
 

 

 

 

 

 

 

 

 

 
 

 

 

 

Students 

Admissions 

Policy and 

Procedure 

 Academic Board Approved Policy 



Students Admissions Policy and Procedure _v4.0 
Page 1 of 12  

Table of Contents 

Version Control .......................................................................................................................................................... 2 

1. Preamble .............................................................................................................................................................. 3 

2. Scope .................................................................................................................................................................... 3 

3. Policy Statement ................................................................................................................................................ 3 

4. Admissions Procedures .................................................................................................................................... 3 

5. Refusal of Admission ....................................................................................................................................... 11 

6. Supplementary Fees ........................................................................................................................................ 11 

7. Appeals ............................................................................................................................................................... 12 

 

 

 

 

 

  

 



Students Admissions Policy and Procedure _v4.0 
Page 2 of 12  

Version Control 
 

Version v4.0 

Date effective 25 September 2020 

Review The Academic Board will review this Policy in accordance with the 

Institute’s Policy Documents Review Schedule. 

Approving body Academic Board 

Approval date 25 September 2020 

Approval meeting Academic Board meeting held on 25 September 2020 

Policy owner Campus Director & Dean 

Policy contact Campus Director & Dean 

Related Documents Academic Progression Exclusion and Graduation Policy 

Advanced Standing and Credit Transfer Policy 

English Language Policy 

Glossary of Terms 

Orientation Program Policy 

Records Management Policy 

Refund Policy 

Student Grievance Management Policy 

Teaching and Learning Plan 

Related Legislations Higher Education Standards Framework (Threshold Standards) 2015 (Cth) 

Tertiary Education Quality and Standards Agency Act 2011 

Education Services for Overseas Students Act 2000 (Cth) 

National Code of Practice for Registration Authorities and Providers of 

Education and Training to Overseas Students 2018 

Higher Education Support Act 2003 (Cth) 

Related Forms Admission Form 

Higher Education Standards 

Frameworks (Threshold 

Standard) 2015 (Cth) 

B1.1 “Higher Education Provider” Category 

Standard 1.1; ss 1 – 3 

Standard 1.2; ss 1 – 2 

Standard 1.3; ss 1 – 2 

Standard 2.2; ss 1 – 3 

Standard 2.4; ss 1 – 5 

Standard 7.2; ss 1 – 4 

Standard 7.3; ss 1 – 3 



Students Admissions Policy and Procedure _v4.0 
Page 3 of 12  

1. Preamble 

1.1 Purpose 

The purpose of the Student Admissions Policy and Procedure (‘the Policy’) is to clearly outline the 

Canterbury Institute of Management’s (‘the Institute’) Policy and procedures on selection and admission 

of students to its academic programs. 

 

1.2 Background 

As a general principle, selection of students for admission to higher education programs offered by the 

Institute are based on merit. This does not prevent the Institute, when making decisions about admission, 

from considering the assessed educational disadvantage that a particular applicant may have experienced. 

Procedures for selecting are open, fair and transparent. Appropriate appeal provisions are available in 

respect of admission and enrolment decisions. 

Subject to any legislative requirements, compliance with the Institute’s policies regarding reasonable 

notice of changes to students, and the Institute’s commitment to ensuring the availability of core courses 

and other program requirements to enable program completion by students within allowable timeframes, 

the Institute reserves the right to: 

a. impose limitations on admission to any program; 

b. impose limitations on enrolment in any course; 

c. change the content and structure of any course or program; 

d. change the method of assessment of any course; 

e. vary tuition fees for any course or program; 

f. withdraw any course or program which it offers or change the availability of a course or 

program; 

g. otherwise vary arrangements for any course or program. 

 

This Policy complies with the Higher Education Standards Framework 2015 Standard 2.2 (Diversity and 

Equity) that the Institute is committed to providing opportunities for the professional development of 

Aboriginal and Torres Strait Islanders therefore the Institute gives special consideration and monitor 

their recruitment, admission, participation and completion. 

1.3 Definitions 

For definitions refer to Glossary of Terms. 

 

2. Scope 

This Policy applies to all applicants for admission to the Institute’s programs and to the staff who are 

involved in the process of assessment of student admission applications. 

 

3. Policy Statement 

The Institute ensures that applicants are admitted by fair, timely and transparent procedures, on the basis 

of clearly defined, consistent and equitable criteria. The Policy provides information about the Institute’s 

admissions policy, practice and requirements for all programs offered at the Institute.  

 

4. Admissions Procedures 

The Institute has a fair and transparent student admission procedure that is compliant with the Australian 

higher education regulatory standards. The details of the admission procedures are given below.  
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4.1 Admissions Responsibilities 

The position(s) responsible for assessment of admission applications, are as follows: 

a. Admissions; 

Admissions staff are responsible for ensuring all applications are professionally and ethically dealt 

with as outlined in this Policy. Admissions staff are accountable for following up outstanding 

applications that require assessment or other input to ensure that overall turnaround times are 

met. 

b. Student Services; 

Student Support Services staff are responsible for student and academic liaison, ensuring 

enrolments are not subject to delays and ensuring the provision of correct and necessary 

information relevant to a student’s individual circumstances. 

c. Academic Staff; 

Academic staff are responsible for the provision of accurate, current and timely information 

required to effectively assess and applicant for admission. Academic staff are also required to make 

themselves available within reason to attend admissions interviews. 

4.2 Application for Admission 

4.2.1 Domestic/Australian Students 

Applications for admission to a program by domestic students are made in accordance with 

procedures approved and published by the Campus Director & Dean on the Institute’s website. 

Applications for admission must be submitted to the Admissions Manager before the application 

closing date. All applications must include: 

a. completed Admission Application form for domestic students; 

b. Australian recognised proof of identification or an Australian birth certificate; 

c. academic record of study previously undertaken; 

d. proof of English language proficiency; 

e. any other documents requested by the Admissions Officer. 

4.2.2 International Students 

Subject to compliance with any legislative or Institute policy or procedural requirements 

specified by the Campus Director & Dean, applications for admission to a program by 

International students are made in accordance with procedures approved and published by the 

Campus Director & Dean on the Institute’s website. 

The admission applications must be submitted to the Admissions Manager before the 

application closing date. All applications must include: 

a. completed Admission Application form for international students; 

b. academic record of study previously undertaken; 

c. proof of English language proficiency; 

d. copy of the applicant’s passport; 

e. any other documents requested by the Admissions Officer. 

 

4.3 Eligibility for Admission 

4.3.1 The Institute must provide a clear indication to prospective students of what studies they must 

undertake and what results they must achieve if they are to be considered for admission to a 

program offered at the Institute. 
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4.3.2 Objectives of Determining Eligibility 

The underlying objectives in determining eligibility are: 

a. to ensure academic requirements are met as to maintain the Institute’s educational 

standards; 

b. ensure that the students selected into a program are those with the best prospects of 

successful completion; 

c. ensure fair, open and consistent practices for admission and selection, taking into account 

the Institute’s access and equity objectives. 

 

4.3.3 Minimum Entry Requirements 

a. Domestic and International Students  

 

4.3.4 English Language Proficiency 

Undergraduate Programs Graduate Diploma Programs Masters Programs 

Minimum Age 

An applicant for admission to CIM undergraduate or graduate programs must be over 18 years age and 

satisfy at least one of the following academic admission requirements. 

Successful completion of Year 12 

or equivalent. 

Successful completion of a 

bachelor’s degree from an 

Australian higher education 

institution or overseas equivalent. 

 

Successful completion of a 

bachelor’s degree from an 

Australian higher education 

institution or overseas 

equivalent. 

Successful completion of an 

Australian Associate Degree 

or equivalent with 2 years 

relevant work experience.  

Satisfactory completion of an 

approved Tertiary Preparation 

Program, Tertiary Orientation 

Program, or a Foundation Year 

Program through an accredited 

institution of higher education 

offered at Australian Universities, 

TAFE Institutes or government 

approved Registered Training 

Organisations (RTOs) 

Successful completion of a 

Graduate Certificate (or 

equivalent) in similar discipline 

from an Australian higher 

education institution or overseas 

equivalent. 

Successful completion of a 

Graduate Certificate or 

Graduate Diploma from an 

Australian institution or 

overseas equivalent. 

 

Satisfactory completion of one 

year of accredited full-time study 

in a related discipline at a 

registered Australian provider of 

tertiary education at Certificate IV 

or higher level. 

Successful completion of an 

associate degree (or equivalent) 

or 3 years diploma in related field 

studied at an accredited 

university/provider. 

Successful completion of at 

least four (4) award, or non-

award, graduate subjects (at 

AQF Level 8 or above) from 

an Australian institution or 

overseas equivalent. 

Admission to candidature for an 

undergraduate course at an 

Australian university which 

achieve equivalent point. 

Successful completion of an 

associate degree (or equivalent) 

or 3 years diploma in non-related 

field studied at an accredited 

university/provider plus 1-year 

relevant work experience 

Successful completion of an 

approved Graduate 

Qualifying Program from an 

Australian higher education 

institution or overseas 

equivalent. 
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In addition to the general entry requirements for admission of CIM, an applicant must also 

meet the following requirements: 

a. If English is not the applicant’s principal language or the applicant has not completed a 

secondary or tertiary education in English, the applicant must satisfy at least one of the 

following requirement: 

 

 

Undergraduate Programs Graduate Programs 

A current (within two years of test date) 

International English Language Testing System 

(IELTS) overall academic score of 6.0 or higher with 

no band lower than 5.5; or 

A current (within two years of test date) 

International English Language Testing System 

(IELTS) overall academic score of 6.0 or higher 

with no band lower than 6.0; or 

Successful completion of an approved English for 

Academic Purposes (EAP) course; 

Successful completion of an approved English for 

Academic Purposes (EAP) course; 

If the admission applicant’s IELTS test result is older 

than two years, to prove their required English 

language competency, the admission applicant may 

sit for an English language test conducted by an 

Australian ELICOS provider.  

If the admission applicant’s IELTS test result is 

older than two years, to prove their required 

English language competency, the admission 

applicant may sit for an English language test 

conducted by an Australian ELICOS provider.  

Undertaken secondary or higher education (tertiary) 

studies in English 

i. a completed and recognised secondary 

education (high school) qualification, or 

ii. a completed and recognised 

foundation/preparation program with the 

required grades in relevant English subjects 

or, 

iii. a completed AQF diploma /advanced diploma 

(or equivalent) from a recognised institution, 

or 

iv. at least one year of full-time study (or part-

time equivalent) in a recognised bachelor’s 

degree or other approved higher education 

qualifications. 

The above studies must be undertaken in English within 

five years of the date on which students will commence 
their course, in an English-speaking country as listed 

below: 

American Samoa, Australia, Botswana, Canada (excluding 

Quebec), Fiji, Ghana, Guyana, Ireland, Jamaica, Kenya, 

Lesotho, Liberia, New Zealand, Nigeria, Papua New Guinea, 

Samoa, Singapore, Solomon Islands, South Africa, Tonga, 

Trinidad and Tobago, United Kingdom (including Northern 

Ireland), United States of America, Zambia or Zimbabwe. 

If students have completed studies in a different 

country, they can prove their proficiency through 

satisfactory achievement in: 

Undertaken higher education (tertiary) studies in 

English 

i. at least one year of full-time (or equivalent 

part-time) tertiary study in a recognised 

bachelor’s degree or other approved 

tertiary qualifications, within five years of 

the date on which students will commence 

their course, in one of the following English-

speaking countries: 

American Samoa, Australia, Botswana, Canada 

(excluding Quebec), Fiji, Ghana, Guyana, Ireland, 

Jamaica, Kenya, Lesotho, Liberia, New Zealand, Nigeria, 

Papua New Guinea, Samoa, Singapore, Solomon 

Islands, South Africa, Tonga, Trinidad and Tobago, 

United Kingdom (including Northern Ireland), United 

States of America, Zambia or Zimbabwe. 

If students have completed studies in a different 

country, they can prove their proficiency through 

satisfactory achievement in: 

i. a three-year undergraduate degree, or 

ii. one-year of a postgraduate degree 

conducted entirely in English, including all 

teaching, assessments, and examinations. 

The above studies must be undertaken in English 

within five years of the date students will 

commence their course.  

https://www.aqf.edu.au/
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i. a completed and recognised secondary 

education (high school) qualification 

undertaken in English, such as the Cambridge 

GCE Advanced Levels and International 

Baccalaureate diploma, or 

ii. a completed and recognised 

foundation/preparation program with the 

required grades in relevant English subjects or 

iii. at least one year of full-time study (or part-

time equivalent) in a recognised bachelor’s 

degree or other approved higher education 

qualifications, where the instruction for studies 

(teaching, assessment and examination) was 

entirely in English in approved countries and/or 

institutions, assessed on a case-by-case basis by 

the Institute. 

The above studies must be undertaken in English within 

five years of the date on which students will commence 
their course.  

 

b. Other tests of English language may also be used to satisfy the English language requirement. 

The table below presents the equivalence of different tests acceptable scores for CIM 

admission. 

 

TEST Undergraduate Programs Graduate Programs 

IELTS 6.0 (or better) (no component lower than 

5.5) 

6.0 (or better) (no component lower 

than 6.0) 

TOEFL (paper-based) 550 (or better) (with minimum test of 

written English score of 4.5) 

550 (or better) (with minimum test 

of written English score of 5) 

TOEFL (electronic) 213 (or better) 

(with essay rating of at least 4.5) 

213 (or better) 

(with essay rating of at least 5) 

TOEFL (internet-based) 80 (or better) 

(with 19 minimums in all bands) 

80 (or better) 

(with 20 minimums in all bands) 

Pearson (PTE Academic) 50 (or better) (with no communicative 

score 

lower than 50) 

50 (or better) (with no 

communicative score 

lower than 50) 
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4.3.5 Mature Age Admission Arrangements 

The Institute provides the following alternative admission pathway applicants who do not meet 

the academic admission requirements specified above: 

a. Mature aged applicants who are 21 years or over and who do not qualify for admission on 

the basis of formal educational attainment alone, may apply for admission as Mature Aged 

Applicants. 

b. The Institute recognises that preparation for tertiary study is not restricted to formal 

educational attainment and that valuable intellectual and skills development can be gained 

through wide ranging experiences and informal study. Each applicant’s case is considered on 

its merits on the basis of evidence of achievement and of their interest in and capacity to 

work in the broad field of their chosen field of further study. 

 

c. To be considered under the Mature Aged Admission category, an applicant must be 21 years 

of age or over by 1 January (for February entry) or by 1 June (for July entry) in the year of 

commencement of their proposed program. An application in this category is considered 

for admission based on an assessment of work experience and personal competencies. The 

applicants should ensure that the following information (where relevant) is included in their 

application: 

i. details of formal education including level reached, state/country, year, subjects 
and results; 

ii. details of other study, training or development courses attempted or 
completed since leaving school; 

iii. work experience; 

iv. details and proof of membership and affiliations with recognised professional 
and semi-professional bodies. 

4.3.6 Alternative Admission Arrangements 

The Institute's admissions principles and processes consider equity and access considerations 

through the provision of alternative entry admission arrangements. Consistent with this 

principle, the Institute's Academic Board may approve admissions arrangements for purposes 

such as: 

a. encouraging and assisting Aboriginal and Torres Strait Islanders students to enroll into CIM 

program of study; or 

b. providing access to the educationally or socially disadvantaged; 

c. addressing the under-representation of designated subgroups. 

The Institute monitors academic progress and provide appropriate learning support to students 

admitted under any scheme which is based on equity and access. 

4.3.7 Eligibility Does Not Constitute Selection 

Eligibility for admission does not constitute selection for admission and does not guarantee an 

offer of a place in a program. 

 

4.4 Selection for an Offer 

4.4.1 Selection of Applicants into a Program of Study 

a. Only applicants who meet the prescribed entry requirements may be selected for an 

offer of a place in a program. 

b. Selection of applicants for an offer is be based on merit and complies with the fairness 

requirements of the Higher Education Support Act 2003. 
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c. Notwithstanding this, the educational disadvantages that an applicant has experienced 

may be taken into account in making a selection. 

d. Consistent with this principle, special consideration may be given, where appropriate, to 

applicants from rural and remote areas and from other situations of educational 

disadvantage. 

e. Applicants whose educational achievements may have been compromised or 

disadvantaged by external factors can apply for special consideration for entry into a 

program of study. 

4.4.2 Assessment of Merit 

Subject to any adjustment for special consideration, is assessed using any, or all, of the 

following: 

a. previous academic results; 

b. written submission; 

c. portfolio presentation; 

d. interview. 

The criteria to be used is specified by the Teaching and Learning Committee for each 

program. 

4.4.3 Verification of claimed academic credentials 

The Institute undertakes the following procedures to verify an applicant’s academic 

credentials and the status of the awarding institution: 

a. sighting of the original testamur including the academic transcript; or 

b. sighting of a certified copy of the original testamur and academic transcript (both 

documents must be signed by a certified official such as a Justice of the Peace). 

If there exists any doubt about the authenticity of the academic credentials and/or the 

status of the awarding institution, the Institute: 

c. contacts the institution in question to verify that the applicant is a graduate of that 

institution and substantiates with the institution that the academic transcripts of the 

individual are authentic; and/or 

d. contacts the relevant regulatory authority to verify the accreditation status of the 

institution in question. 

Applicants with international qualifications are requested to verify their credentials through 

the National Office of Overseas Skills Recognition (NOOSR) and present a Qualification 

Recognition Report. 

 

4.5 Formal Offer of Admission 

Offers to successful applicants are made from the Admissions office via email, post or phone. The 

applicant also receives an official ‘Letter of Offer’. Expiry dates for offers may be specified at the 

discretion of the Institute. 

 

4.6 Revocation of an Offer 

An Offer of Admission may be revoked if: 

a. the program into which entry is sought has filled its allocated quota of students or reached its 

maximum capacity; 

b. the applicant is shown to have provided false or misleading information in relation to the 

application; 
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c. the applicant fails to meet any prerequisite or other entry requirements for the program that 

they have applied for. 

 

4.7 Acceptance of Offer of Admission 

On receipt of a formal offer of a place in a program, an applicant either: 

a. accept the offer within 30 days; 

b. apply to defer commencement for up to 12 months; 

c. decline the offer; 

d. take no action, in which case the offer lapse after 30 days. 

To accept an offer, an applicant must comply with any specified instructions and deadlines. Students 

who defer their admission, must be advised that tuition fees are subject to change. 

 

4.8 Admission 

a. If an offer of a place in a program is accepted in accordance with the specified instructions and by 

the specified deadline, the applicant is admitted to the program. 

b. This Policy requires all students to be responsible for keeping a copy of the written agreement and 

receipts of any payments of tuition fees or non-tuition fees made to the Institute. 

 

4.9 Enrolment 

4.9.1 Enrolment in Courses 

a. Once admitted to a program, the student is required to enrol in courses that form part 

of the program in accordance with procedures prescribed by the Campus Director & 

Dean. 

b. Enrolment into a course is conditional upon satisfying all prescribed academic and other 

requirements for the course and for the program of which it forms a part. 

c. Where courses are electives or optional (including optional to be taken in a particular 

study period), enrolment is at the discretion of the Program Director. A student may be 

refused enrolment in a course if that course has reached its maximum capacity. 

d. Admitted students are entitled to enrol in courses that form a required part of the 

program subject to having completed any required prerequisites. 

4.9.2 Refusal of Enrolment 

A student who has not enrolled by the specified deadline may be refused enrolment in a 

course. 

Also, where it is considered to not be in the best interest of a student, the student may be 

refused enrolment in a course. An example is where a reduced study load is recommended 

or directed as part of an early intervention for improved academic performance. 

4.9.3 Student must be enrolled at the Institute to gain access 

A student may only attend classes, gain access to teaching materials and resources, and use 

the Institute’s Library if the Institute has received the student’s tuition fees by the census 

date. 

4.9.4 Enrolment to be in courses that form part of program 

Unless approved by the Program Director, a student admitted to a program can enrol only 

in courses that meet the program requirements, i.e. which are able to be credited towards 

completion of the award. 
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4.9.5 Withdrawal of Enrolment 

a. A student may withdraw their enrolment in a course without penalty up to the dates 

prescribed and published by the Institute. 

b. A student who wishes to withdraw their enrolment from all courses and intends to 

return to their program of study at a later date, must submit an Application for Leave of 

Absence in order to retain their right to re-enrolment. 

c. A student withdrawing their enrolment without approved Leave of Absence, who later 

wishes to be readmitted to their program of study or admitted to a different program, 

is not guaranteed admission. The student is required to submit a new application for 

admission. 

 

5. Refusal of Admission 

5.1 Irrespective of eligibility or any other provision in this Policy, the Institute may refuse an application 

for admission from any applicant on any one of the following grounds: 

a. the applicant has provided false or misleading information to the Institute; 

b. the applicant has been found guilty of serious misconduct as a student previously enrolled with 

the Institute or at another higher education provider; 

c. the applicant is considered to be a potential danger to other students and/or staff; 

d. the presence of the applicant at the Institute is considered to be potentially detrimental to the 

wellbeing of other students and/or staff; 

e. the presence of the applicant at the Institute is considered to be potentially detrimental to the 

reputation and image of the Institute; 

f. any other reasonable grounds. 

5.2 The Institute takes into account the nature of the concern and the length of time that has elapsed since 

any behaviour occurred giving rise to the concern. 

5.3 In all cases, the applicant has the right to lodge an appeal against the decision to refuse admission. 

6. Supplementary Fees 

The Institute charges supplementary fees for some services offered. The Schedule of Supplementary Fees 

is published on the Institute’s website and prospectus. In addition, students are made aware of 

supplementary fees during New Student Orientation Session. Those service are: 

 

Supplementary Fees 

Enrolment fee Re-issue of CoE after Cancellation 

Late payment fee Overseas Student Health Cover (OSHC) 

Change of course fee Late fee for the late return of items on loan from the 

library 

Re-issue of Student Card Credit card surcharge 

Re-issue of Academic Transcript and 

Testamur/Certificate 

Graduation ceremony – (eg. Gown hire) 

 

Reassessment, deferral of studies and/or verification process of admission application documents will not 

be charged. 

Fees are reviewed annually and may be subject to change. Students should refer to the Institute’s website 

for updated information. 
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7. Appeals 

7.1 A student may appeal against a decision made under this Policy. The grounds for appeal are that the 

decision is inconsistent with this Policy. 

7.2 Appeals must be made in writing and lodged with the Student Support Manager within five (5) working 

days of the student receiving written notification of the decision. 

7.3 The Institute responds in writing to the appeal within ten (10) working days of receipt of the appeal 

and confirms or vary the decision. 

7.4 All decisions in regard to admissions appeals are reported to the Teaching and Learning Committee. 

7.5 If a student remains dissatisfied with the outcome of their appeal, they may use the Institute’s grievance 

handling procedures as outlined in the Student Grievance Management Policy. 


