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Introduction 

This information booklet is designed to provide you with information about the services 

provided by the Skills Compliance and our approach to providing you a safe, fair, and 

supported environment to participate in training and assessment. This handbook does not 

provide you with specific information about a particular course offered by Skills Compliance. 

This information is contained in the Course Brochure which is supplied separately.  

What is a Registered Training Organisation (RTO)? 

A Registered Training Organisation (RTO) is an organisation accredited by the Australian 

Skills Quality Authority (ASQA) which is the national regulator for Australia's vocational 

education and training sector. ASQA regulates courses and training providers to ensure 

nationally approved quality standards are met. 

Meet the requirements of ongoing registration 

As a registered training organisation (RTO), we must ensure we are delivering quality training 
and assessment for individual students, industry and the vocational education and training 
(VET) sector.  

The chief executive of every ASQA RTO signs a declaration under the Statutory Declarations 
Act 1959 stating that he or she: 

• accepts responsibility for ensuring the organisation complies with the VET Quality 
Framework and all other applicable conditions of registration, and 

• will ensure the organisation cooperates with ASQA in all audit and monitoring 
activities.  

An RTO must ensure it complies with the conditions of its registration throughout the period of 
its registration. These conditions can include those that are described within the National 
Vocational Education and Training Regulator Act 2011 and apply to all RTOs, and those 
imposed by ASQA on the registration of a particular RTO. 

As an RTO, our obligations include: 

• complying with the requirements of the VET QUALITY FRAMEWORK  
• notifying ASQA of any material change or event) 
• giving ASQA information that is lawfully requested 
• cooperating with ASQA  
• complying with ASQA’s standards, and 
• complying with any other conditions that ASQA may impose (RTOs are notified in 

writing of any conditions, or changes to conditions, imposed on their registration). 

If you require any further information regarding the responsibilities and compliance required 

of Skills Compliance Pty Ltd, please do not hesitate to contact us at: 

 compliance@skillscompliance.edu.au. 

https://www.asqa.gov.au/about/asqa/key-legislation/vet-quality-framework
https://www.asqa.gov.au/resources/forms/notification-material-change-or-event-asqanet
https://www.asqa.gov.au/students/student-record
https://www.asqa.gov.au/about/asqa/key-legislation/standards-rtos
mailto:compliance@skillscompliance.edu.au
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About Skills Compliance 

Skills Compliance is a Registered Training Organisation (RTO No: 41382) providing high-

quality training to students in Australia. Skills Compliance has modern, up to date facilities, 

and boasts a team of qualified and dedicated Trainers. You can find out more about Skills 

Compliance at the following website: 

www.skillscompliance.edu.au 

Skills Compliance works with selected approved Third Parties (other Training Organisations 

and RTOs) to deliver Training and Assessment. Where a Third Party is engaged in delivery of 

training and assessment for students, they are: 

• Advised of the Third-Party conducting the training and assessment 

• Provided with a key contact within the management of the Third Party 

Where delivery is under a Third-Party Agreement, it means that you are fully enrolled with 

Skills Compliance, and that Skills Compliance is your RTO. We are responsible for all matters 

related to your delivery including complaints, appeals, feedback, student support, issue of 

qualifications etc. Only Skills Compliance is authorized to collect fees from students. 

Third Party Training Arrangement with Inbound Aviation Pty Ltd 

 

This information is for students having training and assessment delivered by Inbound 

Aviation Pty Ltd. 

Overview 

Skills Compliance Pty Ltd has entered into a Third Party Agreement with Inbound Aviation 

Pty Ltd (RTO 46801) for the delivery and assessment of selected aviation qualifications. 

Under this arrangement, Skills Compliance Pty Ltd remains the Registered Training 

Organisation (RTO) and is responsible for your enrolment, issuance of your qualification, 

tuition fees, VET Student Loans administration and compliance with the Standards for 

Registered Training Organisations and the VET Student Loans program. 

Inbound Aviation Pty Ltd is responsible for delivering your training and assessment on behalf 

of Skills Compliance Pty Ltd. 

This partnership allows more eligible students to undertake the AVI50222 Diploma of 

Aviation (Commercial Pilot Licence – Aeroplane) and AVI50519 Diploma of Aviation 

(Instrument Rating – Aeroplane) with Inbound Aviation while accessing available VET 

Student Loans (VSL) through Skills Compliance Pty Ltd. 

VET Student Loans are available only to eligible students. A VET Student Loan gives rise 

to a debt that is repayable to the Australian Government. Eligibility requirements and loan 

conditions apply. 

How the arrangement works 

You will apply for your course through Inbound Aviation. 

http://www.skillscompliance.edu.au/
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Your enrolment will be processed by Skills Compliance Pty Ltd, and you will be enrolled as 

a student of Skills Compliance Pty Ltd for the purposes of your nationally recognised 

qualification and, where applicable, VET Student Loans. 

Inbound Aviation will deliver your training, practical flight instruction, assessment and day-to-

day student support on behalf of Skills Compliance Pty Ltd. 

Upon successful completion of your course, Skills Compliance Pty Ltd will issue your 

nationally recognised qualification. Inbound Aviation will also provide you with a Letter of 

Graduation recognising that your aviation training and assessment were undertaken with 

Inbound Aviation. 

Who do I contact? 

Contact Inbound Aviation for: 

• Course enquiries 

• Flight training 

• Classroom training 

• Practical training and assessment 

• Attendance and scheduling 

• Academic support 

• Student support services 

• Accommodation enquiries and accommodation fees 

• Non-tuition fees, including accommodation and over-fly fees 

Please also refer to the Inbound Aviation Student Handbook for information about training 

delivery, attendance requirements, student conduct, operational procedures and day-to-day 

student support (insert link). 

Contact Skills Compliance Pty Ltd for: 

• Enrolment administration 

• Tuition fees 

• VET Student Loans applications and administration 

• Census dates 

• Tuition fee notices 

• Tuition fee refunds 

• Complaints and appeals relating to your enrolment, VET Student Loans or tuition 

fees 

• Issuing your qualification 

• Regulatory compliance and student records 

Please refer to the Skills Compliance Student Handbook and Policies for further 

information www.inboundaviation.com.au 

Fees 

All tuition fees and VET Student Loans administration are managed by Skills Compliance 

Pty Ltd. 

http://www.inboundaviation.com.au/
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Inbound Aviation may collect non-tuition fees directly associated with services it provides, 

including accommodation, over-fly fees and other approved non-tuition charges. These 

arrangements are separate from your tuition fees and are between you and Inbound 

Aviation. 

Student Handbooks 

As a student enrolled with Skills Compliance Pty Ltd, you are required to comply with the 

policies and procedures contained in the Skills Compliance Student Handbook. 

Because your training is delivered by Inbound Aviation Pty Ltd, you must also comply with 

the operational policies, procedures and requirements contained in the Inbound Aviation 

Student Handbook, including those relating to attendance, training delivery, flight 

operations, safety and student conduct. 

Together, these documents explain your rights and responsibilities throughout your course. 

Where there is any inconsistency, the policies of Skills Compliance Pty Ltd, as the 

Registered Training Organisation, will prevail in matters relating to enrolment, tuition fees, 

VET Student Loans and regulatory compliance. 

This partnership combines the expertise of both organisations, providing students with high-

quality aviation training delivered by Inbound Aviation while remaining enrolled with Skills 

Compliance Pty Ltd and, where eligible, accessing VET Student Loans. 

Assessment Decisions, Complaints and Appeals 

As Inbound Aviation delivers your training and conducts your assessments, any questions, 

concerns or requests for review of an assessment decision should, in the first instance, be 

directed to Inbound Aviation and managed in accordance with the Inbound Aviation 

Complaints and Appeals Policy. 

If your concern is not resolved through Inbound Aviation's internal process, or you are 

dissatisfied with the outcome, you may escalate the matter to Skills Compliance Pty Ltd. 

As the Registered Training Organisation (RTO), Skills Compliance Pty Ltd has overall 

responsibility for ensuring the quality and integrity of training and assessment and will review 

the matter in accordance with its Complaints and Appeals Policy. 

For day-to-day training delivery, assessment and student support, students should follow the 

policies and procedures of Inbound Aviation. Skills Compliance's policies provide oversight 

of the training partnership and the formal escalation pathway where a matter cannot be 

resolved by Inbound Aviation. 
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Our Services 

 

Skills Compliance provides training and assessment services in support of nationally endorsed 

training qualifications: 

For a list of all current qualifications, please visit the following website: 

www.skillscompliance.edu.au 

Our Mission 

Skills Compliance's mission is to deliver quality training and assessment that meets the needs 

of learners and the industry. 

Our Objectives 

In recognition of this mission, our objectives are: 

− People. We strive to attract, recruit, and retain talented, competent, committed trainers. 

We promote excellent performance through leadership and professional development. 

− Safety & equality. We are committed to providing an environment that is safe and 

equitable and that promotes a confident and productive training and assessment 

environment. 

− Integrity & ethics. We conduct ourselves in accordance with shared and agreed-upon 

standards of behaviour, which prioritise ethical conduct and integrity. 

− Quality committed. We aspire to deliver consistent, high-quality services and apply 

systems that support excellent training and assessment. 

− Learner-focused. We thrive on providing learner-focused training and assessment 

that supports lifelong learning. We respect our students and strive to attract them 

time after time through high-quality training and assessment experiences. 

− Industry engagement. We recognise the value of industry engagement as the driving 

force in shaping our training and assessment strategies. We deliver training and 

assessment services which are founded on industry needs and expectations. 
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Finding Us 

We are located at: 

  

Bundaberg Aerodrome, Airport Drive, Bundaberg West, 4670 

           

Students training with Inbound Aviation will train at the  Inbound Aviation Managalore Campus 

in Victoria. 

Parking 

Free parking is available at both of our sites. 

Student Support  

While studying with Skills Compliance, you will receive support online via our Learning 

Management System, which has a built-in chat function. Your trainers will support you directly 

throughout the year. Students can also email directly to support@skillscompliance.edu.au. 

At Skills Compliance, we are committed to making everyone’s experience enjoyable and 

worthwhile. If you have a recognised disability and need help, we can provide practical 

assistance, support, and advice. Our student support team will work with you to develop an 

individual support plan. This may include:  

▪ Communicating with educators on your behalf when required  

▪ providing sign language interpreters, readers, scribes, coaches and mentors  

▪ Recommendations on assistive technology  

▪ coordinating alternative assessment arrangements  

▪ creating and maintaining a Personal Emergency Response Plan (PERP 

Student Welfare 

We know that maintaining our mental health is equally important to maintaining our physical 

health. Being in a strong mental health space will benefit your study experience. Building your 

mailto:support@skillscompliance.edu.au
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resilience and having strategies to cope with life changes will not only assist you in your studies 

but will also benefit your future work environment. 

If you need mental health support, external support services are available. 

▪ Kids Helpline 1800 551 800 Telephone Counselling Support 24/7 

▪ QLife 1800 184 527 | qlife.org.au National LGBTI Telephone Counselling and 

Information line 

▪ Headspace 1800 650 890 headspace.org.au | headspace.org.au/eheadspace National 

Youth Mental Health Foundation 

▪ Reach Out ReachOut.com Online mental health support for Young People 

▪ Lifeline 13 11 14 24/7 crisis support line 

▪ 1800Respect 1800 737 732 1800 respect.org.au National Sexual Assault, Domestic 

Family Violence Counselling Service 

▪ Queensland Sexual Assault Helpline 1800 010 120 7.30am - 11.30pm, 7 Days 

▪ Rape and Domestic Violence Services Australia 1800 211 028 rape-dvservices.org.au 

Our Trainers/Assessors 

Our Trainer Assessors are qualified, dedicated professionals with current industry experience 

and qualifications in a range of industries. They continually update their industry experience 

by participating in professional development activities, giving our students the best practical 

industry experience. 

At Skills Compliance, we deliver a nationally accredited qualification via face-to-face training 

and in the workplace. When you study with Skills Compliance, your Trainer Assessor will 

always be there to assist you throughout your course. You can either attend a classroom 

training environment or receive job visits and even phone or email your Trainer Assessor for 

advice, which means you get the support you need when you need it. 

Skills Compliance trainers are all professionally qualified and have experience in the industry 

and in their job roles. Our trainers deliver their training in a way that students will enjoy.  

Our Expectation of You 

Skills Compliance expects you: 

− To contribute to learning harmoniously and positively irrespective of gender, race, sexual 

preference, political affiliation, marital status, disability, or religious belief. 

− To comply with the rules and regulations of Skills Compliance. 

− To be honest and respectful, which includes not falsifying work or information and not 

conducting yourself in any way that may cause injury or offence to others. 

− To be responsible for your own learning and development by participating actively and 

positively, ensuring that you maintain progress with learning modules, and attending 

classes on time. 
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− To monitor your progress by ensuring that assessment deadlines are observed. 

− To utilise facilities and Skills Compliance publications with respect, honour our copyrights, 

and prevent our publication from being distributed to unauthorised persons. 

− To respect other students and Skills Compliance staff members and their right to privacy 

and confidentiality. 

Unique Student Identifier  

If you're studying nationally recognised training in Australia from 1 January 2015, you must 

have a Unique Student Identifier (USI). Your USI links to an online account that contains all 

your training records and results (transcript) that you have completed from 1 January 2015 

onwards. Your results from 2015 will be available in your USI account in 2016. 

When applying for a job or enrolling in further study, you will often need to provide your training 

records and results (transcript). One of the main benefits of the USI is the ability to provide 

students with easy access to their training records and results (transcript) throughout their life. 

You can access your USI account online from your computer, tablet, or smart phone anytime.  

Fact sheets – available to download.  Please contact compliance@skillscompliance.edu.au. 

It's free and easy to create your own USI and will only take a few minutes of your time. 

Alternatively, we can create your USI on your behalf. To do this we will need some additional 

identification information from you such as your driver’s licence number. 

Your Safety 

Skills Compliance is committed to providing you with a safe environment in which to participate 

in training and assessment. We are aware of our responsibilities under the Work Health and 

Safety Act 2011 to maintain a safe environment.  

The following guidelines are provided as a basis for safe practice in the training environment: 

− Know and observe details of emergency response and evacuation plans. 

− Follow directions given by Skills Compliance staff  

− Do not undertake activities which may cause injury to yourself or others. 

− Be responsible for your actions. 

− No smoking at the training and assessment facilities or offices. 

− Report all potential hazards, accidents and near misses to the Skills Compliance staff. 

− No consumption of alcohol within training and assessment facilities or during the conduct 

of training and assessment. 

− Keep training and assessment areas neat at all times. 

mailto:compliance@skillscompliance.edu.au
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− Seek assistance if you volunteer to lift items, e.g., move furniture in a training area; and 

− Observe hygiene standards, particularly in eating and bathroom areas. 

−  Don’t leave personal belongings unattended or bring valuable items onto campus  

−  Be mindful of your sitting position as poor posture can lead to physical and mental 

fatigue, and possible injury  

− Obey safety signage and wear appropriate personal protective equipment (PPE)  

− Only use property, plant and equipment for its intended purposes •  

− Follow all car park speed limits, be aware that people are moving around  

− We share our campuses with resident wildlife. Be aware of your surroundings and report 

any injured wildlife to Skills Compliance staff. 

− You are entitled to respectfully challenge directions or decisions of Skills Compliance 

staff if you think they are unlawful, unreasonable, or could endanger a person’s health 

or safety. 

Electrical Equipment 

− Electrical equipment that is not working should be reported to Skills Compliance staff. 

− Electrical work should only be performed by appropriately licensed or trained personnel. 

Students, trainers, and assessors should not undertake any task related to fixing 

electrical equipment, such as lighting or electrical training aids. 

Fire Safety 

− Skills Compliance will be undertaken to communicate the evacuation procedures and 

fire equipment locations to students at each facility for each training and assessment 

event, and to office users at least twice each year.  

− All training and assessment facility users need to be familiar with the location of all 

EXITS and fire extinguishers. Users will consult available maps to determine the 

location.  

− It is the user's responsibility to understand fire drill procedures displayed around the 

premises.  

− Users are asked to attend any sessions on fire safety procedures and fire safety 

devices. 

First Aid 
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− Provision for first aid facilities is available where training is delivered.  

− All accidents must be reported to staff. 

− The accident and any aid administered must be recorded by the staff involved in the 

injury register. 

Lifting 

− Students, trainers, and assessors are encouraged not to lift anything related to the 

training and assessment provided by Skills Compliance unless they do so voluntarily 

and take all responsibility for any injury caused. 

− Never attempt to lift anything that is beyond your capacity.  

− Always bend the knees and keep the back straight when picking up items. 

− If you have experienced back problems in the past, do not attempt to lift heavy objects 

at all. Ask someone else to do it for you. 

Work & Study Areas 

− Always ensure that all work areas are clean and clear of clutter to avoid the danger of 

accidents by tripping or falling over.  

− Place all rubbish in the bins provided.  

− Ensure that bench spaces are left clean and tidy.  

− Do not sit or climb on any desks or tables. 

Your Equity 

Skills Compliance is committed to ensuring that the training and assessment environment is 

free from discrimination and harassment. All Skills Compliance staff members (including 

contractors) know that discrimination and harassment will not be tolerated under any 

circumstances.  

If discrimination and harassment are found to have occurred, disciplinary action will be taken 

against any staff member who breaches this policy. Suspected criminal behaviour will be 

reported to police authorities immediately. Students should expect fair and friendly behaviour 

from Skills Compliance staff members, and we apply complaint handling procedures 

advocated by the Australian Human Rights and Equal Opportunity Commission (HREOC).  

Students who feel that they have been discriminated against or harassed should report this 

information to a staff member of Skills Compliance whom they think they can trust. This will 

initiate a complaint handling procedure that will be fair and transparent and protect your rights 

as a complainant. Alternatively, suppose a student wishes to report an instance of 
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discrimination or harassment to an agency external to Skills Compliance. In that case, they 

are advised to contact the HREOC Complaints Info-line on 1300 656 419. 

Your Privacy 

Skills Compliance takes students' privacy very seriously and complies with all legislative 

requirements. These include the Privacy Act 1988 and Australian Privacy Principles (effective 

12 March 2014). 

Here’s what you need to know: 

− Skills Compliance will retain personal information relating to your enrolment with us. This 

includes your personal details, ethnicity, individual needs, and educational background. 

We are also required to retain records of your training activity in accordance with the 

National Vocational Education and Training Regulator Act 2011.  

− Your personal information is retained in our hard copy filing system and computer systems.  

− Your information is collected via the enrolment form and through your completion of 

administrative-related forms, and it is based on your training outcomes. Hard copy files 

are secured in lockable filing cabinets, monitored throughout the day, and secured in the 

evening. Electronic data retained on our computer systems is protected via virus protection 

software and firewall protection. Our data is backed up continuously to our server, which 

is secure.  

− Skills Compliance is required by the National Vocational Education and Training Regulator 

Act 2011 to securely retain your details for 30 years from the date your enrolment has 

completed. This is to enable your participation in accredited training to be recorded for 

future reference and to allow you to obtain a record of your outcome if required.  

− In some cases, we are required by law to make student information available to 

Government agencies such as the National Centre for Vocational Education and Research 

or the Australian Skills Quality Authority. In all other cases, Skills Compliance will seek the 

student's written permission for such disclosure.  Skills Compliance will not disclose your 

information to any person or organisation unless we have written instructions from you to 

do so. If you require your records to be accessed by persons such as your parents, you 

need to authorise this access; otherwise, this access will be denied.  

− You have the right to access information that Skills Compliance retains that relates to you. 

Further instructions on accessing records are provided within the “Access to your records” 

section. 

− If you have concerns about how Skills Compliance manages your personal information, 

we encourage you to inform our staff and discuss your concerns. You are also encouraged 

to file a complaint directly using our internal complaint handling arrangements outlined in 

this handbook.  
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Under the Privacy Act 1988 (Privacy Act) you also have the right to make a complaint to the 

Office of the Australian Information Commissioner (OAIC) about handling your personal 

information. You can find more information about making a privacy complaint at the website 

of the OAIC located at: 

http://www.oaic.gov.au/privacy/privacy-complaints.  

 

http://www.oaic.gov.au/privacy/privacy-complaints
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Cyber bullying  

Cyberbullying is the intentional use of technology to hurt, threaten, harass or humiliate a 
person and cause fear and distress. Skills Compliance has a zero tolerance for cyberbullying 
and is committed to ensuring our learning environments are safe, respectful and inclusive. We 
are committed to addressing and resolving all incidents of student misconduct and encourage 
students to speak up if they are bullied online. If you experience cyberbullying during your 
studies, please get in touch with your teacher, who can provide you with additional information 
and support. 

Fees and Refunds 

Skills Compliance is entitled to charge fees for items or services provided to students 

undertaking a course of study. These charges are generally for course materials or 

textbooks, student services and training and assessment services. 

Fees Payable 

Fees are payable when a student receives a confirmation of enrolment. The initial fee 

payment must be made prior to commencing training or within 5 days of receiving an invoice 

from Skills Compliance. Skills Compliance may discontinue training if fees are not paid as 

required. For a full list of current fees and charges, please request a copy of Skills 

Compliance's schedule of fees and charges. 

Student Cancellation 

Students who cancel their enrolment partway through a training program must notify Skills 

Compliance via email or letter as soon as possible. Students who cancel their enrolment 

after a training program has commenced will not be entitled to a refund of fees. Students are 

advised to consider alternative options, such as requesting to suspend their enrolment and 

re-commencing in another scheduled training program. 

Refunds 

Students who give notice to cancel their enrolment 10 business days or more prior to the 

commencement of a program will be entitled to a full refund of fees paid. This policy complies 

with the Australian Consumer Law, which requires a statutory cooling-off period to sell goods 

and services. It is a requirement under the Standards for Registered Training Organisations 

that an RTO must allow the minimum statutory cooling-off period applicable for the jurisdiction 

in which they operate. Australian Consumer Law, introduced in 2010, has made this consumer 

protection consistent in all States and Territories. 

Students who give notice to cancel their enrolment nine business days or less before the 

commencement of a program will be entitled to a 75% refund of fees paid. The amount 

retained (25%) by Skills Compliance is required to cover the costs of staff and resources, 

which will have already been committed based on the student’s initial intention to undertake 

the training. 

Students who cancel their enrolment after a training program has commenced are not entitled 

to a fee refund. 
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Where a student has purchased a text or training workbooks and subsequently cancels, Skills 

Compliance will not refund monies for the text. 

Payment Method 

Skills Compliance accepts payment for fees using: 

− Credit Card 

− Electronic Funds Transfer (account details available on request) 

Substitutions 

Requests for substitutions must be in writing and can be made at any time up to 2 working 

days before the program commencement date. 

Transfers 

Requests for transfers to alternate programs can be arranged if Skills Compliance is advised 

in writing more than 10 working days before the program commencement date, and there is 

availability in the selected program. One transfer will be accepted without charge where Skills 

Compliance has been notified in writing at least 10 working days before the scheduled 

commencement date. All subsequent transfers will attract an administration charge of $55.00 

(incl. GST). 

Our Guarantee to Clients 

If Skills Compliance cancels or ceases to provide training, It must issue a full refund for any 

services not yet provided. The basis for determining “services not yet provided” is to be based 

on the units of competency completed by the student, which can be issued in a statement of 

attainment at the time the service is ceased. 

As an example, a student enrolled in a course of 10 units of competency and paid $1,500.00 

up front as the total course fee. The course was cancelled due to the trainer falling ill, and the 

student had completed 4 of the 10 units at that time. The student’s enrolment would be 

finalised, and they would receive a Statement of Attainment for the four completed units. The 

student would also receive a refund of $900.00, representing the value of the training not 

delivered. 

Changes to Terms and Conditions 

Skills Compliance reserves the right to amend the conditions of the student’s enrolment at any 

time. If amendments are made that affect the student’s enrolment, the student will be informed 

seven days before the changes take effect. 

Access to your Records 

You can access your student file and learning and assessment records upon request.  



 

Page 19  of 43Page 19 of 43 

You may require these to monitor your progress with training or simply to confirm something 

in a previous training module. Whilst Skills Compliance will retain these records, you are 

welcome to have access anytime; just ask your trainer, and it will be organised immediately.  

You can access hard copy records and reports from our student management system, but 

they only relate to you personally. You can request this access using the Student Records 

Request Form. Access to requested records during a workday will be arranged as soon as 

possible and within 24 hours. Students should note that these records cannot be taken away 

unless a copy is requested. Skills Compliance reserves the right to charge a one-off photocopy 

fee of $10.00 where photocopies are requested. There is no cost to view records at our office. 

Continuous Improvement  

Skills Compliance is committed to continuously improving our training and assessment 

services, student services, and management systems. Central to this commitment is our 

approach to continuous improvement and the procedures we apply to achieve systematic and 

sustained improvement. 

Learner Feedback Survey 

At the completion of your training program, you will be issued a Learner Feedback Survey. 

This is a nationally consistent survey tool designed to collect feedback from students about 

their experience with an RTO and undertaking nationally recognised training.  

Your completion and return of this survey are essential to Skills Compliance's ongoing 

improvement of services and to enabling us to report this information to our registering 

authority. Your assistance in gathering this survey data is greatly appreciated. 

Assessment 

At Skills Compliance, assessment is conducted using a combination of Written Knowledge 

Assessment, Research Tasks, Case Studies, a Work Logbook, Supervisor Feedback, and 

Workplace Observations. 

The following provides a brief explanation of the primary assessment methods: 

− Written Knowledge Assessment: The student must provide a written response to a 

range of questions relating to the required knowledge of the units of competency. These 

would generally be short-answer response activities and may include other questioning 

methods, such as multiple-choice. 

− Research Tasks: The student must undertake research within their workplace and the 

available reference material and provide a written response to each question. These 

assessment activities are usually short—to-medium-answer activities. The responses 

provided by the students will primarily be specific to their workplace. 

− Case Study Response: The student must provide a written response to a situation 

presented in a case study scenario. This will usually require the student to consider the 



 

Page 20  of 43Page 20 of 43 

situation carefully, undertake some research to inform their response, and then propose 

their recommended actions. 

− Workplace Logbook: The student must record the work activity completed during the 

placement. These details are recorded against specified tasks predesigned for the 

student to complete. This forms an integral part of the assessment evidence, often 

including critical evidence otherwise difficult for the assessor to observe. 

− Supervisor Feedback: The assessor will periodically engage with workplace 

supervisors to seek student performance feedback. This is undertaken as an interview 

lasting approximately 15 to 20 minutes, which can be conducted over the phone or face-

to-face. Input from a supervisor is recorded in the assessment record. 

− Workplace Observation: The student will be observed performing specific tasks in their 

day-to-day work activities. The assessor will attend the workplace and observe the 

student performing tasks relevant to the units of competency being assessed. The 

student will be briefed on these observation activities in events and must decide to 

undertake these activities when the assessor attends the workplace. 

Re-Assessment 

Students who are assessed as not yet competent will receive detailed verbal and written 

feedback to assist them in identifying the gaps in their knowledge and skills that need to be 

addressed through further training. These students will also receive additional training and 

learning support to target their specific knowledge and/or skills gaps and prepare them for 

additional assessment.  

Skills Compliance's policy is to provide three opportunities for additional training and 

reassessment at no extra cost to the student or employer. Students who require additional 

training and reassessment after they have exhausted their three opportunities will be required 

to pay a fee. Please refer to the current fee schedule to identify the reassessment fee.  

Students requiring additional learning support are to be brought to the attention of Skills 

Compliance management so the student's progress can be monitored closely, and additional 

support services can be applied well before it becomes necessary to impose an additional fee 

for re-assessment. Where students repeatedly do not demonstrate competence following 

significant learning and assessment support, a student’s enrolment can be determined 

through mutual agreement. 

Issuing Qualifications and Statements of Attainment 

Skills Compliance will issue all AQF certification documentation (Qualifications and 

Statements of Attainment) to a student within 30 calendar days of the student being assessed 

as meeting the requirements of the training product if the training program in which the student 

is enrolled is complete and providing all agreed fees the student owes to Skills Compliance 

have been paid.  
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Language, Literacy & Numeracy Skills 

Literacy and numeracy skills are critical to almost all work areas. This is particularly true in 

many vocations, where these skills influence the performance of workplace tasks such as 

measuring, weighing, and comprehending written work instructions.  

To support this approach, Skills Compliance will: 

− Assess a student’s language, literacy, and numeracy skills during their enrolment to 

ensure they have adequate training skills. 

− Support students during their study with training and assessment materials and strategies 

that are easily understood and suitable to the level of the workplace skills being delivered. 

Provide clear information to students about the details of the language, literacy, and numeracy 

assistance available. Language, literacy, and numeracy skills are critical to almost all work 

areas. This is particularly true in many vocations where language, literacy and numeracy skills 

influence the performance of workplace tasks such as measuring, weighing, and 

comprehending written work instructions.  

To support this approach, Skills Compliance will: 

− Assess a student’s language, literacy, and numeracy skills during their enrolment to 

ensure they have adequate training skills. 

− Support students during their study with training and assessment materials and strategies 

that are easily understood and suitable to the level of the workplace skills being delivered. 

− Negotiate an extension of time to complete training programs if necessary. 

− Provide students with clear information about the details of the language, literacy, and 

numeracy assistance available. The applicant’s LLN skills will be evaluated during the 

enrolment process to ensure that persons enrolling in the program have the skills required 

to complete all training and assessments.  

− Refer students to external language, literacy and numeracy support services that are 

beyond the support available within Skills Compliance and where this level of support is 

assessed as necessary; and 

− Negotiate an extension of time to complete training programs if necessary. 

Making Complaints & Appeals 

Skills Compliance is committed to providing a fair and transparent complaints and appeals 

process, including access to an independent external body if necessary.  
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What is a complaint? 

A complaint is negative feedback about services or staff that has not been resolved locally. 

Skills Compliance may receive a complaint in any form and does not need to be formally 

documented by the complainant in order to act on it. Complaints may be made by any person 

but are generally made by students and/or employers. 

What is an appeal? 

An appeal is a student's application for reconsideration of an unfavourable decision or finding 

during training and/or assessment. An appeal must be made in writing, and the particulars of 

the decision or finding in dispute must be specified. Appeals must be submitted to Skills 

Compliance within 28 days of the student being informed of the assessment decision or 

finding.  

Early Resolution of Complaints & Appeals 

In all cases, issues that arise during training and assessment that are the source of frustration 

or are in dispute should be resolved at the time, as they occur between the persons involved, 

where possible. Sometimes, it will not be possible, and in these cases, you are encouraged to 

come forward and inform us of your concerns with the confidence that you will be treated fairly.  

Complaint and Appeals Handling 

Skills Compliance applies the following principles to its complaints and appeals handling:  

− A written record of all complaints is to be kept by Skills Compliance, including all details of 

lodgement, response, and resolution. Skills Compliance will maintain a complaints register 

to record the details of the complaint and a chronological journal of events during the 

complaint handling process. Records relating to complaint handling are stored securely to 

prevent access by unauthorised personnel. 

− A complainant is allowed to present his or her case at no cost formally. 

− Each complainant may be accompanied and/or assisted by a support person at any 

relevant meeting. 

− The handling of a complaint is to commence within seven (7) working days of the 

lodgement, and all reasonable measures are taken to finalise the process as soon as 

practicable. 

− The complainant is to be provided with a written response to the complaint, including 

details of the reasons for the outcome. A written response must be provided to the 

complainant within fourteen (14) days of the lodgement of the complaint. 

− Complaints must be resolved to an outcome within sixty (60) days of receiving the 

complaint. Where Skills Compliance Chief Executive Officer considers that more than 60 

calendar days are required to process and finalise the complaint, the CEO must inform the 
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complainant in writing, including reasons why more than 60 calendar days are required. 

As a benchmark, Skills Compliance will attempt to resolve complaints as soon as possible. 

A timeframe to resolve a complaint within thirty (30) days is acceptable and in the best 

interest of Skills Compliance and the complainant. A complainant should also be provided 

with regular updates to inform them of the progress of the complaint handling. Updates 

should be provided to the complainant at a minimum of four (4) weekly intervals. 

− Skills Compliance shall maintain the enrolment of the complainant during the complaint 

handling process. 

− Decisions or outcomes of the complaint handling process that favour the student shall be 

implemented immediately. 

− Complaints are to be handled in the strictest of confidence. No Skills Compliance 

representative will disclose information to any person without the permission of the Skills 

Compliance Chief Executive Officer. A decision to release information to third parties can 

only be made after the complainant has permitted this to occur. This permission should be 

given using the Information Release Form. 

− Complaints are to be considered and handled to ensure the principles of natural justice 

and procedural fairness are applied at every stage of the complaint-handling process. This 

means that the complainant is entitled to be heard, have access to all relevant information, 

and have the right to reply. The complainant is entitled to have their complaint heard by a 

person who is without bias and may not be affected by the decision. Finally, the decision 

must be made based on logical evidence, and the decision-maker must consider relevant 

considerations, act for a proper purpose, and not consider irrelevant considerations.  

Review by an Independent Person 

Skills Compliance allows persons making a complaint or an appeal who are unsatisfied with 

the outcomes of the complaints and appeals handling process to seek a review by an 

independent person. To facilitate this, Skills Compliance will engage a suitably qualified and 

experienced VET consultant to provide this review impartially on behalf of the student.   

Review by an external agency 

− Where the complainant or person appealing is not satisfied with the handling of the matter 

by Skills Compliance, they are to have the opportunity for a body that is independent of 

Skills Compliance to review his or her complaint or appeal following the internal completion 

of the complaint or appeals process. 

− Students who are not satisfied with the process applied by Skills Compliance may refer 

their grievance to the following external agencies: 

− Unresolved complaints may be referred to the Australian Skills Quality Authority - 

ASQA Online Complaint Form. 
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− Students are to be advised that ASQA will require the student to have exhausted all 

avenues through Skills Compliance's internal complaints handling procedure before 

taking this option. 

− Unresolved Appeals related to consumer issues may be referred to the Office of Fair 

Trading. 

− The National Training Complaints Hotline also allows students to lodge 

grievances with an external agency, which will follow up and investigate their 

complaints. This service can be accessed via the following phone number: 13 38 73. 

Recognition of Your Existing Skills & Knowledge 

By the requirements of the Standards for NVR Registered Training Organisations, Skills 

Compliance provides the opportunity for students to apply to have prior learning recognised 

toward a qualification or units of competence for which they are enrolled. 

What is recognition? 

Recognition involves assessing previously unrecognised skills and knowledge that an 

individual has achieved outside the formal education and training system. Recognition 

assesses this unrecognised learning against the requirements of a unit of competence, in 

respect of both entry requirements and outcomes to be achieved. By removing the need for 

duplication of learning, recognition encourages an individual to continue upgrading their skills 

and knowledge through structured education and training towards formal qualifications and 

improved employment outcomes. This has benefits for the individual and the industry. Most 

importantly, it should be noted that recognition is just another form of assessment. 

Recognition Guidelines 

The following guidelines are to be followed when an application for recognition is received: 

− Any student is entitled to apply for recognition in a course or qualification they are currently 

enrolled in. 

− Students may not apply for recognition for units of competence or a qualification not 

included in the Skills Compliance scope of registration. 

− Students may apply for recognition at any time, but are encouraged to apply before 

commencing a training program. This will reduce unnecessary training and guide the 

student down a more efficient path to competence. 

− Students currently enrolled in a training program are eligible to apply for recognition in 

that program at no additional charge. 

− Assessment via recognition is to apply the principles of assessment and the rules of 

evidence. 
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− Recognition may only be awarded for whole units of competence.  

Forms of Evidence for Recognition 

Recognition acknowledges that workplace skills and knowledge may be gained through 

various means, including formal and informal learning, work-based or life experience. 

Like assessment, recognition is a process whereby evidence is collected, and a judgement is 

made by an assessor or assessment team. The judgement is made on evidence provided by 

candidates of the skills and knowledge they have previously learnt through work, study, life 

and other experiences, and that they are currently using. It also includes evidence to confirm 

a candidate’s ability to adapt prior learning or current competence to the intended workplace 

or industry context. 

Forms of evidence toward recognition may include: 

− Work records. 

− Records of workplace training. 

− Assessments of current skills. 

− Assessments of current knowledge. 

− Third-party reports from current and previous supervisors or managers. 

− Evidence of relevant unpaid or volunteer experience. 

− Examples of work products. 

− Observation by an assessor in the workplace. 

− Performance appraisal; or 

− Duty statements. 

Many of these forms of evidence would not be sufficient on their own. When combined with 

other evidence, the candidate will start to provide a strong case for competence. Skills 

Compliance reserves the right to require candidates to undertake practical assessment 

activities of skills and knowledge to satisfy itself of a candidate’s current competence. 

What is National Recognition? 

National recognition is the recognition of learning achieved through formal education and 

training. Under the Standards for NVR Registered Training Organisations, qualifications and 

statements of attainment issued by any RTO must be accepted and recognised by all other 

RTOs. National recognition allows a student to be awarded a unit of competency/module 

based on completing a previously awarded unit.  
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Evidence Requirements 

If you seek national recognition, you must present your statement of attainment or qualification 

for examination to Skills Compliance. These documents will provide the details of the units of 

competence you have previously been issued. You must provide satisfactory evidence that 

the statement of attainment or qualification is authentic and yours and that an Australian RTO 

has issued it. Statements of attainment or qualifications should be in the correct format 

outlined in the Australian Qualifications Framework. You must submit copies only certified as 

a true copy of the original. 

National Recognition Guidelines 

The following guidelines are to be followed regarding national recognition: 

− Any student is entitled to apply for national recognition in a course or qualification they are 

currently enrolled in. 

− Students may not apply for national recognition for units of competence or qualifications 

that are not included in the scope of registration for Skills Compliance. 

− Students may apply for national recognition anytime, but are encouraged to apply before 

commencing a training program. This will reduce unnecessary training and guide the 

student down a more efficient path to competence. 

− The student does not incur any fees for national recognition, and Skills Compliance does 

not receive any funding when national recognition is granted. 

− National recognition may only be awarded for whole units of competence. Where a 

mapping guide identifies partial credit, this will not be considered for national recognition, 

and applicants will be advised to seek recognition. 

−  
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Media Consent Policy 

to use copyright material, image, recording, name or personal information 

1. Purpose  

This consent applies to any use, recording or disclosure of the 
Individual’s personal information or Individual work, in 
connection with Skills Compliance, for the following purposes: 

a. any activities during the ordinary course of providing education and 
training (including assessment) or other purposes associated with the 
operation and management of Skills Compliance. 

b. public relations, promotion, advertising, media and commercial activities 

c. use by the media about the Individual’s participation in 
Skills Compliance practicals or site visits; and 

d. any other activities identified in further schedules attached to this Consent Form. 
2. Duration  

This consent will continue: 

• for an Individual under 18 years of age, until the Individual turns 18; or 

• until the Individual revokes consent by writing to the CEO of Skills 

Compliance; and where more than one of these events may apply, until 

the first event occurs. 

Despite the above, if, at the time such an event occurs, Skills Compliance is using 
the Individual’s personal information or Individual work, or Skills Compliance has 
entered into contractual obligations about that material, the consent will continue 
about that material until the use by Skills Compliance is complete or until the 
contractual obligations come to an end. 

 

3. Understandings 

• Use’ includes: 

- to create, make copies of, reproduce or retain in any form, 
including by camera, video, digital recorder, webcam, closed-
circuit television, mobile phone or any other device; and 

- to distribute, publish or communicate in any form, including in 
newsletters and other print media, television and the internet, 

in whole or in part, and to permit other persons to do so. 

• Skills Compliance will not pay the Signatory or the Individual for giving 
this consent or for using the Individual’s personal information or work. 

• This Consent Form replaces all previous consent forms about the Individual. 
 

 

• Nothing in this Consent Form limits the rights that Skills Compliance 
reserves about using the Individual’s personal information, 
Individual work, or other intellectual property under any other law. 

• The ‘Company’ include the employees of the company 
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engaged in performing services for the Company. 

•  
4. Note Skills Compliance will use its best endeavours to ensure the person signing this 

Consent Form is authorised to do so but takes no responsibility for circumstances in 

which it is misled as to the identity, authority, or ability of a person to provide consent. 

If you require a copy of this signed Consent Form or wish to revoke it, please contact 

the Compliance Officer at Skills Compliance. 

5. What is this consent for? 

This Consent Form authorises Skills Compliance to use the Individual’s personal 
information and copyright material, together with information about the Individual’s 
participation in Skills Compliance initiatives, for any use by Skills Compliance 
associated with the purposes identified in Section 2 of this Consent Form. The 
consent covers the entire or partial use of the Individual’s personal information and 
copyright material in conjunction with other words and images. 

For example, the Individual’s personal information and copyright material may 
appear in Skills Compliance newsletters, magazines, websites, television 
advertising, videos, brochures, forms, public relations displays, annual reports, 
press advertising, internal documents such as manuals, websites, certificates 
and strategic plans, and posters and other promotional material. 
There may also be occasions on which Skills Compliance may approve the media, 
such as local newspapers and television stations, using information and copyright 
material related to the Individual (for example, where the Individual is involved in 
dramatic or musical performances, sporting activities, or award ceremonies). 

 

What is copyright material? 

An Individual’s copyright material may include written work (e.g., stories and 
poems), paintings, pictures, drawings, designs, photographs, videos, films, 
music, performance, recordings, computer programs, websites, sculptures, 
fashion, metal- or woodworks made by them or to which they contributed. In 
the case of students, it includes, but is not limited to, work they create during 
their studies while enrolled at Skills Compliance. These materials may form 
part of their academic assessment, be part of their studies generally, and may 
attract copyright. 

Skills Compliance understands that students and volunteers generally have 
intellectual property rights in the material they create. This Consent Form is not 
meant to transfer the Individual’s ownership of their copyright material. 

 

 

What is personal information? 

Personal information includes information or opinions, whether true or not, about an 
individual whose identity is apparent or can reasonably be ascertained from the 
information or opinion. This consists of the Individual’s name, recording or image. It 
also includes the Individual’s educational information, such as the Individual's 
assessment and results, and health information provided to Skills Compliance, where 
such information may enable the Individual to be identified. 
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Why is a Schedule used? 

A Schedule may be attached to this Consent Form describing a specific use of the 
Individual’s copyright material or personal information, either because the use falls 
outside the purposes listed in Section 2 or to confirm the consent in this form. 

 

What happens to the Consent Form once it is completed and signed? 

Skills Compliance retains the consent form, which will be placed in the Individual’s 
file and/or the project file. The Individual or Signatory may request a copy of the 
signed form by contacting the Compliance Officer of Skills Compliance. 

 

What if I give my consent and later change my mind? 

This consent will be in effect for the period described in Section 3 of the Consent 
Form. The consent form can be modified or withdrawn by writing to the CEO or 
Skills Compliance Officer. However, any changes apply only when Skills 
Compliance receives a consent withdrawal. Any existing material will not be 
withdrawn from use if Skills Compliance is currently using the material or where 
Skills Compliance has entered into contractual obligations about this material. In 
such cases, the withdrawal will be effective after Skills Compliance’s use is 
complete or after the contractual obligations end. 

 

Privacy 

Your consent to the recording, using and disclosing the Individual’s personal 
information and Individual work is required by the Copyright Act 1968 (Cth), and 
the Information Privacy Act 2009. Personal data will be stored securely. Skills 
Compliance will only disclose the Individual’s personal information with your 
consent, except where authorised or required by law. If you wish to access or 
correct any of the personal information on this form or discuss how it has been 
dealt with, or if you have a concern or complaint about the way the Individual’s 
data has been collected, used, stored or disclosed, don't hesitate to get in touch 
with the relevant organisation. 
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Mobile Phone Policy  

 
Skills Compliance recognises that mobile phones feature significantly in our 

students’ lives and that technological advances make them far more than just a 

phone. Skills Compliance understands that this technology is part of our world and 

that parents often support their children having mobile devices for safety reasons. 

Student responsibility for using personal electronic devices in class for the certificate 

courses is always required. Listening to music, watching videos, playing games, 

accessing the internet for non-course-related content, taking photos or videos, and 

talking and texting during class disrupts teaching and learning. This mobile phone 

policy promotes a safe environment for trainers and students. The following policy 

relates to mobile phones; however, any device with access to social media and the 

potential to take photos is included in this policy. 

 
Procedures 

1. Mobile phones and other personal devices (including iPods, music devices, and 

earphones) must be out of sight and turned off during all lesson times (including 

practicals and site visits), except when the mobile phones are being used to fly the 

drones during the flying section of the class. 

2. Students may access their phones/devices during tea breaks and lunchtimes, 

before and after class only. 

3. Students are not permitted to access social networking sites or the Internet for 

non-course-related sites/information during class time. 

4. Students who bring mobile phones or other devices to class must accept sole 

responsibility for their care. As with any other personal items, Skills Compliance 

cannot take any responsibility for lost, damaged or stolen phones. 

5. Students are not permitted to take photographs, film other students, or use their 

mobile phones except for schoolwork directed by the trainers. 

6. Students shall not charge their mobile phones in class. 

7. Mobile phones cannot be taken into examinations. 

8. Where a student breaches this policy, a trainer may confiscate the mobile 
phone/earphones/earbuds for the remainder of the day. The trainer shall hold the 
mobile phone, which must be collected by the student at the end of the day. Where a 
student repeatedly (more than twice) breaches this policy, the mobile phone must be 
collected by the student’s parent/guardian. 

9. Continual breaches of the mobile phone policy shall result in the student not 

being permitted to bring their phone to class. Parents/Guardians will be notified via 

telephone call and/or letter. 
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Drone Policy 

1. Introduction 

All drone users must abide by civil aviation legislation and regulations when 

operating their aircraft. These legislative and regulatory requirements facilitate the 

safe use of drones, mitigate personal health and safety requirements and address 

privacy regulations. All students and staff must have sound knowledge of the 

regulatory, safety and privacy obligations attached to the use of drones for the 

Certificate III in Aviation (Remote Pilot) course. Breaches of the Civil Aviation Act 

1988 or the Civil Aviation Safety Regulations 1998 can result in significant fines 

and/or imprisonment. Skills Compliance accepts no responsibility for damage or 

injury to persons or property and/ or any breach in civil aviation law whilst the drone 

is operated outside of class time. 

2.Drone Requirements 

2.1 Aviation Regulation 

The Civil Aviation Safety Authority (CASA) regulates the use of drones in Australia. 

Its rules are designed to prevent accidents involving aircraft, property, or people. The 

Civil Aviation Safety Regulations 1998 prescribe operating conditions for all 

unmanned aircraft, including drones. Drone operators are also obliged to meet any 

requirements of drone usage stipulated in local, state, and federal laws and to check 

for CASA directives as they are released. 

2.2 Purpose of Use 

The law relating to use of drones distinguishes between recreational or commercial 

purposes. CASA recognises that drones for educational purposes are categorised 

as recreational use unless the operator intends to receive money or economic gain. 

3. Important Information 

Students will be provided with a Tello drone and accessories to be used for the 

duration of the course that students get to keep (as long as the Student Contribution 

Fee has been paid, which covers the cost of the drone and AROC/ELP 

assessments). 

 
4. Procedures 

1. Students using drones as part of the Certificate III in Aviation (Remote Pilot) 

course are responsible for complying with CASA regulations. 

2. Students are to only operate the drone in class sessions as instructed by their 
trainer/s. If students practice with their drones outside of class, they are responsible 
for complying with CASA regulations. 

3. Students are responsible for maintaining their allocated drone and accessories, 

including USB cable, batteries, spare props, etc., for the duration of the course. 

4. Students are responsible for ensuring that the drone is brought to class each 

session and that the batteries are fully charged and ready for flying. 
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5. Skills Compliance accepts no responsibility for damage or injury to persons or 

property and/or breach of civil aviation law whilst the drone is operated outside class 

time. 

5. Drone Standard Operating Conditions: 

The following conditions must be followed at all times: 

• The drone should only be flown in visual line-of-sight, in day visual meteorological 
conditions. 

• Specifically: 

• No night flying 

• No flying in or through cloud or fog, and you should always be able to 
see the aircraft with your own eyes (rather than through its point-of-
view camera) and within a range of 1 kilometre from the operator. 

• Drones must not be flown closer than 30 meters to vehicles, boats, buildings, or 
people. 

• Drones must not be flown over populous areas such as beaches, other 
people's backyards, heavily populated parks, or sports ovals where a game 
is in progress. 

• Drones should not fly within 5.5km of an airfield. Airfields also include 
helicopter landing sites (HLS) in locations such as hospitals. 

• Drones must not be flown over 400 feet (120 metres). 

• Drones must not drop or discharge an object that poses a risk to another 
aircraft, persons or property. 

• Drones must not be used during emergencies such as bushfires, floods and 
traffic accidents as they may pose a significant safety risk to emergency 
personnel in the air and on the ground. 

• Pilots can only fly one drone at a time. 

 

Legislative and Regulatory Responsibilities 

Skills Compliance is required to operate by the law. This means we comply with the 

requirements of legislative and regulatory bodies. The following legislation lists the Acts that 

Skills Compliance has recognised it has compliance responsibilities for. They also represent 

obligations to you as a student whilst training with Skills Compliance.  

You will need to be aware of the relevant legislation that may impact your conduct and 

behaviour in your daily work and when participating in training.  

Copies of State and Federal legislation can be found on the Internet at 

https://www.legislation.gov.au/Details/C2004A00516 (State) and www.comlaw.gov.au  

(Federal). 

The following is a summary of the legislation that Skills Compliance adheres to. 

https://www.legislation.gov.au/Details/C2004A00516
http://www.comlaw.gov.au/
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• Work Health and Safety Act 2011 

• Privacy Act 1988 

• Disability Discrimination Act 1992 

• Sex Discrimination Act 1984 

• Age Discrimination Act 2004 

• Racial Discrimination Act 1975 

• Copyright Act 1968 

• Fair Work Act 2009 

• National Vocational Education and Training Regulator Act 2011 

• VET Student Loans Act and Rules 

 

VET Student Loans 

WHAT IS VSL? 

VSL is an Australian Government loan program that helps eligible students enrolled 

in approved higher-level vocational education and training (VET) at approved 

training providers pay their tuition fees. Refer to the Department of Employment 

and Workplace Relations website for more information: 

https://www.dewr.gov.au/vet- student-loans. 

Skills Compliance is approved as a VET Student Loans provider by the 

Commonwealth Government from 1 November 2024.  

Before applying for a VSL, students need to consider the following facts: 

• It is a loan from the Commonwealth. Go to: VET Student Loans Information Booklet - 
Department of Employment and Workplace Relations, Australian Government 

• A VET student loan gives rise to a VETSL debt that continues to be a debt 

due to the Commonwealth until it is repaid. 

• The loan may, until the debt is repaid, reduce a person’s take-home (after-

tax) wage or salary and may reduce the person’s borrowing capacity. 

• The loan is not means tested. 

• The loan must be paid to the Australian Taxation Office when your income 

reaches a certain level. 

• Students should seek independent financial advice before applying for a loan. 

• A loan fee of 20% will be added to the VSL loan amount by the Commonwealth 
Government. 

• The amount of the loan will be increased annually based on indexation linked to the 
Consumer Price Index (CPI) 

• Each eligible student has a VETSL limit that can be used over their lifetime. 

The loan cannot be greater than the student’s remaining VETSL balance. 

• Each approved VET course at Skills Compliance has a maximum loan (cap), 

indexed annually, that can be used under the VET Student Loan scheme 

• The Commonwealth pays the funds directly to your training provider for your 

tuition fees. Your Commonwealth Higher Education Student Support Number 

https://www.dewr.gov.au/vet-student-loans
https://www.dewr.gov.au/vet-student-loans
https://www.dewr.gov.au/vet-student-loans/resources/vet-student-loans-information-booklet
https://www.dewr.gov.au/vet-student-loans/resources/vet-student-loans-information-booklet
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(CHESSN) is connected to information about your VETSL debt. 

A VET Student Loan is due for repayment when your income reached the minimum 

threshold set by the government for compulsory repayment. The income threshold 

for 2025-2026 is $67,000. A VET Student Loan is a personal debt obligation that 

can affect your credit rating and have wage and tax repayment implications. 

(https://www.studyassist.gov.au/paying-back-your-loan). You can choose to make 

voluntary repayments at any time.  

 

HOW DO I APPLY FOR A VET STUDENT LOAN? 

After completing your application for enrolment and interview, your eligibility for VSL is 

assessed by the college. See the Course Enrolment Process VSL V1.0 on our website. A 

Electronic Commonwealth Assistance Form (eCAF) system is used to establish your loan. 

The following eCAF procedures apply: 

 

Student’s responsibility Skills Compliance’s responsibility 

 

• The eCAF system sends an email to the student 

with instructions on how to access their 

application. 

• The student informs Skills Compliance of any 

information that needs updating in the eCAF. 

• The student completes the pre-populated eCAF, 

including providing their Tax File Number (TFN).  

• A student cannot submit an eCAF earlier than two 

business days after the enrolment date in the eCAF. 

This ensures that students have adequate time to 

consider their decision to take on a loan. 

• The eCAF must be submitted on or before the census 

day for which they want the loan to apply. 

• After submitting the eCAF, the student receives a 

receipt via email with confirmation that the 

application has been approved. 

 

• Skills Compliance assesses the 

student as eligible for VSL. 

• Skills Compliance enters the 

student’s enrolment information 

into the electronic 

Commonwealth Assistance 

Form (eCAF) system. 

• Skills Compliance corrects 

information in eCAF if 

needed. 

• Skills Compliance will 

monitor eCAF due dates and 

send students reminders. 

After the eCAF is issued and accepted, you will be able to access a VET Student 

Loan, paid to the provider, for any census days that occur after the eCAF 

submission date. 

https://www.studyassist.gov.au/paying-back-your-loan
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TAX FILE NUMBER (TFN) REQUIREMENTS 

To apply for a VET Student Loan a student needs to have a valid TFN. 

Students should apply for a TFN well in advance of the course start date. If a 

student cannot remember their TFN they should call the Australian Taxation 

Office (ATO) on 13 28 61. 

If a student does not have a TFN by the time the eCAF is due, the following 

process applies: 

a. The student requests a Certificate of Application for a Tax File Number from 

the ATO. This is a certificate from the ATO that shows that a student has 

applied for a TFN. 

b. The student must attach this certificate to their eCAF before submitting it to 

the department. 

c. Once the student receives their TFN from the ATO they need to contact 

Skills Compliance immediately. 

d. Skills Compliance will need to re-open the eCAF to allow the student to update their 
TFN. 

e. The student will receive an email telling them to update their eCAF record 

with their TFN. 

f. After entering their TFN, the student then resubmits the eCAF. 

This process must be done within six weeks of the ‘first census day of the 

loan application’ in the eCAF. 

Without a TFN, the student will not be able to use the loan to pay their fees. 

Without a TFN included in the eCAF, providers will not be paid the loan 

amount and providers cannot recover the course fee from students. 

 

    PAYMENT OPTIONS FOR TUITION FEES 

Students on a VSL approved course of study have the following payment 

options: 

• Payments by the student as fees become due 

• VET student loan for all or part of the tuition fees. 

 

         FEES COVERED BY VSL 

Only tuition fees are covered by the VSL loan, which include the training cost 

associated with ground theory and flying training as set out on your schedule 
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of fees. This includes all learner guides, manuals and handbooks, which will 

be made available to students electronically. 

 

          FEES OTHER THAN TUITION FEES 

Students need to understand that there is a cost to flight training that includes 

fees other than tuition fees, which is a total liability to the student and is not 

covered by VSL. Students should review all fees as detailed in this student 

handbook and on the Skills Compliance website. 

Cost not covered by the VSL loan scheme is set out in a training agreement 

between a student and Skills Compliance. Fees other than tuition fees that 

are collected by Skills Compliance are included in the payment schedule in 

the training agreement or invoiced as required. Such fees include: 

 

 

Fees other than tuition fees that are not collected by Skills Compliance are 

the responsibility of the student. Such fees include but are not limited to: 

 

Fee description Purpose 

 
Travel arrangements 

 
Personal 

 
CASA medical examinations 

 
Applying, qualifying for and 

maintaining a CASA flight 

crew licence 

 
CASA application for ASIC 

 
Applying, qualifying for and 

maintaining a CASA flight 

crew licence 

Fee description Purpose 

 
Suitable headset for flight training 

 
Required for flights 

 
Uniform, if applicable (students may supply their 

own) 

 
Skills Compliance dress code 

 
Re-sits of CASA external flight and theory re-sits 

 
Students are responsible to pay 

for a re-attempt of a CASA 

examination. 

Overfly fees and Flight cancellation fees Additional flight instruction not 

included in tuition fees if required 
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Equipment 

 

 
Equipment or items used 

during training that become 

the student’s physical property 

and are not consumed in the 

course. 

                          

NB: Any fees due payable to Skills Compliance by a student must BE PAID 

DIRECTLY to Skills Compliance and not via a Third Party.    

For students completing training and assessment for Aviation 

qualifications with Inbound Aviation Pty Ltd, fees for non-tuition fees 

are payable directly to Inbound Aviation. 

           

         STUDENT VSL ELIGIBILITY REQUIREMENTS 

Before course commencement, Skills Compliance will collect and verify VSL 

eligibility documentation described in the table below of students applying for 

a VET student loan. VET student loans will not be approved for students who 

do not meet eligibility requirements. The documents will be stored on a 

student’s personal file in Skilled Compliance’s Aviation’s student management 

system. 

To be eligible for a VSL loan, a person must provide evidence of the 

following: 

 

Eligibility requirement Documented proof 

VETSL balance Students are responsible to keep track how much 
VETSL they have available for a specific 
qualification and overall. VETSL balance can be 
checked as follows by using your CHESSN: 

• myGov account: will show you how much 
you owe and any repayments you have 
made. 

• myHELPbalance will show you how much 
you have borrowed. 

Skills Compliance will also use its privileges as 

training provider to access VETSL balances via 

myHELPbalance. 

https://my.gov.au/LoginServices/main/login?execution=e1s1
https://app.heims.education.gov.au/myuniassist/Forms/Logon.aspx
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Academic suitability required by 
VSL Rules 

 
Provided by student, either: 

• Copy of Senior Secondary Certificate of 
Education that has been awarded to the 
student by an agency or authority of a State 
or Territory for the student’s completion of 
Year 12; or 

• Evidence of completion of International 
Baccalaureate Diploma Program 

• Copy of certificate at level 4 or above in the 
Australian Qualifications Framework, for a 
course completed in English; or 

• Copy of an overseas qualification that has 
been assessed by a Federal, State or 
Territory government agency which 
assesses overseas qualifications (or an 
organisation contracted by such an agency 
to undertake such assessments) as 
equivalent or comparable to a qualification 
at level 4 or above in the Australian 
Qualifications Framework, for a course 
completed in English; or 

• Copy of result obtained at Exit Level 3 in 
the Australian Core Skills Framework in 
both reading and numeracy. 

Additional academic suitability 
required by Skilled Compliance: 

• Abbreviated aviation 

theory course/exam 

• Pilot aptitude test/flight 

assessment Interview 

 

 

 
Provided by Skills Compliance after selection: 

• Aviation theory assessment results 

  

Recommendation email from interviewer with 
assessment results and interview checklist 
attached. 

Date of birth Students under 18 must provide either: 

• Parent consent form signed and dated. 

VET Student Loans Parental Consent 

Form. 

• Skills Compliance will upload the form to 
eCAF. 

 
 
Evidence of the assessment of receipt of youth 
allowance on the basis that the student is 
independent. The student must email their 
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Centrelink Income Statement that notes that they 
have been assessed as independent to Skills 
Compliance. Skills Compliance will upload the 
document to eCAF. 

Citizenship/residency 
requirement by Department: 

Who can qualify? 

1. Australian citizens 

2. Qualifying NZ citizens 

3. Permanent humanitarian 
visa holder of Australia 

4. A pacific engagement visa 
holder, who is usually 
resident in Australia. 

 

 

Australian citizen 

 
Student to provide, either: 

• Copy of current Australian passport; or 

• Copy of Australian citizen certificate; or 

• Copy of Australian birth 

certificate Different rules apply 

for birth certificates: 

o Born before 20/8/1986 to Aus parents: 
copy of full birth certificate 

o Born before 20/8/1986 to overseas 
diplomats/consular officers in Aus: 
copy of Aus citizen certificate 

Born on or after 20/8/1986 to at least one 
Aus parent who was born before 
20/8/1986: copy of full birth certificate of 
student and of parent, or copy of Aus 
citizenship received from Home Affairs 

 
 

o Born on or after 20/8/1986 to parent who 
was Aus permanent resident: copy of 
Aus citizenship 

o Born on or after 20/8/1986 to non-
permanent non- permanent residents or 
non Aus citizen, and applicant spent 
first 10 years in Aus: copy of Aus citizen 
certificate 

o Aboriginal or Torres Strait Island 
applicants without current Aus passport, 
who was not registered at birth: statutory 
declaration as provided on the 
department’s Information for VET 
Student Loans Approved Providers page 
under ‘Forms’. 

o Born to Aus parent overseas: copy of 
Aus citizen certificate by descent 

o Applicant or their parent born in 
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Papua New Guinea prior to 16 Sep 
1975: copy of Aus citizenship 
certificate issued by Home Affairs 

Becoming an Australian citizen If a student acquires Australian citizenship part 
way through their course, they may be eligible 
for a VET Student Loan for parts of a course not 
yet completed, for which the census dates have 
not passed. This includes for parts of a course in 
which the student is currently enrolled. The 
student must submit an eCAF after acquiring 
Australian citizenship and prior to the next 
census day for their course. 

Qualifying NZ citizens Student to provide all of the following: 

• Copy of Special Category Visa 

• Evidence of being a dependent when 
first entered Aus; school 
reports/certificates/photos 

• Evidence of living in Aus for at least ten 
years: International movement record 
from Home Affairs 

• Evidence of living permanently in Aus for at 
least eight out of the last ten years: 
International movement record from Home 
Affairs 

• Spent at least 18 months out of the last 
two years permanently in Aus: 
International movement record from 
Home Affairs 

Permanent Australian 
Humanitarian visa holders 

Skills Compliance will check each individual’s 
visa details, conditions, visa type and expiry 
date before making an offer of training at 
www.homeaffairs.gov.au/vevo. Home Affairs’ 
Visa Entitlement Verification Online (VEVO) 

 

Progression and engagement Enrolled students must confirm their engagement 
and progression to continue to access the loan 
throughout the course, in February, June and 
October each year. The process will be activated 
by Skills Compliance via the eCAF system and 
communicated to students. 

http://www.homeaffairs.gov.au/vevo
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         EVIDENCE OF PROGRESSION AND ENGAGEMENT 

Students must meet engagement and progression requirements by 

completing a Progression Form to continue accessing a VET Student Loan. 

Progression Forms are used to verify that VET Student Loan students are 

genuine and are reasonably engaged in their course. This is important, as the 

Department is not required to pay VET Student Loan amounts for students 

that are not considered genuine. 

There are three fixed progression points throughout the year, at four-month 

intervals. Delivery dates are in February, June and October. Where a student 

fails to complete two consecutive Progression Forms or where a student 

indicates they have completed or withdrawn from their course, the department 

may take the view that they are no longer a genuine student and payments 

may be impacted. If students advise providers they mistakenly indicated an 

incorrect status response (for example, ‘completed’ instead of ‘continuing’) in 

a submitted Progression Form, providers can generate another Progression 

Form for the student to enter the correct response. 

The process is as follows: 

• Skills Compliance will activate the VSL engagement milestone for 

students via the eCAF system. 

• The eCAF system sends an invitation to the student containing their 

passkey. The email address will default to the personal email address 

from the previously submitted progression or eCAF but can be 

overridden by the provider in the eCAF system if the student's email 

address has changed. 

• Students access the Progression Form by logging in to the eCAF 

system using the passkey provided, then complete and submit the 

form. 

• An email is then sent to the student acknowledging receipt of the 

form. It also provides a summary of their responses and reminds 

students that they are agreeing to a VET Student Loan being used 

to pay their tuition fees. 

• Students have two weeks to complete and submit the form before it 

expires. If a student does not submit their Progression Form within 

the two-week period, Skills Compliance will need to initiate the 

process again. 

Further to the requirement by the Department, Skills Compliance has very 

strict processes in place to monitor attendance and progress of training. 
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         HOW DO I KEEP TRACK OF MY VSL LOAN? 

VETSL debt or (VSL debt) balance can be checked as follows by using your 

CHESSN: 

• myGov account:  

will show you how much you owe and any repayments you have made. 

• myHELPbalance: 

will show you how much you have borrowed. 

Skills Compliance will send you a VSL Fee Notice at least 14 days before 

each census date on your schedule of fees to alert you of an upcoming 

VETSL debt. This is to ensure you have all the information you need to make 

study and payment decisions. 

If you do not formally cancel your request for VSL with Skills Compliance 

before or on the upcoming census date, you will incur the debt for that unit of 

study. 

Skills Compliance will provide you with a Commonwealth Assistance Notice 

(CAN) within 28 days after every census date of your schedule of fees to 

state the VETSL debt that you have incurred for that unit of study. 

You should keep copies of these notices as part of your personal records. 

You have the right to request a correction of the information contained in 

these notices if needed. 

           

         SCHEDULE OF FEES 

Skills Compliance publishes schedule of fees for courses. Tuition fees are 

reasonably apportioned across a specified number of sequential fee periods 

and each fee period contains at least one census day. Skills Compliance 

schedule of fee period/units of study directly represents the training program 

of your qualification. 

 

         SIGNIFICANCE OF A CENSUS DATE 

The census dates on your schedule of fees are the most important dates of 

your course of study. Skills Compliance regards the exact deadline of a 

census date as 2359 hours or 11.59 pm. A census date is the last date you 

can: 

• Submit an eCAF to access a VET student loan 

• Withdraw from enrolment without incurring the cost or debt for that unit of study. 

https://my.gov.au/LoginServices/main/login?execution=e1s1
https://myhelpbalance.gov.au/
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         APPLICATION FOR RE-CREDITING A VETSL BALANCE 

Refer to Skilled Compliance’s Refund and Re-Crediting Policy published on 

Skills Compliance website. 

          FURTHER INFORMATION ON VSL 

Arrange to speak with an Skills Compliance Admissions Officer for further 

information on VET Student Loans or go to VET Student Loans Information 

Booklet - Department of Employment and Workplace Relations, Australian 

Government. 

 

 

https://www.dewr.gov.au/vet-student-loans/resources/vet-student-loans-information-booklet
https://www.dewr.gov.au/vet-student-loans/resources/vet-student-loans-information-booklet
https://www.dewr.gov.au/vet-student-loans/resources/vet-student-loans-information-booklet

