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Australian Institute of Higher and Further Education

Admission and Enrolment Policy and Procedures for VET qualification

Purpose

The purpose of the enrolment procedure is to ensure that a prospective student is enrolled in
a course or subject which meets their needs and in which they have some probability of
succeeding. To do this it will be necessary to check that all information required has been
given, that the student has the necessary pre-requisites, that the subject requested is
appropriate in terms of the student's purpose, and that the overall study load of the student
is commensurate with the time available for study.

Consequently the enrolment procedure will often require the professional judgement and
advice of the teaching staff. On the other hand many enrolments are quite straightforward
and can be completed by the SAS and Registrar without further reference. All parties
concerned need to exercise judgement to determine which kind of enrolment they are
dealing with and to keep the main purpose of enrolment in mind.

AIHFE will also ensure that the opportunities and benefits of Commonwealth assistance will
be made equally available to all eligible students.

Policy Scope

This policy provides information about admission, enrolment on campus, and continuing
enrolment requirements and procedures for entry to all AIHFE courses

Policy Content

AIHFE will ensure that all applicants seeking admission will be treated fairly and equitably. It
has open, fair and transparent admission procedures that are based on clearly defined entry
criteria used for making decisions about the selection of students. Students are selected on
merit, based on the published criteria, and on an individual case by case basis. Throughout
the process of selection and admission, all applicants are treated courteously and
expeditiously.

All applicants who are eligible for funding under government loan schemes or programmes,
such as VET FEE-HELP, are advised of this during the Pre-Admission Process. Applicants
are neither advantaged nor disadvantaged by their eligibility for any loan scheme or
programme.

Admission Eligibility

All students who enrol at AIHFE for any (VET) vocational qualification need to meet the
following criteria.

Australian Students

YEAR 12 or equivalent

TEE School Leaver Certificates
Minimum age: 18 years

NON YEAR 12
Year 10 + equivalent of: TEE, TAFE Course, and Vocational Study
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Minimum age: 18 years

If an applicant does not meet the required criteria for entry, the Registrar is required to send
a letter stating the grounds for the refusal of the application. Included in this letter are to be
suggestions of what the applicant could do to meet the entry requirements. If the applicant is
refused due to not meeting the minimum age requirement, AIHFE is to suggest reading
materials and possible short courses for the applicant until they meet the age requirement.

Admission Procedure

Application forms will all be forwarded to the Registrar.

Vi.
Vil.

viii.

A manila folder should be marked with the applicant’s name and a checklist pasted to
the inside cover to ensure the enrolment procedure is followed.

The application form should be checked to ensure that all questions have been
answered. If not then the applicant should be contacted to gather the missing
details.

The application should also include the supporting documentation. If anything is
missing then the applicant should be contacted.

Appointment is made for the applicant to meet the AIHFE for an interview at a
suitable time for both parties. This appointment is recorded in the AIHFE outlook
calendar, on the applicant’'s manila file and in the Solve 360 Data Management
System.

Once the interview has taken place, the file is noted by the interviewer and returned
to the Registrar with advice if the candidate has been successful. If YES then a
Letter of Offer (LOO) will be sent together with a Letter of Acceptance (LOA) for the
applicant to complete and return. If they are unsuccessful then a letter of rejection
will be issued.

Registrar will prepare the LOO/LOA and it will be signed by Dean of Studies.

The Registrar will update the Solve 360 Data Management System accordingly to
reflect that the Letter of Offer has been sent and create a diary note to follow up the
Letter of Acceptance in 14 days if it has not been received. The file will remain with
the Registrar for following up.

Once the letter of Acceptance has been returned, the Registrar will update the Solve
360 Data Management System accordingly and create a diary entry to send the
Orientation flyer, Timetable and Unit Enrolment Form out when it is ready for release.

When the Unit enrolment form has been completed and returned to the Registrar by
the student with the appropriate course fee or VET FEE-HELP request form and a
receipt will be issued through the MYOB system.

The student will be assigned their Student Number. The file is then passed to the
SAS to prepare the student ID card.

Continuing Enrolment

AIHFE has the administrative date one week prior to the start date of the term. It is
mandatory for all the students to enrol before this date, failing which late enrolment penalty

may apply.
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Once letter of acceptance is returned duly signed, send out unit
Enrolment forms, time tables, and orientation flyers once they are ready.
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Once unit enrolment form is returned duly filled along with fee,
Registrar will assign student number and send file to SAS.

A A
SAS will issue receipt through MYBO and student ID card.




