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3.2 All prospective students receive an enrolment pack including the course application form, 
course information, Student Handbook, and additional course specific documents. This 
may also include a Credit Transfer form and/ or an RPL Expression of Interest application 
form where this has been discussed during initial inquiry. 

3.3 Students are to complete the application form and other additional course specific 
documents. To be considered for admission to a qualification or unit at The RTO, an 
applicant must meet The RTO’s minimum admission requirements, including any course-
specific admission requirements.  

3.3.1 Minimum age requirements for admission: 

3.3.1.1 s
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5.4.6 weblink access to The RTO’s Policies and Procedures. 

5.5 For deferment of the course, please refer to the Fees and Refunds Policy and Procedure. 

5.5.1 in fee-for-service courses, successful applicants will be able to defer their place in 
the course providing all fees are paid for; 

5.5.2 in government funded programs or student loan arrangements, successful 
applicants are able to defer their fees subject to the terms and conditions of the 
funding arrangements. 

5.6 Where a course has any specific conditions of enrolment or required participation that may 
not apply to other courses more generally, the Letter of Offer will include details of these, 
such as: 

5.6.1 health requirements; 

5.6.2 requirements for security checks; 

5.6.3 specific language requirements; and  

5.6.4 specific requirements of work placements. 

5.7 Once the applicant has met all requirements of the admission process and The RTO has 
received the initial payment of course fees, their status on the SMS is changed from 
‘tentative’ to ‘in progress’ in the relevant course. 

5.8 A ‘Welcome Email’ is sent to the student as confirmation of enrolment. The ‘Welcome 
Email’ will be sent no less than five (5) days prior to class commencement. This email will 
include: 

5.8.1 course start date and time; 

5.8.2 course venue and classroom details (if applicable) or online connection details; 

5.8.3 campus security information; 

5.8.4 parking information; and  

5.8.5 what to bring to training. 

6 ADDITIONAL CONSIDERATIONS  

6.1 The RTO Director may appoint a Student Administration Officer to make selection 
decisions on behalf of the Director. The Student Administration Officer will identify 
applicants who meet the course entry requirements, including minimum academic 
requirements. 

6.2 The RTO reserves the right to request an applicant to authorise The RTO to obtain further 
information about the applicant from relevant external bodies.  

6.3 Any staff member involved in a selection decision who has, may have, or may be perceived 
to have a conflict of interest, must disclose this conflict to The RTO Director. 
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6.4 If any staff member involved in a selection decision becomes aware of any attempt to 
breach the Admissions Policy, they must immediately notify The RTO Director.  

6.5 If the Student Administration Officer is unsure whether an applicant is suitable for 
admission, they can escalate an application to The RTO Director.  

7 LANGUAGE, LITERACY AND NUMERACY (LLN) ASSESSMENT 
OR OTHER PRE-APPROVED COURSE PATHWAY  

7.1 Specific courses or funding arrangements may have pre-
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below example). Further options regarding more suitable programs may be 
discussed with students on request. 

7.4.6 Where the result is three (3) or more points below the maximum threshold entry 
level in any one or more of the core skill areas, further options in regard to other 
more suitable programs may be discussed with students on request. The student will 
not be allowed entry into the unit/qualification. 

8 COMPLAINTS AND APPEALS 

8.1 All complaints and appeals should be sent in writing to The RTO Director. Please refer to 
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