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Introduction: 

 
Foundation Learning Centre Inc. (FLC) is committed to ensuring that enrolment and pre-
training review practices are accurate, transparent, ethical, and fully compliant with 
requirements under the Victorian Registration and Qualifications Authority (VRQA), the 
Australian Quality Training Framework (AQTF), the Education and Training Reform Act 2006, 
the Australian Qualifications Framework (AQF), and contractual obligations under the Skills 
First Program. 
This policy applies to all learners enrolling into programs delivered under: 

• Skills First 
• VETDSS (VET Delivered to School Students) 
• ACFE programs 
• RISE (Early Intervention and Re-engagement) 
• Any fee-for-service VET or non-accredited programs 

 
 

Purpose of Policy: 
 
The purpose of this policy is to ensure: 

1. Enrolment processes are compliant with all VRQA, AQTF, Skills First and ACFE 

requirements. 

2. Prospective learners receive accurate information about their rights, obligations, 

fees, funding, support services and course requirements prior to enrolment. 

3. Data is accurately collected, maintained and reported, including AVETMISS, VSN and 

USI requirements. 

4. The organisation meets its obligations as a Registered Training Organisation (RTO), 

including: 

o Ensuring training and assessment is delivered only to suitable learners 

o Ensuring compliance with Victorian Child Safe Standards 

o Ensuring trainer/assessor competency 

o Managing transitions from superseded qualifications 
 

 

Enrolment Requirements: 

 

As an RTO registered with the VRQA, FLC must ensure: 

• All funded VET and EIR students undergo a Pre-Training Review (PTR) prior to 

enrolment.  

o Foundation Learning Centre does not conduct a formal Pre-Training Review 

(PTR) for students enrolling under the VET Delivered to Secondary Students 

(VETDSS) program. This is because the student’s secondary school plays an 

active role in course selection and ensures suitability based on the student’s 

learning needs, career goals, and academic progress. The school’s 

involvement in this process satisfies the intent of the PTR requirement under 

AQTF and VRQA guidelines. 
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• All learners complete a language, literacy, numeracy (LLN) and digital capability 

assessment. 

• All eligibility, identity and funding evidence is collected, verified, retained and 

securely stored on our LMS, aXcelerate. 

• Enrolments are consistent with Skills First eligibility rules, ACFE guidelines and 

VETDSS legislative requirements (including under-17 school exemptions where 

required). 
 

Definitions 
Pre-Training Review means the process undertaken between the Training Provider and a 
prospective Learner to determine the most suitable and appropriate training for that individual. 
Personal Information means information about an individual’s private life, extending to 
any information or opinion that is about the individual, from which they are reasonably 

identifiable, whether recorded in a material form or not, about an individual whose identity is 
apparent. 
Enrolment is the acceptance of the registration and all other required documents in to the 
AXcelerate system and occurrence. 
Record means any 'document' within the meaning of the Evidence Act 2008 (Vic) that is produced or 
created by the Training Provider or any Training Provider Personnel, or is in or enters the possession 
of the Training Provider or any Training Provider Personnel, under or in the course of the Training 
Provider performing its obligations under this VET Funding Contract. 
Funded Learner means a Learner enrolled in a VET course for whom FLC receives funding from a 
state or territory (the “subsidising state or territory”) in relation to the Learner’s enrolment in that 
VET course of study, such as Skills First. 
Skills First Program means the Victorian Government’s program for funding individuals' Entitlement 
to Funded Training. 
Skills First Funding Eligibility means any prospective learner wishing to access Skills First Funding 
must complete an eligibility form.  The Eligibility form can only be used for ONE course. 
Concession Eligibility under Skills First Funding Contract means any prospective learner who meets 
eligibility to access Skills First Funding that wishes to be enrolled as a Concession learner must 
produce the evidence required prior to the commencement of the course or within two week of 
course commencement. 
Statement of Fees means a detailed fee statement for each prospective Learner, which sets out fee 
and other information required by the AQTF Standards, VRQA Guidelines and the Standard VET 
Funding Contract of that year 
LLN and Course Ready - language, literacy, numeracy and digital competency. 
Credit Transfer is one of a number of processes for establishing credit. It provides a means for 
Learners to gain credit in an AQF qualification on the basis of completed components of another 
AQF qualification or other formal learning. 
Training Plan means the plan for the training and assessment to be delivered to an individual 
created by the Training Provider. 
Recognition of prior learning (RPL) involves the assessment of previously unrecognised skills, and 
knowledge that an individual has achieved outside a formal education and training system. RPL 
assesses this unrecognised learning against the required learning outcomes of a subject taught 
and/or assessed by the RTO. 
VET Funding Contract means this VET Funding Contract and includes all schedules, annexures, 
attachments, plans and specifications and exhibits to it. 
VET Quality Framework has the same meaning as in the National Act. 
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Requirements, Process and Procedures 
 

FLC ensures that all prospective learners are informed of their rights, course requirements, fees and 

support services through provision of: 

• Student Handbook 

• Rights and Responsibilities 

• Code of Conduct 

• Statement of Fees 

• Course Flyer / Information 

• Fee Payment Options 

• Credit Transfer and RPL information 

This information is provided on our website as well as within their welcome email and 

onboarding/enrolment form. 

Learners must: 

1. Complete an online LLN and Digital Capability assessment sent via email. 

2. Attend a Pre-Training Interview where suitability, barriers, goals, outcomes and support 

needs are reviewed (except for VETDSS) 

3. Provide accurate personal information, identity documents and any relevant concession 

evidence within the onboarding form 

4. Have a USI and VSN. If a USI is not provided, the student must give FLC permission to find 

their USI using aXcelerate.  

Staff must ensure: 

• The chosen program is suitable and appropriate based on the PTR. 

• The learner meets eligibility requirements if training is subsidised. 

• All evidence is collected and validated before enrolment. 

• A Training Plan is developed within required timeframes. 

 

During the Pre-Training Review and onboarding process, learners are requested to declare any 
learning disabilities/ language requirements as a part of the enrolment process.  Once such 
requirements are identified, relevant staff are alerted to the Learners’ requirements and support 
processes can be implemented.  
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Procedure: 
 

VET - Adult 
 

Step Item Responsibility Process 

1. 1 Initial Contact Senior 

Compliance 

and Quality 

Officer/ Team 

Leader 

Initial contact or enquiry is usually via phone, email, walk in and through Job Active providers. Enquiries are usually taken by 

Front Office Administration and referred through to a member of the Compliance and Quality team. 

 

Student is entered into our LMS and learner is provided with course flyer and fee statement via email. 

The student will be informed if they will be put onto a waiting list, or when to expect classes to begin.  

 

For apprenticeship/traineeship students, FLC must receive notification through EPSILON as initial contact. 

 

 

2. 3 LLN and Digital 

Literacy 

Senior 

Compliance 

and Quality 

Officer 

 

LLN Assessments are conducted online through the use of LLNROBOT and must be completed prior to interview. 

 

Students will receive an email inviting them to complete the LLN as well as the course ready quiz.  

 

Where a learner does not have access to technology the learner can complete the LLN at FLC using equipment provided.  

The LLN results are to be discussed with the student. 

 

If the learner is not suitable for the course, an alternative pathway will be provided. 

 

3. 4 Pre Training 

Interview 

Senior 

Compliance 

and Quality 

Officer 

Interviews must be conducted using Pre Training Interview Online Form, accessible via the LMS. Interviews can be conducted 

over the phone or in person.  

Regardless of any third party or auspice agreement, the pre-training interview must be done by FLC. 

Pre Training Interview’s will be conducted for all VET students, excluding VETDSS. 
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At commencement of the interview the interviewer will explain to learner the process and ensure the learner understands 

the objectives of the interview and pre-training process, during pre-training interview the learners LLN results and level need 

to be identified and learning support plans put in place if required.  

 

Application for Credit Transfers (CT) are also to be discussed and documented at this time along with all other requirements 

within the form. Learner will need to provide original evidence before CT can be applied. 

 

Learners may wish to apply for RPL Process with some units of competency, interviewer must explain this process and 

provide the RPL Application Form if learner is requesting RPL. 

 

Interviewer (or someone from the approved list) at this point should completed the “SKILLS FIRST PROGRAM - EVIDENCE OF 

ELIGIBILITY AND STUDENT DECLARATION FORM” and view and retain the appropriate ID documentation. Fee Waivers must be 

considered – refer  to Determining Skills First Eligibility Policy and Procedure 
 

All ID documentation is required to be collected as listed in initial enrolment documents. This may include: 

• Medicare Card 

• Concession Card 

• Photo Identification 

• Birth Certificate or Passport 

• Proof of Address 

• Drivers Licence 

• Credit Transfer Evidence 

• Interviewer must sight and obtain a copy of the original document which are to be stamped or signed and dated. 

 

After completing the pre-training Interview, Team Leader reviews all documentation and the LLN results, and makes a 

decision regarding the suitability and the appropriateness of the course for the learner. If suitable, and appropriate, an offer 

for a place in the course can be made, a letter of offer is emailed and the online registration link provided. 

 

Interviewer must provide any hard copy enrolment documentation to administration to be scanned and uploaded to online 

registration once received. Including Student Eligibility and ID’s. 
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4. 5 VET 

Registration/Enrol

ment Form 

 

Senior 

Compliance 

and Quality 

Officer 

ALL enrolling learners are sent an email with the online registration link to complete the onboarding form.  

This email also includes; 

• Course guide 

• PTI information 

• Refund policy 

• Fee Concession information 

• Fee Statement 

• Credit Transfer and RPL information 

• USI information 

 

The onboarding form captures all AVETMISS data as well as any other relevant information required to complete their 

enrolment, including; 

• any medical information 

• emergency contacts as well as l 

• links to the student handbook, student contract, rights and responsibilities 

• USI and VSN information 

• Privacy notice acknowledgement. 

• Fee Statement 

• Declaration that the information true and accurate. 

5.  Invoice/Statement 

of Fees 

Senior 

Compliance 

and Quality 

Officer 

Once enrolment is complete the relevant administrator is required to create an invoice and email to student. This may 

include Centrepay or Ezypay payment system invoices. 

Below this line is the existing process which remains part of this policy and procedure until a full transition to online registration and electronic files is completed. 

6 Learner Training 

Plan 

 

Relevant 

Administrator 

The learner training plan must be produced by the relevant administrator using the current template as soon as the learner 

has been enrolled. 

 

Before issuing the Training Plan for signature by the student and employer, it is reviewed to ensure alignment with the 

relevant delivery schedule and Training and Assessment Strategy (TAS) for the enrolment. 

The Learning plan must be sent before training commencement, or no later than four weeks after training commencement. 
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VET – VET Delivered to Secondary School (VETDSS) 

 

Step Item Responsibility Process 

1 Initial Contact Senior 

Compliance 

and Quality 

Officer/ Team 

Leader 

Depending on the school and its location, initial contact comes through the digital portal or via an emailed PVET form. 

This information is gathered into a spreadsheet, where students will be allocated a class.  

 

 

2 Data Migration Senior 

Compliance 

and Quality 

Officer 

Once all student data is collected from the schools and collated in the spreadsheet, the file is sent to aXcelerate to migrate 

the data across into our LMS.  

The data will include at a minimum, first name, last name and email address.  

For any students not on the data migration, the Compliance and Quality Team will manually enter in the student details into 

the LMS. 

This process will initiate the email to complete their LLND, as well as an email inviting them to complete their onboarding 

form. This email also includes information on; 

• Course guide 

• PTI information 

• Refund policy 

• Fee Concession information 

• Fee Statement 

• Credit Transfer and RPL information 

• USI information 

 

3 LLN and Digital 

Literacy 

Senior 

Compliance 

and Quality 

Officer 

LLN Assessments are conducted online through the use of LLNROBOT and must be completed prior to commencement of 

their course. 

 

Students will receive an email inviting them to complete the LLN as well as the course ready quiz.  
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Where a learner does not have access to technology the learner can complete the LLN at FLC using equipment provided, one 

hour prior to interview time.  

 

If the learner is not suitable for the course, an alternative pathway will be provided. 

 

Once the student completes their LLND quiz, it will automatically be sent to the student LMS portfolio, the student will be 

unable to complete their onboarding form if this step is not done.  

 

4 VET 

Registration/Enrol

ment Form 

 

Senior 

Compliance 

and Quality 

Officer 

ALL enrolling learners are provided with the online registration link to complete the onboarding form.   

 

The onboarding form captures all AVETMISS data as well as any other relevant information required to complete their 

enrolment, including; 

• any medical information 

• emergency contacts as well as l 

• links to the student handbook, student contract, rights and responsibilities 

• USI and VSN information 

• Privacy notice acknowledgement. 

• Fee Statement 

• Declaration that the information true and accurate. 

 

Students need to complete this form in full before they are able to commence their course.  

5 Enrolment/Orienta

tion days 

Senior 

Compliance 

and Quality 

Officer/ Team 

Leaders 

FLC provide an opportunity for students and parents to come on site to get assistance with the enrolment process. For 

external sites, FLC may visit them and offer the same opportunity.  
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RISE program 
  

Step Item Responsibility Process 

1 Initial Contact EIR Team 

Leader 

Initial contact comes through as an expression of interested (EOI) form from a school to a Team Leader. The Team Leader will 

forward the EOI to a member of the Compliance and Quality Team to enter student data into the LMS and to send out LLND 

and Onboarding form to students parent/guardian. 

Compliance and Quality Team add student onto master spreadsheet for tracking and internal visibility.  

 

 

2 LLN and Digital 

Literacy 

Senior 

Compliance 

and Quality 

Officer 

LLN Assessments are conducted online through the use of LLNROBOT and must be completed prior to commencement of 

their course. 

 

Students will receive an email inviting them to complete the LLN as well as the course ready quiz.  

 

Where a learner does not have access to technology the learner can complete the LLN at FLC using equipment provided, one 

hour prior to interview time.  

 

If the learner is not suitable for the course, an alternative pathway will be provided. 

 

Once the student completes their LLND quiz, it will automatically be sent to the student LMS portfolio, the student will be 

unable to complete their onboarding form if this step is not done.  

 

3 Pre Training 

Review 

EIR Team 

Leader 

Interviews must be conducted using Pre Training Interview Online Form, accessible via the LMS.  

Regardless of any third party or auspice agreement, the pre-training interview must be done by FLC. 

 

At commencement of the interview the interviewer will explain to learner the process and ensure the learner understands 

the objectives of the interview and pre-training process, during pre-training interview the learners LLN results and level need 

to be identified, documented on the pre-training interview form and discussed with learner and learning support plans put in 

place if required.  
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All ID documentation is required to be collected as listed in initial enrolment documents. This may include: 

• Medicare Card 

• Concession Card 

• Photo Identification 

• Birth Certificate or Passport 

• Proof of Address 

• Drivers Licence 

• Credit Transfer Evidence 

• Interviewer must sight and obtain a copy of the original document which are to be stamped or signed and dated. 

 

 

4 Registration/Enrol

ment Form 

 

Senior 

Compliance 

and Quality 

Officer 

If the student is accepted from the PTR, onboarding form will be sent.  

 

ALL enrolling learners are provided with the online registration link to complete the onboarding form.   

 

The onboarding form captures all AVETMISS data as well as any other relevant information required to complete their 

enrolment, including; 

• any medical information 

• emergency contacts a 

• links to the student handbook, student contract, rights and responsibilities 

• USI and VSN information 

• Identification 

• Privacy notice acknowledgement. 

• Fee Statement 

• Excursion and Break time permission 

• Parent code of conduct 

• Declaration that the information true and accurate. 

 

Onboarding forms are to be signed by the student as well as their parent/guardian. 

Students need to complete this form in full before they are able to commence their course.  
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5 Department 

approval 

EIR Team 

Leaders 

Team Leaders must have approval from Department of Education prior to the student commencing. Once approval has been 

received in the form of a signed contract by the Regional Director via email, the Team Leader is to inform the Compliance and 

Quality Team. Student cannot commence unless the above steps have all been actioned. 

6 Enrolment/Orienta

tion days 

Senior 

Compliance 

and Quality 

Officer/ Team 

Leaders 

FLC provide an opportunity for students and parents to come on site to get assistance with the enrolment process. For 

external sites, FLC may visit them and offer the same opportunity.  

 

 

 

Australian Commonwealth Funded Education (ACFE) program 
 

 

Step Item Responsibility Process 

1 Initial Contact ACFE Staff  

Initial contact is normally made through community hubs, or in person visits to the campus. Often students re-enrol in 

different programs or the same program at a different time.  

 

2 Eligibility ACFE Staff Students on VISAs need to have a discussion/interview with CALD Coordinator, to ensure the VISA they are on is eligible for 

funding.  

(If not, eligible they can still do our courses but there is a charge Approx $10 per hour). 

Students who are citizens or permanent residents and, on a concession, card must show Team leader/ Educator the cards of 

either; Concession Card, Drivers License, Passport or Medicare Card. 

Once sighted, the educator must fill in an Evidence of Eligibility and student declaration form and have it signed and dated by 

the student.  

A Digital concession Card evidence declaration form must also be filled in if they are on concession.  
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3 Learning Plan ACFE Staff The educator is required to do a Learner Plan at this time to assess the students’ goals and skills.  

4 Enrolment ACFE Staff The student is then required to fill in an enrolment form, which will then be entered into aXcelerate most CALD learners 

cannot direct enroll into aXcelerate. Compliance and Quality Team will enter into aXcelerate.   

Upload Learner plan and Evidence of eligibility and Digital Concession card evidence into portfolio in aXcelerate.  
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Assessing the LLN: 
 

Completed LLN quiz’s will be assessed by the Compliance and Quality Team and relevant 

Team Leader to ensure the student is suited to the course. If a student is deemed as not 

suitable, a pathway or alternate program will be offered. If a student falls below the 

required LLN results for the course, the student may still be allowed to attend the class if 

approved by the Team Leader. In this case, the trainer will be provided with the details of 

the student to ensure appropriate support is offered. 

Record keeping 
 
All student records and evidence of participation will be maintained within the LMS.  
Any hard copy records, such as attendance sheets or assessments will be stored securely and 
archived for 7 years as per FLC’s Retention of RTO information policy.  
Student information is only visible to the specific trainer/assessor(s), Team Leaders and Compliance 
and Quality Team. 
All records will be available for audits or departmental requests.  

Appeal 
 

Learners may appeal enrolment decisions in writing under the Complaints, Grievances and Appeals 

Policy. 

Responsibility 
 

The Compliance and Quality Manager is to ensure all requirements of this Policy and Procedure are 
met.  All staff and clients adhere to FLC Policies and Procedures.  The Compliance and Quality 
Manager, with direct consultation with the CEO, has the responsibility to ensure that FLC complies 
with all the statements and processes included in this document.   
 

Appendix 1: Skills First Approved Staff list 
 

The below staff have been authorised to conduct Skills First enrolment Pre Training Review’s 

• Tracie Goncalves 

• Claire Scasni 

• Deahnn Johnson 

• Scott Newman 


