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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 of overseas students aged under 18 must meet legislative or other
regulatory requirements relating to child welfare and protection. Registered providers of
overseas students aged under 18 must provide the students with emergency contact information
and information about how to report actual or alleged abuse. Where the registered provider has
taken on responsibility for the approval of welfare arrangements for a student who is under 18
years of age (for the purposes of the migration regulations), the registered provider must ensure
the arrangements for the younger students are suitable, ongoing and appropriately managed
until the student turns 18 years of age, in accordance with the National Code of Practice for
Providers of Education and Training to Overseas Students 2018 (‘National Code’) Standard 5.
Registered providers must also have processes for managing emergency situations in
accordance with National Code Standard 6.

2. Purpose

The purpose of this policy and procedures is to ensure that the safety and wellbeing of younger
overseas students is maintained at all times.

3. Policy

3.1 The School will meet Commonwealth, state or territory legal requirements relating to child
welfare and protection appropriate to New South Wales.

3.2 The School will provide important age and culturally appropriate safety information to
younger overseas students, including who to contact in emergency situations, contact
numbers of a nominated staff member and/or service provider to the registered provider
and how to seek assistance and report any incident or allegation involving actual or alleged
sexual, physical or other abuse.

3.3 The School approves overseas students’ stay in accommodation, support and general
welfare (under the Migration Regulations), for students who are not accompanied by a
parent or legal guardian, through the Confirmation of Appropriate Accommodation and
Welfare (CAAW), and has processes to verify these arrangements in an ongoing manner, as
a student visa condition.

3.4 Overseas students may live with their parents, legal guardians or relatives, or in the School’s
Boarding House.
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3.5 The School monitors the accommodation and living arrangements of younger overseas
students where the School has approved, or is responsible for approving, the student's
accommodation, support and general welfare arrangements.

3.6 The School does not conduct routine monitoring of the living arrangements of younger
overseas students who live permanently with a parent, legal custodian or eligible relative
approved by the Department of Home Affairs. However, where the School becomes aware
of a concern regarding a student's safety, wellbeing or welfare, the School may make
reasonable enquiries, undertake appropriate follow up action and implement its child
protection, wellbeing, critical incident or other relevant policies and procedures.

3.7 Monitoring occurs at the beginning of the student's enrolment and at least once every six
months thereafter.

3.8 As the result of monitoring of the accommodation and living arrangements of all overseas
students, the School may undertake follow up actions or investigations, and if warranted,
terminate its approval of an overseas student’s accommodation and living arrangements, if
compliance with an acceptable standard is not being met. Notice will be given, and
arrangements will not be terminated until alternative welfare arrangements are in place.

3.9 The School may outsource regular monitoring of the accommodation and living
arrangements of overseas students to a third-party organisation. Such contracts and
arrangements are reviewed every two years or more frequently if required.

3.10 Where an overseas student will live in Australia with a parent, legal custodian or eligible
relative approved in accordance with Department of Home Affairs requirements, the School
will not issue a Confirmation of Appropriate Accommodation and Welfare (CAAW). In these
circumstances, the student's welfare arrangements must be approved through the
Department of Home Affairs.

3.1 The School does not take over legal responsibility for an overseas student under the age of
18. The parent or person who has custody of the overseas student is at all times legally
responsible for the student.

3.12 The School will advise the DHA and a student’s parent or legal guardian immediately if it is
terminating the CAAW and can no longer take responsibility for the overseas student and
will inform the DHA.

3.13 The School will advise the DHA when an overseas student will be cared for by a parent or
nominated relative approved by DHA and a CAAW is no longer required.

3.14 The School will maintain welfare arrangements for a suspended or cancelled enrolment until
conditions under National Code Standard 5 are met. A CAAW will not be terminated until
new welfare arrangements are in place.

3.15 The School will comply with all requirements when it enrols a student whose welfare
arrangements were previously approved by another registered provider, in accordance with
National Code Standard 7 (see the School's 3.70 Overseas Students Transfers Policy and
Procequres).

3.16 The School will not delegate the CAAW responsibility to any other party such as a
homestay service. The School will retain the ultimate responsibility for approving and
assuring welfare arrangements unless certain circumstances apply.

3.17 The School will not state or imply, or permit any third parties to state or imply, that the third
party has or shares responsibility for the overseas student’s accommodation, support or
general welfare.

3.18 The School's CAAW responsibility for an overseas student under the age of 18 will cease
when the overseas student turns 18.

3.19 The School requires that overseas students and their families advise of any changes to their
details or living arrangements, which are updated on the Provider Registration and
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International Student Management System (PRISMS).

3.201f an overseas student's caregiver plans brief care, such as during a holiday, the School may
keep their CAAW arrangements, at the PEO’s discretion.

3.21 The School has processes for managing emergencies and situations where the welfare
arrangements of overseas students are disrupted, in accordance with National Code
Standard 6.

3.22 The School will notify the police and any other relevant agencies as soon as practicable if
unable to contact an overseas student and there are concerns for the overseas student’s
welfare.

3.23The School has processes for selecting, screening and monitoring any third parties
engaged by the registered provider to organise and assess welfare and accommodation
arrangements.

4. Procedures

4.1 Compliance with child welfare and child protection legislation

411  The School will meet Commonwealth, state or territory legal requirements relating
to child welfare and protection appropriate to New South Wales, including but not
limited to the
4111 Children and Young Persons (Care and Protection) Act 1998 (NSW)
4112 Child Protection (Working with Children) Act 2012
4113 Children's Guardian Act 20179.

412 The School’s Child Protection policies, procedures and statements always apply.

413 The School will ensure that screening, verification and recordkeeping requirements
for staff, boarding staff, relevant adults involved in accommodation and welfare
arrangements, and any third parties engaged by the School are met in accordance
with applicable child protection legislation and the School’s Child Protection policies
and procedures.

414 The PEO will ensure that regulation around reporting of child abuse by teachers,
counsellors or other support personnel and any additional state or territory
regulatory requirements, for example the Child Safe Standards are implemented.

415 The PEO will ensure that all staff receive annual training on the School’'s Child
Protection policies, procedures and statements. See the School's B87 Child
Protection Policy and Procequres.

41.6 The School meets all other legislation through its policies, procedures and training,
including but not limited to Child Safety, Work Health and Safety, Privacy, Duty of
Care. The PEO, Head of Admissions and Governance and Risk Manager review
policies and procedures as legislative requirements change, and policies and
procedures are published on the School's website
https://www.krb.nsw.edu.au/about-us/our-policies/.

4.2 Information for students

421 The School will give younger overseas students important age and culturally
appropriate safety information. This includes
4211 the name and contact information for the nominated staff member who
is to be contacted in an emergency
4212 how to report any incident or allegation of sexual, physical or other abuse
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4213 informing the student that they can only stay in accommodation that is
approved by the School

4214 the policies and procedures outlined in the School's 3.9 Overseas
Students Support Services Policy and Procedures

4215 advising the student of Visa condition 8532 that requires overseas
students under the age of 18 to maintain appropriate welfare
arrangements for the duration of their stay in Australia. Therefore, this
condition prevents overseas students under the age of 18 from entering
Australia without appropriate welfare arrangements in place. If an
overseas student wishes to arrive in Australia earlier than their CAAW
commencement date, he or she must be accompanied by a nominated
guardian approved by the DHA. If the overseas student s
unaccompanied, they can only do this if the School agrees to extend its
approved care arrangements to cover the overseas student from the date
of their arrival or the student must not travel to Australia until the CAAW

commences.
4.2.2 The School will inform students that
4221 it does not take legal responsibility for an overseas student under the age
of 18

4222 any changes to the student’s details or living arrangements must be
notified to the PEO by emailing principalpa@krb.nsw.edu.au as soon as
possible.

4.2.3 As perthe School’s 3.9 Overseas Students Support Services Policy and Procedures,
this will be made available via the following methods:

4.2.31 Orientation Program

4232 Overseas Student Handbook

4233 The School website

4.3 School approval of accommodation, support and general welfare

431 The PEO approves overseas students’ stay in accommodation, support and general
welfare (under the Migration Regulations), and will:

4.3.1.1 sign a CAAW to confirm they are placing an overseas student into, or are
approving, arrangements they consider suitable. (Note - the DHA is not
involved in this process)

4312 issue a CAAW letter at the same time as a Confirmation of Enrolment
(CoE) (see the School’'s 3.6 Overseas Students Enrolment Policy and
Procedures)

4313 nominate the dates for which the School accepts responsibility for
approving the student’s accommodation, support and general welfare
arrangements and advise the DHA in the CAAW letter, and ensure that
the nominated dates cover the length of the CoE plus seven days at the
end at a minimum

4314 conduct WWCC clearances twice yearly for any adults involved in or
providing accommodation and welfare arrangements to the student -
these records will be uploaded to the student's file

4315 nominate dates to the DHA (via PRISMS)

4.3.1.6 if required, approve a person who is not an Australian citizen or
permanent resident (including a family friend, or a family member that

3.8 Overseas Students Younger Overseas Students Policy and Procedures - 10 July 2026
6



New South Head Road
Rose Bay NSW Australia 2029

()
(\') KINCOPPAL — ROSE BAY s
A Y 4

5 SCHOOL OF THE SACRED HEART Kb oW oatan
OR ynY
. CRICOS Provider Code 02268M ABN 47 003 942 603

does not meet the definition of eligible relative) to care for the overseas
student on a CAAW.

4.3.2 The PEO may terminate a CAAW where the School can no longer take responsibility
for the overseas student due to events, such as:

4.3.21 the overseas student refusing their accommodation or leaving their
accommodation without notice, even after the registered provider has
exhausted all possible avenues of assisting the overseas student to
maintain appropriate arrangements;

4322 the accommodation provider becoming unable to maintain
arrangements;

4323 the overseas student’s enrolment being suspended or cancelled (see the
School's 372 Overseas Students Deferment, Suspension and
Cancellation Policy and Procedures);

4324 the overseas student going missing from their accommodation and
cannot be found or contacted, even after the registered provider has
implemented its critical incident policy.

4.3.3 Ifany of the conditions in 4.3.2 occur and the School decides to terminate the CAAW,
the Head of Admissions will:

4.3.31 report the overseas student within 24 hours using the ‘Non-Approval of
Appropriate  Accommodation/Welfare Arrangements’ letter through
PRISMS. (This report should be used as a last resort, as it may lead to
cancellation of the overseas student’s visa by the DHA for breaching visa
condition 8532.)

4332 make all reasonable efforts to ensure the overseas student’s parents or
legal custodians are notified immediately if it can no longer take
responsibility for the overseas student’s welfare.

4.3.4 In the case that the student will be cared for by a parent or nominated relative
approved by the DHA and a CAAW is no longer required, the Head of Admissions
will advise the DHA through PRISMS.

4.3.5 The PEO will continue to approve the welfare arrangements for an overseas student
they have cancelled or suspended enrolment for until any of the following certain
conditions have been met in accordance with National Code Standard 5:

4.3.51 the student has alternative welfare arrangements approved by another
registered provider; or

435.2 care of the students by a parent or nominated relative is approved by the
DHA; or

4353 the student leaves Australia; or

4354 the registered provider has notified the DHA under National Code
Standard 5.3.6 it is no longer able to approve the student's welfare
arrangements; or

4355 under National Code Standard 5.5 that it has taken the required action
after not being able to contact the student; or

43.5.6 the overseas student turns 18.

4.3.6 The School will not terminate any CAAW until new welfare arrangements are formally
in place.

4.3.7 The School will not delegate the CAAW responsibility to any other party such as
a homestay service. The School will retain the ultimate responsibility for approving
and assuring welfare arrangements until the overseas student:

4371 is outside Australia; or
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43.7.2 turns 18; or

4373 transfers to another provider's CAAW; or

4374 enters the care of a nominated guardian approved by the DHA.

4.3.8 The School will not state or imply, or permit any third parties to state or imply, that
the third party has or shares responsibility for the overseas student’s
accommodation, support or general welfare.

4.3.9 The School will comply with all requirements when they enrol a student who had
their welfare arrangements approved by another registered provider, in accordance
with National Code Standard 7 (see the School’'s 3.70 Overseas Students Transfers
Policy and Procedures) by:

4.3.91 negotiating the transfer date for welfare arrangements with the releasing
registered provider to ensure the overseas student has appropriate
welfare in place at all times and issue a CAAW letter covering the
transition from one accommodation arrangement to another

43.92 informing the student of their visa obligation to maintain their current
welfare arrangements until the transfer date or have alternate welfare
arrangements approved or return to their home country until the new
approved welfare arrangements take effect.

4.310 The School's CAAW responsibility for an overseas student under the age of 18 will
cease when the overseas student turns 18. In addition, the requirements of Standard
5 will no longer apply at this point. The School will ensure when enrolling overseas
students who will turn 18 years of age during the final period of their course, that a
condition on enrolment in the course will be applied, requiring the overseas student
to continue to reside in provider approved accommodation until the completion of
the course.

4311 The School will, if required, approve a person who is not an Australian citizen or
permanent resident (including a family friend, or a family member that does not meet
the definition of eligible relative) to care for the overseas student on a CAAW.
However, the School will ensure that the visa holder is:
4.3.1.1 at least 21 years old; and
43M.2  of good character; and
4313 has an appropriate visa to remain in Australia until the overseas student’s

visa expires or the overseas student turns 18.

4.4 Procedures for verifying living arrangements and ongoing monitoring

441 Where the School has approved, or is responsible for approving, a younger
overseas student's accommodation, support and general welfare arrangements,
the School will verify that the accommodation is appropriate to the student's age
and needs:

4411 prior to the accommodation being approved
4412 at least every six months thereafter.

442 The School may also undertake reasonable enquiries regarding a student's living
arrangements where concerns arise regarding the student's safety, wellbeing or
welfare.

443 The Head of Junior School or Head of Senior School and any other delegated staff
will undertake this via:

4.4.31 a physical site visit;
4432 a student interview;
4433 a student survey;

3.8 Overseas Students Younger Overseas Students Policy and Procedures - 10 July 2026
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4434 any other ways of confirming that the accommodation still meets the
overseas student’s needs.
4.4.4 The age of the student may change the degree of monitoring required.

445 The assessment will focus on safety, cleanliness, accessibility, and the overall well-
being of the student.

446 The PEO may delegate a third party to conduct a physical site visit on the School’s
behalf.

4.4.7 If required, the Head of Admissions will arrange for support if there are welfare
concerns for the student. See the School's 3.9 Overseas Students Support Services
Policy and Procedures.

4.4.8 The monitoring reports will be reviewed by the PEO or their delegate and further
investigation or actions may occur if any concerns or issues are identified during the
monitoring process.

4.4.9 |If further investigation or actions occur as a result of any concerns or issues being
identified, the School will:

4.4.91 notify the student, parent and the homestay provider of the identified
issues

44972 develop an action plan to address the issues, with clear timelines and
responsibilities

4493 reassess the accommodation and living arrangements after the action
plan has been implemented to ensure compliance.

4.410 For students in the School’'s Boarding House:

44101  Boarding staff conduct regular checks on the students' accommodation
and living conditions to ensure they remain safe and suitable.

4410.2 Checks of the overseas student’s homestay accommodation are
conducted in accordance with the procedures outlined in 4.4.

4.410.3 Regular health checks are conducted to monitor the physical and mental
well-being of boarding students.

44104 Boarding staff are trained in first aid and are responsible for managing
any health issues that arise.

44105 Boarding staff communicate regularly with parents and guardians to keep
them informed about their child's welfare and any significant events.

4410.6 Students have access to counsellors and support staff who can provide
assistance with personal or academic issues.

4.410.7 If the boarding supervisor identifies a concern regarding the welfare of an
overseas boarder, the concern is documented and reported to the
relevant staff members, such as the Wellbeing Mentor, Year Coordinator,
or Director of Boarding. See the School's 3.9 Overseas Students Support
Services Policy and Procedures for further information.

4.410.8 Concerns are escalated to the appropriate level based on its severity. For
minor issues, the Wellbeing Mentor or Year Coordinator may handle the
situation. For more serious concerns, senior staff such as the Director of
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Boarding or Director of Wellbeing and Operations or Head of Senior
School may be involved.

4410.9 Immediate actions may be taken to ensure the overseas student
boarder’s safety and well-being. This could include providing additional
support, arranging a meeting with the student, or contacting the
student's parents or guardians.

4.410.10 The Director of Boarding reports directly to the Head of Senior School
through weekly meetings. At these meetings, concerns are raised. As for
all students, immediate concerns are escalated if and when required.

4411 The PEO or their delegate will record notes on the student's file in Synergetic if any
further investigation or interventions are conducted.

4412 If compliance with acceptable standards for accommodation and welfare are not
met despite follow-up actions, the School may terminate its approval of the overseas
student’s accommodation and living arrangements. If approval is terminated, the
School will
44121 provide notice to the student, parent and the homestay provider, detailing

the reasons for termination and the effective date

44122  provide notice to the student, parent and the homestay provider, detailing
the reasons for termination and the effective date

44123 ensure that alternative welfare arrangements are in place before
terminating the current accommodation. This may include finding a new
homestay provider or arranging for the student to stay with a relative or
guardian.

4.413 If the School terminates its approval of an overseas student’s accommodation and
living arrangements, it will notify this on PRISMS.

4.414 The Head of Admissions will maintain detailed records of all monitoring activities,
follow-up actions, and any changes to the student’s accommodation and living
arrangements on the student’s file on Synergetic (DocMan).

4.5 Changes to student contact details or living arrangements

451 Inthe case that the overseas student has changed his or her contact details and/or
living arrangements, the School will notify this on PRISMS.

4.6 Leave Arrangements

461 In the situation where an overseas student’s parent, legal custodian, or eligible
relative is planning to look after the overseas student for a short period, for example
during a holiday, the PEO may decide to continue the CAAW arrangements rather
than terminate the CAAW.

4.7 Procedures for managing critical incidents, including in emergency situations and

when welfare arrangements are disrupted

471 The School will enact its B8.2 Critical Incident Policy and Procedures in emergency
situations which may disrupt welfare arrangements without warning.
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472 The School will provide immediate substitute welfare arrangements in an
emergency.

473 The School will keep records of any critical incident for at least two years after the
overseas student ceases to be an accepted student.

474 In the case of a critical incident, the PEO will inform authorities such as the police,
the DHA officials, the overseas student’s parent or legal custodian, and other
relevant authorities. Actions taken include but are not limited to
4.7.41 Contacting the student’s parents
4742 Filling in a missing persons report with the police
4743 Advising the Department of Communities and Justice (DCJ)

4744 Completing the ‘Non-Approval of Appropriate Accommodation/Welfare
Arrangements’ letter

475 The School will notify the police and any other relevant agencies as soon as
practicable if unable to contact an overseas student and there are concerns for the
overseas student’s welfare.

Selecting, screening and monitoring of any third parties engaged to organise and
assess welfare and accommodation arrangements

4.81 The PEO approves all third parties.

4.8.2 The Head of Admissions will review all approvals with third parties, for the PEO to
reapprove, once every three (3) years or sooner if information is received to
warrant a review.

Record keeping about students

491 The Head of Admissions will maintain:

4,911 up-to-date records of the living arrangements for each enrolled overseas
student under 18 years of age, including the contact details of the
student's parent(s), legal guardian or any adult responsible for the
student's welfare. Overseas students and their families are reminded
about this requirement through the Overseas Students Handbook and via
notices on Aspire.

4912 Copies of information given to overseas students (see Procedures 4.2).

4913 Records to show that we have followed our 310 Overseas Students
Transfers Policy and Procedures when enrolling an overseas student who,
at the time of enrolment, had welfare arrangements approved by another
registered provider.

4914 For each enrolled overseas student:

49141 acopy of the CAAW letter issued that identifies the dates for
which the school provider accepts responsibility for approving
the overseas student's accommodation, support and general
welfare arrangements

49142 records of the verification of the approved accommodation
and welfare arrangements

3.8 Overseas Students Younger Overseas Students Policy and Procedures - 10 July 2026
11



New South Head Road
Rose Bay NSW Australia 2029

\' KINCOPPAL — ROSE BAY b ot

N SCHOOL OF THE SACRED HEART Kibhew.eduau
og Nu
i CRICOS Provider Code 02268M ABN 47 003 942 603

4.91.4.3 where applicable, records of the implementation of the critical
incident policy and procedures
49144 where applicable, records of contact with DHA in relation to
any change to the welfare and accommodation arrangements
49145 records of a working with children check clearance for any
adult involved in or providing accommodation and welfare
arrangements to overseas students
491.4.6 where applicable, records of the selection, screening and
monitoring of any third parties engaged by the school provider
to organise and assess welfare and accommodation
arrangements
49147 where applicable, records of the school provider notifying the
overseas student's parents or legal guardian immediately if the
provider is no longer able to approve the welfare
arrangements of an overseas student
4.91.4.8 detailed records of all monitoring activities, follow-up actions,
and any changes to the student’'s accommodation and living
arrangements and any notifications made to external bodies,
for example PRISMS.
492 The relevant Head of School will maintain records to show that we have enacted our
support or critical incident policies and procedures in the event we are unable to
contact an overseas student and have concerns for the student's welfare.
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