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2. VET Student Support 

Outcome: VET students are treated fairly and are properly informed, supported, and protected 

Information 

2.1 VET students have access to clear and accurate information concerning the organisation and the 

relevant training product, and they are made aware of any changes that may affect them. 

Who is 

responsible? 

The Managing Director is responsible for ensuring this policy is adhered to and all 

staff have a responsibility to provide students with accurate information. 

When 
▪ Before enrolment 

▪ Throughout the course 

Policy 

Melbourne Institute of Massage and Myotherapy (MIMT) is committed to 

providing VET students with clear, accurate, and current information.  

This policy outlines how MIMT ensures that learners have access to essential 

information needed for enrolment, participation in training, and any changes that 

may affect their learning journey. 

Procedure 

MIMT demonstrates: 

(a) All information provided to VET students by the organisation, or any third 

parties is clear, accurate, and current. 

1. MIMT ensures that all information provided to VET students is clear, 

accurate, and current. This includes information provided directly by MIMT 

and by any third-party organisations acting on its behalf. 

2. Information is reviewed in line with the quality assurance calendar to ensure 

that all information reflects the most current details about the training 

products MIMT has on scope, fees, schedules, support services, and other 

relevant aspects. 

  



P 2.1 Student Information  
Policy & Procedure 

 

2 
Australian College of Health Fitness trading as  

Melbourne Institute of Massage & Myotherapy TOID: 21906 

P 2.1 Student Information Policy & Procedure V1.0 

 

Procedure 

(b) How it identifies which information VET students require before enrolment 

and how that information is communicated to VET students before their 

enrolment. 

MIMT identifies the information required by VET students before enrolment 

through the following review process: 

1. Training package requirements for each qualification, skill set, or unit of 

competency, including any equipment and or work placement requirements 

2. Delivery modes 

3. Regulatory requirements, including those from ASQA and other relevant 

bodies 

4. Industry consultation to ensure any specific industry requirements or work 

placements are communicated 

5. Feedback from previous students and staff to identify common queries or 

information gaps.  

Based on this analysis, MIMT determines the critical information needed to 

enable VET students to make informed decisions.  

Details will also include training product details, including equipment and/or work 

placement requirements, fees, support services, and obligations, all outlined 

clearly during the enrolment process. 

Students are supplied with a pre-enrolment information that includes the training 

product code and title, duration, equipment and/or clinical placement 

requirements, support services, delivery modes, location, commencement dates, 

scheduling, assessment requirements, licensing requirements, and third-party 

arrangements. 

Students receive this information via email and is accessible via MIMT website: 

www.mimt.edu.au  

  

http://www.mimt.edu.au/
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Procedure 

(c) The following information is easily accessible to VET students: 

i. the training product code and title, duration, mode(s) of delivery, location, 

commencement dates, scheduling, any requirements to commence or 

complete the training product including assessment requirements, whether 

any licensing or occupational licence requirements apply, and details of any 

third-party arrangements that apply to the delivery of the training. 

All information required to inform the VET student can be found on the MIMT 

website, and any affiliated marketing material should be checked before 

publication using the marketing checklist and approval from the affiliated 

manager. 

ii) the training support services and wellbeing support services that are 

available to the VET student, and how the student can access those 

services. 

1. MIMT offers training and wellbeing support services. Some are provided by 

MIMT, and some are referred to outside of MIMT. 

2. A complete list of all our training and well-being support services and how 

to access them is located in the MIMT i 6 Student Handbook, which is found 

on the website, and a copy is emailed to the student. 

iii) All fees, costs and charges associated with the provision of the training 

product which VET students may incur, including payment terms and 

conditions, any applicable refund policies and the availability of any 

relevant government training entitlements and subsidies. 

Detailed information about any fees and costs, including payment terms and 

conditions, refund policies, is available to the student via MIMT website and          

i 6 Student Handbook (also accessible via the website) 

(iv) Any obligations or liabilities which may be imposed on VET students 

undertaking the training product, including any obligations requiring VET 

students to acquire any materials, equipment or IT, any costs and 

processes associated with withdrawing from training, and costs and 

processes associated with obtaining a Student Identifier, and any 

requirements for VET students to undertake work placements. 

We communicate learner obligations, including clinical placements, materials, 

equipment, or IT requirements, costs, withdrawal processes, and obtaining a 

Unique Student Identifier (USI) as well as LLND assessment requirements via the   

i 6 Student Handbook in the first instance and then reiterated as part of the 

welcome letter upon acceptance of the enrolment application.  
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Procedure 

(d) The organisation provides all VET students with documentation prior to 

enrolment (Statement of Fees) or before any fees are required to be paid which 

sets out: 

(i)  the training which the organisation or third parties will provide the VET 

student.  

(ii)   all fees, costs and charges which the VET student will be required to pay; 

and  

(iii) any obligations or liabilities which may be imposed by the organisation or 

third parties on the VET student. 

MIMT dispenses a written agreement to the individual VET student that outlines 

the agreed-upon training, associated fees, and learner obligations before they are 

required to make any payments, ensuring transparency and mutual 

understanding. This information is detailed in the Statement of Fees for the 

relevant qualification or course. 

(e) That it informs VET students, as soon as practicable, of any changes to 

training products or the organisation’s operations that may affect VET students, 

including any changes relating to the transition of superseded, deleted, or 

expired training products. 

1. We systematically identify changes that may affect learners, including 

updates to training products or significant modifications to the training. All 

managers, admin support, and the training package developer are subscribed 

to www.training.gov.au for the units and/or qualifications held on scope. 

2. When a change is identified, the Managing Director and the compliance 

officer will review its implications. A plan will be created for implementing 

this change, including actions that need to be taken (this may include new 

resources and assessments). People will be assigned responsibilities and 

timelines. 

Prompt communication is given to the student, identifying the changes to the 

students, including how it will affect them and the timeline. MIMT does this 

through various channels like email, website announcements, and direct 

communication. Extra support services are also offered at this time.  

  

http://www.training.gov.au/
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Monitoring and 

Review 

MIMT regularly reviews all information provided to students to ensure it remains 

accurate, current, and reflective of the training product and its requirements.  

Feedback from students and staff will be used to improve the clarity and 

accessibility of information provided before enrolment and during training.  

All continuous improvements will be documented in the continuous 

improvement register. 

Workflows 

St1 LLN&D 

St2 _Pre-Enrol, Enrol, Student Support 

TA 9_Changes that affect students 

TA 1_TAS Development 

Forms / 

Documents 

i 3 Quality Assurance Schedule 

i 6 Student Handbook 

MIMT Website 

MIMT Marketing Material 

F 10 Marketing Advertising Checklist 

Email 6 Welcome Letter 

F 27 TAS-Template 

F 22 Third Party Agreement 

F 18 Student Application Form 

i 5 Support Services 

S 1 Student Enrolment Survey 

S 2 Industry Survey 

S 3 Student Feedback on Industry Expert Engagement 

S 4 Student Course Completion Survey 

S 5 Training Survey 

S 6 Student Training and Assessment Survey 

S 7 Student Wellbeing Services Feedback Survey 

S 8 Trainer and Assessor Survey 

 


