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	UNIVERSITYDOMESTIC STUDENTS

PREPARATION COLLEGE
                        LEARN SMARTER – LEARN BETTER

	APPLICATION FORM

	This Form should be electronically completed. After receiving the Form, we will contact you by email. To avoid delays in processing your application, it is important that you complete all details, attach all supporting documents and clearly include your email address (mandatory). Your name & date of birth should match with those in your Passport, Birth Certificate or Driver’s Licence.

	A. Course to be enrolled

	1. Course of Study
	|_|  English                                
|_|  Accounting                        
|_|  Accounts Administration    
	|_|    Business 
|_|    Bookkeeping 
|_|    Early Childhood Education & Care
	|_|   Leadership & Management 
|_|     Others  
  

	2. Course Level
	|_|  Certificate III   
|_|  Certificate IV    
	|_|  Diploma
|_|  Advanced Diploma
	|_|  Skill set
|_|  Others

	3. Start Date
	|_|  2018              |_|  2019   (Indicate when do you want to start the training)

	
	|_|  January
	|_|  February
	|_|  March
	|_|   April
	|_|  May
	|_|  June

	
	|_|  July
	|_|  August
	|_|  September
	|_|  October
	|_|  November
	|_|  December

	4. Mode of delivery
	|_|  Classroom     |_|   Workplace     |_| Blended

	5. RPL/Credit Transfer
	|_|  No    |_| Yes       If YES  (Tick one or both)     |_| RPL       |_| Credit Transfer
Have you attached the official transcript and qualifications?  |_|  No    |_| Yes

	B. Personal Details 

	1. Unique Student 
       Identifier (USI) 
	Your USI Number (10 chars):        

	
	If you do not have your USI yet, do you want to authorise the College to generate your USI?
|_|  No          |_|  Yes

	2. Personal Details  
	These details should  match with information in your Passport or Birth Certificate

	
	Title: |_|  Mr.    : |_|  Miss    : |_|  Mrs    : |_|  Ms.          
	   Gender: |_| M    |_|   F

	
	First Name:      
	   Middle Name:      

	
	Surname:       
	DOB:      
	  Country of Birth:
	     

	
	Residential Status:
	|_|Australian Citizen
	   |_|  NZ Citizen
	|_|  Australian Permanent Residency

	
	
	|_|Humanitarian visa holder                
|_|Asylum Seeker            |_| Other:                             
	

	3. Your Contacts  
	Yourself
	Mobile:      
	Email  (compulsory):      

	
	Next 
of kin
	Name:      
	Relationship:      

	
	
	Mobile:      
	

	4. Current Residential
       Address
	Street No. & Name:      

	
	Suburb:      
	Postcode:     
	State:     

	5. Permanent Address 
    (if different from
    the current address)
	Street No. & Name:      

	
	Suburb:      
	Postcode:     
	State:     

	6. Disability
	Do you have a disability?  |_| No   |_| Yes    If YES -  Type of disability:      

	7. Indigenous Status
	Are you Aboriginal?                     |_| No    |_| Yes      
Are you Torres Strait Islander?  |_| No    |_| Yes     

	
	
	







	

	C. English & Academic Achievement and Work Experience

	1. English Proficiency
	|_|  Very well (Advanced)     
|_|  Well (Intermediate)
	|_|  Not well (Elementary
|_|  Not at all (Starter)

	
	Main language other than English spoken at home:      

	2. Schooling
	Tick the school level when you left high school

	
	|_|   Year 12
|_|  Year 11 
	|_|  Year 10 
|_|  Year 9 
	|_|  Years 7 or 8
|_|  Never attended high school

	
	In which year did you complete the above school level?      

	3. Previous  
      Qualifications
	Have you achieved ANY qualification(s) since turning 17 years old?
|_|   No       |_|   Yes - While still at school    |_|   Yes - After leaving school

	
	If YES, tick all qualifications you have achieved

	
	|_| Bachelor or higher        
|_| Advanced Diploma or 
      Associate Degree
	|_| Diploma 
|_| Certificate IV             
|_| Certificate III
	|_| Certificate  II                  
|_| Certificate I 


	4. Employment
	Tick the appropriate employment status

	
	|_|  Employer
|_|  Self employed
|_|  Full-time (F/T)
       employee
	|_|  Part-time (P/T) employee  
|_|  Employed – Unpaid worker
|_|  Unemployed-Seeking F/T work
	|_|   Unemployed – Seeking P/T work
|_|  Not employed – Not seeking 
       employment

	D. Information for Government-funded Programs

	1. Indication of 
       Disability
	Do you or your dependent have a disability?
	If YES in the first column, tick the appropriate one

	
	|_|  No      |_|  Yes, I have a disability
|_|   Yes, my dependent child or spouse is in 
        receipt of a disability support pension
	|_|   Recipient of disability support pension
|_|   Assessed by specialist support professional 
         as a student with a disability

	2. Indication of 
      Welfare Status
	Are you or your child/spouse a welfare recipient?
|_| No    
|_| Yes        If YES   |_|  I’m a welfare recipient    |_|  My dependent or spouse is a welfare recipient

	
	Specify type of welfare support 
|_|   Age Pension
|_|   Austudy
|_|   Carer Payment
|_|   Disability Support Pension
|_|   Family Tax Benefit Part A Maximum Rate
|_|   Farm Household Allowance
|_|   Newstart Allowance
|_|    Parenting Payment (Single)
	
|_|   Sickness Allowance
|_|    Special Benefit
|_|   Veterans’ Affairs Pension
|_|   Veterans’ Children Education Scheme
|_|   Widow Allowance
|_|   Widow B Pension
|_|   Wife Pension
|_|   Youth Allowance

	3. Service Provider 
       Client
	Are you an Employment Service Provider client?
|_|    No      
|_|   Yes    If YES      Employment Service Provider ID:             Name:      

	4. Long Term 
       Unemployment 
        Status
	Do you have evidence of long term unemployment status?
|_|    No      
|_|   Yes    If YES, please provide evidence



	5. Traineeship 
       Registration
	Are you registered or intending to be registered in an apprenticeship or traineeship for this qualification in NSW?
|_|   No      
|_|   Yes    If YES, tick the appropriate type

	
	|_|   New entrant traineeship
|_|   Apprenticeship
|_|   Existing worker traineeship
	|_|   School Based Apprentice
|_|   School Based Traineeship

	E. Evidence Documents

	1. Standard Supporting 
       Documents
	Residential Status
|_|  Passport   |_| Birth Certificate   |_| Citizenship Certificate  |_| Other (Specify)      

	
	Residential Address in NSW
|_| Driver’s Licence   |_| RTA Photo Card     |_|  Other (Specify)      

	2. Other Documents
	|_| Centre Link document (specify)      
|_| Other document 1 (Specify)      
|_| Other document 2 (Specify)      

	F. Declaration and Application

	1. Student over
       18 years old
	|_|   I have read & accept the ‘Terms & Conditions of Enrolment” on Pages 6 & 7 of this Application Form

	
	Your name:      
	|_|   Tick to replace your signature    Date: 

	2. Student under
       18 years old
	|_|  I have read & accept the ‘Terms & Conditions of Enrolment” on Pages 6 & 7 of this Application Form

	
	[bookmark: Text50]Name of Parents or Guardian:      
	|_|  Tick to replace the signature    Date:   /  /    

	3. Application
	Return this Application Form and Supporting documents to UPC 
|_|  Email address admission@upc.edu.au 
|_|  UPC College - 27 Greenfield Parade, Bankstown, NSW 2200, Australia.
|_|  UPC College - 1-5 Randle Street, NSW 2010, Australia                              


	







PRIVACY NOTICE – To be completed by the applicant
The Australian and New South Wales Governments allocate training places for participants to undertake training under different training programs.  University Preparation College has been approved to deliver training within those programs which are funded or subsidised by the Australian and/or NSW Government(s). The personal information you provide on this Application Form will be collected and used by University Preparation College for the purposes of:
· assessing your eligibility for those Program; 
· if you are eligible to participate in a particular program, all aspects of enrolment, administration and delivery of the qualification;  
· advising your employment service provider (if appropriate) of your participation and attendance in training and
· Undertaking the AVETMISS report requirement (Mandatory from January 2015 for all student catalogues).
University Preparation College, the Commonwealth Department of Education, the Department of Industry and the NSW Department of Education and Community may also disclose your personal information to another person, body or agency without your consent where authorised or required by law.
I confirm I have read and understood the above information and consent to the stated uses of my personal information. 

Name:      
Signature:                                             OR  tick this box |_|                  Date:   /  /    



USE OF STUDENT INFORMATION IN PROMOTIONAL MATERIALS
From time to time, the College may use student information to promote its courses and activities in its website, leaflets, brochures, etc. Please tick the appropriate box(es) to indicate your agreement to allow/not allow the College to use your personal information.
	Agree
	Do not agree
	Type of information

	|_|
	|_|
	Your Given Name 

	|_|
	|_|
	Your Given Name and suburb

	|_|
	|_|
	Name of your workplace (Company, partnership, etc.) 

	|_|
	|_|
	Name of your workplace (Company, partnership, etc.) and suburb

	|_|
	|_|
	Photos taken in classes and meetings, at workplace, during excursions, etc.




Name:      
Signature:                                             OR tick this box |_|                   Date:   /  /    


	APPLICANT DECLARATION – Acknowledge by ticking boxes and signing below by the applicant 

	
|_| 
	
I have read, understood and signed the Privacy Notice stating how my personal information 
can be used.

	|_|
	I have been fully informed of University Preparation College Policy and Procedures

	|_|
	I have been fully informed about the training program to be undertaken 



I declare that, to the best of my knowledge, the information on this form and the supporting evidence supplied by me is true and correct in all regards. I understand that it is a criminal offence to provide false or misleading information. 

	Name:

	
Signature:                                                       or tick this box |_|               Date:    /  /    
	




RTO DECLARATION – Acknowledge by ticking boxes and signing below by UPC representative
	|_|
	I have gathered all the required evidence and copies of the evidence supplied are on file.

	|_|
	I have undertaken a literacy/numeracy assessment of the applicant and they have the ability to undertake the training program (Either in English or bi-lingual form).

	|_|
	I am satisfied that the applicant meets the enrolment requirements for the training program. 

	|_|
	I have assessed the applicants’ capacity to benefit from the training.

	
	

	
	I declare that, to the best of my knowledge, the information on this form is true and correct in all regards. I understand that it is a criminal offence to provide false or misleading information.


	Name:      

	
Signature:                                                       OR  tick this box |_|               Date:   /  / 

	





TERMS AND CONDITIONS OF ENROLMENT


University Preparation College  27 Greenfield Parade, Bankstown, NSW 2200, Australia  Tel. (612) 9791 6020
                                                          1-5 Randle Street, NSW 2010, Australia                               Tel. (612) 8098 1481 
 Email: admission@upc.edu.au  Web: www.upc.edu.au  UPC Pty Ltd  ABN 60 116 021 535   RTO 91364   CRICOS 02751M Feb 2018        Page 7

1. General 
This Form should be electronically completed. After receiving the Form, we will contact you by email. To avoid delays in processing your application, it is important that you complete all details, attach all supporting documents and clearly include your email address (mandatory). Your name & date of birth should match with those in your Passport, Birth Certificate or Driver’s Licence. 
Here below University Preparation College is referred to as UPC or the College.

2. Certification of original documents
You may submit certified copies of the original documents. If you bring the originals, our staff may do the certification. 
Certified translations must accompany if the documents are not in English.

3. LLN and English Language Tests
You will have to attend a LLN test unless you have completed an Australian high school certificate (Aggregated mark over 55%), AQF Certificate III or over, overseas diploma or above with the English test of 5.5 IELTS score or above. Our student counsellor will discuss this matter with you.

4. Recognition of Prior Learning
Recognition of Prior Learning (RPL) is an assessment process in which students may apply for exemptions by providing evidence of all skills and knowledge gained through life experiences, work experience, previous training and formal education. These exemptions will only be granted when all the stated learning outcomes and performance criteria of the training courses have been demonstrated.
Where RPL is granted, the period of the course will be appropriately adjusted when the letter of offer is issued.

5. Payment of Tuition Fees
The College is not allowed to collect over $1,500 in advance. Therefore, if total tuition fee is above this limit, it will be paid by instalments. You can also discuss with the student counsellor for a payment plan even your tuition fee is below the $1,500 limit.
The College reserves the right to review its payment procedure and fees for new students without notice

6. Fee Refund Policy
The College will pay a refund to a student or an intending student in certain circumstances. UPC’s refund policy applies to both commencing and re-enrolling students. The applicant should read the College’s Refund Policy and Procedure. It is summarised below.

Administration and other fees
a. Administration fee:
· Full qualification - All refunds will incur an administration fee of two hundred and forty dollars ($AU240) unless otherwise specifically stated.
· Short courses (Skills sets, First Aid, Food Safety Supervisor, etc.) - The administration fee will be $50 unless otherwise specially stated. 
b. Learning material fee – All learning materials provided by the College should be return in good conditions. Otherwise, a fee will be charge (See Letter of Offer)
c. Bank transfer fee (if applicable) will be deducted from the refunded amount.
This policy applies to all domestic students irrespective of who pays the fees.


Refund Conditions                                                                                                                                 
Definitions: There are two situations that affect the calculation and processing of a refund. 

The College Default
This occurs:
a. when the course does not begin on the agreed commencement date and an alternate date or course is not available or acceptable to the student’s circumstances, or
b. when the course ceases to be provided at any time after it commences but before it is completed, or
c. in the unlikely event that the course is not provided in full to the student because of a government directive or sanction imposed on the registered provider.

Student Default
This occurs when the student directly or indirectly indicates he/she is not going to commence or continue in the course. 
Circumstances:
1. The student does not commence the course on the agreed start date;
2. The student withdraws or cancels their enrolment in the course;
3. The student fails to pay fees due to the College in order to undertake or continue in the course;
4. [bookmark: _Toc197248840]The student’s enrolment is terminated by the College due to a serious breach of the College policy and/or rules. 

REFUND OF COURSE FEE - THE COLLEGE DEFAULT CASE
A refund of 100% of the un-used portion of fees will be granted under the following circumstances. 
	In the unlikely event that the College is unable to provide                      the course for which an offer has been made. An alternate offer of a place may be offered at no extra cost to the student as well as the refund option.   
	The College will calculate and supply a letter explaining the refund calculation within 2 weeks of the College decision. No administration fee is applied.

	An offer of a place in a course is withdrawn by the College before the course commences.
	


[bookmark: _Toc197248841]
Refund of COURSE Fee - student default case
The following conditions are applied in case of student default. The student must pay the Administration fee of $240. The amount of refund is determined as follows.

	Full qualification courses

	Nature of enrolment
	Amount of refund

	Smart and Skilled students (Exemption)
	No refund 
(Subsidised tuition fee is nil)

	Smart and Skilled students (Concession)
	No refund 
(Subsidised tuition fee is equal to the administration fee)

	Smart and Skilled students (Standard subsidised tuition fee)
	Refund tuition fee of units which have not been commenced.

	Students under UPC scholarship (Category 1 – Paying $480)
	No refund

	Students under UPC scholarship (Category 1 – Paying 50% of 
SSP subsidised tuition fee)
	Refund tuition fee of units which have not been commenced.

	Fee-for-service students
	Refund tuition fee of units which have not been commenced.


	Short courses and skills set

	Student informs the College to withdraw from the course two (2) weeks before the commence of the courses.
	Full refund.
No administration fee.

	Student does not attend the course as specified in the enrolment forms.
	A refund of 50% of the course fee.

	Student attended but has not completed the course.
	No refund.


 
[bookmark: _Toc197248843]How to claim a REFUND
Provider Default
Where the refund is triggered due to the College default situation, the College will initiate the refund processing from the date of the decision and notify the student within 10 working days from the decision. A refund letter with calculations showing fees to be paid is sent to the student. The payment (if any) is processed within 20 working days from the date the College receives the Refund Acceptance Letter from the student.
Student default or withdrawal
To claim any refund, the student must complete a Refund Application Form and returns it with the receipt of course fees to the College. 
The College will respond in writing to the refund request with an explanation of the student’s current financial status and calculations showing refund fees payable to the student within 10 working days from the receipt of the Refund Application form and documents required as evidence. 
Payment (if any) is processed within 20 working days from the date the College receives the Refund Acceptance Letter from the student.
The refund policy does not remove the student’s right to appeal the refund decision or calculations made by the College according the complaints and appeals policy.

7. Academic Progress Requirements
Continuous enrolment in a course is subject to the academic progress requirement of the student. 
8. Attendance Requirements 
There are attendance requirements for all the College’s courses depending on mode of delivery.

9. Assessment Procedure
Assessments are conducted for all units of competency of a course. Typically, the assessment procedures include tutorial exercises, quizzes, assignments, projects and/or exams. A student should perform satisfactorily to complete the academic requirements of a unit of competency.
10. Deferral or Suspension of Full Qualification Course
Once a student has enrolled in a course the student will not be allowed to defer commencement of the course except on the grounds of illness (evidenced by doctor’s certificate), or other exceptional circumstances beyond the student’s control.

11. Student’s Right
The terms and conditions of enrolment as stated above do not remove the rights of the student to take action under Australia’s consumer protection laws. Also, the College's dispute resolution processes do not circumscribe the student's right to pursue legal remedy.

12. Access to Student’s Information
Information provided by the student may be made available to Commonwealth and State authorities.

13. Declaration and Signature
a. This application must be electronically completed, signed and dated.
b. If you want to send this application to UPC by email you can tick the box on the right to confirm your acceptance of the Terms & Conditions. If you are under 18 years old, your parents or guardian should actually sign the application form. Application and supporting documents should be sent from the applicant’s email address.
The College reserves the right to 
  change the above terms and conditions without prior notice.
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