Pre-Enrolment Requirements Policy and Procedure
PURPOSE
•

The purpose of the VET Student Pre-enrolment Procedure is to provide guidance to
staff and prospective students on the requirements, processes, communication,
and documentation that must be undertaken and / or completed prior to a student
being admitted and enrolled into a VET program.

•

These requirements involve the determining of suitability and relevance of a
program based on an individual’s current competencies, existing educational
attainment, capabilities, aspirations, and interests with due consideration of the
likely job outcomes from the development of new competencies and skills.

•

The RTO endeavours to provide all relevant information to potential students prior
to enrolment enabling them to make an informed decision about their likelihood to
study with the RTO.

RESPONSIBILITY
The Training Manager is responsible for the implementation of the policy and procedures
and to ensure that students, staff and education agents are aware of its application and
implement its requirements.

POLICY
The RTO will have comprehensive, current accurate and plain English information
available to the prospective leaner through prints or electronic copy enabling the
prospective learner to make informed decisions about undertaking training with the RTO.
At a minimum the information will include but not limited to the following;
• the course qualification name and code as published on the National Register
• the requirements for an overseas student’s acceptance into a course, including the
minimum level of English language proficiency
• the eligibility and entry requirements for local students seeking to enrol in a
government subsidised program
• educational qualifications and or work experience required,
• course recognition if applicable
• course credits if applicable
• estimated duration and holiday breaks;
• expected locations at which it will be provided;
• expected modes of delivery;
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• learning outcomes and award achieved if successful completion of the course is
attained;
• campus locations and facilities, equipment and learning resources available to
students
• indicative tuition and non-tuition fees, including advice on the potential for changes
to fees over the duration of a course, and the registered provider’s cancellation and
refund policies
• the grounds on which the student’s enrolment may be deferred, suspended or
cancelled
• the ESOS framework, including official Australian Government material or links to this
material online
• accommodation options and indicative costs of living in Australia

the learner’s obligations:
• any requirements that the RTO requires the learner to meet to enter and successfully
complete their chosen training product; and
• any materials and equipment that the learner must provide; and
Where the RTO collects fees from an individual learner, either directly or through a third
party, the RTO will provide or direct the learner to information prior to enrolment specifying:
• all relevant fee information including:
o fees that must be paid to the RTO; and
o payment terms and conditions including deposits and refunds;
• the learner’s rights as a consumer,
• the learner’s right to obtain a refund for services not provided by the RTO in
the event the:
o arrangement is terminated early; or
o the RTO fails to provide the agreed services
Where there are any changes to agreed services, the RTO will advise the learner as soon
as practicable, including in relation to any new third-party arrangements or a change in
ownership or changes to existing third party arrangements (if applicable).
The RTO is required to implement an assessment system that ensures assessments
(including recognition of prior learning) comply with the assessment requirements of
national Training Packages and VET Accredited courses within it scope of registration.

LLN entry Test
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The RTO is responsible for conducting, reviewing, and providing feedback of all students
LLN skills prior to enrolment. The LLN skills of the student are a critical component of
determining a student’s suitability to undertake specific VET study. The LLN entry level
requirements are determined by the following factors:
•
•
•
•

recommendations of ACSF levels specified in the training package
AQF level of the qualification
LLN skills required to undertake specific units of competency (as recommended
by industry and trainer/assessor),
LLN skills required to optimise student learning within program’

Pre- Training Review
This is completed by the relevant trainer/assessor within a specific vocational area. All
parts of the Pre-Training Review Form must be completed by the Trainer/Assessor and
student. The pre training review conducted as part of the pre-enrolment procedures, is to:
• consider the individual’s existing educational attainment and capabilities;
• include assessment of literacy and numeracy skills;
• identify any competencies previously acquired (RPL, recognition of current
competency (RCC) or credit transfer);
• ascertain that the proposed learning strategies and materials are appropriate
for that individual; where the proposed learning includes portions delivered
online, identify the individual learner’s digital capability, including access to
necessary technology, and where necessary identify steps to overcome any
barriers in this regard;

Procedures
1. Upon application to enrol with the RTO, the prospective students are to visit the RTO
to undertake Pre-Training Review including the LLN test.
2. Prospective students must be fully informed before commencement of the PreTraining Review and LL&N Test of the purpose of the review.
3. The Pre-Training Review commences with common conversation and open
questions to establish educational background, work history, length of time in
Australia, residency status, etc.
4. This conversation assists in determining oral communication and listening
proficiency level.
5. The LL&N test is to be conducted using the online system at LLN Robot,
www.nahb.tlrg.com.au;
o Each prospective student will be sent an invite to undertake the assessment
using the LLN Robot portal
o The trainer conducting the pre training review is to decide the level of test
given to the student. The portal has 2 types of tests available for use.
◆ Test A – Basic assessment including and up to AQF level 4
◆ Test B – Advanced assessment for AQF level 4 and above
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6.
7.
8.
9.

All prospective students seeking entry into courses up to AQF level 4 must be
assessed using Test A and all students seeking to enrol in program level above
AQF Level 4 must be assessed using Test B.
The test outcome and results are available from the LLN portal upon completion of
the test by the prospective student.
The trainer to download and print the test outcome along with ‘Skills Gap’ report
for the prospective student.
Based on the outcome, the trainer to determine suitability of the prospective
student for the chosen program. This is to be discussed with the prospective student.
In determining the suitability and appropriateness:
o

The assessor will determine if the proposed training and assessment strategies
and materials are appropriate for that individual or if reasonable adjustments
are required.

o

In addition, the trainer must also identify areas of competency previously
acquired and ensure that all eligible students are offered Recognition of Prior
Learning and Credit Transfer before commencement of structured
training. The process for this is addressed separately in Credit Transfer Policy
and Procedure and in Recognition of Prior Learning Policy and Procedure.

10. The Pre-Training Review assessment may extend into the initial stages of training for
a more accurate evaluation in certain circumstances. These cases will be directed
to the Training Manager and Student Support Officer for monitoring to ensure
evaluation and appropriate support is provided to the student/s in a timely
manner.
11. If it is identified that the prospective student will require additional support, an
Education Support Plan must also be completed during the Pre-Training Review
process. This plan will be monitored during the students training period and kept in
the student file.
12. In the event where a student’s LLN level has been identified to be inappropriate,
support will be provided. (Refer to LLN support section under training and
assessment strategy for each course.)
13. In the event where the Pre Training Review identifies the course chosen by the
prospective student to be inappropriate for them i.e. a deficiency in physical
capabilities OR another type of program unsuitability affecting successful
completion of the chosen course, appropriate reasonable adjustments and
employment disadvantages will be considered and discussed with applicant prior
to a decision being made not to offer their chosen course
14. All applicants will be supported in the selection of a more suitable course within the
RTO or any other provider should the RTO not be able to fulfil the applicant’s
requirements.
15. The prospective student will be informed of the outcome of the Pre-Training Review
and LL&N Test at the completion of the interview.
16. ‘Skills Gap’ report must be discussed and provided to the class trainer upon
commencement of training for the student.
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17. The administration staff will use the outcome of Pre-Training Review to finalise the
enrolment for a student.

Document History
Version No, Date
1.0, June 2017

Modification Details
Published the first version of the policy

2.0, April 2018

Periodic Annual Review ESOS 2018

3.0, November 2019

Updated to include the amended
procedure with introduction of Online LLN
Test.

Related Documents
LLN Test – LLN Robot Portal
Skills Gap Report
Pre Training Review Assessment
Credit Transfer Policy
Recognition to Prior Learning
Review Date: June 2020

Melbourne Institute of Nails & Beauty Pty Ltd TA National Academy of Hair & Beauty, National Academy of Business Studies | TOID 21851 |
CRICOS 03643G
Document Name
Pre Enrolment Policy and Procedure
Date:
22 June 2017
Version No:
3
Last Modified Date:
November 2019
Page Sequence
5 of 5

