Issuing certificates

Once you have been found competent in all units you are enrolled in that make up your qualification
and have paid all your relevant fees — we will issue you with your qualification and record of results
within 30 days. If you withdraw, meaning that you only partially complete your course, then you will be
issued with a Statement of Attainment (SoA) within 30 days of withdrawal for all the relevant units that
you have completed as competent. We reserve the right to withhold the issuance of any certificates
until all fees have been paid, except where we are not permitted to do so by law. We cannot issue
your certificates if we do not have your USI on file, which is why we ensure upfront that you have
created one, and assist you to do so at the time of orientation if you have not created one prior to this.

Reissuing certification documents

We are required by law to keep records of your qualification and units achieved for at least thirty (30)
years. If you lose your statements or qualification, we can re-issue these to you for an additional
charge. Refer to our Fees and Refunds section for more information.

Feedback

Your feedback is important to us! Like all businesses, we strive to improve and use feedback to make
changes in line with continuous improvement. We want to make sure we are meeting the needs of
current and future students so please let us know if something isn’t right or you have a feedback
suggestion by emailing or calling us.

You will also be provided with a Quality Indicator Survey which is issued by the National Centre for
Vocation Education and Research (NCVER). You may also receive surveys from your trainer or the
office from time to time. Please complete these and return as advised.

If your details change...

From time to time your personal details may change. You might get a new mobile phone number,
change your address or emergency contact details.

If you ever notice that something isn’t right with some of your personal information or our records —
please let us know so we can amend your records and correct it.

What's required of me as a student?

The next section of this handbook outlines important policies and processes that you need to know
about as a student. It's expected that you have read through and are familiar with this information —
keep this handbook handy for future reference so you can refer to it when needed.

You are also expected to read through and abide by the Student Code of Conduct which is included in
the next section below along with other important information. You can also find out more about the
ESOS Framework which protects your rights at:
https://www.studyinaustralia.gov.au/english/australian-education/education-system/esos-act

We look forward to welcoming you as a new student if you are not one already and wish you the best
of luck in your studies and your time spent here in Australia!
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