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This Course Enrolment Form is designed specifically for students who have previously completed CPP40811/CPP40821 Certificate IV in Access Consulting and are returning to complete the remaining units of competency required for the CPP50721 Diploma of Access Consulting.
The Bridging Diploma Course enables eligible Certificate IV graduates to build upon their existing qualification and achieve the Diploma without repeating units that have already been successfully completed.
[bookmark: _Toc236827528]Step 1 – Before Completing this Enrolment Form
Before completing this Enrolment Form, please read the Bridging Diploma Course Guide available on the Access Institute website.
The Course Guide provides essential information about:
· the qualifications and available delivery pathways;
· course structure and delivery;
· assessment requirements;
· fees and payment arrangements;
· learner support services;
· student rights and responsibilities; and
· Access Institute policies and procedures.
By signing this Enrolment Form, you confirm that you have read and understood the Bridging Diploma Course Guide.

Before You Submit Your Enrolment
Please ensure you have:
· Completed all relevant sections of this Enrolment Form;
· Attached all supporting evidence required for your selected delivery pathway;
· Indicated whether you would like to receive information about RPL or CT;
· Signed the Student Declaration at the end of this form.

[bookmark: _Toc236827529]Step 2 – Confirm Your Eligibility
This step enables Access Institute to confirm that you meet the entry requirements for your this pathway.
Please complete the section that applies to your chosen delivery pathway and attach copies of the required supporting evidence.
Certificate IV Completion
☐ I have successfully completed the CPP40811 Certificate IV in Access Consulting
☐ I have successfully completed the CPP40821 Certificate IV in Access Consulting.
Please attach:
☐ Certificate IV Qualification	Year completed	Student Number (if known)

[bookmark: _Toc236827530]Step 3 – Select Your Bridging Course
Please select your course:
☐ Bridging Pathway (3 days): 7, 8, 9 September 2026
☐ Bridging Pathway (3 days): 30 November and 1, 2 December 2026

[bookmark: _Toc236387957][bookmark: _Toc236827531]Step 4 – Tell Us About Yourself
This information is required to establish your student record and meet the reporting requirements for Registered Training Organisations (RTOs).
Please complete all applicable fields.

Unique Student Identifier (USI)
A Unique Student Identifier (USI) is required for all nationally recognised training.
USI: 
If you do not have a USI, Access Institute can provide information on how to apply for one.
☐ I require information about obtaining a USI.
I authorise Access Institute to verify my USI with the USI Registry.
☐ Yes		☐ No
[bookmark: _Toc236387958][bookmark: _Toc236827532]Personal Details
Title
☐ Mr   ☐ Mrs   ☐ Ms   ☐ Miss    ☐ Other ___________
Family Name

Given Name(s)

Preferred Name

Previous Name(s)
(If your name has changed and previous qualifications were issued in another name.)

Date of Birth

Gender
☐ Male	☐ Female		☐ Non-binary	☐ Prefer not to say	


[bookmark: _Toc236387959][bookmark: _Toc236827533]Residential Address
Street Address

Suburb

State						Postcode




Postal Address
☐ Same as residential address
If different:
Street Address

Suburb

State						Postcode


Contact Details
Mobile					Work Telephone


Email Address

This email address will be used for course correspondence, enrolment information, and access to the Student Portal.

[bookmark: _Toc236387960][bookmark: _Toc236827534]Emergency Contact
Name

Relationship

Mobile

Email


[bookmark: _Toc236387961][bookmark: _Toc236827535]Citizenship and Residency
Are you:
☐ Australian Citizen	☐ Australian Permanent Resident
☐ New Zealand Citizen	☐ Temporary Visa Holder
☐ Other ______________________
If you are not an Australian Citizen or Permanent Resident, please provide details of your visa (if applicable).

[bookmark: _Toc236827536]Step 5 – Current Employment
Current Employer

Position Title

Of the following categories, which best describes your current employment status?
(Tick one box only) ☐  Full-time employee   ☐  Part-time employee  
☐ Self-employed – not employing others      ☐ Self-employed – employing others
☐ Employer 		☐ Employed – unpaid worker in a family business  
☐ Unemployed – seeking full-time work   ☐  Unemployed – seeking part-time work
☐  Not employed – not seeking

[bookmark: _Toc236387965]

[bookmark: _Toc236827537]Industry Experience
Approximately how many years have you worked in your current profession?
☐ Less than 1 year		☐ 1–3 years	☐ 4–7 years		☐  8–10 years
☐ More than 10 years

Education Completed What is your highest completed school level? (Tick one box only) 
☐  Completed Year 12    ☐  Completed Year 11 ☐  Completed Year 10   
☐ Completed Year 9 or Equivalent  ☐  Completed Year 8 or Lower
☐  Did not go to High School	
In which year did you complete that high school level …………………….
Have you successfully completed any of the following qualifications? ☐ Yes  ☐  No
If Yes, tick any applicable boxes		☐  bachelor’s degree or Higher Degree
☐ Advanced Diploma or Associate	 ☐ Degree		 ☐ Diploma Level
☐ Certificate IV	 ☐ Certificate 111		☐ Certificate 11	 ☐  Certificate 1

[bookmark: _Toc236387967][bookmark: _Toc236827538]Step 6 – Tell Us How We Can Support You
Access Institute is committed to providing all students with a positive and supportive learning experience.
This step helps us identify any reasonable adjustments or additional support that may assist you to successfully complete your course.

[bookmark: _Toc236387968][bookmark: _Toc236827539]Learner Support
Do you have a disability, medical condition or learning difficulty that may affect your participation in this course?
☐ No		☐ Yes (please provide details)
 ☐ Hearing 	 ☐ Physical   ☐ Intellectual  ☐ Learning  ☐ Mental Illness 	  ☐  Acquired Brain Condition 	 ☐  Vision	☐  Medical Condition	☐  Other 

Do you require any reasonable adjustments or additional learner support?
☐ No			☐ Yes (please provide details)

[bookmark: _Toc236387969][bookmark: _Toc236827540]Technology Requirements
This course is delivered live online using Zoom and the Access Institute Student Portal.
Please confirm that you have access to:
☐ A computer or laptop suitable for online learning.
☐ A reliable internet connection.
☐ A webcam and microphone.
☐ An active email account.
☐ Microsoft Word or compatible word processing software.
☐ The ability to open and save PDF documents.
☐ Basic computer skills, including sending emails and downloading documents.

[bookmark: _Toc236387970][bookmark: _Toc236827541]Language, Literacy, Numeracy and Digital (LLND) Assessment
Applicants enrolling in the Bridging Diploma Course are not required to complete a separate Language, Literacy, Numeracy and Digital (LLND) assessment.
Successful completion of the CPP40811/CPP40821 Certificate IV in Access Consulting is accepted by Access Institute as evidence that the applicant possesses the foundation skills necessary to successfully undertake the remaining units of competency within the Diploma.
Where Access Institute identifies any additional learner support needs during the enrolment process, appropriate support options will be discussed with the student prior to course commencement.

[bookmark: _Toc236387971][bookmark: _Toc236827542]Step 7 – Fees, Refunds and Payment
Before enrolling, please ensure you understand the fees associated with your course and the conditions relating to payment, refunds, and cancellations.
Full details are available in both Bridging Diploma Course Guide and Appendix A of this document.

[bookmark: _Toc236387972][bookmark: _Toc236827543]Step 8 – Student Agreement and Declaration
Please read the following statements carefully before signing this Enrolment Form.
By signing below, I declare that:
Course Information
• I have read and understand the Access Institute Bridging Diploma Course Guide.
• I understand the qualification, delivery pathway, and course requirements for the course in which I am enrolling.
• I understand that this course consists only of the remaining units required to achieve the CPP50721 Diploma of Access Consulting.

Eligibility
· I confirm that I have previously completed CPP40811/ CPP40821 Certificate IV in Access Consulting.
· I have attached all supporting documentation required to verify my eligibility where applicable.
Information Provided
· All information provided in this Enrolment Form is true, complete, and accurate.
· understand that providing false or misleading information may affect my enrolment.
· I agree to advise Access Institute if any of my personal details change during my enrolment.

Fees and Payment
Payment Agreement
· I have read and understood the information relating to course fees, payment requirements, and refunds.
· I agree to pay the applicable course fees in accordance with the requirements advised by Access Institute.
Student Responsibilities
· I understand that I am responsible for actively participating in the course and completing all assessment requirements.
· I agree to comply with the policies, procedures, and requirements of Access Institute.
· I understand that Access Institute may contact me by email or telephone regarding my enrolment, course administration, and student support.
Privacy
· I understand that my personal information will be collected, used, and disclosed in accordance with the Privacy Policy and applicable legislation.
· I consent to Access Institute using my personal information for the administration of my enrolment and for reporting purposes where required by law.
I declare that the information provided in this Enrolment Form is true and correct.
I acknowledge that I have read and understood and agree to the terms and conditions of enrolment with Access Institute.
Student Declaration- You Must Sign Below
Applicant Name


Signature					Date

Access Institute - Office Use Only 
Enrolment Approved ☐ Yes  ☐ No  
Approved By				Date


[bookmark: _Toc236387973][bookmark: _Toc236827544]Step 9 – Submit Your Enrolment
Congratulations! You have now completed your Student Enrolment Form.
[bookmark: _Toc236827545]Submitting Your Enrolment
Please email your completed Enrolment Form and all supporting documentation to:
Email: admin@accessinstitute.com.au
If your supporting documentation is too large to email, please contact Access Institute to discuss an alternative method of submission.
[bookmark: _Toc236827546]What Happens Next?
Once we receive your Enrolment Form, we will:
1. Review your application and supporting documentation;
2. Confirm your eligibility for your selected qualification and delivery pathway;
3. Contact you if any additional information is required;
4. Issue your invoice and payment instructions.
5. Following receipt of the required course deposit we will confirm your enrolment.
6. If requested, provide the RPL and Credit Transfer Applicant Guide and associated application documents.
7. Following receipt of the final course fee any RPL/CT will be assessed and confirmed.
8. Following receipt of your final course fees in full, and finalisation of any RPL/CT assessment, we will issue you with your Getting Started Pack closer to Course commencement.

[bookmark: _Toc236827547]Need Assistance?
If you have any questions before submitting your enrolment, please contact Access Institute.
Email: admin@accessinstitute.com.au
Phone: 03 9988 1979
Thank you for choosing Access Institute.
We appreciate your decision to undertake your studies with us and look forward to supporting you throughout your learning journey and welcoming you to Australia's leading training provider in Access Consulting.
[bookmark: _Toc235786484][bookmark: _Toc236387975][bookmark: _Toc236827548]Appendix A – Schedule of Fees and Charges
Bridging Diploma Course Program
The following fees apply to students enrolling in the Bridging Diploma Program.
All fees are quoted in Australian Dollars (AUD) and are GST-free where applicable to nationally recognised training.
Bridging Course for CPP50721 Diploma of Access Consulting 
	Pathway
	Training Days
	Course Fee

	Standard Pathway
	3 Days
	$2,000


Note: a deposit of $1,000 is due upon enrolment

Recognition of Prior Learning (General Applications) – Applicable to students applying for RPL outside an approved Specified Professional Pathway. 
RPL is only assessed once a student is enrolled and paid the relevant course fee.
RPL/CT applications must be received at least 2 weeks prior to course commencement to allow time for assessment.
RPL fees may apply in some instances where a student seeks formal assessment of existing knowledge and skills. We will inform you if there are any RPL fees prior to assessment of RPL.

Credit Transfer
There is no charge for assessing applications for Credit Transfer.

Replacement Documents
	Item
	Fee

	Replacement Qualification Certificate
	$100

	Replacement Statement of Attainment
	$100



Extension Fees
Students are provided with 12 months from course commencement to complete all assessment requirements. Fees may be applicable as per Access Institutes Course Extension Policy.

Conditions of Enrolment
· Course fees must be received in accordance with the Access Institute Fee Schedule and the student's Tax Invoice. 
· Unless otherwise agreed in writing, course fees must be received prior to issue of course resources, student portal log in detials and course commencement. 
· Students approved for a payment arrangement must comply with the agreed payment schedule with all fees received prior to course commencement.

Refunds
· Students who withdraw more than 14 days before course commencement are liable for a minimum cancellation fee of 50% of the full course fee.
· Students who withdraw within 14 days of course commencement, or after the course has commenced, are not eligible for a refund, and 100% of the course fee remains payable.
· Any applicable Fees for RPL and CT must be paid before assessment. 
· Once an RPL or CT assessment has been undertaken, no refund of course fees will be provided if the student withdraws at any time.
· Once course material and resources have been provided to students no refund of course fees will be provided. 
· All course fees must be paid (or Government Purchase Order provided) prior to course commencement for a student to participate in training and access learning materials.
· Students are responsible for ensuring they have a suitable internet connection for online delivery. Where technical issues prevent participation, refunds will not be provided; however, reasonable alternative arrangements will be offered where possible to enable completion of course requirements.

Course Changes and Cancellation by Access Institute
· Access Institute reserves the right to cancel, postpone, reschedule, or change the mode of delivery of any course where necessary.
· If Access Institute cancels a course, all Course fees paid will be refunded in full.
· Access Institute is not responsible for any costs incurred by students relating to travel, accommodation, airfares or other associated expenses resulting from course changes or cancellations.
· Enrolled students will be advised by email of course confirmation no later than two weeks prior to the scheduled commencement date. 
· If Access Institute cancels a Course every effort will be made to provide notification as early as practicable.
Notes
· Fees are reviewed periodically and may change for future intakes. 
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