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School Applications 


A) Application Form: Application forms for each school can be downloaded from this webpage: https://www.acic.com.au/acic-application-forms/  
Please complete the school application form or the ACIC International Student application form. 
· The application form must be signed by the student (not the student’s counsellor)
· The students' personal information must be complete, including: their email address, contact number, and overseas home address
· The full course details, including full name (and major, if available), course code or CRICOS code, and intended intake year and term 
· If applying for Credit Transfer/Exemption, provide a detailed course outline 
· Some universities may require separate forms for SSVF/GTE and Agent Nomination

B) Application Documents: Please prepare one set of original documents/original copy, including:
· Study Certificate, Most Updated Transcript, Grading System OR Bachelor Award, The completed transcript, Grading System 
· IELTS/TOEFL/PTE etc
· Passport (if any)
The above materials must be unmodified originals. If there is any doubt about the authenticity of the student's materials, your company staff will need to verify the documents with the school or relevant institution that issued the documents before sending them to ACIC. All original documents must be kept on file for future auditing.

If a student submits an application with non-genuine or forged document, he/she will be faced with:
· ACIC reserves the right to withdraw the student's application submitted through ACIC
· The school and immigration authorities will be notified, resulting in the cancellation of the student enrolment and visa
· Students may be deported even if they have arrived in Australia
· Affect future immigration applications
· ACIC reserves the right to immediately cancel the contract with your company and terminate the payment of commissions

C) School Application Fee:

· Payment via credit card provided on the school's application form - Recommended method
Please complete all information, including cardholder name, card number, expiry date, CVV, to ensure that there is no delay in submitting the application
· Payment through the school’s official online payment link (proof of payment must be provided).
· Payment via ACIC credit card payment link (proof of payment is required).
D) Submission of Application:
· Each email should contain the application of only one student. Do not group multiple students’ applications in one email.
· Please include the student's name and date of birth in the email subject (e.g., New Application - Mr. Joseph Tan (dd/mm/yyyy)). Once you receive the student's ACIC ID, include it in all future correspondence.
· The subject must be clear and specific so that ACIC admissions team can quickly distribute and process it to avoid delays:
· Submit a new application: 
· Follow-up application (including reminders, supplementary materials, course changes, extensions, payments, etc.): The content of the email must clearly Indicate the purpose of the attachment and which schools to send it to
· If the applicant does not meet the English requirement for the University course directly, ACIC can arrange a packaged English course which is recognized by the relevant University. In such cases, you will also need to complete a separate English application form.
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Our team typically responds to emails within 24 hours on working days, and most tasks are processed within 48 hours. If your request is urgent, please let us know, and we will prioritize it accordingly. Even if your key contact is on leave, you can still email us as usual. Our internal system ensures that the team will handle all requests as normal.
University processing time: usually 2-12 weeks (some universities or courses may be more than 12 weeks).
· Processing times vary from university to university and from program to program, with business programs generally being quicker, while majors such as engineering, nursing, education, design, and architecture can take longer, because these programs are typically reviewed by individual faculties.

· Please try to prepare all the documents at one time, because after each additional submission, new materials usually need to be queued up again.
· If a student applies for a program with a start date far in the future, the university may assign lower priority to the application. For example, the University of Melbourne has clearly stated that it will only process applications for the next upcoming intake.
· ACIC has an internal system that automatically monitors the progress of the application, and if it is not processed beyond the normal processing time, we will follow up with the school in a timely manner.
· If the application has not exceeded the normal processing time, please be patient and explain it to the student.
· Please let us know in advance if you have any special circumstances (e.g. visa issues, upcoming start of the course, etc.).

After Receiving the Conditional Offers

· When a conditional offer is issued, students must submit the required documents (e.g., final transcript, bachelor’s award) to meet the conditions listed in the offer letter in a timely manner.
· Please note that a conditional offer does not mean that a student has been admitted.
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Please ensure that all conditions have been met before advising the student to accept and make the payment. To request a COE, please provide the following documents:
· Confirm acceptance of the offer:
· Depending on the school, acceptance can be confirmed on school’s website, or by completing an acceptance form 
· The acceptance form must be signed by the student, with the signature matching the one in the student’s passport (If the University finds any inconsistencies, it will be sent back for re-signing).
· The signed acceptance form sent to ACIC must be complete, incomplete pages will result in a delay in the COE. 

· Proof of payment by the student:
· Students can pay directly to the school based on the information on the offer letter and provide proof of payment
· If students need ACIC to purchase OSHC or provide airport pick-up & accommodation, etc., they can request an invoice from our admissions department to complete the payment and provide proof of payment
· Student's passport and other relevant documents required by the school, such as Agent Checklist, SSVF Form, GTE Form, etc. 

Prior to paying the fee and accepting the offer, please make sure that the student is fully aware of the refund terms and conditions of the school and ACIC (see page 5 for ACIC terms).
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Students can choose and arrange accommodation at their own discretion. If you are interested in booking a student apartment, it is recommended to arrange it as early as possible. Here are some commonly used booking sites (in no particular order) for reference:
· [bookmark: _Toc194919218]Journal: https://www.journalstudentliving.com.au/
· IGLU: https://iglu.com.au/
· UniLodge : https://www.unilodge.com.au/student-accommodation-sydney
· Scape: https://www.scape.com.au/

U-18 students who need to arrange accommodation and guardianship should contact ACIC's admissions department.
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Refund terms vary from school to school. Please be sure to check the refund terms and policies of the relevant school and ACIC before making payment. If a student needs to apply for a refund due to special circumstances, ACIC will assist the student to apply for a refund from the school, and the usual processing time is 1-2 months after receiving the complete documents. Applications will be made in accordance with the school's specific policies and fee terms. 


Please note that ACIC will charge ACIC Processing Fees/Penalties in the following scenarios. Fees are to be paid directly by the student or deducted from the agent's commission balance. 

	Reason for refund
	Required Documents:
	ACIC Fees/Penalties

	Students whose visa application has been rejected and who has been assessed by ACIC as a high-risk visa category prior to submitting the COE request
(e.g., the student is from a high-risk area identified by the immigration department, the student has a history of visa refusal/complicated visas, etc.).

	· A visa refusal letter issued by the DoHA (Department of Home Affairs)
· A written cancellation notice signed by the student. 
	AU$500 
(Students assessed by ACIC as a high-risk visa category are required to pay a $500 deposit in advance, which will be refunded upon successful enrolment)

	
Students who have provided false information or forged documents
(with or without a history of visa refusal)

	
In cases where false information or forged documents are submitted to the institution, refunds are generally not granted.
	    
AU$2000 penalty






[bookmark: _Toc197955242][bookmark: _Toc197955849][bookmark: _Toc197955892][bookmark: _Toc197956267]Free After-Arrival Service for Students


Before the student departs their home country, please introduce the following information to the student, and provide ACIC with your student’s contact details in Australia (e.g, mobile, email or wechat ID).
· ACIC airport pick-up service (if the student has chosen).
· How to meet the ACIC pick-up staff at the airport
· How to contact ACIC in case of any difficulties, etc.
· ACIC Free Service upon Arrival: Please advise your students to visit or contact ACIC Sydney Office for our free after-arrival service. We will have a designated education consultant for your students to provide an in-depth one-on-one orientation that will cover:

· How to enrol at your school
· How to adapt to the Australian education system as soon as possible
· How to open a bank account	
· How to get a Tax File Number (TFN)
· How to use your health insurance card
· How to find a part-time job
· How to find accommodation
· How to apply for a graduate work visa
· Advice and Tips for studying, living and working in Australia
· Free migration advice
After the initial orientation, your students can contact our consultants any time during their studies in Australia for free on-going support and advice.
ACIC’s free after-arrival service is only available for our partners’ students. This is to enhance your students’ satisfaction upon their arriving in Australia and also to ensure the students are not lost to other agencies after they arrive.
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Please save these useful links below to access relevant information:
· School application forms: https://www.acic.com.au/acic-application-forms/
· Public High School List: https://www.acic.com.au/australia-government-high-school-list/
· Private High School List: https://www.acic.com.au/private-schools/
· Chinese High School Gaokao Entry Requirement (Universities)： https://www.acic.com.au/gao-kao-entry-requirement/ 
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