o NON MEMBER
l n p Processes and Protocols for Enroiments

SEMESTER 2, 2010

Training and Development Provider

To assist VET Coordinators who wish to enrol students in programs conducted by INAP
Training and Development Provider, the following processes should be followed to ensure
that students can participate in their choice of program, and that every program runs
smoothly.

. Enrolments will commence from week 1, Term 2 2010 and will be accepted on a first in
first come basis, with the exception of Year 11 and 12 students who choose to study
VET as part of their SACE. Year 11 and 12 students must pay in full by Monday 31 May
2010, to be given preferential freatment.

. INAP Member School students have priority over non-member school enrolments for
Semester 2 until Friday 14 May 2010.

. Enrolments must be accompanied by fully signed Enrolment and Terms & Conditions
forms. Forms should only be sent to INAP if the school is sure the student will pay and
commit to the course. NO STUDENT ENROLMENT WILL BE ACCEPTED WITHOUT BOTH OF
THESE SIGNED FORMS.

o Payment to secure an enrolment must be made by Monday 31 May 2010, as per the
Terms and Conditions Form. All payments made after Monday 31 May 2010 will incur a
$20 administration fee.

e Please note; invoices will not be issued to individual students. INAP will invoice the
school and it is the responsibility of the school to follow up on payment from individual
students.

e There will be NO REFUND paid for students withdrawing from courses after Wednesday
23 June 2010.

e A full refund or the option to be placed on the Semester 1, 2011 list will be offered if
there are not enough students to run a class. If a student elects to be placed on a
Semester 1, 2011 list, this Semester withdrawal policies will apply. However, the student
will not be required to pay extra costs should a course have an increase in fees.

e If there are more enrolments than places available, students will be placed on a wait
list. If there are enough students, INAP will endeavour to make every effort to create
another class.

e If there are vacancies in classes, enroiments, accompanied by both forms and
payment wil be accepted untii the commencement of the course. The late
withdrawal fee will still apply. NO ENROLMENT WILL BE ACCEPTED WITOUT FORMS AND
PAYMENT.

Note: Most classes will commence the week beginning Monday 19 July 2010. Students who wish o
withdraw after Monday 31 May 2010 will incur a 25% fee. There is NO REFUND after Wednesday 23
June 2010.

Students need to be made aware of this before they complete the enrolment process and sign
forms.



L4
l n p CHECKLIST FOR ENROLMENT PROCESS

Training and Development Provider

Action Date Due Date
Completed

] Advertise classes and prices

[] Collect Expression of Interest
Forms

] Hand out student packs
containing:
O Enrolment Form
O Request for payment
O Terms and Conditions Forms

O Workplace Request Forms
(if required)

[] Send forms to INAP

Collect Fees

©)

@) Send payment to INAP by
Monday 31 May 2010

L] Print off an INAP Student
Confirmation Pack (see INAP
website : www.inap.org.au)
which include:

O Confirmation letter
Information Sheet

Map

Workplace Request Form

Marden Senior College or
TAFESA enrolment form — if
applicable

Any other relevant
information pertaining to the
course
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ALL COMPLETED

Forms are available on the website, http://www.inap.org.au
INAP Training and Development Provider, 1 Northcote Terrace, MEDINDIE SA 5081

Rachel Rowett, Manager Email: rachel@inap.org.au
Phone: 8342 0841
Fax: 8269 5110
Mobile: 0414 256 185
Christine King Email: christine@inap.org.au
Personal Assistant to the Phone: 8342 6381 Fax: 8269 5110

Manager
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