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Enrolment Policy

RELEVANT STANDARD(S): Outcome Standard for NVR Registered Training Organisations
Quality Area 2, Information, Standard 2.1 and 2.2 and Compliance Standards for NVR
Registered Training Organisations and Fit and Proper Person Requirements Part 2, Division 1,
Section 7 and 8, Division 2, Section 12 and 14 and Division 3, Section 17 and 18

Purpose

MADEC Community College is committed to providing quality training and assessment in
accordance with the Outcome Standards and Compliance Standards for NVR Registered
Training Organisations 2025 and relevant funding contract requirements. This policy provides
the framework and general principles for selecting and enrolling MADEC Community College’s
students. The policy ensures fair and equitable enrolment processes and provides students
with accurate information to make informed choices about their enrolment and training
pathway.

Policy Principles

MADEC Community College will use a systematic, non-discriminatory, and transparent process
to select and enrol students. This process ensures compliance with legislation and funding
program requirements. Prospective students will receive comprehensive information and
high-quality service throughout enrolment. The following principles will be followed:

Information to Students

1. Prior to enrolment, students will have access to a student handbook, course
information, and student policies. MADEC Community College will provide students
with information about training products and services, training and assessment
details, and access to student support.

2. Information provided to students may include, but is not limited to:
a. RTO information and code

b. Course outcomes and pathways

Enrolment Policy | MADEC Community College
Version 1.1 | November 2025 1



MADEC Community College

Address: 126-130 Deakin Avenue, Mildura, VIC, 3500
RTO # 3957| Phone: (03) 5023 7233

Website: http://madec.edu.au

m a d e C Email: madec@madec.edu.au

o

> @

Training product information from the national register
Course duration estimates

Training and assessment arrangements

Mode of training delivery

Enrolment and selection process

Contact details of third-party providers (if applicable)
Third-party obligations (if applicable)

Work placement arrangements (if applicable)
Statement of fees

Certification issuance

. Refund policy and process

Additional support provisions

Flexible learning and assessment options

Complaints and appeals process

Recognition of Prior Learning (RPL) and credit transfer
Student responsibilities and expected behaviour
Materials and resources provided by students

Privacy information

Students will be informed as soon as practicable about any changes to training
products or operations that affect them.

Students will be advised whether the course is suitable for them based on their skills,
LLN, and digital literacy (after review).

Clear, accurate, and current information will be provided, including third-party
arrangements and licensing implications (if any).

Marketing and advertising materials will not contain false or misleading information,
and comply with Section 7 of the Compliance Standards.

MADEC Community College does not guarantee employment outcomes, migration
outcomes, or automatic qualification issuance.
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8. Where applicable, MADEC Community College will inform students before enrolment
if the training product leads to a licensing outcome (e.g. construction white card,
marine qualification, forklift licence), any occupational registration or industry
certification, or mandatory compliance with specific state or territory laws or
employer/industry requirements

9. All licensing implications will be included in pre-enrolment course information and
reinforced during induction.

Enrolment of Individual Students

1. Enrolment into training programs will be conducted ethically, fairly, and in accordance
with MADEC Community College’s Training Support Services Policy and Enrolment
Policy and Procedure, ensuring equal access and non-discriminatory practices.

2. A student’s enrolment must be valid, accurate, and complete, supported by a signed
and dated AVETMISS-compliant Enrolment Form.

3. Enrolmentis subject to course availability and operational considerations such as class
size limits, safety protocols, venue capacity, delivery mode, and training structure.

4. Students will not be enrolled into training products that have been deleted or removed
from the National Register of VET (training.gov.au).

5. Enrolments remain tentative until:

a. The required payment is received in line with the Fee Administration and
Refund Policy

b. Avalid Unique Student Identifier (USI) is provided and verified (unless exempt)
6. Students are advised if any exemption to the USI applies.

7. If a course reaches maximum capacity and a tentative enrolment has not confirmed
their place through payment, MADEC Community College may offer the position to
another eligible applicant after reasonable contact attempts.

8. Where students are under 18 years of age, written consent from a parent or legal
guardian is required using the Parent-Guardian Consent Form.

9. A student’s enrolment will be confirmed only after the following steps are completed:

a. Completion of the student application form and submission of all required pre-
enrolment evidence. Where applicable, Student Eligibility Assessment and
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Student Declaration Form (ie. evidence of concession, waiver or exemption for
eligible students will be collected)

b. Payment of relevant course fees in accordance with the published fee schedule.
c. Completion of a needs assessment (if required)

d. Review and signing of all consent, acknowledgement, and declaration
statements

e. lIssue of a formal confirmation of enrolment by MADEC Community College.

Enrolment of Students Under 18
MADEC Community College implements specific safeguards for learners under the age of 18.
e Parental or Guardian Consent:

All prospective learners under 18 must submit a completed Parent/Guardian Consent
Form prior to enrolment. The form must be signed by the legal guardian and include
agreement to the terms of enrolment, support arrangements, and participation
requirements.

e Child Safety Risk Management:

Prior to training commencement, a risk assessment will be undertaken to identify any
additional risks to the safety or wellbeing of underage students, including training
locations, delivery mode, supervision, and off-site activities. These will be managed in
accordance with MADEC Community College’s Child Safety Policy and Procedure.

e Working with Children Requirements:

All staff, trainers, assessors, and contractors who will interact with underage learners
are required to:

o Hold a valid Working With Children Check (WWCC) or equivalent clearance in
the relevant state or territory

o Complete child safety induction and training specific to their role
o Comply with the RTO’s Child Safety Code of Conduct and reporting procedures
e Communication with Guardians:

Parents or guardians will be provided with key information about the training, support
services, and who to contact for any concerns. They will also be advised of any material

changes to the training or risks affecting the learner.
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Third-Party Arrangements

Where training and/or assessment is delivered by a third party on behalf of MADEC
Community College, learners will be provided with clear, written information prior to
enrolment. This includes:

e The legal name of the third-party provider
e The nature of their involvement (e.g. delivering training, assessment, support)
e Contact details of the third party

e A statement that MADEC Community College remains responsible for the quality of
training and assessment and the issuance of qualifications or statements of attainment

Students will not be disadvantaged by the use of a third party. MADEC Community College
ensures that all third-party agreements are formalised through written contracts and meet
the requirements of the Standards for RTOs and relevant funding contracts.

Marketing, enrolment, and learner-facing documents will clearly disclose third-party
arrangements, including where subcontracted services or training locations differ from those
of MADEC Community College.

Assessment of Need

MADEC Community College will conduct a formal assessment of each student’s individual
needs following confirmation of eligibility and prior to finalising enrolment. This ensures
appropriate adjustments, support mechanisms, and tailored training pathways are put in
place to enable each student to succeed. This process is guided by MADEC Community
College’s Training Support Services Policy, Reasonable Adjustments Procedure, and other
relevant student support procedures.

The assessment of need may include, but is not limited to, the following components:
1. Disability, Health, or Special Needs

Students are invited to voluntarily disclose any disability, medical condition, or
additional learning need that may impact their training participation. This information
is used to:

a. ldentify the need for reasonable adjustments (where appropriate)
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c. Refer students to internal or external support services
Disclosure remains confidential and is handled in accordance with the Privacy Policy.
Language, Literacy, Numeracy, and Digital Literacy (LLND) Assessment

Students will undertake a short diagnostic or LLND assessment as part of the
enrolment process. This is used to:

a. Confirm the course is appropriate for the student’s current capabilities

b. Determine whether additional support, foundation skills, or alternative
pathways may be required

c. Ensure alignment with the training product’s foundation skill demands
This assessment must be completed and reviewed prior to course commencement.
Competency and Suitability Assessment

Where appropriate, students may be asked to demonstrate relevant prior learning or
work experience through:

a. Interviews
b. Evidence reviews (Employment evidence, other accredited training)
c. Pre-training reviews

This assists in determining the correct entry point, training plan, or need for additional
support.

Recognition of Prior Learning (RPL), Credit Transfer (CT), and Amount of Learning

MADEC Community College recognises prior learning and qualifications from other
RTOs where appropriate. Students may request:

a. RPL, to have informal or formal learning assessed for competency
b. Credit Transfer, based on previously issued Statements of Attainment

¢. An individualised amount of learning review, to ensure course content and
duration match the learner’s capabilities and background.

Students will be advised of their eligibility and guided through relevant application
processes as required.
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Unique Student Identifier (USI)

In compliance with the Student Identifiers Act 2014, all students enrolling in nationally
recognised training must provide a valid Unique Student Identifier (USI). This is a condition of
enrolment and credential issuance.

MADEC Community College ensures that all USI-related processes are clear, accessible, and
compliant. The following guidelines apply:

1. Student Responsibility

All students must provide their USI during the enrolment process. No qualification or
Statement of Attainment can be issued without a verified USI unless an exemption
applies (e.g. for offshore international students in non-Australian delivery).

2. USI Guidance and Creation Support
Students who do not yet have a USI will be:

a. Provided with information about how to create one via the official
WWW.Usi.gov.au website

b. Offered support from administration staff, where needed, to complete the
process

3. USI Creation on Behalf of the Student

With signed authorisation, MADEC Community College may apply for a USI on the
student’s behalf via the USI Registrar system. This includes verifying identity
documents and explaining student rights.

4. USI Verification and Management

All USIs are verified via MADEC Community College’s Student Management System
(SMS). The verified USl is stored securely and associated with the student’s enrolment
record. This ensures:

a. Compliance with AVETMISS reporting obligations
b. Credential issuance integrity

c. Proper recordkeeping over the course lifecycle

Notification of Enrolment

1. Upon acceptance of enrolment, MADEC Community College will provide students with
written confirmation of enrolment which includes information on third-party service
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delivery, names and roles, if applicable, and all necessary enrolment documents. This
includes USI details (if applicable), student login information, training resources access
instructions, trainer and assessor information, subcontracting arrangements (if
applicable), fee details, and support information.

2. Each client will receive a copy of the student handbook outlining their rights and
responsibilities as a student.

3. All clients must sign an acknowledgment stating that they have received, read, and
understood MADEC Community College’s policies and details in the student handbook.

Cancellation of Courses

It is not standard practice for MADEC Community College to cancel a scheduled training
program once enrolments have been confirmed. However, in exceptional circumstances (e.g.
minimum numbers not met, trainer unavailability, or force majeure), cancellation may occur.

If a student expresses the intention to withdraw or discontinue their course, MADEC
Community College will:

1. Request the reason for withdrawal
2. Offer options such as additional support or adjustment to training delivery

3. Document the outcome and reason for withdrawal in the Student Management
System

Where a student confirms a decision to cancel their enrolment:

1. Reasonable alternatives may be offered, including transfer to a future session or
alternate mode of delivery

2. Fees and refund entitlements will be assessed in accordance with the Fee
Administration and Refund Policy

3. Where applicable, any training completed will be recorded and a Statement of
Attainment issued for achieved units of competency

Transfer of Enrolment

All  transfer requests must be submitted in writing via formal email to
StudentSupport@madec.edu.au Supporting documentation may be required depending on

the circumstances.
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e Transfer to another course date:

o Requests made at least 5 business days prior to the scheduled commencement
date will be considered

o Transfers are subject to availability and training schedule capacity

o Requests within 5 business days not eligible and may result in a forfeited
booking unless exceptional circumstances apply

e Transfer to another course or qualification:

o Students may request to change their enrolment to a different training
product, provided the request is made in writing and more than 5 business days
before the course commencement

o Transfers are subject to eligibility, course entry requirements, and available
capacity

o A new Training Plan and enrolment documents may be required
e Transfer to a different delivery mode (e.g. in-person to online):
o Must be requested at least 5 business days before course commencement
o Requests are subject to availability of alternate delivery
o An administration fee may apply

o Transfers requested after the cutoff date are not permitted without manager
approval

e Transfers between students (i.e. transferring enrolment to another person) are not
permitted under any circumstances, due to enrolment validity, individual eligibility
checks, and unique identifier requirements.

Student Record Management and Privacy

MADEC Community College is committed to protecting the privacy of personal information
and maintaining accurate, secure, and compliant enrolment records in accordance with the
Privacy Act 1988 (Cth), AVETMISS reporting obligations, and Outcome Standard 2.1.

e Collection and Use

e Student’s personal information is collected at the time of enrolment and stored in the
Student Management System (SMS) and secure digital or physical files. This includes
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personal details, contact information, Unique Student Identifier (USI), enrolment
history, training participation, and assessment outcomes. Records are only created
where there is evidence of a valid enrolment.

e Record Creation and Retention
o A separate client record is created for each enrolment.

o Certification records are retained for a minimum of 30 years, and assessment
evidence is retained for at least 3 years, or longer if required under funding
contracts.

o Enrolment and training activity data is reported in accordance with national
reporting requirements (e.g., AVETMISS, NCVER).

e Student Access and Progress

o MADEC Community College ensures learners can access their own records and
monitor their learning progress through the Learning Management System
(LMS) or by submitting a written request.

o Students can request to correct or update inaccurate personal information by
contacting administration. All updates are recorded in accordance with the
RTO’s Records Management Policy.

e Disclosure and Data Security

Learner data may be disclosed to authorised third parties for regulatory, funding, and
statistical purposes, including but not limited to:

o The National Centre for Vocational Education Research (NCVER)

o State and Commonwealth government departments

o School representatives or employers (for VETIS or employer-funded training)
o Regulatory authorities such as ASQA

Only information legally required for compliance or contractual obligations is shared,
in accordance with the RTO’s Privacy Policy. All records are securely stored to prevent
unauthorised access, misuse, or loss.

e Privacy Notice

The Enrolment Form includes a Privacy Notice that clearly informs students how their
data will be used, disclosed, and protected. Students are required to read and

acknowledge this notice when enrolling.
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Fees and Fee Waivers

1. Fees are collected in accordance with the Fee Administration procedure. If prepaid
fees exceed $1,500, appropriate fee protection measures (e.g., insurance or tuition
assurance) are applied.

2. MADEC Community College publishes and provides students and employers with all
fees and charges, including compulsory fees, additional charges or co-contributions,
methods of collection, and refund information. Only published tuition fees are
charged.

Monitoring and Improvement

MADEC Community College is committed to continuously reviewing and improving its
enrolment practices to ensure compliance with relevant standards and deliver a quality
learner experience. The National RTO Manager oversees the implementation of the
Enrolment Policy and ensures all enrolment processes are conducted fairly, consistently, and
in accordance with AVETMISS and regulatory requirements.

Administration staff are responsible for checking that enrolment forms are complete, verifying
USIs and eligibility, and ensuring students receive all required pre-enrolment information.
Enrolment processes are monitored through regular internal reviews, student feedback, and
audits. Any issues or areas for improvement are recorded in the Continuous Improvement
Register and addressed during scheduled team meetings.

Students are encouraged to provide feedback on their enrolment experience. Complaints or
appeals relating to enrolment may be raised under MADEC Community College’s Complaints
and Appeals Policy.
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Version Control

Version Control Table

Date Summary of Modifications Modified by Version
Aug 2025 Document creation Blu Edge Pty Ltd | v 1.0
Nov 2025 | Contextualised to MADEC J. Drummond V1.1
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