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BR1 Make Provisional Booking

(BR.1.1a)
Update student 

offer status / 
progression 

status

(BR.1.1a)
Accepted 

offer / 
progression

(BR.1.13) 
3rd party?

(BR.1.1b)
Generate 

invitation to 
view accom info

(BR.1.1b)
Receive 

invitation to 
view accom info

(BR.1.2c) Display 
student profile eg

Student Type 
Known Disability

(BR.1.2b)
Provide 

relevant DWS 
and profile info

(BR.1.7) 
Update DWS 
HESA codes if 

necessary 

(BR.1.9a) 
Display accom 

info relevant to 
profile

(BR.1.10) Filter 
accom options 

by selected 
preferences

Comms 
guidelines / 

policy

(BR.1.9a)
 Select preference 

filters + enter 
room sharer code 

if applicable

(BR.1.12) 
Select 

preferred 
room type

(BR.1.13) 
Confirm 

selected room 
type

(BR.1.23) 
Student type

(BR.1.31)
Update student 
accommodation 

status

(BR.1.9)
Accom fees

(BR.1.9) 
Bursary 
options

(BR.1.9)
Accom 

availability 
rules

(BR.1.9)
Accom types

(BR.1.9)
3rd party 
portfolio

(BR.1.9) 
Available 

adjustments / 
adapted rooms

Warden 
nomination 

policy

(BR.1.35) 
Generate 

confirmation of 
provisional 

room booking

(BR.1.36) Receive 
confirmation of 

provisional room 
booking (+ confirmed 

Early Arrival if 
booked)

ADMISSIONS 
AND STUDENT 

SERVICES

(BR7)
CANCEL ROOM 

BOOKING

(BR.1.2a)
Login to 

accommodation 
portal

(BR.1.3)
Profile 

complete?

(BR.1.9) 
Confirm no 
additional 

information to 
be submitted

(BR.1.4) 
Amend / input 

additional 
profile 

information

No

Yes

(BR.1.5a) 
Request 

evidentiary 
documents 
and supply 
templates

No (UG)

(BR.1.32)
Update student 
accommodation 

status

(EXTERNAL)
3R D PARTY 

ACCOMMODATION 
PROVIDERS

No

1 FINANCE G3:
RECEIVE 

PAYMENT 

(BR.1.33)
Student eligible 
for confirmed 

room booking?

No (UG)

Yes (Primarily PG)

(BR.1.9) 
Overbooking 

rules

(BR.1.12) Add 
preferences 
(Non DWS) 

Preferences 
policy

Specialist 
allocation 

policy

(BR.1.33)
Eligibility policy

(BR.1.33)
Student offer 

status

(BR.1.34) Receive 
confirmation of 
unconditional 

provisional room 
booking (+ confirmed 

Early Arrival if 
booked)

(BR.1.23) 
Payment 
required?

(BR.1.24) 
Present 

payment 
mechanism

Yes

(BR.1.25)
 Make 

payment

(BR.1.27) 
Receive receipt 

for payment

(BR.1.28) Log 
payment

(BR.1.26) 
Take payment

(BR.1.23)
Deposit 

payment rules

(BR.1.22)
Early Arrival 

Terms & 
conditions 

(BR.1.16)
View early 

arrival package 
available to 

student type

(BR.1.17a) 
Select number 

of required 
days

(BR1.18)
Capture days 

required 
against 

selected room 
type for term 
time booking

(BR.1.19)
Types of room 

available?

Same as 
term time booking

(BR.1.20) 
Display same 
room type & 

rate

(BR.1.21)
Display 

cheapest 
available room 
type and rate

Different from 
term time booking

(BR.1.22) 
Confirm 

selection & 
accept Early 

Arrival Ts & Cs

(BR.1.15)
Early arrival 
room fees

(BR.1.30) 
Record early 
arrival data 

(check in date 
etc)

(BR.1.30) 
Make Early 

Arrival room 
reservation

(BR.1.15) 
Student 

programme 
and start date

(BR.1.15a)
Display early 

arrival options

(BR.1.19) 
Room 

availability 
rules

(BR.1.15)
Early arrival 
comms and 
provision 

disclaimers

(BR.1.17)
Want Early 

Arrival?
No

Yes

(BR.1.29)
Payment inc 
Early Arrival? 

Yes

(BR.1.23)
 Early arrival 
room fees

(BR.1.11) 
Shared room? 

(BR.1.11) 
Generate room 
share code for 

nominated 
sharer

(BR.1.11) 
Receive room 
sharer code

Yes

Yes

No

No

No (Third party)

(BR.1.37)
Generate 

acknowledgement of 
3rd party referral 
and signpost early 

arrival

(BR.1.38) Receive 
acknowledgement of 

3rd party referral, 
next steps 

instructions  and 
Early Arrival 
information

(BR6)
MAKE EARLY 

ARRIVAL 
BOOKING

 (BR.1.9)
Upload 3rd party 
room availability 

data

(BR.1.13a)
Send student 

details & 
preferences to 

3rd party

 

(BR.1.13b)
Update 3rd party 
accommodation 

availability

(BR2)
CONFIRM 

ROOM 
BOOKING

Biographic 
information 

form 

(BR1.5a)
Submit 

evidentiary 
documents

(BR.1.8a)
Update 

student profile

Yes

Specialist 
allocation 
guidance

(BR1.5b)
Store 

evidentiary 
documents

(BR1.5c)
Generate 

notification of 
documents 

pending 
approval

(BR.1.8) 
Approve 

documents?

(BR1.8b)
Generate 

notification of 
outcome

(BR1.8c)
Receive 

notification of 
outcome

No (EXTERNAL)
3rd PARTY 

ACCOMMODATION  
PROVIDERS

(BR.1.14)
Receive 

invitation to 
confirm room 
booking and 

accept Ts and Cs

Terms and 
conditions

(BR.1.14)
Generate 

invitation to 
confirm booking 

inc. specific 
accommodation 

allocation

Accept Ts and 
Cs? 

Record 
acceptance

Yes

No

Record Decline

ADMISSIONS 
AND STUDENT 

SERVICES

(BR.1.3) 
Provide 

biographic 
information 

form

(BR1.4)
Store amended 

information

(BR.1.5) 
Evidentiary docs 

required?

No

Evidentiary 
document 
templates

 

Yes
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BR2 Confirm Booking

(2.1) Offer / 
registration status 

updates

(BR.1.36) Receive 
confirmation of provisional 
room booking (+ confirmed 

Early Arrival if booked)

(BR.2.19) 
Payment 
required?

(2.2) Update student 
accommodation 

status against 
provisional / 

accepted room 
booking

(BR.2.20) 
Present 

payment 
mechanism

Yes

(2.21) Make 
payment

(2.23) Receive 
receipt for 
payment

(BR.2.26) 
Update student 
accommodation 

status

(BR.2.26)
Update student 
accommodation 

status

(BR.2.28) Generate 
invitation to 

confirm booking 
inc. specific 

accommodation 
allocation

(2.29) Receive 
invitation to 

accept contract

(BR.2.29)
Terms and 

conditions of 
contract

2.30
Accept 

contract? 

(BR.2.31)
Record 

acceptance

Yes

(BR.2.32)
Make 

accommodation 
reservation
[MASTER]

(2.37) Receive final 
confirmation and 

welcome pack email 
(inc Early Arrival if 

booked)

(2.3) Eligible 
for accom?

Yes

(2.3) Exam 
result embargo 

rules

(BR.2.30) 
Acceptance 
deadlines

(BR.2.28)
Generate late 

invitations

(2.6) Need to 
cancel room 

booking

CANCEL 
ROOM
(2.5)

(2.5) Allocation 
policy

No

(BR.2.24) Log 
payment

ADMISSIONS 
AND STUDENT 

SERVICES

(2.1) Exam 
result embargo 

rules

(2.4) Generate 
notification of   
room booking 
cancellation 
requirement

(2.4) Receive 
notification of  
room booking 
cancellation 
requirement 

(2.24) 1 
FINANCE G3: 

RECEIVE 
PAYMENT

(BR.2.28)
Allocate to real 

rooms inc 
specific room 

allocation

No

(2.38) 
CANCEL 
ROOM

(BR.2.28) 
Comms 

reminders & 
schedule

(BR.2.35) 
Provide halls 

tailored info & 
next steps 

instructions

(BR.2.22)
Take payment

(BR.2.34)
Generate 

accommodation 
fee schedule

(BR.2.34)
1 FINANCE R3:

MANAGE 
STUDENT FEES

No

(2.34) Coordinate 
fee schedule

(2.27) Coordinate 
staggered 

allocation inc Non 
DWS preferences

(BR.2.33)
Log room 
number

(2.1) Conditional 
offer holder 
eligible for 
confirmed 

accommodation

No

(BR.1.34)) Receive 
confirmation of 

unconditional provisional 
room booking (+ confirmed 

Early Arrival if booked)

Eligibility policy
(BR.2.18)
Deposit 

payment rules

(BR.2.27)
Timing Policy

(BR.2.31)
Record Decline

(BR.2.27)
Conditional 
offer status

(BR.2.36)
Issue contract

(BR.2.18) Early 
Arrival Terms 
& conditions 

(BR.2.10) 
View early 

arrival package 
available to 

student type

(BR.2.12)
 Select number 

of required 
days

(BR.2.13)
Capture days 

required 
against room 
type for term 
time booking

(BR.2.15)
Types of room 

available?

Same as 
term time booking

(BR.2.16)
Display same 
room type & 

rate

(BR.2.17) 
Display 

cheapest 
available room 
type and rate

Different from 
term time booking

(BR.2.18) 
Confirm 

selection & 
accept Early 

Arrival Ts & Cs

(BR.2.9)
Early arrival 
room fees

(BR.2.26)
Confirm early 

arrival

(BR.2.26)
 Record early 
arrival data 

(check in date 
etc)

(BR.2.26) 
Make Early 

Arrival room 
reservation

(BR.2.19) Receive 
confirmation of 

early arrival 
package

(BR.2.8)
Receive 

notification of 
eligibility

(BR.2.9) 
Student 

programme 
and start date

(BR.2.9) 
Display early 

arrival options

(BR.2.14) 
Room type for 

term time 
booking

(BR.2.14)
Room 

availability 
rules

(BR.2.9) Early 
arrival comms 
and provision 

disclaimers

(BR.2.7)
Generate 

notification of 
eligibility, deposit 
requirements + 

signpost early arrival

(BR.2.27)
Deposit 

payment rules

(2.11)
Want Early 

Arrival?
No

Yes

(BR.2.25)
Payment inc 
Early Arrival? 

Yes

(BR.2.19) Early 
arrival room 

fees

PROVISIONAL 
ROOM 

BOOKING

(BR.2.1a)
Change in 

circs?
Yes

No(BR.1.38) Receive 
acknowledgement of 

3rd party referral, 
next steps 

instructions  and 
Early Arrival 
information

3RD PARTY 
ACCOMMODATION 

PROVIDERS

(BR.2.0)
Upload 3rd party  
student booking 

updates

(BR.2.2a)
Generate eligibility 

notifications for 
3rd party providers 

3rd PARTY 
ACCOMMODATION 

PROVIDERS

(BR.2.0)
Receive 3rd 

party contract

(BR2.3a)
3rd party? 

Yes

No

3rd party Data 
refresh 

updates rules

EARLY 
ARRIVAL 

RESIDENCE

MAKE EARLY 
ARRIVAL 
BOOKING

(2.38) Need to 
cancel room 

booking CHECK IN

(BR.2.3)
Check if PG 

conditional are 
eligible
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BR3 Check In

(3.1) Receive 
final 

confirmation 
and welcome 

pack emaiI

(3.1) Receive 
request to 
complete 

online 
induction

(3.1) Provide 
mandatory 
induction 

service

(3.1) Log 
completion of 

online 
induction

(3.2) Select 
arrival slot (inc 

late arrival)

(3.2) Offer 
arrival slot 

booking facility

(3.3) Log 
arrival slot

(3.4) Display 
emergency 

contact

(3.4) Populate 
emergency 
contact info

Comms & 
reminders 
schedule

(3.5) Update 
emergency 

contact

(3.7) Create pre-
arrival docs

* Personalised check 
in day timetable
* “Parent pack” - 
logistics etc
* Room sharer details

(3.6) Final 
review of 

allocations

(3.7) Pre arrival 
document 
templates

(3.8) Display 
pre-arrival 

docs

(3.9) Receive 
pre arrival docs

(3.9) Arrive at 
halls

(3.9) Check in 
at reception

(3.9) Assist 
with luggage

(3.10) Verify 
students ID & 

Accom 
reservation

(3.10) Lookup 
allocated room

(3.10) Run 
welcome script

(3.10) Supply 
arrival pack

(3.10) 
Advertise 

pastoral care 
events 

timetable

(3.11) Receive 
Key + value 

added services

(3.10) Issue 
key, Salto Fob, 

VAS (e.g. 
bedding pack)

(3.10) Confirm 
check in

(3.6) Update 
accommodation 
reservations as 

required

(3.12) Update 
student 

accommodation 
status

(3.13) Send list 
to Council for 

electoral 
register etc.

(3.10) Update 
student check 

in status
[MASTER]

(3.8) 
Timetabled 

welcome 
events

(3.13) Data 
sharing 

agreements

(3.5)
Confirm 

Emergency 
contact 
correct?

(3.5) Update 
emergency 
contact info

No

(3.5) Update 
emergency 
contact info

Yes

Mandatory 
induction 

policy

Arrival time 
policy

(3.5)
Direct student 

to LFY

(3.5a) Generate 
notification that 
pre-arrival steps 

are complete

(3.5a) Receive 
notification 

that pre-arrival 
steps are 
complete

NO SHOW 
STUDENT 
SUPPORT

ROOM SWAP EARLY ARRIVAL 
RESIDENCE

Room swap 
comms policy

Early arrival 
transfer into 

new hall 
comms policy

Late arrivals 
welcome 

information / 
checklist

(3.10)
Allocated room

(3.10) 
Update term 
time address

CONFIRM 
ROOM 

BOOKING
RESIDE
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BR4 Reside

(4.1) Receive 
key & V.A.S

(4.3) Updated 
student 

accommodation 
status

Comms & 
reminders 
schedule

(4.6) Generate 
reminder to 

complete 
inventory

Generate 
maintenance 

ticket

Generate 
housekeeping 

ticket

(4.2) Update 
student 

accommodation 
status

(4.7) Receive 
link to 

inventory

(4.8)
Verify 

inventory

(4.8) Receive 
inventory 
summary

(4.11) Log 
minor defect 
[no action}

(4.11) Raise 
maintenance 

request

(4.10) Review 
inventory 
summary

(4.12) Raise 
housekeeping 

request

(4.12) Log 
housekeeping 

request

(4.11) Action

(4.8) Verify 
student ID & 

room #

(4.8) Provide 
room specific 

inventory form

(4.8) Log 
inventory

(4.8) Generate 
inventory 
summary

OK

Maintenance 
ticket marked 

complete

Housekeeping 
ticket marked 

complete

(4.8) SLAs SLAs

No

Minor defects

Maintenance

Housekeeping

MAINTENANCE 
& ESTATES 

MANAGEMENT

MAINTENANCE 
& ESTATES 

MANAGEMENT

(4.5) 
ADMISSIONS 

AND STUDENT 
SERVICES

(4.5) Update 
student 

registration 
status

(4.4) Check 
student 

registration 
status

(4.4) Receive non 
registered 

student 
communications

PROVIDE NON 
REGISTERED 

STUDENT 
SUPPORT

(4.5) Agreed 
registration 

action

(4.9) Record 
room defect

Yes

(4.9) Receive 
confirmation 
of inventory 

received with 
issues

(4.13) Receive 
updated 

inventory 
summary

(4.13) Update 
inventory

Not registered

Registered

(4.9) Generate 
action required

Log 
maintenance 

request

Inventory 
template

LSE 
Registration 

policy

CHECK IN

CHECK 
OUT

ROOM 
SWAP

Involved in 
incident

Wish to depart

INCIDENT 
MANAGEMENT

EARLY 
DEPARTURE
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BR5 Check Out

(5.1) Generate 
pre departure 

comms

(5.1) Vacation 
booking 

signposting

(5.3) Receive 
leaving date 

alerts

(5.1) Receive 
pre departure 

comms

(5.2) Receive 
link to leaver 
form & leaver 

inventory

(5.7) Ready 
room for 

departure

(5.7) Present 
to reception 

with key

(5.6) 
Coordinate 

move prep e.g. 
donations

(5.6) Check 
leaver form 
Check leaver 

inventory

(5.8) Record 
checkout

(5.14) 
Determine 

fine, generate 
maintenance 

request

(5.12) 
Compare room 

against 
inventory & log 

evidence

(5.10) Depart (5.16) Receive 
update & 

statement of 
account

(5.16) 1 
FINANCE R3:

MANAGE 
STUDENT FEES

(5.5) Room 
checkout 

appointments? 

(5.2) Generate 
leaver form & 

leaver 
inventory

(5.3) Log 
leaving date

(5.4) 
Completed 

leaver form & 
leaver 

inventory

(5.3) Generate 
leaving date 

alerts

(5.9) Update 
student accom 

status

(5.12) 
Generate 

maintenance 
ticket

MAINTENANCE 
& ESTATES 

MANAGEMENT

(5.15) 
Maintenance 
ticket marked 

complete

(5.15) Generate 
record / 

notification for 
student

(5.15) Update 
leavers 

inventory

(5.15) Update 
room status

(clean)

(5.9) Update 
student 

accommodation 
status (inc term 
time address)

(5.1) Pre 
departure 

comms calendar 
triggers

(5.1) Inventory 
checklist / 

promts

(5.1) Next year 
academic 

signposting (5.1) Leaver 
form 

reminders

(5.12) Terms 
and Conditions 

of contract

(5.9) Update 
room status

(dirty)

(5.12) Log fine 
& amount

(5.11) 
Generate 

housekeeping 
ticket

(5.13) 
Housekeeping 
ticket marked 

complete

MAINTENANCE 
& ESTATES 

MANAGEMENT

(5.13) Room 
check ok?

(5.14) 
Housekeeping 
ticket marked 
complete with 

fault

Yes

No – 
maintenance

(5.15) Update 
student accom 

status

N

(5.13) 
Complete deep 

clean
No – extra cleaning

(5.8) Update 
student status 
(Checked Out) 

(5.10) Receive 
confirmation 
of checkout

Checkout 
policy

(5.7)
Leaver 

Inventory 
complete? 

(5.7)
Complete 
inventory 

No

(5.4) 
Completed 

leaver 
inventory

Yes

(5.9) Generate 
confirmation 
of check out

5.7
Explain room & 

inventory 
check 

procedure

EARLY 
DEPARTURE

RESIDE

(5.7b)
Sequential 
booking?

(5.7b)
Student 

accommodation 
bookings

(5.7c)
Confirm next 
booking with 

student

Y

Receive 
confirmation 

of next 
booking

(5.7a)
Before contract 

end date? 

(5.7a) 
Record dummy 

booking
(5.7a)

Contract end 
date

No

Yes

(5.7a)
Generate 
dummy 
booking

(5.7a)
Update room 

status
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BR6 Make early arrival booking

(BR.6.9) Terms 
& conditions 

(BR.6.3) View 
early arrival 

package 
available to 

student type

(BR.6.4) Select 
number of 

required days

(BR.6.5) 
Capture days 

required 
against room 
type for term 
time booking

(BR.6.6)
Types of room 

available?

Same as 
term time booking

(BR.6.7) 
Display same 
room type & 

rate

(BR.6.8) 
Display 

cheapest 
available room 
type and rate

Different from 
term time booking

(BR.6.9) 
Confirm 

selection & 
accept Ts & Cs

(BR.6.1) Early 
arrival room 

fees

(BR.6.10) 
Receive receipt 

for payment

(BR.6.11) 
Confirm early 

arrival

(BR.6.11) 
Record early 
arrival data 

(check in etc)

(BR.6.12) Log 
payment

(BR.6.12) 
Make room 
reservation

(BR.6.11) 
Receive 

confirmation of 
early arrival 

booking

(BR.6.2)
Signpost early 

arrival 
packages

(BR.6.1) 
Student 

programme 
and start date

(BR.6.1) 
Display early 

arrival options

(BR.6.5) Room 
type for term 
time booking

(10.6.10) 
1 FINANCE 

G3: RECEIVE 
PAYMENT

(BR.6.10) 
Take payment

(BR.6.6) Room 
availability 

rules

(BR.6.1) Early 
arrival comms 
and provision 

disclaimers

MAKE 
PROVISIONAL 

ROOM 
BOOKING

CONFIRM 
ROOM 

BOOKING

Confirmation of 
provisional 

booking

Welcome pack 
and arrival slot

CONFIRM 
ROOM 

BOOKING

Provisional

EARLY ARRIVAL 
RESIDENCE

Confirmed
Accommodation 

status of term 
time booking

Allocate to 
specific room 
based on term 

time room 

Update room 
(MASTER)
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BR7 Cancel Room Booking 
(7.1) Receive 

notification of 
provisional 

room booking 
cancellation

(7.1) Need to 
cancel / 
decline / 

terminate 
room booking

(7.4) Review Ts 
& Cs

(7.4) Display 
LSE 

Ts & Cs

(7.4) Complete 
cancellation / 
termination of 
contract form

(7.5) Accom 
status updated 

with reason 

(7.6) Compare 
status with 

SITS
(7.7)Match? 

(7.9)Generate 
invitation to 

formally 
change status

(7.9) Receive 
invitation to 

formally 
change status

No

(7.9) 
ADMISSIONS 

AND STUDENT 
SERVICES

(7.10) 
Refund / fees 

owed?

(7.5) Room 
returned to 

stock

(7.9) Comms 
policy: 

Wellbeing 
signposting

(7.3) 
Cancellation 

Ts & Cs

(7.10) 
Cancellation 

Ts & Cs:
Permitted 

refunds

(7.10) 1 
FINANCE R5:

MANAGE 
REFUND / 

REPAYMENT

Refund

(7.10) Receive 
confirmation of 
cancellation / 
termination of 

contract

Fees owed

(7.6) Provide 
student 

registration / 
offer status

(7.4) 
Cancellation / 
termination of 
contract form

(7.10) 
Complete 

request for 
refund

(7.10) Receive 
receipt for 

refund

(7.10) Log 
refund / owed 

fees paid

(7.8) Update 
fee schedule (if 

applicable) 

(7.7) Post
 1st Sept?

(7.7) Authorise 
cancellation / 
termination of 

contract

(7.7) Update 
liability 

end date, 
coordinate resell

(7.10) Generate 
confirmation of 
cancellation / 
termination of 

contract

(7.3) 
3rd Party? 

(7.3) Display 
3rd Party 

cancellation 
advice

Yes

(7.3) Generate 
notofication of 

3rd party 
cancellations

(7.3) Receive 
advice to 

cancel with 3rd 
Party

Yes

(7.2) Access 
cancellation 
information

No

(7.3) Confirm 
intent to 

cancel with 3rd 
party

No

(7.10) Log 
refund / owed 

fees paid

(7.3) Comms 
policy

(7.2) Provide 
cancellation 
instructions

(7.3) Notify / 
confirm 

cancellations 
with 3rd parties

(7.5) 
Cancellation 
reason policy

(7.7) 
Cancellation Ts 

& Cs

Reason related 
to Offer / 

Registration 
status?

Yes

No

(7.7)Generate 
notification of 
cancellation to 

process

Yes

CONFIRM 
ROOM 

BOOKING

MAKE 
PROVISIONAL 

ROOM 
BOOKING

3rd PARTY 
ACCOMMODATION 

PROVIDERS
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BR9 Early Arrival Residence

(9.1) Receive 
confirmation of 

early arrival 
residence

(9.2) Select 
arrival slot

(9.1) Offer 
arrival slot 

booking facility

(9.2) Book 
arrival slot

(9.3) Receive 
notifications of 
booked arrival 

slots

(9.3) Create 
early arrival 

info docs

(9.3) Pre arrival 
document 
templates

(9.3) Display 
pre-arrival 

docs

(9.4) Receive 
pre arrival docs

(9.4) Arrive at 
halls

(9.4) Check in 
at reception

(9.5) Assist 
with luggage

(9.5) Verify 
students ID & 

Accom 
reservation

(9.5) Lookup 
allocated room

(9.5) Run 
welcome script

(9.5) Supply 
arrival pack

(9.5) Advertise 
pastoral care 

events 
timetable

(9.5) Receive 
Key + Salto Fob

(9.5) Issue key 
and Salto Fob

(9.5) Confirm 
check in

(9.5) Allocated 
Room

(9.6) Update 
student 

accommodation 
status

(9.6) Update 
student status

[MASTER]

(9.3) Early 
arrival 

information

(9.6) Room 
status

(9.6) 
MAINTENANCE 

& ESTATES 
MANAGEMENT

(9.7) Early 
arrival Check 

out at 
reception

(9.7) Assist 
relocation

(9.7) Receive 
relocation 
assistance

(9.1) Check in 
time options

(9.7)
Changing room 
in term time?

Y

N

RESIDE

Process check 
out

Update room 
status

(9.6) Update 
student 

accommodation 
status

CHECK IN

Manually 
progress 

booking from 
early arrival to 

term time

Mandatory room 
change 

communications 
policy

Send room 
change comms

Receive room 
change 

information

Run room 
allocation 

comparison report 
(Early arrival vs 

Term Time)

Room allocations

Generate room 
change comms

CONFIRM 
ROOM 

BOOKING

MAKE EARLY 
ARRIVAL 
BOOKING
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BR10 Incident Management

(10.1) Involved 
in Incident

(10.4) Provide 
student 
search / 

reporting

(10.1) Cause 
for concern 
policy etc.

(10.3) Notify 
warden of 
incident

(10.4) Present 
to warden

(10.6) Receive 
assistance

(10.10) Receive 
welfare support 
communications

(10.4) Verify 
student ID

(10.5) Record 
incident data

(10.9) Log 
outcome

(10.9)
 ££ FINE?

(10.10) Need 
to notify 

student(s)

(10.10) Generate 
correspondence to 

student

(10.10) Generate 
correspondence to 
group of students

(10.5) 
Generate 
incident

(10.9) Record 
incident 
outcome

(10.11) Provide 
student type 

search / 
reporting

(10.11) Log 
correspondence 

history

(10.3) GDPR / 
Confidentiality

(10.5) Incident 
report training

(10.10) 
Welfare 

concern flow 
procedure

(10.10) Comms
 & 

reminders 
policy

(10.10) 
Templates for 

further info

Y

Individual

Group

N

Terms and 
conditions of 

contract

(10.9) Log fine

1 FINANCE R3:
MANAGE 

STUDENT FEES

(10.4) TAKE 
ACTION

(10.5) Refer 
on?

Y

Breach of Ts & 
Cs?

N
(10.8) Begin 
disciplinary 
proceedings

(10.8) 
Generate 

disciplinary 
comms

(10.8) Attend 
disciplinary 

meeting

(10.9) Conduct 
disciplinary 
proceedings 

with colleagues
N

Disciplinary 
Policy

Y

(10.7) EARLY 
DEPARTURE

(10.7) Wish to 
depart?RESIDE

STUDENT 
SERVICES 

(DWS)

(5.7) EARLY 
DEPARTURE

STUDENT 
SERVICES 

(DWS)

Y

RESIDEN

(10.10) 
Generate 

correspondence
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BR11 Room Swap

(11.1) Terms & 
conditions 

(11.12) Receive 
details of swap 

date

(11.1) Students 
decides to view 
room swap info

(11.1) Review 
Terms and 
conditions

(11.1) Display 
Terms and 
Conditions

(11.3) Student 
A complete 

dynamic room 
swap form

(11.3) Student 
A asks student 
B to complete 

and submit 
room swap 

form

(11.3) Supply 
room swap 

form

(11.4) Verify 
student data 
required to 
grant / deny 

swap

(11.5) 
Permitted?

(11.6) Display 
decline and 

reasons

(11.5) Alert 
wardens of 

swap form for 
review

No

Yes

(11.6) Student 
A and B receive 

decline and 
reasons

(11.7)
Approve 
request? 

No

(11.7) Room 
swap policy

(11.7) Cause 
for concern 

training

(11.8) 
Appeal?

Approve 
request?

Yes

(11.11) Record 
swap details

Yes

(11.11) Notify 
swap date

(11.11) Amend 
contract

(11.11) Update 
term time 
address

(11.11) Update 
term time 
address

(11.11) Update 
room 

allocation

(11.12) Receive 
confirmation of 

permission & 
amendments 

to fees 

(11.9) Receive 
confirmation of 
final rejection

(11.11) Update 
fee schedule

(11.1) Room 
swap info

(11.5) Room 
swap policy

(11.10)
Approve 
proposed

dates? 

(11.13) Offer 
alternate move 

dates

Yes

(11.13) Accept 
new move 

dates

No (11.13) 
Approve swap

(11.9) Record 
final rejection 
of room swap

No 

(11.10) Process 
swap

(11.12) Receive 
details of swap 

date

11. 14 
RESIDE

(11.2)Store 
and display 

details in room 
exchange 

forum

No

RESIDE

(11.5) Room 
swap policy

Add name and 
details to 
Exchange 

Forum

Swap form 
template

Update form 
with new move 

date

Yes

Log appeal

RESIDE

Appeals policy
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BR12 Early Departure

(12.4) Terms & 
conditions 

(12.12) Update 
end of contract 

date

(12.9) Log 
expected 

check out date

(12.15) 
Generate early 

check out 
alerts

(12.15) Release 
room for resell

(12.13) Update 
end of contract 

date

(12.15) Receive 
early check out 

alerts

(12.15) 
Confirm leaving 

date? 

Yes

No

No

(12.4) Initiate 
request to quit 

room early

(12.4) Review 
Ts + Cs

(12.5) 
Complete 

dynamic early 
leaver form

(12.5) Log form 
inc desired check 
out date / desire 
to remain until 

resell

(12.3) Receive 
notification of 

early departure 
requirement

(12.4) Display 
Ts & Cs

(12.5) Supply 
dynamic early 

leaver form

(12.7) Review
(12.8) 

Exceptional 
circumstances?

Yes

(12.10) 
Contracted 

void? 

(12.8) Process 
early 

departure
No

(12.11) Generate 
confirmation of 
check out date 
and fees due

(12.14) Receive 
confirmation 
of exit date 

and what fees 
are due

(12.17)
Able to resell?  

(12.18) Update 
end of contract 

date

(12.18) Update 
fee schedule

1 FINANCE R3:
MANAGE 

STUDENT FEES

(12.9) Amend 
room 

characteristics

(12.6) Receive 
confirmation of 

request 
received & 
liability info

(12.15) 
Generate 

contracted 
void resell 

update alerts

(12.15) Receive 
resell update 

alerts

(12.9) Log 
contracted / 

non contracted 
void

(12.13) Update 
fee schedule

(12.18) End 
Dummy 
Booking

Yes
PROVIDE NON 
REGISTERED 

STUDENT 
SUPPORT

RESIDE

INCIDENT 
MANAGEMENT

Receive 
assistance & 

welfare 
support

Advice training

Provide advice

Provide advice

Provide advice

Yes – after student has checked out

Yes – before student has checked out

No

CHECK OUT

INCIDENT 
MANAGEMENT

Exceptional 
circumstance 

guidance
Void policy

(12.8)
Cancel request? No

Record 
cancellation of 

request

Receive 
notification 
confirming 

cancellation

Yes

RESIDE

Resell policy

(12.15a)
Generate pre-

departure 
comms

(12.15a)
Receive pre-

departure 
comms



                                   RS181318 Student Accommodation System Validation Report 
 Appendix D: Level 4 Swimlane Diagrams 

  Student Accommodation System

St
ud

en
t

Ac
co

m
m

od
at

io
n 

Po
rt

al
Po

lic
ie

s /
 G

ui
da

nc
e

Bo
ok

in
g 

O
ff

ic
er

W
ar

de
n

H
RL

SI
TS

Ac
ad

em
ic

 
de

pa
rt

m
en

t

BR13 Provide Non Registered Student Support

(13.3) Receive 
non-registered 
student comms

(13.4) Respond 
to non-

registered 
student comms

(13.5) Review 
non-registered 
student status

(13.3) Terms & 
conditions 

(13.3) 
Generate 

comms to non 
registered 
students

(13.5) 
Decision

(13.1) 
ADMISSIONS 

AND STUDENT 
SERVICES

(13.1) 
Registration 

status updates

(13.2) Check 
student 

registration 
status

(13.5) Refer as 
appropriate

Cause for
concern

All in hand

(13.5) Discuss 
registration 
status with 

student

(13.6) 
Decision

(13.7) Discuss 
registration 
status with 
student as 

appropriate

(13.7) 
Notification of 

early departure 
needed?

Refer

(13.1) 
Generate / 

update flag for 
non registered 

students

(13.3) LSE 
Latest 

registration 
date

(13.3) Comms 
policy & 
schedule

(13.3) Comms 
templates

(13.6) Discuss 
registration 

status as 
appropriate

All in hand

Initiate 
notification of 

early 
departure 

requirement

Yes

IN EVERY CASE

No

IN EVERY CASE

(13.5) 
Exceptional 

Circumstances 
& Cause for 

Concern rules

IN EVERY CASE

(13.8) Receive 
notification of 

early departure 
requirement + 

Ts & Cs

13.8 Generate 
notification of 

early 
departure 

requirement

EARLY 
DEPAR
TURE

(13.5) Agree 
registration 

action

(13.6) Agree 
registration 

action

(13.7) Agree 
registration 

action

(13.5) Receive 
notification of 

cause for 
concern

(13.5) Agree
 to register? 

No

(13.5) 
Exceptional 

Circumstances 
& Cause for 

Concern rules

Exceptional 
Circumstances 

& Cause for 
Concern rules

(13.8) Terms & 
conditions 

(13.5) Log relevant details 
& set anticipated 

registration date (if 
known)

Update student 
accommodation status 

Oversee non-
registered 

student 
statuses

(13.1) 
ADMISSIONS 

AND STUDENT 
SERVICES

Yes

CHECK IN

(3.11) Receive 
Key + Salto Fob

(13.7) Agree 
outcome

Change in 
registration 

status
RESIDE
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BR14 No Show Student Support

(14.7) Confirm 
late arrival 
date with 

reason

(14.2) Identify 
no show 
students

(14.8) No show 
cut off date

(14.2) 
Programme 
Registration 

Status Updates

(14.8) 
Generate 

notification of 
need to 

terminate 
contract

(14.7) Update 
expected 

check in date

(14.11) Update 
expected 

check in date 

(14.8) Terms 
and Conditions 

of contract

(14.9) Alert 
other 

departments 
as required 

(14.6) 
Respond within 

x days of 
missed arrival 

date?

(14.8) Receive 
notification of 
need to cancel

Yes

No
(14.8) CANCEL 

ROOM 
BOOKING

(14.11) 
Confirmation 
of new arrival 

slot

(14.2) ‘No 
Show’ student 

status

3rd party

(14.4) Receive 
3rd party no 
show advice

(14.5) Receive 
LSE no show 

advice

LSE

(14.9) Review 
new dates and 

reasons

(14.11) Update 
expected 

arrival 

(14.8) Latest 
registration 

date

14.10) 
Will arrive 

before latest 
registration 

date? 

(14.10) 
Will arrive 
before 1st 
payment 
deadline? 

(14.10) Amend 
fee schedule

No
Yes

NoYes

(14.11) 
Confirm 
expected 

check in date

(14.10) Update 
fee schedule

Yes

CHECK IN

14.1 
3RD Party 

arrival policy

No show policy

14.1 Receive 
list of no show 

students

14.3 Generate 
no show 

notification + 
advice on 

registration 
status 

depending on 
LSE / 3rd party

CHECK IN No show at 
check in

3rd PARTY 
ACCOMMODATION 

PROVIDERS


