Launceston Overseas Students Marketing

Grammar and Information Practices Policy

1. Purpose

The purpose of this policy is to address the requirements of Standard 1 of the National Code
which aims to ensure that the marketing of the School is conducted in a professional, accurate
and ethical manner and in accordance with the requirements of CRICOS version control.

2. Scope
This policy is applicable to overseas students enrolled at Launceston Grammar.

3. Relevant Legislation
National Code of Practice for Registration Authorities and Providers of Education and Training
to Overseas Students 2018: Standard 1

4. Definitions

Abbreviaton Definition

PRISMS Provider Registration and Overseas Students Management Systems

CRICOS Commonwealth Register of Institutions and Courses for Overseas
Students

5. Related Documents
Launceston Grammar Arrangements with other Providers — Cooperative Student Program
Launceston Grammar Overseas Student Transfer Policy

6. Policy Information

a. The School’'s CRICOS code and full legal entity must be clearly displayed at
campuses/sites and on all written and marketing material for overseas students including
electronic media that is used for the purpose of marketing/corresponding with overseas
students.

b. As documented in the School’s procedure, there is a process for reviewing and approving
changes to marketing material. All marketing material and policies will have version control.

c. Launceston Grammar will not provide students with any false or misleading information or
advice as prescribed in National Code Standard 1 as per Australian Consumer Law.

d. Launceston Grammar will inform students of the modes of study through which the course
may be offered as per the course marketing material. Any online learning that is undertaken
by students at Launceston Grammar is in addition to full time face to face learning. Any
changes to modes of learning will be advised in writing to students and signed off by
students or parents.

e. Any arrangements Launceston Grammar has entered into or may enter into in the future
with another provider will also include the School’s full legal entity and CRICOS code.

f. Launceston Grammar will not enrol a student from another institution within six months of
their principal course, or courses taken before their principal course in a package of
courses, unless the conditions contained in the School’s 'Overseas Students Transfer
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Policy' and procedure are adhered to and there is no breach to Standard 7 of the National
Code.

g. All Letters of Release or Student Offers received or provided, including any refusals, will be
kept on the student file for audit purposes.

h. Before enrolling students wishing to transfer from another provider, Launceston Grammar
will check PRISMS records and take all reasonable steps to ascertain if a student is already
enrolled with another provider. Launceston Grammar is aware that in most cases PRISMS
will provide a warning for students already enrolled in another Institution.

i. Launceston Grammar or its agents will not engage in the recruitment/poaching of students
enrolled with other providers. Education Agents are monitored as per our 'Education Agents
Policy’ and procedure.

7. Procedure

a. The Director of Advancement will review/approve and sign off on any changes to website or
marketing material, in collaboration with the Marketing Team, to ensure the CRICOS
Registration number and name of the School is displayed wherever necessary.

b. Staff will receive notice of any changes required to electronic email signatures etc. from the
Marketing Manager.

c. If they are unsure about any CRICOS related issues, staff must check first with the Director
of Advancement.

d. No students from another provider can be enrolled at the School unless Standard 7 of the
National Code has been followed (see Overseas Students Transfer Policy).

e. PRISMS must be checked thoroughly by the Enrolments Team to ensure any incoming
students are not already enrolled with another provider. All evidence (including Letters of
Release) are to be kept on student files.

f. Prior to Launceston Grammar entering into a new arrangement with another provider,
CRICOS approval is to be sought via the appropriate form with the designated state
authority (TASC).

g. No member of staff/agent is to engage in the recruitment/poaching of students from other
providers.

h. Students enrolled from other providers will be asked why they seek a transfer to
Launceston Grammar and how they found out about Launceston Grammar.

i. Any concerns about Launceston Grammar’s Education Agents are to be dealt with as per
the School’s ‘Education Agents Policy’ and procedure.

j-  Samples of course marketing material are available on the School’s website.
k. Launceston Grammar has cooperative agreements with Scotch Oakburn College, St

Patrick’s College and the Launceston Christian School, and cooperated with those
providers for delivery of curriculum and as such cooperatively plans timetables, delivery

Launceston Church Grammar School CRICOS 00650K Page 2 of 3
Overseas Students Marketing and Information Practices Policy



Launceston Overseas Students Marketing

Grammar and Information Practices Policy

mode and facilities across the four schools for senior years of study (Grades 11 and 12) as
noted within the agreement.

8. Record Keeping

This policy will be kept for three (3) years until review unless there is a significant legislative
organisational change requiring earlier review. Any significant changes to this policy require
acknowledgement by the School Board’s Risk Committee.

All School policies are made available to staff on myGrammar in PDF form. The Master Copy is
held in the Compliance folder on Sharepoint. All printed copies are uncontrolled.

DOCUMENT CONTROL

Director of
Author Advancement Approval Date 13 June 2025
Status Approved Last Review Date April 2025
Version 2 Next Review Date April 2028

Notes on versions

Version 2: Added “Any online learning that is undertaken by students at Launceston Grammar is in addition to
full time face to face learning.”

Location: All School policies can be found on the Policies and Procedures page on
myGrammar.

Signature of Approver: %&‘

Position of Approver: Principal
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