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Student Information and Communication Policy 

 
1. Purpose

This policy is designed to ensure that prospective and current higher education students are 
provided with accurate and appropriate information about AGME and its higher education 
course. It aims to promote and protect the interests of students, and ensure responsible and 
ethical marketing practices.

2. Scope

This policy applies to all governance members, staff, contractors, agents and others connected 
with the provision of information and communications to prospective or current higher education 
students at AGME.

3. Definitions

Agent: a third party under formal arrangement to act on behalf of AGME in marketing AGME’s 
higher education course to prospective students and/or recruiting students to AGME.

4. Policy Principles

This policy reflects AGME’s commitment to students as set out in the AGME Strategic Plan and 
AGME Teaching and Learning Plan. The policy reflects requirements under the Higher 
Education Standards Framework 2015 in relation to representation and information for current 
and prospective students, and information management.

The following underpins AGME’s approach to communications and information for students.

• AGME is committed to undertaking responsible and ethical marketing and
  communication practices that maintain the integrity and reputation of both AGME and 
  Australia’s higher education sector.
• AGME provides accurate and comprehensive information about its higher education        
  operations and offerings to prospective and current students, whether directly or 
  through agents, to enable informed decision-making.
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• AGME’s communications support the enrolment of students who are suitably prepared 
  and equipped for higher education study at AGME. AGME enables prospective and 
  current students to understand their obligations, participate effectively, and access 
  appropriate information and support.
• AGME provides accurate information about the outcomes associated with undertaking 
  a course of study, including eligibility for acceptance into another course of study, and 
  employment outcomes / destinations.
• AGME’s information management systems enable students to readily access timely 
  and relevant information about AGME policies, procedures, course offerings and 
  available support.
• AGME’s communication strategies recognise and support diversity among prospective 
  and enrolled students, including students with special needs. AGME promotes 
  accessibility and information is provided in plain English, explaining any special or 
  technical terms.
• AGME maintains a publicly available repository of key information about its higher 
  education operations and offerings.

5. Procedural Guidance

The following procedural guidance applies in relation to information to students.

1. The Higher Education Executive Manager (HEEM) in consultation with the Academic Director 
approves all marketing and communications products for current or prospective students about 
AGME’s higher education course and operations (e.g. enrolment and course guides/ 
handbooks).

2. Information for prospective students: AGME ensures that information on the following aspects 
of higher education operations are available prior to student acceptance of an offer. This 
includes information delivered via the AGME website and information guides and handbooks for 
prospective students:

• Registration and course accreditation status;
• Course design and delivery;
• Requirements including prerequisites and assumed knowledge;
• Recognition of Prior Learning;
• Credit Transfer arrangements;
• Pathways to employment and further study;
• Obligations (financial obligations, standards of behavior, grounds for
   suspension/expulsion, critical deadlines and change of enrolment
   policies);
• Contacts for enrolment, advice on orientation and induction, technical
   requirements and how to access resources;
• Avenues to participate in decision making and student representative bodies; • 
  Academic policies and requirements, including grievance, complaints and
  appeals; and
• how to access student support services.

 Where/if single units of study are offered and represented as eligible for gaining credit, AGME 
will specify and communicate the course/qualification for which credit may be gained and the 
terms on which credit may be granted.

    

Page  of  2 3

   



   

3. Information for current students: AGME makes available all of the information outlined in (2) 
for current students and communicates with students about any substantive changes, providing 
reasonable notice. Substantive changes to course offerings or the operations of AGME may 
include, for example:

• Changes in fees or financial obligations
• Changes to course or related service delivery location or arrangements
• Changes that may affect their choice of, or ability to participate in, an intended
   course of study.

This is communicated through posting notices on the student restricted area of the AGME 
website, through direct face-to-face communication at class, and email communication, or hard 
copy post. AGME takes all practicable steps to ensure that students receive important 
communications.

4. Agents: Other parties may only act on behalf of AGME for student marketing and recruitment 
purposes where there is a formal agreement in place, endorsed by the HEEM. Agents will be 
briefed with information about AGME and its offerings, and AGME requirements in relation to 
the communication of information to prospective students. AGME will monitor the performance 
of any agents and will take swift corrective action in the event of misrepresentation or unethical 
conduct (or identified risk of this being likely to occur).

5. Public repository: the AGME website serves as the key repository of publicly available 
information about AGME’s higher education operations as per Threshold Standard 7.3, 
including but not limited to:

• Provider registration and course accreditation status;
• Board and Committee members and senior executives; • High level organisational 
   chart;
• Financial standing;
• Indicative total student enrolments;
• An overview of facilities and services; and • How to lodge a formal complaint.

6. Implementation and Monitoring

All AGME staff (and any AGME agents) shall be responsible for ensuring the provision of 
information to prospective and current students is ethical and in line with this policy and the 
Higher Education Standards Framework 2015.
The HEEM shall lead the implementation of this policy with support from the Quality Assurance 
Officer and the Academic Administrator.

7. Accountability

The Higher Education Committee has responsibility for the approval and oversight of 
implementation of this policy.

8. Review Procedure

This policy will be reviewed every 3 years or as considered necessary by the Higher Education 
Committee.
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