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ENROLMENT AND FEE PAYMENT 
PROCEDURE 
1. PURPOSE
The purpose of this procedure is to ensure that enrolment and fee payment procedures are applied to Government Funded and Fee for Service programs consistently across the Institute and that these procedures comply with:

· Institute Fees, Charges and Refunds Policy,

· Commonwealth and State legislation, regulations and certification requirements and Ministerial Statement on Fees and Charges

· Goulburn Ovens Institute of TAFE business rules.
2.
SCOPE
This procedure will apply to all enrolments and fee payment for Government Funded programs undertaken by the Institute and its Centres.
3.
DEFINITIONS
	Tick Sheet:
	A Tick Sheet is the approval document submitted by staff admitting a student to a course other than a traineeship or apprenticeship.  It lists the units of competency and Student Contact Hours to be undertaken by each student.  To be valid the Tick Sheet must have the student name, units to be undertaken ticked and Course Co-ordinator signature.  It is generated from the Student Administration Database QLS.  (QLS Crystal Report GOIT007)



	Training Plan:
	A Training Plan is produced for all Australian Apprentices and Trainees.  It provides the list of units of competency and dates when the units of competency will be delivered and assessed within the Government contracted period.   (QLS Crystal Report STMR048)
The Training Plan must be signed by:

· the student, 

· the employer, 

· the trainer and 

· school coordinator - if the student is school based.


	Session:
	A Session is a group of units of competency that make up a training program.  A session is set up for every separate training program at each campus.



	Training Program:      
	A group of units of competency that are delivered to achieve a skill set or qualification.




	Proof of Identity:        
	Proof of Identity is achieved through the presentation of one of the following:

· Current Australian Passport
· Drivers Licence

· Learner Driver’s licence

· Australian Birth Certificate

· Citizenship Certificate
· DIAC Certificate of Identity

· DIAC Certificate of Evidence of Resident Status

· DFAT Document of Identity

· Australian VISA
· Overseas Passport

· Defence Discharge papers

· Shooters or firearms licence

· Security licence

· Proof of Age Card
Alternatively, two of the following can be submitted:

· Medicare Card 

· Centre Link Health Care Card

· Birth Certificate Extract

· V-Line Travel card

· Previous student card (no more than 2 years old)

· Bank ATM Card or Bank Statement

· Property Rate account in client’s name

· Utility account in client’s name.

A statutory declaration confirming identity can also be provided



	Administration  Date:  
	The date specified as the start of the first unit of competency being undertaken as part of a course on the timetable. 

For Apprentices and Trainees the start date is the first date of training commencement on their training plan.


4.
PROCEDURE
4.1
Conditions of Enrolment:

           
There are five conditions of Enrolment at GOTAFE.
4.1.1 Admission to course  - This requires a Tick Sheet or Training Plan which provide approval by the Course Coordinator or Trainer of the applicant’s enrolment in the selected units of competency. 

· A Tick Sheet or Training Plan (or Client Enrolment Summary) must be presented at the time of enrolment.

· Training Plan (Pre- Enrolment Summary QLS Crystal Report GOIT055) can be obtained from Administration by the Course Co-ordinator instead of presentation of the Training Plan) for Apprentices or Trainees.  

NB. Administration will not produce a Pre-Enrolment Summary without sighting the signed training plan.

· Tick Sheet is used for all other courses other than Fee For Service Short Courses  The Course Coordinator or Trainer must select the units of competency for the applicant by ticking on the Tick Sheet and sign the Tick Sheet to verify the selection and approval of the student enrolment.  
4.1.2 Assessment of Eligibility for government subsidised training – In other than Fee for Service Short Courses, the eligibility of the student to government subsidised training must be assessed.

Certificates 1 – 4:

Government subsidised training is available for:

· Australian citizens

· Permanent residents of Australia

· East Timorese asylum seekers

· Temporary protection visa holders

· New Zealand 444 visa holders

                               Eligibility check is undertaken by the Enrolment Centre staff upon receipt and data 

                               entry of the signed Enrolment Form

                               Diploma and Advanced Diploma - Skills Deepening category courses: 

                               Eligibility for government subsidised training for Skills Deepening category courses is 

                               undertaken by the Course Co-ordinator as part of the Admissions process (refer 

                               Admissions Procedure).

· Eligibility is assessed using the 'GOTAFE Eligibility for government subsidised Skills deepening & Skills for Growth places Checklist' 
· Eligibility is assessed in consideration of: 
· Age

· Entry to Foundation category courses

· Prior Qualification

· Individual Exemption
· Assessment of eligibility for government subsidised training will determine whether a student is offered a government subsidised training place, or a Fee For Service (full fee paying) place in a course.

· Eligibility Checklists will be submitted to the campus Enrolment Centre with the enrolment form and tick sheet and will be cross checked to ensure a consistent declaration has been made on the Enrolment form.
                               Skills for Growth program applicants:                               

                               Eligibility for government subsidised training for Skills for growth program applicants is undertaken by the Course Co-ordinator as part of the Admissions process (refer 

                              Admissions Procedure).

· Eligibility is assessed using the 'GOTAFE Eligibility for government subsidised Skills deepening & Skills for Growth places Checklist' 
· Eligibility is assessed in consideration of: 
· Age

· Entry to Foundation category courses

· Prior Qualification

· Individual Exemption
· Assessment of eligibility for government subsidised training will determine whether a student is offered a government subsidised training place, or a Fee For Service (full fee paying) place in a course.

· Eligibility Checklists will be submitted to the campus Enrolment Centre with the enrolment form and tick sheet and will be cross checked to ensure a consistent declaration has been made by the student on the Enrolment form.
4.1.3 Enrolment Form – A fully completed GOTAFE enrolment form, must be presented, completed and signed by the applicant for each separate enrolment. 

The enrolment form is signed by the applicant in declaration that:

· Students will abide by the policies, procedures and standards of conduct of Goulburn Ovens Institute of TAFE

· Students are liable for fees and charges

· GOTAFE right t cancel courses

· Release of personal statistical information to government departments and agencies and apprenticeship & traineeship authorities

· Release of result information to schools where school student, employers of apprentices and trainees and sponsors as listed on form.

· Emergency treatment release.

· All information provided is accurate, correct and complete.

4.1.4 Proof of Identity – Applicants must provide proof of identity at the time of their

Enrolment  (see Definitions).  
· Students enrolled at a High School undertaking TEC programs do not need to provide proof of identity.

· Proof of Identification for remote learners:

       Where you are enrolling form a remote location there are 2 ways to verify identity:

1. Originals presented to trainer at Induction – trainer to record the details on Office use section of Enrolment Form and sign to verify, or,
2. verified copy of Proof of Identity sent with enrolment form to GOTAFE staff contact at an address provided.

     To verify identification document:

· Present original and a copy of proof of identity document to one of the persons listed below.

· The copy can then be validated by writing the words “Original Sighted”, the verifier will then write their name and position, sign and date it.
People who may verify an identity:

· Justice of the Peace

· Member of the Police Force

· School Principal or Assistant Principal

· Minister of Religion

· Bank Employee

· Medical Practitioner

· Dentist

· Pharmacist

· Solicitor

· Accountant

· Municipal Councillor

4.1.5 Payment of the prescribed fees – Payment of course fees must be made on or prior to the Administration Date, of a course at GOTAFE.  Fees are levied as per the schedule in the GOTAFE Fees, Charges and Refunds Policy and calculated by the GOTAFE Student Management System (QLS).
Concessions:

Concessions at each course category are applicable to the tuition fees of students enrolling into Certificates 1 – 4 courses who hold a current concession card.  Concession cards are:

· Commonwealth Health care card

· Pensioner Concession card

· Veterans Gold card

                               Concessions are not applicable to tuition fees in Diploma and Advanced Diploma 

                               Courses

                               Aboriginal and Torres Strait Islanders as stated on the Enrolment form

                               Declaration shall be levied fees at the Minimum rate as per the schedule in the                                       

                               GOTAFE Fees, Charges and Refunds Policy

Payment can be made by:

· Cash

· Cheque

· Credit Card

· EFTPOS

· Centrepay

· Student Loan (see Student Loan Procedure)

· Presentation of Exemption documentation which is approved by the CEO or their delegate.

Proof of payment can be:

· Copy of a client receipt of payment for the course.

· Copy of 3rd party invoice for the course or GOTAFE invoice number recorded on Office Use section of Enrolment Form

· Completed Application for a Deferred Payment Scheme.

· Completed approval for Special Consideration signed by a Student Services Officer and a completed Deferred Payment Scheme Application.

· Completed Application for VET FEE HELP loan
4.2
Enrolment

A student shall be deemed to be enrolled at the Institute upon completion of enrolment requirements, as per the Conditions of Enrolment (4.1).
4.2.2
A student shall be deemed to be enrolled in the units of competency approved on his/her current Tick Sheet, or Training Plan / Pre-Enrolment Summary subject to any variations later approved under Sections 4.5, 4.6, 4.7, 4.8, or 4.9.

4.2.3 In cases of extreme hardship or special circumstance, the Director or his/her nominee may waive any or all charges and fees payable, on written application by the person concerned.

4.3
Fees

                        Fees consist of 3 types:
         4.3.1.  Tuition Fees– Government subsidised tuition is available for eligible student where  a large portion of the tuition is subsidised by the Victorian government and fees are determined according to a government directed schedule.  Fee for Service tuition fees are calculated for applicants who are not eligible for government subsidised training or the course is not eligible for government subsidy eg. Short Courses by the teaching centre in accordance with GOTAFE Course Costing Procedures.  Separate QLS sessions are set up for enrolments into government subsidised (P and L funded) courses  and Fee for Service (S funded) courses.

      4.3.2.   Materials Fees - Covers the actual cost of providing goods or materials that are to be retained by students as their personal property.  Material charges are in accordance with Ministerial Directions and may include GST.  This fee varies according to the course being undertaken and is determined by the teaching centre and approved by the Commercial Manager and Finance Department via the Session Planner.  Materials are set in the session set up on QLS. Students must be provided with a list of materials by the teaching centre at the start of their course.
4.3.3    Non-academic – Is approved by the Institute’s Board and will be payable by all persons participating in Government funded programs, it directly contributes to the costs of providing student services and amenities for campus-based students.  This fee is set at 20 cents for each nominal enrolled hour and is set in QLS.  Students who do not have access to campus facilities may be exempted from this fee upon approval by the Commercial Manager.
4.4     Enrolment in Additional Units of Competency 

4.4.1
Where a student chooses to enrol in additional units of competency at any time/s subsequent to his/her initial enrolment, the event will be considered in conjunction with his/her previous enrolment/s for the calendar year.  

· Incremental fees will be applied, where applicable, within the overall limits established under the State Government’s Fees and Charges Policy and GOTAFE Fee Schedule, based on the total fees that would have been charged had all enrolment events for the year occurred simultaneously.

4.4.2 Students enrolling in additional units of competency, as per Section 4.4.1, will be required to complete:

· An Enrolment Variation form FSA-81 

4.4.3
Students enrolling in additional units of competency may be exempted from paying full incremental fees in the following circumstances: 

· Where a VCE student formally withdraws from a module and elects to undertake an alternative VCE module/s, a “credit” for the hours of the withdrawn modules/units of competency will be allowed and applied against any incremental fees that would normally be due.  Refunds for lesser hours as a result of module changes are not applicable.

· Where the relevant Commercial Manager gives written approval of the transfer of student’s enrolment to a lower or higher level course, a “credit” for the hours of the withdrawn units of competency will be allowed and applied against any incremental fees that would normally be due.  Refunds for lesser hours as a result of module changes will not be applicable.

· Where a student has enrolled for second semester units of competency at the start of the year and wishes to change his/her selection as a result of either modifications to study plans or failures in pre-requisite subjects, a “credit” for the hours of the withdrawn units of competency will be allowed and applied against any incremental fees that would normally be due.  Refunds for lesser hours as a result of module changes are not applicable.

4.4.4
Students meeting any of the above criteria who wish to enrol in alternative modules/units of competency must submit:

·  An Enrolment Variation form FSA-81 

           Subsequent Enrolment Variation-Withdrawal forms must first be signed and approved by the relevant Commercial Manager (or their nominee) and then lodged with Campus Administration for fee appraisal.

4.4.5
Subsequent Enrolments meeting criteria under Section 4.4. may attract incremental fees.
4.5
Withdrawal from Units of Competency

A student will be considered officially withdrawn from his/her enrolment in one or more units of competency of a course :

· Upon written notice to the Course Co-ordinator.  

· After 4 consecutive class meetings without notification of absence.  Before withdrawing the student, the teacher shall make reasonable effort to contact the student regarding their status 

· In the case of off-campus or online learning, no reasonable communication has occurred between teacher and student.   Before withdrawing the student, the teacher shall make reasonable effort to contact the student regarding their status

. 

4.5.1 Enrolment Variation-Withdrawal form may be submitted by the student or the Course Co-ordinator.  This form must be signed by the Course Coordinator or Commercial  Manager of the relevant teaching area. 

4.5.2
Withdrawals made after 28 days from the Commencement date of the course do not entitle students to either a full or partial refund of fees paid.  

4.5.3
When students withdraw from a unit of competency should an Enrolment Variation-Withdrawal form must be completed.  

· If training has commenced in the unit their Enrolment Variation-Withdrawal form must have evidence of participation (copy of roll) attached and Campus Administration will record a Withdrawn (WD) and the date of the withdrawal onto QLS.

· If the unit of competency has not been commenced the Withdrawn Cancelled (WC) can be entered on QLS against the unit by the teaching staff member.

4.5.4
A student who has withdrawn from all units of competency must receive the necessary authority to re-enrol (new approved Tick Sheet) and pay all associated charges if he/she wishes to have his/her enrolment restored for the current year.

4.5.5
A student who has withdrawn from all units of competency shall no longer be considered a student of the Institute and shall no longer have the right as a student to enter, to remain or to participate in any of the precincts of the Institute or any of the classes, examinations, test and other activities of, or under control of the Institute.

4.6
Selection of Course Units of Competency

Course information will be provided by the Course Co-ordinator as part of the Admissions Procedure and student selection process,  this will provide students with the necessary information to undertake their preferred pathway. 

4.6.1 Selection of Units of Competency is undertaken by the Course Co-ordinator in completing the Named, ticked and authorised Tick Sheet for each student.

4.6.2 It is the responsibility of students to ensure that they have been enrolled into the correct course or units of competency that appear on their associated tick sheet.

        4.7
Change of Class
        Where a student transfers from one session or class to another, the Commercial  Manager, or their nominee, shall submit an Enrolment Variation-Withdrawal form to the Campus Administration Centre

· Change of session/classes will have a neutral effect on both enrolments and withdrawals.

        4.8
Fee Refund Requests 
          Where refunds apply, they shall be made by the same method in which the fees were paid.

          Where application is made for refund of materials fees and amenities fees Course Co-ordinators must make and approve the assessed amount.

         Students enrolled in Certificates 1 – 4
A student who withdraws from one or more units of competency by submitting the appropriate Enrolment Variation-Withdrawal Form within 28 days of the actual course commencement date is eligible to apply for refund of tuition fees paid for the unit/s from which they have withdrawn.

4.8.1 Students wishing to apply for a refund must complete both:

·  An Application for Refund Form (GOTAFE Intranet FSA-55) and an 

· Enrolment Variation Form (GOTAFE Intranet FSA-81). 

                              The Refund application must be lodged with Campus Administration Centre for refund assessment purposes and processing. 

· Fees will be refunded less $60 Administration fine.

4.8.2
Where courses are cancelled prior to the commencement of classes by the Institute, enrolled students in that class shall be eligible for full refund of fees paid. A Refund application form should be completed and presented to Campus Administration Centre after approval by the Course Coordinator or authorised officer.

4.8.3
Students granted Skills recognition after payment of tuition fees, may be entitled to a refund of tuition fees.  An Application for Refund Form (GOTAFE Intranet FSA-55)  Refer Skills Recognition Brochure (E-Library SRBC) available from the Enrolment Centre at each campus.

Students enrolled in Diploma and Advanced Diploma courses

4.8.4   If a student withdraws prior to the Administration Date (start date) and fees have been paid, a full refund shall be applied shall be approved upon lodgement at Campus Administration and assessment of the:

· Application for Refund Form (GOTAFE Intranet FSA-55) and an 

· Enrolment Variation Form (GOTAFE Intranet FSA-81). 

4.8.5   Where a student withdraws after the Administration Date and prior to the Census Date a full refund of fees less $60.00 Administration Fine shall be given upon lodgement at Campus Administration and assessment of:

· An Application for Refund Form (GOTAFE Intranet FSA-55) and 

· Enrolment Variation Form (GOTAFE Intranet FSA-81). 

4.8.6 Where a student withdraws after the Census Date no refund is applicable, if a VET FEE HELP loan is in place refer to FEE HELP Re credit and Review Procedure.

Students enrolled in Fee For Service Short Courses

4.8.7   Where a student withdraws from a Fee For Service Short Course prior to    

           commencement, a full refund is payable less $20.00 Administration Fine.  The 

           Application for Refund Form (GOTAFE Intranet FSA-55) must be submitted to 

           Campus Administration for processing

4.8.8   Where a student withdraws from a Fee For Service Short Course after it has 

           commenced no refund applies

4.8.9   Where the Institute cancels a Fee For Service Short Course a full refund shall be paid    

           to all fully paid clients.

4.9
Changes in Personal Details

4.9.1
A student who changes his or her name, phone number or address should complete and lodge with Client Services a Student Personal Details Amendment form (GOTAFE Intranet FSA-35).

· Students recording a change of name will be required to produce legal documentary evidence (eg marriage certificate, statutory declaration, deed poll certificate) in addition to completing the relevant form

4.9.2 Apprentices and trainees must notify Apprenticeship Administration of changes

            to employer or personal details.

4.10.    Student Identity Cards

All students of the Institute are entitled to be issued with a Student Identity Card.  Cards will be issued to students participating in short courses and industry based training only upon request and will be valid only for the duration of the course or training.  

· In most cases a student identity card is not issued to a student undertaking a course that’s duration is less than 4 weeks.  

4.10.1 The Student Identity Card must be carried during attendance at the Institute and must be presented upon request to an authorised officer of the Institute, when borrowing material from the Library, or attending examinations.

4.10.2
The Student Identity Card is not transferable and is valid only for the duration of the course.

4.10.3
The loss or damage of a Student Identity Card should be reported immediately to Campus Administration and upon payment of the prescribed fee, as detailed under the Fees and Charges Policy, a replacement will be issued.

4.10.4 
Other than the initial issue of a Student Identity Card or where a name change has necessitated a re-issue, all subsequent issues will be considered replacements as per Section 4.12.3.

.

4.11
Preservation of Enrolment Related Forms

4.11.1
All forms relating to a student’s enrolment will be held by the Enrolment Centres at each campus for a minimum period of twelve months following the end of the year of enrolment.  After this period all forms relating to a student’s enrolment will be archived for a minimum period of 7 years.

4.11.2
Records of unit of competence participation will be held by relevant teaching sections for a minimum period of 24 months following the end of the year of enrolment.
4.12   Under 16 Year Old Students
Prior to the enrolment of students who are under 16 years of age the following need to take place:

4.12.1 If the student is undertaking a School based Apprenticeship the enrolment is accepted provided that the Training Plan has been signed by the 4 parties – student, workplace, GOTAFE and the school representative and the student receives a DELTA registration number. 

4.12.2 In other circumstances the student must have participated in a Department of Education convened panel and the placement at GOTAFE must have been negotiated and approved by all parties.  The teaching area will be aware of the enrolment and will have signed the Tick Sheet for the student enrolment.

4.12.3 The responsibility for the student lies with the Secondary School.
4.15
Under 16 Year Old Students
Prior to the enrolment of students who are under 16 years of age the following need to take place:

4.15.1 If the student is undertaking a School based Apprenticeship the enrolment is accepted provided that the Training Plan has been signed by the 4 parties – student, workplace, GOTAFE and the school representative and the student receives a DELTA registration number. 

4.15.2 In other circumstances the student must have participated in a Department of Education convened panel and the placement at GOTAFE must have been negotiated.  The teaching area will be aware of the enrolment and will have signed the Tick Sheet for the student enrolment.
4.15.3 The responsibility for the student lies with the School.
5.
DOCUMENTATION

Forms and Records:

· Enrolment Form – FSA-21 (FSA021_Online)
· Enrolment variation form – FSA-81
· Tick Sheet – GOIT007  (QLS Crystal Report)

· Training Plan – STMR048 (QLS Crystal Report)

· Pre- Enrolment Summary – GOIT055 (QLS Crystal Report)

· Application for Refund Form – FSA-55 (FCO001)
· Application for Deferred Fee Payment Form – FSA-20 (FSA020)
· Application for Special Consideration Form – FSA-29 (FSA029_Online)
· Direct Debit Request (DDR) Form – FFI-45 (FSA027)
· Apprenticeship and Traineeship Eligibility Check (Semester 2, 2010) – FSA-83
· Non apprentice Eligibility Check (Semester 2, 2010) – FSA-82
· Application for Exemption from Eligibility Criteria form - FSA-73 
· FEE HELP Re credit and Review Procedure – E-P145.
· Student Loan Procedure – PRSA-147
· Fees, Charges and Refunds Policy  - E13
Related Information:
Related Information:
· Ministerial Fees & Charges Directions

· Student Handbook 

· Student Fees and Charges Brochure

· Australian Government  “Proving Your Identity at Centrelink”  SS231.0804
Appendix 1.   Enrolment and Fee Payment – Non Apprenticeship - Flowchart




Appendix 2.   Enrolment & Fee Payment - Apprentice and Trainee- Flowchart


























No - Unable to Pay





Student Loan options


- see Student Loan Procedure





Enrolment Stops





No – loan options not available





Commercial Manager informs trainer of student and trainer receives Induction Pack from Campus Administration





Student enrolment is complete





Student ID produced





Student is provided with a receipt and enrolment details





Application is progressed to enrolment and client becomes an enrolled student. Enrolment documentation is filed in Enrolment Centre





Identity (spelling) & concession checked & Payment is taken/ organised





Yes. Applicant has meets loan requirements and loan is put in place





Student attends Enrolment Centre with:


- Proof of Identity (if not already confirmed and recorded by trainer)


- Health care card (if not already confirmed and recorded by trainer)


And Payment:


- Payment by cash, cheque, or EFTPOS or Credit card or


- Bank account details for Direct Debits, or


- Authority to invoice from employer. --------------------------------------------











Enrolment Centre notifies trainer that enrolment is ready and arranges a time for the student or group of students to attend to enrol.





Training Plan is entered onto QLS








Trainer attends first appointment with Employer and apprentice / trainee for Induction arranged within 2 weeks of notification:


Induction includes (Refer: Induction Procedure): 


- LLN Assessment, 


- Training Plan negotiation and signatures 


- Provide time table  (where appropriate)


- Complete and collect Enrolment documents with details of Health Care   


 Card and Proof of Identity recorded by trainer where student is remote. 


- Authority to invoice signed where employer is to pay fees





Enrolment form and training plan are provided to Campus Administration Centre.  


Student data is entered onto QLS and training plan linked to enrolment. 


When Proof of Identity & Health Care Card details (if student has one) are recorded by trainer on Enrolment form & Authority to Invoice are provided 





Apprentice Administration must be notified





When student is a School Based Apprentice the signed Training Plan must be signed by and provided to the school and a copy sent to Apprentice Administration.  A DELTA number will be allocated by Skills Victoria then Apprentice Admin will notify the trainer that they can take the Enrolment form to the Campus Administration Centre for enrolment.


NB. An apprentice or trainee cannot be enrolled without a DELTA number.





When authority to invoice employer has been provided:


Administration Centre enrols student, raises invoice and sends invoice to employer.  


Enrolment documentation is filed in Enrolment Centre





Student enrolment is complete





Commercial Manager is notified of student and session.  They check session, allocate trainer and notify Apprentice Admin within 2 days of any changes and trainer name.





Apprentice Admin receives RTO notification via DELTA down load  





No - Unable to Pay





Student Loan options


- see Student Loan Procedure





Yes. Applicant has meets loan requirements and loan is put in place





Administration Centre raises invoice and sends invoice and enrolment documentation is filed  in Enrolment Centre





If authority to invoice employer has been provided





Student enrolment is complete





Enrolment Stops





No – loan options not available





Student enrolment is complete





Student ID produced





Student is provided with a receipt and enrolment details





Application is progressed to enrolment and client becomes an enrolled student





Identity (spelling) & concession checked & Payment is taken/ organised





Client attends enrolment centre with:


- Payment, or Authority to invoice from employer, or Bank account details for Direct Debits, or EFTPOS, or Credit Card


- Proof of Identity


- Concession Card (Health care card)











Administration Centre checks enrolment documentation and tick sheet and enters client as a pre-enrolment. Fees are checked. Documents are taken to Enrolment Centre. Enrolment centre contacts student or Course coordinator (if group) to arrange enrolment session (if not done)





Course coordinator collects from the client their completed enrolment form, completes Eligibility Checklist if Skills Deepening or Skills for Growth and completes and signs tick sheet  and takes these to Campus Administration Centre





Yes. Client is selected for admission to the course and checks Eligibility





Course Coordinator selects students (and documents process)








Enrolment Stops





No. Client not selected





Administration Centre or Client Services enter client details onto QLS as an application





Course Coordinator contacts client and undertakes student selection process as per Admissions Procedure





Call centre, Enrolment centre, Student Services or Course Coordinator provide course information to client





Client makes course enquiry via Phone, Face to Face, Web or Email
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