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2.3.8 Welfare Arrangements for International Students 
Aged Under 18 Policy and Procedure 

1. Purpose 
This document sets out the principles and processes governing the provision of appropriate 
accommodation, support, and general welfare arrangements for onshore international 
students under the age of 18 who are not being cared for in Australia by a parent, legal 
guardian, or approved nominated relative. 

Where AE issues a Confirmation of Appropriate Accommodation and Welfare (CAAW), AE 
assumes responsibility under the Migration Regulations 1994 for approving, monitoring, and 
maintaining oversight of the student’s accommodation, support, and general welfare 
arrangements. All accommodation and welfare arrangements, including services delivered 
by third-party providers such as the Australian Homestay Network (AHN), must comply with 
the Child Safe Standards and be appropriate to the student’s age and individual needs. 
Approved homestay accommodation will comprise provider-approved placements sourced 
either directly by AE or through the AHN. 

2. Scope 
This policy and procedure applies to all onshore international students under the age of 18 
who are studying at Acknowledge Education (AE). 

This policy and procedure applies to all staff responsible for welfare arrangements for 
international students under the age of 18. 

This policy and procedure also relates to other adults and third-parties involved in the 
support and general welfare arrangements for onshore international students who are 
under the age of 18. 

This policy and procedure should be read in conjunction with the Homestay Provider 
Engagement and Monitoring Policy and Procedure. 

3. Regulatory Context 
3.1 The Education Services for Overseas Students Act 2000 (ESOS Act) 

The ESOS Act is the key legislation governing international education in Australia. The ESOS 
Act sets out the National Code of Practice for Providers of Education and Training to 
Overseas Students (2018) as a framework governing delivery of education to overseas 
students in Australia on a student visa. 

The National Code sets national standards to help providers deliver quality education and 
training to overseas students. Standard 5 (Younger overseas students) requires that 
registered providers taking responsibility for the welfare of overseas students under the age 
of 18 must ensure that the overseas student is in a living arrangement that is safe and 
adequately meets their needs. Registered providers must take all practical steps to ensure 
the overseas student’s welfare is always maintained, regardless of the student’s study 
circumstances. 

3.2 Child Safe Standards 

This procedure is framed to comply with the Victorian 11 Child Safe Standards and outlines 



 

Acknowledge Education Pty Ltd | ABN 15 005 596 565 | CRICOS 00197D | PRV 12146 I RTO 4112 | SCHOOL 1997 
Page 2 of 11  

the processes that are in place to keep all under-18 students safe. Further, the procedure 
aligns with Ministerial Order 1359, which specifies how organisations should manage the 
risk of child abuse in schools and boarding premises. 

  
3.3 VRQA Guidelines for the Enrolment of Overseas Students Aged Under 18 Years  

The VRQA Guidelines establish a comprehensive child-safety and welfare framework for 
overseas students under 18, placing full accountability on education providers. They define 
minimum eligibility and accommodation standards, mandate compliance with child protection 
legislation, and require robust governance, staff capability, and monitoring arrangements. By 
prohibiting delegation of welfare responsibility and requiring transparent safety information for 
students, the guidelines reinforce provider accountability, regulatory oversight, and a systemic 
approach to safeguarding the wellbeing of minor international students. 

 
 
4. Policy Statement 

4.1 If AE accepts responsibility for a student’s welfare, AE will ensure that all staff and 
third-party providers involved with under 18 students comply with any relevant 
Commonwealth, state or territory legislation in relation to child welfare and protection. 

4.2 AE’s website will inform prospective students about the mandated accommodation, 
support and general welfare conditions that apply to students under 18 years of age 
in Australia. 

4.3 AE will inform all prospective students during the recruitment that they are required to 
have welfare arrangements in place at the time they lodge their student visa 
application. 

4.4 If a student aged under 18 is undertaking a package of courses, AE will ensure that 
they have adequate welfare arrangements in place during any gap period between 
courses. 

4.5 AE is responsible for ensuring compliance with all regulatory obligations, including 
ESOS, the National Code, Child Safety Standards, VRQA Guidelines, and Migration 
Regulations. 

4.6 Where a Confirmation of Appropriate Accommodation and Welfare (CAAW) is 
issued, responsibility for approving and monitoring accommodation and welfare 
arrangements is non-delegable. 

4.6.1 AE has an agreement with the Australian Homestay Network (AHN) to provide 
end-to-end homestay accommodation and welfare management support services 
in some instances. This agreement does not absolve AE of its responsibility 
for the selection, screening, approval and ongoing monitoring of 
accommodation and welfare arrangements to ensure continuous 
compliance with all applicable legislative, regulatory and child safety 
requirements. 

4.6.2 AE acknowledges and accepts full responsibility for the welfare of all Students 
under 18 years of age and will actively monitor and manage their wellbeing in 
compliance with all applicable legislative and regulatory requirements. AE will 
provide AHN with regular, timely and comprehensive updates regarding under 18 
students, including but not limited to: 

I. Student details and welfare arrangements, including any changes to 
primary contacts, guardianship, health care or education plans; 

II. Risk identifications and mitigation actions, including incidents affecting 
wellbeing, steps taken by AE, and required support from AHN hosts; 
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III. Compliance and safety notifications, such as amendments to relevant 
law, AE policies and procedures, and compliance / critical incident 
reviews and corrective actions; 

IV. Training and guidance activities delivered by AE to staff and 
communicated to host families; 

V. Summaries of communication with students and their guardians, where 
relevant and respecting privacy obligations. 

4.7 In line with the VRQA Guidelines for the Enrolment of Overseas Students Aged Under 
18 Years, AE will provide each U18 student with a Student Safety Card at the time of 
commencement of the course. This will include: 
4.7.1 for any student on a CAAW letter in homestay accommodation, the host’s 

address, home telephone number and mobile numbers 
4.7.2 for any student on a CAAW letter in registered school boarding premises, the 

provider’s contact details, including emergency contact details 
4.7.3 AE’s contact details, including 24/7 contact details for the International Student 

Coordinator, and general emergency contact information (i.e. 000) 
4.7.4 a statement that Acknowledge Education is regulated by the Victorian 

Registration and Qualifications Authority (VRQA). Students can contact VRQA 
at: www.vrqa.vic.gov.au. 

4.8 All adults involved in or providing accommodation and welfare arrangements to the 
student have valid Victorian Working With Children Clearances. This includes all adults 
residing in homestay accommodation as well as AE staff involved in the management of 
welfare and accommodation. As outlined in our Child Safety and Wellbeing Policy, at AE 
/ Stott’s College, ALL staff employed at the Melbourne (Exhibition St) campus, 
irrespective of whether they are engaged in child-related work, are required to hold a 
current WWCC. 

4.9 AE will maintain up-to-date records of the student's contact details as outlined in 
Standard 3.5 of the National Code and in alignment with 7.3.3 Student record 
management policy and procedures. 

4.10 If AE is unable to contact a student and has concerns for the student’s welfare, AE will 
make all reasonable efforts to locate the student, including notifying the police and any 
other relevant Commonwealth, state or territory agencies as soon as practicable. Refer 
to Section 5.8.1V for further details. 

4.11 AE will ensure that overseas student coordinator(s) (The International Student 
Coordinator) and support staff have received training in: 
4.11.1 the Child Safe Standards and Ministerial Order No. 1359  
4.11.2 the education provider’s policies and procedures for managing emergency 

situations and critical incidents 
4.11.3 policies and procedures for verifying that the student’s accommodation is 

appropriate to the student’s age and needs, and for education providers 
accepting overseas students in a registered school boarding premises, the 
VRQA Guidelines to the Minimum Standards and Requirements for School 
Boarding Premises Registration 

4.11.4 the Education Services for Overseas Students Act 2000, the National Code and 
these Guidelines. 

4.12 In line with Ministerial Order Standard 12.2a, training for 4.11.1, 4.11.2 and 4.11.3 will 
take place annually. Training for 4.11.4 will take place at least every two years. 

 

http://www.vrqa.vic.gov.au/
https://www.legislation.gov.au/F2017L01182/latest/text
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5. Procedures 
This section outlines the procedures for support and general welfare arrangements for 
onshore international students who are under the age of 18 and who are not cared for in 
Australia by a parent, guardian or suitable nominated relative. These procedures are 
designed to facilitate transparent, responsible, and compliant practices. 

At the time of application for enrolment, if the prospective student is aged under 18, they are 
required to complete the Nomination of Accommodation and Responsible Adult Form. This is 
completed by the parent/guardian to confirm the accommodation and welfare arrangements 
for the student on arrival in Australia. Students are allowed to nominate homestay for their 
accommodation and a third party who can be their family friend or relative or welfare agency 
or nominate AE’s Your Care Team (YCT) to take responsibility for their welfare arrangements 
as their responsible adult. 

The Homestay Provider and Engagement and Monitoring Policy and Procedure establishes 
the guidelines if the parent/guardian requests that accommodation arrangements to be 
organised by AE. 

 
 

5.1 Application for Welfare Arrangements with YCT 

5.1.1 The details of the services offered by AE’s YCT are provided to all 
prospective students through the information on the AE website. The welfare 
services offered by AE’s YCT are paid, and the fees are published on the 
website. 

 
5.1.2 Students complete a Nomination of Accommodation of Responsible Adult 

(NARA) form, and subsequently a YCT Application form along with a 
declaration completed by their parent/guardian 14 days prior to the date of 
arrival of the student in Australia. These forms gather contact information 
and the duration of the welfare arrangements. The YCT Application form 
specifies the fees for the service and related conditions and refund policy. 

5.1.3 On receipt of the YCT Application for Enrolment, the International Student 
Coordinator processes the application. AE will then issue a CAAW letter and 
thereafter take responsibility for the student’s accommodation, support and 
general welfare. 

5.1.4 The CAAW letter will detail the start and end dates of AE’s responsibility for 
the welfare of the student. The period nominated by AE will be at least 14 
days before the start of the course until seven days after the end of the 
course, or until the student turns 18. 

5.1.5 The International Student Coordinator records the student’s details on the 
Student Management System. 

5.2 On Student’s Arrival 

5.2.1 Airport Pickup and Safe Arrival - AE has arrangements in place to ensure 
under 18 overseas students are met on arrival and safely transported to their 
approved accommodation. This includes coordinated airport pickup through 
AHN or confirmed collection by parents or nominated hosts. Appropriate 
documentation and confirmation of arrival are required to ensure student 
safety and duty of care obligations are met. Please refer to section 5.4.6 of 
2.5.1 Homestay Provider Engagement and Monitoring Policy and 
Procedure for details. 
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5.2.2 The International Student Coordinator is to follow the critical incident policy 
and notify the parents or their nominated agents if any incidents occur. 

5.3 YCT Orientation 

5.3.1 On the first day of the course, the International Student Coordinator 
greets the student and provides the YCT orientation information. 

 
5.3.2 As part of the orientation, the International Student Coordinator explains and 

assists the student with the following: 
I. AE’s Code of Conduct. 
II. Student safety and wellbeing information. 
III. Emergency details and provides the student with the Student Security 

Card. 
IV. Accompanies student to open a bank account, purchase and activate 

a SIM card, and purchase a public transport card if required. 
V. Other general information and assistance to the student. 

 

5.4 Ongoing Care and Support 

5.4.1 The International Student Coordinator offers ongoing welfare assistance and 
support to the student under the following conditions: 

I. Regular meetings with an International Student Coordinator to 
assist students with academic and social adjustment. 

II. The student resides in AE approved accommodation and returns to 
the premises by 6pm (Sundays - Thursdays) and by 9pm (Fridays 
and Saturdays) unless approval has been provided to stay away 
overnight or return home late. 

III. The International Student Coordinator monitors the student’s 
wellbeing, accommodation arrangements and academic progress. 

IV. The International Student Coordinator is the first point of contact for 
any issues or concerns the student may have. 

V. Students will not vary their enrolment without seeking prior approval 
from the International Student Coordinator. 

VI. Students should not change their accommodation and welfare 
arrangements without seeking prior approval from the International 
Student Coordinator. 

VII. Students are only permitted to stay overnight away from the 
approved accommodation address with written approval from the 
International Student Coordinator. 

VIII. The YCT fees are paid. 
 

5.5 Reporting to Department of Home Affairs (DHA) 

AE must report students who fail to comply with the requirements of their visa to 
DHA. Reporting to DHA is through the PRISMS system. 

5.5.1 The student is not permitted to change their agreed accommodation or 
welfare arrangements unless first approved by AE. 

 
5.5.2 AE will notify DHA when the student changes accommodation and welfare 

arrangements. If the student refuses to maintain AE’s approved care 
arrangements, AE will notify DHA using the 'Non-Approval of Appropriate 
Accommodation/Welfare Arrangements Letter', which is likely to result in the 
cancellation of the student's visa. 
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5.5.3 AE will advise DHA in the form required by the department as soon as 

practicable if the student will be cared for by a parent or nominated relative 
approved by Immigration and a Confirmation of Appropriate Accommodation 
and Welfare (CAAW) is no longer required. 
 

5.5.4 AE will notify DHA within 24 hours if the registered provider is no longer able 
to approve the student’s welfare arrangements. 
 

5.5.5 If AE is no longer able to approve the welfare arrangements of a student, AE 
will make all reasonable efforts to ensure that the student’s parents or legal 
guardians are notified immediately. 

 
5.6 Transfer to or from another provider 

If a student is transferring to another provider or transferring to AE from another 
provider: 

5.6.1 The International Student Coordinator will negotiate the transfer date for 
welfare arrangements with the releasing registered provider to ensure 
there is no gap. 

5.6.2 The International Student Coordinator will also inform the student of their 
visa obligation to maintain their current welfare arrangements until the 
transfer date, or have alternative welfare arrangements approved, or return 
to their home country until the new approved welfare arrangements take 
effect. 

5.6.3 1.1.6 Provider Transfer Policy and Procedure will be followed. 
 

5.7 Suspension or Cancellation of enrolment 

Where AE suspends or cancels the enrolment of the overseas student, AE will 
continue to approve the welfare arrangements for that student until any of the 
following applies: 

5.7.1 the student has alternative welfare arrangements approved by another 
registered provider 

5.7.2 care of the student by a parent or nominated relative is approved by 
Immigration 

5.7.3 the student leaves Australia 

5.7.4 AE has notified Immigration that it is no longer able to approve the student’s 
welfare arrangements or under Standard 5.5 that it has taken the required 
action after not being able to contact the student. 

5.8 Managing emergency situations when welfare arrangements are disrupted for 
students under 18 years of age 
5.8.1 Types of disruptions to welfare arrangements; 

I. Change of Homestay Requested by the Homestay or the Student 

o Where the homestay requests the transfer of a student, or the 
student requests a change of homestay, the Homestay 
Coordinator (HC) will notify the student’s Responsible Adult (RA), 
agent, and parents. 
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o The student’s agent will assist in submitting the required 
nomination form with details of the proposed new accommodation. 
Approval must be granted prior to the student moving to the new 
accommodation. 

o All relevant documentation will be uploaded to RTO by the HC. 

o Once the student has relocated, the HC will update the 
accommodation details on RTO, issue a new Security Card, and 
notify the Head of Student Administration (HAS) of the student’s 
new address. 

II. Temporary Absence of the Homestay Provider 
o Where the homestay provider needs to be away temporarily, the 

HC will inform the student’s agent, parents, and RA that alternative 
accommodation must be arranged. 

o Alternative accommodation will be arranged either through AHN or 
by the student’s parents. All accommodation must be approved by 
AE prior to the student moving. 

o All documentation will be uploaded to RTO by the HC. 

o Upon the student’s relocation, the HC will update RTO with the 
temporary address and period of stay, issue a Security Card 
reflecting the temporary address, and notify the HSA of the 
student’s short-term accommodation arrangement. 

III. Temporary Absence of the Responsible Adult (RA) 
o Where the RA is unavailable for a short period, the HC will request 

the student’s agent or parents to provide documentation to 
approve an alternative RA. 

o If an alternative RA cannot be arranged, the student must 
nominate YCT as the RA for the duration of the absence. 

o Details of the temporary RA will be uploaded to RTO by the HC, 
and the HSA will be notified. 

IV. Student Leaves Accommodation Without Notice but Continues to 
Attend School 
o The student’s RA, agent, and parents will be notified by email and 

advised that the student must return to their approved 
accommodation immediately. The International Student 
Coordinator (ISC), Head of School, and HSA will be copied on the 
correspondence. 

o A meeting will be convened to counsel the student and advise 
them of the consequences of breaching their Confirmation of 
Appropriate Accommodation and Welfare (CAAW) requirements. 
The meeting will be attended by the ISC, RA, and Head of School. 

o The student will be required to sign a Behaviour Contract, which 
will be monitored by the Head of School and the VCE Coordinator. 

o The incident and Behaviour Contract will be recorded and 
uploaded to RTO. 
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V. Student Fails to Return Home and Cannot Be Contacted 
o The HC will immediately try to reach the student by phone and text 

to ensure that the student is safe and advise the student to return 
home immediately. 

o If the student can not be contacted or refuses to return home, the 
HC will contact the student’s responsible adult, agent and parents 
by phone and/or email. Emails will include the International 
Student Coordinator (ISC), Head of School, HSA and the Head of 
Operations (Critical Incident Director). 

o The Head of Operations will initiate the critical incident policy and 
procedure to establish a Critical Incident Management Team 
(CIMT) to oversee further efforts to contact / locate the student, 
ongoing communication with RA, parents and agent as well as 
reporting to police and other authorities as required. The CIMT will 
ensure everything is appropriately documented. 

VI. Student Reports Abuse in Homestay 
o The College will respond in accordance with the following policies 

and procedures: 
• VCE1.0 Child Safety and Wellbeing Policy 
• VCE-CC-03 Child Safety Code of Conduct 
• VCE-GUI-06 Guidelines to responding to incidents, 

disclosures and suspicions of child abuse 
o The Head of Operations and Chief Executive Officer (CEO) will be 

notified, and the Head of Operations will initiate the Critical Incident 
Policy and Procedures as required. 

o Where the homestay is arranged through AHN, AHN will be 
instructed to immediately relocate the student to another AE-
approved homestay. 

o Where the homestay is parent-nominated, the student’s parents 
and agent will be informed that the student must be moved to an 
AE-approved homestay arranged through AHN until alternative 
long-term accommodation is organised by the parents. 

 
5.9 Emergency Contact Number - Management and Continuity Procedures 

To ensure the emergency contact number (International Student Coordinator) for 
under-18 overseas students remains functional and effective at all times, AE will 
implement the following procedures: 

5.9.1 The emergency contact number listed on the Student Card will be tested at the 
start of each year by the Head of School to confirm it is operational and 
answered. 

5.9.2 Where responsibilities for the emergency contact number are transferred (e.g. 
during staff leave, resignation, or role change), the transfer will be documented 
and communicated to the relevant staff members. Communication will include 
confirmation that call diversion or handover arrangements are functioning 
correctly. The nominated back-up emergency contact person is the Homestay 
Coordinator. 

I. Where the transfer is triggered by the International Student Coordinator 
(ISC) (e.g., leave, resignation, other) it is the ISC’s responsibility to 

https://assets.ctfassets.net/waffhivo988t/2IeJ3rCdsR9ow1I9Fpl6XD/c4ab50403592dd32a9deb888081ee73b/VCE1.0_Child_Safety_and_Wellbeing_Policy.pdf
https://assets.ctfassets.net/waffhivo988t/nuY9bPbcVH1TKX1uWi4K7/ceb7257d8dd166ba1ec00bb35d843acb/VCE-CC-03_Child_Safety_Code_of_Conduct.pdf
https://assets.ctfassets.net/waffhivo988t/6diyaykH3jmVUqkbj01I2d/d4df8b0b0e51f0d5efdbbdff63c8e4ef/VCE-GUI-06_Guidelines_to_responding_to_incidents__disclosures_and_suspicions_of_child_abuse.pdf
https://assets.ctfassets.net/waffhivo988t/6diyaykH3jmVUqkbj01I2d/d4df8b0b0e51f0d5efdbbdff63c8e4ef/VCE-GUI-06_Guidelines_to_responding_to_incidents__disclosures_and_suspicions_of_child_abuse.pdf
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notify the Head of School, Head of Student Administration and 
Homestay Coordinator that the emergency contact number transfer 
process needs to be initiated. 

II. Where the transfer is triggered by the college (e.g., role change, other), it 
is the Head of School’s responsibility to notify the Head of Student 
Administration and Homestay Coordinator that the emergency contact 
number transfer process needs to be initiated. 

III. In each case, the Head of School will oversee and coordinate the 
transfer process. 

5.9.3 Any changes to the emergency contact person or number will be updated 
promptly on the Student Card and all relevant student documentation and 
internal records. Updated Student Cards will be issued to all U18 students. 

5.9.4 Records of testing and handover confirmations will be maintained as evidence 
of compliance. 

 
 
6. Definitions 

 
Term Definition 
CAAW Confirmation of Appropriate Accommodation and Welfare 
Your Care Team (YCT) Acknowledge Education’s team for handling welfare 

arrangements for international students under the age of 18. 

 

7. Related Documents 
 

Document Name 
6.2.3 Critical Incident Policy and Procedure 
2.5.1 Homestay Provider Engagement and Monitoring Procedure 
1.1.1 Admissions Policy and Procedures 
1.1.6 Provider Transfer Policy and Procedure 
VCE1.0 Child Safety and Wellbeing Policy 
VCE-CC-03 Child Safety Code of Conduct 
VCE-GUI-06 Guidelines to responding to incidents, disclosures and suspicions of child abuse 
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8. Document Information 
 

Document Name Welfare Arrangements of International Students Aged Under 18 Policy 
and Procedure 

Document Number 2.3.8 
Purpose The purpose of this document is to provide a framework for AE’s 

support for higher education students and to meet relevant 
regulatory requirements. 

Audience ☒ Staff | ☒ Students| ☒ Public 
Category Student Wellbeing 
Subcategory Student Support 
Approval Date 22 January 2024 
Effective Date 22 January 2024 
Last Approved 19/02/2026 
Next Review Date 19/02/2028 
Policy Advisor Homestay Coordinator/Welfare Support Officer 
Approving Authority Board of Directors 
Date of Endorsement 22 January 2024 
Next Review 22 January 2026 
Contact Quality Assurance 

Regulator.compliance@ae.edu.au 

 
9. Change Log 

 
Date Version By Notes 
04/12/2023 1.0 Quality 

Assurance 
                Manager  

Create 

19/01/2026 2.0 Head of 
Quality 
and Risk 

• Strengthened the purpose statement to improve clarity and 
explicitly reference AHN services. 

• Expanded the scope of the policy. 
• Explicitly referenced the VRQA Guidelines for the 

Enrolment of Overseas Students Aged Under 18 Years in 
the regulatory context section. 

• Added clarification to the policy statement regarding CAAW 
responsibilities, noting that these responsibilities are non-
delegable. 

• Added clause 4.6.2 regarding updates to AHN. 
• Added 4.9 regarding maintaining up-to-date details. 
• Added clause 4.10 regarding missing students. 
• Updated Section 5.1 Application for Welfare Arrangements 

to align with YCT procedures and clarify required 
application forms. 

• Added Clause 5.5.3 and 5.5.4 regarding DHA notifications. 
• Added clause 5.5.5 regarding notifying parents / guardians 

when accommodation can no longer be approved. 
• Added Section 5.7 outlining procedures for the suspension 

or cancellation of enrolment. 
• Added Section 5.8 detailing procedures for managing 

emergency situations where welfare arrangements for 

mailto:Regulator.compliance@ae.edu.au
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students under 18 years of age are disrupted. 
• Updated related documents to reflect the revised Critical 

Incident Policy and Procedure and updated Child Safety 
Policy documents. 

• Changed approving authority from Academic Board to 
Board of Directors. 

• Added updated airport pickup service details and process. 
• Added requirements for ISC and student support training. 
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