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   Appendix A  
Provision of Informa�on to Students Pre Applica�on  
The following informa�on and condi�ons of enrolment at WAIFS are provided to applicants  for 
informa�on purposes only. This informa�on does not form a binding agreement between the 
student and the West Australian Ins�tute of Further Studies (WAIFS). Successful applicants will 
receive a Le�er of Offer and Acceptance of Offer Form. Returning the signed Acceptance of Offer 
Form and paying the ini�al fee creates a binding Agreement between WAIFS and the student (or 
guardian if the student is under 18) named in the WAIFS’ Le�er of  Offer. 

 
This informa�on and informa�on contained in the Le�er of Offer and the Acceptance of Offer 
Form may be subject to varia�on as necessary to comply with any Australian Commonwealth or  
State law, regula�on or amendment thereof. 

 
1.  General 
1.1 .  The availability of a complaints and appeals process, does not remove the right of the 
student to take ac�on under Australia’s consumer protec�on  laws. 

 
1.2 .  WAIFS’s responsibili�es to the student pertain only to WAIFS’ course/s outlined in the 
Le�er of Offer. 

 
1.3 .  All condi�ons and any other special requirements contained in a Le�er of Offer must be met 
and/or agreed to. 

 
1.4 .  Students must meet the minimum Academic and English language proficiency requirements 
for entry into the course(s) of their choice. Please contact admissions@waifs.wa.edu.au or refer 
to WAIFS' Domes�c Course Informa�on & Fees Sheet (h�p://waifs.wa.edu.au/fees -and-intake-
dates/) 

 
1.5 .  A�endance at orienta�on is compulsory. Students will not be able to receive their student ID 
card un�l they have a�ended orienta�on at WAIFS. Orienta�on is compulsory because it provides 
the student with all the informa�on they will need to know and is an opportunity for them to ask 
ques�ons before their course(s) commence. This is not applicable to an exis�ng or previous WAIFS 
student who re-enrols. However, WAIFS strongly recommends a�endance at orienta�on to ensure 
students are up to date with any changes relevant to them. Students are responsible for keeping 
up to date and understanding informa�on relevant to their enrolment(s ) at WAIFS. 

 
1.6 .  Students are expected to a�end all classes and work-based training placements (if 
applicable) and to undertake all assessments, projects, tests and examina�ons on the dates  and 
�mes specified by their trainers. Students must abide by all WAIFS' policies that are in force at 
the �me of their enrolment. 

 
2.  Fees 
2.1 .  Tui�on fees, charges and accounts are payable in advance of each semester. A cumula�ve 
weekly late fee of $100 per week applies to all tui�on fees not received in WAIFS’ bank account 
by the due date as stated on the invoice/Le�er of Offer issued to the student. 

 
2.2 .  The total tui�on fees stated in an Offer Le�er are indica�ve only and may change if your 
commencement date is a�er 1 July. WAIFS reserves the right to increase tui�on fees and charges 
from �me-to-�me without no�ce. This is usually done annually on 1 July and usually by no more 
than 4%. For more informa�on on fees please refer to  www.waifs.wa.edu.au/policies-
procedures/.  

 
3.  Refunds and Cancella�on of Enrolment 
3.1 .  No�fica�on of cancella�on or withdrawal from a course of study must be made in wri�ng 
to WAIFS via admissions@waifs.wa.edu.au. All students must complete an Enrolment Varia�on 
Form - Domes�c and supply suppor�ng documents if applicable. Refer to WAIFS Refunds and 
Cancella�on Fee Policy for Domes�c Students at www.waifs.wa.edu.au/policies-procedures/ 

 
3.2 .  A student whose withdrawal or enrolment cancella�on is due to excep�onal compassionate 
or compelling circumstances can request that cancella�on charges be waived. Requests should 
outline the reasons for the withdrawal and include documentary evidence such as medical  
cer�ficates to support the request. Requests must be made in wri�ng within twelve months of the 
date of the withdrawal request or the conclusion of the semester in which the course was  
undertaken. 

 

3.3 .  An ini�al non-refundable enrolment fee of $250 will apply to all courses.  This fee is payable 
in advance of commencement of a course. This does not apply to fees and charges paid by 
appren�ces or trainees training under a user choice or strategic purchasing program contract.  

 
3.4.  If a refund is requested before the commencement of the enrolment a full refund, plus non-
tui�on fees, less the administra�on fee and $250 cancella�on fee, will be given.     

 
3.5 .  If a student  wishes  to  change  their  enrolment  to  a  course  delivered  concurrently  to  the 
original enrolled course (and enrolments are s�ll available) the fees paid will be transferable to the 
new course. A second administra�on fee will not be  charged. 

 
3.6 .  Once training has commenced, the cancella�on fee payable is 100% of tui�on fee for the 
semester, plus uniform fee (if applicable) and pro-rata course material fee, unless the student can 
provide a medical cer�ficate or show extreme personal financial hardship. Ho wever, should 
students wish to finalise incomplete competencies in a future course, the original fee payment 
can be used as credit towards the fees payable for that enrolment as long as the enrolment 
commences within six (6) months of  the date of the original payment being received by WAIFS. 

3.7 .  Students should request a refund form from the Head of Administra�on. 
 

3.8 .  Should the West Australian Ins�tute of Further Studies cancel a course, students are 
en�tled to a full refund (or pro-rata adjusted refund) or to transfer funds to another/future 
course. In this event students will be given their preferred op�on. 

 
4. Protec�on of Fees in Advance 
4.1. WAIFS only accepts payment up to $1,500 prior to the commencement of the course, unit or 
competency for which you are enrolled. Following commencement of the 
course/unit/competency, WAIFS accepts no more than $1,500 in advance at any given �me from 
each student for tui�on services yet to be received. 

 
5. Loca�on and Facili�es 
5.1 .  WAIFS is physically located at Level 1, 160 Central Arcade, 811 Hay Street, Perth WA 6000. 
Postal address is PO Box Z5525 St Georges Terrace WA 6831. 

 
5.2 .  WAIFS offers a range of facili�es to its students,  including: 

(i )  Access to learning resources and communal laptops; 
(ii )  A welcoming student recrea�onal area with Internet access; 

(iii )  An interac�ve learning environment; 
(i v )  Student support services, including English and numeracy support and referral (at no 

cost) to external specialist services such as legal services. 

Further informa�on on WAIFS, its loca�on and facili�es can be found at www.waifs.wa.edu.au/ 
student-services/ 

6.  Circumstances in which personal informa�on about students may be  shared 
Informa�on collected about you on this form and during your enrolment (including personal 
informa�on and contact details, course enrolment details and changes) can be provided, in 
certain circumstances, to the Australian Government and designated authori�es. In other 
instances informa�on collected on this form or during your enrolment can be disclosed without 
your consent where authorised or required by law. 
Under the Data Provision Requirements 2012, WAIFS is required to collect personal informa�on 
about you and to disclose that personal informa�on to the Na�onal Centre for Voca�onal 
Educa�on Research Ltd (NCVER). 
Your personal informa�on (including the personal informa�on contained on this enrolment form), 
may be used or disclosed by WAIFS for sta�s�cal, administra�ve, regulatory and rese arch 
purposes. WAIFS may disclose your personal informa�on for these purposes to: 

• School – if you are a secondary student undertaking VET, including a school-based 
   appren�ceship or traineeship; 
• Employer – if you are enrolled in training paid by your employer; 
• Commonwealth and State or Territory government departments and  

authorised agencies; and 
• NCVER. 

 
Personal informa�on that has been disclosed to NCVER may be used or disclosed by NCVER  for 
the following purposes: 

• popula�ng authen�cated VET transcripts; 
• facilita�ng sta�s�cs and research rela�ng to educa�on, including surveys and data linkage;  
• pre-popula�ng RTO student enrolment forms; 
• understanding how the VET market operates, for policy, workforce planning and consumer 
   informa�on; and 
• administering VET, including program administra�on, regula�on, monitoring and evalua�on. 

You may receive a student survey which may be administered by a government department or 
NCVER employee, agent or third party contractor or other authorised agencies. Please note you 
may opt out of the survey at the �me of being contacted. 
NCVER will collect, hold, use and disclose your personal informa�on in accordance with the 
Privacy Act 1988 (Cth), the Na�onal VET Data Policy and all NCVER policies and protocols 
(including those published on NCVER's website at www.ncver.edu.au).  

 

 

7.  Recogni�on of Prior Learning (RPL) and Credit Transfer 
Credit Transfer and RPL enable students to complete some courses faster. Credit transfer is 
usually based on successful comple�on of equivalent models or units at another ins�tu�on. 
Applica�ons for credit transfer should include cer�fied copies of Cer �ficates/ Statements of 
A�ainment, details of unit syllabus and cer�fied copies of the academic transcript. WAIFS also 
recognises the skills and knowledge students may have gained from life experiences, work 
experience and any training provided at work which is relevant to their course. Further 
informa�on is available at www.waifs.wa.edu.au/policies-procedures/ 

 
8. Students under 18 
WAIFS accepts enrolment from students under 18 years of age, with the approval of their 
parent(s) or guardian(s) and if required a No�ce of Arrangement (NoA) Form. 
 
9. Applica�on for Unique Student Iden�fier  
Students must create a Unique Student Iden�fier (USI) before commencing their course. This will 
give the student access to their training records and transcripts. If you do not have one, please 
create one by visi�ng: www.usi.gov.au.  
 
From 1 January 2015, WAIFS can be prevented from issuing you with a na�onally recognised VET 
qualifica�on or statement of a�ainment when you complete your course if you do not have a 
Unique Student Iden�fier (USI).   
 
If you would like WAIFS to apply for a USI on your behalf you must authorise us to do so and 
declare that you have read the privacy informa�on at 
h�ps://www.usi.gov.au/documents/privacy-no�ce-when-rto-applies-their-behalf 
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