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1. Purpose

This policy and procedure explains how Million Brown’s College (MBC) will manage superseded, non-current,
expired, deleted or replaced training products so that students are enrolled correctly, are not disadvantaged
unnecessarily, and receive appropriate advice, transition support and certification outcomes.

It also explains how MBC will plan, document, communicate and monitor transition and teach-out activity when

changes occur to training packages, qualifications, skill sets, units of competency, accredited courses or modules.

2. Objective

MBC will ensure that students are not enrolled in training products that adversely affect their opportunities for
employment, licensing, residency status or further study because of poor transition management.

MBC will deliver the current training product to commencing students unless the learner would be genuinely
disadvantaged by doing so and there is a lawful basis to continue or complete in a superseded product.

MBC will provide timely and adequate advice and guidance to affected students and implement documented

transition arrangements.
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3. Scope

This policy applies to all MBC staff, students, contractors and stakeholders involved in the planning, delivery,
administration, compliance, marketing, certification and student management of nationally recognised training
products on MBC’s scope of registration.

4. Policy Statement

MBC will actively monitor training product updates and ensure that transition and teach-out requirements are
identified early and managed in a timely and documented way.

Commencing students are to be enrolled in the current training product unless there is a valid reason and permitted
basis for enrolment in a superseded product.

MBC must not allow individuals to commence training and assessment in a training product that has expired, been
removed or deleted from the National Register.

Current students affected by a training product change will either complete the relevant product in a timely manner
or be transferred to the replacement training product in a way that minimises genuine disadvantage.

5. Key Principles

The overarching principle is that MBC should deliver the current endorsed or accredited training product to a
student unless the student would be genuinely disadvantaged in undertaking that product.

Transition decisions must consider the effect on the learner, not just administrative convenience.

MBC will make decisions case by case where student disadvantage, mapping complexity, industry or licensing
recognition, packaging changes or delivery impacts need to be considered.

Transition activity must be documented and supported by evidence.

6. Genuine Disadvantage Considerations

Examples of matters that may indicate genuine disadvantage include: a requirement to undertake additional units;
a fundamental change in qualification structure or content; a significant change in training venue or mode; the
replacement qualification not being recognised by a relevant licensing or regulatory body; an extension to the
enrolment period; additional financial cost; changes to apprenticeship or traineeship arrangements; or visa /
residency implications.

MBC will also consider the amount of the qualification already completed, the degree of alignment between the old
and new product, and the relative advantage or disadvantage to the student if transferred.

7. Monitoring Training Product Changes

MBC will monitor the National Register and other reliable regulatory and industry information sources for
superseded, deleted, expired or replaced training products.

Where a change is identified, MBC will determine whether the change is major or minor and whether a formal
transition plan is required.

MBC will also review any ASQA-published transition extensions or conditions relevant to the training product.

8. Commencing Students

All commencing students are to be enrolled into the current course or training product.

A commencing student may only be enrolled into a superseded product where the transition conditions, scope
position and student circumstances allow this lawfully and the decision is documented.

9. Existing Students

MBC applies the principle that a student should be allowed to complete the course in which they originally enrolled
or be transferred to the replacement training product with minimum disadvantage.
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Where possible, MBC will provide affected students with the opportunity to transfer to the new qualification, course,
skill set or unit package where that is in the student’s best interests.

Current students will be advised in writing as soon as practicable of the transition requirements, relevant deadlines,
available options and any implications for fees, duration, study plan or certification.

10. Training Product Rules

Where a training product is superseded, MBC must manage delivery, assessment, certification issuance and
learner transition in accordance with current ASQA requirements and any applicable transition periods or
extensions.

Where an AQF qualification is no longer current and has not been superseded, MBC must ensure students
complete and receive certification in accordance with current regulatory requirements.

Where a skill set, unit of competency, accredited short course or module is no longer current and has not been
superseded, MBC must ensure students complete and receive certification in accordance with current regulatory
requirements.

The relevant transition restrictions do not apply where a training package specifically requires delivery of a
superseded unit.

11. Transition Planning

Once notification of a relevant product change is received, MBC will build a transition plan appropriate to the
affected qualification or course.

The transition plan may include: scope of changes; units that remain current; units deleted; units substantially
changed; redevelopment of materials; validation and industry review; communication and student agreement steps;
regulator notification where required; teach-out and decommissioning actions; and revised enrolment / marketing
controls.

MBC may use the Qualification Transition Plan Checklist or another approved transition planning tool.

12. Student Communication and Support

Affected students must be given timely written advice and an opportunity to discuss their options.

Support may include transition counselling, updated training plans, credit transfer processing, revised timetable
advice, support with understanding packaging changes, and advice about how the transition may affect the
student’s completion pathway.

13. Overseas Students

Where affected students are overseas students, MBC must also consider ESOS and National Code implications
including written agreement accuracy, course duration, CoE duration, study load, progression, and visa-related
impacts.

If a transition decision changes course duration or enrolment details relevant to an overseas student, MBC must
update records and PRISMS where required.

14. Documentation and Recordkeeping

MBC will retain evidence of transition decisions, transition plans, student advice letters, mapping information,
industry input, validation or review outcomes, updated training plans, scope actions and certification outcomes.
Transition and teach-out system processes are to be monitored and corrective action taken regarding matters
identified under this policy.

15. Roles and Responsibilities

CEO / PEO: approve significant transition decisions, oversee compliance risk, and support resource allocation for
transition planning and implementation.
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RTO Manager / Compliance: monitor product changes, coordinate transition planning, confirm scope and
regulatory implications, and ensure documentation and communication are completed.

Trainers / Assessors: contribute to mapping, transition planning, student advice and learning / assessment
updates.

Administration / Student Services: update enrolment records, training plans, student management system data,
communications and certification arrangements.

Marketing / Admissions: ensure only current products are marketed and commencing students are enrolled
correctly.

16. Continuous Improvement

A summary of all transition and teach-out related matters and concerns will be presented at Management Meetings
for review.

The purpose of this review is to ensure management becomes aware of any general adverse trends that need
correcting, common threads relating to compliance and quality assurance, and repeat issues.

17. Confidentiality and Privacy Statement

For more information, please refer to MBC'’s Privacy and Confidentiality Policy. Transition planning records and
student transition decisions will be handled in accordance with approved privacy and records management
procedures.

18. Publication

This policy, once approved, will be available to all relevant staff and students by accessing approved MBC
document locations, the intranet, website where appropriate, or on request.

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

19. Review Processes

This policy and procedure will be reviewed annually by the RTO Manager or authorised delegate.

Transition and Teach-Out Procedure Steps

Step Procedure Responsibility

1 Monitor training product changes and identify whether a transition RTO Manager / Compliance
or teach-out action is required.

2 Check scope implications, current enrolments, commencing RTO Manager / Compliance
enrolments, and any ASQA transition extension or special
condition.

3 Assess the change, map the affected product and identify potential | Trainer / Assessor; RTO Manager
student disadvantage or transition options.

4 Prepare a transition plan and identify required updates to TAS, RTO Manager / Document Owners
materials, marketing, enrolment documents, training plans and
records.

5 Consult internally and with industry where relevant, then approve CEO/ PEO; RTO Manager
the transition approach.

6 Notify affected students in writing and discuss their options. Student Services / Administration

7 Transfer students, teach out ongoing students, or finalise Student Services; Trainers /
completion and certification as appropriate. Assessors

8 Update the student management system, training plans, Administration / Compliance
certification records and PRISMS where required.

9 Archive superseded materials and ensure only approved current Administration / Document Owners

materials remain in active use.
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Review implementation outcomes and record any corrective action
or improvement opportunities.

Management / Continuous
Improvement

Milllon Brown’s
COLLEGE
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