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Student Enrolment and Completion Policy

Purpose of the policy

This policy and associated procedures outline RTO approach to student enrolment and completion.
This ensures that there are structured processes in place for the enrolment of students, issuing of
credit transfer and recognition of prior learning, changes to services and the issuing of certificates on
completion.

This policy and associated procedures meet the requirements of Standard 1, 3, 5 and 7 and
associated clauses of the Standards for RTOs 2015, as well as Standards 2 and 3 of the National
Code of Practice for Providers of Education and Training to Overseas Students 2018.

Policy statements

Enrolment

¢ Information about the enrolment process is provided in Course Brochures and the International
Student Handbook.

e Applicants must meet the entry requirements in order to be accepted into a course. The entry
requirements are included in each Course Brochure.

e A course entry interview will be conducted and a decision made on whether the student is
suitable for the course based on the course entry interview and the documentation provided by
the student in support of their application.

e  Where a student is accepted into the course they are provided with an Offer Letter and Student
Agreement for signing to indicate their acceptance of the offer. The Offer Letter and Student
Agreement meets all of the requirements of Standard 3 of the National Code. Fees are only
accepted concurrently with or following acceptance of the Offer Letter and Student Agreements
as per RTO Fees and Refunds Policy and Procedure.

e RTO uses an AVETMISS compliant Student Management System to record all student
information.

e Records of all enrolment records including the Offer Letter and Student Agreement and
associated receipts of payment are retained for at least 2 years.
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Credit transfer and RPL

Credit towards a student’s course can be provided by credit transfer or RPL. This means that
students do not have to repeat units (or equivalent) already achieved and can be recognised for
formal and informal learning, skills and experience.

RTO will review all AQF certification and authenticate it as part of the process of awarding credit.

Applicants who wish to apply for RPL will be provided with a Candidate Kit. The RPL process will
be followed as per the Training and Assessment Policy and Associated Procedures.

Applicants will be advised in writing of the outcome of their application for credit transfer and/or
RPL. Where the credit provided results in a reduction of the duration of the course and fees, this
will also be advising in writing.

Changes to services

Students are informed within 3 working days of any changes to services as documented in the
Student Agreement, including where there are new third party arrangements, changes to existing
third party arrangements and changes in ownership.

Where RTO is unable to offer a course prior to or following commencement, refunds will be in
accordance with the Fees and Refunds Policy and Associated Procedures.

Completion

Students are issued with certification documentation following completion of their course. All
certification documentation complies with Schedule 5 of the Standards and includes a
mechanism to ensure it cannot be fraudulently reproduced.

Certification documentation will only be issued where the student’s USI is on file and has been
verified and where the student has paid their fees in full.

Certification will be issued within 30 days of completion subject to the payment of all fees. All
certificates issued are recorded in the Student Management System and are kept for a period of
30 years.

Confirmation of the issuing of certificates will be provided to those who need to verify certificates.

Certificates can be reissued on request.



