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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will issue qualifications, statements of 
attainment and related certification documentation only where a student has been validly assessed as meeting 
the requirements of the relevant training product or has successfully completed one or more units that do not 
amount to a full qualification. Certification must be accurate, timely, authorised, secure, traceable and 
compliant with applicable VET standards, AQF requirements, student identifier rules and the conditions for 
nationally recognised training documentation. 

 

The RTO will maintain controlled certification templates, authorised issuance workflows, verified student 
records and long-term registers that support reissue capability, auditability and protection of document 
integrity. Issuance controls apply equally to qualifications, statements of attainment, replacement documents, 
completion letters and any associated certification records.  

 

2. Purpose 

• set the organisation requirements for issuing AQF qualifications, VET statements of attainment and related 
certification documentation; 

• confirm entitlement, authorisation, verification and timing controls before documentation is issued; 
• define content and template requirements for qualifications and statements of attainment; 
• establish controls for student identifiers, NRT logo usage, registers, reissue requests and long-term 

retention; 
• support compliance with ASQA expectations, AQF issuance requirements and certification integrity 

controls; 
• ensure students can access copies of retained certification documentation and that records remain 

available for the required period. 

 

3. Scope 

This policy applies to all AQF qualifications, VET statements of attainment, replacement documents, digital and 
printed certification outputs, authorised signatures, certificate templates, qualification and statement 
registers, reissue requests, USI verification records, completion confirmations and any third-party or offshore 
process used to support certification issuance on behalf of the RTO. 

 

4. Legislative and Regulatory Context 

The AQF guidance on certification for individuals explains that a statement of attainment is issued when a 
student has successfully completed accredited units that do not amount to a full qualification and that 
certification must meet the AQF Qualifications Issuance Policy and the applicable sector standards. It also 



 

   

 

notes that questions about entitlement to certification are governed by the standards applying to registered 
organisations and their reference to the AQF issuance policy. 

 

ASQA guidance and related compliance requirements require an RTO to issue AQF certification documentation 
only to students who have been assessed as meeting the training product requirements, to issue 
documentation within 30 calendar days of assessment completion where the student has completed the 
relevant qualification or withdrawn from units and paid all required fees, and to maintain reliable records that 
allow documents to be reissued if later requested. The current Standards for RTOs provide the contemporary 
standards framework for these obligations. 

 

Certification integrity controls also require the RTO to maintain a register of AQF qualifications and VET 
statements of attainment issued, retain records of AQF certification issued for 30 years, retain student 
assessment records for at least two years, verify USIs where required, ensure student identifiers do not appear 
on qualifications or statements of attainment, restrict issuance to authorised personnel and protect the 
integrity of approved certification templates and the NRT logo.  

 

5. Definitions 

• AQF qualification means an authorised qualification under the Australian Qualifications Framework that the 
RTO is registered to issue after the student has met all packaging and assessment requirements. 

• Statement of attainment means documentation issued when a student has successfully completed one or 
more accredited units or modules that do not amount to a full qualification. 

• Certification documentation means qualifications, statements of attainment, replacement documents, 
official completion documents and associated registers and issue records. 

• Authorised issuer means a staff member formally approved by the RTO to verify final requirements and 
issue certification documentation. 

• Controlled template means an approved, version-controlled certificate or statement format protected 
against unauthorised alteration. 

• Reissue means the formal process of reproducing previously issued certification documentation from 
retained records. 

 

6. Policy Principles 

• Certification documentation must only be issued where competency or completion is fully confirmed 
against the relevant training product requirements. 

• Issuance must be timely, accurate, authorised and supported by complete underlying records. 
• Qualification and statement templates must be controlled, current and protected from unauthorised 

change or misuse. 
• Student identifiers must be handled in accordance with law and must not appear on qualifications or 

statements of attainment. 



 

   

 

• AQF certification records must be retained so that students can obtain copies in the future and the RTO can 
demonstrate compliance to regulators. 

• Third-party arrangements must never compromise the RTO’s control over certification decisions, template 
integrity, registers or document issuance. 

 

7. Entitlement to Certification 

A qualification may only be issued where the student has successfully completed the full qualification 
requirements, including all required core and elective units, any mandatory work placement or licensing-
related requirements and any approved credit outcomes that form part of the packaging rules. A statement of 
attainment may only be issued where the student has successfully completed one or more units or modules 
but not a full qualification. 

 

Certification must not be issued on the basis of enrolment, attendance, partial training participation, 
anticipated completion or unverified third-party advice. Students who have outstanding academic integrity 
findings, unresolved result anomalies or incomplete assessment evidence must not receive certification until 
the issue is resolved lawfully.  

 

8. Issuance Timeframes 

The RTO will issue AQF certification documentation within 30 calendar days of the student being assessed as 
meeting the requirements of the relevant training product, provided the student has paid all fees the student is 
required to pay and any other lawful pre-issue requirements have been satisfied. Where the student has 
withdrawn after completing one or more units, the RTO will issue a statement of attainment within the same 
timeframe where applicable. Where a delay occurs because records are incomplete, a USI cannot be verified, 
results are under review, an appeal is open or another lawful impediment exists, the reason for delay must be 
recorded and escalated promptly. 

 

9. Verification Before Issuance 

Before any qualification or statement of attainment is issued, an authorised issuer must confirm the student 
identity, enrolment record, unit outcomes, packaging rules, credit transfer or RPL outcomes, fee status, training 
product status, USI verification status where required, spelling of the student legal name, approved wording on 
the certificate template and the authorised signatory or digital approval workflow. 

• Assessment results entered in the Student Management System must match source assessment records. 
• No AQF document may be pre-prepared before competency has been validly confirmed. 
• Where third parties provide assessment or administration data, the RTO must verify the information before 

issue. 
• A quality check should be performed before printing, releasing or digitally publishing the document.  

 



 

   

 

10. Qualification Documentation Requirements 

AQF qualification documents must use the approved controlled template and include all mandatory 
information required by the applicable standards and issuance policy, such as the legal name of the RTO, RTO 
code, qualification code and title, the authorised signatory, issue date, NRT logo where required and any other 
mandatory statements or descriptors applicable to the qualification. Security features such as seals, 
watermarks, serial numbers or controlled digital equivalents should be used where approved by the RTO. 

The content of each qualification must accurately reflect the training product current at the time of lawful 
issuance. Qualification titles, codes and descriptors must match the authorised training product data, and any 
apprenticeship, traineeship or language-delivery notations must be included where required. 

 

11. Statement of Attainment Requirements 

Statements of attainment must also be produced from controlled templates and must accurately identify the 
student, the RTO, the units or modules completed, the relevant training product reference where required, the 
issue date, authorised signatory and any mandatory wording. A statement of attainment must not imply award 
of a full qualification where that qualification has not been completed. 

Where a student has completed units through credit transfer or RPL, the statement or related records must still 
accurately reflect the outcome and underlying evidence trail according to the RTO’s approved process. 

 

12. Student Identifiers, Privacy and Data Accuracy 

The RTO must verify the student’s USI where required before issuing AQF certification documentation. 
Individual student identifiers must not be printed on qualifications or statements of attainment unless a lawful 
exemption applies. Personal information used in the issuance process must be handled in accordance with the 
Privacy Act, the RTO privacy notice and approved access controls. 

If a student name, date of birth, identifier status or other critical record differs across systems, the discrepancy 
must be resolved before issue. 

 

13. Controlled Templates, Signatures and Security 

Certification templates are controlled documents. Only authorised personnel may create, amend, approve or 
load template versions into the Student Management System or other issuance platform. Signature blocks, 
seals, watermarks, certificate numbering methods and digital release permissions must be protected against 
unauthorised use. 

 

14. Certification Registers and Retention 

The RTO must maintain a register of AQF qualifications it is authorised to issue and a register of AQF 
qualifications and VET statements of attainment actually issued to students. Issue records must enable the 
RTO to confirm what was issued, to whom, on what date, under which training product and by which authorised 
workflow or officer. 



 

   

 

Records of AQF certification documentation issued must be retained for 30 years. Student assessment records 
that support the issuance decision must be retained for at least two years after completion of the training 
product or longer where required by law, contract, audit, appeal, litigation or regulator direction. Students must 
be able to access copies of retained certification records. [INSERT RETENTION SCHEDULE / STORAGE 
LOCATION] 

 

15. Replacement, Reissue and Verification Requests 

Former and current students may request a replacement or reissued qualification or statement of attainment 
where lawful and supported by retained records. The RTO must verify identity before releasing a replacement 
document and may apply an approved administrative fee where this is disclosed and lawful. Replacement 
documents should be reproduced from the retained record, not recreated from memory or unsupported data. 

Where the RTO cannot immediately locate a record, the matter must be escalated for records retrieval and 
documented in the reissue register. [INSERT REISSUE FORM / FEE / SERVICE STANDARD] 

 

16. NRT Logo and Branding Controls 

The NRT logo may only be used in accordance with the applicable conditions of use and only on documentation 
or material where its use is authorised. The logo must not be altered, distorted, recoloured outside permitted 
rules, used on unrelated corporate stationery or used by third parties except as permitted under a compliant 
arrangement. Company branding must not misrepresent the status of the qualification or the nature of 
nationally recognised training. 

 

17. Transition of Training Products 

Where a training product is superseded, deleted, removed or replaced, the RTO must manage enrolment 
cessation, teach-out, transfer and issuance in line with the applicable transition rules. Students must not be 
newly enrolled beyond the permitted transition period, and certification must only be issued for products that 
remain lawfully issuable within the applicable transition timeframe. 

If a student cannot complete within the permitted period, the RTO must transfer the student or implement 
another lawful arrangement and ensure all resulting certification documentation reflects the correct training 
product. [INSERT TRANSITION DECISION TREE / COMMUNICATION TEMPLATE] 

 

18. Third-Party and Offshore Controls 

Third-party providers, offshore partners and agents must not independently issue AQF certification 
documentation on behalf of the RTO unless the arrangement is expressly authorised, controlled and compliant 
with applicable law and standards. The RTO remains responsible for entitlement decisions, template controls, 
final verification, registers and long-term retention of certification records. 



 

   

 

Contracts must require prompt transmission of assessment outcomes, evidence and student data; use of 
approved templates only; protection of personal information; and cooperation with audits, investigations and 
replacement-document requests. [INSERT THIRD-PARTY CONTRACT CLAUSES REFERENCE] 

 

 

 

 

19. Roles and Responsibilities 

• Board / CEO / Executive: provide governance oversight for certification integrity and document-control 
arrangements. 

• Compliance Manager: monitor certification requirements, template compliance, retention obligations and 
transition controls. 

• Academic Manager / Head of Training: ensure results are valid, complete and supported before issuance 
decisions are finalised. 

• Student Administration / Records Staff: perform authorised pre-issue checks, maintain registers, process 
reissue requests and preserve records. 

• Assessors and Trainers: submit complete and accurate results and escalate any integrity or identity 
concerns promptly. 

• Third-Party Providers: provide accurate records and comply with all certification-related instructions, 
approvals and restrictions. 

 

20. Non-Compliance and Escalation 

Issuing certification without valid assessment evidence, issuing documents before finalisation of competency, 
failing to issue within required timeframes without lawful reason, printing student identifiers on AQF 
documents, using uncontrolled templates, allowing unauthorised personnel to issue documents, failing to 
retain 30-year certification records, misusing the NRT logo or issuing documents for a product outside lawful 
transition settings may constitute a serious compliance breach. The RTO may suspend issuance, quarantine 
results, recall documents, notify regulators, correct affected records and take disciplinary or contractual action 
where lawful. 

 

21. Procedure 

21.1 Finalisation of Results 

1. Confirm that all required units, packaging rules and any workplace or licensing requirements are complete 
and correctly recorded. 

2. Verify that the student has paid all required fees and that no appeal, integrity hold or unresolved data issue 
prevents issue. 

3. Approve the student as eligible for a qualification or statement of attainment in the authorised system. 



 

   

 

21.2 Pre-Issue Certification Check 

4. Verify the student legal name, training product code and title, issue date, unit list where relevant, USI status 
and template version. 

5. Confirm that the document type is correct and that no qualification is being implied where only units have 
been achieved. 

6. Conduct a final quality review and release the document through the authorised issuance workflow only. 

21.3 Registers, Release and Reissue 

7. Record the issue in the qualifications / statements register and store the related release data in the 
approved repository. 

8. Provide the document to the student through the approved secure delivery method and keep evidence of 
release where required. 

9. If a replacement is requested later, verify identity, retrieve the retained record and issue the replacement 
through the controlled reissue process. 

21.4 Monitoring and Review 

10. Review issuance timeliness, template integrity, transition compliance, reissue requests and error trends 
periodically. 

11. Investigate any certification discrepancy, complaint, suspected fraud or missing-record event promptly. 
12. Implement corrective and preventive actions and update templates, training or procedures where needed. 
 

22. Appendix A – Certification Issuance Checklist 

Check Item Verified By Date Notes / Evidence 
Packaging rules and 
results complete [INSERT] [INSERT] [INSERT] 

USI verified / lawful 
exemption confirmed [INSERT] [INSERT] [INSERT] 

Correct template and 
signatory used [INSERT] [INSERT] [INSERT] 

Register updated and 
release recorded [INSERT] [INSERT] [INSERT] 

 

23. Appendix B – Reissue / Replacement Register 

Student Name Document 
Requested Identity Verified Action Taken Date / Notes 

[INSERT] [INSERT] [INSERT] [INSERT] [INSERT] 
[INSERT] [INSERT] [INSERT] [INSERT] [INSERT] 
[INSERT] [INSERT] [INSERT] [INSERT] [INSERT] 

 

24. Appendix C – Approval and Endorsement 

Name Position Signature Date 



 

   

 

[INSERT NAME] CEO [SIGN] [DATE] 
[INSERT NAME] Board Chair / Director [SIGN] [DATE] 

[INSERT NAME] 

Compliance Manager / 
Academic Manager / 
Student Administration 
Manager 

[SIGN] [DATE] 

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 
verify alignment with its student management system, template controls, authorised signatory settings, fee policy, privacy notice, transition procedure 
and records retention schedule. 

 

Source basis used in drafting: AQF certification guidance for individuals and the applicable AQF Qualifications Issuance Policy context; the current 
Standards for RTOs framework; and ASQA-related certification, retention, student identifier and transition compliance expectations relevant to issuing 
qualifications, statements of attainment and replacement documentation. 


