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Student Support Procedure 
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Enrolled students may access to all support services over the course of their enrolment at CIT. 

3.1 General support services identified 

 
Step Action Responsibility 

1 Application for general support services received and applicant 
referred to Student Support. 

 

Client Services Officers 
Educators 
External agencies  
Enrolled students 
identifying the need for 
support 

2 Ensure the applicant is contacted within two business days to acknowledge 
the referral. 

Manager Student 
Services 

Manager Student 
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Step Action Responsibility 

3 Review referral and add notes relating to identified learning gaps. 

Advise student of potential support services.  

Head of Department 
Foundation Skills or 
nominee 

4 If the student declines support, refer the student to the educational area 
with no support provided. 

Head of Department 
Foundation Skills or 
nominee 

5 If the student accepts support, create an individual support plan to address 
the needs assessment, including: 

• support delivery mode 
• schedule of support  
• support strategies.  

Head of Department 
Foundation Skills or 
nominee 

6 Provide support as per support strategies outlined in the individual support 
plan.  

Head of Department 
Foundation Skills or 
nominee 

7 Review the individual support plan and monitor progress liaising with 
teaching areas as required.  

Head of Department 
Foundation Skills or 
nominee 
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Step Action Responsibility 
Refer prospective or enrolled students to Head of Department 
Yurauna. 

2 Responding to direct enquiries 

Refer the enquiry to Yurauna. 

Client Services staff 

Educators 

3 Contact the student within two business days to provide an overview of 
services and offer support.   

Initiate services by developing a plan with the student and teaching staff. 

This may include: 

• liaison with teaching teams 
• assistance to complete enrolment 
• referral to additional supports such as scholarship or other 

Student Support service teams 
• cultural support 
• general coaching. 

College Director Yurauna 
or nominee 

4 Record all supports and actions provided to student within two business 
days of support occurring. 

College Director Yurauna 
or nominee 

5 If ongoing support is required by student develop an individual support 
plan in partnership with teaching staff and store with ongoing case notes 
in Student Support file. 

College Director Yurauna 
or nominee 

6 Lodge individual Support Plan on the system within two business days of 
creating the plan. 

College Director Yurauna 
or nominee 

7 Review individual Support Plan in a 6 month cycle, or more often as 
required. 

College Director Yurauna 
or nominee 

8 Communicate with relevant stakeholder’s the progress of the Support Plan 
as needed: 

• if progress is on-track support request is marked as resolved 
• if progress is not on-track escalate to Head of Department (teaching 

area) and Senior Manager Student Support and meet the student 
and initiate a revised Support Plan. 

College Director Yurauna 
or nominee 

3.4 
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• Disability Discrimination Act 1992 (Commonwealth) 

• Disability Standards for Education 2005 (Commonwealth) 

• Sex Discrimination Act 1984 (Commonwealth) 

• 
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And includes a disability that: 
• presently exists 

• previously existed but no longer exists 

• may exist in the future; or is ‘imputed to a person’.’ 

Reasonable 
Adjustment 

The Disability Discrimination Act (DDA) requires institutions to take reasonable steps to 
enable a student with a disability to participate in education on the same basis as a student 
without a disability. An adjustment is reasonable if it balances the interests of all parties 


