breaking school rules, or performing an illegal act.

Cyber Bullying – e.g. the use of electronic media to defame, spread rumours, tease, provide
unwanted attention, harass and cause discomfort.

Any student who is found to have intentionally and falsely accused another of bullying
and/or harassment will be treated as an offender.

3. Commitment

The School undertakes to:

● Provide a supportive environment which encourages positive relationships
between students, staff and parents.

● Provide curriculum material which will develop appropriate social skills, positive
relationships and resilience.

● Provide counselling to students in dealing with conflict resolution. This will be
available to both the perpetrators and victims of bullying and harassment.

The School requires students to uphold the policy by:

● Promoting a positive and caring environment for all.
● Refusing to be involved in any bullying situation.
● Trying to influence those who are bullying to stop their actions.
● Taking preventative action and reporting actions of bullies.
● Helping to break the code of silence that often surrounds bullying by speaking out

about incidents they experience or observe.
● Avoiding retaliation after a report of bullying/harassment has been referred to

staff.

The School requires staff to reinforce the policy by:

● Promoting a positive and caring environment for all.
● Role modelling appropriate language and actions for students at all times.
● Being alert to the possibility of discrimination and harassment around the School,
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especially of the more subtle kinds.
● Actively patrolling school grounds during supervision duty, both observing and

participating in student activities.
● Encouraging victims to speak out, taking steps to help victims and removing those

responsible for distress without placing the victim at further risk.
● Dealing with all reported incidents of bullying or harassment in a confidential

manner.

● Discouraging activities which enable/promote exclusion.

● Responding to all reports of bullying and harassment.

The School requires parents to reinforce the policy by:

● Actively promoting the School as a positive and caring environment.
● Discussing issues and strategies with your daughter(s) to develop relationship skills

and understanding.
● Watching for signs of distress in your daughter(s), e.g. sudden unwillingness to

attend school.
● Encouraging your daughter to discuss any incidents of bullying with you, and

reinforcing the need to speak out and not keep bullying secret.
● Informing the School if bullying within the School is suspected or has occurred.

● Discouraging your daughter from retaliating to incidents of bullying.

● Being willing to actively participate at the School in interviews if your daughter is
involved in a bullying incident.

4. Procedures

1. If an incident of bullying or harassment is reported by a student or parent, or
observed by a member of staff, the following processes will apply:

2. All students identified as being involved in a bullying / harassment incident for the
first time, will be referred to the student’s Class Teacher (Junior Years) or Head of
House (Middle & Senior Years) by the staff member who observed the incident (or
to whom it was reported). The Class Teacher or Head of House will discuss the
incident with the student/s involved, focusing on acceptable behaviour, and will
document this incident.

3. Further incidents will be recorded by the Class Teacher or Head of House and
discussed with either the Head or Assistant Head of Junior Years or the Head of
Middle and Senior Years. The outcome of this could result in disciplinary action
being taken.

4. The Head of Junior Years or the Principal will interview a student who is persistently
involved in incidents, and parents will be informed. Follow-up meetings with the
Head of Junior Years or the Principal will monitor the situation, and review the
student’s progress. Further counselling and/or disciplinary action may be
recommended.
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5. Procedure Steps

6. Reporting Procedure

Informal Approach

Student talking with the contact officer about the harassing/bullying behaviour. This would
be the first step taken in resolving a harassing or bullying complaint.

Formal Approach

Student files a complaint through the completion of a Formal Harassment/Bullying
Complaint Form. Refer to Appendix 1 - Formal Harassment/Bullying Complaint Form.

EVACUATION PROCEDURE - MIDDLE & SENIOR YEARS

First Response Instructions
Please be aware of maps in rooms showing exits, assembly points, alarms, and
extinguishers.

● If you discover a fire and the alarms have not sounded:
● Operate nearest fire alarm
● Alert persons nearby and contact Main Reception

16
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● Dial 000 and ask for Fire Service
● The safety of students must be given top priority
● It is most important to evacuate the area quickly and without panic
● Fire extinguishers should only be used once students have evacuated the area

General Evacuation Instructions
When the Fire Alarm sounds you will hear a recorded message asking you to EVACUATE.

1. Students are to immediately stop what they are doing, leave all belongings and,
when instructed, leave the classroom silently in single file and move to the western
end of the oval where they will line up in alphabetical order in Tutor Groups
facing the Administration Building as illustrated below. Students on the top
floors are to file down the closest steps in single file using the left-hand side of the
staircase as quickly and as quietly as possible. The teacher will follow, closing the
classroom door and all other doors on the escape route, which will not be used
again. Staff members passing toilets, locker rooms and change rooms must
check these areas for students when evacuating - Fire Wardens to secure the
area.

ADMINISTRATION BLOCK (East)

KNAPP
BUILDING

Junior
Years
Classes
in
Middle/
Senior
Areas

YR
7

7D
7H
7T
7W

YR
8

8D
8H
8T
8W

YR
9

9D
9H
9T
9W

DONALDSON

D/A
D/B
D/C

HALE

H/A
H/B
H/C

TUFNELL

T/A
T/B
T/C

WEBBER

W/A
W/B
W/C

HERRIES
STREET

2. The School Receptionist will take a loud hailer and medical kit to the oval.
3. Once assembled on the oval, Teachers must be with their Tutor Group. (If the

Tutor Teacher is absent, the teacher who took Morning Tutor should take their
place.) Heads of House are to collect student rolls from the Academic
Administration Officer and give these to the Tutor teachers for checking. Students
may sit when the roll call is completed.

4. Upon hearing the fire alarm, the Academic Administration Officer must go
immediately to the Western end of the oval taking the student rolls, student
absentee/evacuation list, staff movement information, daily staff bulletin and the
timetable. The Deputy Principal must take his/her mobile and a notebook
computer/ipad. Heads of House and any Junior Years Staff are to report to the
Deputy Principal following roll call.

5. All Academic staff who are not tutors are to report to the Head of Middle and
Senior Years to be marked present.

6. All School Administration, Nursing, Grounds, Domestic Staff and Visitors must
proceed to the Western bank of the oval where the School Receptionist will take the
roll and then report to the Deputy Principal.
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7. The Head of Business (or Deputy Principal in his/her absence) will report to the
Officer in Charge of the Fire Service to notify them that all persons have been safely
evacuated or to notify them of anyone who is missing. All staff and students will
remain on the oval until dismissed by the Deputy Principal using the loud hailer.

8. If the Deputy Principal is absent, the Head of Middle and Senior Years is
responsible. If both the Deputy Principal and Head of Middle and Senior Years is
absent, the Head of Operations will take over in case of an emergency.

EVACUATION PROCEDURE - MIDDLE & SENIOR YEARS DURING EXAMINATION BLOCKS

Evacuation Instructions during Examinations

When the fire alarm sounds, you will hear a recorded message asking you to EVACUATE.

1. If the alarm sounds in the Boarding Houses, only the Boarders and supervising
staff need to evacuate.

2. If the alarm sounds in the Day School, both the Day School and the Boarding
Houses should evacuate.
a. Boarders are to assemble on the grass volleyball courts near the Dining Hall.

b. The Head of Boarding/School Nurse is responsible for checking the roll. They
should confirm all girls signed into Dowson and Simmons HousePs are present
by phoning either the Head of Operations (0402 229 163) or the Deputy
Principal (0417 700 610).

c. Boarders signed out of the Boarding House for Study in the PAC or the Library,
or for a Tutorial, must report to the Head of Operations. It is essential that
teachers running Tutorials or meetings in the exam block communicate
with Academic Administration staff which students they have with them
at the start of the session to ensure evacuation rolls are correct.

d. Year 10 students and Years 11 and 12 Day students present for a Study session
are to evacuate as a class, and the roll will be checked by study supervisors or
Library staff, in consultation with Academic Administration staff.

3. In examination rooms, the supervisor is to note the time the alarm sounded on the
board and instruct students to close their examination papers.
a. When instructed, students are to leave the classroom silently in single file,

maintaining at least 1 metre of space between each student.

b. Supervisors will lead the students to the western end of the Oval where they
will line up in the order in which they exited the exam room, as illustrated
below.

c. Once assembled on the Oval, supervisors are required to stay with their
assigned examination room students to ensure that examination conditions
(eg. no communication) are maintained at all times.

d. If a Tutor Teacher is an examination supervisor, Academic Administration staff
will allocate another member of staff to take the Tutor Group.

e. Students may sit when roll call is completed, but they must remain silent.
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f. Once the rolls have been checked and a dismissal is announced, girls
completing exams must stand, remain in single file and follow their supervisor
back to the exam room in silence.

g. Once all students have resumed their seats, the exam will recommence. The
supervisor should note the time returned and add this additional time to the
finish time for the exam. If the delay is significant and will affect a subsequent
session/s, Academic Administration staff should be notified.

4. All other classes and staff are to evacuate as per the usual procedure.

ADMINISTRATION BLOCK (East)

KNAPP
BUILDING

Junior
Years

Classes
in

Middle/
Senior
Areas

YR
7

7D
7H
7T
7
W

YR
8

8D
8H
8T
8W

YR
9

9D
9H
9T
9W

Boarders at the PAC, Library, or a Tutorial
Year 10 Private Study

Years 11 and 12 Day Girls present for Study

Senior Exam Groups, organised by room

← AD 23

← KN 69-71

← Etc

HERRIES
STREET
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EVACUATION ASSEMBLY AREAS
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INTERNATIONAL STUDENT PROGRESS, ATTENDANCE AND COURSE DURATION POLICY

This policy is available to staff and to students.

International 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 (semester or unit) of enrolment according to The Glennie School’s
course assessment requirements.

c. Students who have begun part way through a semester will be assessed after
one full study period (semester or unit) and will be assessed according to The
Glennie School’s course assessment requirements after completing one full
study period (semester).

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

i. For Secondary Junior Years 7-10, to demonstrate satisfactory course
progress, students will need to achieve competency in at least 50% of
units in any study period. Competency can be defined as a grade of C-
or above in 80% of academic subjects.

ii. For Secondary Senior Years 11-12, to demonstrate satisfactory course
progress, the student is expected to attain the competency required
to be awarded a QCE. This may be by achieving a minimum of 20
semester unit/credits of school subjects or at C- or a combination of 3
(4 semesters) school subjects and a vocational qualification.

e. An effort rating will be recorded each semester through the reporting process.
The rating will consider the student’s engagement in and attitude to learning.

f. Demonstrated effort can partly contribute as evidence of Course Progress and
could include:

i. Consistent engagement in class;
ii. Attending additional English language classes’
iii. Attending additional voluntary tutoring classes;

Seeking help from teachers;
iv. Thorough attempts and timely submission of all homework and

assessment tasks; and
v. Engagement in the Academic Advising Program

The effort rating categories are:
A, B, C or D
The student must not receive a rating below Satisfactory (C grade).

21



– The Glennie School CRICOS Provider 00496D–

g. If a student does not achieve the academic requirements outlined in 1d) the
Head of House and Deputy Principal/Head of Curriculum will formally contact
the parent(s) to advise there will be a meeting with the student to develop an
intervention strategy for academic improvement. This may include:

i. After hours/lunchtime tutorial support;
ii. Differentiated teaching instruction;
iii. Academic Advising Program (e.g. time management and academic

skills);
iv. Additional ESL support;
v. Change of subject selection, or reducing course load;
vi. Counselling - personal; and
vii. Other intervention strategies as deemed necessary.

h. A copy of the student’s individual strategy and progress reports in achieving
improvements will be forwarded to parents.

i. The student’s individual strategy for academic improvement will be monitored
over the following study period by the Head of House and Head of Curriculum
and records of student response to the strategy will be kept. At times feedback
from teachers may be requested regarding the student’s effort and their
application in class so that any issues can be addressed. Parents will be kept
informed of the student’s academic progress while the student is receiving
formal intervention.

j. If the student does not improve sufficiently academically and achieve
satisfactory course progress by the end of the next study period, The Glennie
School will advise the student in writing of its intention to report the student
for breach of visa condition 8202, and that they have 20 working days in which
to access the school’s internal complaints and appeals process as per the
Complaints Management in Anglican Schools Policy and Complaints
Management in Anglican Schools Procedure. 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 The Glennie School, they may contact the Overseas Student Ombudsman at
no cost. Please see The Glennie School’s International Student Complaints and
Appeals Policy for further details.

k. The school will notify the National ESOS Authority 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 working days, or

ii. Withdraws from the complaints and appeals process by notifying the
Principal of The Glennie School in writing, or

iii. The complaints and appeals process results in favour of the school.
l. The Glennie School does acknowledge that in some circumstances, a student’s

application to study can be assessed for course progress, when the criteria
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mentioned in 1e) above is not met. This will be assessed on a case by case
basis.

2. Completion within expected duration of study
a. As noted in 1a), 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 semester 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 1f)

iii. An approved deferment or suspension of study has been granted in
accordance with The Glennie School’s International Student
Deferment, Suspension and Cancellation Policy.

d. 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
Confirmation of Enrolment (COE) if required. In this case, the student will need
to contact the Department of Home Affairs 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 days. NB: Standard 8 of the National Code 2018 specifies a minimum
attendance requirement of 80%, or under certain conditions, of 70% as
outlined in Standard 8.15. School policy can require a higher minimum
attendance rate.

b. Student attendance is:
i. Checked and recorded daily;
ii. Assessed regularly; and
iii. Recorded and calculated over each study period

c. Late arrival at school and early departures from school will not be included in
attendance calculations.

d. Absent days 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/Deputy Principal.

e. Any absences longer than 2 consecutive days without approval will be
investigated.

f. Student attendance will be monitored by the Head of House every 2 weeks
over a study period to assess student attendance using the following method:
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i. Calculating 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.

ii. Attendance for any period of exclusion from class will be assessed
under The Glennie School’s International Student Deferment,
Suspension and Cancellation Policy.

g. Parents of students at risk of breaching The Glennie School’s attendance
requirements will be contacted by email and/or phone and students will be
counselled and offered any necessary support when they have absences
totalling 10% of any study period.

h. If the calculation at 3f) indicates that the student has passed the attendance
threshold for the study period, The Glennie School will assess the student
against the provisions of item 3j) (below). Where the student has failed to meet
the minimum attendance requirement, and item 3j) does not apply, the school
will promptly advise the student of its intention to report the student for
breach of visa condition 8202, and that they have 20 working days in which to
access the school’s internal complaints and appeals process as per the
Complaints Management in Anglical Schools Policy and Complaints
Management in Anglican Schools Procedure except in the circumstances
outlined in 3j).

i. The school will notify the National ESOS Authority 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; and/or

ii. Withdraws from the complaints and appeals process by notifying the
Principal of The Glennie School in writing; and/or

iii. The complaints and appeals process results in a decision for the
school.

[If allowing a 70% attendance threshold for compelling or compassionate circumstances under
Standard 8.15 of the National Code 2018, include the following:]

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 clearly demonstrating
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 calculating 70% attendance is the same as that outlined in 3f) with
the following change; number of study days x number of days per week x 30%

l. If a student is assessed as having nearly reached the threshold of 70%
attendance for a study period, the Principal will assess whether a suspension
of studies is in the interest of the student as per The Glennie School’s
International Deferment, Suspension and Cancellation Policy.

m. If the student does not obtain a suspension of studies under The Glennie
School’s International Deferment, Suspension and Cancellation Policy, and falls
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below the 70% threshold for attendance for the study period, the process for
reporting the student for unsatisfactory attendance (breach of visa condition
8202) will occur as outlined in 3h) - 3i).

4. Definitions
a. Compassionate or compelling circumstances - circumstances beyond the

control of the student that are having an impact on the student’s progress
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 prerequisite unit; and
vi. Inability to begin studying on the course commencement date 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.

a. 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.

b. School day - any day for which the school has scheduled course contact hours.
c. Study period:

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

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)

d. Learning Options - the range of subjects and programs as outlined in Learning
Options 1.2.2 of the Queensland Curriculum and Assessment Authority (QCAA)

NB: Ethnic Festivals will not be considered as compassionate and compelling circumstances.

INTERNATIONAL STUDENT DEFERMENT, SUSPENSION AND CANCELLATION POLICY

1. 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.
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b) Parents must therefore keep The Glennie School 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 enrolment 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

a) The Glennie School will only grant a deferment of commencement of studies for
compassionate and compelling circumstances. These include but are not limited to:

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

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

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

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

v. 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.

b) All applications for deferment will be considered within 14 working days.
c) The final decision for assessing and granting a deferment of commencement of

studies lies with the Principal. Where a student’s request to defer her commencement
of studies is refused, the student has a right of appeal (see The Glennie School’s
International Student Complaints and Appeals Policy).

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

2. Suspension of study requested by student

a) Once the student has commenced the course, The Glennie School will only grant a
suspension of study for compassionate and compelling circumstances. These include
but are not limited to:

i. 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 (where
possible a death certificate should be provided)

iii. major political upheaval or natural disaster in the home country requiring
emergency travel that has/will impact on studies
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iv. a traumatic experience which has impacted on the student (where possible,
these cases should be supported by police or psychologists’ reports).

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

b) 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.

c) Temporary suspensions of study cannot exceed 6-month duration.

d) 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.

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

f) Applications will be assessed on merit by the Principal.

g) Some examples of circumstances that are not considered compassionate and
compelling at The Glennie School include:

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

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

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

a) 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.

b) All applications for suspension will be considered within 14 working days.
c) The final decision for assessing and granting a suspension of studies lies with the

Principal. Where a student’s request to suspend studies is refused, the student has a
right of appeal (see The Glennie School’s International Student Complaints and
Appeals Policy).

3. Student-initiated cancellation of enrolment

a) All notification of withdrawal from a course, or applications for refunds, must be made
in writing and submitted to the Principal. Please see The Glennie School’s International
Student Refund and Cancellation Policy for information regarding refunds.

b) A student will be deemed to have inactively notified The Glennie School of cancellation
of enrolment where:
i. the student has not yet finished her course/s of study with the school, and

ii. does not resume studies at the school within 14 days after a holiday break, and
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iii. the student has not previously provided the school with written notification of
withdrawal.

c) Student-initiated cancellation of enrolment, including “inactive” cancellation of
enrolment in 4.b), behaviour above, is not subject to The Glennie School’s International
Student Complaints and Appeals Policy.

School-Initiated Changes in Enrolment

4. School-initiated exclusion from class

a) The Glennie School may exclude a student from class studies on the grounds of
misbehaviour by the student. Exclusion will occur as the result of any behaviour
identified as resulting in exclusion in The Glennie School’s Student Code of Conduct -
Middle & Senior Years Policy.

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

c) Where The Glennie School intends to exclude a student from class 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 The Glennie School‘s internal appeals process. Further information about the
appeals process in the event of a school-initiated exclusion from class is outlined
below.

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

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

f) Exclusions from class will not be included in attendance calculations for the study
period and will not be recorded on PRISMS.

6. School-initiated suspension of studies

a) The Glennie School 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 The Glennie School’s Student Code of Conduct -
Middle & Senior Years Policy.

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

c) Where The Glennie School 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, as well as information
about how to access The Glennie School’s 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 Principal.
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e) Students who have been suspended for more than 28 days may need to contact
Department of Home Affairs (Immigration). (Please see contact details at:
https://immi.homeaffairs.gov.au/help-support/contact-us

f) Suspensions will be recorded on PRISMS.
g) The period of suspension will not be included in attendance calculations.

7. School-initiated cancellation of enrolment

a) The Glennie School 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 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 The Glennie School’s
Student Code of Conduct - Middle & Senior Years Policy

b) Where The Glennie School intends to cancel the enrolment of 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 The Glennie School’s internal appeals process.
Further information about the appeals process in the event of a school-initiated
cancellation is outlined below.

c) The Glennie School 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, her enrolment at The Glennie School
will be cancelled and this may impact on the student’s visa. Further information can be
found in The Glennie School’s International Student Course Progress and Attendance
Policy.

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

e) If a student decides to access The Glennie School’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 The Glennie School 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 The Glennie School to suspend or cancel a
student’s enrolment prior to the completion of any complaints and appeals process
will be supported by appropriate evidence.
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h) The final decision for evaluating extenuating circumstances lies with the Principal.
8. Student to seek information from Department of Home Affairs (Immigration)

a) 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
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/student-500 for further
information about their visa conditions and obligations.

9. Definitions

a) Day – any day including weekends and public holidays in or out of term time
b) 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 ACCOMMODATION AND WELFARE POLICY

Care for younger students under 18 years

The Glennie School is a CRICOS-registered provider which enrols younger students under 18
years of age.

As part of is registration obligations The Glennie School 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 students 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

● how to seek assistance and report any incident or allegation involving actual or alleged
sexual, physical or other abuse.

The Glennie School 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.

Accommodation and care options for overseas students under 18 years

The Glennie School approves the following accommodation and care options for overseas
students:
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1) The student will live with a parent or relative approved by the Department of
Immigration.

In this case:

i.The School 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.

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

a) 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

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

The Glennie School requires holders of Student Guardian Visas to:

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

ii.immediately advise the School of any change to address or contact details

iii.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.

1) The student will live in school approved accommodation and welfare arrangements
and The Glennie School will generate the welfare letter (CAAW) via PRISMS to
accompany the student’s Confirmation of Enrolment (CoE).

Accommodation options that may be approved by The Glennie School for full fee paying 500
(formerly 571) visa subclass students under 18 years of age include:

i.School Boarding House

The Glennie School will maintain approval of accommodation and care arrangements
until:
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i.the student completes the course and departs Australia

ii.the student turns 18 years

iii.any appeals processes in relation to The Glennie School’s intentions to cancel the
student’s enrolment has been finalised (including suspensions, cancellations, course
progress and attendance)

iv.the student has alternative welfare arrangements approved by another registered
provider

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

vi.The Glennie School 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 The Glennie School, 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 Blue Card Services website

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 her 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 office addresses at:
https://immi.homeaffairs.gov.au/help-support/contact-us

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 5 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.

1) For School vacation periods, students under 18 years of age for whom The Glennie
School has issued a CAAW will:

i.return home to parents, or

ii.is placed in Homestay arranged and approved by the school, or

iii.apply for approval to spend the vacation with relatives or a friend’s family*.
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Accommodation options for students 18 years and older include:

1) School Boarding House
2) For School vacation periods, the following accommodation options are available to

students 18 years or older:
i.Student returns home to parents

ii.Student is placed in Homestay, details of which are recorded by the School

iii.Student may spend vacation with friend’s family or relatives, provided details are given

Additional Information:

Homestay arrangements at The Glennie School:

The Homestay arrangements approved by The Glennie School meet Queensland legislative
requirements for child protection as well as Standard 5 of the National Code 2018 of Practice
for Providers of Education and Training to Overseas Students 2018.

These include

i.Continuous dates for approved welfare arrangements

ii.Documented procedures for checking suitability of accommodation, support and
general welfare arrangements before a student is placed in an approved arrangement
covering

● 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

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

● Orientation program for families new to provision of homestay services
● Compliant Homestay risk management strategy, reviewed annually, undertaken by

school / operator of the homestay program
iii.Blue cards as required for adults living in the homestay arrangement, 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.

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 The Glennie School’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 The Glennie School, or an
education agent or third party engaged by The Glennie School to deliver a service on
behalf of The Glennie School.
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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 Student Code of Conduct - Middle & Senior Years Policy.

3.   Informal Complaints Resolution

a) In the first instance, The Glennie School requests there is an attempt to informally
resolve the issue through mediation/informal resolution of the complaint.

b) Students should contact their Head 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 The Glennie School’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.
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 her 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 her 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.

a) 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.

b) If the complaints and appeals procedure finds in favour of the student, The Glennie
School will immediately implement the decision and any corrective and preventative
action required, and advise the student of the outcome and action taken.Where the
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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, she may contact and / or seek redress through the Overseas
Students Ombudsman at no cost. Please see:
https://www.ombudsman.gov.au/How-we-can-help/overseas-students or phone 1300
362 072 for more information.

b) If the student wishes to appeal a decision made by The Glennie School 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 her
internal appeal.

c) If the student wishes to appeal a decision made by The Glennie School 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.

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 The Glennie School 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 STUDENT TRANSFER REQUEST POLICY

The Glennie School’s International Student Transfer Request Policy and processes apply to:

● International 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.
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International Students requesting to transfer prior to completing the first six
months of their first registered school sector course:

1. International 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. The Glennie School 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 The
Glennie School‘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) The Glennie School 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.
f) The student provides evidence that she was misled by The Glennie School or

an education or migration agent regarding The Glennie School or its course
and the course is therefore unsuitable to his/her needs and/or study
objectives.

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

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. The Glennie School 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) The Glennie School is concerned that the student’s application to transfer is a

consequence of the adverse influence of another party
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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 International Student Transfer Form available
from www.glennie.qld.edu.au and submit it to the Principal via the Registrar*.

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

c) If under 18 years of age, attach written confirmation 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 The Glennie School, in accordance with Standard 5
(Younger overseas students) of the National Code 2018 of Practice for
Providers of Education and Training for Overseas Students.

*NB: A term’s notice is required when students are considering an application to transfer or
intending to cancel an enrolment. Otherwise, a term’s tuition fees (if applicable, boarding fees)
will be charged in lieu of notice.

7. The Glennie School will assess the student’s transfer request application and notify the
student of a decision within 10 working days.

8. If The Glennie School grants the student’s transfer request, the student will be notified
and the decision will be reported to the Department of Home Affairs via PRISMS.

9. If The Glennie School intends to refuse the student’s transfer application request, The
Glennie School will provide the student with reasons for refusal in writing and include a
copy of The Glennie School‘s International Student Complaints and Appeals Policy
(available at: www.glennie.qld.edu.au . The student has the right to access The Glennie
School‘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 The Glennie School
‘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 The Glennie School.

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.
https://immi.homeaffairs.gov.au/help-support/contact-us Alternatively, students can
contact the Department of Home Affairs through their web enquiry form:
https://immi.homeaffairs.gov.au/help-support/contact-us

Students who are no longer subject to the transfer restriction but where The Glennie
School holds welfare responsibility via a CAAW.

11. Students under 18 years of age MUST have:
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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 International Student Transfer Form available from
the Registrar

b) Give this completed application form and a valid offer of enrolment from
another provider to the Registrar for assessment and response within 10
working days.

c) If under 18 years of age, attach written confirmation of support for the transfer
to the nominated provider by a parent/s or legal guardian/s.

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
The Glennie School in accordance with Standard 5 (Younger overseas
students) of the National Code 2018 of Practice for Providers of Education and
Training for Overseas Students.

13. The Glennie School will negotiate the welfare transfer date with the receiving provider
and will advise the student of the welfare transfer date within 10 working days.

Transfers to another registered provider may have visa implications. The student is advised to
contact the Department of Home Affairs office as soon as possible to discuss any implications.
See locations https://immi.homeaffairs.gov.au/help-support/contact-us

14. Alternatively, students can contact the Department of Home Affairs (Immigration)
through their web enquiry form: https://immi.homeaffairs.gov.au/help-support/contact-us

INTERNATIONAL STUDENT REFUND POLICY

A copy of this policy is 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 as well as comprising
part of the student's written agreement.

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 and confirmation of enrolment fee is non-refundable.

4. Payment of Course Fees and Refunds
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a) Fees are payable according to the Schedule of Fees and Written Agreement and
invoice.

b) An itemised list of school fees is provided in the school’s written agreement as
per Standard 3.3.4 of the National Code 2018.

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 written agreement unless
the school receives written advice from the person who enters the written
agreement to pay the refund to someone else.

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 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.

b) 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:

Non-tuition fees will be refunded on a pro rata basis proportional to the amount of time the
student was studying in the course, except where a non-refundable payment on behalf of the
student has been made.

(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 50% 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
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prior to commencement, the school will refund the amount of tuition
fees received less an administration fee of $500.

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 will refund
50% of the tuition fee.

(d) Refunds after commencement of a course:

i.If tuition fees for up to 1 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 1 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 $500,
provided that at least 10 weeks written notice of withdrawal has been
received.

NB: Where less than 10 weeks’ notice of withdrawal is received, the school will refund the
amount of unused tuition fees less one term’s fees.

(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 International Student Progress, Attendance and
Course Duration Policy on www.glennie.qld.edu.au

● Failure to maintain satisfactory attendance (visa condition 8202).
Please see International Student Progress, Attendance and Course
Duration Policy on www.glennie.qld.edu.au

● Failure to maintain approved welfare and accommodation
arrangements (visa condition 8532). International Student
Accommodation and Welfare Policy on www.glennie.qld.edu.au

● Failure to pay course fees.
● Any behaviour identified as resulting in enrolment cancellation in

The Glennie School’s Student Code of Conduct - Middle & Senior
Years Policy and any other related school policies. Refer to
www.glennie.qld.edu.au . This would include smoking, drinking of
alcohol and illicit drug use/possession. On enrolment, the student
will also be provided with the International Student Handbook
which includes this information.

ii.Any refund in the case of cancellation of a student’s enrolment for
failure to maintain The Glennie School’s agreed conditions of
enrolment as outlined in the student’s written agreement, including
failure to disclose a pre-existing condition requiring a high degree of
specialised support or care, will be at the discretion of the school.
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8. Provider default

[Any default by the school must be compliant with the current provisions of the ESOS Act 2000
and the ESOS Regulations 2019).

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.

9. 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.

DEFINITIONS

a. Non-tuition fees – fees not directly related to provision of the student’s course,
including boarding fees, uniforms, books, stationery supplies and computer hire,
Overseas Students Health Cover, Queensland Curriculum and Assessment Authority
Fees, extra learning support/tuition, extra-curricular activities and social events.

b. Tuition fees – fees directly related to the provision of the student’s course, including
tuition fees, confirmation of enrolment fee.

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. Semester – two terms(approximately 20 weeks), there are two semesters per year.
e. If the student changes visa status (e.g. becomes a temporary or permanent resident)

she will continue to pay full overseas student’s fees for the duration of that semester.
Evidence of the new visa status will be required before any change to fee payment can
be agreed.
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STUDENT PROTECTION

The Glennie School is committed to:

● promoting and striving to provide a safe, supportive and ethical environment for the
wellbeing and holistic development of students; and

● providing a safe secure nurturing environment in which all its students may grow and
learn

Student Protection Officers are persons designated as liaison people to whom student may
refer if they are not feeling safe; or to whom they make complaints of harm, inappropriate
behaviour or physical/sexual abuse. The Glennie Schools protection officers are:

The Rev’d Sharon Mitchell School Chaplain

Mrs Emma Lowry Deputy Principal

Mrs Donna Grant Head of Boarding

Mrs Susan Rollason Head of Donaldson House

Mrs Sharon Currie Head of Hale House

Mrs Susan Watts Head of Tufnell House

Mrs Cathy Waters Head of Webber House

PRIVACY OF PERSONAL INFORMATION

The Glennie School adheres to the requirements of the Privacy Act 2001 in relation to the way
it handles personal and sensitive information about students. Information is collected during
your enrolment so that we meet our obligations under the ESOS Act 2000 and the National
Code of Practice for Providers of Education and Training to Overseas Students (the National
Code) 2018 and to ensure that the student complies with the conditions of their visas and their
obligations under Australian immigrations laws relevant to international students.

The authority to collect this information is contained in the Education Services for International
Students Act 2000, the Education services for International STudents Regulations 2001 and the
National Code 2018.

Parents and students must be aware that the information provided by the student to the
school may be made available to Commonwealth and State agencies in the Fund Manager of
the ESOS Assurance Fund, pursuant to obligations under the ESOS Act 2000 and the National
Code 2018.

The School is required, under S19 of the ESOS ACt 2000, to inform Department of Immigration
and Border Protection (DIBP) about:

● Changes to the student’s enrolment
● Changes to the student’s visa and/welfare arrangements
● Any breach by the student of a student visa condition relating to attendance or

satisfactory academic performance under Section 19 of the ESOS Act.
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OVERSEAS STUDENT HEALTH COVER (OSHC)
As an international student it is a requirement to have overseas Student Health Cover (OSHC)
for the duration of the student visa. OSHC is health and hospital insurance for Australia. This
is a requirement of the student visa and is compulsory.

If the student does not have their own private OSHC, the school will arrange this for them and
they will be issued with an OSHC card from ALLIANZ CARE on arrival at The Glennie School.
When the student visits the doctor or hospital they will be required to pay the consultation fee
which is usually AUD$60-$70. (More if the consultation is for a longer time). A receipt from the
receptionist at the doctor’s surgery must be obtained so that refund from Allianz can be
obtained. The student must complete the refund form available from www.allianzcare.com.au
or from the Head of Boarding.

Information on what is covered by OSHC can be found at: www.allianzcare.com.au

INFORMATION TECHNOLOGY (IT)
Students who have access via the school to business technology and the internet are
responsible for ensuring that this technology is used for legitimate school purposes only, and
that confidentiality is maintained. All students are required to sign a Student IT Contract and
Laptop Charter.

The student must read the information carefully and sign their name at the bottom. Once this
contract is activated, the student will be given a laptop to use while at the school and will be
able to access the school’s computer network. The student will be taken to IT to collect their
school laptop.

HEALTH CENTRE

The Health Centre is located on the ground floor of Simmons boarding house. It is staffed by
registered nurses and provides 24-hour care for boarders. The centre provides nursing care
and first aid for the whole school, including day girls and staff.

Because there is limited accommodation in the Health Centre, it can be difficult at times to
isolate the girls who have contagious conditions. In some cases, the girls will be sent home for
the duration of the condition/illness and the ensuing rest period.

We will assist in making alternative arrangements for boarders who are a long way from home
and who may not have a newby relative or guardian.

UNIFORMS

The Glennie One Stop Shop (GOSS) is the place to buy uniforms and school supplies, along
with offering a textbook hire service. International students do not need to leave the campus
to buy gifts, toiletries and snacks, parents can simply set up a GOSS account for their girls to
access when needed. GOSS is operated by the Glennie Parents and Friends’ Association and all
trading funds are reinvested at Glennie.

Opening Hours

● During Term Time: Monday to Friday: 8:00am - 4:30pm
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● During School Holidays: Monday to Friday: 10:00am - 2:00pm

CO-CURRICULAR ACTIVITIES

The School offers an extensive range of sporting facilities, including a synthetic athletics track,
indoor heated 25m pool, volleyball, netball and tennis courts, football oval and gymnasium.
Our superior health and fitness facilities encourage the development of an active and healthy
lifestyle and enable our teachers and specialist coaches to develop elite programs, giving
Glennie girls a greater competitive edge.

The Clive Berghofer Sports Centre at The Glennie School is a new state of the art three court
indoor centre, officially opened in May 2019. Adjoining our existing aquatic facility, The Clive
Berghofer Sports Centre complements our first-class outdoor sporting facilities to cater for
every girl’s sporting ambitions – whether they enjoy sport recreationally or compete at an elite
level.

Glennie strives to open the creative mind, encouraging and showcasing the extraordinary
artistic talents of the girls in well-resourced specialist classrooms for music, dance, drama, and
visual arts. Girls studying extra-curricular music can take advantage of our extensive
instrument hire program.

Technology plays a major role in our Arts programs with recording studios and video mixing
programs, as well as a full theatre equipped with a backdrop projector and a digital lighting
system. Use of this equipment is embedded in the Arts curriculum as well as providing further
opportunities for girls to extend their special interests in performance and production.

LIVING IN AUSTRALIA

Living in a new country is sometimes very difficult. You have to learn a new language and adapt
to a new culture. Remember that everybody goes through some form of culture shock. It is
okay to feel a little lonely or homesick after the initial excitement of arriving in Australia ends.
The first few days and weeks of living in Australia will probably make you very tired. Not only do
you have to function in English (very tiring) you will be settling into a whole new routine. Try
these suggestions to help make your time here easier and more enjoyable. Remember if you
are feeling sad or homesick, there is always someone you can talk to. When you move to a new
country, it is normal at some point to experience culture shock. Culture shock can be
described as the anxiety felt by a person who moves to a new environment or country and is in
an unfamiliar environment.

1. Understanding culture shock
○ How do you know you have culture shock?

■ You feel frustrated and anxious.
■ You feel that you have a lack of direction.
■ You don’t know what to do or how to do things.
■ You don’t know what is right or wrong in the new

country/environment.

Culture shock can be unpleasant; however, it can provide you with the opportunity to learn
and acquire new perspectives and live new experiences.

2. What are the symptoms of culture shock?
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○ sadness, loneliness, melancholy

○ preoccupation with health

○ aches, pains, and allergies

○ insomnia, desire to sleep too much or too little

○ changes in temperament, depression, feeling vulnerable, feeling powerless

○ anger, irritability, resentment, unwillingness to interact with others

○ identifying with the old culture or idealizing the old country

○ loss of identity

○ trying too hard to absorb everything in the new culture or country

○ unable to solve simple problems

○ lack of confidence

○ feelings of inadequacy or insecurity

○ developing stereotypes about the new culture

○ developing obsessions such as over-cleanliness

○ longing for family and feeling home sick

○ feeling lost and overlooked

(Adapted from www.edweb.sdsu.edu/people/CGuanipa/cultshok)

3. Stages of culture shock

Culture shock has many stages. Each stage can be ongoing or appear only at certain
times.

● The Honeymoon Phase - During this period the differences between the old
and new culture are seen in a romantic light as wonderful and new. Everything
is new and exciting. For example, when moving to a new country an individual
might love new foods, pace of life, people’s habits, buildings and so on.

● The “Everything is Awful” Phase - After a few days, a few weeks, or a few
months, minor differences between the old and new culture begin to add up.
You might encounter some difficult times and crises in daily life and you may
feel impatient, angry, sad or discontent. For example, language barriers are
proving to be difficult, you might find the pace of life too fast or slow, or you
may find peoples habits annoying, etc.

● The “Everything is OK” phase - Again, after a few days, weeks or months, one
grows accustomed to the new culture’s differences and develops routines and
you gain a greater understanding of the new culture. You may have a feeling of
pleasure and psychological balance. At this point, an individual no longer
reacts to the new culture positively or negatively, because it no longer feels like
a new culture. An individual becomes concerned with basic living again, as they
were in their original culture.

(Adapted from: www.wikipedia.org/wiki/Culture_shock)
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4. How to cope with culture shock
○ Read about the country and culture before you leave.
○ Familiarise yourself with the language and local customs.
○ Be yourself. Be open minded and be willing to adapt to the new environment.
○ Take  ́time out ́ to relax and sleep.
○ Keep in contact with family and friends.
○ Maintain confidence in yourself. Follow your ambitions and continue your

plans for the future.
○ Read about culture shock.
○ Make plans for the future that you are excited about e.g. a holiday.
○ Don’t try too hard.
○ Exercise when you can.
○ Join clubs and societies to meet people or volunteer in community activities

that allow you to practice the language that you are learning.
○ Allow yourself to be sad sometimes...but not for long!
○ Focus your energy and power on getting through the transition.
○ Recognise that the new environment or country is different to what you may

be used to.

STUDENT RECORD BOOK

Your Student Record Book has information about the history of Glennie, along with the
school’s vision, mission, and values of integrity, respect, compassion and courage. Please
read this section to familiarise yourself with important aspects of The Glennie School.

The School Prayer, School Hymn and School Motto are also listed in your Student Record
Book.

BOARDING HOUSES

The Glennie School has three boarding houses, all with private roomettes, common areas
and shared bathroom facilities. All meals are provided.

Brown House – for Years 5, 6, 7 and 8 students

Dowson House – for Years 9, 10 and 11 students

Simmons House – for Year 12 students

Each house has a House Mother/House Manager with boarding staff who live on campus.
We hope you will soon feel that your boarding experience is a ‘home away from home’.

46



– The Glennie School CRICOS Provider 00496D–

MAP OF THE SCHOOL CAMPUS
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INFORMATION ON KEY STAFF

The following key information will assist you during your enrolment at The Glennie School.
A full list of staff contacts is available in the Student Handbook available on the Portal.

Ms Mary Anne Evans
Principal
Phone: 07 4688 8801
E: principalsoffice@glennie.qld.edu.au

Mrs Emma Lowry
Deputy Principal
Phone: 07 4688 8888
E: lowrye@glennie.qld.edu.au

Mrs Donna Grant
Head of Boarding
Phone: 07 4688 8849
E: grantd@glennie.qld.edu.au

Rev’d Sharon Mitchell
School Chaplain
Phone: 07 4688 8808
E: mitchells@glennie.qld.edu.au

Ms Meg Coles
Registrar
Phone: 07 4688 8888
E: enrol@glennie.qld.edu.au

Ms Karen Fernie
School Psychologist
Phone: 07 4688 8843
E: ferniek@glennie.qld.edu.au

Mrs Susan Rollason
Head of Donaldson House
Phone: 07 4688 8880
E: rollasons@glennie.qld.edu.au

Mrs Sharon Currie
Head of Hale House
Phone: 07 4688 8888
E: curries@glennie.qld.edu.au

Ms Susan Watts
Head of Tufnell House
Phone: 07 4688 8882
E: wattss@glennie.qld.edu.au

Mrs Cathy Waters
Head of Webber House
Phone: 07 4688 8883
E: watersc@glennie.qld.edu.au

ASSISTANCE WITH STUDIES

Should you require any assistance with your academic studies you should speak with your
subject teacher. Extra assistance is available from our Learning Support Department and
our Learning Hub timetabled in the Library. The Careers Counsellor is also available to
speak with you about suitable subject selections, study pathways and university courses so
that you can get to your goal of study/work/life after graduating. Your Head of House is
also happy to discuss any of your academic concerns with you.

SCHOOL CALENDAR

The term dates are listed in your Student Record Book and on our webpage. You can also
access the school calendar on your Google calendar. This gives information about any
planned events, rehearsals, sport training, for each day. You will need to refer to this on a
daily basis. Your calendar can be found on the Portal under the tab ‘Calendar’.

TIMETABLE

Upon commencement at The Glennie School you will be given a timetable with all your
allocated classes for the subjects chosen. The timetable will list the subject, time, room
number and teacher, along with the recess breaks. This is also available on the Portal
under SEQTA.
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ASSESSMENT

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 semester of
enrolment according to The Glennie School’s course assessment requirements.

c) Students who have begun part way through a semester will be assessed according
to The Glennie School’s course assessment requirements after completing one
semester.

d) To demonstrate satisfactory course progress, students will need to achieve a pass
level or “C” grade or better for the majority of core subjects in any semester.

CODE OF CONDUCT

Student Code of Conduct - Middle & Senior Years Policy can be found on the Portal in the
Student Handbook. This policy clearly sets out the rules and outlines what the School
expects of you.

TECHNOLOGY USE POLICIES AND ONLINE SAFETY

The Glennie School is an eSmart School, and endeavours to provide students with the skills
to stay safe in digital environments. Please refer to the Student Handbook on the Portal
under the heading ‘Technology at Glennie’. There you will find a number of relevant policies
with regards to technology such as communication, mobile phones, internet rules,
notebook computers rules and care.

International students often spend many hours online, on their computers and/or mobile
phone. These are an essential tool for staying connected with family and new friends in
Australia. However, the use of online devices carries risks and it is important for all
students to protect themselves online. Australia is a world leader in identifying online
abuse, with its eSafety Commissioner website established to protect students and children
online. 

When using the internet, like anywhere in the world, you should protect yourself against
spam, online scams like 'phishing', online bullying and identity theft. You can find resources
and more information about protecting yourself online and reporting abuse
at Australia.gov.au and www.esafety.gov.au.

SCHOOL INTRANET

The School’s intranet – SEQTA is via the Portal. Here you will be able to access such things
as your timetable, daily notices and reports.

PASTORAL CARE PROGRAM

The Pastoral Care Program at Glennie is to ensure every girl has the support needed for
their social and emotional wellbeing. This is provided with the support of the student’s
Tutor Teachers, Head of House, Head of Middle and Senior Years, boarding staff, Chaplain
and our School Psychologist. Please see one of these staff members or any staff member to
assist you with your wellbeing whilst a student at The Glennie School.
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Enquiries regarding student welfare during a student’s enrolment are directed to the Head
of House/Head of Boarding.

ADJUSTING TO A NEW ENVIRONMENT

Arriving in a new country, state, city and school may be exciting, but for some it can be
quite daunting as you adjust to your new study environment. As a boarder, you will meet
many new friends who have come from various areas – other countries, states, towns and
cities. Learn about their lives and feel free to share your culture and information about
your hometown with them. Remember too to keep in touch with your family and your old
friends, letting them know how life for you at a new school is going and the places you have
visited and activities you have been involved in. Explore the city and take the opportunity to
go on excursions planned for the boarders. We understand it may take some time for you
to adjust but the staff and other students at Glennie are here to help you feel like Glennie
is your ‘home away from home’.

ASKING FOR HELP

The School Psychologist is here to support you. Her office is located just outside the Health
Centre.

● If you are having problems with your studies – talk to your subject teacher, Head of
House or the Head of Curriculum.

● If you are having problems in your boarding house – talk to your House Mother or
the Head of Boarding.

● If you are having problems with other students – speak to your Tutor Teacher,
Head of House or Head of Middle and Senior Years.

● If you are lonely or unhappy – speak with your Head of House or the School
Chaplain.

● If you are not feeling well – tell your teacher or Boarding Supervisors and see the
nurses in the Health Centre.

● If you are not feeling safe – speak to one of the Student Protection Officers or your
Head of House.

LIVING SAFELY IN AUSTRALIA

Australia is a friendly and safe place to live and study, however, there are practical steps
you can take to stay safe.

The Australian sun can be very hot and may be stronger than what you are used to in your
home country. There are some steps you can take to protect your skin:

Check the weather forecast before you plan on being outdoors - www.bom.gov.au 

● Wear sunscreen protection (such as SPF30+ water resistant sun cream) and apply
before you go outside.

● Apply sunscreen at least 25-30 minutes before swimming and ensure you re-apply
sunscreen after swimming.

● Wear a hat and UV protective sunglasses.
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● Avoid spending time in the direct sun between 10:00am and 4:00pm, as this is
when the sun is strongest.

● Make sure you follow these tips even when it isn’t sunny – you can still get burnt on
cloudy or overcast days.

Australia has many beautiful beaches and waterways, but it is important to take care when
swimming. Here are some tips for staying safe in the water:

● Never dive into water if you are not sure how deep it is.
● Only swim at patrolled beaches (a beach where there are lifeguards on duty - look

for signs) and always swim between the red and yellow flags where lifeguards can
see you.

● Many Australian beaches have ‘rips’. These are strong underwater currents that can
be hard to spot but which can draw you away from the shore quickly. If you swim
between the flags you should not have any problem with rips. If you do find
yourself in a rip, try not to panic or swim against it. Stay with your surfboard or
other floating device if you have one. Swim gently parallel to the beach out of the
rip zone, or wave and call for assistance from lifeguards or other swimmers and
surfers.

PERSONAL HEALTH AND SAFETY

Australia is generally a very safe and welcoming place to live and study, consistently
ranking among the safest countries in the world but it is still important to look after
yourself and be aware of the risks that exist - and ways to minimise them. This is
particularly important for when you first arrive and are adjusting to your new way of life.

Following your common sense and best practices will ensure you remain safe and healthy,
whether you are handling emergencies, personal and home safety, or natural elements
such as sun, water, and fire.

The assistance and emergency networks in Australia are widespread and well equipped for
any potential emergencies. Fire, ambulance, and police services will be able to provide you
with any health and safety assistance you may need.

Wherever you are in Australia, if there's a life-threatening emergency, call 000 (zero zero
zero). It's a free call, even from your mobile. An operator will answer and will ask which of
the following services you need: POLICE, FIRE or AMBULANCE. If you're not sure which one
you need just tell the operator what you are calling about and they will help guide you. If
you don't speak English, tell the operator your language and you will be connected to a
translator who will be able to assist.

It is important to remain calm. The operator will ask questions, such as: where are you
located, what is the emergency, and how many people are involved.

Here are some examples of when you should call 000:

● Someone has been seriously injured or is in urgent need of medical help.
● If your life or property is being threatened.
● If you have just witnessed a serious accident or crime.
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If it's a life-threatening emergency, you should still call 000 even if you are at school or on
campus.

HOME SAFETY

Safety at home is important, no matter where you live. Here are some tips to help keep you
and your home safe.

● Always keep your doors locked – both when you are home and when you go out.
● Lock windows when you go out, or in rooms you are not in while at home.
● Do not let strangers into your house.
● Be careful of the information you give out to strangers through the internet, on

social networking sites, or over the phone. If you are not at home or go on holidays
do not make this information available to strangers.

● Smoke alarms will alert you to smoke on the property, so don't remove the
batteries or tamper with them.

● If you come home to find evidence of a break in (broken window or door lock),
contact the police from a safe location.

FIRE SAFETY

Fire awareness is essential in Australia, whether you are in urban or rural areas. Follow
these practical tips to ensure you are prepared.

Fire awareness is essential in Australia, even in city and urban areas. 

If you experience a fire emergency, follow these steps:

1. Call 000 from any phone or mobile – it is a free call even from a mobile phone.
2. Say the word “fire” to the operator.
3. Don’t speak English? Just tell the operator your language and wait for instructions.
4. Answer the questions the operator asks.

TIPS FOR FIRE PREVENTION

● Make sure your house or room has a working smoke alarm.
● Wiring and electrical devices can overheat from too much use, especially in older

buildings, so don't overload power boards or double adaptors.
● Keep electric heaters and radiators at least a metre from your bed, furniture or any

curtains.
● Remember to turn off all appliances when finished cooking. Most household fires

occur in the kitchen when grease, oil or other flammable cooking materials are left
on the stove and forgotten.

● Outdoor open fires (including campfires) are strictly prohibited on days of total fire
ban.
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BUSHFIRES

Australia is a big country. Many international students come to experience the wonders of
Australia's great outdoors. Wherever you are studying, there are always bushwalking,
beach and camping activities within reach.

In the months between October and March, parts of Australia can experience extreme heat
and, with that, bushfires. These can be frightening for visitors unfamiliar with these
conditions.

If you are out in the bush when there is smoke, or a fire, do not ignore the danger. It is
important to act early and make a decision. The following advice can help you make the
right decision in the event of a nearby bushfire.

● Always plan ahead on days of extreme heat and high winds. If visiting a national
park, contact the visitor information centres for safe tourist activities and locations.

● Let friends know of your travel plans on the day.
● If you have mobile reception, check ABC emergency on Twitter for any bushfire

alerts in your area. Call 000 (emergency) if you are in danger and say 'fire' to the
operator.

● Do not attempt to drive through a bushfire. Tune your car radio to your local ABC
radio station for updates on bushfire emergencies in your area.

● Always carry plenty of drinking water and sun protection as fires can generate
intense heat in the area and cause dehydration.

● On days of a total fire ban, open fires (such as camp fires) are strictly prohibited.
● Always follow the advice and instructions of local emergency services, such as the

police and fire brigade.

For more information bushfire safety
visit www.abc.net.au/news/emergency/plan-for-an-emergency/bushfire/

TRANSPORT AND PERSONAL SAFETY

Australia is a friendly and safe place to live and study, however, it is still important that you
take precautions to reduce the chance of an incident occurring.

PUBLIC TRANSPORT

Public transport is reliable and widely used in Australia, particularly in metro and urban
areas. A number of security measures have been implemented to maximise the safety of
public transport users including security officers and guards, help points, good lighting and
security cameras. However, you should still use caution when travelling on public
transport:

● Avoid isolated bus, rail and tram stops.
● Check transport timetables to avoid long waits, particularly at night.
● Train carriages nearest to the driver or guard are lit and safest at night.
● If you find yourself left in a train carriage on your own or with only one other

person you may feel more comfortable moving to another carriage.
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ROAD SAFETY

Roads in Australia are generally well maintained, and, within city and urban areas, have
good lighting and signage. However, roads are often shared between large and small
vehicles, heavy and light rail, bicycles and even pedestrians. 

For this reason, road safety awareness is very important for international students who
may not be familiar with Australian road conditions.

As road users, international students in Australia should consider:

● Australian's drive on the left side of the road.
● Wearing seat belts is mandatory in private vehicles (including taxis and ride-share).
● There are strict controls on alcohol limits for drivers (0.05). It is best to avoid

drinking if you or a friend is planning to drive.
● Mobile (cell) phone use while driving is strictly prohibited in all Australian states and

territories with harsh fines and penalties for offenders.
● Wearing of bicycle helmets is also mandatory for cyclists.
● It is safest to exit a vehicle from the kerb-side - always watch for cyclists and

pedestrians before you open your door.

Bicycle and scooter use in Australia (including e-bikes and e-scooters) has increased greatly,
especially in inner city areas where many students live, work and hang out. It is important
to use bicycle lanes, observe road rules and make sure that bikes are well-lit at night when
riding home.

TAXIS

Some tips when using taxis in Australia:

● Sit wherever you feel most comfortable – it is normal for passengers to sit in the
front or the rear of the taxi.

● Always ensure you know the address of your destination before getting into the
taxi.

● Tell the driver the route you would like to take to your destination, and don’t be
afraid to speak up if the driver takes you a different route, particularly one you are
unfamiliar with.

● If you don’t want the driver to know exactly where you live, get them to drop you off
a short distance away.

GOING OUT

When you are out with friends or by yourself, here are some simple things to consider:

● Always plan your trip home, especially at night. You may want to pre-book a taxi or
arrange transport with a friend. Always make sure you have enough money to get
home.

● Try to travel with a friend or in a group.
● Keep your bag and belongings close to your body and where you can always see

them.
● Never hitch hike.
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● If you don’t have a mobile phone, make sure you have a phone card or money to
make a phone call.

● Where available, use pedestrian walkways and cross the street at pedestrian
crossings or lights.

● Leave valuables at home if you don't need to take them with you. This includes
jewellery, electronic equipment such as iPads and your passport.

● Don't carry large amounts of money with you. You can access your money at ATMs
found in shops, supermarkets, petrol stations, shopping malls, bars, shop fronts
and many other public places.

● Call 000 in the event of an emergency. Remember, calls to 000 are free of charge.

KEY POLICIES, FORMS AND OTHER INFORMATION

Key policies, forms and other information that contain important information for you, can be
found on our website at the following link:
https://www.glennie.qld.edu.au/enrol/international-students/
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Appendix 1

FORMAL HARASSMENT/BULLYING COMPLAINT FORM

Student Name: Year:

House: Head of House/Class Teacher

STATEMENT OF COMPLAINT

(Be specific)

Name of person/s alleged to have
Date and time of Incident:
committed the harassment or bullying:

Name/s of Witnesses:

Description of Incident (Describe actions of all person/s involved, including yourself):

Action Requested:

Student Signature: Date:

Complaint submitted to

Safety Officer: Name:

Signature:
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Appendix 2
International Student Orientation Checklist

Student Name: Boarding /  Homestay / Day Student

Arrival Date:   ___ / ___ / ___ Previous School:

Tutor Group & Tutor Teacher:

Student has been introduced to:

❏ Head of Boarding
❏ Head of House
❏ Tutor Group Teacher
❏ Head of Curriculum

❏ School Psychologist
❏ School Chaplain
❏ Student Buddy
❏ Global Education Co-ordinator

International Policies Explained:
❏ International Student Refund Policy
❏ International Student Transfer Request Policy
❏ International Student Complaints and Appeals Policy
❏ International Student Progress, Attendance and Course Duration Policy
❏ International Student Accommodation and Welfare Policy
❏ International Student Deferment, Suspension and Cancellation Policy

School Policies Explained:
❏ Student Code of Conduct - Middle & Senior Years Policy
❏ Community Code of Conduct
❏ Student Anti-Bullying and Harassment Policy
❏ Student Protection in Anglican Schools Policy
❏ Online Safety Policy - Students
❏ Student Smart Device Policy
❏ Uniform Policy
❏ Sunsmart Policy

Student Understands the following:
❏ Mobile phone or how to use pay phone
❏ Accommodation contact numbers – Boarding House
❏ Emergency numbers for fire, police, etc. is 000 in Australia
❏ How to seek assistance on and off campus
❏ Extra-curricular activities, clubs, extra tutorials, etc
❏ Information about cultural awareness/culture shock/adjusting to life in a new

environment
❏ Orientation to local area – shops, recreational areas, ATM, buses, etc
❏ How to travel to and from school - bus information given if relevant
❏ School IT policy and Laptop Contract
❏ School Uniform requirements
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Student has received information about:

❏ Available student support services
❏ Legal services available to students
❏ Information on compulsory medical insurance (OSHC)
❏ Student visa conditions relating to general obligations, course progress and

attendance
❏ Grounds for suspension or cancellation of enrolment
❏ Community Code of Conduct  (POD)
❏ Assignment Assessment Policy
❏ Information about Boarding and/or Homestay
❏ Information about EAL (ESL) Classes
❏ Subject Selection
❏ School Calendar and School Diary
❏ English language and study assistance programs
❏ Personal security and safety, both at school and while living in Australia
❏ How to seek assistance and report significant incidents that affect well-being,

including critical incidents
❏ Bank Account (if applicable)

Orientation
Completed

Staff Member:
Date:
Signature:

Student interviews to check adjustment:

End of Week 1 Staff Member:
Date:
Signature:

End of Week 2 Staff Member:
Date:
Signature:

End of Week 4 Staff Member:
Date:
Signature:

End of Week 6 Staff Member:
Date:
Signature:

End of Week 8 Staff Member:
Date:
Signature:

End of Week 12 Staff Member:
Date:
Signature:
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