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1. DEFINITIONS AND/OR LEGISLATION

Short Term - refers to student visits of 1 to 10 weeks duration on a visitor visa.
Long-Term —refers to student visits of longer than 10 weeks.

Lorien Novalis School for Steiner Education — herein referred to as Lorien Novalis School.
NESA — NSW Education Standards Authority.

2. WHO IS THIS POLICY AND PROCEDURE FOR?
This policy and procedure applies only to students who wish to visit Lorien Novalis School from their
home country, where the visit is between 1 and 10 weeks in duration.

3. WHO IS THIS POLICY AND PROCEDURE NOT FOR?
This policy is not for students applying for long term (longer than 10 weeks) study in Australia, i.e., it is
not for students with (or applying for) a Student Visa.

This policy is not for students who wish to complete an educational course through Lorien Novalis
School.

Lorien Novalis School for Steiner Education in not currently a CRICOS approved provider.
4. PREMISES
Lorien Novalis School is an accredited non-state school in NSW through NESA and as such is subject to

an appropriate quality assurance framework applying to registered courses.

5. COURSE DETAILS AND CREDIT
Students studying at Lorien Novalis School on a short term basis (for 1 to 10 weeks) are:
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e notenrolling in part, or in whole, for any Australian educational course
e not enrolling in part, or in whole, for the High School Certificate (HSC)

These students will not qualify to receive any educational certificate or other educational qualification
because of their short term enrolment at Lorien Novalis School.

Lorien Novalis School does not offer course credit for short term students visiting from overseas. This
also applies to onshore school transfers, either within the state or territory or from interstate.

6. USE OF EDUCATION AGENTS

Lorien Novalis School does not enter into separate agreements with Education agents. Should you
wish to use an agent to assist you in your application process, we will be happy to work with them to
complete the enrolment process. However, we will not pay any fees to agents. Any agents’ fees are
the responsibility of the student.

Many students have successfully applied to our school without the use of an agent.

7. MARKETING INFORMATION AND PRACTICES
Lorien Novalis School advice for potential Overseas students is provided in the Short Term Visiting
Student Brochure which is available on our school website.

8. AGES OF STUDENTS APPLYING FOR THE SHORT-TERM VISIT PROGRAM
Students applying for the short term visit program at Lorien Novalis School can be aged between 10
and 18 years of age (from Class 4 to Class 12).

Students between 10 and 15 years of age must be accompanied by a family member or guardian.
Only students aged 16-18 may be considered for Homestay Option 2 (please see 14.1 for definitions).

9. DEMONSTRATION OF ENGLISH ABILITY

Students applying to the short term visit program at Lorien Novalis School will be asked to supply a
self-written 1-page (minimum) profile to demonstrate their English ability. This is to be supplied as an
attachment to the Short Term Visiting Student Application Form and should include at least the
following:

Your name.

Your age.

Tell us a little about your family.

Tell us a little about the school you attend.

Tell us a little about the country and town/city you live in.

What are your personal interests/hobbies?

Do you like pets/animals and do you have any at home?

Do you have any allergies or fears of animals?

Why have you picked Australia to visit?

Why have you chosen Lorien Novalis School?

What are you most excited to see/experience in Australia?
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I. Isthere anything else you would like us to know about you for your application?

9.1 HOW WELL MUST | SPEAK ENGLISH?
Short term visiting students need to have sufficient English ability to be able to listen and understand,
speak, and read and write sentences in English.

Students are not expected to be fluent in the English language, although the better a student’s ability
to speak, read and write in English the more enjoyable the student’s visit to Australia will be.

It is highly recommended that those interested in the short term visit program at Lorien Novalis
School practice reading, writing and speaking English as much as possible prior to applying to visit.

10. QUALIFICATIONS OF TEACHING STAFF

All Lorien Novalis School Teachers are registered through NESA. An induction for staff who have close
working interaction with overseas students will be facilitated by the Head of School / Principal or
delegate prior to the student’s arrival.

11. STUDENT FILE
It is Lorien Novalis School’s Policy to maintain records on file for any short term visit program students
who apply and are enroled.

12. MONITORING ATTENDANCE
Lorien Novalis School monitors attendance of students.

13. SUPPORT SERVICES FOR OVERSEAS STUDENTS

13.1 FIRST POINT OF CONTACT

Settling into a new home and school environment can take some time. Students and families will be
assigned a Class Teacher (for classes 4 to 7) / Class Guardian (for Classes 8 to 12). These teachers are
the first point of contact while a child is a student at Lorien Novalis School. In addition, students can
seek out the Head of School / Principal or a delegate if the Class Teacher / Guardian is unavailable or
unable to assist.

13.2 ORIENTATION PROGRAM FOR NEW STUDENTS
Lorien Novalis School will provide an orientation program for new students which will cover the
following:

e Location of classrooms, bus stop, front office, play areas, library and computer facilities,
e Location of toilets and other facilities such as sick bay, etc.,

e Introduction to Class Teacher / Guardian(s) and other students in the class; and

e Information on class times, how to report in if late to school, etc.

For detailed information about the Orientation Program, see the Short Term Visiting Student
Orientation Program.
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14. WELFARE AND ACCOMMODATION POLICY
14.1 ACCEPTABLE ACCOMMODATION ARRANGEMENTS FOR SHORT-TERM OVERSEAS STUDENTS:
Students visiting for a short term stay must demonstrate that they have one of the following
accommodation arrangements organised prior to arriving in Australia:
a. Family 1 option: short term accommodation arrangement where the students is living with
one or both parents.
b. Family 2 option: short term accommodation arrangement where the student is living with
a close relative aged 21 or over.
c. Homestay 1 option: short term accommodation arrangement where the student is living
with a close personal friend of one or both parents.
d. Homestay 2 option: short term accommodation arrangement where the student is
boarding with a family of a student at Lorien Novalis School.

The nominated relative/friend/homestay parent agrees to undertake the role and responsibilities of
guardian/carer for the student.

The relative/friend/homestay parent must be a resident of NSW, be over 21 years of age and must be
able to remain in Australia until the student is 18 years of age or returns home (whichever comes
first).

The person nominated to provide accommodation, along with all family members aged over 18 years,
must satisfactorily complete a Working with Children Check and submit this to the school office for
verification at minimum 14 days prior to the student’s arrival in Australia. (See Working With Children
Check information at https://ocg.nsw.gov.au/working-children-check)

14.2 DEFINITIONS
‘Close family member’ or a ‘close relative’ - For the purposes of organising accommodation
arrangements, students living with a ‘close family member’ is defined as a person living in NSW who is
aged 21 or over, and is one of the following:

e Parents or step-parents

e Brothers or sisters, or step-brothers/sisters

e Grandparents, or step-grandparents

e Aunts, uncles, nieces, nephews, or step-aunts/uncles

‘Homestay’ - Homestay is defined as situations where the student is residing with distant family
members (i.e. a family member not listed under ‘close family member’), or if the student is residing
with family friends or with another family.

If a student is residing with a parent or a close family member this arrangement is not classified as a
homestay arrangement.

14.3 ORGANISING HOMESTAY ARRANGEMENTS
Lorien Novalis School does not organise Homestay arrangements. Homestay arrangements are to be
organised by the parents of the overseas student. Lorien Novalis School can contact our school
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community to ask who is available to offer a Home Stay placement and put you in contact with them
to arrange details. You will make a private arrangement between your family and the Host family
about boarding costs, which are usually about $50 a day to cover food and other costs.

14.4 BOARDING FACILITIES
Lorien Novalis School does not provide boarding facilities.

14.5 REQUIRED STANDARDS FOR STUDENT ACCOMMODATION

a.

The home must be clean and comfortable, and the homestay hosts / guardians must reside
at the homestay premises.

Each student is to have their own room and bed, and access to a desk or table suitable for
study. Or if a shared room no more than 2 persons per room (same sex) each of whom
must have a separate bed.

Students are not to share rooms with host family members and sharing arrangements will
only be provided if the parents of the international student so requests/approves.

There are to be no more than 3 overseas students residing in the home.

Students are to be given a key to the home or arrangements made so that the student can
gain access to the home at any time.

There must be adequate lighting for study purposes.

There must be heating in winter and some means of cooling in summer.

There must be access to shared bathroom, with reasonable time allowed for showers (10
minutes).

There must be access to kitchen and laundry facilities and use of the shared living areas of
the home.

The homestay host is to provide 3 meals a day on weekdays and (usually) 3 meals on
weekends, as appropriate and, in providing meals, the homestay host must be aware of and
take account of cultural differences and food intollerances/allergies. Food should be
available for students to make themselves an after-school snack.

House rules are to be discussed and explained to the student, (including friends visiting, use
of phone and incoming calls, cleaning of room or other household tasks, meal times and
rules for behaviour such as going out and times for arriving home, manners and courtesy).
Internet access needs to be available to the student and house rules need to be discussed
regarding internet and device usage.

. Personal items and insurance to be at the student’s own risk.

Students may change homestay premises if there is a medical reason to do so, or a request
from parents of the student if a particular homestay premises is not compatible, in the
reasonable opinion of the student.

All family members residing in the premises over 18 years of age must obtain a Working
with Children Check (Volunteer), with the nominated carer/guardian to obtain an Employee
Working With Children Check.
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14.5 HOMESTAY PARENT DUTIES AND RESPONSIBILITIES

Guardians/carers/homestay parents are an important link between the student's parents, the school
and the student. For either of the Homestay options, the duties and responsibility of the homestay
parent are as follows:

a. Maintain regular contact with the student and liaise with the school and parents.

b. Ensure the student has regular and punctual school attendance.

c. Notify the school in writing of any changes in address or living arrangements immediately
or in advance. The homestay host must sign the notification and provide full details of the
new arrangements. If the student is under 18 years, then written approval from the
parents must be obtained prior to the change of arrangement.

d. Immediately contact the parents of the student and the Class Teacher/Guardian in case of
an accident, serious illness, or medical emergency.

Assist the student to seek necessary medical attention.

f. Inform the parents of the student promptly in the event of any problems, discuss solutions
with parents and act promptly on their advice.

g. Telephone or write to the school requesting leave for the student for medical, dental or
any other appointments, specifying the dates and times of their absence.

h. Liaise with the class teacher / class guardian concerning behaviour, conduct or any issues
that may affect the student's progress.

i. Take responsibility for the student's welfare and supervision outside school hours.

14.6 ACCOMMODATION ARRANGEMENT FORM

This Form must be satisfactorily submitted after the application interview with your Class Teacher /
Guardian. Accommodation must be confirmed before a letter of offer can be provided by Lorien
Novalis School. If satisfactory accommodation arrangements are not made, the enrolment will be
cancelled.

15. FEES INFORMATION FOR SHORT-TERM OVERSEAS STUDENTS
Note: All amounts given are in Australian Dollars

15.1 APPLICATION FEE
The application fee is $352 per student, to be paid before an Application for Enrolment can be
processed. This fee is non-refundable.

15.2 TUITION FEES
Short Term Visiting Students can arrange a visit program anywhere between 1 and 10 weeks duration.
Typically, the Lorien Novalis School Term is either 9 or 10 weeks in duration.

For tuition fees, please see the Short Term Visiting Student Fee Schedule.

15.3 TUITION FEE TOTAL INCLUSIONS
e Classroom materials.
e Hire and/or use of text books.
e Regularin-class sporting activities and any day-excursions.
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15.4 ADDITIONAL COSTS TO STUDENT (IN ADDITION TO TUITION FEE, TO BE PAID BY PARENT)
e Health insurance or travel insurance (OSHC).
e Additional music tuition and musical instruments, if applicable.
e Any out-of-school activities and spending money.
e Students are to provide their own pencils, pens, rulers etc. Older students may wish to bring
along a laptop or tablet device, if applicable.

15.5 PAYING FEES
Fees must be paid in whole prior to arrival (minimum 30 days prior, where applicable).

Fees are calculated per-week. Part-weeks cannot be calculated (i.e. students who are at School for
part of a week pay for the entire week regardless of the reason).

All fees must be paid in Australian Dollars.

15.6 NON-REFUNDABLE FEES
The application fee is non-refundable

15.7 DISCOUNTS FOR SIBLINGS
If siblings are attending Lorien Novalis School at the same time, a discount for the siblings can be
applied for.

16. OVERSEAS STUDENTS SCHOOL REFUND POLICY
This refund policy applies to all course monies paid to the school.

16.1 REFUNDS
Refunds will be reimbursed in Australian Dollars and the payment sent to the applicant’s home
country unless otherwise requested in writing.

Refunds will be paid to the parents as specified in the written agreement.

16.2 NOTIFICATION OF WITHDRAWAL AND APPLICATIONS FOR REFUNDS
All Notification of Withdrawal from a short term visit program, or applications for refunds must be
made in writing and submitted to the Head of School / Principal.

16.3 UNSUCCESSFUL ENROLMENT / VISA REJECTION

The school will refund within 28 days all short term visit program monies paid where the student
produces evidence that the application made by the student for a visitor visa has been rejected by the
Australian immigration authorities, except where a non-refundable payment on behalf of the student
has been made.
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16.4 STUDENT DEFAULT

Short term visit program monies will be refunded on a pro-rata basis proportional to the amount of
time the student has attended the program, except where a non-refundable payment on behalf of the
student has been made.

If the student does not provide written notice of withdrawal and does not start the program on the
agreed starting date, no refund will be given.

The school will refund within 28 days of the receipt of written notification of withdrawal by the
student (or parent(s)/legal guardian if the student is under 18) tuition fees paid by or on behalf of the
student less the amounts to be retained as agreed and detailed below.

a. If written notice is received up to 4 weeks prior to commencement of the course, the
school will refund all tuition fees, with the exception of the non-refundable fees (see
clause 15.6: non-refundable fees).

b. If written notice is received less than 4 weeks prior to commencement of the course 70%
of the tuition fees will be refunded.

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

i.  Failure to maintain satisfactory attendance (above 90%).
ii.  Failure to pay course fees.
iii.  Any behaviour identified as resulting in enrolment cancellation as specified by
the Positive Behaviour Policy and Behaviour Support Procedure (Discipline).

16.5 SCHOOL DEFAULT
If for any reason the school is unable to offer the short term visit program, a full refund of fees paid
will be made within 14 days of notification of the program’s cancellation.

If for any reason the school is unable to continue offering a program after commencement, a full
refund of fees paid, including for the portion of the program already taught will be made within 14
days of notification of the program’s cancellation.

Alternatively, you may be offered an alternative date of arrival if applicable. You have the right to
choose whether you would prefer a full refund of course fees, or to accept alternative dates. If you
choose alternative dates, the School will ask you to sign a document to indicate that you accept the
new dates.

16.6 AUSTRALIAN CONSUMER PROTECTION LAWS
This agreement, and the availability of complaints and appeals processes, does not remove the right
of the student to take action under Australian consumer protection laws.

16.7 DEFINITIONS
Course money: Includes tuition fees and any other amount the student must pay to undertake the
program.
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16.8 PROCESS FOR APPLYING FOR A REFUND
Parents are to send a written letter to the Head of School / Principal outlining what fees they are
applying for a refund for and briefly stating the reasons for the application for refund.

The School will reply in writing within 3 to 5 school term days, either requesting additional
information and/or giving a time frame for the refund to be processed.

17. FORMALISATION OF VISIT
A Letter of Offer together with the Short Term Visiting Student Enrolment Contract is sent to the
family of the student outlining all relevant information regarding the program being offered.

18. CRITICAL INCIDENT
Refer to Overseas Critical Incident Policy.

19. COMPLAINTS AND APPEALS

If a student has a grievance, issue or complaint, it is always best to deal with a problem while it is
small. Most problems can be solved quickly by speaking to the Class Teacher or Guardian as your first
point of contact. They can also advise you about the most appropriate person to help solve your
problem. If you cannot solve your problem by informal discussion, please speak to the Head of School
/ Principal or their delegate.

It may not always be possible to resolve an issue to your complete satisfaction, if a student has a
grievance or complaint that was not resolved with the Class Teacher / Guardian then student’s may
utilise the Complaints Policy and Procedure to resolve it. The process allows for appeal to an external
arbiter if necessary.

Students can withdraw a complaint at any time.

In cases where Lorien Novalis School refers the student to any external support services, it will not
charge for the referral. However, any cost for the external support service would be a private
arrangement between the family and the external provider.

19.1 FORMAL COMPLAINTS

A formal complaint can be written or verbal and is usually of a serious nature. Verbal complaints
require a formal interview where the details of the complaint will be recorded in writing. If you are
under 18, you should have your guardian with you or if you are over 18 you can ask a parent or
another support person to come with you to any interviews to assist you.

10



° —  Short Term Visiting Student

0’%\%[35 Policy and Procedure (800)

19.2 COMPLAINTS PROCEDURE
The Head of School / Principal or delegate is responsible for investigating the complaint.

At the conclusion of the investigation, you will be given a written report of the outcome including
details of the reasons for the decisions. Records of the complaint and the decision will be kept on the
student file.

If you make a complaint, an investigation will commence in 10 school term days. You will receive a
written statement of the outcome. This statement will include the reasons why decisions have been
made and inform you of your rights to take the complaint further if you are not satisfied with the
outcome.

20. PROCEDURE

20.1 APPLICATION PROCESS FOR SHORT-TERM OVERSEAS STUDENTS

STEP 1 —APPLICATION FOR SHORT TERM VISIT PROGRAM

Complete a Short Term Visiting Student Application Form (download from our school website).

Applications for enrolment must be made on the Short Term Visiting Student Application Form. This
must be correctly completed, and must be accompanied by the following documents to support the
application:

a. 1l-page (minimum) student profile in English;

b. Photocopy or scan of student’s passport page with name, photo identification, passport
number and expiry date;
Short Term Visiting Student Medical Form
d. Non-refundable application fee

o

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

STEP 2 — APPLICATION PROCESS & INTERVIEW FOR SHORT TERM VISIT PROGRAM

Your application for enrolment will be individually assessed, considering all of the information
provided with the Short Term Visiting Student Application Form, availability of accommodation and
placement in a class.

In most cases part of this assessment will also include an interview. If an interview is required, you
will be contacted to organise how this will take place (video call or face-to-face if in the country).

a. If you have chosen family 1 or 2 option or homestay 1 option, you will be required to
complete the homestay arrangement form
b. If you have chosen homestay 2 option,

i.  Families at Lorien Novalis School will be notified of a request for a homestay (only
basic information will be provided, such as age, gender, grade, country of origin
and length of stay).

ii.  The school will shortlist families who have volunteered.
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iii.  The Class Teacher/Guardian will discuss the shortlisted options with you at your
interview.

iv.  After your interview the family you have both agreed on will be provided with your
student profile (provided on application by you). Contact details will be exchanged
so you can discuss homestay arrangements.

v.  Once an agreement has been reached between both parties, you will both be
required to complete the Homestay Arrangement Form to notify Lorien Novalis
School of approved accommodation arrangements.

STEP 3 — OFFER OF PLACEMENT AND CONFIRMATION OF VISIT
If all forms and documents are in order and satisfactory, and there is an appropriate vacancy, along
with appropriate accommodation, you will receive a Letter of Offer which will include:

a. Letter of offer outlining start date, class and class teacher/guardian,

b. The short Term Visiting Student Enrolment Contract; and

c. Fees invoice with payment conditions.

STEP 4 — ACCEPTANCE OF OFFER
To accept the offer, the Short Term Visiting Student Enrolment Contract (and its attachments) must
be signed and returned along with payment of invoiced fees.

Failure to return the contract (and its attachments) and payment of fees by the deadline outlined,
may result in cancellation of the offered place.

STEP 5 - ARRIVAL & ORIENTATION

Prior to arrival the school will contact you to ensure all travel arrangements have been finalised and
answer any last-minute questions. You should coordinate your travel arrangements with your
approved Family/Homestay Guardian.

On your first day at Lorien Novalis School you will be required to check in at the school office, where
you will be taken to be introduced to your Class Teacher/Guardian. They will coordinate your
orientation.

VERSION CONTROL

Version Date Approved By Amendment

Control  Effective

1 13/12/19 First Version — separate policies merged into one document
2 14/6/2024 Updates and amendments
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