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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and related certification, records and 

student information obligations 
Codes and Standards 2025 Standards for RTOs; Australian Qualifications Framework 

requirements; Nationally Recognised Training Logo Conditions of 
Use Policy 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Student Identifiers Act 2014; Privacy Act 1988 

Related Documents USI Policy; Complaints and Appeals Policy and Procedure; Fees, 
Charges and Refunds Policy and Procedure; Student Records 
Policy; Qualification Register; Qualification Issuance Checklist; 
Student Handbook 

 

1. Purpose 

This policy and procedure sets out how Million Brown’s College (MBC) issues Statements of Attainment, 
qualification testamurs, records of results, statements of results, and other completion documents, and how it 
protects the integrity of certification issued. 
It is intended to ensure that graduates receive the certification documentation to which they are entitled, AQF 
qualifications are correctly identified, certification documents are protected against fraudulent issuance, a clear 
distinction is made between AQF and non-AQF certification, and MBC only issues AQF certification where the 
training product requirements have been met. 

2. Objective 

MBC will ensure that the issuance of qualifications, Statements of Attainment, statements of results, and related 
records complies with Australian Qualifications Framework requirements, current RTO standards, logo conditions 
of use, USI obligations, and record retention requirements. 

3. Scope 

This policy applies to all current, prospective and previous students, staff, contractors, administration staff, trainers 
and assessors, and other MBC stakeholders involved in course completion, student results, certification issuance, 
and records management. 
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4. Policy Statement 

Students who successfully complete a full AQF qualification will receive a testamur and a transcript / record of 
results. 

Students who complete one or more units but not the full qualification will receive a Statement of Attainment for the 
units achieved, where applicable. 

Students who complete non-accredited training may receive a completion certificate, transcript, or other approved 
non-AQF completion document, clearly distinguished from AQF certification. 

MBC will issue AQF certification documentation within 30 calendar days of the learner being assessed as meeting 
the requirements of the training product and exiting the course, provided all fees are paid and a valid USI has been 
provided and verified. 

5. Certification Types 

AQF qualification documentation: testamur and record of results. 

Statement of Attainment: issued where a student has successfully completed one or more units of competency, 
modules, skill sets, or partial completion of a qualification, where applicable. 

Statement of Results / Transcript of Academic Record: cumulative record of units attained during the student’s 
enrolment and may be used as supporting evidence of completed units. 

Non-accredited completion documents: completion certificate, partial completion certificate, completion transcript, 
or partial completion transcript, where approved by MBC. 

6. Certification Requirements and Rules 

MBC must only issue AQF certification documentation to a learner assessed as meeting the requirements of the 
relevant training package or VET accredited course. 

AQF certification documentation must be issued directly to the learner, not to another party such as an employer, 
except where authorised by the learner or required by law. 
MBC must collect and verify a valid USI before issuing a qualification testamur or Statement of Attainment. 

The learner’s USI must not appear on the certification documentation. 

AQF certification may be withheld until all fees due to MBC have been paid, where this is consistent with the written 
agreement and policy framework. 

7. Document Content Requirements 

All testamurs must include MBC’s name and provider details, the full name of the graduate, the code and full title of 
the awarded AQF qualification, date of issue, authorised signature, the NRT logo, the AQF logo, and authentication 
features such as a unique certificate number and/or official seal. 

All Statements of Attainment must include MBC’s name and provider details, the full name of the person entitled to 
receive the Statement of Attainment, the national code and full title of each unit of competency or module attained, 
date of issue, authorised signature, the NRT logo, the required Statement of Attainment wording, qualification or 
course reference where applicable, and authentication features such as a unique statement number. 

Records of results and statements of results must clearly identify the student and the units attained but must not be 
able to be mistaken for a testamur. They must not include the AQF logo or NRT logo unless permitted under 
current conditions of use. 

8. Logo Use 

The NRT logo may only be used on AQF certification documentation and other approved documents in accordance 
with the current Nationally Recognised Training Logo Conditions of Use Policy. 

The AQF logo may only be used in accordance with current AQF logo requirements and only on approved AQF 
certification documentation. 
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Records of results, transcripts and non-AQF completion documents must not use the NRT logo or AQF logo unless 
specifically permitted. 

9. Templates and Authorisation 

All templates for certificates, Statements of Attainment, records of results, and transcripts must be checked against 
current AQF and RTO requirements and approved by the RTO Manager or authorised delegate before use. 

Approved templates will be created and controlled through the student management system or other authorised 
controlled document process. 

Only authorised staff may generate, approve, print, sign, reissue, or release certification documentation. 

10. Procedures  

10.1 Completion Audit and Issuance 

Completed students must be identified through trainer notifications, assessment completion checks, student 
management system reports, and file review. 

The student file must be audited as soon as practicable after completion using the relevant qualification issuance 
checklist. 

The audit must confirm enrolment documents, LLND / support review records, IDs, fees status, training plan, 
assessments, logbooks or workplace observations where relevant, final results, and alignment between the student 
file and the student management system. 

The training package or accredited course must be checked to ensure the student has completed the required core 
and elective units and that any additional units are handled correctly. 

Once verified, the student management system must be updated, the qualification or Statement of Attainment 
created, and the appropriate certificate or transcript printed or generated. 

Where there are extra units not counted toward the qualification, those units must be handled appropriately and, 
where relevant, issued on a separate Statement of Attainment. 
If a withdrawn student is issued with a Statement of Attainment, credit transfer units should not be included unless 
permitted under MBC’s approved process. 

10.2 Issuance and Archiving 

Once signed or otherwise authorised, the original certification documentation must be issued to the student and 
evidence of issuance must be retained. 
A copy must be stored in the student record and the file archived in accordance with the Archiving Procedure and 
Records Management requirements. 
If there are any queries regarding the student file or completion evidence, the matter must be referred to the PEO 
or authorised delegate before issuance. 

10.3 Reissuance Authentication and Verification 

All requests for replacement or reissuance of certification documents must be made in writing and supported by 
relevant evidence, such as a statutory declaration, police report, legal name change evidence, or other approved 
documentation. 
The request must be accompanied by formal ID and signature verification. 

Payment of the applicable reissuance charge must be made before the request is processed, where charges apply. 

Student Services or an authorised officer will verify the request against the student management system, AQF 
register, and student file to confirm that an original certification document was previously issued and that the 
reissued document is legitimate. 

If the original record is verified, a duplicate or reissued document may be produced in accordance with MBC’s 
reissuance process. 
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10.4 Forfeiture, Surrender and Corrections 

Certification documents may be forfeited, corrected, or required to be surrendered where an award has been 
improperly obtained, where the document contains an error, or where a replacement is required due to damage or 
legal name change. 

MBC will maintain an authentication and verification process for any reissued or corrected certification document. 

11. Records Management 

MBC will maintain a register of all AQF qualifications, Statements of Attainment, and other certification documents 
issued or authorised to be issued. 

AQF certification records and related student record evidence must be retained securely for 30 years in 
accordance with applicable requirements. 

Students must be able to access their certification records in accordance with MBC policy and records 
management requirements. 

12. Roles and Responsibilities 

PEO / CEO: oversight of certification integrity and approval of exceptions or escalated matters. 

RTO Manager / Compliance Manager: approval of templates, oversight of completion audit processes, and 
monitoring compliance with issuance requirements. 

Student Support Officer / Administration: complete audits, update the student management system, prepare 
certificates, issue documentation, maintain evidence of issuance, and archive records. 

Trainers and Assessors: ensure completion evidence and final assessment records are accurate, complete, and 
submitted on time. 

13. Continuous Improvement 

A summary of certification issuance, reissuance, delays, errors, and related matters will be reviewed through 
MBC’s Continuous Improvement and Management Meeting processes to identify repeat issues, compliance risks, 
and process improvements. 

14. Confidentiality and Privacy Statement 

MBC values and is committed to protecting the privacy of its staff and students. Certification and student record 
information will be handled in accordance with MBC’s privacy obligations and approved procedures. 

15. Publication 

This policy will be available to all students and staff through MBC’s approved document access points, including 
the intranet, controlled document system, website, or on request, as appropriate. 

This policy and procedure will form part of the information distributed and communicated during staff orientation. 

16. Review Processes 

Policy review frequency: Annually. 

Responsibility for review: RTO Manager. 

Approved policy decisions and changes will be documented in version control records, communicated to relevant 
staff, and uploaded to approved document locations. 


