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1.0 PURPOSE 
 
This policy establishes a framework for the assessment and administration of the Overseas Higher Education Loan 
Program (OS-HELP) at Victoria University that is compliant with the requirements as set in the Higher Education 
Support Act 2003 (HESA).  
 
This policy ensures transparency and clarity of the approach adopted by Victoria University and ensures that the 
Victoria Abroad Unit within Victoria University International has responsibility for the policy  
 
 
2.0 BACKGROUND 
 
The HESA legislation ensures that from 2005, financial assistance is provided to eligible Commonwealth 
Supported, Higher Education students who undertake part of their undergraduate course of study overseas.   
 
OS-HELP is part of a suite of loans introduced through HESA.  OS-HELP assistance may be used to cover 
expenses associated with the overseas study, such as airfares, accommodation and other travel or settling 
expenses.  Assessment of applications is undertaken by the University directly under general eligibility criteria as 
determined by HESA.  In addition, the University has direct responsibility for the cash disbursement of moneys to 
approved recipients.  Student loan payment funds are provided directly to Victoria University by -DEEWR on an 
annual basis.   
 
 
3.0 DEFINITIONS 

 
3.1  DEEWR 
Department of Education, Employment and Workplace Relations 
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3.2 EFTSL 
Equivalent Full Time Student Load 
 
3.3 Full time Study Load 
The standard Victoria University enrolment is 0.5 EFTSL per teaching period.  A student enrolled for Units of Study 
totaling a minimum of seventy-five per cent or more (i.e. 0.375 EFTSL or more) of the standard full-time course 
load is considered to be undertaking a full time study load for that teaching period.  
 
3.4 HECS 
Higher Education Contribution Scheme 
 
3.5 OS-HELP 
Overseas Higher Education Loan Program 
 
3.6 Higher Education Provider (HEP) 
A body corporate, such as Victoria University, approved under HESA to provide education and/or conduct research 
in the Higher Education sector. 
 
3.7 Home Institution 
The accredited institution where the student is enrolled to complete the degree award.  For the purpose of this 
procedure the Home Institution is Victoria University. 
 
3.8 Host institution/ organisation 
The institution or organization where the Student Exchange program, Study Abroad program or Study Tour is 
undertaken. 
 
3.9 Teaching Period 
Teaching period refers to a period of teaching during the academic year and includes an assessment period.  For 
the majority of Victoria University courses, study is normally held during two teaching periods (previously referred to 
as semesters) in any one calendar year.   
 
3.10 Student Exchange 
Refers to approved study taken outside Australia at an institution where Victoria University has a formal agreement 
for Student Exchange. 
 
3.11  Study Abroad 
Refers to approved study undertaken outside Australia at an institution  or an organization where Victoria University 
does not have a formal agreement for student exchange. 
 
3.12  Study Tour  
Refers to a period of accredited study undertaken outside Australia of less than a semester in length. 
 
3.13 Undergraduate Award Course 
An undergraduate course of study leading to a higher education award (Students that are enrolled in an enabling or 
non-award program are not eligible to apply for OS-HELP assistance). 
 
3.14 Commonwealth Supported Student 
A Higher Education student undertaking studies where the Commonwealth makes a financial contribution towards 
the cost of the course of studies. 
 
3.15 Domestic Student 
Australian citizen or holder of permanent visa studying onshore (i.e. locally) at Victoria University.   
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3.16 HESA 
The Higher Education Support Act 2003 (replaces the Higher Education Funding Act 1988) is the overarching 
Commonwealth legislation for Higher Education Providers, such as Victoria University. 
 
3.17 CAN 
A Commonwealth Assistance Notice provides students with enrolment and fee information for each semester of 
study. 
  
3.18 Student 
Any person enrolled or provisionally enrolled in a Unit of Study taught by the University or jointly with another 
institution/organisation.  
 
3.19 Student Contribution 
Financial contributions made by Higher Education students in Commonwealth Supported places towards the cost 
of their study. 
 
3.20 Victoria Abroad 
A unit located within Victoria University International that manages the exchange programs and Study Abroad 
programs and OS-HELP selection and administration for the University. 
 
3.21 EFT 
Means Electronic Funds Transfer  
 
 
4.0 KEY WORDS 

 
OS-HELP 
Commonwealth Supported Student 
 
 
5.0 POLICY 

 
This policy overviews the assessment and administration of the OS-HELP loan program at Victoria University.  
Victoria University International manages all aspects of the assessment, selection and administration of 
applications.  Finance arranges for the EFT to the student and the recording of information on VUSIS.  The 
following Guiding Principles have been established for the administration of this policy. 

 
1. Compliance with HESA 
OS-HELP loan applications are to be assessed in full compliance with the eligibility requirements of HESA.   
 
2. Transparent University Selection Criteria 
In addition to HESA selection criteria, applications will need to address Victoria University criteria.  The 
University criteria must be visible and understood by the University community. 
 
3. Administrative Efficiency 
All OS-HELP loan applications will be processed to the highest level of administrative efficiency to enhance 
a student’s overseas studies experience. 
 
4. Appeal Process  
Unsuccessful students will be able to access an appeals process. 
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6.0 PROCEDURES 
 

In broad terms, the OS-HELP administration process can be broken into three stages:  
(i) Application process, 
(ii) Selection process,  
(iii) Disbursement of loan payments. 

 
Detailed information about the Os-Help administration process is available online at: 
http://www.vu.edu.au/International/Student_Exchange/ 
 
6.1.  Application Process 
 
The application process requires students to formally apply to their home institution for OS-HELP assistance 
(appropriate eligibility criteria is outlined in Section 6.2) for overseas study at an approved host institution.  The 
process is reliant on students completing an electronic application form, which is located on the University’s web 
site. http://www.vu.edu.au/current-students/student-exchange-program/exchange-loans-and-scholarships  Students 
must also submit the OS-HELP Debt Confirmation form .  A copy of the application and OS-HELP debt confirmation 
form is attached in 14.1.  All accepted forms are to be fully completed, signed by the student (applicant).  
 
6.2.  Selection Process 
 
The selection process is divided into two stages: (i) Commonwealth eligibility criteria as outlined in HESA (copy of 
HESA guidelines relating to OS-HELP is attached in 14.3); (ii) Institutional specific criteria and selection (a copy of 
VU criteria for selection is attached in 14.4).  To be entitled to OS-HELP assistance, these criteria must be met.  
Thereafter is based on acceptance into the Victoria Abroad Exchange program or the relevant Study Tour program 
or Study Abroad program by the approved host institution. 
 
6.3. Disbursement of Loan Funds 
 
Victoria Abroad staff assess the OS-HELP Loan applications in accordance with the criteria outlined in 6.2 
Selection Process and approve those applications that meet the criteria. Successful loan applications will be 
forwarded to Finance for processing and to update the OS-HELP loan details on VUSIS/Finance One.  
Documentation will include the loan application, the student’s banking details and a completed Debt Confirmation 
form. The Victoria Abroad Unit will forward the blue copy (original) of the Debt Confirmation form to the ATO, the 
green (duplicate) to the student and Finance will retain the white (triplicate). Finance will do an EFT to the student’s 
bank account within 7 working days after receipt of the documentation and record the EFT transaction number and 
other relevant details on VUSIS against the Student ID. 
 
OS-HELP recipients undertaking overseas study during semester 1 or semester 2 of the Victoria University 
academic year will receive a Commonwealth Assistance Notice (CAN) from the Fees Unit within 28 days after 
census dates. Victoria Abroad will notify the Fees Coordinator directly about those students undertaking study for 
alternative periods, so that a CAN is generated for such students. 

 
 
7.0 CONGRUENCE WITH LEGISLATION AND RELATED POLICIES 
 
The policy is consistent with directions in HESA and aligned to the University Strategic Plan. 
 
 
8.0 ACKNOWLEDGEMENT 
 
This policy was developed in line with policies at other Australian higher education institutions.   
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9.0 CONSULTATION 
 
The policy was formulated by the Manager Victoria Abroad in consultation with staff in Finance and Student 
Administration and practitioners in other Higher Education institutions charged with the responsibility of managing 
the OS HELP loan scheme. 
 
10.0 REVIEW 
 
The policy is to be reviewed in July 2012. 
 
11.0 ACCOUNTABILITIES 
 

11.1 RESPONSIBILITY 
 

Victoria University International is responsible for the implementation of this policy. The responsible 
positions are as follows: 
 
Victoria University International: 
Vice-President (International)  
Director Victoria University International 
Manager, Victoria Abroad 
 
Victoria University: 
Director Finance 

 
 

11.2 IMPLEMENTATION PLAN 
 

The implementation plan is as follows: 
 

No. Key Task Responsibility Completion Date 
1 Policy Endorsement Manager Victoria Abroad February 2006 
2 Implementation of Policy Manager Victoria Abroad February 2006 

   
 

11.3 TRAINING PLAN 
 
All Victoria Abroad staff are regularly updated on the OS-HELP policy and procedures. There is regular 
communication between Victoria Abroad and VU Finance and Faculty International Support Officers in 
relation to application procedures. Federal government brochures are also distributed to relevant staff and to 
students outlining the procedures, terms and obligations of the loan scheme. 

 
 

11.4 COMPLIANCE 
 

Issues of non compliance will be addressed by the VU or VUI manager of the relevant area. This includes 
the VU Fees Unit, VU Finance and the Director Victoria University International. The Victoria Abroad Unit 
manages the policy. 

 
Issues of non compliance will be addressed by the VU or VUI manager of the relevant area. This includes 
the VU Fees Unit, VU Finance and the Director , Victoria University International. 
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11.5 EFFECTIVENESS OF THIS POLICY 
 

The effectiveness of the policy will be monitored by Victoria Abroad and will be part of the annual review 
process. 

 
 
12.0 POLICY ADVISOR 
 
Manager Victoria Abroad 
 
13.0 FORMS 
 
Maintained by the Victoria Abroad Unit. 
 
 
14.0 APPENDICES 

 
14.1 OS-Help Loan Application Form 
 
14.2 OS-HELP Debt Confirmation Form 
 
14.3 HESA guidelines for OS-HELP Loans 
 
14.4 VU criteria for OS-HELP loan eligibility 
 

 
 



Attachment 14.1





Attachment 14.2
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