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Policy: Enrolment Process NSW

Overview

City-Wide Building and Training Services (CWBTS) is a contracted provider under the Smart and
Skilled funding contract. This policy provides guidance on the pre-enrolment and enrolment
processes for students seeking Smart and Skilled Subsidised Training.

CWABTS can only offer places for Smart and Skilled Students into programs that are listed on its
Funded Scope. The Approved Qualifications Activity Schedule contains information on CWBTS's
Funded Scope and student allocation.

CWBTS is approved for the following Smart and Skilled funding:
e Smart and Skilled Entitlement Apprenticeships and Traineeships Program (EAT)
e Smart and Skilled Entitlement Full Qualifications Program
e Smart and Skilled Entitlement Targeted Priorities Full Qualifications Program
e School Based Apprenticeship and Traineeship (SBAT) Program

This policy provides guidance on the pre-enrolment and enrolment processes for programs
delivered by CWBTS in NSW. Students who are not eligible for a funded program or who are
enrolling into a program not on the funded scope also enrol via this enrolment process as a fee for
service student.

Notification of Enrolment Process

CWABTS contractually obliged to follow the Notification of Enrolment process as specified in the
Smart and Skilled Operating Guidelines for the enrolment in Subsidised Training of eligible
Prospective Students. The enrolment process and the notification of enrolment process run
simultaneously.

Refer to the CWBTS Smart and Skilled Notification of Enrolment Process for guidance on this process
once a student is ready to enrol.
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The notification of enrolment process does not apply to the School Based Apprenticeship and
Traineeship (SBAT) Program.

Students Returning after Deferral

Students wishing to resume studies after a deferral are treated as new enrolments and need to
complete the Notification of Enrolment Process. Refer to the CWBTS Smart and Skilled
Discontinuation, Transferring, Abandonment and Deferral of Training Policy for deferral processes.

Students Transferring In to CWBTS

Students transferring into CWBTS from another provider have some additional steps. Refer to the
CWBTS Smart and Skilled Discontinuation, Transferring, Abandonment and Deferral of Training
Policy which provides a process regarding transferring in students and information on Credit
Transfer and fee implications. Read and follow the required steps before doing the Notification of
Enrolment Process for these students.

Student transitioning from superseded qualifications
Where a student is enrolled in a qualification that is superseded and the student is required to
transition to the new qualification to continue and complete the training, and the price of the new
qualification is different to that of the superseded qualification:
e The Provider will continue to be paid the applicable subsidy for the superseded qualification
e The student fee will remain the same

Definitions

New Entrant Trainee means a Trainee employed within an enterprise for not more than three
months full-time; or 12 months part-time or casual or a combination of part-time/casual for a
continuous period not exceeding 12 months.

An Existing Worker Trainee is a person is not eligible to be classified as a new entrant trainee, but
still wishes to undertake a traineeship.

Prior to Enrolment

Prior to enrolment into a Smart and Skilled qualification Students will be

O referred to the Eligibility Checker on the Smart and Skilled website, which will allow them to
check their eligibility as well as get an indication of the Student fees payable

O provided with information on Smart and Skilled subsidised training and their eligibility will be
discussed and checked as per the below guide on eligibility

O provided with course information on the CWBTS website https://cwbts.com.au

O asked if they intend to apply for RPL or Credit Transfer to enable commencement of the
assessment or verification process

Pre-Training Review
Prior to enrolment, CWBTS undertakes a number of checks to ensure course suitability and possible
funding eligibility. These checks are collectively known as the ‘Pre-Training Review’ (PTR).

The Pre-Training Review is defined as the process undertaken between CWBTS and the student to
determine the most suitable and appropriate training option for that individual.
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Once a student has registered an expression of interest, they are referred to a Course Advisor or
Staff member within Student Services who are trained to hold a PTR conversation.

PTRs are undertaken to identify:

1. Course Suitability
2. Eligibility Discussion
3. Provide Student Information

The purpose of these checks is to ensure that a student is fully informed and to ensure that BAA is
meeting the quality requirements and obligations for each funding contract and student loan
contract.

The Staff member will work through a PTR form for the course. The PTR form varies from state to
state and payment options to payment option to allow for different funding subsidy and legislation
requirements.

The PTR form is a series of questions which the students answer and is recorded in the form.

Course Suitability

To ensure a Potential Student is enrolled into the most appropriate Approved Qualification that
suits them. the Student Support Officer conducting the PTR will discuss with the student:

e Their career goals and rational for wanting to undertake this course

e Their recent work history

e Their education

o Aself-assessment of their computer literacy

o If they have any special requirements that BAA may need to be aware of (these include
physical, medical, learning, or other needs that we may need to be aware of)

e Whether they can commit to the duration of the course and the number of classes per
week

e The amount of work they are required to undertake outside of class hours

o  Whether they may be eligible for Credit transfer or would like to apply for Recognition of
Prior Learning (RPL).

The Potential Student is advised on the most suitable Qualification, taking into account their
requests, the appropriate pathway to achieve their goals and their abilities.

Eligibility for apprenticeships and traineeships
A person seeking to undertake an apprenticeship or traineeship in NSW, must meet one of the
following citizenship or residency status eligibility requirements.
They must be:
e an Australian citizen; or
e aforeign national with permanent residency; or
e a New Zealand passport holder who has been resident in Australia for at least six months;
or
e hold one of the visa subclasses as listed under Visa Information for Apprenticeships and
Traineeships (see below).
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The provider or employer has a legal responsibility to ensure that their apprentice or trainee meets
the above requirements.

Visa information for apprentices and trainees

Work, study and live in Australia
e Visa holders MUST be able to work AND study in Australia to be eligible for an
apprenticeship or traineeship.
e Temporary Skills Shortage (TSS) Visa Subclass 482 does NOT allow the holder to study in
Australia (see 482 on the following page for further information and clarification).
https://education.nsw.gov.au/skills-nsw/apprentices-and-trainees/how-to-enrol/getting-
started/citizenship-visa-requirements-VET-eligbility

Steps to sign up

Refer to the “The 7 steps for starting your apprenticeship or traineeship” for more information on
becoming an apprentice or trainee.
https://education.nsw.gov.au/skills-nsw/apprentices-and-trainees/how-to-enrol/getting-started/7-
steps-for-starting-your-apprenticeship-or-traineeship

Eligibility for Government Subsidies Discussion

Eligibility criteria for government subsidies are discussed with the student to provide information
and ascertain whether the student may be eligible, whether they are eligible for a concession or fee
waiver, whether this will pay for the full or partial cost of their tuition fees. Discussion incudes how
completing the course under a government subsidy (if eligible) may affect their eligibility for future
funded courses.

Eligibility criteria for all Smart and Skilled Programs (except Smart and Skilled Entitlement
Apprenticeships and Traineeships Program)

These criteria do apply to the Smart and Skilled Entitlement Full Qualifications Program and the
Targeted Priorities Full Qualifications Program.

To be eligible for a Smart and Skilled Place Students must meet the following criteria

Type of training Eligibility criteria
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For all Smart and Skilled Programs (other live or work in New South Wales (determined (or a defined
than Entitlement Apprenticeships and NSW border) or

Traineeships Program) or live in a defined interstate NSW border area and is
Australian Aboriginal or Torres Strait Islander and
Australian citizen, permanent Australian resident,New
Zealand Citizen or humanitarian visa holder, and

aged 15 years or older, and

Has left school (except for registered home school
students)

A student must declare that the information they provide with regards to eligibility is true,
accurate, complete and not misleading.

CWABTS will sight and maintain acceptable evidence as detailed in Section 3 of the Smart and Skilled
Student Eligibility Policy: Accepted evidence.

Permanent residency

A person holding any visa that grants permanent residency in Australia satisfies section 2.1 (c)(ii) of
this policy, including Partner visas. Please visit the Department of Home Affairs website for
information on visa classes that grant permanent residency.

No longer in secondary school

To be eligible for Smart and Skilled, a student must have left school. A student who is still at school
and completing an apprenticeship or traineeship outside of their school studies is ineligible for
Smart and Skilled.

Note:

The eligibility requirement for a student to have left school includes having left by school education
or an alternative pathway in adherence with the NSW School Leaving Age Policy and the Education
Act 1990 (NSW) (www.austlii.edu.au/au/legis/nsw/consol_act/ea1990104/s21b.html) and the
Educational Amendment (School Leaving Age) Regulation 2009 (NSW).

NOTE: If a student who is legally required to attend school is intending to leave school to enrol with
CWABTS they will need to obtain an exemption from School. Refer to the section below “Exemption
from School”.

Home Schooled Students
Home schooled students who are registered by the NSW Education Standards Authority are eligible
for Smart and skilled.

A student who is still at school and completing an apprenticeship or traineeship outside of their
school studies is ineligible for Smart and Skilled. For example, students who are still in school may
seek enrolment into the following program types which will not have Smart and Skilled funding:

o a VET program on a part-time basis.
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. VET fee-for-service programs.

o VET in schools.

. A School-Based Apprenticeship/Traineeship (SBAT).
. a Head Start Apprenticeship/Traineeship (HSAT).

Eligibility criteria for Smart and Skilled Entitlement Apprenticeships and Traineeships Program

NSW apprentices and NSW new-entrant trainees undertaking traineeships on the NSW Skills List are
eligible to a government subsidy under this program for the qualification that supports their
apprenticeship or traineeship.

Type of training Eligibility criteria

For all Smart and Skilled O atthe time of Commencement is a NSW Apprentice or
Entitlement Apprenticeships and New Entrant Trainee and has an approved Training
Traineeships Contract in NSW; and

O the qualification that is being undertaken is on the
NSW Skills List; and

O the qualification that is being undertaken is shown on
their Training Contract.

NOTE: If a student who is legally required to attend School is intending to leave School to enrol with
CWABTS they will need to obtain an exemption from School. Refer to the section below “Exemption
from School”.

Eligibility Exceptions
e If a personis approved or registered as an Existing Worker Trainee, they will not be eligible
to receive Subsided Training in a Smart and Skilled Qualification that is associated with the
Training Contract for their existing worker traineeship.
e The Department may allow a Smart and Skilled Provider to treat a person, who does not fit
any of the above eligibility criteria, as being eligible to receive Subsidized Training under
Smart and Skilled.

Student Fee Arrangements

Fees payable including access to Fee-free initiatives, concessions and exemptions are dependent on
the program the student is eligible for. The eligibility discussion will include evaluating the
Prospective Student’s potential eligibility for initiatives, concessions and exemptions.

Refer to the following documents for acceptable evidence for fee categories and loadings.
e Appendix 1 of the Smart and Skilled Fee Administration Policy
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Concession
A concession fee is a discounted fee for a student who meets the criteria outlined below. A
concessions fee is a flat fee based on the qualification level.

A student who receives a specified Commonwealth Government benefit or allowance, as listed at
Appendix 2: Specified Commonwealth Government benefits and allowances for concession fees, is
eligible for a concession fee for a qualification up to and including Certificate

The student must be in receipt of the specified benefit or allowance at the time of enrolment to be
eligible.

The concession fee is also available to a student who is a dependant of a person receiving a
specified Commonwealth Government benefit or allowance. To be eligible for the concession the
student must be a dependant of a person receiving the benefit or allowance at the time of
enrolment.

There are no concessions for a student enrolling in a Diploma or Advanced Diploma.

CWABTS may sight or verify as evidence of eligibility, a concession card that shows the CRN and
clearly shows the benefit or allowance category. If this is not available refer to either of the
following for other options:
e Smart and Skilled Fee Administration Policy “Appendix 1 — Acceptable evidence for fee
categories and loadings”

Specified Commonwealth Government benefits and allowances for concession fees:

Age Pension Austudy
Carer Payment (see comments below) Disability Support Pension
Farm Household Allowance Family Tax Benefit Part A (maximum rate)
JobSeeker Payment Parenting Payment (Single)
Special Benefit Veterans’ Affairs Pensions
Veterans’ Children Education Scheme Widow Allowance
Youth Allowance
Note:

A NSW Apprentice on a JobSeeker Payment or a NSW Apprentice who is the dependant of a person
receiving a JobSeeker Payment is not eligible for a concession fee.
o A NSW New Entrant Trainee on a JobSeeker Payment or a NSW New Entrant who is the
dependant of a person receiving a JobSeeker Payment is not eligible for a concession fee.
e The Carer Payment is a specific benefit paid by the Commonwealth Government; this
category does not include the Carer Allowance or Carer Adjustment Payment.
e There are no concessions for a student enrolling in a Diploma or Advanced Diploma.

Exemptions and fee-free scholarships for eligible student cohorts

A student who falls into one of the following categories will qualify for fee-free training:
i.  an Aboriginal or Torres Strait Islander person.
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ii. astudent with a disability.

iii.  dependant child, spouse or partner of a recipient of a Disability Support Pension.

iv. Refugee or Asylum seeker (and eligible partners) — for training up to and including
Certificate IV.

V. recipient of a Fee-Free Scholarship — for training up to and including Certificate IV.

CWABTS must sight or maintain acceptable evidence as detailed in Smart and Skilled Fee
Administration Policy, “Appendix 1 — Acceptable evidence for fee categories and loadings”
and “Appendix 3 — Eligibility for Smart and Skilled Fee-Free Scholarships”.

Fee Exemptions
(i) Fee exemption for an Aboriginal or Torres Strait Islander student

* An Aboriginal or Torres Strait Islander student will be eligible for a fee exemption.

* Descent, self-identification or community identification is accepted as evidence of eligibility.
(ii) Fee exemption for a student with a disability
A student will be eligible for a fee exemption on the basis of disability if the student is:

* inreceipt of the Commonwealth Government Disability Support Pension, or

* documentary evidence that is assessed by the Provider and demonstrates a clear additional

need as a result of the student’s disability.

(iii) Fee exemption for a student who is a dependant of a person with disability
A student who is a dependent of a person with disability will be eligible for a fee exemption on the
basis of this category These students will need to provide documentary evidence to show they are a
dependant child, spouse or partner of someone who is receiving a Commonwealth Government
Disability Support Pension.
(iv) Fee-free training for Refugees and Asylum seekers (and eligible partners)
A refugee or asylum seeker (and their eligible partners) will be eligible for a fee exemption for Smart
and Skilled training up to and including Certificate IV provided they hold or held one of the visas
listed in Appendix 1: Refugees and asylum seekers of the Smart and Skilled Eligibility Policy.
These students will need to provide evidence of their visa documentation, or documentation such
as an ImmiCard where appropriate.

Smart and Skilled Fee-Free Scholarships
(v) Fee-free Scholarships
A student undertaking a full qualification up to and including Certificate IV may be eligible for a
Smart and Skilled Fee-free Scholarship if they are:
* aged between 15 and 30 (inclusive) at the start date for training and eligible for a
concession fee (i.e. a Commonwealth Government benefit recipient); or
* meet the Out-of-Home Care definition at the time of enrolment and are:
* aged 15-17 years and currently in out-of-home care; or
* aged 18-30 years and previously in out-of-home care; or
* aged 15 and over, and be able to disclose (self-declare) at enrolment that they meet the
domestic and family violence definition in Appendix 1 - Acceptable evidence for fee
categories and loadings.

A student is eligible for one scholarship per financial year and a maximum of two scholarships over
four financial years. There is a limit of 50,000 Smart and Skilled Fee-Free Scholarships per financial

CWBTS | RTO # 91138 | © City-Wide Building & Training Services Pty Ltd
CWBTS_Enrolment Process NSW V1.4.docx |08.01.2024 Page 8 of 33



CWBT'S

year. This limit does not apply to a student who meets the fee-free criteria who are living in social
housing in NSW or on the NSW Housing Register (waiting list); or a student who meets the out-of-
home care criteria for a fee- free scholarship.

Social Housing definition
For the purposes of the Smart and Skilled Fee-Free Scholarship scheme, “NSW Social Housing”
includes tenants of:
e public housing (owned and managed by the NSW Government or managed by a community
housing provider)
e community housing (owned and/or managed by community housing providers)
e Aboriginal housing (owned and/or managed by the Aboriginal Housing Office (AHO) and
Aboriginal Community Housing Providers)
e clients receiving crisis accommodation/supported accommodation (Specialist Homelessness
Services)
e clients receiving private rental assistance funded by Department of Communities and
Justice (for example: private rental subsidy, rental bond loans, tenancy guarantees)

Out-of-Home Care definition
The term ‘out-of-home care’ is defined in section 135 of the Children and Young Persons (Care and
Protection) Act 1985 and refers to children or young people who are cared for by a person other
than their parent, in a place that is not their usual home. Children and young people enter out-of-
home care because they are in need of care and protection. There are two main types of out-of-
home care:
e Statutory care - where the Children’s Court has made a Care Order placing the child or
young person in the parental responsibility of the Minister for Families and Communities
e Supported care - where the Secretary of the Department of Communities and Justice forms
the opinion that the child or young person is in need of care and protection.

Children and young people in out-of-home care usually reside with relative/kinship carers, foster
carers or in residential care services. It is up to Training Providers to ensure the student
understands what is meant by the terms “social housing” and “out-of-home care”.

Domestic and family violence definition

For the purposes of the Smart and Skilled Fee-Free Scholarship scheme, people who have
experienced or are experiencing domestic and family violence or their dependants must have a
letter of recommendation from a domestic and family violence service, refuge or other support
agency.

Fee-free Apprenticeships and Traineeships Initiative

A person who is eligible to receive Subsidised Training in the Smart and Skilled Entitlement
Apprenticeships and Traineeships Program is a person who:
a) atthe time of Commencement is a NSW Apprentice or New Entrant Trainee and has an
approved Training Contract in NSW; and
b) the qualification that is being undertaken is on the NSW Skills List; and
c) the qualification that is being undertaken is shown on their Training Contract.
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For a NSW New Entrant Trainee to be eligible, the qualification undertaken must be listed on the
NSW Skills List. All NSW apprenticeship qualifications are on the NSW Skills List.

Apprentice eligibility

NSW apprentices, including school based apprentices, who are funded under Smart and Skilled and
NSW apprentices funded through the Cross Border Contract, and who commence subsidised
training on or after 1 July 2018 are eligible. This includes:

1. Apprentices who commence subsidised training for the first time on or after 1 July 2018;
and

2. Apprentices whose apprenticeship is cancelled and subsequently recommence an
apprenticeship in the same vocation with a different employer, and recommence subsidised
training on or after 1 July 2018

3. Apprentices whose apprenticeship is cancelled and subsequently commence a new
apprenticeship in a new vocation with a same/different employer, and commence in
subsidised training on or after 1 July 2018

4. An apprentice who has completed an apprenticeship and is undertaking a subsequent
apprenticeship and is commencing the subsidised training in the subsequent apprenticeship
on or after 1 July 2018

For 2 and 3 above, this means that the apprentice must be awarded CT and/or RPL (where
relevant). This must be reflected in the Notification of Enrolment through the Provider Calculator
and reported in training activity data through eReporting.

Where this occurs, only the proportion of training that is undertaken after 1 July 2018 for the new
apprenticeship qualification is fee-free.

The Provider can validate the apprentice’s eligibility with the employer and may also use any other
information available to assist in assessing eligibility.

Specific apprentice exclusions from eligibility
A NSW apprentice who commenced subsidised training prior to 1 July 2018 and subsequently, on or
after 1 July 2018 recommences their subsidised training:

a) with the same Provider, and is employed by the same employer and in the same vocation,
or
b) changes Provider and remains party to a training contract with the same employer and in

the same vocation,
is not eligible for fee-free training. The apprentice must be granted CT and/or RPL and be subject to
reduced fees due to CT and/or RPL.

A student who commenced subsidised training under a School Based Apprenticeship prior to 1 July
2018 and then transitions to a full apprenticeship on or after 1 July 2018 are not eligible for fee-free
training for their full apprenticeship.

The Provider can validate the apprentice’s eligibility with the employer and may also use any other

information available to assist in assessing eligibility.
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Specific apprentice exclusions from eligibility

A NSW apprentice who commenced subsidised training prior to 1 July 2018 and subsequently, on or
after 1 July 2018 recommences their subsidised training:

a) with the same Provider, and is employed by the same employer and in the same vocation, or

b) changes Provider and remains party to a training contract with the same employer and in the
same vocation,

is not eligible for fee-free training. The apprentice must be granted CT and/or RPL and be subject to
reduced fees due to CT and/or RPL.

A student who commenced subsidised training under a School Based Apprenticeship prior to 1 July
2018 and then transitions to a full apprenticeship on or after 1 July 2018 are not eligible for fee-free
training for their full apprenticeship.
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Trainee eligibility

NSW trainees, including school based trainees, whose traineeship qualification is funded under
Smart and Skilled and who commence subsidised training on or after 1 January 2020 are eligible.
This includes:

1. Trainees who commence subsidised training for the first time on or after 1 January 2020.

2. Trainees whose traineeship is cancelled and subsequently recommence a traineeship in the
same vocation with a different employer, and recommence subsidised training on or after 1
January 2020.

3. Trainees whose traineeship is cancelled and subsequently commence a new traineeship in a
new vocation with the same/different employer, and commence in subsidised training on or
after 1 January 2020.

4. Atrainee who has completed a traineeship and is undertaking a subsequent traineeship and
is commencing the subsidised training in the subsequent traineeship on or after 1 January
2020.

Trainees who fit eligibility category 2 and 3 above, and in some scenarios 4, must be awarded CT
and/or RPL (where relevant). This must be reflected in the Notification of Enrolment through the
Provider Calculator and reported in training activity data through eReporting.

Where this occurs, only the proportion of training that is commenced and undertaken after 1
January 2020 in the new traineeship qualification is fee-free.

The Provider can validate the trainee’s eligibility with the employer and may also use any other
information available to assist in assessing eligibility.

Students are eligible for a maximum of three fee-free traineeships under the initiative.
Specific trainee exclusions from eligibility

A NSW trainee who commenced subsidised training prior to 1 January 2020 and subsequently, on or
after 1 January 2020 recommences their subsidised training:

a) with the same provider, and is employed by the same employer and in the same vocation,
or
b) changes provider and remains party to a training contract with the same employer and in

the same vocation,
is not eligible for fee-free training. The trainee must be granted CT and/or RPL and be subject to
reduced fees due to CT and/or RPL.

Student Information

Prior to enrolment Students will be provided with the following information via the Student
handbook or may access the information directly from the CWBTS website under the key links and
document tab:

e Fee Information
e Information regarding Recognition of Prior Learning and Credit Transfer, deferring or
discontinuing Subsidised Training (including any implication on fees)
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e Consumer protection information

e Information of what a student should do if they wish to defer or discontinue training
e How to access support and assistance during training

e Contact details for various support services within CWBTS

Refer to the CWBTS Fully Informed Students and Employers Policy for more details on the provision
of Student Information.

Notification of Enrolment Process

The Notification of Enrolment Process must be carried out simultaneously with the enrolment
process and must be completed before CWBTS delivers any Training to the student.

For all Smart and Skilled funded students who are ready to enrol (except SBAT), refer to the CWBTS
Smart and Skilled Notification of Enrolment Process to complete necessary actions.

Enrolment
On application for enrolment the Student will need to complete the CWBTS application for

enrolment form. This form will collect personal details about the Student including evidence of
eligibility and signatures as evidence of a Student’s eligibility to participate in training.

Obtain Eligibility Evidence

e All students must provide Proof of Identity.

e All students must meet school leaving age requirement or have obtained Exemption from
School. Refer to section “Under 17 Years of Age - Exemption from School”

o All students will be required to provide proof of meeting eligibility criteria. Refer to the
section “Eligibility Discussion” which lists the specific eligibility requirements for the
relevant program. The following table outlines the evidence required to meet each eligibility
requirement.

As per the Smart and Skilled Student Eligibility Policy, a student declaration is acceptable at
enrolment where a form of evidence is required to be sighted or collected by CWBTS. However,
the required evidence outlined in the below table, must be sighted or collected by CWBTS prior to
submitting Training Activity Data for an enrolled student who has commenced.

NOTE: The student’s name on their documents used for eligibility evidence and their USI must
match. Where the student is unable to provide eligibility evidence with their name matching the
name as per their USI, they will be required to update either their USI or their eligibility documents
before verification can be completed.

Refer to the following documents for acceptable evidence for fee categories and loadings.
e Appendix 1 of the Smart and Skilled Fee Administration Policy
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Proof of Address
As part of CWBTS’s entry process, we require that all students provide photographic ID evidence
including their current residential address.

CWBTS will seek one of the following:
e Current Drivers Licence
e Current Learners Permit
e Proof of Age Card
e ‘Keypass’ Card

Note: - a letter provided by the relevant roads authority while the student is awaiting their driver’s
Licence/learner permit card is acceptable.

Other Identity Document Options

If a student does not have a valid form of Photo ID as per the list above, the matter will need to be
referred onto the Student Admissions Team Leader for approval before the enrolment can be
finalised.

Other Identity Documents that may be considered:
e Marine Licence photo card.
e Firearm Licence photo card.
e Security Guard/Crowd Controller photo card.
e Australian Police Force Officer photo identity card.
Utility Bill in Student’s name
Lease
Bank Statement
Rates Notice

The PTR provides guidance to staff members as to the type of ID required.

Confirm Eligibility Status
Confirm to the student their eligibility for Subsidised Training and ensure the required evidence has
been collected.

Unique Student Identifier

As per the Student USI Policy, students who wish for CWBTS to create a USI on their behalf are
issued with the Privacy Notice for Students related to creating a USI, they will need to sign the
CWABTS USI Permission Form and supply valid ID. Students who request CWBTS to find their USI
agree and give permission in their enrolment form.

Parent Guardian Approval for Students under 18

Students under 18 at the time of enrolment need Parent/Guardian Approval. CWBTS obtains
parent/guardian approval during the enrolment process. Enrolment paperwork is sent to the
parent/guardian for signature as well as the student.

Sighting, Verifying and Retaining Evidence of Eligibility
Where any section above indicates a document must be sighted or verified, please use the table

below to determine sighting and verifying options.
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Below are the mechanisms for CWBTS to obtain verification of student eligibility documents:

MECHANISM

Over the Phone: Green ID
for Eligibility and
Concession

In Person: Photo of ID for
Eligibility and Concession

In Person: Dlgltal Wallet
for Concession

In Person: Express Plus
Medicare Mobile
application for Eligibility

ID VERIFICATION
Students are asked
verbal permission to
undertake Green ID
Online verification.

PROCESS

BAA verifies the student in Green ID, then
students are required to take a photo of
their ID and Concession where applicable,
and email to BAA.

This will ensure the ID verified is current, has
start and expiry dates, and is accepted by
the Department. BAA then retain a
transaction record showing the student’s
details were verified.

Original ID is
photographed by BAA
staff member. (Copies
of Green Medicare
Cards must be in colour
or they will not be
accepted if reproduced
in black and white).

Photo is printed out and BAA staff member
signs and dates that they sighted original
documentation.

Note in relation to evidence of concession
entitlement, BAA can sight and retain
correspondence from the card issuer
confirming that a concession is granted to an
individual.

ID via Digital Wallet is
provided by student.

Digital Wallet verification completed within
Pre-Training Review process. This includes a
declaration:

¢ name of the authorised delegate who
sighted the card

e date the card was sighted

e document number of the card

* name of card holder.

Green Medicare Card ID
is provided by student
via the Digital Express
Plus Medicare mobile
application.

Digital Express Plus Medicare mobile
application verification completed within
Pre-Training Review process. This includes a
declaration:

e name of the authorised delegate who
sighted the card

e date the card was sighted

e document number of the card

* name of card holder.
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Via Traditional Mail

Student does not have ID
with them in one of the
above scenarios, feels
uncomfortable with the
Green ID process or Green
ID verification is
unsuccessful.

Evidence sighted and
retained as part of a
previous enrolment

Original ID is
photographed or
photocopied by student
and the copy certified
by an Authorised
Certifier*. (Copies of
Green Medicare Cards
and Photo ID must be in
colour or they will not
be accepted if
reproduced in black and
white).

Student forwards certified copy via
traditional mail.

Original evidence
sighted and retained as
part of a previous
enrolment can be used
as evidence of
eligibility.

BAA can use original evidence sighted and
retained as part of a previous enrolment can
be used as evidence of eligibility

*Statutory Declarations Regulations 2018 - Schedule 2 for more information can be located at:
https://www.legislation.gov.au/Details/F2018L01296

The identification required will depend on whether the student is eligible for a government funded
subsidy, is paying for their course via government student loan or paying the course costs
themselves (or via a third party such as their Employer).

The PTR provides guidance to staff member as to the type of ID required for each payment option.

Submit the Training Contract ID:

CWBTS is responsible for obtaining and submitting an Apprentice/Trainee’s TCID to ensure correct

submission of data. Access the TCID from:
e The Enrolled Student; or

e The Employer; or

e The Australian Apprenticeship Network Provider; or
o The Training Contract search in the Portal
e CWBTS is sent a list of ‘“Approved’ TCs for their RTO and hence the TCIC weekly from IVETS.

CWBTS will record the TCID in the Enrolled Student’s VETtrak record.

Issue the Training Plan:

Before the commencement of training all Students will be issued with a training plan which will
include all units to be delivered and assessed for their qualification, Students will be required to sign
this training plan. Where a Student is an apprentice or trainee the training plan will also require a

signature from their Employer.

The Training Plan:
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e Includes the Enrolled Student’s name and their Commitment ID
e Includes name and contact details of CWBTS
e Specifies and directs the training activity for both CWBTS and the Enrolled Student
e Includes details of the support services that Enrolled students will receive from CWBTS
including if they:
o Are Australian Aboriginal or Torres Srait Islander
o Have a disability or
o Are long-term unemployed
e Includes any RPL and/or Credit Transfer granted

Please refer to the CWBTS Fully Informed Students and Employers Policy for details on the provision
of Student Information.

Under 17 Years of Age - Exemption from School

Each state has rules around the requirements for students under 17 to attend School. In some
cases a student may obtain an Exemption from School.

All students in NSW must complete Year 10 or be 17 years old before they can leave school.

NOTE: NSW students who have completed Year 10, but are younger than 17, may leave school if
they are engaged in full time study, employment, or a combination of the two (including an
apprenticeship or traineeship). For these purposes, "full time" is defined in the Act as a minimum of
25hpw. No official application for exemption is required.

CWABTS cannot ask for an exemption on a student’s behalf. The exemption process must be managed
by the student’s school and should involve the student and their parents/carers.

Typically, a student requiring an Exemption from School to undertake a traineeship or apprenticeship
program will have obtained an Exemption from School prior to enrolment with CWBTS.

Note: Students under 17 do not need an exemption if they are still attending school and are
enrolling in:

o a VET program on a part-time basis.

o VET fee-for-service programs.

o VET in schools.

. A School-Based Apprenticeship/Traineeship (SBAT).
o a Head Start Apprenticeship/Traineeship (HSAT).

The above programs are not Smart and Skilled funded. CWBTS will only accept a student who is
required to be attending School into one of the above programs unless they have obtained an
Exemption from School as detailed below.

The following requirements apply to students under the age of 17 who have not completed Year 10
and want to leave school to undertake a full time (as defined in appropriate award) apprenticeship
or traineeship:

1. Students who have not completed Year 9 may only leave school under extraordinary
conditions. They may lodge an application for exemption from enrolment for consideration
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with the Executive Director for the government school the child attends; OR for Non-
Government schools, Child Protection Services, NSW Department of Education. For further
details see Exemption from School Procedures policy.

2. Students who have completed Year 9, should lodge an application for exemption from
enrolment at school with their School Principal.

3. Students who have or have not completed the equivalent of Year 9 interstate, and who
have not commenced school in NSW (ie. do not have a NSW school principal), should lodge
an application for exemption from enrolment under special circumstance consideration
with the Executive Director for the government school the child would attend; OR for Non-
Government schools, Child Protection Services, NSW Department of Education.

NOTE: If a student gains an exemption to undertake an apprenticeship or traineeship, and that
apprenticeship or traineeship is cancelled before they turn 17, the NSW Education Act requires
them to return to school. Refer to the CWBTS “Student Support and Welfare Policy” and the “Smart
and Skilled Discontinuation, Transferring, Abandonment and Deferral of Training Policy.”

For further details see NSW’s Exemption from School Procedures policy.
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(The following is taken from the Smart and Skilled Student Eligibility Policy. Refer to Section 3.2: Evidence
Requirements)

3.2 Evidence requirements

The following table outlines the proof of eligibility requirements to access Smart and Skilled.
The Smart and Skilled Fee Administration Palicy outlines the proof of eligibility requirements
for fee-free training or fee concessions.

Requirement Evidence Evidence requirements
Proof of Identity:
1. Proof of identity . LSL walid USI at enrolment

Thee Prosdder muest srsure validity of the U= The
Departrmsent will also check validity with the w1
Reg sty

Smart and skilled eligibility:

.

Living or wworking in MSW

Liwingg in MBS
sy Comrmomaenith or MESW Sowvernrmesnt
imsued docwment providing evidenoe of
lrwing bocation, or
working i WS [if the student does not e in
HEW:
¢ empkoyer-ssued docurment confirming
empkoyment in BEW,

Evidence sghbed or
oollected by Providers

Citrenships Australian
citizern, Mew Tealand citizen
arnd permanent Sustralian
resident

Avetralian ctizen:

® Australian birth certificate; or

& Australion Possgsort; or

& Certificate of Saestralinn Citizenship
[Meturalisation Certificate); or

a Green Medicare Cand,

Mew Fealand citizen:

*  Mew Zealand birth certificate; or

*  Mew Zealand Pasport; or

»  Creen Medicare Cand,

Permanent Australisn resident:

* n Certificate of Evidence of Besident Steatus
[CERS], which confinms status asan
Australian permanent resident; or

* use thee Departrment of IMmmigration snd
Border Protection’s Wisa Entitherment
werificetion Online (WEWD) Facility to
confirm status as Australisn permanent
resident and check passport; or

»  Creen Medicare Cand,

Evidence sghbed or
collected by Provider

Hurmamitarisn visa holder
ard Partrier visa holder
[Refusgeme or asyhum seeker)

¢ Pelovant visa docurmentation; or

*#  ImmiCerd fwhere sppropriate]
If thi= student okds & Bridging vissa, the student
miust provide a docurment from the Deparbrment
of irmmigration arnd Border Brotection
acknowledging thet the bridging visa is linked
to an application for a humanitarnan visa,
For additional] inforrmation, refer to Appendix 10
Fefugees pnd asdum seekers,

Evidenoe sghted or
collected by Provider

Homie schaooled students

» Copy of ourrent certificate of homme
schooling registration, which dearly
indicates the penod of tirme for which the
studert will be home schooled

Evidence sghbed or
oollected by Provider

Dste of birth

»  LSHdatn

WSl checks date of birth

Registrabon s MW
apprentice or new entrant
traines

*  Training Contract identifier (TCID) nuember

Department systemn check
against detwils of
appnowed or registered
Training Contract stored in
thee Departrment'’s
database
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Requirement Evidence Evidence requirements

8. ear 1 completion or » Evidence thet student has met school Student

equivalent [if under T7) leswving nge requirernent declarationfgnature at
enralment

a Postoode for an Aborigine] or »  Ary Commonwenith, NSW Government or | Student
Torres Strait islander Person local council isswed docusment providing declaration/Sgnature at
e lives inspecific defined evidence of living location enralment
interstate NSW border areas

HOTE:

1. Where the evidence provided by the student is a copy of the original. the copy must be certified by
a person whao is on the list of approved witnesses who can verify documents. A list of which is
available at the Commaonwealth Attorney General's Department website at:
wanwagaovau/Publications/Pages/Statutorydeclarationsignatorylist. aspe

Students who are inmates with NSW Corrective Services

Students who are inmates in NSW correctional facilities do not have access to many of the documents
required to allow the Provider to assess eligibility for Smart and Skilled.
NSW Corrective Services records information in the Offender Integrated Management Systern (O1IMS)
which can verify:
=  Smart and skilled Eligibility:
o Living or working in NEW
o Citizenship: Australian citizen, Mew Fealand citizen and permanent Australian resident
o Humanitarian visa holder (Refugee or asylum seeker)

Providers must make arrangements with the correctional facility on how information to support eligibility
will be accessed/sighted. The sighting of information recorded on QIMS is deemed as sufficient evidence,
horwrever must be recorded by the Provider as per note 2 above.
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Appendix 1: Refugees and asylum seekers

1. Refugees and asylum seekers who hold particular visas are eligible for Smart and Skilled.
A student wheo holds one of the below humanitarian visas are eligible for Smart and
Skilled

i

Emergency rescue visa [Subclass 203)

Global special humanitarian programme visa (Subclass 202)

In-country special humanitarian programme visa (Subclass 200)

Protection visa |Subclass BeR)

Refugee visa [Subclass 200]

‘Womrmnan at Risk visa (Subclass 204)

Temporary visas

Bridging Visa A [BVA]

Bridging Visa B [BVH)

Bridging Visa C [BWVC]

Bridging Visa D (BVID)

Bridging Visa E (BVE)

Safe Haven Enterprise visa [Subclass 790)

Tempaorary Humanitarian Concemn visa (Subclass TBE)

Ternporary Hurmanitarian Stay visa (Subdass 449)

Tempaorary Protection visa (Subclass TAS)

Partner Visa

Partner [Provisional and Migrant) visa (subclass 309 100) - [Refer to
point 3 below)

Partner visa (subclass 820 801) - [Refer point 3 below)

2 Fora person who holds a Bridging Visa to be eligible under Srnart and Skilled, the
bridging visa must be attached to an application for a hurmanitarian visa eligible for
Smart and Skilled as listed above. The student must provide a document from the
Department of Immigration and Border Protection acknowledging application for a
humanitarian visa.

3. A person who helds a Partner (Provisional and Migrant) visa [subclass 309 100] or Partner
visa (subclass 820 801) must also provide evidence that their sponsor holds or held one of
the hurmanitarian visas outlined abowve.
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Appendix 2: Defined interstate border areas

Defined interstate border areas

One of the towns in the posteode arsa:
Australian Capital Territory:
2600 - 2612
2614 - 2617
2500 - 2906
2011 -2914
:.j::: ::: Territory: se4p)
Queensland:
Elanora 473
Curmumibzin 4273
Tugun 4224
Coolangatta 4225
Tallebudgera A8
Texas 4385
Goondiwindi 4350
Hebel 4486
Baollon 4488
Bungurmya 4454
Takwood 4495
Thallan 44597
Kioma 4498
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Victoria:

Nangiloc 3404
Red Cliffs 3496
Irymple 3498
Mildura 3500
Hattah 3501
Cabarita 3505
Echuca 3564
Koondrook 3580
Shepparton 3630
Yalca 3637
Kotupna 3638
Barmah 3639
Katunga 3640
Ulupna 3641
Cobram 644
Chiltern 3683
Rutherglen IGB5
Bamawartha 3688
Wodonga 3690
Boneqgilla 3691
Bandiana 3694
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Appendix 1: Acceptable evidence for fee

categories and loadings

(Should be read in conjunction with Section 3. Fee categories and eligibility)

Mote:

The Smart and Skilled Eligibility Policy outlines the acceptable evidence for Smart and

Skilled eligibility.

At enrolment, a student declaration is acceptable where a form of evidence is required to be
sighted or collected by the Provider. The required evidence, however, must be sighted or
collected by the Provider prior to submitting Training Activity Data for an enrolled student who

has commenced to ensure the student is charged the appropriate fee.

Requirement Evidence
Previous qualification vs first gualification fee

Evidence requirsments

1. Previous qualification ¥ Department’s omtem msy check sgainst

smart and skilled records andfor U=
mradernic ranscript reconds

Stucent
declaratiordsgrnatune st
enralrmernt

Concession fee eligibility:

= Concession Fee: * @ letter from the Cepartment of Human

Commarwealth Government Services (Centralink) confirming receipt of

Benefit Recipent the benehit. The letter should clesrby shoer
ther Centrelink Reference Humber [CRM)
and the beneft or allowance categony: or

* & ourrent concession card that shows the
CRHM and clearly showes the benefit or
allrwance categony, or

* & ourrent Centrelink inoome satement
that cleardy shows the CRM and the benehit
or allwance categony; ar

» any other evidence that clesrhy shows the
CRH and the benefit or allosanoe
category; or

»  docurmentany evidence from the
Cepartment of veterars afairs stating
their pension/berefits states or

*  for people: apphing for Austudy or Youth
Allowanoe, an appeoval letter from
Centralink that shows the CRM and
indicates that commencement date of
theeir benehit iswithin two weeks of their
enrolrment ar teeo weeeks within the date of
thee first class attendance or participation
ir training

Evidence sighted or
collected by Prowider

= Concemsion Fee: Dependant » & dependant child, spowse or partner of
of Commarveeslth someone who is receiving o specified
Government Beredit Commaormwealth Government berefit or
Recipient allowmnce, must provide documentary
evidernoe that Cenbrelink recognises the
student as the dependant
The evidence must clearky show the CRM of the
benefit or Commuomeealth Goverriment benefit
rsCipiert.

Evidence sighted ar
collectad by Prowider

Exermptions, waivers and fee-free training eligibility:

&, Fee Exermiption: Abariginal M,
prerson or Tornes Strait
Islardder parson

Studenit
declaratiorysgratune
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Inmates

Requirement Evidence Evidence requirements

E. Fee Exernption Person with s & letter from Centrelink confirming receipt | BEvidenos Sghted or
Drisa bility of the Disability Support Pension. The collected by Provider

letter Should clearhy show the Centrelink
Reference Murnber [CRNY or

¢ & current Disa bility Pensoner Concession
Covred Ehask sheoes the CORING or

* @ current Centrelink inoome satement for
the Disability Support Pension, which
clearky showes that income i for the
ditmsbiliby pension and also Showes the CRM
ar;

¢ & completed NSW School Leswer Indnddusl
Trarsition Plan that clearky identifies the
stusdent’s disability; or

¢ any other evidence that clearhy shows ghe
CRM and confirms receipt of the Disability
Support Bension; ar

¢ docurmentany evidence of supgsort
dermaorstrating o clear sdditional need as o
result of the student™s disability. This
evicheroe must be s letter or statemeant
from:

" & medical practitioner; or

" an appropriate government agency such
ms Veteran's Affirs or 8 TAFE NSW teacher
oonsultant [for & student with & disability),
& sehwsnl cownsellor or special education
coordinator, Centrelink, o Desakiliby Senvice
Provider, or a Job Capacity Assessor; or

B & cpecialist allied health professionasl
{including a rehabilitation coun==llar,
peychologist, speech pathologest, or
oocupatiorsl therspist).

& Fee Exermiption: Dependant s Docurmentary evidence that Centrelink Evidence sighted or
of & parson with a disability recognises the student as & dependant oollected by Provider

child, spouse or partner of someone who s
receiving a Commormsealth Gowernment
Disability Suppart Paersion.
Thie evidence should clearly show the Centrelink
Reference Mumbser (CRN) of the Dissbility
Suppart Penson recipient.

7. Fee Waiver Refugee or s Delevwnnt visa documentation; or Evidence dghted or
Asylum Seeker (and their » Immicard fwhere appropriste) collected by Provider
Partrers} If the student holds o Bridging Visa, the student

miust provide a docurment from the Deparbment
of Immigration and Border Protection
acknowledging that the bridging visa is linked
to an application for a humanitarian visa.
Hote: eligible Partners must also provide
evidences that their visa sponsor bolds or beld
one of the eligible hurmanitarian veas
a. Fee-free training - Studernt

Fae-free Scholarship
fConoession aligible)

® 4G per reguirement 2 .or 3, Conoession Fee

A concession student who meests the
requirements for Social housing status will
[ pivEn Erioritys

decla ration/sSgnature st
enrolment

CWBTS | RTO #91138 | © City-Wide Building & Training Services Pty Ltd
CWBTS_Enrolment Process NSW V1.4.docx |08.01.2024

Page 25 of 33



CWB'ITS

Requirement

a, Fee-free trairing -

Fee-Free Scholarship
[out-of-Home Core eligible)

Evidence
For a student currenthy in out-of-home care:
¢ i oopy of the Children's Cowrt Care Order,
ar
s i copy of the ‘Confirmation of Placement’
le=gker, ar
® & |etter from Farmily and Community
Services ar the Cut-of-Horme Care
Designoted Agency verifying that the
stusdent is in statutory or supported coare, or
v oy other evidence which clearky shows
that the student is inoout-of-homes csne.
For a student previowshy in out-of-home core:
¢ i oopy of the expired Children's Court Care
Order, or
o oopy of the ‘leaving care” ketter from the
Minister for Family and Communidty
SErvices, or
® & etter from Farmily and Commurity
Services verifying the student was
presgioushe in statutorny or supported care,
ar
v oy other evidence which clearky shows
that the student was previowshy inoout-of-
ez care

Evidence requirements

Evidence sighbed or
collected by Prowider

. Fee-free trairing -
Fee-Free Scholarship
{Domestic and Farmibe
wvinlenoe aligibde)

A letter of recommendation is required from a
domestic and Bamiby violence service, refuge or
other support agency =wch as:
¢ Legal Aid MW through their Women's
Davmiestic Wiolence Cowrt Adhvocacy
SErvices, or
¢ Organisstions who provide Integrated
Domiestic Farmily Violence Serdoes, or
¢ Organisstions who provide Stowing Horme,
Leoniing Violence services, or
»  Organisstions who deleer Specialist
Homielemness Services [i.e refuges and
crisis scoommodation], or
¢  Domestic Yiolence HSW, ar
iy other organesation which clearky
shiows that the student is or has besn
previoushs recenving support services for
domestic and famik viclence [for ecample
& non-goverrrment organisation or charity
that i =elf-funded).

Evidence sighbed or
collected by Prowider

L Fee-free trairing -
Fee-free apprenticeships

¢ [Date of commencement of Smart arnd
Skilled trairing must be 1 July 2018 or later

For additional information, refer to Appendix -
Fee-free Apprenticeships

Student
diecla ratiorysgnature st
enrolrment

1z Fee-free training - Fee-fres
Traineeships

¢ [Date of commencement of Smart arnd
Skilled trairing must be 1 Jorwusry 20020 or
lester
For sdditional information, refer to Appendix 5:
; - hi

Student
diecla ratiorysgnature st
enrolrment

LS MEW Fes Free

M,

smart and Skilled eligible
student anrolbd in a MSW

Fee Free gualification

T, ME5W Fee Free - Velaran

DA Wit Cand.

Evidence sghbed or
collected by Prowider

LA MSW Fee Free — Yataran's
Recognised Partner (includes
Spouse, Recognised Defocto
or Ex-SpoussRecognised
Diefmcio]

*  Statutory Declaration

Evidence sghbed or
collected by Prowvider
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Requiremsent
Loading to Provider: Evidence Requirements

Evidence Evidence requirements

L= Meads Luadin-u:.ﬁb-:hrininul ¥ A student that meests eligibilitpfevidence requirements for & fes
Eerson or Tommes Strat evemption based on being Aboriginal or Torres Strait Islander person will
Ishynder person autormatica by attract o loading (@s per reguirement £)
LS Mesds Loading: Person with ¥ A student that mests eligibilitgfevidence requirements for & fes
Diisability exemption based on disability will avtometicalby attrect & loading (as per
requiremient 51
Dependants of a recipient of a Disability Support Pencion do not attract 2
losding.
8. Meeds Long-term ¥ A letter from Employment Service Provider is requined.
wniEmipoyved person - owver T2
rmmeointhes
0. | Location '-'3'3':_“"":'5 Residential | pyidernce sighted or collected of any Commanwealth, HSW Government or
address - regional or remote local council mmued doecument providing evidenoe of living location
MHOTE:

Where the evidence provided by the student is a copy of the ariginal, the copy must be certified by
a person wha is on the list of approved witnesses who can verify docurments. A list of which is
available at the Commonwealth Attorney General's Departrment website at

 au/Publications/P . leclarationsi i

Students who are inmates with NSW Corrective Services

Students who are inmates in NSW correctional facilities do not have access to many of the documents
required to allow the Provider to assess program or fee eligibility.

MW Corrective Services records information in the Offender Integrated Management System (CIMS)
wihich can verifiy:

Srmart and skilled Eligibility:

o Liviireg oor wiorking im MW
o Citizenship: Australian citizen, Mew fealand citizren and permanent Australian resident
o Refugee or Asylum sseker

Concession, exemptions, fee-free scholarship and other fee-frea training eligibility:

Disability status

Commonwealth benefit status

Domestic and Family Vialence status
Refugee or Asylum sseker — as above

Providers must make arrangements with the correctional facility on how information to support eligibility
will be accessedisighted. The sighting of information recorded on OIMS s deemed as sufficient evidence,
hrorwever must be recorded by the Provider as per note 2 abowve,
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Appendix 2: Specified Commonwealth
Government benefits and allowances for
concession fees

Commomarealth Government benefits and allowances

Age Pension Austudy

Carer Payment [==e comment below) Disability Support Pension

Farm Household Alkwance Family Tax Benefit Part A (maximum rate)
JobSesher Payment Parenting Payment [Single)

Special Benefit Veterans' Affairs Pensions

Veterans' Children Education Scheme Widow Allowance

Youth Allswance

Comments:

= A NSW Apprentice on a JobSeeker Payment or a NSW Apprentice wiho is the dependant of a
pesan receiving a JobSeeker Payment is not eligible for a concession fes

= A MNEW Mew Entrant Traines on a JobSeeker Payment or a M5W Mew Entrant who is the dependant
of a persan receiving a JobSesker Payment is not eligible for a concession fee.

= The Carer Payment is a specific benefit paid by the Commomwealth Government; this categony
does not include the Carer Allpwance or Carer Adjustment Payment

Changes to Commonwealth benefits and allowances affecting Smart and
Skilled concession fees - JobSeeker Payment

From 20 March 2020, the Commoraealth Government introduced a new JobSeeker Paymment as the main
wiorking age payment for people bebwean 22 years old to Age Pension age. &5 a result, five current
wiorking age payments eligible for a concession fee under Smart and Skilled will be progressively
consolidated or ceased.

Four payments which have ceased from 20 March 20020 and have been replaced by the new JobSeeker
Payment are:

= Mewstart Allowance.
= Wife Pension.

= Sickness Allowance.
= Widow B Pension.

Thie Widow Allowancoe, which also attracts a concession fee, will transition in 20022 as recipients reach Age
Pension age.
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Appendix 3: Eligibility for Smart and Skilled
Fee-Free Scholarships

To be eligible for a Smart and Skilled Fee-Free Scholarship, a student must first meet the rules for the
relevant program. A Smart and Skilled eligible student undertaking a full gualification up to and incleding
Certificate IV may be eligible for a Smart and Skilled Fee-Free Scholarship if they are:

= aged between 15 and 20 (inclusive) at the start date for training and eligible for a concession fee [ie
a Commoreealth Government benefit recipient); or

=  meet the Out-of-Home Care definition at the time of enrolment and are:
o aged 15-17 years and currenthy in out-of-home care, or
o aged 18-30 years and previously in out-of-home care; or

= aged 15 and over, and be able to disclose [self-declare) at enrolment that they meet the domestic
and family violence definition below.

A student is eligible for one scholarship per financial year and a maximum of bwo scholarships over four
fimancial years. There is a limit of 20,000 Smart and Skilled Fee-Free Scholarships per financial year. This
lirmit does not apply toa student who meets the fee-free criteria wiho are ving insocial housing in MSW or
on the N5W Housing Register fwaiting list); or a student who meets the out-of-home care criteria for a fee-
free schaolarship.

Social Housing definition
For the purposes of the Smart and Skilled Fee-Free Scholarship scheme, "M5W Social Housing™ includes
tenants of:

= public housing [paned and managed by the M5W Government or managed by a community
housing provider)

=  community housing {owned andfor managed by community housing providers)

= Ahoriginal housing (owned andfor managed by the Aboriginal Housing Office (AHCY and Aboriginal
Cormmunity Housing Providers)

= clients receiving crisis accommodation/supported accommodation [Specialist Homelessness
Services)

= clients receiving private rental assistance funded by Department of Communities and Justice (for
examiple: private rental subsidy, rental bond loans, tenancy guarantees)

Out-of-Home Care definition
The term ‘out-of-home care’ is defined in section 135 of the Children and Young Persons [Core and
Protection) Act 1985 and refers to children or young people who are cared for by a person aother than their

parent in a place that is not their usual home., Children and young people enter out-of-home care becauss
they are in need of care and protection. There are bwo main types of out-of-home care:

+ Statutory care - where the Children’s Court has made a Care Order pladng the child ar young
persan in the parental responsibility of the Minister for Families and Communities

= Supported care - where the Secretary of the Department of Communities and Justice forms the
opinion that the child or young person is inneed of care and protection.

Childran and young people in out-of-home care usually reside with relative/inship carers, foster carers or
in residential care services. It is up to Training Providers to ensure the student understands what is meant
by the terms "social housing™ and “out-of-home care”.

Domestic and family viclence definition
For the purposes of the Smart and Skilled Fee-Free Scholarship scheme, people who have experienced or
are experiencing domestic and family violence or their dependants must have a letter of recommendation
from a domestic and family violence service, refuge or other support agenacy.
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Appendix 4: Fee-free Apprenticeships

Apprentice eligibility
MEW apprentices, including school based apprentices, who are funded under Smart and Skilled and MSW
apprentices funded through the Cross Border Contract, and who commence subsidised training on ar
after 1 Juby 2018 are eligible. This includes:

1. Apprentices who commence subsidised training for the first time on or after 1 July 2018; and

2. Apprentices whose apprenticeship is cancelled and subsequently recommence an apprenticeship
in the sarme wocation with a different emiployer, and recommence subsidised training on or after |
July 2008

A Apprentices whose apprenticeship is cancelled and subssquently commence a new

apprenticeship in a new vocation with a samefdiferent emiployer, and commence in subsidised
training on or after 1 Juby 2018

4 An apprentice who has completed an apprenticeship and is undertaking a subsequent
apprenticeship and i commencing the subsidised training in the subsequent apprenticeship o or
after 1 Juby 2018

For 2 and 3 above, this means that the apgrentice must be awarded CT and/or RPL [where relevant). This
must be reflected in the Motification of Enrolment throwgh the Provider Calculator and reported in
training activity data through eReporting.

Where this ococuwrs, only the proportion of training that is undertaken afuer 1 July 2018 for the new
apprenticeship gualification is fee-free.

The Provider can validate the apprentice’s eligibilivy with the employer and may also use any other
information available to assist in assessing eligibility.

Specific apprentice exclusions from eligibility

A NSW apprentice who commenced subsidised training prior to 1 Juby 2008 and subsequenthy, on or after 1
Juby 2018 recommences their subsidised training:

a)  with the same Provider, and is employed by the same employer and in the same vocation, or

b changes Provider and remains pary 1o a training contract with the same emplayer and in the
=ame voacation,

is ot eligible for fee-free training. The apprentice must be granted CT andfor BPL and be subject to
reduced fees due to CT and/or RPL

A student who commenced subsidised training under a School Based Apprenticeship prior to 1 July 2008
and then transitions to a full apprenticeship on or after 1 July 2018 are not eligible for fee-free training for
their full apprenticeship.

Legislative requirement

Under the Apprenticeship and Traineeship Act 2011 (M5W). a Provider must develop an apprentice’s
training plan in conjunction with the employer to ensure their capacity to support the proposed training
arrangement. Providers must also report to the Department certain issues in relation to employer
performance if identified.

Contractual compliance

The provider must comiply with the policy and act in good faith. In particular, a Provider must not
withdraw an apprentice whio has started training prior to 1 July 20018 and re-enrol them with a start date of
1 July 208 or later of their owm wvolition or at the request of the employer and or apprentice for the financial
gain of one or more parties.

CWBTS | RTO #91138 | © City-Wide Building & Training Services Pty Ltd
CWBTS_Enrolment Process NSW V1.4.docx |08.01.2024 Page 30 of 33



CWB'ITS

Provider communication about fee free apprenticeships

Clause 13 of the Smart and Skilled Operating Cuidelines states that the 'The Provider connot suggest, or
aflw there to be ony misunderstonding, that the Subsidised Troining is Tree of charge', discounted or
subsidised by the Provider or any ather third porty’ inorelation to amy communications abowt Smart and
Skilled.

In communications related to apprenticeship training offered under Smart and Skilled, the Provider
should use the following: Youw moy be eligible for fee free opprenticeship troining. [Prosvider to insert
instructions to check eligibility with their orgonsotion |

The Department will monitor complianoe with this policy, in accordance with clause 13 of the Smart and
Skilled Contract Terms and Conditions.

Where the Department identifies a failure to comply with the Smart and Skilled Contract (including
palicies and operating guidelines), this will be considered an Event of Default which may lead to
suspension or termination of a Provider's Smart and Skilled Contract.
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Appendix 5: Fee-free Traineeships

Trainee eligibility
MEW trainees, including school based trainess, whose traineeship qualification is funded under Smart and
Skilled ard who commence subsidised training on or after 1 Januany 2020 are eligible. This includes:

1. Trainess who commence subsidised training for the first time on or after 1 Januany 2020,

2. Trainess whiose trainesship is cancelled and subsaquently recormmence a trainseship in the same
vocation with a different employer, and recommence subsidised training on or after 1 Januany 2020,

A Trainees whioss trainesship is cancelled and subsaquently commences a new trainesship in a new
vocation with the samefdifferent employer. and commence in subsidised training on or after 1
Januany 2020,

4 Atraines who has completed a trainesship and & undertaking a subsequent traineeship and is
commencing the subsidised traiming in the subsequent traineeship on or after 1 Januany 2020.

Trainees wiho fit eligibility category 2 and 3 above, and in some scenarios £, miust be awarded CT andfar
RPL where relevant). This must be reflected in the Notification of Enrolment through the Provider
Calculator and reported in training activity data through eReporting.

Where this cocurs, only the proportion of training that is commenced and undertaken after 1 Januany 2020
in the mew trainesship qualification is fee-free

The Provider can validate the trainee’s eligibility with the employer and may also uss any other
information available to assist in assessing eligibility.

Students are eligible for a maximum of three fee-free traineeships under the initiative.
Specific trainee exclusions from eligibiliy

A MNSW trainees who commenced subsidised training prior to 1 Janwany 2020 and subseguently, on or after 1
Januwany 2020 recommences their subsidisad training

a) with the same provider, and is employed by the same emiployer and in the same vocation, or

bl changes provider and remains party to a training contract with the same employer and in the
sAme wocation,

is mot eligible for fee-free training. The traines must be granted CT and/or BPL and be subject to reduced
fees due to CT and/for BPL

Legislative compliance

Urder the Apprenticeship and Trainseship Act 2011 (M5W]. a Provider must develop a trainee's training
plan in conjunction with the employer to ensure their capacity to support the proposed training
arrangermant Providers must also report to the Department certain issues in relation o ermployesr
performance if identified.

Contractual compliance

The Provider must cormply with this policy and act ingood faithe In particular, a Provider must not
withidras a traines who has started training prior ta 1 Janwany 2020 and re-ennol themwith a stant data of 1
January 2020 or later of their own vaolition or at the request of the employer andior trainee for the financial
gain of one or more parties.

Providers must also not delay commencing students with a planned start date in 20019 until 1 Janwany 2020
or later in order to make them fee free. The Department will monitor compliance with this policy, in
acoordance with clause 12 of the Smart and Skilled Contract Terms and Conditions.

Where the Department identifies a failure to compdy with the Smart and Skilled Contract [including
paolicies and operating guidefines), this will be considered an Event of Default which may lead to
suspenson of termination of a Provider's Smart and Skilled contract.
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Provider communication about fee free traineeships

Clause 13 of the Smart and SHilled Operating Guidelines states that the 'The Prowvider cannot swggest, or
allow there to be amy misundearstonding, that the Subsidised Training is Tree of charge ), disoounted or
submidisad by the Provider or any ather third porty’ inorelation to amy cormmunications about Smart and
Skilled.

In communications related to apprenticeship training offered under Smart and Skilled, the Provider
should use the following: You moy be eligible for fee free apprenticeshie training. [Provider to insert
instructions to check eligibility with their organsation ]

The Department will monitor compliance with this policy, in accordance with clause 13 of the Smant and
Skilled Contract Terms and Conditions.

Where the Department identifies a failure to comply with the Smart and Skilled Contract (including

palicies and operating guidelines), this will be considered an Event of Default which may lead to
suspension or kermination of a Provider's Smart and Skilled Contract.

CWBTS | RTO #91138 | © City-Wide Building & Training Services Pty Ltd
CWBTS_Enrolment Process NSW V1.4.docx |08.01.2024 Page 33 of 33



	Overview
	Notification of Enrolment Process
	Students Returning after Deferral
	Students Transferring In to CWBTS
	Student transitioning from superseded qualifications

	Prior to Enrolment
	Pre-Training Review

	Course Suitability
	Visa information for apprentices and trainees
	Work, study and live in Australia

	Steps to sign up

	Eligibility for Government Subsidies Discussion
	Eligibility criteria for all Smart and Skilled Programs (except Smart and Skilled Entitlement Apprenticeships and Traineeships Program)
	Permanent residency
	No longer in secondary school
	Home Schooled Students

	Eligibility criteria for Smart and Skilled Entitlement Apprenticeships and Traineeships Program
	Eligibility Exceptions
	Student Fee Arrangements
	Concession
	Exemptions and fee-free scholarships for eligible student cohorts
	Fee Exemptions
	Smart and Skilled Fee-Free Scholarships

	Fee-free Apprenticeships and Traineeships Initiative
	Apprentice eligibility
	Specific apprentice exclusions from eligibility
	Specific apprentice exclusions from eligibility
	Trainee eligibility



	NSW trainees, including school based trainees, whose traineeship qualification is funded under Smart and Skilled and who commence subsidised training on or after 1 January 2020 are eligible. This includes:
	1. Trainees who commence subsidised training for the first time on or after 1 January 2020.
	2. Trainees whose traineeship is cancelled and subsequently recommence a traineeship in the same vocation with a different employer, and recommence subsidised training on or after 1 January 2020.
	3. Trainees whose traineeship is cancelled and subsequently commence a new traineeship in a new vocation with the same/different employer, and commence in subsidised training on or after 1 January 2020.
	4. A trainee who has completed a traineeship and is undertaking a subsequent traineeship and is commencing the subsidised training in the subsequent traineeship on or after 1 January 2020.
	Trainees who fit eligibility category 2 and 3 above, and in some scenarios 4, must be awarded CT and/or RPL (where relevant). This must be reflected in the Notification of Enrolment through the Provider Calculator and reported in training activity dat...
	Where this occurs, only the proportion of training that is commenced and undertaken after 1 January 2020 in the new traineeship qualification is fee-free.
	The Provider can validate the trainee’s eligibility with the employer and may also use any other information available to assist in assessing eligibility.
	Students are eligible for a maximum of three fee-free traineeships under the initiative.
	Specific trainee exclusions from eligibility

	A NSW trainee who commenced subsidised training prior to 1 January 2020 and subsequently, on or after 1 January 2020 recommences their subsidised training:
	a) with the same provider, and is employed by the same employer and in the same vocation, or
	b) changes provider and remains party to a training contract with the same employer and in the same vocation,
	is not eligible for fee-free training. The trainee must be granted CT and/or RPL and be subject to reduced fees due to CT and/or RPL.
	Student Information
	Notification of Enrolment Process
	Enrolment
	Obtain Eligibility Evidence
	Proof of Address
	Other Identity Document Options


	Confirm Eligibility Status
	Unique Student Identifier
	Parent Guardian Approval for Students under 18


	Sighting, Verifying and Retaining Evidence of Eligibility
	Submit the Training Contract ID:
	Issue the Training Plan:
	Under 17 Years of Age - Exemption from School

