
 

Australian College of Technology and Business | ABN: 60 124 300 545  
CRICOS Provider Code: 03164M| RTO Code: 32017 I https://www.actb.com.au/  

100 Brunswick Street, Fortitude Valley, QLD 4006, Australia I 07 3852 6967 | info@actb.com.au |  
V2 | Updated: May 2026 

ENROLMENT POLICY 

PURPOSE 

At ACTB, we are committed to ensuring that all prospective students receive clear, accurate, and easily 

understandable information regarding course offerings, entry requirements, support services, fees and refunds 

policies, and other relevant enrolment information. This policy enables students to make informed decisions 

about their training and assessment options. 

This policy also gives effect to ACTB’s obligations under the ESOS Act 2000, the National Code 2018, the 

Standards for RTOs 2025, the Student Identifiers Act 2014, the Privacy Act 1988 and the Migration Regulations 

1994 in relation to the recruitment, admission and enrolment of domestic and overseas students. 

SCOPE 

This policy applies to: 

• All current and prospective students; and 

• All of our enrolment processes, marketing activities and related administrative functions. 

RESPONSIBILITIES 

RTO Manager 

• Ensures compliance with legislation, regulations, Standards for RTOs 2025, and the National Code 

2018. 

• Reviews and approves pre-enrolment materials to maintain accuracy and compliance. 

Administrative & Support Staff 

• Responds to student enquiries and provides pre-enrolment materials to course enquiries. 

• Ensures that a Written Agreement is issued, signed, and retained before confirming enrolment and 

issuing a CoE. 

• Documents enrolment outcomes, including acceptance, conditional acceptance, or rejection. 

• Ensures enrolment proceeds only where the course is suitable for the applicant and may decline 

applications where suitability requirements are not met. 

• Completes administrative enrolment processes. 

SOFTWARE 

The following systems support the enrolment process: 

• Student management system 

• PRISMS (Provider Registration and International Student Management System) 

 

GENERAL PRINCIPLES 

ACTB will be guided by the following principles: 

• Ensure that all marketing materials and pre-enrolment information are clear, accurate and easy to 

understand. 

• Provide prospective students with comprehensive pre-enrolment information to help them assess 

the suitability of our training programs for their goals. 
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• Enrolment decisions are based on the suitability of the course for the applicant and will only proceed 

where the training is appropriate to the student’s needs and capabilities. 

• Enrolment is formalised through acceptance of a Written Agreement in accordance with the ESOS 

Act and completion of all pre-enrolment activities. 

PRE-ENROLMENT INFORMATION 

Before enrolment, ACTB provides prospective students with comprehensive information to support informed 

decision-making. This is delivered through the Course Brochure and Student Handbook. 

Course Brochure 

The Course Brochure will include the following information for all students: 

• The course code and title, as published on the National Training Register. 

• The requirements for acceptance into a course, such as age, prior educational experience, previous 

and current work experience and core skills requirements. 

• The course content and duration. 

• The modes of delivery available and the location. 

• Any special requirements or resources required for the course. 

• The occupational outcomes produced by the relevant course. 

• Campus locations and a general description of the facilities, equipment and learning resources 

available to students. 

• How the student can contact the college. 

 

In addition, the Course Brochure will include the following for international students: 

• The course code and title as published on the CRICOS Register. 

• Any English Language Proficiency Test requirements – students from certain countries are required 

to sit an IELTS test and achieve a minimum score of 6.0 overall (or equivalent as outlined in the 

Enrolment Process section below). Refer to the Department of Home Affairs’ website to ascertain 

which nationalities this applies to. 

Student Handbook 

The Student Handbook will include the following information: 

• The Student Code of Conduct. 

• Our obligations and responsibilities to the student. 

• The student’s rights and obligations. 

• Privacy information. 

• Fees and refund policy. 

• Continuous improvement processes. 

• Our complaints and appeals policy. 

• Academic integrity matters. 

• Information on assessments, credit transfer and recognition of prior learning. 

• Monitoring and tracking of course completion. 

• Intervention strategies. 

• Information about the grounds on which the student’s enrolment may be transferred, deferred, 

suspended or cancelled. 

• Student support, including: 

• Reasonable adjustments. 
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ACTB will also: 

• Provide timely and effective enrolment processing and support. 

• Identify and accommodate reasonable adjustments to remove unnecessary barriers to training 

participation. 

• Where we are not able to provide the required course or services to the student, or where we do not 

believe our training program is suitable for the student, direct local students to the Australian 

Government’s Your Career platform (https://yourcareer.gov.au) and international students to the 

CRICOS register (https://cricos.education.gov.au). 

RECRUITMENT & EDUCATION AGENTS 

Where ACTB engages education agents to recruit prospective overseas students, ACTB will comply with 

Standard 4 of the National Code 2018. Specifically, ACTB will: 

• Enter into a written agreement with each education agent that sets out the agent’s responsibilities, 

ACTB’s expected standards of conduct, the basis for commissions and remuneration, and grounds for 

termination; 

• Maintain and publish a current list of approved education agents on the ACTB website; 

• Take immediate corrective action where an agent is found to be engaging in dishonest, fraudulent or 

deliberately misleading recruitment practices, including suspension or termination of the agent 

agreement; and 

• Not accept students from any agent or related person where ACTB knows or reasonably suspects the 

agent has engaged in such conduct, and report any such conduct to ASQA and the Department of 

Education as required. 

Transfer Between Providers 

ACTB and our approved Education Agents will not knowingly recruit or enrol an overseas student who has not 

yet completed at least 6 months of their principal course of study, except where one or more of the following 

applies: 

• This is permitted under Standard 7 of the National Code 2018; 

• The student’s original training provider has provided a written letter of release; 

• The student’s original registered provider has had a sanction imposed on its registration by ASQA 

that prevents the student from continuing their principal course; or 

• The government sponsor of the student considers the change to be in the student’s best interest and 

has provided written support for that change. 

ENROLMENT PROCESS 

Enrolment proceeds through the following steps. All steps apply to domestic and international students unless 

otherwise indicated. 

Application & Suitability Assessment 

ACTB ensures enrolment decisions are based on the suitability of the course for the applicant. ACTB will only 

proceed with enrolment where training is appropriate to the student’s needs and capabilities. 

Grounds for Refusal of Enrolment 

ACTB may decline an application for enrolment where, after fair and consistent assessment, one or more of the 

following grounds apply: 
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• The applicant does not meet the published academic, English language, age, or prerequisite entry 

requirements for the course; 

• For overseas students, the Genuine Student assessment indicates the applicant is unlikely to be a 

genuine student; 

• ACTB does not have the capacity to provide the support or reasonable adjustments the applicant 

requires; 

• The applicant has provided false or misleading information in the application; or 

• Any other ground prescribed by law or by ACTB’s published policies. 

All refusal decisions will be documented with reasons, communicated to the applicant in writing, and 

accompanied by information about ACTB’s complaints and appeals process. 

English Language Proficiency (International Students) 

Prior to enrolment, prospective international students are advised of the English Language Proficiency 

requirement in the Course Brochure. Applicants may demonstrate the required level of English through any of 

the pathways set out below. Evidence must be no more than two (2) years old at the date of CoE issuance, 

except where indicated otherwise. 
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Pathway 1 - Recognised English Language Tests (alternative to IELTS). Applicants may meet the 

requirement by providing results from PTE Academic, TOEFL iBT, Cambridge English (B2 First / C1 Advanced), 

or OET. Approved tests and the equivalency score mapping (IELTS 6.0 equivalent) are set out in the table 

below. 

Test Minimum Overall Score (IELTS 6.0 equiv.) 

IELTS Academic 6.0 (no band below 5.5) 

PTE Academic 52 

TOEFL iBT Total band score of 67 

Cambridge English (B2 First / C1 Advanced) 169 

OET Total band score of 67 

 

Pathway 2 - Prior Australian Vocational or Tertiary Qualifications. Where the applicant provides certified 

evidence of having been awarded a Certificate IV or higher qualification by an Australian RTO or tertiary 

education provider within two years of CoE issuance. 

 

Pathway 3 - Recognised Australian ELICOS Colleges. Applicants who have completed an ELICOS program 

in Australia of a length equivalent to the ACTB course entry requirement, where the sole language of 

instruction and assessment was English. 

 

Pathway 4 - Medium of Instruction (MOI). A minimum of five (5) years of study in English in Australia, 

Canada, New Zealand, South Africa, the Republic of Ireland, the United Kingdom or the United States of 

America. 

 

Pathway 5 - ACTB English Placement Test (EPT). ACTB will provide applicants with the opportunity (free of 

charge) to undertake the ACTB English Placement Test to determine suitability for course entry. Test results 

will be reviewed by an ACTB staff member with appropriate LLN and/or English teaching qualifications and 

experience to determine equivalency. 

 

Genuine Student Assessment (International Students) 

Prior to issuing a Confirmation of Enrolment (CoE), ACTB will conduct a Genuine Student (GS) assessment for 

all prospective overseas students in accordance with applicable legislative and regulatory requirements. 

Where the assessment indicates that the Genuine Student requirement is unlikely to be met, ACTB will not 

issue a CoE.  

Unique Student Identifier (USI) 

Under the Student Identifiers Act 2014 (Cth), ACTB cannot issue a nationally recognised qualification or 

statement of attainment to any student (domestic or international) without first verifying their Unique Student 

Identifier (USI). ACTB will: 

• Collect the USI from the applicant, or, where the applicant does not have one, assist the applicant to 

apply via the USI Registry System; 

• Verify the USI in the USI Registry System; 

• Securely store the USI in the Student Management System and use it only for purposes permitted 

under the Act; 
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• Not issue a qualification or statement of attainment to any student whose USI cannot be verified. 

Credit Transfer and Recognition of Prior Learning (RPL) 

Where an applicant seeks Credit Transfer or Recognition of Prior Learning (RPL) at the time of enrolment, ACTB 

will: 

• Assess applications in accordance with the Credit Transfer and RPL policies, including verification of 

evidence and equivalency requirements; 

• Where possible, assess requests prior to issuing the Letter of Offer and Written Agreement; 

• Grant credit only for units of competency that meet the requirements of the training product and are 

within ACTB’s scope of registration; 

• Where credit or RPL is granted, record the outcome, adjust the course duration where applicable, 

and reflect this in the Written Agreement and Confirmation of Enrolment (CoE); 

• For international students, report any reduction in course duration through PRISMS and issue an 

updated CoE within required timeframes; and 

• Maintain accurate records of all applications, evidence, assessment decisions, and outcomes in 

accordance with record-keeping and compliance requirements. 

Written Agreement & Confirmation of Enrolment 

Enrolment is only formalised once the applicant has accepted a Written Agreement. Administrative staff must 

ensure a Written Agreement is issued, signed, and retained prior to confirming enrolment and issuing a 

Confirmation of Enrolment (CoE) for international students. 

INTERNATIONAL STUDENT OBLIGATIONS 

The following obligations apply specifically to the enrolment of international students. 

Tuition Protection Service (TPS) 

ACTB is a registered provider on CRICOS and is therefore a member of the Tuition Protection Service (TPS) 

established under Division 5 of the ESOS Act 2000. The TPS provides a safety net for overseas students in the 

event that ACTB is unable to deliver a course in which a student is enrolled. Prior to enrolment, ACTB will 

provide every prospective overseas student with clear written information about: 

• The student’s right to be placed in an alternative course or to receive a refund of unspent prepaid 

tuition fees if a provider default occurs; and 

• How to access TPS information at tps.gov.au. 

Information about the TPS is included in the Letter of Offer & Written Agreement and Student Handbook. 

Overseas Student Health Cover (OSHC) 

It is a Subclass 500 student visa condition (8501) that overseas students hold Overseas Student Health Cover 

(OSHC) for the entire duration of their stay in Australia. As part of the enrolment process, ACTB will: 

• Inform every prospective overseas student of the OSHC requirement in the Course Brochure, Letter 

of Offer and/or Written Agreement; 

• Where the student elects ACTB to arrange OSHC, arrange cover with an Australian Government-

approved OSHC provider for the full duration of the CoE; 

NEW STUDENT ORIENTATION (International Students) 
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ACTB delivers a New Student Orientation for all international students at the commencement of their course. 

The orientation is designed to introduce students to ACTB’s expectations, facilities, course structure, key 

policies, support services and life in Australia. The current orientation programme is documented separately 

and reviewed annually as part of continuous improvement. 

Indicative topics covered include, but are not limited to: 

• Welcome & Introduction (including Acknowledgement of Country) 

• About the RTO (RTO Code, CRICOS Code, campus, key staff) 

• ESOS Framework & Student Visa Conditions 

• Course Information (qualification, duration, schedule, delivery) 

• Course Progress & Intervention 

• Attendance and Punctuality 

• Student Support Services (academic, LLN, welfare) 

• Complaints & Appeals 

• Deferral, Suspension & Cancellation 

• Transfer Between Providers 

• Fees, Payments & Refunds 

• Work Placement Requirements (if applicable) 

• Work Health & Safety (WHS) 

• Recognition of Prior Learning (RPL) & Credit Transfer (CT) 

• Privacy, AVETMISS & NCVER Reporting 

• Unique Student Identifier (USI) 

• Academic Integrity 

• Student Wellbeing, Behaviour & Code of Conduct 

• Living in Australia 

• Where to Find Policies & Key Documents 

• Key Contacts & Emergency Information 

• Questions & Student Acknowledgement 

CHANGES TO ENROLMENT 

Where changes to enrolment conditions are required, ACTB will notify learners as follows: 

• Where changes are known in advance, ACTB will notify learners at least 5 business days prior to 

implementation. 

• Where changes are outside ACTB’s control (e.g. legislative or training package updates), learners will 

be notified as soon as practicable and no later than 20 business days after the change. 

 

ACTB will send an information notice which includes: 

• What has prompted the change? 

• Why have we made the change? 

• How does it affect them? 

• The benefits of the change; 

• When will it come into effect? and 

• Any opt-out options (if applicable). 

 

 

https://www.actb.com.au/
mailto:info@actb.com.au


 

Australian College of Technology and Business | ABN: 60 124 300 545  
CRICOS Provider Code: 03164M| RTO Code: 32017 I https://www.actb.com.au/  

100 Brunswick Street, Fortitude Valley, QLD 4006, Australia I 07 3852 6967 | info@actb.com.au |  
V2 | Updated: May 2026 

Changes may include: 

• The agreed services to be provided; 

• Policies relating to the student’s rights and the payment of fees and charges; 

• Changes to the conditions of a student’s enrolment; 

• Contact details for our RTO; 

• Course details, cost or duration; 

• Ownership of the RTO; 

• Changes to third-party arrangements; and 

• Unexpected events impacting delivery. 

PRIVACY, DATA HANDLING AND AVETMISS REPORTING 

ACTB collects, stores, uses and discloses personal information about prospective and enrolled students in 

accordance with the Privacy Act 1988 (Cth) and the Australian Privacy Principles (APPs). 

At the point of enrolment, ACTB will provide every applicant with a Privacy Notice (included in Orientation and 

the Student Handbook) that sets out: 

• The kinds of personal information collected (including sensitive information where applicable); 

• The purposes for which the information is collected, used and disclosed — including AVETMISS 

reporting to the National Centre for Vocational Education Research (NCVER) under the National VET 

Data Policy, PRISMS reporting under the ESOS Act, and disclosure to the Department of Home Affairs 

and the Tuition Protection Service where required by law; 

• The student’s right to access and correct their personal information; 

• How personal information is stored securely (electronic and physical), retained for the period 

required by the Standards for RTOs 2025 and the National Archives Act, and destroyed at the end of 

that period. 

By signing the Enrolment Form, the applicant provides consent to the collection, use and disclosure of personal 

information for the purposes set out in the Privacy Notice. AVETMISS-reportable data is collected as required 

by the National VET Data Policy and the AVETMISS data standard. 

COMPLIANCE 

This policy aligns with the following legislation and regulatory frameworks: 

Standards for RTOs 2025 

• Standard 2.1 – VET students have access to clear and accurate information to make informed 

decisions about the training product and the RTO, and are made aware of changes that affect them. 

• Standard 2.2 – VET students are advised, prior to enrolment, about the suitability of the training 

product for them, taking into account their skills and competencies. 

• Standard 2.3 – VET students have reasonable access to training support services, teachers, Trainers & 

Assessors and other staff to support their progress. 

• Standard 2.7 – Reasonable adjustments are made to support VET students with disability to access 

and participate in training and assessment on an equal basis. 

• Standard 4.1 – The RTO operates with integrity and is accountable for the delivery of quality services. 

• Standard 4.2 – Roles and responsibilities are clearly defined and understood. 

• Standard 4.3 – Risks to VET students, staff and the RTO are identified and managed. 

• Standard 4.4 – The RTO undertakes systematic monitoring and evaluation to support the delivery of 

quality services and continuous improvement. 
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National Code 2018 

• Standard 1 – Marketing Information and Practices. 

• Standard 2 – Recruitment of an Overseas Student. 

• Standard 3 – Formalisation of Enrolment and Written Agreements. 

• Standard 6 – Student Support Services. 

• Standard 7 – Overseas Student Transfers. 

• Standard 8 – Complaints and Appeals. 

• Standard 9 – Completion within Expected Duration of Study. 

• Standard 10 – Monitoring, Records and Analysis (including retention of student records and pre-

enrolment evidence such as English test results, GS assessments, and Written Agreements). 

 

Failure to comply with this policy can have serious consequences, including but not limited to: 

• For the RTO - breaches of legislation or regulatory requirements may result in financial penalties, loss 

of registration, reputation damage, or regulatory enforcement actions. 

• For Staff Members - staff found to have knowingly or negligently failed to comply with this policy 

and any associated legislative or regulatory requirements may face disciplinary actions, up to and 

including termination of employment. 

• For Students and Clients - incorrect enrolment and pre-enrolment information or practices could 

lead to financial loss, training disruptions or a poor learning experience. 
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