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1. Background

Kincoppal-Rose Bay School of the Sacred Heart (‘the School/KRB’) is listed on the
Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS). The
School’'s CRICOS Provider Code is 02268M. As a CRICOS provider, the School is registered to
deliver Primary (Kindergarten-Year 6), Junior Secondary (Years 7-10) and Senior Secondary
(Years 11 and 12) courses to overseas students. Any references in this document to the
‘registered provider’, ‘provider or ‘school provider means the School or the School as a
CRICOS provider, or vice versa.

The School Principal is the Principal Education Officer (PEO) under the legislation. Any
references in this document to the PEO or the School Principal mean the School Principal.

Registered providers must ensure that their education agents act ethically, honestly and in the
best interests of overseas students, uphold the reputation of Australia’s international education
sector, and comply with current legal requirements relating to education agent conduct and
onshore student transfers, in accordance with the National Code of Practice for Providers of
Education and Training to Overseas Students 2018 (‘National Code’) Standard 4.

2. Purpose

The purpose of this policy and procedures is to demonstrate how the School complies with all
legislative requirements in relation to education agents representing the School when
engaging with overseas students or intending overseas students.

3. Policy

3.1 The School will enter into an Education Agent Written Agreement with each education
agent it engages to formally represent it (note — a written agreement is not required if an
education agent approaches a provider on behalf of the parents or students. In this case
the provider has not issued the education agent with marketing material and there is no
formal understanding that the education agent will promote the provider’'s courses on its
behalf on an ongoing basis.)

3.2 The PEO will review each Education Agent Written Agreement annually and ensure that
the list of education agents on the School’s website is current.

3.3 The School's Education Agent Written Agreement will outline:

3.31 theresponsibilities of the registered provider including that the registered provider
is responsible at all times for compliance with the ESOS Act, the ESOS Regulations
and the National Code 2018

3.3.2 the registered provider's requirements of the education agent in representing the
registered provider as outlined in section 3.7.3 of the NSW Education Standards
Authority (NESA) Guidelines for Approved NSW School Providers Delivering
Courses to Overseas Students (‘the Guidelines’)

3.3.3 the registered provider's processes for monitoring the activities of the education
agent in representing the provider, and ensuring the education agent is giving
students accurate and up-to-date information on the registered provider's
services
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3.3.4 the corrective action that may be taken by the registered provider if the education
agent does not comply with its obligations under the written agreement including
providing for corrective action outlined in section 3.7.4 of the Guidelines

3.3.5 the registered provider's grounds for the termination of the registered provider's
written agreement with the education agent, including providing for termination in
the circumstances outlined in section 3.7.5 of the Guidelines

3.3.6 the circumstances which information about the registered provider may be shared
by the registered provider and Commonwealth or state and territory agencies

3.3.7 the education agent's obligation to comply with the ESOS Act, the ESOS
Regulations 2019, the National Code, and any current legal requirements relating
to education agent conduct and onshore student transfers.

3.4 The School requires its education agents to:

3.41 declare in writing and take reasonable steps to avoid conflicts of interests with its
duties as an education agent of the registered provider

3.4.2 observe appropriate levels of confidentiality and transparency in their dealings with
overseas students or intending overseas students

3.4.3 act honestly and in good faith, and in the best interests of the student

3.4.4 have appropriate knowledge and understanding of the international education
system in Australia, including the Australian International Education and Training
Agent Code of Ethics.

3.5 The School will enter and maintain the education agent's details in Provider Registration
and International Student Management System (PRISMS).

3.6 The School has processes to ensure any education agents they engage with, including
offshore agents, have up-to-date and accurate marketing information.

3.7 The School will not pay, offer or authorise any commission or other benefit to an education
agent or representative for recruiting an overseas student who is transferring onshore
from another registered provider, where prohibited by law. The School's written
agreements, recruitment practices and monitoring processes will reflect any current legal
requirements relating to education agent conduct and onshore student transfers.

3.8 The School has processes for monitoring the education agent’s activities and ensuring
the education agent gives overseas students accurate and up-to-date information and
act honestly and in good faith.

3.9 The School may act on information that it receives about the conduct of education agents.
This information may result from monitoring activities, or reports from students,
proportionate to the total number of students recruited by an agent.

3.10 If the School becomes aware, or has reason to believe, that the education agent or an
employee or subcontractor of the education agent has not complied with the education
agent's responsibilities under sections 3.7.2 and 3.7.3 of the Guidelines, the registered
provider must take immediate corrective action. Corrective actions may include providing
education agents with additional information or targeted training on expectations of the
agent.

3.1 If the School becomes aware, or has reason to believe, that the education agent or an
employee or subcontractor of the education agent is engaging in false or misleading
recruitment practices or is not complying with National Code Standard 4, or is engaging
in conduct that conflicts with current legal requirements relating to onshore student
transfers, the School will immediately terminate its relationship with the education agent,
or require the education agent to terminate its relationship with the employee or
subcontractor who engaged in those practices.
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3.12 The School will not accept students from an education agent if it knows or reasonably
suspects the education agent to be:

3121 engagedin conduct that seeks or accepts commissions, payments or other
benefits in connection with onshore student transfers where prohibited by
law

3.12.2 providing migration advice, unless that education agent is authorised to do
so under the Migration Act 71958

3.12.3 engaged in, or to have previously engaged in, dishonest recruitment
practices, including the deliberate attempt to recruit a student where this
clearly conflicts with the obligations of registered providers under National
Code Standard 7 (Overseas student transfers), see the School's 3.70
Overseas Students Transfers Policy and Procedures

3.12.4 facilitating the enrolment of a student who the education agent believes
will not comply with the conditions of his or her visa

3.12.5 using PRISMS to create Confirmations of Enrolment (CoEs) for other than
bona fide students.

4. Procedures

4.1 Selection of education agents

411  The School will require education agents to meet either the Head of Admissions
or the PEO before they are engaged to represent the School.

4.2 Priorto engaging an education agent, the School will assess if the education agent
has appropriate knowledge and understanding of the Australian International
Education and Training Agent Code of Ethics.

413 Once approved, the PEO or their delegate will maintain the list of education agents
on the School’s website https://www.krb.nsw.edu.au/admissions/.

4.2 The Education Agent Written Agreement

421 The PEO will check the Education Agent Written Agreement to ensure it meets
legislative requirements.

422 The Governance and Risk Manager will inform the PEO when legislative
requirements change.

423 All Education Agent Written Agreements will be accompanied by the School’s
expectations in regard to annual conflict of interest declarations, appropriate levels
of confidentiality and transparency in their dealings with overseas students or
intending overseas students, and that information about the registered provider
may be shared by the registered provider and Commonwealth or state and territory
agencies.

424 The Head of Admissions will contact the education agent.

425 The Head of Admissions will maintain the signed copy of the Education Agent
Written Agreement in SharePoint.

4.3 Education agent details in PRISMS

4.31 The Head of Admissions will enter and maintain the education agent's details in
PRISMS.
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4.4 Communication of requirements for the education agent to follow in
representing the registered provider

441 The Head of Admissions will collect education agent conflict of interest
declarations from education agents at the time of signing the written agreement
and every 12 months after that.

442 Conflict of interest declarations will be stored by the Head of Admissions in
SharePoint.

443 The Head of Admissions will ensure any education agents they engage with,
including offshore agents, have up-to-date and accurate marketing information —
this will be provided by email and sent when the marketing materials are updated
(see the School's 3.4 Overseas Students Marketing Information and Practices
Policy and Procedures).

444 The Head of Admissions will maintain evidence of processes for updating
promotional material used by agents and for informing agents of any changes.

4.5 Processes for monitoring education agent’s activities

451 The Head of Admissions will monitor education agents at least annually, and more
frequently where concerns arise, complaints are received, marketing materials
change, or student recruitment activity increases.

452 Monitoring of education agents will include assessing if the education agent:
4521 gives overseas students accurate and up-to-date information
4522 acts honestly and in good faith.

453 Mechanisms to evaluate the activities of the education agent, may include one or
more of the following:

45.31 regular face-to-face meetings with agents onshore or offshore;

4532 telephone/teleconference meetings;

4533 regular reports from agents;

4534 surveys of students recruited by particular agents;

4535 surveys of parents of the students recruited by particular agents;

45.3.6 performance benchmarks included in agreements;

4537 spot checks by providers, for example, to observe agents at work at
education fairs; or

45.3.8 surveys of agents.

4.6 Procedures for when information is received about education agents

4.61 When information or evidence is received about the conduct of education agents,
the Head of Admissions will inform the PEO.

4.6.2 The PEO will manage the information and determine any action, including but not
limited to investigations or interviews.

4.7 Processes for taking corrective action, or terminating a relationship if an agent
(oran employee or subcontractor) is not complying with National Code Standard

4
471 The School will act on becoming aware of an education agent being negligent,
careless or incompetent or being engaged in false, misleading or unethical

advertising and recruitment practices, including practices that could harm the
integrity of Australian education and training.
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472 Preventative action could include training sessions for agents and ensuring they
have all the material they need to represent the provider accurately and
professionally.

473 Corrective action may include providing additional information/material or
targeted training in, for example, the expectations of the provider. Corrective
action may also include termination of the agreement with the education agent.

474 The School has an agreement with the education agent, not the employee or sub-
contractor of the agent. Therefore, the School will terminate the agreement with
the education agent if the education agent does not act against the individual
employee or sub-contractor. To enable this, the education agent must show
evidence of the action taken against the individual employee or sub-contractor.
The Head of Admissions will maintain a copy of the action taken in SharePoint.

475 Evidence of immediate corrective and preventative action taken when the
registered provider becomes aware that the education agent has become
negligent, careless or incompetent or has engaged in false, misleading or unethical
advertising and recruitment practices (for example, record of telephone
conversation, email) will be maintained by the Head of Admissions in SharePoint.

476 Records of action taken and, if applicable, a record of agreements that have been
terminated, will be maintained by the Head of Admissions in SharePoint.
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