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1  Purpose and Scope 
The purpose of this enrolment policy is to establish clear guidelines and procedures for student 
enrolments at Kiama Community College Ltd Ltd. This policy is designed to ensure compliance with 
the Standards for Registered Training Organisations and other relevant Australian vocational 
education and training (VET) regulations. 
 
The scope of this policy encompasses all aspects of the enrolment process, from initial inquiries to 
the confirmation of enrolment and beyond. It applies to all prospective and current students, as well 
as staff members involved in the enrolment process. By implementing this policy, we aim to: 
 

Transparency 
Provide clear and accurate information about our courses, fees, and enrolment procedures 
for all prospective students. 
 
Fairness 
Ensure that all applicants are treated fairly and without discrimination throughout the 
enrolment process. 
 
Efficiency 
Streamline the enrolment process to make it as smooth and efficient as possible for both 
students and staff. 
 
Compliance 
Maintain full compliance with all relevant Australian VET regulations and standards. 
This policy will be regularly reviewed and updated to reflect any changes in legislation, 
industry standards, or organisational requirements. All staff members involved in the 
enrolment process are expected to familiarise themselves with this policy and adhere to its 
guidelines in their day-to-day operations. 

2  Enrolment Process 
Prospective students must complete and submit an Enrolment Form, providing accurate personal 

and contact details. 

Supporting documentation (e.g., identification, USI (Unique Student Identifier), prerequisite 

qualifications) must be provided where applicable. 

Our Registered Training Organisation (RTO) has established a streamlined enrolment application 

process to ensure efficiency and clarity for prospective students. This process is designed to gather 

all necessary information while providing applicants with the support they need to make informed 

decisions about their education. 

a. Step 1: Initial Inquiry 

Prospective students can make initial inquiries through our website, phone, or in person. Our 

Enrolments Team will provide course information, answer questions, and guide applicants to next 

steps. If more complex assistance is required, the inquiry may be referred to the Training and 

Learning Team for further support.  
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b. Step 2: Application Submission 

Applicants must fill out the online enrolment form, including their personal details and educational 

background. Those seeking funding must submit a funding application alongside their enrolment 

form. Additionally, they must upload the necessary documents, such as identification and proof of 

evidence eligibility for funding. 

c. Step 3: Application Review 

Our enrolments team reviews each application to ensure all required information is complete and 

assesses eligibility for funding. 

d. Step 4: Pre-Training Review 

If required for the specific course, applicants may need to complete a pre-training review provided 

by our training team to determine their suitability and readiness for the course. 

e. Step 5: Offer of Enrolment 

Successful applicants will receive an offer of enrolment, including a detailed breakdown of course 

fees and start dates. Students may be offered alternative pathways. 

f. Step 6: Acceptance and Payment 

To secure their place, applicants must accept the offer, agree to the terms and conditions, and make 

the required initial payment or set up a payment plan. 

g. Step 7: Enrolment Confirmation 

Once all requirements are met, the RTO issues official enrolment confirmation, which may include 

access to course materials and orientation information. 

Throughout this process, our enrolments team is available to provide guidance and support to 

applicants. We are committed to ensuring that all prospective students have the information they 

need to make informed decisions about their education and career paths. 

3  Entry Requirements 
Students must meet course entry requirements, including prerequisite qualifications, language, 

literacy, and numeracy (LLN) requirements. 

To ensure that our RTO maintains high standards of education and complies with Australian VET 

regulations, we have established specific eligibility requirements for enrolment. These requirements 

are designed to ensure that prospective students have the necessary skills, knowledge, and 

prerequisites to successfully complete their chosen course of study. 

General Requirements 

• Be at least 18 years of age, or 15 years with parental/guardian consent 

• Have a valid Unique Student Identifier (USI) 

• Meet the English language proficiency requirements 

• Have access to a computer and internet connection for online components 

Course-Specific Requirements 
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• Meet any prerequisite qualifications or work experience specified for the chosen course 

• Demonstrate basic computer literacy for courses with online components 

• Undertake a pre-training review, if required for the specific course 

• Provide evidence of any required licenses, certifications and immunizations.  

It is important to note that meeting the eligibility requirements does not guarantee enrolment. The 

RTO reserves the right to refuse enrolment of any applicant if it is deemed that the enrolment would 

be detrimental to the student's wellbeing or if Kiama Community College Ltd cannot adequately 

provide the required support services. 

Prospective students with disabilities or special needs are encouraged to discuss their requirements 

with our Student Support Team during the enrolment process. We are committed to providing 

reasonable adjustments and support to ensure equal access to education for all eligible students. 

4  Under 17 Enrolment Application 
As a Registered Training Organisation (RTO), we are committed to complying with the NSW School 

Leaving Age Policy and the Education Act 1990 (NSW) and the Educational Amendment (school 

Leaving Age) Regulation 2009 (NSW) when enroling students under the age of 17.  

In accordance with NSW legislation, young people must complete Year 10 or equivalent before 

leaving school and then participate in full-time education, training, or employment until they turn 

17.  

Full-time is classified as 25 hours per week of either education, training, employment or a 

combination of these.  

When enroling students under 17, we will ensure they have either completed Year 10 or obtained an 

exemption from the NSW Department of Education. Additionally, we will confirm that they are 

engaged in an approved full-time training pathway and obtain necessary parental or guardian 

consent. Our enrolment processes will align with these requirements to support young learners in 

meeting their legal obligations while gaining valuable skills and qualifications 

5  External VET Provision (EVET) 
To enrol in EVET classes, students must meet the following criteria: 

• School Status: Students must be enrolled at a secondary school in NSW and be seeking to 

complete their RoSA (Record of School Achievement) or HSC (High School Certificate) 

through the EVET pathway. 

• Course Prerequisites: Students must meet any specific course prerequisites as outlined by 

the Registered Training Organisation (RTO) or school. 

• Academic Requirements: Students must have the academic ability to undertake the EVET 

course and should seek guidance from their school’s VET coordinator prior to enrolment. 

1. 5.2 Enrolment Process 

The following steps are to be followed to successfully enrol in EVET classes: 
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2. Consultation: Students usually meet with their career adviser to discuss course options, 

career pathways, and the suitability of the EVET program for their educational goals. 

3. Course Selection: The student, in consultation with their school, will select an appropriate 

EVET course aligned with their interests, school timetable, and career aspirations. 

4. Parental/Guardian Approval: Students under the age of 18 must provide written consent 

from their parent or guardian to enrol in EVET classes. 

5. Completion of Enrolment Form: The student must complete and submit an EVET enrolment 

form, providing all necessary details and supporting documents. 

6. RTO Registration: Upon receiving the completed enrolment form, the school will process the 

enrolment. 

7. Confirmation: Once the RTO confirms the student’s enrolment, the student will receive a 

confirmation letter along with any further instructions or materials related to the EVET 

course. 

6  Leisure and Interest Programs 
Anyone 15 years or older may enrol into our non-accredited courses at any time on our website. 

Students aged from 12 years may be considered for enrolment if they remain in the company of a 

parent/carer during the course. The enrolment of a student aged less than 15 years will be at the 

trainer and coordinator’s discretion. 

7  Training Services Funding 
Students seeking government funding must meet specific eligibility criteria as outlined by the 

relevant funding body.  

Students are responsible for providing accurate and honest information and may be required to 

provide us with specific documents as proof of eligibility, including age, residency or citizenship 

status, details about any government benefits and an address in NSW. The College’s acceptance of 

an enrolment into a funded or subsidised course is conditional on the applicant meeting the entry 

requirements, including providing relevant documentation. The information supplied will help us 

estimate the fee that is applicable to the enrolment in a funded or subsidised programs. 

a. Smart and Skilled 

Under the NSW Government’s Smart and Skilled Program, a student contributes towards the cost of 

training through the payment of a student fee.  Fees and charges for courses can be located on the 

College website and via the Smart & Skilled website and will ensure that students are aware of these 

costs prior to enrolment.   

The College will calculate the relevant fee using the Smart and Skilled Provider Calculator, the 

student’s eligibility criteria and any applicable Recognition of Prior Learning and Credit Transfer 

arrangements. 

Fees will be calculated based on student’s personal circumstances which will determine the 

student’s eligibility for a subsidised course, concession fees or sometimes even exemption of fees.  A 
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list of personal circumstances that are taken into consideration when levying fees can be found on 

Kiama Community College Ltd’s Fees and Refund policy.  

Steps to check a student’s eligibility and evidence requirements into a Smart and Skilled subsidised 

course can be found at Appendix A. 

The notification of enrolment process is listed at Appendix B. 

b. Adult Community Education (ACE)  

The ACE program aims to promote access to training and increase vocational education and training 

outcomes for those experiencing significant barriers to training and employment.   

It is designed to target disadvantaged students, and regional and remote communities in NSW. The 

ACE program provides funded training up to and including Certificate III level qualification.  

Kiama Community College Ltd will undergo the steps provided on Appendix C when determining a 

student’s eligibility before enrolling that student in funded training. 

c. Apprenticeships and Traineeships  

A student who is eligible to receive Subsidised Training in the Smart and Skilled Entitlement 

Apprenticeship and Traineeship Program is a student who: 

• At the time of commencement is an NSW Apprentice or New Entrant Trainee and has an 

approved training contract in NSW; and 

• The qualification that is being undertaken is on the NSW Skills List; and  

• The qualification that is being undertaken is shown on their training contract 

d. School Based Apprenticeships and Traineeships  

School Based Apprenticeships and Traineeships (SBATs) are available to all year 10, 11 and 12 high 

school students in NSW. Students will receive an industry recognised national qualification and will 

gain credit towards the HSC. 

Some apprenticeships and traineeships contribute towards the ATAR (Australian Tertiary Admission 

Rank).  

To be eligible under the SBAT program a student must: 

• Be undertaking a qualification listed on the NSW Skills list as an apprenticeship or 

traineeship qualification, and 

• Be a registered school-based apprentice or school-based trainee in NSW at the time of 

commencing the qualification; and  

• Have the qualification shown on their training contract.  

Evidence to be provided by the student as proof of eligibility is their school enrolment.  The students 

training contract identifier (TCID) number can be obtained by us through the department’s database.  

8  Tech Savvy Seniors 
Under the TSS guidelines, eligibility is defined as individuals aged 60 years and above or Aboriginal 

and Torres Strait Islander individuals aged 50 years and above. As best practice, students will be 

required to provide identification to confirm eligibility upon application.  

https://kcc.nsw.edu.au/page/Policies
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Trainers will encourage all participants, where practical, to complete a survey at the conclusion of 

their course. Assistance should be provided if required to ensure all participants have the 

opportunity to provide feedback. 

9  Pre-Training Review 
A pre-training review (PTR) will be conducted to assess the student’s suitability for the course and 

their learning needs.  The pre-training reviews are conducted to ensure student success, appropriate 

course placement, and compliance with national VET quality standards. 

This process includes three critical components: 

a. Credit Transfer Assessment 

Students may apply for credit transfer for previously completed qualifications or units of 

competency from nationally recognized training providers. Our team will evaluate official transcripts 

and verify the equivalence of prior learning against current course requirements. 

Further information can be found within the Credit Transfer Policy and Procedure document.  

b. Recognition of Prior Learning 

Candidates with relevant professional experience or informal learning can apply for RPL. This process 

involves a systematic evaluation of an individual's skills and knowledge against the required course 

competencies, potentially reducing training time and costs. More information available within our 

Recognition of Prior Learning Policy. 

c. Language, Literacy and Numeracy (LLN) Assessment 

All students undertaking accredited training are required to undertake an LLN assessment to 

determine their readiness for the chosen course. This evaluation helps identify any additional 

support needed to ensure successful learning outcomes and academic achievement. Please refer to 

our LLN Policy for further information.  

10  Acceptance and Confirmation 
Upon successful assessment, students will receive a Letter of Offer and a Student Agreement which 

includes the fee schedule and payment plan options. 

Enrolment is confirmed once the signed Student Agreement is returned. 

11  Fees and Payment Options 
Fees must be paid as per the Fee Schedule provided during enrolment. 

Our RTO is committed to providing transparent and flexible fee structures to accommodate the 

diverse financial circumstances of our students. We offer various payment options to ensure that 

quality education remains accessible to all eligible applicants. 

Fee Structure 

Course fees are determined based on factors such as course duration, delivery mode, and resource 

requirements, Fees typically include: 

• Tuition fees 

https://kcc.nsw.edu.au/page/Policies
https://kcc.nsw.edu.au/page/Policies
https://kcc.nsw.edu.au/page/Policies
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• Course materials and resources 

• Assessment fees 

• Administration charges 

Additional fees may apply for services such as RPL assessments, re-assessments, or replacement 

certificates. 

Payment Options 

To provide flexibility, we offer the following payment options: 

• Upfront payment: Pay the full course fee before commencement unless the fee is over 

$1,500 in which case the College does not accept prepaid fees in excess of a total of 

$1,500.  

• Installment plans: Spread the cost over the duration of the course 

• Employer-sponsored payments: For students whose employers are covering the cost 

All payment plans must be agreed upon before the course commencement and formalised in a 

written agreement. 

We accept payments via credit card, direct deposit, EFTPOS or cash. 

It's important to note that failure to pay fees according to the agreed schedule may result in the 

suspension of enrolment or withholding of certification. Students experiencing financial difficulties 

are encouraged to contact our enrolment team to discuss their options. 

12  Student Rights and Obligations 
Students have the right to: 

• Receive clear and accurate information about their course, including requirements, 

assessments, and support services. 

• Access a safe and inclusive learning environment, free from discrimination, harassment, or 

bullying. 

• Be treated fairly and respectfully by staff and peers. 

• Access relevant policies, procedures, and support services. 

• Provide feedback and lodge complaints or appeals following the institution’s Complaints and 

Appeals Procedure. 

Students are responsible for: 

• Providing accurate and up-to-date information during the enrolment process. 

• Adhering to the institution’s policies, including the Code of Conduct and Academic Integrity 

guidelines. 

• Engaging actively in their studies and meeting course requirements. 

• Respecting staff, peers, and the learning environment. 

• Notifying the institution of any changes to personal details or circumstances that may affect 

their studies. 

• By enrolling, students acknowledge their rights and agree to uphold their responsibilities as 

outlined in this policy. 
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As part of the enrolment process, students will be provided with key policies and guidelines, 

including but not limited to: 

• Code of Conduct 

• Refund and Cancellation Policy 

• Complaints and Appeals Procedure 

• Privacy and Data Protection Policy 

These policies are available for review on our official website. 

13  Cancellation, Withdrawals, Deferments and Refunds 
Students may defer or withdraw by submitting a formal request. 

Enrolment may be cancelled for non-compliance with RTO policies, including non-payment of fees. 

Our RTO recognizes that circumstances may arise where students need to cancel their enrolment or 

withdraw from a course. To ensure fairness and transparency, we have established a comprehensive 

cancellation and refund policy in line with Australian Consumer Law and VET regulations. 

Cancellation Before Commencement 

If a student cancels their enrolment more than 7 days before the course start date, they are eligible 

for a full refund unless advised during the enrolment process of any non-refundable deposits 

applicable.  

Withdrawal After Commencement 

Refunds for withdrawals after course commencement are assessed on a case-by-case basis. 

Generally, no refund is provided for the current term, but future term fees may be refunded if 

applicable. Please refer to the Fees and Refunds Policy for further information or speak to one of our 

helpful staff.  

Special Circumstances 

In cases of serious illness, disability, or death of the student or an immediate family member, we 

may offer a full or partial refund. These cases are assessed individually, and supporting 

documentation is required. 

To request a cancellation or refund, students must submit a written application to our 

administration team. It's important to note that any outstanding fees or charges must be settled 

before a refund can be issued. 

In the event that Kiama Community College Ltd Ltd cancels a course before its commencement or is 

unable to deliver a course in full, affected students will be offered a full refund or the option to 

transfer to an alternative course. This policy ensures that students are protected and treated fairly in 

all circumstances related to enrolment cancellations and refunds. 

Deferment and Withdrawal Procedures 

Our RTO understands that students may face circumstances that require them to defer their studies 

or withdraw from a course. We have established clear procedures for deferment and withdrawal to 

https://kcc.nsw.edu.au/page/Policies
https://kcc.nsw.edu.au/page/Policies
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ensure that students' rights are protected and that administrative processes are smooth and 

efficient. 

Deferment Procedure 

Students may apply to defer their studies for up to 12 months. To request a deferment: 

1. Submit a written application explaining the reasons for deferment 

2. Provide supporting documentation (e.g., medical certificates) 

3. Consult with the training team or student support officer to discuss implications 

4. If approved, sign a deferment agreement 

Deferment may affect course duration and fee structure. 

Withdrawal Procedure 

Students wishing to withdraw from a course must: 

1. Complete a course withdrawal form 

2. Settle any outstanding fees or return any loaned materials 

3. Attend an exit interview with a member of the training team or student support team 

Withdrawing students may be eligible for a Statement of Attainment for completed units. Refund 

eligibility will be assessed as per our refund policy. 

It's important to note that both deferment and withdrawal may have academic and financial 

implications. Students are strongly encouraged to discuss their situation with student support before 

making a decision.  

Our RTO is committed to supporting students through the deferment or withdrawal process, 

ensuring they understand all implications and assisting them in making informed decisions about 

their educational journey. We maintain detailed records of all deferments and withdrawals in 

compliance with VET regulations and use this data to continually improve our student support 

services and course offerings. 

14  Student Support and Access to Information 
Kiama Community College Ltd will advise students considering enrolling in Funded Training on the 

whereabouts of policies relating to fee information, consumer protection information, how to access 

support and assistance, and the contact details for various support services. These documents can 

be found on the Kiama Community College Ltd webpage https://kcc.nsw.edu.au/page/policies as 

standalone policies and other information in the student handbook also accessible on the policy 

page. 

Support services are available for students with learning difficulties, disabilities, or special needs. 

Students have access to records related to their enrolment, progress, and completion. 

At our RTO, we recognize that comprehensive student support is crucial for academic success and 

overall student well-being. We offer a range of support services designed to assist students 

throughout their educational journey, from enrolment to course completion and beyond. 

https://kcc.nsw.edu.au/page/policies
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• Study skills 

• Language and literacy support 

• Referrals to external support services 

• Career guidance 

• Assistance with resume writing and interview skills 

• Job placement assistance 

• Reasonable adjustments for learning and assessment 

• Accessibility consultations 

• Liaison with external support agencies 

Our Student Support team is readily available to assist students with any concerns or challenges they 

may face during their studies. We encourage students to proactively seek support when needed, as 

early intervention often leads to better outcomes. 

All support services are confidential and provided at no additional cost to enrolled students. Our 

RTO is committed to creating an inclusive and supportive learning environment where all students 

can thrive and achieve their educational goals. 

15  Equity and Access Considerations 
Our RTO is committed to promoting equity and ensuring access to education for all eligible students, 

regardless of their background or circumstances. We recognize the diverse needs of our student 

population and strive to create an inclusive learning environment that supports equal opportunity 

and participation. 

Equity Principles 

Our equity policy is based on the following principles: 

• Fair treatment for all current and prospective students 

• Equal opportunity to access and participate in education 

• Removal of barriers that may prevent certain groups from accessing education 

• Provision of additional support where needed to ensure equitable outcomes 

Access Initiatives 

To promote accessibility, we have implemented the following initiatives: 

• Flexible learning options, including online and blended delivery modes 

• Reasonable adjustments for students with disabilities 

• Recognition of Prior Learning (RPL) to acknowledge existing skills and knowledge 

• Financial assistance for eligible students 
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We are committed to addressing the specific needs of various equity groups, including: 

• Aboriginal and Torres Strait Islander people 

• People from cultural and linguistically diverse backgrounds 

• People with disabilities 

• People from rural and remote areas 

• People facing socio-economic disadvantages 

Our RTO regularly reviews and updates its policies and procedures to ensure they align with best 

practices in equity and access. We provide ongoing training to staff members to promote cultural 

competence and sensitivity to diverse student needs. 

Students who feel they have been treated unfairly or discriminated against are encouraged to raise 

their concerns through our formal complaints and appeals process. We take all such matters 

seriously and are committed to addressing them promptly and fairly. 

16  Record Management 
Proper management of enrolment records is crucial for maintaining compliance with VET 

regulations, ensuring data integrity, and protecting student privacy. Our RTO has implemented a 

robust records management system to securely store, manage, and retrieve enrolment-related 

information. 

Record Keeping Procedures 

We maintain comprehensive records of all student enrolments, including application forms, 

supporting documents, assessment results, and communication logs. These records are stored both 

electronically and in hard copy, with appropriate backup systems in place. 

We do not retain copies of identification documents on file. Instead, we take a file note confirming 

that the identification has been sighted and record the relevant ID numbers as required. 

Data Security 

All enrolment records are stored securely, with access restricted to authorized personnel only. Our 

digital systems are protected by advanced encryption and firewall technologies to prevent 

unauthorized access or data breaches. 

Retention Period 

In compliance with VET regulations, we retain student certification for a minimum of 30 years. This 

ensures that students can access their records for future reference or certification needs. 

Student Access 

Students have the right to access their personal enrolment records upon request. We have 

established procedures for students to view or obtain copies of their records while maintaining 

privacy and security. 
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Our records management system is regularly audited to ensure compliance with Australian Privacy 

Principles and VET Data Policy. We use this data responsibly for continuous improvement of our 

enrolment processes and to inform strategic decision-making. 

In the event of any changes to our RTO's operations, such as closure or transfer of ownership, we 

have established protocols to ensure the safe transfer and continued accessibility of student records 

in compliance with regulatory requirements. 

By maintaining accurate and secure enrolment records, we not only meet our regulatory obligations 

but also provide a valuable service to our students, ensuring that their educational achievements are 

properly documented and accessible throughout their careers. 

17  Legislative and Regulatory Compliance 
This policy aligns with the Standards for RTOs, the National Vocational Education and Training 

Regulator Act 2011, and relevant NSW funding guidelines. 

18  Policy Review and Continuous Improvement 
This Enrolment Policy will be reviewed at least annually or as required in the event of legislative 

changes. The Enrolment Policy may also be changed as a result of other amendments that are to the 

advantage of KCC Ltd and in the spirit of this policy.  

19  Related Documents 

20  Document control 
Date reviewed Date adopted Amendment 

1 April 2025  N/A 

 

 

21  Policy Version and Revision Information 
Policy Authorised by: CEO 

Effective date of Original Version: 7 May 2025 

Policy Maintained by: Quality and Risk Lead 

Version Number/Effective date:  V1  

Review Date: May 2026 
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22  Appendix A – Smart and Skilled Subsidy Eligibility 
 

The Smart and Skilled policy aims to provide financial assistance to eligible individuals pursuing 

vocational education and training courses in New South Wales. To qualify for funding, students must 

meet a range of eligibility criteria. 

Step 1: Kiama Community College Ltd will check the below eligibility for Smart and Skilled funding, 

individuals must be:  

a) an Australian citizen, permanent resident, meets Refugee or humanitarian visa requirements, 

eligible asylum seeker or a New Zealand citizen, and  

b) be aged 15 years or older, and  

c) live or work in NSW (see Exception A below), and  

d) no longer be enrolled in secondary school (homeschool exception), and  

e) have a USI 

Exception A: Aboriginal and Torres Strait Islander students who do not live or work in New South 
Wales but lives in specific defined interstate NSW border areas is eligible for government-subsidised 
training. 
 
Kiama Community College Ltd must retain evidence of the student’s eligibility as follows:  

Where evidence is sighted but not kept, a record that confirms sighting of the evidence and a 

description of the evidence, must be maintained by Kiama Community College Ltd. The record must 

be dated and signed by the College’s authorised staff member. The name of the signatory and their 

position should also be captured.  

a) For proof of Citizenship:  

• Australian or New Zealand birth certificate; or  

• Australian or New Zealand Passport; or  

• Green Medicare card; or  

• Naturalisation Certificate; or 

• Certificate of evidence of resident status (CERS) 

• Departments of Home Affairs’ Visa Entitlement Verification Online (VEVO) check to confirm 

status as an Australian permanent resident 

A list of refugee or humanitarian visas is listed on appendix E 

b) Aged 15 years or older:  

• Identity evidence or USI (validity checked with USI registry) 

c) Live/work in NSW unless Exception A applies:  

• Any Commonwealth Government evidence of living location, or 

• Employer-issued document confirming employment in NSW 
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d) No longer enrolled in secondary education or registered home school student: 

A student who has left school (whether by school education or an alternative pathway) in adherence 

with the NSW School Leaving Age Policy and the Education Act 1990 (NSW) and the Educational 

Amendment (school Leaving Age) Regulation 2009 (NSW). This does not apply to any students in 

year 12 after the completion of Term 3. 

• Copy of current certificate of home-schooling registration 

e) USI data from a valid USI at enrolment 

Student’s identification will be confirmed by: 

• Government-issued photographic identification (e.g. Passport or driver's license) 

• Letter or statement from the referring agency confirming the identity of the student; or 

• Staff declaration confirming students’ identification  

If the student is deemed eligible in Step 1, Kiama Community College Ltd will as step 2; check for any 

fee concessions, fee exemptions or fee-free scholarships. 

a. Smart and Skilled Fee Concessions 

Students who are eligible for a concession fee include Centrelink (Commonwealth) Benefit or 

allowance recipients or a dependent child, spouse or partner of a Centrelink (Commonwealth) 

Benefit or allowance recipient. Students seeking a concession must provide the following proof of 

eligibility: 

• A letter from the Department of Human Services (Centrelink) confirming receipt of the 
benefit clearly showing the Centrelink Reference Number (CRN) and the payment type; or 

• A current concession card that shows the CRN and payment type; or  

• A current Centrelink income statement which clearly shows the benefit or allowance 
category and the CRN; or 

• Any other evidence that clearly chows the CRN and the benefit or allowance category 
 
Applicable benefits and allowances are listed on appendix D. 
 

b. Smart and Skilled Fee Exemptions 

Students who qualify for a fee exemption for Smart and Skilled subsidised courses, up to a Certificate 

IV level, are identified as eligible for Smart and Skilled funding determined in step 1 and are either: 

• Australian Aboriginal and Torres Strait Islander People; or 

• People with a disability (that is people who meet the disability fee exemption criteria, 
including the dependent child, spouse or partner or a recipient of a Disability Support 
Pension); or 

• Students aged 15-30 who are on a Centrelink Benefit with priority for people in Social 
Housing (one fee-free course per year); or 

• Refugees and asylum seekers 

• Recipients of Fee-Free Scholarships 

• Studying a qualification under the EFS program 

• Most apprentices undertaking their apprenticeship qualification under the Entitlement 
Apprenticeships and Traineeships (EAT) Program 



   
 

 

Enrolment Policy   7 May 2025 Page 17 of 25 
FINAL v1 

 

c. Smart and Skilled Fee-Free Scholarships 

Students who qualify for a fee-free scholarship for Smart and Skilled subsidised courses are available 

if the student meets the Smart and Skilled eligibility criteria and are:  

• Aged between 15 and 30 (inclusive) at the start date of training and are receiving a 
prescribed government benefit; or 

• Are aged 15-17 and living in out-of-home care; or 

• Are aged 18-30 and previously in out-of-home care; or  

• Are aged 15 and over and have experienced domestic and family violence. 
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23  Appendix B – Smart and Skilled Notification of Enrolment 

Process 
We will only carry out the Smart and Skilled notification of enrolment in accordance with the 

following process (the Notification of Enrolment Process): 

(a) We will not carry out the Notification of Enrolment without the consent of the student. 
The wording for consent is set out in the Smart and Skilled Operating Guidelines. 

(b) We will verify the student’s identity and eligibility evidence.  

(c) We must be satisfied that the eligible Student satisfies any prerequisites set out in the 

relevant Training Package Qualification and has the language, literacy, and numeracy 

capabilities to undertake the approved qualification, or has access to appropriate support. 

(d) After(a) to (c) above have been completed, we will use the Provider Calculator to 

generate an eligibility enquiry report for the student. 

(e) The student will be provided with the eligibility enquiry report and a ‘prospective student 

declaration’ which the student signs or electronically accepts confirming the: 

(i) All information provided by them to us, in connection with the Notification of 

Enrolment Process is true, accurate, complete, and not misleading in any way.  

(ii) notification of Enrolment process has not concurrently been completed for the 

same qualification and/or the same units of competency for the same or other 

qualifications(s) 

(iii) Student is aware of any Third-Party arrangements (if applicable) and,  

(iv) Student has been provided with the details of the fee chargeable and the 

student information. 

(f) After the Prospective Student Declaration has been received by the student, a 

Notification of Enrolment with Commitment ID is generated in the provider calculator and 

given to the student.  

Kiama Community College Ltd will keep a record of the notification of enrolment process, including 

the eligibility enquiry report, provider copy of the notification of enrolment, consent and 

declarations, eligibility for credit transfers or RPL, Student identification and student eligibility and 

concession eligibility. 
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24  Appendix C - ACE Eligibility 
Kiama Community College Ltd will undergo the below steps to determine a prospective student’s 

eligibility before enroling that prospective student in funded training. 

During enrolment, students will be directed to the relevant links on the website to access important 

policies and information about their training. These include the Consumer Protection Policy, which 

outlines their rights as learners and safeguards against unfair treatment, and details on how to 

access support and assistance during training, ensuring they receive the necessary help for a 

successful learning experience. These resources provide essential guidance on students' rights, 

responsibilities, and available avenues for complaints. It is important for students to review these 

policies and stay informed and make the most of the training experience. 

https://kcc.nsw.edu.au/page/Policies 

STEP 1 

Kiama Community College Ltd will check the below eligibility for Funded Training, individuals must 

be:  

f) an Australian citizen, permanent resident, meets Refugee or humanitarian visa requirements, 

eligible asylum seeker or a New Zealand citizen, and  

g) be aged 15 years or older, and  

h) live or work in NSW (see Exception A below), and  

i) no longer be enrolled in secondary school (homeschool exception), and  

j) have a *USI 

Exception A: Aboriginal and Torres Strait Islander students who do not live or work in New South 

Wales but live within a postcode identified on the Exception A schedule as provided by the 

department.  

Kiama Community College Ltd must retain evidence of the student’s eligibility as follows:  

Where evidence is sighted but not kept, a record that confirms sighting of the evidence and a 

description of the evidence, must be maintained by Kiama Community College Ltd. The record must 

be dated and signed by the College’s authorised staff member. The name of the signatory and their 

position should also be captured.  

*A student can obtain a Unique Student Identifier (USI) by visiting the official USI website and 

clicking on "Create USI." https://www.usi.gov.au/ 

They will need to provide personal details, including their name, date of birth, and contact 

information, along with a valid form of identification, such as a passport, driver’s license, or 

Medicare card. Once the details are verified, the system will generate a USI, which the student 

should save for future reference. This number is essential for accessing training records and 

qualifications in Australia 

a) For proof of Citizenship:  

https://kcc.nsw.edu.au/page/Policies
https://www.usi.gov.au/
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• Australian or New Zealand birth certificate; or  

• Australian or New Zealand Passport; or  

• Green Medicare card; or  

• Naturalisation Certificate; or 

• Certificate of evidence of resident status (CERS) 

• Departments of Home Affairs’ Visa Entitlement Verification Online (VEVO) check to confirm 

status as an Australian permanent resident 

Eligible refugee or humanitarian visas are listed on appendix E. 

b) Aged 15 years or older:  

• Identity evidence or USI (validity checked with USI registry) 

c) Live/work in NSW unless Exception A applies:  

• Any Commonwealth Government evidence of living location, or 

• Employer-issued document confirming employment in NSW 

d) No longer enrolled in secondary education or registered home school student: 

A student who has left school (whether by school education or an alternative pathway) in adherence 

with the NSW School Leaving Age Policy and the Education Act 1990 (NSW) and the Educational 

Amendment (school Leaving Age) Regulation 2009 (NSW). This does not apply to any students in 

year 12 after the completion of Term 3. 

• Copy of current certificate of home-schooling registration 

e) USI data from a valid USI at enrolment 

Student’s identification will be confirmed by: 

• Government-issued photographic identification (e.g. Passport or driver's license) 

• Letter or statement from the referring agency confirming the identity of the student; or 

• Staff declaration confirming students’ identification  

If the student is deemed eligible in Step 1,  

Kiama Community College Ltd will continue to check eligibility in step 2.  

STEP 2 

Kiama Community College Ltd will determine specific student eligibility and determine which criteria 

apply to each student under the ACE program.  

Disadvantaged students are eligible for the CSD (Community Service Obligation Disadvantaged Students) 
funding stream if they meet one or more of the following criteria and provide the corresponding evidence.  

A person of Aboriginal and/or Torres Strait 
Islander descent who identifies as an 
Aboriginal or Torres Strait Islander and is 
accepted as such by the community in which 

▪ Student declaration of Aboriginal and/or Torres Strait 
Islander heritage on enrolment form; or 

▪ *Staff declaration 
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they live (Aboriginal or Torres Strait 
Islander); OR 

A recipient of an applicable benefit listed on 
Appendix D, or is a dependent child, spouse, 
or partner of a recipient of an applicable 
benefit, OR 

▪ Current Commonwealth benefits card, letter, or income 
statement from Services Australia; or 

▪ Referral by a supporting agency or community 
organisation e.g., a Workforce Australia agency/partner 

Has a physical or mental impairment that 
substantially limits one or more major life 
activities, or is a person who has a history or 
record of such an impairment, or is a person 
who is perceived by others as having such an 
impairment, OR 

▪ Proof of Disability Support Pension; or 
▪ A letter from a medical practitioner or their health 

professional, government agency, or school counsellor; or 
▪ Referral from a supporting agency or community 

organisation e.g., disability employment agency; or 
▪ *Staff declaration 

Has a disability or is the dependent child, 
spouse, or partner of a person with a 
disability, OR 
 

▪ Supporting letter or other evidence from a government 
agency, medical professional, relevant support agency, or 
community organisation; or 

▪ *Staff declaration 

Has low language, literacy, numeracy, and 
digital skills - i.e., ACFS Level 2 or lower; may 
not be able to effectively participate in 
society e.g., inability to read a book or 
newspaper, understand road signs, 
transport timetables, fill out a form, read 
instructions or use digital devices and or the 
internet; OR 

▪ Language literacy and numeracy pre-assessment against the 
Australian Core Skills Framework (ACSF), Core Skills for Work 
Framework, or other pre-training assessment 

 

Identifies as culturally and linguistically 
diverse (CALD) and meets one or more of 
the following criteria: 
• the main language spoken at home is not 
English 
• proficiency in spoken English is below the 
required standard to complete vocational 
training and/or employment 
• experiencing cultural barriers 
• experiencing social isolation; OR 

▪ language literacy and numeracy pre-assessment against 
the Australian Core Skills Framework, Core Skills for Work 
Framework, or other pre-training assessment; or 

▪ *Staff declaration 
 

Is either: 
• unemployed 
• underemployed (working less than 25 
hours per week) 
• returning to the workforce after a gap of 
over 12 months 
• looking to reskill or upskill: (a) and are 
aged 55 or older, or (b) due to unforeseen 
circumstances, e.g., COVID-19 impact, 
industry closure, recovering from injuries 
and or mental health issues; OR 

▪ Supporting letter or other evidence from a government 
agency, medical professional, relevant support agency or 
community organisation; or 

▪ *Staff declaration 

Is affected by economic disadvantage – i.e., 
a person who is experiencing significant 
socio-economic hardship; not having 
sufficient resources to cover the basics and 

▪ Supporting letter or other evidence from a government 
agency, medical professional, relevant support agency, or 
community organisation; or 

▪ *Staff declaration 
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achieve a reasonable standard of living; 
experiencing negative impacts on social and 
emotional well-being, physical health, and 
ability to create a stable home environment; 
prevented from participating in 
communities and from thriving; OR 

Is affected by personal circumstances that 
mean the student requires support to access 
educational opportunities, for example, if 
the student: 
• has/is experiencing domestic violence, 
family violence, or coercion 
• is recovering from drug/alcohol abuse; or 
• has exited the criminal justice system or is 
at risk of entering the criminal justice 
system, OR 

▪ Supporting letter or other evidence from a government 
agency, medical professional, relevant support agency or 
community organisation; or 

▪ *Staff declaration 

Is aged between 15-24 years and at risk of 
not otherwise progressing to further 
education, training, or employment; OR 

• Referral by a supporting agency or community 
organisation; or 

• *Staff declaration 

Has not achieved year 12 or equivalent 
education 

▪ Supporting letter or other evidence from a government 
agency, medical professional, relevant support agency or 
community organisation; or 

▪ *Staff declaration 

Students are eligible for SLP (Special Learning Plan) funding stream if they meet the following criteria and 
provide the corresponding evidence.  
• does not meet any CSD Criteria: AND 
• aged under 24 years  
 

Identity Evidence or USI (validity checked with USI Registry) 

Students are eligible for TSB funding stream if they meet the following criteria and provide the corresponding 
evidence. 
A student is eligible for the TSB Funding Stream if 
the student: (a) does not meet any CSD Criteria; 
AND (b) is either:  
• owner of a small business; OR  
• employee of a small business or not-for-profit 
organisation.  
AND enroling in an FSK, Digital or First Aid course 
 
A small business is an enterprise with less than 
20 full-time equivalent (FTE) employees; or less 
than 200 FTE employees if the enterprise’s 
primary operations are in a Regional or Remote 
Location (as defined above in CSR) 

▪ If the student is an employee – a letter from the employer 
confirming employment and that the employer meets the 
definition of a small business or is not-for-profit 

▪ If the student is the owner of a small business – a 
statement from the student confirming the business 
meets the definition of a small business 

Students are eligible for CSR funding stream if they meet the following criteria and provide the corresponding 
evidence. 
A student is eligible for the CSR Funding Stream if 
the student: (a) does not meet any CSD Criteria; 
AND (b) lives or works in a Regional or Remote 
Location (that is, in any location that is not 
classified as “Major Cities (RA1)” ASGC on the 
following website:  

Proof of address (e.g., driver’s license, utility bill, electoral roll, 
or employment contract 
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http://doctorconnect.gov.au/internet/otd/P
ublishing.nsf/Content/locator, or as otherwise 
advised by the Department. 

 

*Staff Declaration: Only to be used where other evidence is not possible. A Staff Declaration is a 

declaration from an employee of the ACE Provider confirming, based on information provided by the 

student or from other sources, the student meets the CSD Criteria specified. The employee must be 

authorised by the ACE Provider to make any Staff Declarations.  

  

http://doctorconnect.gov.au/internet/otd/Publishing.nsf/Content/locator
http://doctorconnect.gov.au/internet/otd/Publishing.nsf/Content/locator
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25  Appendix D – Applicable Commonwealth Benefits and 

Allowances 
 

Age Pension Austudy 
Carer Payment* Disability Support Pension 

Farm Household Allowance Family Tax Benefit Part A (maximum rate) 

Jobseeker Payment Parenting Payment (Single) 
Special Benefit Youth Allowance 

Veterans’ Children Education Scheme  

Veterans’ Affairs Pensions  

Widow Allowance  

*The Carer Payment is a specific benefit paid by the Commonwealth; this category does not include 

the Carer Allowance or Carer Adjustment Pay 
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26  Appendix E – Refugees and Asylum Seekers 
 

1. Refugees and asylum seekers who hold particular visas are eligible for Smart and Skilled. A student 

who holds one of the below humanitarian visas are eligible for Smart and Skilled. 

 

Permanent Visas 

Emergency rescue visa (subclass 203) 

Global special humanitarian visa (subclass 202) 

In-country special humanitarian visa (subclass 201) 

Protection visa (subclass 866) 
Refugee visa (subclass 200) 

Woman at Risk visa (subclass 204) 

Temporary visas 

Bridging Visa A (BVA) 
Bridging Visa B (BVB) 

Bridging Visa C (BVC) 

Bridging Visa D (BVD) 
Bridging Visa E (BVE) 

Safe Haven Enterprise visa (subclass 790) 

Temporary Humanitarian Concern visa (subclass 786) 

Temporary Humanitarian Stay visa (subclass 449) 
Temporary Protection visa (subclass 785) 

Partner Visa 

Partner (provisional and Migrant) visa (subclass 309 100) – refer to point 3 below 
Partner visa (subclass 820 801) – refer point 3 below 

 

2. For a person who holds a Bridging Visa to be eligible under Smart and Skilled, the bridging visa 

must be attached to an application for a humanitarian visa eligible for Smart and Skilled as listed 

above. The student must provide a document from the Department of Immigration and Border 

Protection acknowledging application for a humanitarian visa. 

3. A person who holds a Partner (provisional and Migrant) visa (subclass 309 100) or Partner visa 

(subclass 820 801) must also provide evidence that their sponsor holds or held one of the 

humanitarian visas outlined above.  
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