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Governance 
Use of the interim Offshore Partner CNG standard scripts for  is contingent on: 

• Continued use of the Case Note Generator (CNG). The CNG can be accessed  

• Application of: 
o  - For Offshore Partner (300/309) 
o Standard scripts must align with the  risk and treatment applied, as per 300.309 

- Attachment D - Offshore Partner assessment matrix  

• A ‘one touch’ relationship assessment, where the visa decision maker (VDM) is satisfied the 
relationship criteria have been met upon initial assessment of the claims, documents provided and 
system checks undertaken and in accordance with the  treatment advice.  

o Note: If, following an initial relationship assessment, further treatment and/or documents are 
required, the interim standard scripts cannot be used and completion of the existing CNG 
relationship assessment fields is required. 

• The interim Offshore Partner CNG standard scripts are only applicable to the relationship 
assessment, all other CNGs fields for the respective subclass under assessment must be completed. 

• A full review and update of the suite of Partner CNGs is scheduled to be undertaken shortly by PPM and 
will be user acceptance tested before being put in to production. 
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Standard scripts 
Offshore subclasses  

Subclass 309 -  

One touch relationship assessment  case): 
In place of the above 309 Partner CNG fields in the ‘Primary Applicant’ tab, the following standard script can 
be inserted within the case notes recorded in ICSE when, following an initial assessment, the VDM is 
satisfied the applicant and sponsor are in a spousal or de facto relationship, the   
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Onshore subclasses 

Subclass 820 -  

Completion of the existing CNG relationship assessment fields is required. 

Subclass 820 -  

Completion of the existing CNG relationship assessment fields is required. 
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Subregulation 4.15(4) 
Decision Maker Guide 

Work instruction for ICSE, SAP and ECS 
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Overview 
This document provides guidance to Visa Decision Makers (DMs) for commencing a combined 
Partner (subclass 309 and 100) permission request in ICSE when an applicant is ‘taken’ to 
have applied, either: 

• by operation of Regulation 2.08E, following notification to the Department of Home Affairs 
(the department) from a Prospective Marriage (subclass 300) visa applicant that the 
applicant has married their sponsor, or; 

• by operation of Subregulation 4.15(4),following the Administrative Review Tribunal’s (ART) 
decision to remit a Prospective Marriage (subclass 300), where the subclass 300 applicant 
notified the ART during the review process of their marriage to their sponsor. 

This document should be read in conjunction with the Migration Act 1958 (the Act), the Migration 
Regulations 1994 (the Regulations) and the Procedural Instruction (PI), available in LEGEND. 
DMs should also consult additional resources available on the  and 
the department’s intranet site. 

NOTE: For the purposes of this document: 

• a subclass 300 visa application refers to the Prospective Marriage (subclass 300) visa. 
• a subclass 309/100 visa application refers to the combined Partner (subclass 309/100) visa. 

How to use this guide 
It is preferred that this guide is accessed via the . To ensure that 
DMs are following the most recent version, please do no print or save local copies of this 
document as it may be subject to future edits. 

To navigate through the document, utilise the Table of Contents and the Check List, which link to 
various steps in this process. Links through the document will also return you to the checklist. 

This guide is all Partner Visa DMs and has been written at a level of no assumed knowledge, except 
for some word processing formatting skills. 
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OFFICIAL 

 

 

Electronic Author opens. Choose the appropriate authorisation as per the subclass 300 
permission request > Select. 

 
From the Permission Request Additional Information screen, using the drop down field chooser, 

Information Type > Email > Add 
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Returning to the draft letter in ECS. Position the cursor before the red text > paste. 

 
Paste the copied text in to the ECS letter template 

 

Format the letter [return to checklist] 

To change the text colour to black, select text and from the drop down menu select normalinline 

 
To bold text, select text and select B in the ribbon 

 
Delete the letter title fragment 
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When satisfied that the letter includes all information relevant to the applicant and the 
formatting looks professional > Save and Close 
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application. Finalising the subclass 300 application by actioning the withdrawal request will ‘close’ 
the application in ImmiAccount and remove the ability for the applicant to upload documents for the 
subclass 309/100 assessment, as the subclass 309/100 is a manually registered application in ICSE 
it will not appear in ImmiAccount. 

The subclass 300 application is considered withdrawn by operation of law at the time the 
department receives the written notification from the applicant, as such we are simply choosing to 
administratively finalise it at a later date (with the backdate of when it actually occurred) to facilitate 
communication with the applicant in the most efficient and effective manner. 

When there are concerns about leaving the subclass 300 case open (i.e. the case is nearing the 
service standard due date or an applicant or their representative has specifically requested it to be 
withdrawn immediately) DMs can finalise the subclass 300 (e.g. withdraw or refuse) application 
noting that any provision of documents by the applicant will need to be done via email. 

Subregulation 4.15(4)  

For applicants taken to have made the subclass 309/100 visa application under r4.15(4) (remitted by 
the ART), the primary applicant can request withdrawal of the subclass 300 for them self and any 
minor dependants included in the application. Where dependents are over 18 years of age they will 
need to request withdrawal themselves or provide their consent if the primary applicant withdraws 
the application on their behalf. 

The Acknowledgement letter advises the applicant that they can withdraw the subclass 300 
application (if they haven’t already done so) or the visa will be refused. Refusal of the subclass 300 
visa does not affect continued processing of the subclass 309/100 application. 

In this case, the applicant’s ImmiAccount is already closed due to the initial refusal and the subclass 
300 application is therefore to be withdrawn at the time the department receives the written 
notification. 

The applicant will need to provide all supporting documents/information via email, which is explained 
to them in the Acknowledgement letter. 

Refusing the subclass 300 visa application 
If the applicant has not requested the withdrawal of the subclass 300 application, the applicant is 
unable to meet the criteria for the grant of a Prospective Marriage (subclass 300) visa, specifically 
clause 300.215 and the application must be finalised accordingly. 

Taking into account that this should occur after the subclass 309/100 visa application has 
been finalised to ensure the applicant can submit documents via ImmiAccount. 
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1. Purpose 
This guide is to provide procedural guidance to decision makers when assessing the Subclass BC-
100 (Partner Permanent) visa. 

 
2. Scope 
This Guide covers the processes and considerations relevant to the assessment of the subclass 
100 (Partner Permanent) visa. It is intended to be used by the Department of Home Affair workers 
whose duties include statutory decision making relevant to the assessment of subclass 100 visa 
applications. 
 
This document should be read in conjunction with the Migration Act 1958 (‘the Act’), the Migration 
Regulations 1994 (‘the Regulations’) and the Procedures Advice Manual (‘PAM3’), available in 
LEGEND. Decision Makers should also consult additional resources available on the Department’s 
intranet page, as well as the Partner Migration SharePoint page. Access to the Partner Migration 
SharePoint page can be requested through a line manager. 
 
This Guide does not provide instructional guidance on the use of departmental systems. Decision 
makers are strongly encouraged to use the training resources available in the Visa and Citizenship 
Vocational Training Pathway (VCVTP) program. Decision makers who have completed, or enrolled 
in, the VCVTP course may access the systems user guides on the VCVTP ICUE System User 
Guide wiki page. Decision makers may enrol in the VCVTP program in OurPeople.  
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3. Background Principles 
3.0 Adhere to the Global Case Management Model 
3.0.1  The subclass 100 visa product must be assessed in accordance with the Visa and 

Citizenship Operating Model 2020. This model requires case management practices to 
adhere to Global Case Management (GCM) principals. 

The core concept of Global Case Management (GCM) is to:  

• Progress applications as far as possible; 

• Finalise applications at the earliest opportunity; and 

• Avoid unnecessary steps (e.g. requesting unnecessary referrals or documents). 

3.0.2  To support GCM, the allocation and management of the caseload must be undertaken 
using the Work Management (WMAN) System; consistent recording of assessments must 
be maintained with the use of Case Note Generator (CNG); quality assurance practices are 
to be recorded and reported using the Evidence of Quality in Performance (EQuiP) tool. 

3.1 Observe the Collective Case Management method 
3.1.1  The subclass 100 visa is assessed under established Collective Case Management (CCM) 

methods. The CCM method, complementary to the GCM model, encourages efficiency in 
the progressing of applications while also ensuring the integrity of the caseload.  

 
 

   
 

 
 

   
 

 
 

3.1.4 Complete applications (i.e. applications that include satisfactory evidence that the 
applicant[s] and sponsor meet all of the statutory requirements) should be decided upon 
first assessment as there is an operational efficiency in doing so. 

3.1.5  
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•  
 

  
 

  

  

 

3.2 Manage case allocation 
3.2.1 Under the GCM model, cases must be allocated, tracked and managed within WMAN. 

Decision makers must use the “Get Next” function in WMAN and not self-allocate 
applications. This ensures transparency and integrity in the management of individual 
cases. 

3.2.2 It is important to note that the number, complexity and general demographic of cases 
allocated to any decision maker at any time must be flexible to accommodate for 
organisational priorities as well as the individual capability of the officer. Performance 
expectations are set by line managers, outside of this document, as an existing element of 
the performance development framework. 

3.3 Record consistent assessments and case notes 
3.3.1 To support the GCM model and CCM method, subclass 100 assessments must be 

formulated using the Case Note Generator (CNG). Assessment text, as generated by the 
CNG, is to be recorded in ICSE within the ‘Assessment (Partner)’ event, using the qualifier 
‘Preliminary’, and utilising a ‘note-case’ entry. An example is shown below: 

  
 

3.3.2 Subsequent changes in client circumstances, including updates to information provided by 
a client/sponsor, must be recorded as ‘note-case’ entries, within the ‘Assessment – Partner’ 
ICSE event. This ensures a single-view record of the progress of the application.  

3.3.3 A case note must: 

• highlight the current status of a case in one location, in simple and consistently used 
terms 

•  

• provide a record of actions taken, and actions outstanding 
• provide sufficient evidence for a decision maker to progress, or finalise, an application 
• record the decision makers recommendations  
• record the reason for a decision 
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3.3.4  To support efficiency, case notes should not duplicate any digital information that already 
exists in ICSE or related visa processing systems, such as client DOB, passport number 
etc.  

3.3.4 Further guidance regarding the recording of case notes for the Permanent Partner team is 
provided in the ‘Permanent Partner Case Notes Guidelines.’  

Resources 

• The CNG user guide - TRIM at ADD2019/1616760 

• Permanent Partner Case Notes Guidelines – ADD2020/2609806 

• PAM3 Part 25: Visa systems, alerts and databases -  

3.4 Adhere to client service standards 
3.4.1  The Department’s client service charter undertakes to deliver services to clients within 

agreed service standards. The subclass 100 visa application assessment process, 
including all the interactions that decision makers have with clients, is no different. In 
keeping with the client service charter decision makers must, at all times: 

• Work as a professional service to deliver client service while managing areas of risk; 

• Treat clients with courtesy and respect; 

• Be fair open and reasonable in all that we do; 

• Give clients clear, accurate and timely information or help them to find it; and 

• Collect, store use and disclose personal information in line with Australian privacy law. 

3.5 Use primary sources of information 
Despite anything in this document or any information sourced from colleagues or line managers, 
decision makers must ensure that their powers are exercised in accordance with the legislative and 
policy framework available in LEGEND. 

 
4. Risk Management and Integrity  
4.0 Risk Management 
4.0.1  Risk management is a key part of decision making across visa and citizenship programs.  

All decision makers have a responsibility to manage risk and pursue caseload assurance 
(delivering the program within an acceptable level of risk). 

 
4.0.2  The Department has a number of tools, control measures and activities to manage risk. The 

primary risk management systems utilised in the subclass 100 visa assessment process 
are listed below: 

 
•  
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•  

  

4.0.3 Each of these risk systems, other than the , is complemented by other departmental 
systems, including WMAN and HAP. As each of these systems shows a point-in-time risk of 
a client, it is essential that decision makers check all three systems at each of the following 
stages of the assessment process: 

 
• Lodgement; 

• Initial assessment; 

• Subsequent assessment(s) and  

• At time of decision 

4.1 Initial Assessment Checks 

 
4.1.2 Decision makers (DM) must turn their mind to the information/narratives held within each 

risk management system, as this information may inform the DM of any additional scrutiny 
or checking that may be required. Further, the information may assist a DM in assessing 
whether a criteria for the subclass 100 visa is met (e.g. Eligibility criteria) 

 
4.1.3  In addition to the above checks, decision makers should also be aware of the following:  
 

• If the permission request has the service description “A Partner (Migrant) 
(applicant onshore) (BC 100)”, IRIS has been used to process the s/c309.  

• ICSE Offspring should be checked to see if there are any unlisted Non-migrating 
children (NMC), and that the correct Sponsor has been added to the Permission 
request for the BC100 application. Unlisted NMCs represent potential s/c445 
holders and if found, further offspring checks will be required to establish if a 
s/c445 application has been lodged or finalise 
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