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Incoming study and placement arrangements
In addition to students who enrol in UniSA programs, students from other institutions and members of the public engage with UniSA through various arrangements including formal study agreements and work based experiences.  In all cases suitable support arrangements must be provided to ensure visitors to the University have access to relevant resources and have their details recorded on the most appropriate management system.  Local areas should also provide relevant support prior to the visitor arriving, for example accommodation and health cover information and key contact details. 
In addition to exercising a duty of care for these visitors, in some situations the University will also be obliged to meet legislative responsibilities, for example ensuring that international visitors have a visa which permits them to study or work in Australia.  The following table identifies the types of incoming study and placement arrangements UniSA currently offers and provides guidance on how these activities should be administered, and who to contact in the first instance.  

Please note: These guidelines, and the accompanying flowchart, should be referenced when student or visitor arrangements are unclear and guidance is needed to assist the administrative process.  The content is intended as a brief overview and is not inclusive of all administration processes associated with the various scenarios.  Where applicable formal administrative process should be identified and followed.
For the purpose of this document, the following definitions will apply:

Student – A student who has approved leave or load recorded on UniSA’s student records system against a program or on a single course basis 
Visitor – Someone who accesses and benefits from UniSA resources, but is not enrolled in a UniSA program or course, and does not incur program or course fees.

This document is owned and updated by Student and Academic Services.  

	STUDENTS



	Mechanism
	Definition
	Applies to
	Administrative process

	Cross Institutional Enrolment

	Policy:  Incoming cross-institutional enrolment describes enrolment by a student in one or more University of South Australia courses that will be credited to their program at another registered provider ('home provider'), as agreed to by the University of South Australia and the home provider. The University of South Australia bears the cost of providing the course, and charges student contributions and tuition fees. (Enrolment Policy (A-48): Clause 3.4)

Key points: 
· Student is undertaking an award at their home institution;

· The study at UniSA counts directly toward the award at the home institution;

· UniSA issues a transcript for the study undertaken and then it is up to the student to apply for credit at their home institution.

	Domestic and onshore FPOS coursework students including honours students.
	Student completes an Application by course coordinator.
Enrolled in Medici by Campus Central following approval by both the home and host institution.
Student contribution or tuition fees apply and paid to the host institution.
International students must have an active student visa and a confirmation of enrolment (COE) to cover the period of cross institutional study to ensure ESOS requirements are satisfied. The COE is created and issued by UniSA International. 

For more information regarding ESOS requirements see

http://aei.gov.au/AEI/ESOS/QuickInfo/Cross_Institutional_Study_pdf.pdf  

UniSA must monitor academic progress in accordance with Standard 10 of the National Code 2007.  


	STUDENTS



	Mechanism
	Definition
	Applies to


	Administrative process

	Exchange
	Policy: Exchange enrolments are reciprocal arrangements to enable students from the University of South Australia and from an overseas registered provider to exchange places for a short period of study (usually one study period) while continuing to pay fees at their home (awarding) provider. Incoming and outgoing exchange students do not pay tuition at the provider they are visiting. (Student exchange and OS-HELP policy (A-36).

Key points: 
· Formal exchange agreement

· Student is undertaking an award at their home institution;

· The study (including placement) at UniSA counts directly toward the award at the home institution;
· UniSA issues a transcript for the study undertaken and then it is up to the student to apply for credit at their home institution.

	International coursework and HDR students.

	Exchange agreements are managed through UniSA International in the first instance – see http://www.unisa.edu.au/exchange/incoming/exchange-app-process.pdf  
Students enrol in Medici as Exchange students.
Fees paid at home institution as part of reciprocal agreement.
International students must have an active student visa and a confirmation of enrolment (COE) to ensure ESOS requirements are satisfied. The COE is created and issued by UniSA International.

For more information regarding ESOS requirements see

http://aei.gov.au/AEI/ESOS/QuickInfo/Cross_Institutional_Study_pdf.pdf 

HDR students can be paid travel or relocation costs, or receive a scholarship; however this must be documented in the formal exchange agreement and will be at the discretion of the local area on a case by case basis.  It should also be noted that any payments to be received by the visa holder must be approved by immigration.
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	Mechanism
	Definition
	Applies to


	Administrative process

	Study Abroad
	Policy: Study abroad enrolments are individual arrangements to study abroad for one or more periods of study, without a reciprocal exchange. 

Incoming study abroad students are international students who choose to study at the University of South Australia while enrolled in an award program at an overseas institution, and are charged international tuition fees by University of South Australia.

(Enrolment Policy (A-48): Clause 3.6)

Key points: 
· Individual arrangement;

· Student is undertaking an award at their home institution;

· The study (including placement) at UniSA counts directly toward the award at the home institution;

· UniSA issues a transcript for the study undertaken and then it is up to the student to apply for credit at their home institution.
	International coursework and HDR students.
	Study abroad arrangements are managed through UniSA International in the first instance– see http://www.unisa.edu.au/exchange/incoming/studyabroad-app-process.pdf  

Students enrol themselves in Medici as Study Abroad students.
International tuition fees apply.
International students must have an active student visa and a confirmation of enrolment (COE) to ensure ESOS requirements are satisfied. The COE is created and issued by UniSA International.

For more information regarding ESOS requirements see

http://aei.gov.au/AEI/ESOS/QuickInfo/Cross_Institutional_Study_pdf.pdf 

HDR students can be paid travel or relocation costs, or receive a scholarship; however this must be documented in the formal exchange agreement and will be at the discretion of the local area on a case by case basis.   It should also be noted that any payments to be received by the visa holder must be approved by immigration.



	STUDENTS



	Mechanism
	Definition
	Applies to
	Administrative process

	Standard Award Programs
	Students enter Australia on a professional development Visa (class 470) for a defined period of up to 12 months.
Students are sponsored by an employer/external organisation or could be sponsored by UniSA (as per a documented contract).

	International students.
	Students apply via Apply Online.
Divisions complete offers and a sponsored student acceptance slip.
Divisions activate the program and send new student enrolment letter.  All other administrative processes are managed as per mainstream student processes.

	Short Programs
	An educational program is delivered to an employer/external organisation.  It does not lead to a University award but does lead to a level of academic or professional attainment.
Policy A 53.0 Short Programs, Executive Certificates and Professional Certificates 
	Organisations.
	Requires a contractual agreement between organisation and UniSA.
Invoicing and fee collection is managed by the organisational unit responsible for providing the activity.
Organisational unit responsible for providing the activity manages participant enrolments and access to University resources (eg online teaching materials, library and email), results and certification.
Enrolments are currently managed in Mercury.  In mid-2009 this process will change and enrolments will be managed through Medici.  



	Individual Course Enrolments: Non-award
	Individuals undertaking a single course enrolment in an accredited award course of the University, where completion of the course does not count toward an award program.

Policy A48.6 Enrolment, and Higher Education Support Act.

	Individual students, either domestic or international.
	Students apply to organisational unit responsible for providing the activity using the Application for Admission (Non Award/Audit/Cross Institutional) form

Campus Central enrol student in Medici.



	VISITORS



	Mechanism
	Definition
	Applies to
	Administrative process

	Visitors
	Visitors enrolled in other institutions undertaking a study or research placement at UniSA; may or may not directly count toward the award at their home institution.

Includes:

· Vacation scholarships as approved by Academic Board eg ANU Vacation scholarships

· Visitors with one-off arrangements to undertake study or research placements in UniSA research centres and institutes (with a UniSA supervisor) as part of a recruitment strategy to attract research students

· Short term research placements (3-6 months), that is, HDR students from recognised Australian universities undertaking a component of their research at UniSA with a UniSA supervisor

· HDR Transfer Students enrolled at another Australian institution who complete  their candidacy through UniSA while still enrolled at another Australian institution (University Guideline: Transfer of HDR students in their last 12 months of candidacy).
Key points: 
· No UniSA transcript issued; placement may be acknowledged on home institution records
	Domestic and international students; coursework and HDR not covered through formal arrangements listed above.
	Visitors being placed in research centres and institutes enrolled on Medici by Graduate Studies Office (VISR).
Visitors undertaking divisional or school summer scholarships are managed through Schools or Divisions.
International visitors must have a valid visa and a COE for their home Australian institution and it is their responsibility to arrange this and ensure it is appropriate for the purpose of their visit.  However, the organisational unit responsible for providing the activity should also check the visitor has a valid visa.
See the following website for visa information http://www.immi.gov.au/students/ 

Formal tuition fees do not apply.  Host centre/school bears costs of visitor.
Please note:  The following process applies to international visitors who require an Occupational Trainee Visa:

1. School/Division/Centre/Institute contact advises Central HR Unit of visitor’s details

2. Central HR Unit applies for an Occupational Trainee Visa on behalf of the University

3. Central HR Unit advises local HR team of outcome.  Local HR team enter visitor’s details on Empower HR system 

See International Work Experience section of this table.



	VISITORS



	Mechanism
	Definition
	Applies to
	Administrative process

	Domestic work experience placements
	HR Guidelines on Work Experience: Provision of work experience placements to high school and TAFE students through their own institutions work experience program or tertiary students and other community members to undertake unpaid work at the University. 

Work experience may be full or part-time and should not normally exceed 3 months.

Key points: 

· A Work Experience Agreement must be completed by both parties prior to the commencement of the work experience program

· Insurance coverage arrangements must be determined prior to commencement of the work experience placement 

· Work experience evaluation form completed to certify completed work experience. 
	High school, TAFE or tertiary students and other members of the community. 


	Managed by the local area within the requirements of the HR Guidelines see http://www.unisa.edu.au/hrm/guidelines/work_experience_guidelines.pdf 

Recorded on Empower HR system by the local HR contact.
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	Mechanism
	Definition
	Applies to
	Administrative process

	International work experience: 
Occupational Trainee Visa
	HR Guidelines

Provision of a structured and supervised workplace-based training program or academic research which results in enhanced skills in the person’s occupation, tertiary study or field of expertise.
Key points: 
· Individual arrangement;

· Visas are valid for up to 2 years depending on the length of the approved training program.

· Training program and structure is documented and issued to trainee prior to commencement.
· Work experience statement provided eg. In the form of a reference, if required by the trainee.
	People from outside Australia who want to improve their work skills through training with an Australian employer.
	Student must have a valid occupational trainee visa.
Occupational Trainee Visa is coordinated as follows:

· School/Division/Centre/Institute contact advises Central HR Unit of visitor’s details

· Central HR Unit applies for an Occupational Trainee Visa on behalf of the University

· Central HR Unit will advise local HR team who then enter visitor’s details on Empower HR system. 




OVERSEAS HEALTH COVER
It should be noted that the Department of Immigration and Citizenship requires all international students on student visas and their families (on ‘dependent’ visas) to pay for health insurance during their stay in Australia. Further information about Overseas Student Health Cover (OSHC) should be viewed at http://www.unisa.edu.au/ltu/students/start/first/international/healthcover.asp  

� In some instances Non-award (enrolled in a UniSA award course which does not count toward an award elsewhere) or Audit (attendance at lectures only) enrolment may apply.  See Enrolment Policy A-48.
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