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Purpose 
Firbank is responsible for providing support services to international students to 
ensure mental and physical safety and wellbeing for each student attending Firbank 
Grammar School  

This policy outlines the support in place for international students and the 
management of incidents involving international students.  

 
Orientation 
Firbank Grammar School will support students to adjust to study and life in Australia 
beginning with an Orientation Program for all new students that includes information 
about the following: 

 
• The role of the International Students Co-ordinator 
• Wellbeing support mechanisms to assist students to adjust/transition to life 

and study with Firbank Grammar 
• English language and study assistance programs 
• Facilities and resources 
• Requirements for course attendance and progress 
• Student counselling services 
• Student visa conditions highlighting course attendance and progress and 

the need for students to advise us immediately of any change to their 
address. 

• Student Rules/Code of Behaviour and expectations 
• Updating of student contact details 
• Child Safe Standards 
• Critical incident Policy and Procedures  

 
Students will be provided with the following: 

• a student diary 
• copy of their timetable 
• access to the school network 
• student photo ID cards will be organised 
• Student Safety Cards 

 

INTERNATIONAL STUDENT  
STUDENT SUPPORT 
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The International Student Orientation process includes a check list for the staff 
member performing the orientation to complete, to ensure all necessary 
components are discussed. Other key areas in the International Student Handbook 
will be reinforced during orientation. 

The International Students Co-Ordinator must remain aware of the student’s privacy 
and confidentiality during all contact. Cultural sensitivities must also be always 
considered. 

The school will: 
• take all reasonable steps to provide a safe environment on campus and 

advise students and staff on actions that they can take to enhance their 
personal security and safety. 

• Provide information to overseas students about how to seek assistance 
for and report an incident that significantly impacts on their wellbeing, 
including critical incidents. 

• Provide students with or refer them to (including electronically), general 
information on safety and awareness relevant to life in Australia. 

 
Firbank Grammar School will review the orientation process annually. 

Firbank Grammar has a Critical Incident Management Plan which will be activated 
immediately in the event of a critical incident. The Incident reporting form contained 
within this policy is used to report any incidents whether minor or major. 

Staff Handbook contains Policies and Procedures Applicable to Students on a CAAW.  

Staff are also offered professional development opportunities on the legislation as any 
changes occur, either by outsourcing or internal training. Staff are also inducted in the 
Critical Incident Management Plan.  

Firbank requires staff who interact directly with international students participate in 
twice yearly Child Safety briefings and annual child safety training including training in: 

• Child Safety and Wellbeing Policy 
• Child Safety and Wellbeing Code of Conduct 
• Child Safety and Wellbeing Reporting Obligations Policy 
• Child Safety and Wellbeing Complaints and Concerns Policy 

 
They must annually complete the Protecting Children – Mandatory Reporting training 
via the Information Sharing and MARAM online learning system. Evidence of 
completion needs to be provided to Firbank People and Culture team.  
 
 

https://training.infosharing.vic.gov.au/login/index.php
https://training.infosharing.vic.gov.au/login/index.php


 
 

International Student – Student Support Policy      Page | 3 

Students requiring counselling or support should discuss the matter with their teacher 
and/or International Student Co-ordinator as soon as practicable. The staff member 
will assist where possible, and in the event that further action is required, will refer 
students to the appropriate agency. 
 
 

International Student Wellbeing Co-ordinator 
Name Yu Tang 

Email ytang@firbank.vic.edu.au  

Phone 95915188 

All staff that interact with students on international student visas, need to be aware of 
the following: 

• The ESOS Framework and Policies and Procedures  
• The Policies and Procedures for international Students 
• Child Safety and Wellbeing programs, policies and practices at Firbank 
• Emergency Management Plans for Firbank Grammar School and the Boarding 

House 
• The role of the International Student Co-ordinator 
• The student support services that are available 
• Student visa conditions as appropriate 

Student Contact Information 
Students will be reminded at least 6 monthly to update their phone, address, email 
and emergency contact/next of kin details. This is implemented via reminders at 
international student meetings. Evidence is recorded and kept when this takes place. 

Career Advice 
A careers counsellor will help with career advice as well as course information and 
support, and/or refer the student to the specialist staff member. 

Emergency Evacuation 
Emergency Evacuation Plans are kept and reviewed annually and are available on the 
school intranet (FLIP), via hardcopy at every campus and in the Boarding House. Staff 
are to report any issues to the Principal. 

Academic/Attendance issues 
If students have concerns with their attendance, academic performance or other 
related issues that are placing them at risk of not achieving the requirements of their 

mailto:ytang@firbank.vic.edu.au
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course they should contact the International Student co-ordinator: Wellbeing in the 
first instance. 

All students’ progress and attendance are monitored and guidance and support 
provided, where unsatisfactory results are identified. 

Other issues, including personal matters. 
Students should in the first instance contact the International Student Co-ordinator 
Wellbeing for support. 

Critical Incidents 
A critical incident is defined by the National Code as ‘a traumatic event, or the threat 
of, which causes extreme stress, fear or injury’. 

Critical incidents could include but are not limited to: 

• Fire, bomb-threat, explosion, gas or chemical hazard 
• Student or staff witnessing a serious accident or incidence of violence 
• Serious injury, illness, or death of a student or staff 
• Students or staff lost or injured during fieldwork experiences 
• Missing student 
• Severe verbal or psychological aggression 
• Physical assault 
• Natural disaster in home country or country of study e.g. earthquake, flood etc 
• Social issues e.g. sexual assault 
• drug use, alcohol abuse. 

Firbank Grammar further defines critical incidents as traumatic events or threats which 
can cause extreme stress, fear or injury to students and/or staff. 

The school also acknowledges critical incidents could also be students who are 
missing, severe verbal or psychological aggression, death, serious injury or threats; 
natural disasters, domestic violence, sexual assault, drug or alcohol abuse, other non-
life-threatening events could still become critical incidents. 

As soon as a staff member is aware a student or a member of their family has been 
seriously injured or in an accident or any other event/circumstance as defined above, 
the Critical Incident Management Plan will be activated. 

All staff have access to, and are aware of, the Critical Incident Management Plan. 

All student welfare /support issues are to be reported immediately to the International 
Students Coordinator who will then refer the student to the most appropriate area for 
help. 



 
 

International Student – Student Support Policy      Page | 5 

The relevant authority (eg police) will be called in the first instance if there is a breach 
of Australian Law.  

 

Related Policies and Documents 
• Emergency Management Plan 
• Child Safety and Wellbeing Policy 
• Child Safety and Wellbeing Code of Conduct 
• Child Safety and Wellbeing Reporting Obligations Policy 
• Child Safety and Wellbeing Complaints and Concerns Policy 
• Four Critical Actions for Schools 
• Child Safety and Wellbeing Risk Register 

 
 

Approval 
Policy Issue date April 2024 

Document updated by International Operations Department 

Document reviewed by Director of International Operations 

Document approved/endorsed by Principal 

Endorsed date May 2024 

Next Review date May 2029 

 

 

 


