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1 Objective

Communication with the international students regarding:

O information on school and courses
O student protection scheme
O course application procedure

2 Responsibilities and authority

Course Administrator (CA)
Course Consultant (CC)
CASE-Endorsed Bank (CEB)

3 Process
Procedure Responsibility
. CcC
Enquiry
A 4
Student Receives Information on cC

e School and course Pre-requisites
e Student Protection Scheme
e Application procedure

A 4

cc

Process Student Application
Student Receives

o Letter of Offer
e Standard Student Contract

|

PEO Receives from Student

e Completed student’s pass application cC
¢ Signed standard contract

¢ Registration fee (non-refundable)
e Student pass application fee

cc

Controlled Copy, Do Not Duplicate

Objective evidence

Enquiry record

Follow-up record

Processed student application

Letter of Offer
Standard student contract

Student’s pass application
Signed standard student contract
Registration fee

Student pass application fee
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Procedure Responsibility Objective evidence

PEO Submits to ICA

e V36, V36A, V39S, Form 16 with Supporting
Documents

o Acknowledgement of Student Insurance
Cover Letter

|
v

Reject

ICA Informs PEO

e |ICA Issues In-Principle Approval

A 4

Upon ICA In-principle approval, PEO

¢ Notifies student of successful approval for
student pass

e Fax evidence of student pass/visa approval
to student

e Issues student handbook

PEO

e Upon successful receipt of tuition fee sends
to student the relevant supporting
documents within 3 days

Student
Ready to commence course

Controlled Copy, Do Not Duplicate

Student’s pass application

CA ICA in-principle approval

CcC Notification to student
Student handbook

CcC Receipt

Student Student Pass
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