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TEQSA Provider ID PRV14320 
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Distribution All stakeholders  
Purpose Apex Higher Education (AHE) has a Policy and Procedure to 

inform the selection and admission of AHE students into its 
courses. 

Scope Applies to all AHE staff and prospective AHE students 

 

1. Policy Statement concerning AHE Student Admission 

1.1 All applicants seeking to apply to Apex Higher Education (AHE) are treated fairly, consistently and 

equitably irrespective of their educational background, entry pathway, mode or place of study. AHE 

has open, fair, clear and transparent procedures that are based on clearly defined admission 

criteria for making decisions about the selection of students. 

1.2 Students are selected on merit based on the published criteria. AHE will also ensure that 

throughout the process of selection and admission, applicants are treated courteously, 

expeditiously and without discrimination.  

1.3 Specific consideration will be given to the recruitment of students from disadvantaged 

backgrounds, Aboriginal and Torres Strait Islanders, and persons from disadvantage or lower 

socioeconomic status backgrounds. 

1.4 Admission criteria and application procedures are published in the AHE website and AHE Bachelor 

of Business Course Guide. The AHE website is reviewed regularly and updated so that it contains 

the official and current version of AHE information to ensure admission information is correct and 

comprehensive. 

1.5 All students must be 18 years of age or over at the time that they commence the course for which 

they have applied. 

1.6 To gain admission to a course at AHE, an applicant needs to fulfil AHE’s: 

• General Academic Admission Criteria or Alternative Academic Admission Criteria, and 

• English Language Requirements for Admission, and if relevant 

• Additional Specific Course Admission Criteria for the course the student wishes to enrol in. 
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2. Admission Criteria 

 

2.1 General Academic Admission Criteria  
 

2.1.1 To satisfy the general academic requirements for admission to a course at AHE, applicants must 

meet at least one of the following entry requirements: 

• Successful completion of Year 12 or equivalent with a minimum ATAR of 65 or equivalent; or 

• Successful completion of an equivalent secondary qualification either interstate or overseas; 
or 

• Satisfactory completion of an accredited Tertiary Preparation Program or a Foundation Year 
Program offered by an Australian university that would enable students to gain entry to an 
Australian university; or 

• Satisfactory completion of one year of accredited full-time study at a registered institute of 
tertiary education at AQF level 4 or above; or 

• Admission to an undergraduate degree at an Australian university. 
 

2.1.2 Alternative Academic Admission Criteria for applicants who do not meet the General Academic 

Admission Criteria 

a) Applicants who are 21 years of age or over who have not completed Year 12 or its 
equivalent may fulfil the academic admission criteria through one of the following entry 
requirements: 

• Successful completion of a Special Tertiary Admissions Test administered by a tertiary 
admissions centre; or 

• Submission of a portfolio of prior and current academic and /or professional work. 

b) The processes used to monitor the progress of students enrolled under the Alternative 
Academic Admission Criteria include: 

• Monitoring of the student’s progress by the Course Coordinator at the end of each 
study period in the first year of the student’s enrolment;  

• A “Review of Student Progress” meeting between the student and the Course 
Coordinator at the end of the first year of the student’s enrolment. 

 
2.2 General English Language Requirements for Admission  

Overseas students whose first language is not English must demonstrate competency in the English 

Language.  Please refer to the AHE English Language Requirements for Admission. 

2.3 Additional Specific Course Admission Criteria  

In addition to the General Academic Admission Criteria stipulated above, individual courses may have 

additional admission requirements specified in the course admission specification which applicants are 

required to meet to demonstrate their capacity for success in the course.  These may include, but are 

not limited to: 

• Specific studies (e.g. English or mathematics at a specified level); 

• Attendance at interviews; 

• Presentation of folios; and/or 

• Submission of supplementary information forms. 
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Additional course admission specifications will be published in AHE’s Course Guide and the AHE 

website. The AHE website is regularly reviewed and updated so that it contains the official and current 

version of AHE information to ensure admission information is correct and comprehensive. 

2.4 Applying for Recognition of Prior Learning 

a. An application for credit for prior learning must be made on the appropriate form at the time 
the student applies for admission to AHE.  Please refer to the Credit for Recognition of Prior 
Learning Application Form. The application should be accompanied by sufficient documentary 
evidence to support the application.  

b. Completed applications will be undertaken by the Course Coordinator, who will advise the 
applicant in writing of the result of their application within 10 working days. The student will be 
notified in writing of the decision for the student to accept, including as relevant, a reduced 
number of units the student may need to study to gain the qualification; 

c. A record of any credit granted (including any reasons for not giving credit) will be signed by the 
Course Coordinator and placed on the student’s file. All records relating to the student’s 
application for credit including copies of documents to support the application will be kept for 
two years on student file in the student management system after the student ceases to be an 
enrolled student. 

d. Where credit is granted before the issue of a visa, the actual course duration in the COE issued 
to the student will be reduced to reflect the shorter course duration. The student will be 
notified in writing concerning the reduced number of units the student may need to study to 
gain the qualification; the impact on the course duration; the impact on the eCOE; and the 
reduced tuition fees payable.  

e. Where credit is granted after the issue of a visa, AHE will report the change of course duration 
via PRISMS and issues a new eCOE. The student will be notified in writing concerning the 
reduced number of units the student may need to study to gain the qualification; the impact on 
the course duration; the impact on the eCOE; and the reduced tuition fees payable.  

 

3. Actions and Responsibilities: Admissions Procedure 

3.1 Assessment of Admission Applications and verification of evidence 

3.1.1 Applications for admission to AHE shall be made on the prescribed AHE Application for 

Admission Form and lodged in the manner prescribed on the Form. This includes submitting 

acceptable evidence that they meet the published entry criteria for their chosen course. An 

original or certified copy of documentation must be provided and sighted by the Admissions 

Officer. 

3.1.2 All applications for admission to a course will be assessed by a qualified Admissions Officer. All 

applications and their assessment will be validated by the Registrar. Where there is any doubt 

about an applicant’s ability to successfully undertake the course, then the applicant will be 

interviewed by the Course Coordinator or their delegate before a final decision on the admission 

of the applicant is made.  

3.1.3 Specific consideration will be given to the recruitment of students from disadvantaged 

backgrounds, Aboriginal and Torres Strait Islanders, and persons from disadvantage or lower 

socioeconomic status backgrounds. 

3.1.4 Qualifications submitted in a language other than English must be accompanied by a certified 

official translation. 
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3.1.5 Where there is any doubt about the authenticity of any documentation provided, the 

Admissions Officer may correspond with the issuer of the document and make relevant 

enquiries. 

3.1.6 Applicants applying under this Alternative Academic Admission Criteria will be required to 
attend an interview with the Course Coordinator (or their delegate) to assess the applicant’s 
capacity for higher education studies. The applicant should submit a portfolio of prior and 
current academic and professional work prior to the interview to assist in the assessment 
process. The criteria used by the Course Coordinator (or their delegate) when selecting 
applicants to a course under special / alternative academic admission criteria include: 

• The capacity to pursue tertiary studies; 

• Motivation to pursue tertiary studies in the discipline of the chosen course; 

• Demonstrated potential for academic studies based on the applicant’s portfolio;  

• Relevant professional and industry experience.   

3.1.7 The process for assessing applications is described in Appendix 1: Process for assessing an 

applicant’s admission criteria; the forms required are outlined in Appendix 2: Forms Required 

in the Admissions Process 

 

3.2 Offers 

3.2.1 Based on the documentation provided and subject to the applicant meeting the Admissions 

Criteria, a written offer of a place in the course will be made to the applicant via an AHE Letter 

of Offer and Student Written Agreement. Any conditions of the offer will be clearly specified in 

the AHE Letter of Offer and Student Written Agreement. 

 

3.2.2 The offer of a place in a course will include the following information as part of the AHE Letter of 

Offer and Student Written Agreement: 

• All charges and fees associated with the applicant’s proposed studies as known at the time and 
advice on the potential for changes in charges and fees during their studies;  

• Arrangements and potential eligibility for credit for prior learning; 

• Details on changes to or withdrawal from an offer, acceptance and enrolment, tuition protection 
and refunds of fees and charges;  

• Details of any requirements specific to the course. 
 

3.3 Acceptance 

Applicants accept the offer of a place in the course by signing and returning a copy of the AHE Letter of 

Offer and Student Written Agreement as directed. Once an offer is accepted, the applicant is enrolled 

in their chosen course and sent a Confirmation of Enrolment (COE) with details about the course and 

arrangements for student orientation. 
 

3.4 Cancellation of enrolment 

3.4.1 A student’s enrolment may be cancelled if statements made in the admission application are 

shown to be false.   

3.4.2 A student shall be deemed to be no longer enrolled in a course if the student has been excluded 

on academic or disciplinary grounds. 
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3.5 Appeals 

3.5.1 An applicant may appeal against a decision to refuse admission to a course.  The grounds for 

appeal are that the decision is inconsistent with this Policy and Procedure.  Appeals must be made 

in writing and lodged with the CEO/ Executive Dean within ten working days of the applicant 

receiving written notification of the decision to refuse their application.   

3.5.2 The CEO/ Executive Dean will respond in writing to the appeal within twenty working days and 

may confirm or vary the decision.  The CEO/Executive Dean will provide a report concerning 

admissions each study period for consideration by the Academic Board. 

• If an applicant remains dissatisfied with the outcome of their appeal against a decision to refuse 
admission to a course, they may refer their complaint to the Ombudsman. Refer to the AHE 
Student Grievance, Complaint and Appeal Procedure. 

 
5. Dissemination and Publication:  

This Policy and Procedure will be published in the AHE website and accessible to all students 
through their student portal.  Students will also be advised of this Policy and Procedure during 
Orientation in the AHE Student Handbook, and the AHE Bachelor of Business Course Guide. 

 
6. Relevant Legislation and Benchmarking Documents 

• AQF Qualifications Pathways Policy 
https://www.aqf.edu.au/sites/aqf/files/aqf_pathways_jan2013.pdf 

• Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) 
https://cricos.education.gov.au/ 

• Department of Home Affairs  https://www.homeaffairs.gov.au/ 
(Previously Department of Immigration and Border Protection (DIBP)) 

• Education Services for Overseas Students Act 2000 
https://www.legislation.gov.au/Details/C2017C00292 

• National Code of Practice for Providers of Education and Training to Overseas Students 2018 
https://www.legislation.gov.au/Details/F2017L01182 

• TEQSA National Register https://www.teqsa.gov.au/national-register/provider/apex-institute-
higher-education-pty-ltd,   

• Higher Education Standards Framework (Threshold Standards) 2021 
(Refer to Higher Education Standards Panel) https://www.dese.gov.au/higher-education-
standards-panel-hesp/higher-education-standards-framework\ 
 
 

7. Related Documents 

• Bachelor of Business Course Guide 

•    AHE Letter of Offer and Student Written Agreement  

•    AHE Student Handbook 

•    AHE Website (Please refer to the temporary AHE Website https://apex-h.pagecloud.com/) 

• AHE English Language Requirements for Admission 

• AHE Student Grievance, Complaint and Appeal Procedure 

• AHE Staff Employment, Review and Professional Development Procedure 

• AHE Overseas Students Fees Payment Policy and Procedure 

•    AHE Overseas Students Fees Refund Policy and Procedure 

• AHE Credit for Recognition of Prior Learning Procedure 

https://www.aqf.edu.au/sites/aqf/files/aqf_pathways_jan2013.pdf
https://cricos.education.gov.au/
https://www.homeaffairs.gov.au/
https://www.legislation.gov.au/Details/C2017C00292
https://www.legislation.gov.au/Details/F2017L01182
https://www.teqsa.gov.au/national-register/provider/apex-institute-higher-education-pty-ltd
https://www.teqsa.gov.au/national-register/provider/apex-institute-higher-education-pty-ltd
https://www.dese.gov.au/higher-education-standards-panel-hesp/higher-education-standards-framework/
https://www.dese.gov.au/higher-education-standards-panel-hesp/higher-education-standards-framework/
https://apex-h.pagecloud.com/
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• AHE Student Academic Progression Procedure  
 
Version Control and Approval 

Version Person Responsible and Action Taken Date Approved by 

2022.1 CEO/ Executive Dean: PRV and CRICOS Code inserted  20 Jan 2022 CEO/ Executive 
Dean 

2021.1 CEO/Executive Dean: Inserted sections of the Credit for prior 
learning policy concerning course duration for credit of prior 
learning.  

26 August 
2021 

Board of Directors 

2018.3.1 CEO/Executive Dean: Formatted document 14 Nov 2018 CEO/ Executive 
Dean 

2018.3 CEO/Executive Dean: Appendix 2 added to the admissions process 
to show what Forms are required at every stage. 
Externally reviewed by Prof J Edwards 30 Oct 2018 

13 Sep 2018 Board of Directors 
minutes 

2018.2.1 CEO/Executive Dean: Included specific consideration will be given 
to the recruitment of students from disadvantaged backgrounds 

30 July 2018 Academic Board 
Minutes 

2018.2 CEO/Executive Dean: amended based on Academic Board Minutes:  
refer to the AHE English Language Requirements for Admission; 
procedure moved to later sections, ATAR is set at 65; 3 criteria 
required for admissions; applicants can appeal further to the 
Ombudsman. 

25 June 2018 Academic Board 
Minutes 

2018.1 CEO/Executive Dean: Created the Policy and Procedure  7 March 2018  
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Appendix 1: Process for assessing an applicant’s admission criteria 

 

Admissions Officer 

Initial assessment (refer to Appendix 2) 

 Create application file 

 Check documentation is complete 

 Request any documentation outstanding from applicant 
 

When application is deemed complete … 

 Assess application against entry requirements 

 Assess English proficiency (if applicable) 

 Check student is 18 years or older (if applicable) 

 Refer application to Course Coordinator in the case of certain admissions categories 

 Verify documentation where appropriate 

 If required, arrange interview/audition 

 

Registrar 

Advise outcome of application 

Application successful: 

 Make written offer of place in the course 

 Send Enrolment Package to applicant 

 Finalise documentation 
 

Application unsuccessful: 

 Advise applicant of outcome of application and right to appeal decision 
 

Course Coordinator  

Special assessment/validation 

 Assessment under special category required? 

 Assessment by Admissions Officer validated 

 Application approved 

 Application not approved 

Admissions Officer 

Completed Application Form and associated documentation are received 

Includes: 

 Completed Application Form 

 Original or certified copies of evidence to demonstrate applicant meets entry requirements 

 Certified evidence of date of birth 

 Copy of passport details (for overseas students) 

 Copy of English language test/evidence English language proficiency (if applicable) 
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Appendix 2:  Forms Required in the Admissions Process 

DOMESTIC APPLICANTS 

STEP  Form for Student AHE Internal Form 
Step 1: 
 

Download and complete AHE’s Application Form. Scan the 
completed form and return to: admissions@ahe.edu.au 
Applicants should note that AHE will need to receive original or 
certified copies of evidence to demonstrate that you have met 
the entry requirements. This includes: 

• Certified evidence of date of birth.  

• Evidence that you have met the General Academic 

Admissions Criteria or Alternative Academic Admissions 

Requirement.  

AHE Student Application for Admission 
Form 

 
AHE Student Admission Form 

 

Step 2: 
 

AHE will review your application. All applications are 
competitively assessed. Competitive domestic applicants who 
meet the admissions criteria will receive a letter of offer and 
agreement. 
 

 AHE Student Admission Checklist 
(student will be contacted by an 

AHE Admissions Officer) 

Step 3: 
 

If application is approved, an AHE Letter of Offer and Student 
Written Agreement is sent to the student. Student is to accept 
the offer by signing the Letter of Offer and Agreement. Scan the 
whole completed form, and return to: admisions@ahe.edu.au. 
 

AHE Letter of Offer and Student Written 
Agreement 

 

Step 4: Following receipt of the completed AHE Letter of Offer and 
Student Written Agreement, an  AHE Admissions Officer will 
contact you for your Orientation and begin the enrolment 
process. 
 

AHE Letter of Enrolment  

Step 5: Turn up for Orientation and classes! 
 

  

 

  

mailto:admissions@ahe.edu.au
mailto:admisions@ahe.edu.au
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OVERSEAS APPLICANTS 

STEP  Form for Student AHE Internal Form 

Step 1: 
 

Download and complete AHE’s Application Form. Scan the completed 
form and return to: admissions@ahe.edu.au 
Applicants should note that AHE will need to receive original or certified 
copies of evidence to demonstrate that you have met the entry 
requirements. This includes: 

• Copy of passport details (for overseas students) 

• Copy of English language test/evidence of English language 

proficiency (if applicable).  

• Evidence that you have met the General Academic Admissions 

Criteria or Alternative Academic Admissions Requirement. 

Overseas applicants will also need to complete the Student Screening 
Form; or Get in contact with one of AHE’s pre-approved agents. A list of 
our pre-approved agents can be found here (link).  
 

AHE Student Application for 
Admission Form 

 
AHE Student Admission Form 

 

Step 2: 
 

AHE will review your application. All applications are competitively 
assessed. If the overseas applicant meets the admissions criteria, an AHE 
Admissions Officer will contact the overseas applicant to discuss the 
information provided in the Student Screening Form.  

 AHE Student Admission Checklist 
(student will be contacted by an 

AHE Admissions Officer) 
 

Step 3: 
 

If satisfactory, the overseas applicant will receive a AHE Letter of Offer 
and Student Written Agreement and a Financial Capacity Declaration 
Form to complete. 

AHE Letter of Offer and Student 
Written Agreement 

 
AHE Student Admission Finance 

Declaration Form 

 

Step 4: Accept the offer by signing the AHE Letter of Offer and Student Written 
Agreement. Scan the whole completed form and return to 
admisions@ahe.edu.au. Scan the completed Financial Capacity 
Declaration Form and all required documentation and return to: 
admissions@ahe.edu.au.  
 

  

Step 5: An AHE Admissions officer will review the Financial Capacity Declaration 
Form and the provided evidence to ensure that the information disclosed 

AHE Letter of Enrolment  

mailto:admissions@ahe.edu.au
mailto:admisions@ahe.edu.au
mailto:admissions@ahe.edu.au
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STEP  Form for Student AHE Internal Form 

is accurate. If satisfied, AHE issue a Confirmation of Enrolment (COE) to 
the student.  
 

Step 6: Following receipt of their COE, overseas student must apply for a student 
visa. Information on how to apply for a visa can be found here 
(https://www.homeaffairs.gov.au/trav/stud) 
 

eCOE  

Step 7: Once you have received your visa, scan the visa to 
admisions@ahe.edu.au.   An  AHE Admissions Officer will contact you for 
your Orientation and begin the enrolment process. 
Plan your trip to Australia! 
 

AHE Orientation Information  

Step 8: Turn up for Orientation and classes! 
 

  

 

 

 

 

mailto:admisions@ahe.edu.au

