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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will manage enrolment and admission 
through fair, transparent, evidence-based and student-centred processes that support informed decision-
making, learner success and regulatory compliance. The RTO will provide prospective students with clear and 
accurate information before enrolment, assess the suitability of the intended training product for each 
applicant, and ensure that admission decisions take into account the applicant’s skills, competencies, support 
needs and any relevant entry requirements. 

 

The RTO recognises that enrolment is not merely an administrative transaction. It is a controlled decision point 
that affects learner progression, support, welfare, assessment integrity, retention and completion outcomes. 
Accordingly, the RTO will only accept enrolments where the prospective student has received adequate 
information and the RTO has undertaken an appropriate pre-enrolment review.  

 

2. Purpose 

• set the minimum requirements for pre-enrolment information, application handling, suitability review, 
admission decision-making and enrolment finalisation; 

• ensure prospective students are given clear, accurate and current information before enrolment or payment 
of fees; 

• require pre-enrolment review of learner skills and competencies, including language, literacy and numeracy 
proficiency and digital literacy, where relevant to the training product; 

• support early identification of support needs, reasonable adjustment requirements, pathway advice and 
alternative options where a course is not suitable; 

• define additional controls for international students, students under 18, applicants using agents or third-
party recruiters, and applicants seeking RPL or credit transfer; 

• maintain accurate, secure and auditable admissions records and decision evidence. 

 

3. Scope 

This policy applies to all courses, training products, cohorts and delivery modes offered by or on behalf of the 
RTO, including domestic and, where applicable, international students, face-to-face, online, blended, 
workplace-based and third-party delivered training. It covers enquiry, information provision, application, entry 
review, LLN and core skills screening, digital literacy review, support-needs review, offer, acceptance, 
enrolment confirmation, deferral before commencement, and records management associated with admission 
decisions. 

 

4. Legislative and Regulatory Context 



 
 

   

 

ASQA’s Information Practice Guide states that prospective students must be given clear, accurate and current 
information before enrolment and before payment of any fees. This includes the training product code and title, 
duration, modes of delivery, locations, commencement dates, scheduling, assessment requirements, licensing 
or occupational licence requirements, third-party arrangements, training and wellbeing support services, fees 
and refund arrangements, obligations to acquire materials or equipment, Unique Student Identifier processes 
and any work placement requirements. The RTO must also inform students of changes that may affect them, 
including transition arrangements for superseded, deleted or expired products. 

ASQA’s Information Practice Guide further states that, prior to enrolment, the RTO must review the skills and 
competencies of prospective students, including their language, literacy and numeracy proficiency and digital 
literacy, taking into account the requirements of the training product. Based on that review, the RTO must 
advise each prospective student whether the training product is suitable for them and, where it is not suitable, 
provide advice on alternative training products, pathways or programs where appropriate. 

 

ASQA’s Training Support Practice Guide requires RTOs to identify student needs before and during study, make 
training support services available, ensure reasonable access to trainers and other staff, respond to student 
queries in a timely manner, and make reasonable adjustments for students with disability where appropriate. 

  

For CRICOS-registered operations, National Code 2018 Standard 2 requires responsible recruitment of 
overseas students, provision of comprehensive and plain English pre-enrolment information, and documented 
processes to assess English language proficiency, educational qualifications and or work experience sufficient 
to enter the course.  Students should refer to their own enrolment stream workflow charts, which apply to their 
admission. 

 

5. Definitions 

• Admission means the decision by the RTO to accept or decline an applicant into a training product following 
review of eligibility, suitability and available capacity. 

• Enrolment means the formal process by which an applicant becomes accepted into a course or training 
product after completing required documentation, meeting conditions and accepting the offer. 

• Pre-enrolment review means the documented process used by the RTO to assess a prospective student’s 
suitability, entry profile, support needs and readiness for the intended training product. 

• LLN means language, literacy and numeracy proficiency relevant to successful participation in the training 
product. 

• Digital literacy means the ability to use digital tools, systems and basic online functions necessary to 
participate in the delivery and assessment arrangements of the training product. 

• Suitability means the extent to which the intended training product matches the student’s current skills, 
competencies, support needs, goals, licensing or physical requirements and delivery circumstances. 

• Conditional offer means an offer subject to one or more outstanding requirements such as documentation, 
screening results, USI provision, visa evidence, credit assessment or support planning. 



 
 

   

 

 

 

6. Policy Principles 

• Prospective students must be able to make an informed choice before enrolment or payment of fees. 
• Admission decisions must be based on clear criteria, documented evidence and fair, non-discriminatory 

process. 
• The RTO must not enrol a student into a course that is unsuitable for their current skills, competencies or 

circumstances without appropriate advice, support planning and lawful justification. 
• LLN, digital literacy, prerequisite, physical and support-needs review must be contextualised to the 

intended training product rather than applied as a generic or token check. 
• Reasonable adjustment, training support and alternative pathways should be considered before an 

applicant is excluded solely on the basis of disadvantage or disability. 
• Third parties and education agents involved in recruitment or admissions must operate under approved 

arrangements and be subject to oversight. 

 

7. Information Provided Prior to Enrolment 

Before enrolment or before any fees are required to be paid, the RTO must provide prospective students with 
clear, accurate and current information about the course and the organisation. This includes the training 
product code and title, delivery mode, location, duration, commencement dates, scheduling, assessment 
methods, work placement requirements, licensing or occupational requirements, any third-party involvement, 
support services, fees and payment terms, refund arrangements, withdrawal processes, USI requirements, and 
any obligations to acquire equipment, materials, IT access or travel and accommodation for placement or 
attendance. 

 

Information must be presented in a form that is understandable and accessible to the student cohort, including 
by applicants who access information through agents or third parties. This includes Information available public 
on the companies website.  

 

8. Application and Enquiry Handling 

The RTO must respond to enquiries and applications in a timely, accurate and professional manner. Application 
forms and information channels should collect only information reasonably necessary for assessing eligibility, 
suitability, support needs and regulatory requirements. Marketing claims, verbal advice and agent 
communications must match the approved course information and admissions rules. Incomplete applications 
should be followed up promptly with requests for outstanding documentation.  

 

9. Entry Requirements, Eligibility and Capacity 



 
 

   

 

Each training product must have documented entry requirements or admission considerations where relevant. 
These may include age requirements, prior qualifications, prerequisite units, work experience, physical 
capacity for practical tasks, vaccinations or clearances for placement, English language requirements, digital 
access requirements or licensing-related eligibility. The RTO must also manage admissions based on available 
capacity, staffing, facilities, placement availability and support capability so that accepted students can be 
properly supported. 

 

Where no formal entry requirement exists under the training product, the RTO may still identify capability or 
readiness considerations necessary for successful participation.  

 

10. Pre-Enrolment Suitability Review 

Prior to enrolment, the RTO must review the applicant’s skills and competencies in the context of the intended 
training product and delivery mode. This review should consider LLN proficiency, digital literacy, prior learning, 
relevant experience, learning goals, support needs, physical requirements where applicable, and any barriers 
that may affect participation or completion. The method used may include structured conversation, application 
review, document review, questionnaire, interview, portfolio review, screening tools or diagnostic tasks. 

The outcome of the review must inform advice to the applicant about whether the course is suitable, whether 
conditions apply, whether support can be provided, or whether an alternative pathway may be more 
appropriate 

 

11. LLN, Core Skills and Digital Literacy Screening 

The RTO must provide accurate information about any LLN or digital literacy proficiency needed to participate 
successfully in the training product. Where the RTO uses an LLN or digital literacy tool, the tool and process 
must be relevant to the course context and the results must be interpreted appropriately rather than 
mechanically. Screening outcomes should be considered alongside other evidence such as prior study, work 
history, interview responses and support needs. 

 

Where screening identifies gaps, the RTO must determine whether the student can still succeed with support 
and reasonable adjustment, whether additional foundation or preparatory learning is needed, or whether an 
alternative course or pathway should be recommended.  

 

12. Training Support, Reasonable Adjustment and Referral 

The admissions process must identify, as early as practicable, any support needs that may affect the student’s 
ability to participate. This may include LLN support, tutorials, assistive technology, IT support, wellbeing 
support, flexible scheduling, interpreter arrangements, accessibility adjustments or referral to external 
services. Students should be informed about the nature and extent of training support services and wellbeing 
support services available to them so they can make a fully informed enrolment decision. 



 
 

   

 

 

Where a student discloses disability or another circumstance requiring support, the RTO should discuss 
reasonable adjustment options consistent with privacy obligations and the integrity of the training product. 
Individual support plans can and will be offered to students that are deemed to require one.  

 

13. Offers, Conditions and Admission Outcomes 

Admission outcomes may include acceptance, conditional acceptance, recommendation of an alternative 
pathway, deferral pending additional evidence, or decline. Conditions may relate to missing documents, USI 
creation, English evidence, placement prerequisites, support planning, payment arrangements, parental or 
welfare arrangements where relevant, or credit-transfer or RPL review. Decisions must be communicated 
clearly and recorded with reasons where appropriate. 

 

Where an applicant is not suitable for the intended course, the RTO should advise the applicant of other options 
or preparatory pathways where practicable.  

 

14. International Student and CRICOS Considerations 

Where the RTO is CRICOS registered or recruits overseas students, admissions staff must also apply the ESOS 
framework and National Code requirements. Overseas students must receive comprehensive, current and 
plain English information before enrolment, including course content, CRICOS course code, modes of study, 
work-based training or placement arrangements, course duration, holiday breaks, campus locations, fees, 
refund policy, grounds for deferment, suspension or cancellation, accommodation and indicative living costs, 
and relevant welfare arrangements for younger students. 

 

The RTO has a documented process for assessing that an overseas student’s English language proficiency, 
educational qualifications and or work experience are sufficient to enter the course, and must manage any 
credit or RPL decisions in accordance with documented policy and recording requirements.  

 

15. Education Agents, Third Parties and External Recruitment 

Where the RTO uses education agents or other third parties to market, recruit or refer prospective students, the 
RTO remains responsible for the accuracy of information provided and the integrity of the admissions process. 
Third parties must only use approved materials, must not make misleading claims, and must disclose their 
relationship with the RTO where required. Formal arrangements, monitoring and corrective-action processes 
must apply.  

 

16. Privacy, Records and Confidentiality 



 
 

   

 

Personal information collected during enquiry, application and enrolment must be handled lawfully, 
transparently and securely. Sensitive information, including disability disclosures, screening results and 
welfare information, must only be collected where reasonably necessary and accessed only by authorised 
personnel. The RTO must retain sufficient records to demonstrate the basis of admission decisions, support 
referrals, conditions and communications.  

 

17. Changes Affecting Applicants and Enrolled Students 

The RTO must inform applicants and students as soon as practicable of changes that may affect them, 
including changes to course cost, duration, delivery, location, support services, third-party arrangements or the 
status of the training product such as transition from superseded, deleted or expired products. 
Communications should be timely, documented and tailored to the affected cohort.  

 

18. Complaints, Appeals and Review of Decisions 

Applicants and students must be informed of how they may raise a complaint or appeal regarding admissions, 
enrolment, entry decisions, support decisions or related communications. The availability of internal 
complaints and appeals processes, and any relevant external avenues where applicable, are clearly explained 
in pre-enrolment or offer documentation.  

 

19. Roles and Responsibilities 

• Board / CEO / Executive: approve strategic admissions settings, monitor major compliance risks and ensure 
adequate resources for admissions and support. 

• Admissions Manager / Student Services Lead: oversee admissions operations, information accuracy, 
screening processes, offer controls and recordkeeping. 

• Academic Manager / Head of Training: confirm course suitability criteria, support-needs decision rules, 
capacity settings and referral pathways. 

• Compliance Manager: monitor standards alignment, third-party oversight, CRICOS or ESOS settings where 
relevant, and audit readiness. 

• Trainers, Assessors and Support Staff: contribute to suitability advice, support planning, reasonable 
adjustment discussions and accurate course information. 

• Education Agents / Third Parties: provide only approved information and comply with admissions, privacy 
and escalation requirements. 

• Prospective Students: provide accurate information, disclose relevant support needs where they choose to 
do so, and submit required documentation honestly and on time. 

 

20. Non-Compliance and Escalation 

Misleading pre-enrolment information, failure to conduct appropriate suitability review, ignoring LLN or digital 
literacy needs, enrolling students into unsuitable courses without adequate advice, poor oversight of agents or 



 
 

   

 

third parties, or failure to identify and plan support may constitute significant non-compliance. The RTO may 
halt offers, suspend enrolments for a course, re-screen affected cohorts, notify applicants of corrected 
information, escalate to executive management, or take disciplinary or contractual action where lawful. 

 

 

 

 

21. Procedure 

21.1 Information and Application Intake 
1. Provide current pre-enrolment information and confirm the applicant has access to course, fee, support 

and obligation details before application or payment. 
2. Receive the application and required documents, check completeness and identify any immediate eligibility 

or capacity issues. 
3. Record the enquiry or application in the approved system. 

21.2 Suitability Review and Screening 
4. Conduct the pre-enrolment review, including LLN and digital literacy screening where required, and 

consider prerequisites, goals and support needs in the context of the intended course. 
5. Determine whether support, adjustment, alternative pathways or conditional admission should be 

considered. 
6. Escalate complex or borderline cases to the COO or other authorized officer for review. 

21.3 Offer, Acceptance and Enrolment Finalisation 
7. Issue the appropriate outcome notice, including any conditions, support plan requirements, fees, refund 

information and next steps. 
8. Obtain acceptance, required declarations, USI and any outstanding supporting evidence before confirming 

enrolment. 
9. Finalise enrolment in the student management system and communicate commencement and orientation 

details.  

21.4 Monitoring, Changes and Appeals 
10. Monitor pre-commencement changes affecting admitted students, including support, capacity or course 

transition issues, and communicate changes promptly. 
11. Maintain records of decisions, conditions, support referrals and communications. 
12. Manage complaints or appeals about enrolment and admission decisions in accordance with the 

complaints and appeals process.  

 

 

 

 

 



 
 

   

 

 

 

 

 

 

 

 

 

Supporting Forms and Registers   
Form / Register     
Enrolment and Suitability Review Register 

Admissions and Pre-Enrolment Checklist 

 

Approval and Endorsement   
Name     Position     Signature     Date     

     

Dimity Leech     CEO     

     

    01/3/2026      

Tony Yeung     COO/Compliance      

     

   01/03/2026     

 
 

Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used, 
disclosed or reproduced with authorisation except where required by law. Before formal issue, the RTO should complete all highlighted placeholders and 
align this policy with its course information documents, admissions workflow, screening tools, support referral pathways, agent arrangements, privacy 
notices, offer templates, appeals settings and CRICOS controls where applicable. 

 

Source basis used in drafting: ASQA Information Practice Guide; ASQA Training Support Practice Guide; National Code 2018 Standard 2 fact sheet; and 
the National Vocational Education and Training Regulator compliance framework relevant to pre-enrolment information, suitability review and student 
support. 


