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Policy Context

Registration Manager Australian Skills Quality Authority (ASQA)

Conditions of Registration 2025 Standards for RTOs — Compliance Requirements relating to the
Unique Student Identifier scheme

Codes and Standards 2025 Standards for RTOs; Student Identifiers Act 2014; Student

Identifiers (VET Exemptions) Instrument 2021; Nationally
Recognised Training requirements where applicable

Legislation or Other National Vocational Education and Training Regulator Act 2011;
Requirements Student Identifiers Act 2014; Privacy Act 1988
Related Documents Enrolment Policy and Procedure; Issuance of Statement of Results

and Award Policy and Procedure; Privacy and Confidentiality Policy;
Records Management Policy; Student File Checklist

1. Purpose

This policy ensures that Million Brown’s College (MBC) collects, verifies, stores, uses, and reports Unique Student
Identifiers (USIs) in accordance with the Student Identifiers Act 2014 and the 2025 Standards for RTOs.

It also ensures that MBC does not issue AQF certification documentation unless the learner has provided a verified
USI, unless a lawful exemption applies.

2. Objective

MBC will maintain suitable mechanisms for handling student USIs securely and lawfully.

MBC will ensure that staff understand their responsibilities for collecting, verifying, storing, using, and reporting USI
information.

MBC will ensure compliance with the Privacy Act 1988, the Student Identifiers Act 2014, and current ASQA
requirements.

3. Scope

This policy applies to all MBC staff responsible for the collection, verification, storage, reporting, and management
of USI data, and to all students undertaking nationally recognised training unless an exemption applies.

4. Policy Statement

MBC will verify with the Registrar any USI provided by a student before using that USI for any relevant purpose.
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MBC will not issue AQF certification documentation to a student without a verified USI unless a lawful exemption
applies.

Where an exemption applies, MBC will inform the student before enrolment is completed or before training and
assessment commences, whichever occurs first, that their results will not be accessible through the
Commonwealth and will not appear on an authenticated VET transcript prepared by the Registrar.

MBC will ensure the security of USIs and all related documentation under its control, including information stored in
student management systems.

5. Providing USI Information

Prospective students will be provided with information explaining what a USI is, why it is required, how it is used,
and what consent is required if MBC is asked to create a US| on the student’s behalf.

6. Consent for Creating a USI

If a student does not already have a USI, MBC may create one on the student’s behalf only if the student has given
the necessary consent and provided suitable identity documentation.

Consent must be recorded on the enrolment form or another approved consent process.

7. Identity Documents for USI Creation

Where MBC creates a USI for a student, the student must provide acceptable identity evidence. Acceptable
documents include a current Australian Passport, non-Australian Passport with Australian visa where applicable,
Australian birth certificate, Australian driver’s licence, Medicare card, Certificate of Registration by Descent,
Citizenship Certificate, or ImmiCard, subject to current US| Registrar requirements.

If the required document is not immediately available, the student’s enrolment process may proceed, but MBC
must not issue AQF certification until the USI has been created or verified, unless an exemption applies.

8. Checking Enrolment Paperwork

Student Support, Admissions, or Administration staff will review the enrolment paperwork and student file checklist
to confirm whether a valid USI has been provided or whether consent and ID have been supplied for USI creation.

9. Verification and Registration Process

If the student already has a valid USI, MBC will verify that USI through the relevant verification process before
using it.

If the student does not have a USI and valid consent has been provided, authorised staff will create the USI using
the student’s verified identity details and record the USl in the student management system.

10. USI Exemptions

USI exemptions apply only where permitted by law. Examples include students who complete all requirements for
the VET qualification or Statement of Attainment outside Australia, students who completed all requirements before
1 January 2015, or where the Student Identifiers Registrar has granted an exemption based on genuine personal
objection.

Where an exemption applies, MBC must record the basis for the exemption and provide the student with the
required information about transcript and certification consequences.

11. Certification and USI Rules

MBC must only issue a qualification or Statement of Attainment after the student’'s USI has been verified, unless an
exemption applies.

The student’s USI must not appear on the testamur, Statement of Attainment, or other AQF certification
documentation.
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To avoid delays in issuing certification documentation, MBC should apply for or verify the student’s USI at the time
of enrolment wherever possible.

12. Privacy, Security and Access

USI information and related identity documents must be stored securely and only accessed by authorised staff.

USI information must be handled in accordance with the Privacy Act 1988 and MBC'’s privacy and records
management procedures.

MBC will take reasonable steps to protect USI data from unauthorised access, alteration, disclosure, or loss.
13. Roles and Responsibilities

Student Support / Admissions / Administration: provide USI information, check enrolment paperwork, verify or
create USIs where authorised, and update student records.

RTO Manager / authorised delegate: oversee USI compliance, staff guidance, and system controls.
All relevant staff: ensure USI information is collected, verified, stored, and used in accordance with this policy.

14. Continuous Improvement

A summary of USI-related matters and concerns will be presented at Management Meetings for review.

This review is intended to identify common compliance issues, repeat problems, and any general adverse trends
that require correction.

15. Confidentiality and Privacy Statement

For more information, refer to MBC'’s Privacy and Confidentiality Policy. USI information and related records will be
handled confidentially and stored securely.

16. Publication

This policy, once approved, will be available to students and staff through MBC'’s intranet, website, approved
document access points, or on request.

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

17. Review Process

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