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DOMESTIC STUDENT ENROLMENT APPLICATION FORM 
 

A PERSONAL DETAILS (Please use block letters) 

USI Number  
If student does not have USI number, student needs 
to sign USI – Privacy Declaration Notice 

Title ☐Mr  ☐ Mrs  ☐ Miss  ☐ Ms ☐ Other (please specify) 

First Name  Middle Name  

Family Name  

Residential Address 

Flat/Unit Number  Street/Lot Number  

Street Name  

Town/Suburb  

State  Postcode  

Postal Address (Same as residential address: ❑ Yes   

Postal address  

Town/Suburb  

State  Postcode  

Phone  Mobile                                                   Home  Work  

Email  

Gender ☐Male  ☐ Female   Date of Birth  

Country of Birth 

☐Australia 

☐Other, please state: 
   

Emergency Contact 

Relationship to you: 

Address 

Phone (Home)                                                  (Mobile) 

Preferred contact 
methods 

☐ Home ☐ Mobile  ☐ Email  ☐ Post   ☐ Fax    ☐ In Person       

Employment Status 
Which best describes your 
current employment status – 
select one only 

☐Full Time Employee 

☐Part Time Employee (includes school based) 

☐Self Employed – not employing others 

☐Employer 

☐Employed – unpaid worker in a family 

business 
 

☐Unemployed – not seeking employment 

☐Unemployed – seeking part time 

employment 

☐Unemployed – seeking full time employment 

Long-term unemployed (i.e. unemployed for 2 
months or more). 

B COURSE DETAILS  

Course Code/Name:  

Commencement date:  

Course duration:  
Course 
costs: 

 

Delivery mode ☐Full Time  ☐ Blended  ☐ Online  ☐ Workplace Based  ☐ Short course  ☐ RPL 
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Will you be applying for 

☒ Credit Transfer (CT) 

☐ Recognition of Prior Learning (RPL) 
(Please attach certified copies of your qualifications/transcripts if applying for CT/RPL) 
 

How did you find out 
about the course? 

☐ Website 

☐ Internet 

☐ Other (please specify) 

C EDUCATION DETAILS  

What is the highest 
school level you 
completed? 

☐Completed year 12 or equivalent 

☐Completed year 11 or equivalent 

☐Completed year 10 or equivalent 

☐Completed year 9 or lower 

In which year did you complete your highest 
school level?  

_______________________________ 

 

Are you still attending school? ☐Yes ☐No 

 

What level of 
qualification have you 
achieved? 

☐Bachelor or higher degree level 

☐Advanced or Associate Diploma 

☐Diploma 

☐Certificate IV 

☐Certificate III 

☐Certificate II 

☐Miscellaneous education 

In which year did you complete that level?  

In which country did you complete that level?  

D OTHER PERSONAL DETAILS  

Language and 
Diversity 

Ae you of Aboriginal or Torres Strait Islander origin? 

☐ No  ☐ Yes, Aboriginal   ☐ Yes, Torres Strait Islander   

☐ Yes, Both Aboriginal and Torres Strait Islander 

What language do you normally speak at home? 

☐ English   

☐ other, please state below 

______________________________________________  

If you speak another language at home, how well do you speak English? 

☐Very well 

☐Not well 

☐Well 

☐Not well at all 

In which year did you arrive in Australia?  

Study reasons 

☐To get a job 

☐To develop my existing business 

☐To start my own business 

☐To try for a different career 

☐To get a better job or promotion 

☐It was a requirement of my job 

☐I wanted extra skills for my job 

☐To get into another course or study 

☐For personal interest 

☐For self-development 

☐Other (please specify) 

Student Occupation 
Identifier 

☐1 Manager 

☐2 Professionals 

☐3 Technicians and Trade Workers 

☐4 Community and Personal Service Workers 

 

☐5 Clerical and Administrative Workers 

☐6 Sales Workers 

☐7 Machinery Operations and Drivers 

☐8 Labourers 

Do you consider you 
have any disabilities?  

☐Yes   

☐No 

If you have answered “Yes” please tick the relevant boxes: 

☐Hearing/deaf  

☐Acquired brain impairment 

☐Physical  

☐Visual 

☐Intellectual 

 

☐Medical condition 

☐Learning 

☐Mental illness 

☐Other, please state below 

_______________________________ 

If yes, would you like to receive advice on support services, equipment and facilities which may 

assist you?   ☐ Yes  ☐ No 
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E STUDENT SELF-ASSESSMENT CHECKLIST  
The self-assessment assists The Academy to determine if the course you wish to enrol in is the most suitable one for you based your 
educational history, existing skills and capabilities, aspirations, interests and career goals.  The information you provide in this form will also 
assist The Academy to identify any learning needs you have and provide any support services you identify to meet your individual needs. 
 

ACADEMIC SUITABILITY 
All prospective students must meet The Academy’s course entry requirements to establish their suitability into the course.  Tick the 
OPTION which is the most appropriate to you: 
❑ I have successfully completed Australian Year 11 qualification or its overseas equivalent 
❑ I have successfully completed Australian Year 12 qualification or its overseas equivalent 
❑ I have successfully completed Certificate II, Certificate III or higher-level qualification in Australia (taught in English) 
❑ I have minimum score of IELTS 5.5 or equivalent  
❑ I have an English proficiency of upper intermediate level or above from a NEAS accredited ELICOS provider 
❑ I will complete a Language Literacy and Numeracy (LLN) test and any follow-up assessment required by The Academy 

 (Based on the above, please ensure that you attach evidence such as copies of certificates and transcripts, up-to-date resume, copies of work 
experience, letters if you hold prior work experience from your employer to validate your work experience). 

 

Have you read the course information pack which is available from our website and explain why are you interested in this course? 

 
 

How do you think this course will assist you to achieve your career goals? 

 
 

Do you have relevant work experience?  If you have previous work experience, can you relate your previous employment to the 
course you chose, and can demonstrate that you have some understanding of what you will be learning?  Please attach evidence e.g. 
resume, letter from employer or job description. 
 
 

Do you hold any formal qualifications which will assist you in competing this qualification? ❑ Yes ❑ No   
If yes provide details below and attach certified copies of any academic qualifications, certificates and  transcripts. 
 
 

What are the future opportunities available to you once you complete this course and what is your future career plan?  How do you 
think this course will help you achieve your future career plan? 

 
 

Do you have any special learning needs or need reasonable adjustment?   ❑ Yes ❑ No   
Please provide more details to help us provide you with the relevant support to enable you to complete your studies? 

 
 

If your course involves work placement, have you read the course information pack and understand work placement requirements?    
❑ Yes  ❑ No   ❑ Not Applicable as my course does not have any work placement requirements 

 
 

If you course has work placement requirements, will you need assistance in finding employment?  
❑ Yes  ❑ No   ❑ Not Applicable as my course does not have any work placement requirements 

Provide any additional comments if required? 
 
 

Why did you choose The Academy to study this course? 

 
 

All courses require you to work on computers to conduct research, complete assessment tasks and upload onto your student portal.  
Can you indicate your computer literacy skills so that we can organise sufficient support for you during your studies? (For example can 
you use programs such as Microsoft Word, Excel, PowerPoint or do you need assistance?) 

 
 

Do you have any other comments or questions or is there anything else you would like to tell us? 

 
 

F FEE PROTECTION (PREPAID FEES) 
The Academy will not accept more than $1,500 prepaid fees (sometimes referred to as ‘fees collected in advance’) from any 
domestic student before the relevant services have been provided.  



  

Domestic Student Enrolment Application Form V.5.4  Page 4 of 8 
Eff.15 April 2026 

DOMESTIC STUDENT ENROLMENT APPLICATION FORM  

 
G REFUND POLICY  
Cancellation Prior to Your Scheduled Course or Package Commencement Date 
a) When The Academy receives written notification of cancellation 28 days or more before students’ originally accepted course or 

package commencement date, a refund equivalent to 75% of the tuition fees will be made. Please note that offers for deferred 
commencement dates do not extend the period where a refund of 75% can be claimed.  

b) When The Academy receives written notification of cancellation less than 28 days before student’s originally accepted course 
or package commencement date, a refund equivalent to 50% of the tuition fees will be made. Please note that offers for 
deferred commencement dates do not extend the period where a refund of 50% can be claimed. 

Withdrawal on or After Your Scheduled Course or Package Commencement Date 
c) No refund of tuition fees will be made after student’s scheduled course or package commencement date.  
d) In case of withdrawal from a commenced course or package, students must give The Academy four weeks’ written notice prior 

to their next instalment due date or pay four weeks in lieu of notice. The total number of academic weeks delivered to the 
student will form part of the withdrawal fee calculation.  

e) Any amounts that fall due prior to student’s withdrawal being submitted must be paid in full at the time of student’s withdrawal 
is processed. For example, if a tuition payment or late fee is due this must be paid in full at the time student submits their 
withdrawal. 

Refund process 
Refund applications for full or partial refunds must: 

a) Be made in writing on the Refund Request Form  
b) Be accompanied with supporting documents setting out the reasons for the application 
c) Be forwarded to accounts@sbta.com.au or in person to the reception 

This agreement and the availability of complaints and appeals processes, does not remove the right of the student to take action 
under Australia’s consumer protection laws refer to http://consumerlaw.gov.au/the-australian-consumer-law/ website.  The refund 
policy is subject to review from time to time.  

 

H COMPLAINTS AND APPEALS  
COMPLAINTS 
The Academy is committed to providing all its students the best possible environment in which to study.  The Academy however 
understands that there may be instances where there may be dissatisfaction and acknowledges that the cause(s) must be 
addressed and rectified immediately.  In such instances, The Academy will invite feedback from the dissatisfied party so that a 
resolution can be reached which will provide The Academy with an opportunity to review its policies and practices for future 
continuous improvement purposes.  
The Academy’s complaint management system is intended to:  

• enable us to respond to issues raised by people making complaints in a timely and cost effective way  

• boost public confidence in our administrative process, and  

• provide information that can be used by us to deliver quality improvements in our products, services, staff and complaint 
handling. 

There is no cost for lodging a complaint.  All complaints will be treated with integrity and privacy will be maintained at all times as 
per the Privacy Act 1988.  The complaints process will give the student the opportunity to formally present his or her case; and be 
accompanied or assisted by a support person.  For more information, please refer to our Complaints policy and procedure from our 
website at www.sbta.com.au   
 
APPEALS  
The purpose of the Appeals Policy is to ensure that The Academy will ensure that it will address all students’ appeals in a way that 
contributes to The Academy’s supportive and fair environment and is consistent with the principles of fairness, equal opportunity 
and natural justice.  There is no cost for lodging an appeal.  All appeals will be treated with integrity and privacy will be maintained 
at all times as per the Privacy Act 1988.  The appeals process will give the student the opportunity to formally present his or her 
case; and be accompanied or assisted by a support person.  For more information, please refer to our website www.sbta.com.au  
 
 

I PRIVACY NOTICE  
Under the Data Provision Requirements 2020, The Lan-Grove Office Training Centre Pty Ltd trading as The Sydney Business 
and Travel Academy, SBTA Culinary Institute and The Sydney English Language Academy (referred to as “The Academy”), ABN 
95 002 965 639, RTO ID: 90412, CRICOS Provider Code: 00181A is required to collect personal information about you and to 
disclose that personal information to the National Centre for Vocational Education Research Ltd (NCVER). 
 
Your personal information (including the personal information contained on this enrolment form), may be used or disclosed by 
The Academy for statistical, administrative, regulatory and research purposes. The Academy may disclose your personal 
information for these purposes to: 
 

❖ Commonwealth and State or Territory government departments and authorised agencies; and NCVER. 

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

1. Populating authenticated VET transcripts; 

2. Facilitating statistics and research relating to education, including surveys and data linkage; 

3. Pre-populating RTO student enrolment forms; 

mailto:accounts@sbta.com.au
http://consumerlaw.gov.au/the-australian-consumer-law/
http://www.sbta.com.au/
http://www.sbta.com.au/
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4. Understanding how the VET market operates, for policy, workforce planning and consumer information; and 

5. Administering VET, including program administration, regulation, monitoring and evaluation. 

You may receive a student survey which may be administered by a government department or NCVER employee, agent or third 
party contractor or other authorised agencies. Please note you may opt out of the survey at the time of being contacted. 
 
NCVER will collect, hold, use and disclose your personal information in accordance with the Privacy Act 1988 (Cth), the National 

VET Data Policy and all NCVER policies and protocols (including those published on NCVER's website at www.ncver.edu.au). 

J NOTIFICATION OF COLLECTION STATEMENT 

This is the Notification of Collection Statement that The Academy is required to provide you with at the time of obtaining your 
personal information. This forms part of our Privacy Policy, available at www.sbta.com.au  
 
PURPOSE  
The Academy collects and holds personal information about you for the purposes of delivering training and assessment services 
under/in line with the VET Quality Framework for Registered Training Organisations (RTO). 
 
SENSITIVE INFORMATION  
In some circumstances The Academy may collect personal information that is sensitive. This may include information such as 
any physical or mental illnesses or disabilities you may have, your language, and literacy and numeracy (LLN) level. We collect 
this information as it is reasonably necessary to enable The Academy to provide training and assessment services to cater for 
your individual needs and requirements. The Academy will only collect your sensitive information with your consent and will 
ensure that it is stored securely. If you do not wish for your sensitive information to be collected by The Academy, you should 
discuss this with a member of The Academy’s Student Services team. The Academy employees will act strictly in accordance 
with this policy and will be happy to discuss the reasons for seeking to collect your sensitive information. They will also discuss 
with you any consequences of not providing your sensitive information which may include an effect on the services The Academy 
can provide to you. 
 
FAILURE TO PROVIDE INFORMATION  
If you do not wish for your personal information to be collected, you should discuss this with our Student Services Coordinator. 
SBTA employees will act strictly in accordance with SBTA’s Privacy Policy and will be happy to discuss the reasons for seeking 
to collect your personal information. They will also discuss with you any consequences of not providing your personal 
information, or providing incomplete or inaccurate personal information, which may include an effect on what services SBTA can 
provide to you 
 
ACCESS AND CORRECTION 
You may request access to your personal information at any time in writing.  If at any time you believe The Academy’s record of 
your personal information is incorrect, please let The Academy know immediately. We will take reasonable steps to correct the 
information so that it is accurate, complete and up–to–date.  
 

K STUDENT’S CODE OF CONDUCT 

 
The Lan-Grove Office Training Centre Pty Ltd trading as The Sydney Business and Travel Academy, SBTA Culinary Institute, 
SBTA Community Care (SBTA) and The Sydney English Language Academy (SELA) collectively known as “The Academy” is 
committed to providing high-quality education and a safe, supportive, and inclusive learning environment. 
 
Students are expected to adhere to The Academy’s policies and procedures at all times. The Academy reserves the right to 
suspend or expel students for serious breaches of The Academy’s policies and procedures. No refunds will be made in such 
cases. Everyone associated with The Academy have the same rights.  Therefore, any form of harassment, bullying, victimization 
and discrimination will not be tolerated. Students should contact the Student Services Coordinator if they feel they are a victim of 
bullying and harassment.  The Student Services Coordinator might escalate it to the Principal who will establish a formal inquiry if 
the complaint is serious or might refer it to external authorities within Australia. 
 
This Student Code of Conduct outlines the standards of behaviour expected of all students. It ensures that everyone staff, 
domestic students, and international students on student visas (CRICOS) can participate in education and training free from 
disruption, harassment, or unsafe practices. 
 
1. Respect and Behaviour 

• Treat all staff, fellow students, and members of the community with courtesy, dignity, and respect. 

• Bullying, harassment, discrimination, or abusive behaviour will not be tolerated. 

• Respect cultural diversity and the rights of others to hold different values, opinions, and beliefs. 
 
2. Academic Integrity 

• Maintain honesty and integrity in all studies and assessments. 

• Plagiarism, cheating, and collusion are unacceptable and may result in disciplinary action. 

• Attend classes and learning activities, contribute to group work, and complete all assessments on time. 
 
3. Attendance and Course Progress 

http://www.ncver.edu.au/
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• Attend scheduled classes and training sessions regularly and punctually. 

• Notify The Academy promptly if illness or personal circumstances affect attendance. 

• Provide medical certificates for absences where required. 

• International (CRICOS) students must maintain satisfactory attendance and course progress as a condition of their 
student visa. 

 
4. Use of Facilities and Resources 

• Use The Academy’s facilities, equipment, IT systems, and resources responsibly and only for study-related purposes. 

• Do not damage, misuse, or remove property belonging to The Academy. 

• Maintain cleanliness and safety in classrooms, kitchens, computer labs, and common areas. 
 
5. Health, Safety, and Wellbeing 

• Follow all Work Health and Safety (WHS) rules and directions from staff. 

• Report hazards, unsafe behaviour, or accidents immediately. 

• Drugs, alcohol, and illegal substances are not permitted on campus. 

• Smoking is only allowed in designated areas (if any). 
 
6. Fees and Financial Responsibilities 

• Pay all fees and charges by the due dates outlined in enrolment and Written Agreements. 

• Failure to meet financial obligations may result in suspension or cancellation of enrolment. 

• CRICOS students must comply with financial responsibilities as part of visa conditions. 
 
7. Communication and Personal Information 

• Keep your contact details (address, phone, email) up to date by notifying The Academy within 7 days of any changes. 

• Communicate respectfully with staff and peers in person, by phone, and online. 
 
8. Behaviour in the Wider Community 

• While representing The Academy, behave in a manner that upholds the good reputation of the College. 

• Respect the rights of others and comply with Australian laws and regulations. 
 
9. Breaches of the Code 

Breaches of this Code of Conduct may result in: 

• Verbal or written warnings. 

• Suspension or cancellation of enrolment (which may be reported to the Department of Home Affairs for CRICOS 
students). 

• Referral to external authorities in cases of unlawful or serious misconduct. 
 
10. Student Rights 

All students at The Academy have the right to: 

• Be treated with respect, fairness, and dignity. 

• Learn in a safe and inclusive environment. 

• Access academic, language, and welfare support services. 

• Provide feedback and participate in The Academy’s  decision-making where appropriate. 

• Appeal decisions or lodge complaints through The Academy’s Complaints and Appeals Policy without fear of reprisal. 

 

L PROSPECTIVE STUDENT DECLARATION  

I _________________________________________________________________________________________________ 

(First, middle and last name) 

 

Of _________________________________________________________________________________________________ 

(current residential address) 

 
With date of birth _____________________________ declare that all information provided by myself to The Academy in 
connection with the Notification of Enrolment is true, accurate, complete and not misleading in any way. 

 I have been informed of fees and charges associated with this course, including the requirements and timelines to withdraw 
without incurring fees. 

 I have read the Student Code of Conduct. I understand what is expected of me and agree to follow these rules while 
studying at The Academy. 

 I further undertake to pay any of the prescribed fees and charges (if any) within the time allowed by The Academy for such 
payments. 
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 I agree to indemnify The Academy against all debt collection costs, solicitors’ costs and any disbursements incurred as a 

result of my non-payment of monies owed to The Academy. 

 I understand that the giving of forged, false or misleading information may lead to the cancellation of my enrolment. 

 I acknowledge that I will comply with the rules, policies, procedures and by-laws of The Academy. 

 I acknowledge that I have access to, and have read the information supplied in the Student Handbook. 

 I authorise The Academy to obtain a USI on my behalf, verify a USI supplied by me and view my training records and results 
on the USI website. I understand that if my USI is not recorded, no certificates or documents can be issued. 

 I am aware of the entry requirements for entry into this course. 

 I consent to information on this form and supporting evidence supplied by me to be: 
o Released to a third party when required by relevant bodies; and 

o Used by the Australian Skills Quality Authority and any other governing bodies for audit, verification, research, 

statistical analysis, program evaluation, post-completion surveys and internal management purposes. 

 I have read and understood the Privacy and Personal Information Policy available on The Academy’s website and intranet 
and consent to the disclosure of my personal information to relevant bodies outlined in this Policy. 

 I understand that The Academy will not disclose the information provided by me on this form to third parties, without my 
written consent, except to other educational institutions, to government bodies, as required or authorised by law or in 
accordance with The Academy’s Privacy Policy, which is available on www.sbta.com.au or upon request.  

 I give/do not give consent for my photograph and details to be used for Marketing purposes. 

 I have read and understand The Academy’s Policies and Procedures including Refunds, Complaints, Appeals, Code of 
Conduct available on the website. 

 I have accessed and read The Academy’s pre-enrolment and course information guide available on the website prior to 
enrolling.  

 I have been informed of all fees and charges associated with this course, including the requirements and timelines to 
withdraw without incurring fees. 

 

Student’s full legal name: ………………………………………………………………………………………………………… 

 

Student’s signature:  ……………………………………………………………………..  Date: ………………………………. 

L OFFICE USE ONLY  

I declare that this student named on the enrolment form is entitled to apply for the course as detailed in this enrolment form 
based on discussions with the student and the evidence provided by the eligible student. 

 

Enrolment approved by:  …………………………………………………………………..  Date: ……………………………………. 

 

Details entered into ACAS: …………………………………………………………………Date entered: ………………………….. 
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Disability supplement 

Introduction 

The purpose of the Disability supplement is to provide additional information to assist with answering the disability 

question.  

If you indicated the presence of a disability, impairment or long-term condition, please select the area(s) in the 

following list: 

Disability in this context does not include short-term disabling health conditions such as a fractured leg, influenza, 
or corrected physical conditions such as impaired vision managed by wearing glasses or lenses.  

‘11 — Hearing/deaf’ 
Hearing impairment is used to refer to a person who has an acquired mild, moderate, severe or profound hearing 
loss after learning to speak, communicates orally and maximises residual hearing with the assistance of 
amplification. A person who is deaf has a severe or profound hearing loss from, at, or near birth and mainly relies 
upon vision to communicate, whether through lip reading, gestures, cued speech, finger spelling and/or sign 
language. 

‘12 — Physical’ 
A physical disability affects the mobility or dexterity of a person and may include a total or partial loss of a part of 
the body. A physical disability may have existed since birth or may be the result of an accident, illness, or injury 
suffered later in life; for example, amputation, arthritis, cerebral palsy, multiple sclerosis, muscular dystrophy, 

paraplegia, quadriplegia or post-polio syndrome. 

‘13 — Intellectual’ 
In general, the term ‘intellectual disability’ is used to refer to low general intellectual functioning and difficulties in 
adaptive behaviour, both of which conditions were manifested before the person reached the age of 18. It may 
result from infection before or after birth, trauma during birth, or illness. 

‘14 — Learning’ 
A general term that refers to a heterogeneous group of disorders manifested by significant difficulties in the 
acquisition and use of listening, speaking, reading, writing, reasoning, or mathematical abilities. These disorders 
are intrinsic to the individual, presumed to be due to central nervous system dysfunction, and may occur across 
the life span. Problems in self-regulatory behaviours, social perception, and social interaction may exist with 
learning disabilities but do not by themselves constitute a learning disability. 

‘15 — Mental illness’ 
Mental illness refers to a cluster of psychological and physiological symptoms that cause a person suffering or 
distress and which represent a departure from a person’s usual pattern and level of functioning. 

‘16 — Acquired brain impairment’ 
Acquired brain impairment is injury to the brain that results in deterioration in cognitive, physical, emotional or 
independent functioning. Acquired brain impairment can occur as a result of trauma, hypoxia, infection, tumour, 
accidents, violence, substance abuse, degenerative neurological diseases or stroke. These impairments may be 
either temporary or permanent and cause partial or total disability or psychosocial maladjustment. 

‘17 — Vision’ 
This covers a partial loss of sight causing difficulties in seeing, up to and including blindness. This may be present 
from birth or acquired as a result of disease, illness or injury. 

‘18 — Medical condition’ 
Medical condition is a temporary or permanent condition that may be hereditary, genetically acquired or of 
unknown origin. The condition may not be obvious or readily identifiable, yet may be mildly or severely debilitating 
and result in fluctuating levels of wellness and sickness, and/or periods of hospitalisation; for example, HIV/AIDS, 
cancer, chronic fatigue syndrome, Crohn’s disease, cystic fibrosis, asthma or diabetes. 

‘19 — Other’ 
A disability, impairment or long-term condition which is not suitably described by one or several disability types in 
combination. Autism spectrum disorders are reported under this category. 

 


