
Keysborough College  
International Student Orientation Booklet 300716  

1  

 
 
  



Keysborough College  
International Student Orientation Booklet 300716  

2  

 
 

 
  
  
  
  
  
 

CONTENTS 
 
  

  Page 

  

Principal’s Welcome to Keysborough Secondary College  3                           

About Keysborough Secondary College 
Our Mission, Our Vision, Our Values 

 4 

Uniform 
Academic Programs 

 5 

English as an Additional Language 
English Language Centre (ELC) 

Languages Offered 
Reports 

VCE Enrolment Fee 

 7 

Key People 
Emergency Contact Numbers 

 8 

Academic Day Times 
Attendance Requirements 

 9 

Personal Health, Wellbeing and Support 
Good Health Websites 

 10 

List of Services 
Specialist Facilities 

Student Code of Conduct 

 11 

Student Absence 
Internet Access 

Canteen 
School Bags 

Items Not Allowed 
Student Visa Conditions 

Working Visa Conditions 

 12 

Accommodation Arrangements  
Dispute Resolution Process 

Student Travel and Travel Concession Cards 

 13 

Public Transport Map to Banksia Campus  14 

Public Transport Map to Acacia Campus  16 

Opening a Bank Account 
Banking 

 18 

Key Policies (English versions) 
Legal Advice 

 19 

Attendance Policy Checklist  20 

Course Progress Policy Checklist  21 

Behaviour Policy Checklist  22 

Student Code of Conduct  23 

Orientation Program Checklist  24 

  

        
 



Keysborough College  
International Student Orientation Booklet 300716  

3  

 
 
 
 

Principal’s Welcome to Keysborough Secondary College 
  

 
 
 
Dear Families 
 
It is my pleasure to warmly welcome you to Keysborough Secondary College; a vibrant and inclusive school located in 
Melbourne’s culturally diverse south-east. With two campuses, Acacia and Banksia, and a dedicated English Language 
Centre at our Banksia Campus, we are proud to offer international students a rich and supportive educational 
experience. 
 
At Keysborough Secondary College, we have a strong tradition of academic excellence, with many of our international 
graduates progressing to prestigious universities including Monash University and The University of Melbourne. Our 
students are supported by experienced teachers who specialise in working with learners from a wide range of cultural 
backgrounds. 
 
We understand that moving to a new country is a big step. That’s why we provide: 

▪ Intensive English support to help students gain confidence quickly 
▪ Bilingual staff who speak Vietnamese, Mandarin, Cantonese and Khmer 
▪ A safe, respectful and welcoming environment where every student is known and valued 

 
Our international students make lifelong friends and enjoy a wide range of co-curricular activities including sport, 
music, coding, science clubs and leadership opportunities. Through these experiences, they not only succeed in their 
studies but grow as confident global citizens. 
 
Choosing Keysborough Secondary College means joining a school community that values academic achievement, 
cultural diversity, personal growth and care. It is a decision that will shape your child’s future in the most positive way. 
To learn more about our programs, please visit www.keysboroughsc.vic.edu.au, or contact me directly at 
aaron.sykes@education.vic.gov.au. I would be delighted to support you in beginning this exciting journey. 
 
 
Aaron Sykes 
College Principal  
  
  

https://aus01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.keysboroughsc.vic.edu.au%2F&data=05%7C02%7CDonald.Gibbons%40education.vic.gov.au%7C9c4e76bdfe6c4390fe4508ddb4a4374c%7Cd96cb3371a8744cfb69b3cec334a4c1f%7C0%7C0%7C638865339575730404%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=1S0qFV%2BKERttI%2BFbMRAN7jlPsHRc8fpwEcVlyTv4BfU%3D&reserved=0
mailto:aaron.sykes@education.vic.gov.au
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The following information is a guide to studying at Keysborough Secondary College and living in Victoria.  
  
When you first arrive, you will start an Orientation Program where you will experience all aspects of the school and its 
facilities.  You will also visit the Keysborough area and be shown the Post Office, Banks (where you can open an 
account if you have not already done so), the places to shop for food and clothes, the Pharmacies, Doctors, Dentists 
and Optometrists, the local Springvale Library, and the Public Transport (Train and Bus).  
 
About Keysborough Secondary College  
Keysborough Secondary College has a strong academic focus with the great majority of students aiming for and 
achieving tertiary education. Each year a high proportion of our Year 12 students receive first round offers in tertiary 
courses.  
  
Our Mission 
Keysborough Secondary College is committed to educational excellence and providing students with the opportunity 
to learn to the best of their ability so they will have the ability to succeed independently in life and be empowered to 
achieve their ambitions. 
  
Our Vision 
Keysborough Secondary College is committed to excellence by raising the achievements of all of our students. The 
College community will provide an environment that enables students to achieve their personal best in each of their 
intellectual, creative, sporting and social pursuits.  Through their voice and leadership our students will be encouraged 
to ‘make a difference’ by being active participants in their community.  
 
Keysborough Secondary College wishes to: 

▪ be recognised as an outstanding centre of learning excellence, attracting students from the local 
community and beyond.  

▪ have students achieving the highest standard learning outcomes at all levels, culminating in outstanding 
Year 12 results that lead to a diverse range of tertiary placements and career paths.  

▪ be a safe and healthy environment where all individuals feel happy, valued and respected.  

▪ have students actively and enthusiastically engaged in a broad range of learning opportunities which:  
o cater for each individual’s specific needs to ensure students reach their full academic, social and 

personal potential  
o engender a life-long love of learning, and o develop skills and flexibility to adapt to change  

▪ employ highly trained and motivated teachers who utilize quality teaching and learning strategies which 
foster strong teacher/student relationships aimed at enhancing student engagement and connectedness 
with school and the curriculum.  

▪ be a thriving, well-resourced school which is supported by its local and wider communities.  
  
Our Values 
As learners today and leaders tomorrow, we value respect, excellence and diversity (the RED values). These values are 
embedded in every aspect of school life at Keysborough Secondary College. 
 
Respect 
We recognise and value the thoughts, feelings and concerns of others, and interact with them in a sensitive and 
considerate way and value their contribution. Through respect for others and self we can make our world a more 
harmonious place for all.  
 
Excellence 
We recognise and value the sense of satisfaction that develop feelings of self-worth when students experience 
achievement and success. We promote high expectations, encourage a desire to do one's best and aim to continually 
improve.  
 
Diversity 
We recognise and value individual difference, ensure equal access to opportunities and provide support for our 
diverse communities. Embracing the diversity of humanity adds richness to our lives. 
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Keysborough Secondary College Uniform    
Keysborough Secondary College students are encouraged to take pride in their appearance and wearing of their school 
uniform. At Keysborough Secondary College we expect all students to make a commitment to always wear their school 
uniform correctly and consistently. 
 
The purpose of the Keysborough Secondary College Student Uniform and Dress Code Policy is to document student 
dress and appearance requirements, policy implementation and exemption processes.  
 
This uniform policy has been developed by Keysborough Secondary College Council in close consultation with our 
school community to ensure that it respects the rights of individual students whilst reflecting the values and interests 
of our community.  
 
Aims 
The Student Uniform and Dress Code Policy aims to: 

▪ promote equality amongst all students, catering to all gender identities and cultural requirements 
▪ foster student pride in their appearance and connectedness to Keysborough Secondary College 
▪ support Keysborough Secondary College’s commitment to ensuring that the uniform is durable, cost 

effective and practical in the education environment 
▪ reduce student competition based on clothing and accessory choices 
▪ enhance the positive profile and identity of the school and its students within the wider community.  
▪ provide a comfortable uniform suitable for all school activities and classes 

 
The Keysborough Secondary College student dress code and uniform policy is critical to embedding a positive school 
culture and supporting Keysborough Secondary College’s strategic aims. The policy can be found at: 
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/09/StudentUniformandDressCodePolicy.pdf 
 
Keysborough Secondary College Academic Programs  
The College is divided into two sub-schools: a Junior School and Senior School.  
  
Junior School  
The Junior School includes Years 7, 8 and 9. The subjects studied include: 

▪ English / English as an Additional Language (EAL) 
▪ Humanities (History, Geography, Commerce and Career Education) 
▪ Science 
▪ Mathematics 
▪ Languages (Chinese or French) or Literacy Enhancement / EAL Enhancement 
▪ Technology (Food, Textiles, Digital Design or Wood) 
▪ Arts (Music, Drama, Art, Ceramics, Photography and Visual Communication) 
▪ Health and Physical Education (including Respectful Relationships and Sport).  

  
  

https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/09/StudentUniformandDressCodePolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/09/StudentUniformandDressCodePolicy.pdf
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Senior School  
The Senior School includes Years 10, 11 and 12. 
 
Year 10 
In Year 10 students study a wide variety of subjects similar to those in Year 7 to Year 9; and may also begin to 
specialise in a subject as preparation for their Victorian Certificate of Education (VCE). Subjects offered at year 10 
include: 

▪ English / EAL 
▪ Humanities 
▪ Science 
▪ Mathematics 
▪ Languages (Chinese or French) or Literacy Enhancement / EAL Enhancement 
▪ Technology (Food, Textiles, Digital Design or Wood) 
▪ Arts (Music, Drama, Art, Visual Communication and Design, Ceramics, Photography or Media) 
▪ Health and Physical Education (including Respectful Relationships and Sport)  
▪ Careers Education 

 
Year 11 and Year 12 
In Years 11 and 12 students complete their VCE. The only subject everyone must study is English or English as a 
Additional Language (EAL).  
 
In Year 11 students usually enrol in 6 subjects. 
 
In Year 12 students usually enrol in 5 subjects. Students are encouraged to accelerate into VCE by completing Unit 3 
and 4 subjects in Year 11 to maximise their VCE result.  
  
The main subjects offered in Senior School are:  

▪ English  
▪ English as a Second Language  
▪ General Mathematics  
▪ Further Mathematics  
▪ Mathematical Methods  
▪ Specialist Mathematics  
▪ Physics  
▪ Chemistry  
▪ Biology  
▪ Accounting  
▪ Economics  
▪ Business Management  
▪ Health and Human Development 
▪ Information Technology  
▪ Legal Studies  
▪ Psychology  
▪ Art  
▪ Visual Communication  
▪ Chinese  
▪ Chinese as a Second Language  
▪ Other VCE Languages are available at the Saturday morning in Victorian School of Languages  

 
It is also expected that VCE students will demonstrate leadership in a range of activities, such as:  

▪ College Leadership (College Captains, House Captains, Sport Captains and Co- Curricular Captains)  
▪ Students’ Representative Council (SRC)  
▪ Inter-House and Inter-School Sport  
▪ Fund-raising for charities  
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English as an Additional Language (EAL)  
The College has an intensive EAL program for International Students. We have highly qualified and experienced EAL 
teachers, and an excellent success rate in Year 12 EAL.  
  
English Language Centre (ELC)  
The College has an English Language Centre where students are given intensive English Language instruction before 
entering, mainstream school, classes.  
  
Languages offered at Keysborough Secondary College 
Students can study Chinese from Year 7 to 12 or French from Year 7 to 9. Students can also enrol in other languages at 
the Victorian School of Languages held on Saturday mornings. 
 
Reports  
Reports on the academic progress of students are issued four times during the year. Additional Reports are made 
available at six weeks intervals and are uploaded that on COMPASS. 
 
Progress Reports 
At the end of Term One and Term Three Progress reports are sent to parents. The Progress Report is a summary of the 
academic progress of the student. 
 
Academic Reports 
A full Academic Report is issued at the end of Semester 1 (June) and Semester 2 (December). The report is translated 
for parents. The  ‘Translated Report’ details the full academic progress of the student. The Translated Reports are sent 
to parents at the end of Semester 1 and Semester 2 (except for Year 12 students who receive a school-based report at 
the end of Semester 1 and an official VCAA Statement of VCE Results in December – end of Semester 2).   
 
 

REPORT Term 1 (April) Term 2 (June) Term 3 (September) Term 4 (December) 

 

Year 7 to Year 11 Progress Report 
 

Academic Report 
Translated 

Progress Report Academic Report 
Translated 

Year 12 Progress Report Academic Report 
Translated 

Progress Report VCAA 
Statement of Results 

 
 
VCE Enrolment Fee  
Students enrolled in any Victorian Certificate of Education (VCE) units will be required to pay an enrolment fee to the 
Victorian Curriculum and Assessment Authority (VCAA). This fee is paid to VCAA after enrolment in the VCE program 
has been finalised and may vary from year to year. All information on the VCE can be obtained from VCAA - 
www.vcaa.vic.edu.au.  
 
 

http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
http://www.vcaa.vic.edu.au/
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Key People  
 
College Principal:        Mr Aaron Sykes 
Campus Principals:        Ms Natalie Fode        [Acacia Campus] 

Mr Richard Hastings       [Banksia Campus] 
 
International Student Program Manager:  Ms Virginia Vlassopoulos  
Assistant ELC and ISP Manager:     Mrs Lisa Ip  
 
International Student Coordinators:  Mrs Kim Tran, Mr Phong Tran    [Acacia Campus] 

Ms Kieu Diep         [Banksia Campus] 
 
Mr Aaron Sykes         Ms Natalie Fode        Mr Richard Hastings 
 

                  
 
 
Ms Virginia Vlassopoulos      Ms Lisa Ip 
 

 
 
 
Mrs Kim Tran          Mr Phong Tran        Ms Kieu Diep 
 
 
 
 
  
   
                   
   
 
 
Emergency Contact Numbers 
International Student Program Manager   Ms Virginia Vlassopoulos       Virginia.Vlassopoulos@education.vic.gov.au     
 
College Principal         Mr Aaron Sykes      Aaron.Sykes@education.vic.gov.au     
Acacia Campus Principal      Ms Natalie Fode      Natalie.Fode@education.vic.gov.au     
Banksia Campus Principal      Mr Richard Hastings      Richard.Hastings@education.vic.gov.au     
 
Police, Fire, Ambulance                    000   
Nurse on call                        1300 60 60 34  
Poisons Information                   131 126  
Hospital - Emergency Department of Monash Medical Centre       03 9594 6666 
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Academic Times 
Keysborough Secondary College operates five days per week: Monday to Friday. 
 

Classes and breaks Lesson Time 

 

Before School  08.30 – 09.00 

Class Period 1 09.00 – 10.00 

Class Period 2 10.00 – 11.00 

Recess  11.00 – 11.20 

Class Period 3 11.20 – 12.20 

Class Period 4 12.20 – 13.20 

Lunch   13.20 – 14.00 

Class Period 5 14.00 – 15.00 

After school  15.00 – 15.30 

 
Students must arrive at school no later than 08.50am each day 

 
Attendance Requirements  
Student Illness 
If a student feels ill during the day, they should report to the ‘Health Care Centre’ and the College Nurse will notify 
Year Level Leaders. 
 
If a student must leave the College during the day due to illness, they must report to the ‘Health Care Centre’ and the 
College Nurse will make arrangements for the student to leave the College. 
 
Late Pass  
If you arrive late for school, you must report immediately to either the Senior Administration Office or to the Junior 
Administration Office to sign in and get a late pass. If you have a note, give the note to the office staff for processing. 
Repeated lateness may result in a detention from the Year Level Leaders.  
 
Leaving Early  
Once at Keysborough Secondary College students may only leave the College grounds if they have permission. If 
students need to leave early or be absent for part of the day they must bring a note to the Campus International 
Leaders so that approval may be granted. In addition, students need to sign the early leavers’ book in the Campus 
Administration Office.  

 
Student Absence 
Students are required to attend daily and should be at school no later than 08.50am. Punctually is a basic courtesy and 
students should ensure they are on time for each class. Whenever a student is absent from school there should be a 
phone call to the General Office on the morning of the absence. Upon return to school a written explanation from 
parents explaining the absence is required. In the case of extended absence (more than three days) the student’s 
home group teacher notified. 
 

Students should make every attempt to be at school every day. If a student is absent from school: 

▪ they will – even with a doctor’s certificate – be recorded as ‘an unexplained absence’ by the Immigration 
Department.  

▪ they must bring a note from a parent or guardian, or a medical certificate and give it to the office the next 
day they are at school.  

▪ and has NOT directly communicated with the International Student Program Leader, the students’ parents 
will be contacted immediately.  

 
▪ If attendance falls below 95% this will be communicated to the International Education Division of the 

Department of Education and the student will be placed on a contract to improve attendance.  
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Personal Health, Wellbeing and Support 
For General Health Care and Support the International Student Program Coordinator will provide assistance with any 
health, wellbeing or education concerns. That may include helping students seek medical treatment or referring 
students to appropriate services. The Student Wellbeing Manager, members of the Wellbeing team and the Year Level 
Leaders are available to all International Students. 
 
At Keysborough Secondary College all International Students can visit: 

▪ the Campus Nurse who manages the ‘Health Care Centre’ 
▪ the College Doctors who visit each campus one day each week 
▪ the College Adolescent Health Nurse 
▪ the College Mental Health Practitioner 
▪ the College Youth Workers. 

 
Victoria’s Health System offers a vast range of services and support across the state. Below are some helpful pages 
that could be useful to you should you need any support. 
 
Australia has the highest rate of skin cancer in the world. Students, families and visitors are encouraged to protect 
themselves from over-exposure to the harmful UV radiation from the sun, especially during September to April. 
 
Keysborough Secondary College recommends using SPF50 broad-spectrum sunscreen, a sun protective hat, long-
sleeved clothing and for all students to seek shade whenever possible. For more information, you can visit Cancer 
Council Victoria’s SunSmart Website at Sun Smart. 
 
At Keysborough Secondary College, we promote eSmart and believe in being responsible cyber citizens. eSmart 
focuses on helping students and parents deal with things like cyberbullying, maintaining a positive digital reputation, 
identity theft, encountering offensive and illegal content and unwanted contact. 
 
For more information visit: 

eSmart 
▪ Bullying No Way 

 
Water play at the pool, water park or the beach is popular in Australia, especially on warm days. It is important to 
ensure you are safe and always go with someone. Remember, always swim in places that are supervised by a 
lifeguard.  
 
For more information visit: 

▪ Kids Health Water Safety 

▪ Royal Lifesaving Australia 
 
Good Health Websites 
Having a good health is important and allows us to be productive and happy. The following websites can help with 
maintaining better health and lifestyle. 
 
General Health: 

▪ Better Health 
▪ Eat for Health 
▪ Health Translations 

 
Mental Health: 

▪ Beyond Blue 
▪ Head Space 
▪ Grief Line 

 
Eating Disorder: 

▪ Feed Your Instinct 
▪ Butterfly Foundation 

https://www.sunsmart.com.au/
https://www.alannahandmadeline.org.au/what-we-do/prevention-programs/esmart
https://bullyingnoway.gov.au/
https://bullyingnoway.gov.au/
https://kidshealth.org/en/teens/water-safety.html
https://kidshealth.org/en/teens/water-safety.html
https://www.royallifesaving.com.au/
https://www.betterhealth.vic.gov.au/
https://www.eatforhealth.gov.au/
https://www.healthtranslations.vic.gov.au/
https://www.beyondblue.org.au/
https://www.headspace.com/
https://griefline.org.au/
https://feedyourinstinct.com.au/
https://butterfly.org.au/
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Dental Care: 

▪ Australian Dental Association of Victoria 
 
Alcohol and Drug Use: 

▪ Drink Wise  
▪ Alcohol and Drug Foundation 
▪ How to Quit Smoking and Vaping 

 
Safe Partying: 

▪ Party Safe 
 
Other Useful Sites: 

▪ Monash Sexual Health Centre 

▪ South-Eastern Centre Against Sexual Assault 
 
List of Services 

▪ International Student Program Manager and campus coordinators 
▪ Chinese, Khmer and Vietnamese speaking teacher aides 
▪ Careers Teacher and Year 10 Work Experience program 
▪ Multicultural teacher aides to support students 
▪ Student Welfare Coordinator 
▪ Junior School and Senior School Managers 
▪ Homework Club 
▪ Extension and enrichment programs, including first year university access for gifted students 
▪ Instrumental music program 
▪ Mathematics and Science competitions – national and international 
▪ Debating competitions – regional and state 
▪ Camps and excursions 
▪ Sporting competitions at regional and state level 
▪ VCE/VET/VCAL programs giving practical experience in the Australian environment 

 
Specialist Facilities 
Each Campus of Keysborough Secondary College (Acacia Campus and Banksia Campus) has the following facilities: 

▪ Fully equipped ‘Health Care Centre’ staffed by a fully trained and registered Nurse 
▪ Modern computers, Internet networked throughout the College 
▪ Fully computerised library with Internet access 
▪ Modern VCE facilities, with study and food preparation areas 
▪ Careers Teacher to assist with University and TAFE placements 
▪ Student canteen 
▪ Large hall/ gymnasium 
▪ Large grounds that include Tennis and Basketball courts, oval and shaded seating areas 

 
Student Code of Conduct  
The Code of Conduct is based on the following rights:  

▪ The right to be safe 
▪ The right to learn in an environment of co-operation which is free of discrimination and harassment 
▪ The right to be valued and treated with respect 

 
To achieve these rights, students must accept the following responsibilities:  

▪ Accept teachers’ instructions 
▪ Respect the rights and property of others 
▪ Aim to do their best 
▪ Obey the rules and policies of the College (which are listed in the ‘Policy Section’ of the College Website) 

and include: 
o Rights and Responsibilities Statement 

http://www.adavb.net/
http://www.adavb.net/
https://drinkwise.org.au/
https://adf.org.au/
https://www.health.gov.au/topics/smoking-vaping-and-tobacco/how-to-quit?utm_source=quitnow.gov.au&utm_medium=redirect&utm_campaign=digital_transformation
https://www.police.vic.gov.au/party-safe
https://www.mshc.org.au/
https://secasa.org.au/
https://www6.keysboroughsc.vic.edu.au/current-families/policies/
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/04/RightsandResponsibilitiesStatement.pdf
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o Student Code of Conduct 
o Student Uniform and Dress Code Policy 

 
Internet  
You will be issued with a Student ID number and Password for Internet access.  
 
Canteen  
Keysborough Secondary College has a well-equipped canteen at each Campus which sells a wide range of hot and cold 
foods at very reasonable prices. Students are not permitted to leave the College for lunch without the approval of 
their Year Level coordinator.  
 
School Bags  
The rucksack style is suggested because of safety and posture. School bags are left inside or below the lockers. School 
Bags are not to be taken to class.  
 
Items Not Allowed 
The following items are not allowed anywhere at Keysborough Secondary College under any circumstances: 

▪ Alcohol 
▪ Drugs 
▪ Cigarettes 
▪ Chewing gum 
▪ White-out 
▪ Permanent marking pens.  

 
Student Visa Conditions  
The Department of Immigration and Citizenship (DIAC) attaches various conditions to student visas. The following are 
the mandatory visa conditions imposed on all student visas in the school sector subclass.  
 
Current visa conditions can be found on the DIAC website at:  

▪ Department of Home Affairs 

▪ Student Visas 
 
Working Visa Conditions  
Study should be your priority.  The College encourages and expects all students to work hard on their studies.  
 
Students can work part-time if they have a student working visa. 

▪ Working hours must not be over 20 hours per week.  
 
 Failure to keep up to date with schoolwork or working excessive hours will not be permitted.  
 
For more information see your campus international student coordinator.  
 
  

https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/StudentCodeofConduct.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/09/StudentUniformandDressCodePolicy.pdf
https://www.homeaffairs.gov.au/
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/student-500


Keysborough College  
International Student Orientation Booklet 300716  

13 

Accommodation Arrangements  
Some international students are able to stay with relatives during their time at Keysborough College. However, not all 
families are able to arrange this type of accommodation.  

▪ Secondary students under 15 years of age must reside with and be cared for by either a parent or 
Department of Immigration and Citizenship (DIAC) approved relative.  

▪ Secondary students aged 15 or over can reside in accommodation arranged by their parents (either with a 
parent or DIAC approved relative) or the parents can request the Department to arrange accommodation, 
support and general welfare.  

 
The College will arrange suitable homestay accommodation for students who do not have relatives in Melbourne.  
 
The welfare of all international students is closely monitored during their stay with their Australian families.  
Homestay is a term used to describe full board accommodation offered by a family, a couple or a single person for 
which a set weekly fee is charged. This fee covers all expenses associated with providing food and shelter to an 
international student. This includes providing:  

▪ a single room for the student’s use 
▪ three meals a day, seven days a week 
▪ facilities – a bed, wardrobe, towels and linen 
▪ utilities – gas, electricity, heating and water costs 
▪ cleaning services of common living areas 
▪ use of living areas within residence 
▪ study facilities – desk, study light, bookcase. 

 
Dispute Resolution Process  
All College students who do not obey the College Rules and Policies may be asked to:  

▪ apologise to the person/s offended  
▪ write an account of their behaviour for their parents or guardian  
▪ attend detention after school or during lunchtime  
▪ do maintenance or clean up duty  
▪ pay for damage caused to College or private property  
▪ complete specific schoolwork  
▪ report to the International Student Leader, Year Level Leader, Assistant Principal or Campus Principal 
▪ carry a conduct sheet to classes  

 
International Students may also:  

▪ sign a College Contract if the standard of their work or attendance does not satisfy Visa conditions or 
College policies and rules. Parents will be advised and sent a translated copy of the College Contract. 

▪ an IED Contract will be issued by the Department of Education if the student does not show improvement. 
Parents will be advised and sent a translated copy of the IED Contract. 

▪ The Department of Education may report the student to the Department of Immigration and Citizenship 
(DIAC) if there is no further improvement. This could result in cancellation of their student visa.  Before this 
happens, the student will receive a letter informing them that they are to be reported.  

 
They then have 20 days from receiving the letter to appeal against this decision. Written evidence will be required 
from the student to make an appeal. 
 
International students who want to make a formal complaint about the International Student Program or other school 
related issues can speak or write to the Assistant Principal, or ask their parent or guardian to do so on their behalf.  
 
 
Public Transport and Travel Concession Cards  
Train  Go to - Metro Train Timetables Cranbourne or Pakenham 
Bus  Go to – Metro Bus Timetables 800 to 899 
 
You must have a valid ticket to travel to and from school.  
 
International students are  not allowed to use student travel concession cards 

https://www.metrotrains.com.au/timetables/?line=Cranbourne&dir=0&ts=1752662148710
https://www.metrotrains.com.au/timetables/?line=Pakenham&dir=0&ts=1752662148710
https://www.melbtrip.com/timetables/melbourne-buses/melbourne-bus-800-899/
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If you do use a travel concession card you are breaking the law and if you use a forged (fake) travel concession card 
you are breaking the law. Breaking the law means breaking your visa conditions and you must be reported to the 
ISPU, and will be reported to DIBP directly.  
 
Due to the seriousness of the penalty, we are informing you:  

▪ What will happen if you use a travel concession card (fake or otherwise) and  
▪ that you will be reported to DIBP if you are discovered in possession of such a card, even if the police do 

not proceed with a conviction.  
 
Public Transport Map 
 
Trains to Banksia Campus, Keysborough Secondary College. 
Get off at Sandown Park Station. 
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Sandown Park Station to the English Language Centre at Banksia Campus, Keysborough Secondary College 
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Public Transport Map for Trains  to Acacia Campus, Keysborough Secondary College. 
Get off at Yarraman Station. 
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Yarraman Station to the Acacia Campus, Keysborough Secondary College 
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Opening a Bank Account - International Student Banking  
You should open a bank account within six weeks of arrival in Australia, as you usually need only your passport as 
identification. After six weeks you will need extra identification to open  an account.   
  
Source:  www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm  
  
Banking  
It is best to set up a bank account during the first few days after your arrival, if you have not already done that before 
coming to Australia.  This will allow you to obtain money from an overseas bank account.  The usual way of sending 
money from overseas is by electronic funds transfer to your bank account. You may also arrange to have money sent 
from overseas by bank draft in Australian dollars, which you can then deposit into your local account. Check with your 
bank at home to find out if they have an agreement with a local bank that could allow you to save on funds transfer 
fees.   
 
You must provide proof of identification when opening a bank account in Australia so take your passport and at least 
one other piece of identification with you.  
 
Bank charges are paid on bank accounts in Australia. However, most banks offer a student account that involves fewer 
fees than regular accounts. Speak to the bank about student accounts.   
 
You should also apply for an ATM (Automatic Teller Machine) card that will allow you to use your account 24 hours a 
day from an ATM machine, as well as make purchases in shops and supermarkets using EFTPOS (Electronic Funds 
Transfer at Point of Sale). 
 
The Big Four Australian Banks 
Before making any decisions you must check the bank website or visit the bank in person. 
 
ANZ 
www.anz.com.au 
Local Branch – 286 Springvale Road, Springvale  
 
Benefit – ‘Everyday Banking’  
An everyday bank account allows students to get their money quickly.   
If you're a full-time student ANZ Access Advantage has no monthly account service fee and you get unlimited free 
withdrawals via ANZ branches, ANZ ATMs, EFTPOS, ANZ Phone Banking and ANZ Internet Banking.   
  
 
NAB – National Australia Bank 
www.nab.com.au 
Local Branch – 333 Springvale Road, Springvale 

 
Benefit – ‘NAB Classic Banking’  
Full-time students can use NAB Classic Banking without paying the monthly account service fee or NAB transaction 
fees. You can set up this account before you arrive in Australia.  This way, you can transfer money into the account 
before you leave your home country.  
 
  
Westpac 
www.westpac.com.au 
Local Branch – 357 Springvale Road, Springvale  

 
Benefit – ‘Westpac Choice’ 
Westpac has a Youth Package for everyday banking. You will get a Westpac Choice account. Benefits include:  

▪ No monthly package fee - save up to $60 pa with the Westpac Choice Youth Package   
▪ Unlimited Westpac transactions across Branch, ATM, EFTPOS, Telephone and Internet Banking  
▪ No minimum monthly deposit to earn bonus interest when you take out a Westpac Reward Saver 

http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.immi.gov.au/living-in-australia/settle-in-australia/to-do-first/open-bank-account.htm
http://www.anz.com.au/
http://www.nab.com.au/
http://www.westpac.com.au/
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Commonwealth Bank 
www.commbank.com.au 
Local Branch – 264 Springvale Road, Springvale 

 
 

Benefit – ‘Access Account’ 
If you're studying full-time, opening an account with the Commonwealth Bank has the following benefits:  

▪ Access to Australia's largest bank branch and ATM network.   
▪ A Streamline account with zero monthly account keeping and withdrawal fees.   
▪ The ability to easily transfer money to and from overseas.   
▪ A key card to use in ATMs and EFTPOS terminals.   
▪ 24-hour, 7 day a week access to your Streamline account from around the world via internet and 

telephone banking 
▪ ATM access to your funds from Cirrus ATMs around the world.   
▪ You can apply for a bank account before your arrival in Australia. To apply, go to the Commonwealth Bank 

website and complete the online application form.  
 
Key Policies 
There are a number of policies, processes and documentation that support the effective operation of Keysborough 
Secondary College and ensure accountability to the Department of Education, as well as the College community. These 
policies, processes and documents are reviewed as part of the College’s review cycle. All Keysborough Secondary 
College Policies are compliant with Department of Education (DoE) Schools Policy Advisory Guide and with the 
requirements of School Registration Minimum Standards as published by the Victorian Registration and Qualifications 
Authority (VRQA). 
 
All current Keysborough Secondary College policies can be located on the College Website under ‘Policies’ or on the 
Student Intranet under ‘Policies’:  

 
Policies that should be read and understood 

▪ Attendance Policy 
▪ Digital Learning Policy 
▪ Generative Artificial Intelligence Policy 
▪ Homework Policy 
▪ International Student Homestay Policy 
▪ Mobile Phone and Personal Technology Policy 
▪ Plagiarism Policy 
▪ Rights and Responsibilities Statement 
▪ Smoking and Vaping Ban Policy 
▪ Student Code of Conduct 
▪ Student Uniform and Dress Code Policy 

       
**During Orientation, an International Student will be asked to sign a contract stating that he/she has read the 
Student Code of Conduct and the College Policies and Rules and that he/she agrees to follow them.  
 
Legal Rights 
To understand your Legal Rights in Australia please speak to International Student Program Leader, Campus Principal 
or College Principal. If you need Legal support, always speak to the International Student Program Leader first. 
 
For further information and legal advice, you can visit: 

▪ Study Melbourne – Get Legal Aid 
▪ Victoria Legal Aid 

 
  

http://www.commbank.com.au/
https://www.commbank.com.au/eforms/MovingToAustralia/MovingToAustralia.aspx?SOURCE=STUDY
https://www.commbank.com.au/eforms/MovingToAustralia/MovingToAustralia.aspx?SOURCE=STUDY
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/AttendancePolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/DigitalLearningPolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2025/04/GenerativeArtificialIntelligencePolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/HomeworkPolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2025/07/InternationalStudentHomestayPolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2025/06/MobilePhoneandPersonalTechnologyPolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/PlagarismPolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/04/RightsandResponsibilitiesStatement.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2025/05/SmokingandVapingBanPolicy.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/StudentCodeofConduct.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/09/StudentUniformandDressCodePolicy.pdf
https://studymelbourne.vic.gov.au/living-here/help-in-tough-times/get-legal-advice
https://www.legalaid.vic.gov.au/
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Attendance Policy / Checklist 
 
Date:      ____________________________________________________________________________ 
Student ID:    ____________________________________________________________________________ 
Student Name:    ____________________________________________________________________________ 
School Name:    ____________________________________________________________________________ 
  
To assist the student to meet attendance requirements, the school undertook the following actions in accordance with 
SSPIU Compliance policy:  
  
Stage 1  

 Student’s attendance was monitored on a regular basis  

 Student reminded about the importance of maintaining visa conditions  

 Student counselling sessions organised to address issues affecting attendance  

 Parents advised of attendance issues in writing  
 
Stage 2  

 Student placed on a School Contract  

 Intervention strategies implemented (i.e. after school help, counselling, sign in register etc) 
which include: 
____________________________________________________________________________ 

 Parents advised of attendance issues in writing and a translated copy of the School Contract 
and intervention strategy sent to them  

 School Principal/Assistant Principal advised of attendance issues  

 Homestay hosts advised of attendance issues  
 
Stage 3  

 Student placed on a Final School Contract  

 Further student counselling sessions organised to address issues affecting attendance and 
intervention strategies implemented which include: 
____________________________________________________________________________ 

 Parents advised of continued attendance issues in writing and a translated copy of the Final         
School Contract and intervention strategies sent to them  

  
The following evidence is attached: 
 

 Attendance record per Term (International Student Attendance Summary Report Template)  

 Evidence of Academic Performance (if required): 
o Student Semester Reports 
o Interim Reports 
o Teacher statements  

 Copies of letter(s) sent to parents (translated if necessary) notifying of impending student 
non-compliance  

 Summary of intervention strategies implemented  

 International Student Welfare and Compliance Record template  

 Copies of school contracts  

 Other     
  
I Aaron Sykes, the Principal of Keysborough Secondary College am satisfied that the student was afforded every 
opportunity to improve their attendance percentage above the minimum requirement. Thus, having failed to respond 
to our compliance procedures, the student should now be reported to DIAC for visa non-compliance and an Intention 
to Report letter should now be issued.  
  
Principal’s Signature:  ____________________________________________________________________________ 
 
Date:      ____________________________________________________________________________ 
 



Keysborough College  
International Student Orientation Booklet 300716  

21 

 

Course Progress Policy / Checklist  
  
Date:      ____________________________________________________________________________ 
Student ID:    ____________________________________________________________________________ 
Student Name:    ____________________________________________________________________________ 
School Name:    ____________________________________________________________________________ 
 
To assist the student to meet course progress requirements, the school undertook the following actions in accordance 
with SSPIU Compliance policy:  
 
Stage 1 

 Student’s course progress was monitored throughout the term  

 Student reminded about the importance of maintaining visa conditions  

 Student counselling sessions organised to address issues affecting course progress  

 Parents advised of course progress (and attendance issues if applicable) in writing  
 
Stage 2 

 Student placed on a School Contract  

 Intervention strategies implemented (i.e. after school homework help, counselling, more 
intensive English etc) which include: 
____________________________________________________________________________ 

 Parents advised of course progress (and attendance issues if applicable) in writing and a 
translated copy of the School Contract and intervention strategy sent to them  

 School Principal/Assistant Principal advised of course progress (and attendance issues if 
applicable)  

 Homestay hosts advised of course progress (and attendance issues if applicable) 
 
Stage 3 

 Student placed on a Final School Contract  

 Further  student  counselling  sessions  organised  to  address  issues  affecting  course  
progress  and intervention Strategies implemented which include: 
____________________________________________________________________________ 

 Parents advised of continued course progress (and attendance issues if applicable) in writing 
and a translated copy of the final School Contract and intervention strategy sent to them  

  
The following evidence is attached:  

 Attendance record per Term (International Student Attendance Summary Report Template)  

 Evidence of Academic Performance (if required) 
o Student Semester Reports 
o Interim Reports 
o Teacher statements  

 Copies of letter(s) sent to parents (translated if necessary) notifying of impending student 
noncompliance  

 Summary of intervention strategies implemented  

 International Student Welfare and Compliance Record template  

 Copies of school contracts  

 Other 

 
   

I, Aaron Sykes, the Principal of Keysborough Secondary College am satisfied that the student was afforded every 
opportunity to complete their course within their designated study period. Thus. having failed to respond to our 
compliance procedures, the student should now be reported to DIAC for visa non-compliance and an Intention to 
Report letter should now be issued.  
 
Principal’s Signature:  ____________________________________________________________________________ 
 
Date:      ____________________________________________________________________________  
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Behaviour Policy / Checklist 
 
Date:      ____________________________________________________________________________ 
Student ID:    ____________________________________________________________________________ 
Student Name:    ____________________________________________________________________________ 
School Name:    ____________________________________________________________________________ 
  
To assist the student to meet standards of behaviour, the school undertook the following actions in accordance with  
SSPIU Compliance policy:  
  
Stage 1  

 Student’s attendance and course progress was monitored throughout the term  

 Student reminded about the importance of maintaining visa conditions and school code of 
conduct standards of behaviour  

 Student counselling sessions organised to address issues affecting behaviour  

 Parents advised of behavioural issues in writing  
 
Stage 2  

 Student placed on a School Contract  

 Intervention strategies implemented (i.e., counselling, changes to Homestay Responsibility 
Agreement etc) which include: 

  
 Parents advised of behavioural issues in writing and a translated copy of the School Contract 

and intervention strategy sent to them  

 School Principal/Assistant Principal advised of behavioural issues  

 Homestay hosts advised of behavioural issues  
 
Stage 3  

 Student placed on a Final School Contract  

 Further student counselling sessions organised to address issues affecting behaviour and 
intervention  

 Strategies implemented which include:  

 
 Parents advised of continued behavioural issues in writing and a translated copy of the final 

School Contract and intervention strategy sent to them  
  
The following evidence is attached:  

 Attendance record per Term (International Student Attendance Summary Report Template)  
o Evidence of Academic Performance (if required) 
o Student Semester Reports 
o Interim Reports  
o Teacher statements  

 Copies of letter(s) sent to parents (translated if necessary) notifying of impending student 
noncompliance  

 Summary of intervention strategies implemented  

 International Student Welfare and Compliance Record template  

 Copies of school contracts  

 Other: 

 
   

I, Aaron Sykes, the Principal of Keysborough Secondary College am satisfied that the student was afforded every 
opportunity to improve their behaviour. Thus, having failed to respond to our compliance procedures, the student 
should now be reported to DIAC for visa non-compliance and an Intention to Report letter should now be issued.  
 
Principal’s Signature:  ____________________________________________________________________________ 
 
Date:      ____________________________________________________________________________          
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Student Code of Conduct   
  
The Keysborough Secondary College Student Code of Conduct is based on the Rights and Responsibilities Statement.  
  
Students at Keysborough Secondary College have the following rights: 

▪ The right to be safe  

▪ The right to learn in a supportive and co-operative environment  

▪ The right to be valued and treated with respect  
  
 
To achieve these rights, students must accept the following responsibilities:  

▪ Accept teachers’ instructions  

▪ Respect the rights and property of others 

▪ Aim to do their best  

▪ Obey the:   
o College Rules  
o College Uniform Policy  
o VCE Policies  
o Visa Conditions  

  
  

I have read the Rights and Responsibilities Statement as listed on the College Website and within the International Student 
booklet.  I understand these responsibilities. 
 
I agree to accept these responsibilities.  
    
Student Name: _________________________________________________________________________________ 
    
 
Signature: _____________________________________________________________________________________ 
    
 
Date: _________________________________________________________________________________________ 

   
  

https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/StudentCodeofConduct.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/04/RightsandResponsibilitiesStatement.pdf
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Student Orientation Checklist for Keysborough Secondary College 

 

Student Name: ________________________________________________ Student ID: ______________ 

 

Complete Teacher’s 
Initials 

Orientation items for discussion 

Student’s first day 

 

Introduction to Keysborough Secondary College 

 

☐  Student timetable, student diary, student ID card, booklist and uniform information 

☐  School hours and routines 

☐  Term dates and holiday dates 

☐  Facilities and resources 

☐  
Acceptable behaviours (for example Student Code of Conduct, Wellbeing and Engagement Policy and 

Written Agreement) 

☐  
School requirements for course attendance and progress including ISP Attendance Policy and ISP Course 

Progress Policy 

☐  Orientation to local area, Melbourne/Victoria and transport 

☐  

Who to contact in an emergency (including issuing an ISP Student Safety Card – please refer to the ISP 

Student Safety Card Procedure). For students under the age of 18 living in a homestay this must include a 

24/7 emergency contact (for example, this may be the relevant assistant principal) 

☐  
How to seek assistance for and report incidents that significantly impact the student’s wellbeing, including 

critical incidents or child abuse 

☐  
General information on safety and awareness relevant to life in Australia, for example sun, road and water 

safety 

☐  

Include cyber safety information and materials in the orientation program. 

It is imperative that ISCs create awareness about increasingly sophisticated online scams targeting 

international students. While university students are the main victims, secondary school students are also 

vulnerable. For more information see the Department of Education factsheet about scams targeting Chinese 

students (available in both English and simplified Chinese) and Information on financial scams targeting 

international students Factsheet. 

School Tour 

 

☐  Undertake a tour of the school and supply map of the school 

☐  
Introduce the student to school staff including the principal and support staff (for example the school nurse, 

school counsellor, wellbeing coordinator and pathways/careers coordinator) 

☐  Match student with a local student (buddy) and introduce to fellow students 

Introduction to the ISP 

 

☐  Key DoE (IED) policies and procedures including the ISP Complaints and Appeals Policy 

https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/05/StudentCodeofConduct.pdf
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2024/04/WellbeingandEngagementPolicy.pdf
https://www.study.vic.gov.au/__data/assets/word_doc/0021/6960/ISP_Attendance_Policy.docx
https://www.study.vic.gov.au/__data/assets/word_doc/0024/6981/ISP_Course_Progress_Policy.docx
https://www.study.vic.gov.au/__data/assets/word_doc/0024/6981/ISP_Course_Progress_Policy.docx
https://www.study.vic.gov.au/__data/assets/word_doc/0015/7035/ISP_Student_Safety_Card_Procedure.docx
https://www.study.vic.gov.au/__data/assets/word_doc/0015/7035/ISP_Student_Safety_Card_Procedure.docx
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.education.gov.au%2Finternational-education%2Fresources%2Fscams-targeting-chinese-students&data=05%7C01%7CKobie.Edwards%40education.vic.gov.au%7Cc5f69a8fcc9e4452e3b108dbd8d802bd%7Cd96cb3371a8744cfb69b3cec334a4c1f%7C0%7C0%7C638342194512008275%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ZfhuhNHoAAPNR6SFTno48wtrtb3UA8waWvPie%2FwQS1Y%3D&reserved=0
https://www.education.gov.au/international-education/resources/dont-be-mule
https://www.education.gov.au/international-education/resources/dont-be-mule
https://www.study.vic.gov.au/__data/assets/word_doc/0023/6971/ISP_Complaints_and_Appeals_Policy.docx
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☐  
Written Agreement, including terms and conditions which outlines expectations of the student and has 

already been signed by the parent (and the student if they are over 18 years old) 

☐  Discuss Student Visa Conditions with students and provide them with a link to the DHA website 

☐  

For all CAAW students (homestay students under the age of 18), outline homestay arrangements including 

the ISP Homestay Responsibility Agreement (this is the agreement between the school and the homestay 

host) 

Within the first two weeks of the student’s arrival 

 

☐  Purchase school books and uniform 

☐  Finalise year level placement and notify DoE (IED) if this has changed since enrolment 

☐  Finalise subject selection and inform parent/education agent, if required 

☐  

Support services available to assist students 

▪ Adjusting to study and life in Australia 

▪ Managing general or personal circumstances that are adversely affecting their education in 

Australia 

▪ English language proficiency 

▪ Study and academic achievement 

☐  Provide information on relevant legal, emergency and health services 

☐  
Provide information regarding money and banking, including assisting all CAAW students to open a bank 

account 

☐  Provide information regarding Australian laws, customs and culture 

☐  

If the international student is of working age, provide information on services students can access for 

information on their employment rights and conditions, and how to resolve workplace issues, such as 

through the Fair Work Ombudsman, consistent with the visa condition of the student 

☐  

Consider any additional information that may be relevant based on the cultural background and age of the 

student, for example, information consistent with DoE’s Sexuality and Consent Education Policy and the 

Keysborough Secondary College Sexuality and Consent Education Policy 

Within the first two months of the student’s arrival 

☐  

School staff communicate with the student regularly regarding their wellbeing and adjustment to study and 

life in Australia. This includes scheduling follow up sessions and follow up on any issues raised by the student 

and ensure that appropriate support or intervention is provided by: 

a. referring to the relevant DoE (IED) policy or procedure 

b. assisting students to access support services, if required, including learning support services 

relevant to students’ learning needs 

c. escalating to the school principal where the issue is not resolved, or if required under the relevant 

policy. 

Declarations and Signature 

Principal or delegate 

☐ I confirm the checklist has been completed. 
 
 

Date: Click or tap to enter a date. 

Name: Click or tap here to enter text. 

 

Signature: ………………………………………………….. 

Student 

☐ I confirm that I have understood all of the 
above and that I am aware of who to contact in 
case of an emergency. 

Date: Click or tap to enter a date. 

Name: Click or tap here to enter text. 

 

Signature: ………………………………………………….. 

 

https://www.study.vic.gov.au/en/international-student-program/applications-and-departure/application-process
https://www.study.vic.gov.au/__data/assets/word_doc/0011/7004/ISP_Homestay_Responsibility_Agreement.docx
https://www2.education.vic.gov.au/pal/sexuality-education/policy
https://www6.keysboroughsc.vic.edu.au/wp-content/uploads/2025/07/SexualityandConsentEducationPolicy.pdf

