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QUICK REFERENCE GUIDE FOR ASSESSING APPLICATIONS 

PRE-ASSESSMENT 
Action step Reference 
Check for correspondence Refer: Student Visa SOP: Pre-assessment steps – Check 

  for Correspondence. 
Verify identity of applicant 
(including biometric information 
where appropriate) 

Refer: Student Visa SOP: Pre-assessment steps – Verify  
  identity of applicant. 

Conduct system checks Refer: Student Visa SOP: Pre-assessment steps – 
  Conduct system checks. 

Check for multiple client records 
using CSP 

Refer: Student Visa SOP:  Pre-assessment steps – Check 
  for multiple client records using CSP. 

Assess evidence of enrolment Secondary exchange students -  AASES form 

DFAT/ Defence students – Letter from DFAT/ 
       Defence 

Post Graduate Research (Thesis marking) – Letter for 
post graduate thesis marking (onshore only) 

All others must submit Confirmations of enrolment 
(CoE) 

• For onshore applications: All valid CoEs in
PRISMS must be considered in determining
the education sector, application

of an application. 
• For offshore applications: CoEs listed in the

application and all CoEs subsequently
uploaded or submitted via email must be
considered in determining the education
sector, application of 
an application. 

• Where the application was lodged with a
Letter of Offer (onshore) details of the
corresponding CoE must be updated in ICSE,
when CoE information is available.

• A must 
be run, after details of any CoE not previously 
recorded are updated in ICSE. 

Refer:  Student Visa SOP:  Pre-assessment steps - 
 Assess evidence of enrolment. 

Refer: Student Visa SOP:  Pre-assessment steps – 

Record assessment notes for  Refer: Student Visa SOP: Pre-assessment steps – 
  Record assessment notes for 

Create case note using Case 
Note Generator (CNG) 

Refer: Case Note Generator Task Card – on SharePoint 

Action ‘follow-up outstanding’ 
events 

• Only resolve the specific issues that triggered
the follow-up events
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