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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards 2025 Standards for RTOs, including Outcome Standards 2.2 and 2.3 

and related compliance requirements; National Code of Practice for 
Providers of Education and Training to Overseas Students 2018, 
including Standards 2 and 3 where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Privacy Act 
1988; Student Identifiers Act 2014 

Related Documents Language, Literacy, Numeracy and Digital Literacy Policy and 
Procedure; Course Credit Policy and Procedure; Recognition of Prior 
Learning Policy and Procedure; Fees, Charges and Refunds Policy 
and Procedure; Student Support Policy and Procedure; Marketing 
Policy and Procedure; Communication Policy and Procedure; 
International Student Admissions and Enrolment Policy and 
Procedure 

 

1. Purpose 

This policy sets out how Million Brown’s College (MBC) provides pre-enrolment information and conducts pre-
enrolment screening so prospective students can make informed decisions about their study options and enter a 
suitable training pathway. 

It is designed to ensure that prospective students receive accurate and current information about the course, entry 
requirements, fees, support services, training and assessment arrangements, and their rights and obligations 
before enrolment is accepted. 

2. Objective 

MBC will ensure that prospective students are given sufficient and accurate information to decide whether a course 
is appropriate to their needs, goals, existing skills, and circumstances. 

MBC will also ensure that pre-enrolment processes identify suitability, course entry requirements, language, 
literacy, numeracy and digital literacy needs, recognition opportunities, and support requirements before 
commencement where practicable. 
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3. Scope 

This policy applies to all prospective students, current students where a new enrolment or change of course is 
proposed, staff, contractors, education agents, and other stakeholders involved in enquiry handling, admissions, 
pre-training review, enrolment, and induction. 

4. Policy Statement 

MBC will provide ethical, accurate and current information at pre-enrolment and will distinguish nationally 
recognised training from any non-accredited service. 
MBC will objectively screen students according to eligibility requirements, entry requirements, pre-requisites, 
individual support needs, and opportunities for recognition. 

MBC will inform prospective students of the requirement for a Unique Student Identifier (USI) for nationally 
recognised training, and of the implications if a valid USI is not provided where one is required. 

MBC will encourage access and participation without discriminatory barriers, while ensuring that the student is 
entering a course that is suitable and that any identified support needs can be appropriately managed. 

5. Principles 

Pre-enrolment information must be clear, current, accessible, and appropriate to the student cohort. 

The pre-enrolment process must support informed decision making rather than simply collect paperwork. 

Suitability must be considered before enrolment or commencement, including course requirements, existing skills, 
support needs, and where relevant the student’s digital capability and access to required technology. 

Reasonable adjustment and support needs must be considered before commencement where possible. 
Where MBC uses education agents or third parties, the information they provide must still be accurate, current and 
consistent with MBC requirements. 

6. Enquiry and Initial Course Information 

When a person makes an enquiry, MBC staff or an authorised representative will discuss suitable training solutions 
and identify possible courses if appropriate. 
If the person requires training that is not on MBC’s scope of registration, they should be referred to other providers 
or public information sources for further guidance. 

The prospective student must be provided with or directed to current course information including the qualification 
or course title and code, delivery mode, duration, location, entry requirements, pre-requisites, fees, refunds, 
support arrangements, and key course requirements. 

7. Required Pre-enrolment Information 

Before enrolment is accepted, prospective students must be provided with accurate information relevant to the 
training product and student cohort. This may include: 
• training product code, title and currency; 

• expected mode of delivery, duration, location and attendance / participation expectations; 

• training and assessment requirements, including work placement or work-based training where relevant; 

• course content, structure, packaging rules, core and elective units where appropriate, and likely outcomes; 
• entry requirements, prerequisites and eligibility criteria; 

• fees, charges, refund information and any relevant government funding or subsidy arrangements; 

• support services available, including student support and reasonable adjustment processes; 

• opportunities for Recognition of Prior Learning (RPL) and credit transfer; 
• the requirement for a USI for nationally recognised training; 
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• student rights and obligations, including complaints and appeals. 

8. Additional Information for Overseas Students 

Before accepting an overseas student, MBC must make the following information available in plain English where 
relevant: 

• the requirements for acceptance into the course, including any minimum English language proficiency, 
educational qualifications, work experience or course credit arrangements; 

• the CRICOS course code, course content, modes of study, compulsory online or work-based training, 
placements, and assessment methods; 

• course duration, holiday breaks, campus locations, facilities, equipment and learning resources; 
• the qualification, award or other outcomes; 

• details of any arrangements with another provider, person or business that will deliver part of the course; 

• indicative tuition and non-tuition fees, including the potential for fee changes over the duration of the course and 
MBC’s cancellation and refund policies; 

• the grounds on which enrolment may be deferred, suspended or cancelled; 
• information about the ESOS framework and official government material or links; 

• accommodation, support and welfare arrangements for younger overseas students where applicable; 

• accommodation options and indicative living costs in Australia where required. 

9. Course Suitability and Pre-training Review 

MBC will conduct a pre-training review or equivalent suitability review before enrolment or commencement where 
practicable. 

The pre-training review may include discussion of the student’s goals, prior education, vocational experience, 
digital access, work placement capacity where relevant, support needs, and whether the course is appropriate for 
the student. 

Where the qualification has prerequisite requirements, these must be discussed with the prospective student and 
recorded in the relevant pre-enrolment documentation. 

10. LLND Screening and Support Needs 

Prospective students will complete the required language, literacy, numeracy and, where relevant, digital literacy 
screening or another approved equivalent process. 

MBC will assess whether the student has the necessary skills to participate in the course and whether support, 
reasonable adjustment, staged entry, or referral is required. 

If significant support needs are identified and cannot reasonably be addressed within the course, MBC may defer 
enrolment, refuse enrolment, or refer the student to a more appropriate provider or support pathway. 

11. Recognition, Credit Transfer and Alternate Pathways 

MBC will inform prospective students about opportunities for RPL, credit transfer, and other pathway options. 

If credit transfer is sought, copies of supporting evidence must be collected and assessed under the approved 
policy. 

If RPL is sought, the prospective student must be referred to the Recognition of Prior Learning Policy and 
Procedure and relevant application process. 

12. USI Requirements 

MBC will inform prospective students of the requirement to provide a valid USI for nationally recognised training 
and the circumstances in which a USI exemption may apply. 
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Students must also be informed that certification documentation cannot be issued where a USI is required but has 
not been provided and verified. 

13. Advertising and Marketing Controls 

All advertising and pre-enrolment information must align with MBC’s Marketing Policy and Procedure and be 
approved before use. 

Advertising made by third parties, including education agents, must also be approved and monitored. 

MBC will keep records of approved advertising and, where applicable, permissions for use of testimonials, images, 
or other works. 

14. Education Agents and New ESOS Requirements 

Where MBC works with education agents, the information they provide at pre-enrolment must be accurate, current, 
and consistent with MBC’s approved information and written agreements. 

MBC must not allow agents to make misleading claims about course outcomes, migration outcomes, transfers, or 
employment outcomes. 

From January 2026, the ESOS framework includes a ban on paying or giving education agent commissions for 
onshore transfers, and MBC must ensure its practices remain consistent with current ESOS requirements where 
agent activity is involved in pre-enrolment and recruitment. 

15. Staff Responsibilities 

RTO Manager / authorised enrolment staff: provide or oversee pre-enrolment information, conduct or coordinate 
pre-training review, and ensure the student receives appropriate forms and guidance. 

Trainers and assessors or authorised staff: assess LLND screening where relevant, participate in suitability 
review, and identify support needs or pathway issues. 

Administration / Student Support: maintain records, process documentation, and ensure approved information is 
current and accessible. 
Management Team: ensure that student handbook, website and related information remain current and compliant. 

16. Records and Evidence 

MBC will retain evidence of pre-enrolment information provided, pre-training review outcomes, LLND screening, 
support planning, RPL / credit transfer discussions, and other enrolment screening records in accordance with its 
records management requirements. 

17. Continuous Improvement 

A summary of pre-enrolment related matters and concerns will be reviewed through MBC’s Continuous 
Improvement and Management Meeting processes. 

This review is intended to identify repeat issues, common compliance concerns, quality assurance trends, and any 
adverse matters that require corrective action. 

18. Confidentiality and Privacy Statement 

For more information, refer to MBC’s Privacy and Confidentiality Policy. Pre-enrolment and suitability review 
information will be handled confidentially and only used for legitimate admissions, support, compliance and 
educational purposes. 

19. Publication 

This policy, once approved, will be available to 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 also form part of the information distributed and communicated during staff 
orientation. 
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20. Review Processes 

 

Policy review frequency: Annually, or earlier if requirements change. 
Responsibility for review: RTO Manager. 

Approved policy decisions and changes will be documented and communicated to relevant staff and uploaded to 
approved document locations. 


