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Start 

Stage 1: Information for Prospective 
Students 

 
Executive Management Team 

 

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. 
 

1.2. Website Compliance Checklist 
 

Stage 2: Courses and Units of Study 
 

Teaching and Learning Committee 
 
 

2.1. Available on the LEA 
website and in course 

brochures. 
 

Stage 3: Credit Transfer Arrangements 
 

Registrar 
 
 

3.1. Provided to prospective 
students at time of application. 

 
 

Stage 4: Course Outcomes 
 

Teaching and Learning Committee 
 
 

3.2. RPL/Articulation Register 
 

 

4.1. Available on the LEA 
website and in course 

brochures. 
 

 

Stage 5: Planning and Participation 
 

Student Experience Manager 
 
 

5.1. Available on the LEA 
website and the LMS. 

 

A 

5.2.1. HESF 2015 Self Audit 
5.2.2. Website Compliance Checklist 

4.2.1. HESF 2015 Self Audit 
4.2.2. Website Compliance Checklist 

2.2.1. HESF 2015 Self Audit 
2.2.2. Website Compliance Checklist 
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A 

Stage 6: Student Obligations 
 

Student Experience Manager 
 
 

6.1. Available on the LEA 
website and the LMS, LEA 

Policy Library. 
 

 

Stage 7: Policies and Procedures 
 
 

Executive Management Team 
 

7.1. Information is available in 
Policy Library on the LEA 

website. 
 

 

7.2. HESF 2015 Self Audit 
 

 

Stage 8: Student Support Services 
 
 

Student Experience Manager 
 

8.1. Information is available in 
Policy Library on the LEA 

website. 
 

 

8.2.1. HESF 2015 Self Audit 
8.2.2. Website Compliance Checklist 

Stage 9: Grievances, Complaints 
and Appeals Processes 

 
Registrar 

 

9.1. Information is available in the 
Policy Library and webpages 

on the LEA website, see 
Student Grievances, 

Complaints and Appeals Policy 
 

Stage 10: International Students 
 

Student Experience Manager 
 
 

10.1. Specific Information is 
available in the Student Handbook 
and webpages the LEA website, 
see International Students Policy 

and Procedures 
 
 

B 

9.2.1. HESF 2015 Self Audit 
9.2.2. Website Compliance Checklist 

10.2.1. HESF 2015 Self Audit 
10.2.2. Website Compliance Checklist 

6.2.1. HESF 2015 Self Audit 
6.2.2. Website Compliance Checklist 
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Stage 11: Student Enquiries 
 

Student Experience Manager 
 
 

11.1. Administration and student 
support staff are to be available to 

answer student questions and 
refer students to both LEA 

services and external services. 
 
 

11.2. Student and Agent Feedback 
 

 

Stage 12: Marketing and Agents 
 

Chief Operating Officer 
 
 

12.1. Marketing and promotional 
materials, and Agents shall 

provide accurate information about 
LEA. 

 
 

12.2. HESF 2015 Self Audit 
 

 

Stage 13: Student Handbook 
 

Student Experience Manager 
 
 

13.1. Provides general information 
about LEA, including courses of 

study, facilities, services, transport, 
accommodation, and events, and 

available on the LEA website. 
 
 

13.2. HESF 2015 Self Audit 
 

 

Stage 14: On-campus Flyers and 
Posters 

 
Student Experience Manager 

 

14.1. Posters and notices clearly 
visible on campus are to 

communicate student support 
information and essential 

information. 
 
 

13.2. HESF 2015 Self Audit 
 

 

Stage 15: Orientation Program 
 

Student Experience Manager 
 
 

15.1. Supports student transition to 
studying at LEA, see Orientation 
Program Policy and Procedures 

 
 

13.2. HESF 2015 Self Audit 
 

 

C 
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Stage 16: Student Portal 
 

Manager, Quality Assurance 
 

16.1. Includes general and 
student-specific information for 

current students. 
 
 

13.2. HESF 2015 Self Audit 
 

 

Stage 17: Student Email 
 

Student Experience Manager 

17.1. Important updates, requests, 
and other necessary information is 

sent to students via the LEA 
student email system. 

 
 

13.2. HESF 2015 Self Audit 
 

 

End 
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