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Policy

Wyndham Community and Education Centre Inc (Wyndham CEC) undertakes to select, enrol
and induct students for foundation skills programs with the reasonable expectation that
student will be able to complete the qualification successfully.

Wyndham CEC will not enrol a student in a foundation skills program that is at an
inappropriate level for that student, including but not limited to enrolling student in programs
on the Foundation Skills List that would not provide additional relevant competencies.

No student will be discriminated against on the basis of gender, sexual orientation, race,
religion, disability or age in relation to selection or enrolment in a program.

This policy covers the following Foundation Skills programs delivered at Wyndham CEC

e English as an Additional Language Framework (EAL): Course in Initial EAL Certificate
IV in EAL (Access, Employment & Further Study)

e Certificates in General Education for Adults (CGEA): Course in Initial CGEA —
Certificate 11l in CGEA

For Foundation VCAL selection, enrolment and induction policy and procedures — see VCAL
Student Selection, Enrolment, Induction & Delivery Policy & Procedure.

Wyndham CEC uses interpreters if required, and as requested, throughout student selection,
enrolment and induction procedures.

Student selection procedure

o Prospective students can enter a foundation skills program at any stage during the year if a
program is scheduled and /or a place is available.

e At the point of enquiry, prospective students will be advised by administration staff of
foundations skills entry requirements including eligibility requirements for subsidised
training.

o Prospective students for foundation skills programs will book an appointment with
administration staff to attend a pre-training interview with a Pre-Training Assessor.
e At a pre-training interview, the Pre-Training Assessor will complete the following

- Ensure a member of the Compliance and Reporting team (C&R team) determines student
eligibility for subsidised training (Wyndham CEC has a written Procedure for
determining eligibility)

- Foundation Skills Pre-Training Assessment Kit — including the language, literacy and
numeracy assessment that maps to the ACSF and the Summary Pathway Plan to assess
student needs and future goals

- Determine if the student requires any additional support. Additional resources or support
to successfully complete a program will be provided if possible, and if funding for
additional needs is available (if applicable)

o Provide prospective student with Privacy & Your Rights flier

o Information from the pre-training interview including the Pre-Training Assessment Results
& Recommendations is used to assess the skill level of the prospective student and to
determine the appropriate program.

o Students will sign a Statement of Fees, before enrolment.
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Student selection procedure (ctd.)

¢ In the event that there are too many applicants for a program, the Language, Literacy &
Numeracy (LLN) Coordinator in consultation with the Education Manager will select the
applicants according to the order in which an application was received.

o Students who are not selected will be placed on a waiting list for the next class or assisted
to find an alternative program.

Enrolment procedure
o After the appropriate program has been determined, enrolment will be undertaken.
e The Pre-Training Assessor must

- follow and complete a Language Literacy & Numeracy (LLN) Enrolment Interview
Checklist

- identify any qualifications / competencies previously acquired by the student. See
Wyndham CEC’s Recognition of Prior Learning Policy & Procedure and Wyndham
CEC’s Recognition of Qualifications issued by other RTOs Policy & Procedure

- get the enrolling student to complete a Wyndham CEC Enrolment Form

e Enrolling students must provide all requirements and documents listed on the LLN
Enrolment Interview Checklist and complete the Skills First 2019 Evidence of Student
Eligibility & Student Declaration (for subsidised training, if eligible)

o The LLN Enrolment Interview Checklist must be signed by the Pre-Training Assessor
during the pre-training interview.

o The Wyndham CEC Enrolment Form must be signed by the student (or a parent/guardian
if the student is under-18).

e All students will receive

- A student enrolment package containing General Information for Participants and
relevant policies and procedures including Complaints & Appeals, Concessions, Fees,
Charges and Refunds and Privacy (Students/Clients). Students will also receive the
Student Code of Conduct

- An individual Training Plan (TP), including RTO contact details and class timetable,
signed by the Pre-Training Assessor and the student. In signing the TP, the student
agrees to the program outlined (Wyndham CEC has a written Procedure for developing
and updating Training Plans).

e At the completion of the enrolment process, student details on the Wyndham CEC
Enrolment Form are entered onto aXcelerate - Wyndham CEC’s student management
system by the C&R team.

e The Wyndham CEC Enrolment Form, Foundation Skills Pre-Training Assessment Results
& Recommendations, Skills First 2019 Evidence of Student Eligibility & Student
Declaration, Training Plan and LLN Enrolment Interview Checklist are stored securely in
the student file at Wyndham CEC’s Head Office.
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Induction procedure

o All students who enrol in a foundation skills program will undertake an induction, by their
teacher, as part of their first class. This induction includes revisiting information provided
at enrolment but also information specific to Wyndham CEC facilities, OH&S, emergency
procedures and class expectations.

This induction combined with the student enrolment package will ensure students have the
information and guidance needed to successfully undertake their chosen course.

e A Student Induction Checklist will be completed. This document will be signed by the
teacher / and student and stored in the student file.

Staff procedures

e The Education Manager will ensure that Wyndham CEC staff who select, enrol and induct
students into Foundation Skills programs are aware of all Foundation Skills related policies,
procedures and documentation including as required

- 2018-19 VET Funding Contract (available on SharePoint / schedule 1 in teacher
packages)

- Skills First 2019 Guidelines about Determining Student Eligibility & Supporting
Evidence (available on SharePoint)

- DEECD Statement of Expectations (available on SharePoint & in teacher package)

- Skills First 2019 Guidelines about Fees (available on SharePoint)

- EAL Framework accredited curriculum (available on SharePoint & in teacher package)
- CGEA accredited curriculum (available on SharePoint & in teacher package)

- DET Contract Notifications and Announcement on SVTS (available on SharePoint)

- Skills First Quality Charter (available on SharePoint & in teacher package)

o This will ensure staff have the information available to perform the duties required of them
for the selection, enrolment and induction of students into Foundation Skills program
according to qualification requirements.

e The Wyndham CEC Management team ensure that all staff who select, enrol and induct
students into Foundation Skills programs understand their legislative responsibilities and
duty of care for students. This occurs through:

- Staff induction

- Teacher’s package

- Pre-Training Assessment Kit

- Policies and Procedures (available on SharePoint & in teacher package)
- Professional Development

- Ongoing LLN staff meetings and email memos
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