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International Student Program International Student File Checklist Template
International Student File Checklist 
Schools should use this checklist to ensure that appropriate records are on hand for monitoring and compliance purposes
Initial documentation
· A copy of student’s application form

· A copy of the student’s current visa

· A copy of the student’s current passport

· A copy of the Overseas Student Health Cover membership card

· The student’s current e-mail address, residential address and contact numbers

· Parents’ onshore/offshore contact details and residential address

· Contact details of Parent/DIBP approved relative/third party (where applicable)

· A copy of the student’s Homestay Profile (where applicable)

· A copy of the student’s Homestay Responsibility Agreement (where applicable)

· A copy of a WWC Check of all persons over 18 years of age residing or frequently residing in the homestay accommodation (where applicable)
· Proof that orientation has been conducted (signed and dated by the student and the International Student Coordinator)

· A copy of the pre-departure checklist

Ongoing records as relevant

· Attendance records for the student – to be monitored fortnightly
· School reports / records of student’s course progress and course duration

· Proof of intervention and counselling 

· International Student Welfare and Compliance Record 

· Disciplinary contracts for the student

· Student’s requests for transfer or deferral 

· Correspondence sent to or received from the IED

· Correspondence sent to or received from the student’s agent or parent (i.e. school reports, attendance issues)
· Details of any travel undertaken by student during school holiday periods, including contact details and parent/welfare provider approval 
In compliance with ESOS National Code 2007 student records must be kept for at least two years after the international student ceases studying at the school. 
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