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INTERNATIONAL STUDENT SERVICES FLOWCHART    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.1. All information is available in clear 
plain English to all prospective students 
on the LEA website in accordance with 
HESF 2017, Standards 7.2 and 7.3, as 
per the Public Information Policy and 

Procedures and Information for Students 
Policy and Procedures 

Start 

Stage 1: Information for International 
Students 

Executive Management Team 

Stage 2:  During the Application 
Process 

 
Admissions 

Officer/Registrar 
 

2.1. International students shall also 
receive advice and support during the 
visa application and course application 

processes. For more information, see the 
Education Agents Policy and 

Procedures. 

Stage 3: Prior to Enrolment 
 

Admissions 
Officer/Registrar 

 

3.1. Prior to enrolment or visa 
application, all international students are 
given comprehensive, up-to-date, and 

accessible information as per the 
Information for Students Policy and 

Procedures. This includes a formal letter 
of offer outlining the specific nature of the 

arrangement with the student and 
attaches all terms and conditions of 

enrolment. 

Stage 4: Following Enrolment 
 

Student Experience 
Manager 

 

4.1. Students are issued information 
about attending new student orientation, 

and a student handbook with more 
specific information about student 

support services. 

Stage 5: Student Support Services 
 

Student Experience Manager 
 
 

5.1. LEA offers a range of academic and 
non-academic support services which 

shall be available at no additional charge 
to international students, see LEA 

website and Student Learning Support 
Policy and Student Support, Wellbeing & 

Safety Policy 

1.2.1. HESF 2015 Self Audit  
1.2.2. Website Compliance Checklist 

2.2.1. Agent Feedback 
2.2.2. HESF 2015 Self Audit 

3.2.1. Signed Letter of Offer  
3.2.2. HESF 2015 Self Audit 

4.2.1. Student Feedback Surveys 
4.2.2. HESF 2015 Self Audit 

5.2.1. Student Feedback Surveys 
5.2.2. Website Compliance 
Checklist 

A 
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Version History  

Version 
number:  

Approved by:  Approval date:  Revision notes:  

1.0  Registrar  4 January 2021  New flowchart  

 1.1  Registrar   17 January 2023 Added International Support 
Officer by Dean  

1.2 Registrar 22/02/2023 TEQSA and CRICOS requirements 
incorporated 

Stage 7: Orientation 
 

Students Experience Manager  
 
 

7.1. International students receive 
additional information regarding 
Australian culture and the locale 

surrounding LEA. and are instructed on 
how to access emergency services in 

Australia, as well as general safety and 
health tips for living and studying in 

Australia. 

7.2. Orientation Materials for 
International Students 

A 

Stage 6: Student Arrival Process 
 

Admissions Officer 
 
 

6.1. LEA offers international students a 
service to arrange transport to pick them 
up and drop them off at a destination of 

their choice upon arrival in Australia. 

6.2. Student Transportation 
Request Form 

Stage 8: English Language Support 
 

Academic Support Officer 

8.1. LEA offers a range of support 
services to help improve the English 

skills of international students, and to aid 
the learning of their course material, see 

Student Learning Support Policy and 
Procedures 

8.2. English Language 
Support Material 

Stage 9: ‘At Risk’ Students 
 

Academic Support Officer 

9.1. Students who fail to maintain 
satisfactory course progress are 

identified and an appropriate intervention 
strategy is agreed and implemented, see 

Academic Progress Policy, and 
additional assistance shall be provided 
with regard to visa issues that may be 
encountered as a result of their ‘at-risk’ 

categorisation. 

9.2.SMS records. 

End 

International 
Student Support 

Officer 

International 
Student Support 

Officer 
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