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1 PURPOSE 
 
This policy outlines Alpha English Academy’s approach to the enrolment, welfare, support and monitoring 
of students under the age of 18 years. 
The purpose of this policy is to ensure that: 
1.1 all under 18 students are provided with a safe and supportive learning environment 
1.2 the College complies with all relevant legislative and regulatory obligations under the ESOS 
Framework and ELICOS Standards 
1.3 appropriate accommodation, welfare and support arrangements are maintained for under 18 
students 
1.4 parents/legal guardians are appropriately informed regarding important matters affecting under 18 
students 
1.5 staff members understand their responsibilities in relation to child safety and student wellbeing 
 
2 SCOPE 
 
This policy applies to: 

• all students under the age of 18 enrolled at Alpha English Academy  
• all staff members, contractors and third-party providers involved in the support or supervision of 

under 18 students  
• all accommodation, welfare and support arrangements approved by the College  

 
3 DEFINITIONS 
 
CAAW – Confirmation of Appropriate Accommodation and Welfare 
Under 18 Student / U18 Student – Any student under the age of 18 years 
Parent/Legal Guardian – A parent, nominated relative or legal guardian approved under Immigration 
requirements 
WWCC – Working With Children Check for paid employment 
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4 POLICY 
 
4.1 Alpha English Academy is committed to providing a safe, supportive and age-appropriate environment 
for students under the age of 18. 
4.2 Written consent from a parent or legal guardian must be obtained before enrolment is confirmed and 
any Confirmation of Enrolment (CoE) is issued. 
4.3 The College will maintain accurate and current contact details for all under 18 students and their 
parents/legal guardians. 
4.4 All staff currently employed or engaged by Alpha English Academy are required to hold a valid 
Working With Children Check (WWCC) for paid employment. This applies to teaching staff, student 
services staff, administrative staff and any other personnel who may interact with under 18 students. 
4.5 The College will ensure any accommodation providers, caregivers or third-party welfare providers 
involved with under 18 students comply with relevant child protection and Working With Children 
legislation. 
4.6 The College will provide additional welfare support and monitoring for under 18 students where 
required. 
4.7 The College will ensure all learning materials, facilities, student services and activities provided to 
under 18 students are suitable for their age and maturity. 
4.8 The College will communicate important matters relating to attendance, course progress, behavioural 
concerns, suspension, cancellation or welfare matters to the student’s parent/legal guardian where 
appropriate. 
 
4.9 Under 18 students will receive additional orientation and support information regarding: 

• emergency contacts  
• safety and wellbeing  
• support services  
• attendance and visa obligations  
• accommodation and welfare arrangements  
• complaints and grievance procedures  
• critical incident procedures  

 
4.10 Where the College approves accommodation and welfare arrangements for an under 18 student, the 
College will clearly define the period of responsibility and regularly monitor approved arrangements. 
4.11 The College will make all reasonable efforts to respond immediately to concerns relating to the 
welfare, accommodation, attendance or safety of an under 18 student. 
4.12 The College may contact parents/legal guardians, accommodation providers, emergency contacts, 
police or other relevant authorities where necessary to ensure student safety and wellbeing. 
4.13 The College will notify Immigration/PRISMS as required under the ESOS Framework where approved 
welfare arrangements can no longer be maintained. 
4.14 Transfer requests involving under 18 students will only be approved where: 

• written consent from the parent/legal guardian has been provided  
• appropriate welfare arrangements have been confirmed  
• the transfer is considered to be in the best interests of the student  

4.15 The College will maintain responsibility for approved welfare arrangements until alternative 
approved arrangements are confirmed or responsibility is transferred in accordance with legislative 
requirements. 
 
 
5 RESPONSIBILITY 
 
5.1 The CEO is responsible for the implementation and monitoring of this policy. 
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5.2 All staff members are responsible for complying with the requirements outlined in this policy and 
reporting any concerns relating to the welfare or safety of under 18 students. 
5.3 Student Services staff are responsible for maintaining accurate student records and conducting 
welfare follow-ups where required. 
5.4 If an under 18 student is absent without explanation and cannot be contacted, the College will: 

• attempt immediate contact with the student;  
• contact parents/legal guardians;  
• contact accommodation providers;  
• assess any welfare or safety risks;  
• notify relevant authorities where required. 

 
 
6 PROCEDURES 
 
6.1 Enrolment Procedure 
 

6.1.1 The College generally accepts enrolments from students aged 16 years and above. Any 
exceptions must be approved by the CEO and supported by appropriate welfare arrangements. 
6.1.2 Signed parental/legal guardian consent must be obtained before enrolment is accepted. 
6.1.3 The College will collect and maintain: 

• residential address  
• email address  
• mobile phone number  
• emergency contact details 

for both the student and parent/legal guardian.  
6.1.4 The Written Agreement must be signed by the student’s parent/legal guardian before a CoE is 
issued. 
6.1.5 The College may request additional interviews or supporting documentation before accepting the 
enrolment of an under 18 student. 
6.1.6 Students and parents/legal guardians will receive clear information regarding: 

• accommodation arrangements  
• attendance requirements  
• student visa obligations  
• welfare and support services  
• complaints and grievance procedures  

 
6.2 Orientation and Student Support Procedure 
 

6.2.1 Under 18 students will participate in an additional orientation session upon commencement. 
6.2.2 Orientation may include information regarding: 

• emergency procedures  
• personal safety  
• support services  
• attendance and course progress requirements  
• welfare arrangements  
• complaints and appeals procedures  
• critical incident reporting  

6.2.3 Welfare check-ins will occur at least once each study period and more frequently where 
concerns are identified. 
6.2.4 Additional academic or welfare support may be arranged where concerns are identified. 
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6.2.5 Parents/legal guardians may be contacted regarding attendance, behaviour, welfare or academic 
concerns. 
 
 
6.3 Accommodation and Welfare Procedure 
 

6.3.1 Where the College approves accommodation and welfare arrangements, the College will clearly 
define the start and end dates of its responsibility. 
6.3.2 Accommodation arrangements approved by the College must be appropriate to the student’s age, 
safety and wellbeing needs. 
6.3.3 The College will regularly review approved accommodation and welfare arrangements. 
6.3.4 All accommodation providers or caregivers involved with under 18 students must comply with 
relevant Working With Children Check requirements where applicable. 
6.3.5 Any concerns relating to accommodation or welfare arrangements must be escalated immediately 
to the Academic Manager or senior management staff. 
6.3.6 Where necessary, alternative accommodation or welfare arrangements may be arranged to ensure 
student safety and wellbeing. 
 
6.4 Critical Incidents and Welfare Concerns 
 

6.4.1 If the College is unable to contact an under 18 student or has concerns regarding the student’s 
safety or welfare, all reasonable efforts will be made to locate and support the student immediately. 
6.4.2 The College may contact: 

• the student’s parent/legal guardian  
• accommodation providers  
• emergency contacts  
• police or other relevant authorities where necessary  

6.4.3 The College will notify Immigration/PRISMS where welfare arrangements can no longer be approved 
or maintained. 
 
6.5 Transfers, Suspension and Cancellation 
 

6.5.1 Requests involving transfer, suspension or cancellation for under 18 students will only be approved 
where: 

• written parental/legal guardian consent has been received  
• alternative welfare arrangements have been confirmed where required  
• the arrangement is considered to be in the best interests of the student  

6.5.2 The College will maintain responsibility for approved accommodation and welfare arrangements 
until responsibility is formally transferred in accordance with legislative requirements. 
6.5.3 Students and parents/legal guardians may be advised to seek guidance from Immigration regarding 
student visa implications where relevant. 


