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About the Kent Agent Induction Manual

The Kent Agent Induction Manual has been created to provide Agents appointed by Kent Institute Australia Pty Ltd
(Kent) with information on how to promote Kent in an ethical, accurate and honest manner. In accordance with Kent
Agent Agreement, every agent has agent documents containing information to comply with The Education Services
for Overseas Students Act 2000 (ESOS Act) and the National Code of Practice for Providers of Education and Training
to Overseas Students 2018 - Stardards 1,2 and 4 9 (The National Code). The National Code is a legislative instrument
made under the ESOS Act and sets nationally consistent standards to support providers to deliver quality education
and training to overseas students.

Kent’s website
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Achieve a Globally Recognised Qualification

FIND OUT MORE

COVID-19 and your studies at Kent = Click HERE for updated information

Business and Technology courses in Sydney and Melbourne

Kick-start your IT or business career with Kent's fully accredited Bachelor Degrees, Diplomas and Certificates.

Study with experienced lecturers in an intimate, supportive and engaged leaming environment.

View Courses Apply Now

Download Brochure
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is a summary page of Kent’s student admissions information. We’ve made our
application process as simple and stress free as possible. The flowchart below is an example of how a successful
Kent application flows. Agents can support students at every stage of this process.

Applicant completes Application for Admission Form

Applicant provides original/certified copies of supporting documents

Applicant completes Course Exemption Application
(if applicable) Kent issues Offer of Admission within 5 working days

Applicant accepts the Offer of Admission
(Applicant signs the offer letter and pays the initial
payment)

Kent issues Confirmation of Enrolment (CoE) to the student

* To view Kent’s polices, forms and procedures, please click

Why study at Kent

Kent offers Higher Education degree courses and Vocational Education and Training (VET) programs to international
students. To view detailed information about Kent courses and programs, please see the Kent courses webpage on
the or email your for a brochure (see appendix A).

Representing Kent as an Agent

As a Kent agent, you can assist and support prospective students to choose the most suitable course at Kent. Some
students may even decide to enrol in two or more courses. Kent agents have a reputation for being ethical and for
acting in the student’s and Kent’s best interests.

The first step of the process in recruiting a prospective Kent student is to provide the relevant course information
to the prospective student. This information is provided on the next page. From there, a student can commence
completing their application for admission.
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Higher Education Courses

Course Structure Unit Guide

eCourse duration and start dates *Core units

eCourse specialisation *Specialisation units
eCampus information *Elective units

oStudy options

Admission Criteria Course Fees

eAcademic requirements e|nternational student fees
eEnglish language proficiency eScholarships
eKent bursaries

Vocational Education (VET) Programs

Course Structure

Course Overview eCourse duration and start dates

eCampus information

oStudy options

eInternational students study requirements
*Exit pathways

eIntroduction
el earning outcomes
*Employment opportunities

Admission Criteria Course Fee

eAcademic requirements e|nternational student fees
*English language proficiency eCurrent promotions (if applicable)
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Applying to Kent

When submitting the Application for Admission form, the following documents must be emailed or posted to the
Kent admission team (see appendix A). It is important to check all applications are complete with the supporting
documents. This will help to avoid delays in processing applications.

+» Completed Application for Admission Form:
= The applicant must sign and date the form (student signature must match their passport)
= The agent must complete the agent sections and sign and date the form.

«»+ Original/certified copy of supporting documents (such as academic transcripts, IELTS results):
= Agents must provide certified copies of documents
= Documents which are received electronically (such as visa grant advice and skills assessments) do
not need to be certified.

For details on how documents are certified, please see appendix D.

Oonshore Offshore

Future student is in Australia Future student is overseas

Applications are sent to Kent onshore admission Applications are sent to Kent offshore admission

Timeline of applications & assessment outcomes

Applications are assessed by the Kent admissions team. Every day, Kent receives significant interest and a large
volume of applications. To assess each application fairly we do ask for your patience. Our team will update you as
soon as possible at each stage of the application process.

There are three possible outcomes of the assessment of applications:

eKent entry requirements are met

Unconditional Offer elnitial GTE/GS requirements are met
elnitial GTE/GS requirements are met
eKent entry requirements need further evidence to be met with conditions
such as
esatisfactory assessment of financial capacity
ean additional pre-admission interview OR
efuture completion of an approved pathway program etc

Conditional Offer

. eKent course entry requirments are not met and/or
Rejected After Assessment " YEES /
eInitial GTE/GS requirements are not met
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Accepting the offer to study at Kent

Once an offer of admission has been assessed and approved, Kent will issue an offer letter to the student. Kent will
also send a copy of the offer to the agent.

Before the student can accept the offer, the agent must:

+»+ give the original offer document to the student (with payment, refund conditions);

++ provide relevant Kent student policies and procedure information to the student (such as Full Time Study
Policy Procedure, Privacy Policy, Student Refund Policy & Procedures etc.);

+»+ explain any conditions which may apply to the offer (the agent should seek advice from Kent admission
teams, if in doubt); and

+* ensure all outstanding documents are provided to Kent before a Confirmation of Enrolment (CoE) can be
issued.

To accept Kent offer, the student must:

R/

+» sign and date the relevant offer letter (student signature must match their passport); and
++ pay the initial payment as specified in the offer letter (click for student payment method).

The completed relevant offer letter and a copy of initial payment receipt must be sent via email to
before a CoE can be issued (see appendix A).

Confirmation of Enrolment

International students studying at Kent require a Confirmation of Enrolment (CoE) from Kent and a visa from the
for the length of their program. It is the student’s responsibility to ensure their
CoE is up to date and current while studying in Australia.

In line with the , Kent issues the CoE to the student. A copy of the CoE
will be sent to the agent.

The agent must give the original CoE to the student and remind the student of:

+* the course start date
++ the payment schedules and options to complete payment
«»+ Student orientation programs and relevant requirements.

When the student visa is granted, the student can make arrangements to travel to Australia. Once in Australia, the
student will attend the Kent orientation program for the relevant intake and campus and complete the campus
enrolment process.
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Student refunds for Visa refusal

If a student has their visa refused, the student is eligible to apply for a student refund in accordance with Kent’s
Student Payments Policy & Procedures and Student Refund Policy & Procedures.

When applying a student refund request, the student must:

+* submit completed Student Refund Request Form:
= with correct bank account details for receipt of the refund; and
=  sign and date the form (student signature must match their passport).
«+ provide supporting documents of the student refund request:
= Australian visa refusal letter from the DHA and/or
= other relevant documents (if necessary — Kent will advise what documents might be required).

The completed student refund request form and relevant documents must be submitted to
via email before student refund can be processed (see appendix A).

Marketing Kent’s programs

All agent information is provided accurately and with interity, ensuring it is not false or misleading and is consistent
with the ESOS Act, the National Code and other relevant Australian legislation. Agents can email their

fora Kent brochure orgo to to access information about admission requirements to different
courses.

For Kent’s public polices, tuition fee information, forms and other documents, the agent can download these
documents from

Promoting and marketing Kent to prospective students

Before undertaking any promotional and marketing activities on Kent’s behalf, the agent must seek written approval
from Kent to use their (see appendix A). Once approved, Kent will provide the agent with access
to the Kent Brand and Logo Manual.

The revised National Code of Practice for Providers of Education and Training to Overseas Students 2018
commenced on 1 January 2018 and sets nationally consistent stadnards that goven the protection of international
students and delivery of courses to those students by providers registered on CRICOS. A general factsheet about the
Standartds can be found here.

In accordance with Agent Agreement and the National Code, Agents must ensure they comply to eleven standards:

e Standard 1: Marketing information and practices

e Standard 2: Recruitment of an overseas student

e Standard 3: Formalisation of enrolment and written agreements
e Standard 4: Education Agents

e Standard 5: Younger overseas students

e Standard 6: Overseas student support services

e Standard 7: Overseas student transfers

e Standard 8: Overseas student visa requirements

e Standard 9: Deferring, suspending or cancelling the overseas student’s enrolment
e Standard 10: Complaints and appeals

e Standard 11: Additional requirements
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Agent Commission

The agent is entitled to commission for the course/s for which the agent referred the student to Kent. Kent agrees
to pay the agent a commission payment for each student who is recruited and enrolled in a course and who has
paid the respective course tuition fee to Kent. Commission amounts and payment terms are detailed in the Kent
Agent Agreement terms and conditions.

Commissions are payable to the agent when:

a) The student has paid in full the non-refundable enrolment fee and the course tuition fees for the relevant
period of study;

b) The student has commenced the relevant course with Kent and the census date for the relevant period of
study has passed (please see the census date on ); and

c) Kent receives a valid and appropriate invoice from the agent within 6-months of the census date for the
relevant period of study.

For Australian based agents claiming commission, an appropriate and compliant in accordance with
the A New Tax System (Goods and Services Tax) Act 1999 must be submitted (see appendix B).

For offshore agents claiming commission, a valid and appropriate invoice must be submitted (see appendix C).
All invoices for agent commission should be sent via email to (see appendix A). Kent will begin

processing commissions within 21 days of receipt of a valid and appropriate invoice from the agent. Allowance
should be made for receipts of telegraphic transfers and bank transfers.
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APPENDIX A — Kent Contact Details

Sydney campus and Corporate office
Mezzanine, Levels 1, 5 and 11
10 Barrack Street
Sydney NSW 2000 Australia
Phone: +61 2 9093 5151

Assesses onshore and offshore student applications

Onshore Applications | OnshoreAdmissions@kent.edu.au

Offshore Applications | OffshoreAdmissions@kent.edu.au

Receives signed offers of admission and processes / issues
CoEs for students.

Acceptance of Offer | Acceptance@kent.edu.au

Processes student payments and student refunds

Sydney campus | StudentFinance.Syd@kent.edu.au

Melbourne campus | studentFinance.Melb@kent.edu.au

Process agent commission payments and replies to
commission claim enquiries

Agent commissions | Commissions@kent.edu.au

Provides information regarding general marketing enquiries

Marketing enquiries | Marketing@kent.edu.au

Provides information on Kent advertising and assists agents
to promote Kent

Promote Kent | Marketing.Collateral@kent.edu.au

Please contact Kent with changes to the company structure
and or with updates to the business information

Agent account & agreement changes | Agent@kent.edu.au

Melbourne campus
Levels 9 and 10
350 Queen Street
Melbourne VIC 3000 Australia
Phone: +61 3 8353 0800

Each M&R account manager provides information,
documents and support to each of their agents

Mr. lvan Hui
Manager Marketing & Recruitment
Ivan.Hui@kent.edu.au | +61 410 367 659

Ms. Slawka Tymosiewicz
Recruitment Executive
Slawka.T@kent.edu.au | +61 428 718 408

Mr. Goutham Gandhi
Manager Marketing & Recruitment
Goutham.Gandhi@kent.edu.au | +61 428 578 255

Ms. Jenny Yang
Recruitment Executive
Jenny.Yang@kent.edu.au | +61 448 252 162

The offshore Kent marketing representatives support
agents, please contact them via the group email

Indonesia | Indonesia@kent.edu.au

Philippines | Philippines@kent.edu.au

South Asia | SouthAsia@kent.edu.au

South America | LatinAmerica@kent.edu.au

Vietnam | Vietham@kent.edu.au
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APPENDIX B — Sample Agent Commission Invoice — Australian based agent

Business Address—

Phone Number | EmailAddress
ABN: 200 X000 XXX XXX

Tax Invoice

Invoice Number: Enter Unique Invoice Number
Date: Enter Invoice Date

Bill To

Kent Institute Australia Pty Lid

Level 11, 10 Barrack Street, Sydney NSW 2000, Australia
ABN - 49 003 577 302

Tuition Fee

Student Details and Course Information 3 Commission Rate
Paid Amount
‘Student ID (or offer ID): K999999; Student Full Name: First Sample; 3
1 | Course Name: Bachelor of Business; Trimester Date: T2 2021 000 X% (HE commiesion oite) #2100
‘Student ID (or offer ID): K888888; Student Full Name: Second :
2 Sample; Course Name:Diploma of Account; Intake Date: 12 July 2021 L0 X% { VET.commission rete) $0.00
3
a4
Subtotal $0.00
GST Total $0.00

Total Commission m

Agent Bank Details:

Bank Name:
Bank Address:

Account Name:
BSB:

Account Number:
Swift Code:
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APPENDIX C— Sample Agent Commission Invoice — Offshore agent

Phone Number | Email Address
Local Business Registration Number

Invoice

Invoice Number: Enter Unique Invoice Number
Date: Enter Invoice Date

Bill To

Kent Institute Australia Pty Ltd

Level 11, 10 Barrack Street, Sydney NSW 2000, Australia
ABN - 49 003 577 302

Student Details and Course Information Tu.lhon e Commission Rate Syt Zhr
Paid Amount Commission
Student ID (or offer ID): K999999; Student Full Name: First Sample; )
1 |course Name: Bachelor of Business; Trimester Date: T2 2021 ARE0D JRe% (HE commiason ) | AU 0.00
Student ID (or offer ID): KB88888; Student Full Name: Second Sample; ,
Ui 4 VET 1¢ U X
& Course Name:Diploma of Account; Intake Date: 12 July 2021 NDSQDD CR Rl AREG0
3
4

Total Commission

Agent Bank Details:

Bank Name:
Bank Address:
Swift Code:
Currency:

Account Name:
Account Number:
Beneficiary (account holder) Address:
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APPENDIX D — Guidelines for the certification of documents

The following is a guide to help you prepare your certified documents correctly for Kent Institute Australia Pty Ltd
(Kent). Certified documents are copies of important documents which need to be certified as true copies of the
originals by a person authorised to do so.

What is a certified copy of a document?
Under the Statutory Declarations Regulations 2018, a certified copy is a copy (often a photocopy) of a primary
document that has on it an endorsement or certificate that it is a true copy of the primary document. It does not

certify that the primary document is genuine, only that it is a true copy of the primary document.

Step 1: Obtain a copy of the important document

Step 2: Take the original document and your copy to an Authorised Officer who can certify documents

In Australia

Kent accepts documents certified by the following people:

Authorised education agent of Kent

Kent student services officer

Admissions officer or student services officer at
any Australian university or TAFE college

The official records department of the institution
that originally issued the document(s)

Registered health professions: Aboriginal and
Torres Strait Islander health practitioner, Chinese
medicine practitioner, chiropractor, dental
practitioner, medical practitioner, medical
radiation practitioner, nurse, midwife,
occupational therapist, optometrist, osteopath,
paramedic, pharmacist, physiotherapist,
podiatrist, psychologist

Public servants: Federal, state or territory or local
—employed for five years or more

Teacher (full-time) at a school or tertiary
education institution

Legal professions: legal practitioner, patent
attorney, trademarks’ attorney

Court positions: bailiff, justice of the peace, judge,
magistrate, registrar or deputy registrar, clerk,
master of a court, CEO of a Commonwealth court

Outside Australia

Kent accepts documents certified by the following people:

Authorised education agent of Kent

Australian consular officer or Australian diplomatic officer
(within the meaning of the Consular Fees Act 1955)
Notary public

Employee of the Commonwealth or the Australian Trade
Commission who works outside Australia

Commissioner for Affidavits, or Commissioner
for Declarations (dependent on jurisdictions)
Government representatives (elected):
Federal, state or territory or local

Employees of the Australian Health
Practitioner Regulation Agency

Bank officer, building society officer, credit
union officer, finance company officer —
employed for five years or more

Veterinary surgeon

Accountant (member of ICA, ASA, IPA or CPA,
ATMA, NTAA)

Minister of religion, or marriage celebrant
Member of: Chartered Secretaries Australia,
Engineers Australia, other than at the grade
of student, Australian Defence Force (an
officer; or a non-commissioned officer with
five years or more of continuous service); a
warrant officer

Australasian Institute of Mining and
Metallurgy

Notary public

Police officer

Sheriff or sheriff’s officer.

Justice of the peace

Authorised officer of an offshore Australian
Education Centre

School headmaster of an offshore school or
other recognised examining authority
Authorised officer in accordance with local
legislation/practice.
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Step 3: The Authorised Officer will:
e Check your copy is the same as the original
e Visually compare your face against the photograph on any identity document to confirm that you are the
person pictured (in any of the documents with a photograph)
e Certify the copy of your documents by stamping or writing “This is a true copy of the original documents
sighted by me” or “Certified true copy of the original”
e Use the official stamp or seal of their organisation, or their profession and organisation name

e Sign and date each certified copy of the document or photograph.
Multiple page documents

If the original is a multiple page document, each page must be checked against the copy to ensure that it is
correct. The Authorised Officer can then proceed as follows:
e Initial each page

e Certify the last page as follows:

| certify that this is a true copy of the document produced to me on (insert date)
Signature

Name

Qualification (e.g. JP, Pharmacist)

Kent does not accept documents which are not certified correctly

Examples of documents that Kent does not accept:

e Documents that are certified copies of copies or scanned copies - it must be clear the Authorised Officer
has sighted the original document

e Documents that have not been correctly certified (i.e. missing signatures, date or credentials of the
Authorised Officer)

e Documents certified by a Justice of the Peace without a registration number
e Documents that are photocopies or scanned copies without certification.

Documents which do not need to be certified

Examples of online documents that do not require certification:

e The CoE (Confirmation of Enrolment)
e |ELTS report
e Australian visa letter from the Department of Home Affairs.

Privacy notice

Kent will take steps to verify that certified documents are authentic, in particular if it believes that the certification
may be in question. Kent reserves the right to contact the issuing institution to verify the authenticity of
documents submitted. Kent may also use the contact details provided by the Authorised Officer or obtain them
from public registers for this purpose (e.g. a state’s Justice of the Peace Register).
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