
 

 

ISP Travel Request Form – Short Term Stay/Travel with Parent/Legal 
Guardian    
This form is to be completed by students enrolled in the International Student Program (ISP) who are under the age of 
18, not living with a parent/legal guardian, and for whom the Department of Education (the department) has issued a 
Confirmation of Appropriate Accommodation and Welfare (CAAW) letter. Students must use this form when requesting 
permission to reside outside of their approved accommodation with a parent/legal guardian (who is visiting Victoria on 
a visa that is not a subclass 590 student guardian visa) for up to 4 weeks. During this time, the CAAW will remain in 
place. For longer arrangements with parents/legal guardians please contact your school support officer. 

For other travel requests, refer to the ISP Travel Policy. 

How to complete this form 
• Sections A to E must be completed by the student, their parent/legal guardian and homestay provider at least 

one week before the proposed travel and submitted to the International Student Coordinator. 
• Sections F and G must be completed by the school within three working days of receiving a complete ISP Travel 

Request Form - Short Term Stay/Travel with Parent/Legal Guardian. 
• The completed form, and any relevant supporting documentation (in English), must be submitted to the 

International Student Coordinator to be maintained on the student’s file as a record of the decision outcome. 

Section A: Student details 

Student first name:   

Student last name:  

ISP student ID number:  

Section B: Travel/Short term stay details 

Description of travel/short term stay request (Student must reside with the parent/legal guardian at all times 
throughout the travel/short term stay): 

 

 

 

Proposed date of departure 
from approved homestay:  Proposed date of return to 

approved homestay:  

Address where you will be staying (if staying at multiple residences, please include all addresses and the dates 
you will be residing at each location): 

 

 
 
 

https://www.study.vic.gov.au/__data/assets/word_doc/0015/7044/ISP_Travel_Policy.docx
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Section C: Supervision 
Parent/Legal guardian details (you must submit evidence confirming your relationship with the student. This must 
include, at a minimum, a certified copy of an official passport, birth certificate, or official certified legal document that 
establishes the guardianship arrangements with the student) 

Adult 1 full name:  

Relationship to student:  

Telephone number:  

 

Adult 2 full name:  

Relationship to student:  

Telephone number:  

Emergency contact information 
Emergency contact full name and number during the travel/short term stay. This information is required in 
the event of an emergency involving the student and/or parent legal guardian.  
Where possible, a locally based (Australian) emergency contact is preferable  

 

 

Section D: Homestay provider acknowledgement 
I acknowledge that the student, named in Section A of this form, who currently resides with me, wishes to participate 
in the travel/short term stay stated on this form, and that final approvals lie with the school. 

Full name:   

Signature:  

Date:  

Section E: Parent/legal guardian agreement 
I confirm that I understand: 

☐ I give permission for my child, named in Section A of this form, to participate in the travel/short term stay as stated 
above. 

☐ I understand that I have responsibility for the safety and welfare of my child while they are under my care. 

☐ I understand that the CAAW will remain in place and the department retains responsibility for ensuring appropriate 
arrangements are in place for accommodation, support and general welfare for my child.  

☐ I confirm that I have read and understood the travel requirements outlined in the Written Agreement 

☐ I confirm that if any change is made to the above arrangements that I will advise the school as soon as possible 
and seek its approval for the change. 

https://www.study.vic.gov.au/__data/assets/word_doc/0016/7063/Standard-Application-Written-Agreement.docx?timestamp=2026-02-03T02%253A44%253A25.388Z
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Full name:   

Relationship to student:  

Signature:  

Date:  

FOR SCHOOL USE ONLY 

Section F: International student coordinator recommendation 
I have considered: 

☒ the nature of the travel request and the students’ suitability to undertake travel (including their age and maturity) 

☐ the supervision arrangements, including the person/s named in Section C of this form, have provided evidence   to 
establish that they are the student’s parent/legal guardian.  

☐ the suitability of transport and accommodation arrangements.  

☐ that child safe practices and policies and procedures are in line with the Child Safe Standards so that child safety 
risks are appropriately managed. 

☐ personal safety 

☐ other, please specify: 

 

I confirm that: 

☐ this form is complete, and I have made all necessary enquiries to confirm the information provided is correct. 

☐ the relationship of the parent/legal guardian with the student has been confirmed (sighting a certified copy of an 
official passport, birth certificate, official certified legal document that establishes the guardianship arrangements with 
the student). Please note: if the relationship cannot be established, the travel cannot be approved. 

☐ the student has an up-to-date student safety card and knows what to do in the event of an emergency. 

☐ any relevant supporting documentation is attached. 

I recommend that: 

☐ this travel request/short term stay be approved. 

☐ this travel request/short term stay be declined for the following reason/s: 

 

 

Full name:   

Signature:  

Date:  

https://www2.education.vic.gov.au/pal/child-safe-standards/policy
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.vic.gov.au%2Fdevelop-school-child-safety-risk-register&data=05%7C02%7CMichela.Zahra%40education.vic.gov.au%7Ca3edc232a44b4d9a2c6608dc310fa84e%7Cd96cb3371a8744cfb69b3cec334a4c1f%7C0%7C0%7C638439190854651478%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=6Tv7lqKRaf0R1P1kTzjUt3cG05Rvssjdp2Eh83KFCC4%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.vic.gov.au%2Fdevelop-school-child-safety-risk-register&data=05%7C02%7CMichela.Zahra%40education.vic.gov.au%7Ca3edc232a44b4d9a2c6608dc310fa84e%7Cd96cb3371a8744cfb69b3cec334a4c1f%7C0%7C0%7C638439190854651478%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=6Tv7lqKRaf0R1P1kTzjUt3cG05Rvssjdp2Eh83KFCC4%3D&reserved=0
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Section G: Principal (or delegate) approval 
☐ I give permission for the student named on this form to participate in the travel /short term stay stated above. 

☐ I DO NOT give permission for the student named on this form to participate in the travel stated above. For the 
following reason/s and have communicated this to the student and parent/guardian in writing (and translated, if 
applicable): 

 

 

 

Full name:   

Position:  

School:  

Signature:  

Date:  

Document maintenance 
School Support Unit 
International Education and Partnerships Division 
Email: international.school.support@education.vic.gov.au  
Phone: + 61 3 7022 1000 
 

mailto:international.school.support@education.vic.gov.au
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