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Related Legislation /
Standards:

National Vocational Education and Training
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Registered Training Organisations and Fit
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Education and Training Regulator Act 2011,
Student Identifiers Regulation 2014, Student
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1. Policy Statement

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will manage Unique Student Identifier
(USI) obligations through clear, lawful and secure processes that support enrolment integrity, data reporting,
certification issuance and student access to their training records. The RTO will collect, verify, protect and
report USIs in accordance with Commonwealth requirements and will not issue nationally recognised AQF
certification documentation unless a valid USI or a lawful exemption is in place.

USI compliance is a core administrative and regulatory control. It affects enrolment finalisation, AVETMISS and
other reporting, student transcript outcomes, award issuance and records accuracy. The RTO embeds USI
checks at defined points in the student lifecycle and maintain documented evidence of action taken.

2. Purpose

e setthe minimum organisational requirements for collecting, verifying, finding, creating, recording, reporting,
storing and protecting USIs;

e ensure the RTO meets legislative and registration-condition requirements relating to USIs and student data
reporting;

e support timely student creation or provision of a USI at or before enrolment and before certification
issuance;

e define how exemptions, missing USIs, student permissions and follow-up actions are handled;

e protect USIs and related personal information from misuse, unauthorised access, disclosure or retention
beyond lawful need;

e clarify staff, student and third-party responsibilities for USI compliance.

3. Scope

This policy applies to all nationally recognised VET enrolments and any other enrolments or award processes
for which a USl is required by law. It covers pre-enrolment information, application and enrolment stages,
student support for obtaining a USI, creation of a USI on behalf of a student where authorised, verification and
finding of USls, exemption handling, data reporting, course completion and certification issuance, student
records requests and secure disposal of personal information collected solely for the purpose of creating a USI.

4. Legislative and Regulatory Context

Official USI guidance states that collecting and reporting students’ USIs is a requirement under Commonwealth
legislation and a condition of RTO registration. Unless exempted by the relevant VET regulator, an RTO is
required to collect a USI from each student, verify a USI supplied by a student, ensure the student has a valid
USI before issuing a qualification or statement of attainment for nationally recognised training, ensure the
security of USIs and related documentation, destroy personal information collected solely for creating a USI on
behalf of a student, and adhere to all USI legislative requirements.

USI reporting guidance also states that RTOs must report annually, or may choose quarterly reporting, on fee-
for-service training to the National VET Provider Collection, and that under the National VET Data Policy RTOs
are required to report USIs. Missing USIs may trigger warnings or errors in validation processes, and providers
are encouraged to collect and verify USIs at the time of enrolment to avoid later reporting or award delays.
Official provider guidance further states that education or training providers are required to verify a student’s

USI for reporting purposes and for award conferral, and that if a student has not provided their USI the provider
may seek to find it in the USI Registry System in accordance with applicable permissions and portal processes.



Student-facing guidance states that students need a USI for nationally recognised VET and that they need
verifiable identification to create one.

5. Definitions

e USImeans the Unique Student Identifier issued under the national student identifiers framework for eligible
students.

e Verification means checking a USI and related identifying details against the USI Registry System to confirm
that the USl is valid for the student.

e Find USI means the process by which an authorised provider locates a student’s existing USl in the USI
Registry System where the required conditions and permissions apply.

e USI exemption means a lawful exemption granted under the applicable legislative framework that relieves a
student from the requirement to have a USI in specified circumstances.

e AVETMISS means the national VET data standard and reporting framework used for reporting VET activity
and related student information.

e Personalinformation collected solely for US| creation means information gathered only to establish a USI
for a student and not required for another lawful purpose.

e Organisation Portal means the official USI provider portal or an approved system interface connected to the
USI Registry System.
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. Policy Principles

e Students should be informed early about USI requirements, why a USl is needed and what happens if they
do not provide one.

e The RTO should collect and verify USIs as early as practicable, preferably at enrolment, to reduce delays in
reporting and certification.

e Avalid USI or lawful exemption must be confirmed before a qualification or statement of attainment is
issued for nationally recognised training.

e USIs and related identity information must be handled securely, lawfully and only by authorised personnel.

e The RTO must maintain accurate records of US| actions, including verification, follow-up attempts,
exemptions, permissions and reporting status.

e Students should be assisted, not disadvantaged, when they need support to obtain, find or correct their USI

details.

7. Student Information and Pre-Enrolment Disclosure

Prospective students must be informed before enrolment, or before fees are required, that a USl is required for
nationally recognised VET unless a lawful exemption applies. Information should explain what a USl is, why it is
required, when it must be provided, how the student can create or find one, what evidence may be needed, and
the consequences of failing to provide a USI, including delays in reporting or award issuance.

8. Collection of USlIs at Enrolment

The RTO will request a USI at application or enrolment and record it in the approved student management
system. Collection must occur through approved forms and channels that clearly identify the purpose of
collection and the privacy basis for handling the information. The RTO should encourage students to provide a
USI at the earliest opportunity and no later than the point required to avoid reporting or certification delays.

Where a student does not yet have a USI, the RTO may provide instructions and support for self-creation or
other approved assistance options.



9. Verification of USlIs

The RTO must verify a student’s USI for reporting purposes and before award conferral. Official provider
guidance states that verification requires the USI and matching identifying details such as first or given name,
family name or single name, and date of birth. Information entered for verification must exactly match the
student’s records and identification details held in the USI system. Verification may be conducted individually
or in bulk through the Organisation Portal or an approved student management system interface.

10. Finding a Student’s USI

If a student has not provided their USI, the RTO may seek to find the student’s USI using approved functionality
in the USI Registry System where the required conditions apply. Official provider guidance states that a student
needs to give permission for a provider to find their USI. Searches should be based on accurate identity
information and, where more than one possible match exists, additional information should be obtained and
the search refined rather than guessing or selecting an uncertain result.

11. Creation of a US| on Behalf of a Student

Where the RTO is permitted and authorised to create a US| on behalf of a student, staff must follow the official
identity, consent and portal requirements in force at the time. Only information reasonably necessary for the
creation process may be collected. Personal information collected solely for USI creation must be destroyed
once itis no longer required for that purpose or another lawful recordkeeping purpose.

12. Student Support for Obtaining or Correcting a USI

Students may need help to create, find or correct their USI details. Support may include explaining the USI
process, referring the student to the official portal, providing step-by-step guidance, helping the student
understand the need for their name to match verifiable identification, and escalating complex cases such as
mismatched records, duplicate accounts or access difficulties. Student-facing guidance indicates that names
should align with verifiable identification and that students need valid identification to create a USI.

13. Exemptions and Students Without a USI

Where a student claims to hold an exemption, the RTO must obtain and securely retain evidence of the
exemption in accordance with applicable requirements. Official guidance states that students may apply for an
exemption and, if granted, receive a confirmation letter that the provider should retain as evidence. If the RTO
has requested a USI and followed up without success, it should keep a record of attempts made to contact the
student and manage reporting in accordance with official guidance. Staff must not ask a student why they are
exempt where official guidance prohibits doing so.

14. Certification Controls

The RTO must not issue a qualification or statement of attainment for nationally recognised training unless a
valid USI or a lawful exemption has been confirmed. Certification workflows must therefore include a
mandatory USI checkpoint before release, printing, digital issuance or upload of award records. Where a
student has completed training but the USl issue remains unresolved, the matter must be escalated
immediately and managed through controlled follow-up so that certification is not issued unlawfully.



15. Reporting and Data Quality Controls

USIs recorded by the RTO must be included in data reporting as required by law and reporting policy. Missing or
invalid USIs create data-quality risks and may cause validation errors or warnings. The RTO must therefore run
periodic data checks, resolve mismatches promptly, follow up missing USls, and maintain evidence of contact
attempts or exemption records. Quarterly checking help ensure that student transcript updates occur more
frequently where applicable.

16. Privacy, Storage and Security

USIs and related personal information must be protected from misuse, interference, loss and unauthorised
access, modification or disclosure. Access must be restricted to authorised personnel who require the
information for enrolment, administration, reporting, certification or compliance functions. USIs should not be
disclosed or displayed unnecessarily, and documents containing identity information must be stored securely
in line with the RTO’s privacy and records framework.

17. Recordkeeping, Audit Trail and Retention

The RTO will maintain a secure audit trail of USI-related actions, including collection, verification, permissions,
searches, creation assistance, exemption evidence, reporting follow-up and certification holds or releases.
Records must be sufficiently detailed to demonstrate compliance in an internal review, audit or regulator
enquiry.

18. Roles and Responsibilities

e Board/ CEO/ Executive: oversee high-level compliance risk and ensure adequate systems and resources
are in place for USI compliance.

e Compliance Manager: maintain policy settings, monitor compliance, oversee audits and coordinate
updates to procedures and controls.

e Admissions Manager / Student Administration Lead: manage collection, verification, follow-up, exemption
handling and certification checkpoints.

e |T/Systems Lead: maintain secure system settings, portal access controls, integrations and audit logging.

e Trainers and Assessors: reinforce student awareness of unresolved USI issues where relevant and escalate
concerns that may affect completion or certification.

e Third-Party Providers or Agents: collect or communicate US| requirements only in approved ways and
provide information to the RTO promptly and securely.

e Students: provide accurate identifying information, obtain or disclose their USI when required, and promptly
notify the RTO of relevant corrections or exemption evidence.

19. Non-Compliance and Escalation

Failure to collect or verify USIs, poor protection of identity information, unlawful issuance of certification
without a valid USI or exemption, failure to destroy personal information collected solely for USI creation, or
persistent missing-USI reporting errors may constitute significant non-compliance. The RTO may place
administrative holds on enrolment or certification steps, increase monitoring, suspend unsafe practices,



investigate privacy incidents, retrain staff, escalate to executive management or take disciplinary or contractual
action where lawful.

20. Procedure

20.1 Collection and Initial Check

1. Request the student’s USI at application or enrolment and record it in the approved system.

2. Ifno USlis provided, give the student official instructions and support options to obtain or create one as
early as possible.

3. Flagthe record for follow-up where the USI remains outstanding.

20.2 Verification and Finding

4. Verify the USI using the approved portal or system interface with matching identifying details.

5. If the student has not provided a US| and permission applies, search for the USI using the approved find
function and refine the search if more than one match exists.

6. Record the verification or search outcome and any required next action.

20.3 Exemptions and Data Quality Follow-Up

7. Obtain and file exemption evidence where supplied by the student.

8. Run periodic reports for missing or invalid USIs and contact affected students promptly, retaining records
of follow-up attempts.

9. Escalate unresolved cases before reporting deadlines or course completion.

20.4 Certification Release Control

10. Before issuing a qualification or statement of attainment, confirm that the student holds a verified valid
USI or a lawful exemption.

11. Apply a hold where the requirement has not been satisfied and commence immediate follow-up.

12. Release certification only after the USI control has been cleared and documented.

Supporting Forms and Registers

Form / Register

USI Privacy and Verification Registry

USI Fact Sheet
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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 enrolment forms, student management system settings, US| portal access rules, privacy notices, reporting calendar, certification
release workflow and destruction controls for identity documents collected solely for USI creation.

Source basis used in drafting: official USI guidance on reporting requirements and exemptions; official USI guidance on verifying or finding a student's USI;
official student guidance on creating a USI; and the current NVR compliance framework relevant to RTO reporting and certification controls.



