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STAGE 1:  Student Application 
Received 

Admissions Officer 

 1.1. Check 
Submission 
within the 
due date. 

1.2. Advise agent on 
next intake 

1.3. Admissions 
Requirement 

Checklist 

2.1. 
International 
Applicant? 

2.2. IELTS 
score is 6.5 
or more? 

2.3. Carry 
Valid Visa? 

2.2.1. Advise on 
requirement to 

undertake English 
foundation course or 

similar. 

2.2.2. English Entry 
Requirement 

Checklist 

STAGE 2:  International 
Application 

Admissions Officer 

2.3.1. Advise on valid 
visa requirements  

2.3. English Entry 
Requirement 

Checklist 

STAGE 3:  ATSI Applicants 
Special Officer for ATSI 

Applicants 

3.1. ATSI 
Applicant? 

3.3. Email Template 

3.2.1. Offer informal 
interview to ATSI 

applicants as an option 
to support their 

admission application 

3.2. Check 
a place is 
available? 

STAGE 4:  Academic Entry 
Requirements 

Admissions Officer 

4.1. Applicant 
meet course 

requirements? 

4.2. Is the 
Application 

complete with 
verified 

documents? 

4.3. Course Entry 
Requirements 

Checklist 

STAGE 5:  Recognition of Prior 
Learning 

• Course Coordinator 

• Admissions Officer 

5.1. Applicant 
made 

application for 
RPL? 

5.2. Confirm with 
Course Coordinator 

which, if any, subjects to 
be credited 

5.2.1. Advise 
Agent/Student 
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STAGE 6:  Documentation 
Review 

Admissions Officer 

6.1. Check all 
Documentation 

is complete? 
6.2. Interview Applicant 6.3. Advise 

Registrar 

STAGE 7:  Course 
Capacity 

Admissions Officer 

7.2. Email Agent 
suggesting enrolment 
application for the next 

intake. 

7.3. Email 
Template 

STAGE 9:  Issue Letter of 
offer 

Admissions Officer 

8.1. 
Applicant 

Successful? 

9.2. Issue Conditional offer, check: 
9.2.1 Course 
9.2.2 Fees 
9.2.3 Course withdrawal and 
refund of fees procedure 

9.3. Offer 
Letter 

Template 

STAGE 8:  Notification of 
Outcomes 

Admissions Officer 

9.1. If 
documentation 
is complete? 

8.2. Advise Agent by 
email. 

8.3. Email 
Template 

STAGE 10:  Issue CoE 

• Finance Manager 

• Registrar 

10.2.1. Finance to advise 
Admissions when payment has 
been received. 
10.2.2. Check payment Amount 
and issue CoE once the student 
has paid all admin and tuition fees. 

10.3. Daily 
List of Student 

Payments 

STAGE 11:  New 
Student List 

Registrar 

11.2.1. Prepare weekly list of new 
students for next intake and provide 
to: 

• Registrar 

• Student Experience Manager 

• Academic Dean 

11.3. New 
Students List 

Template 

End 
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7.1. Check Course 
Capacity is not 

exceeded before 
offering a 

placement to 
applicant. 

FULL? 
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22/02/2023 TEQSA and CRICOS requirements 
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