CELEBRANT

Advertising and Marketing Policy

Advertising & Marketing

Purpose

The purpose of this policy is to ensure that all advertising and marketing activities conducted by The Celebrant
Institute RTO are accurate, ethical, and compliant with the Standards for RTOs and Australian Consumer Law
(ACL). This policy outlines the organisation’s commitment to providing clear and honest information to
prospective students, stakeholders, and the public.

Application

This policy applies to all advertising and marketing activities conducted by The Celebrant Institute RTO,
including those undertaken by personnel, contractors, and third-party providers. It encompasses all
communication channels, including websites, social media, print materials, and public promotions.

Policy Statement

The Celebrant Institute RTO is committed to ethical and transparent advertising and marketing practices. All
promotional materials and activities will accurately represent the organisation’s courses, services, and
outcomes, ensuring compliance with legal and regulatory requirements while fostering trust and integrity.

The organisation enables informed choice for clients and students by providing clear and factual information,
whether this is done directly or by a third-party. The Celebrant Institute RTO is responsible for all marketing or
other material disseminated on its behalf, regardless of the channel or method used.

The Celebrant Institute RTO is conscious of the national requirements for the marketing of nationally
recognised training and ensures that the information used is accurate, clear and managed ethically. The
organisation ensures that marketing and advertising material is consistent with its training and assessment
strategies.

The Celebrant Institute RTO:

o Ensures its marketing to prospective students and other clients is ethical, factual, open, honest and
accurately represents the services it provides and the training products on its scope of registration,

o Does not engage in marketing practices that involve high-pressure selling techniques, and

e Regularly monitors and evaluates marketing and recruitment materials and practices.

Rationale

The Celebrant Institute RTO’s advertising and marketing processes are designed to ensure that all promotional
activities are accurate, ethical, and compliant with the Standards for RTOs, Australian Consumer Law (ACL),
and relevant other regulatory requirements. All activities uphold transparency and integrity, ensuring that
students and stakeholders receive clear, factual, and non-misleading information to support informed decision-
making.

The organisation ensures that all promotional materials and information align with the organisation’s training
and assessment strategies and accurately represent course offerings, student support services, fees, and
potential outcomes. Additionally, it prohibits high-pressure sales tactics, misleading employment guarantees,
or deceptive statements regarding government funding entitlements.

The Celebrant Institute RTO has implemented robust review mechanisms to ensure all advertising materials
remain current, compliant, and reflective of training products on scope. Marketing collateral undergoes internal
approvals and ongoing monitoring, with strict oversight over all personnel and advertising strategies.

General Marketing Collateral Requirements

Client means a student, enterprise or organisation that uses or purchases the services provided by an RTO.
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All The Celebrant Institute RTO marketing material or information disseminated by the RTO or on its behalf by
an expert engaged by the organisation must:

e Include or provide links to its registration code 22417 (or a link to the part of the National Register
where the organisation’s registration code is located) and the code and title of any training product, as
published on the National Register www.training.gov.au.

e Accurately represent the services it provides, including by distinguishing the types of training and
assessment that will result in the issuance of AQF certification documentation from any other
facilitation or delivery of programs delivered by the organisation.

e Accurately represent the training products on the organisation’s scope of registration.

e Only refer to a training product that is no longer current while it remains on the organisation’s scope
of registration and new enrolments are permitted.

e Only represent that completion of a training product will lead to a licensed or regulated outcome where
this has been confirmed by the relevant industry regulator.

¢ Include accurate information regarding any financial support arrangements available in respect of the
services referred to in the advertisements or marketing materials.

e  Only refer to or imply a connection with another person or organisation in its marketing material if the
consent of that person or organisation has been obtained.

Industry Experts

Where advertisements or marketing materials refer to services that The Celebrant Institute RTO has engaged
an expert to deliver, the organisation ensures the advertisements or marketing materials identify which services
will be delivered by the expert, including where an expert is:

e Recruiting prospective VET students on behalf of the organisation, or
o Delivering training and assessment on behalf of the organisation.

No Guarantee or Inducement

The organisation does not guarantee, verbally or in writing, that:

e A student will successfully complete a training product on its scope of registration,

e Atraining product can be completed in a manner that does not meet the requirements of the Standards
for RTOs, or

o A student will obtain a particular employment outcome where this is outside the control of the
organisation.

Nationally Recognised Training Logo

The Celebrant Institute RTO only uses the Nationally Recognised Training (NRT) Logo in accordance with the
Nationally Recognised Training Conditions of Use Policy.

The NRT logo is a distinguishable mark of quality for promoting and certifying national vocational education
and training leading to AQF certification documentation. The NRT Logo is a registered trademark.

The Celebrant Institute RTO only uses the NRT Logo in line with the range of situations and conditions outlined
below.

Advertisements and Promotional Information in any Medium (Print, TV, radio, banners, internet, etc.)

The Celebrant Institute RTO uses the NRT Logo to promote only nationally recognised training that is within
its scope of registration.

The Celebrant Institute RTO ensures impressions are not created that may lead an observer to conclude the
NRT Logo applies to all training provided where this is not the case.

Where training is being promoted that does not meet the requirements stipulated in the VET Quality Framework
(that is, non-accredited training) or is outside The Celebrant Institute RTO’s scope of registration, it is made
clear the NRT Logo is not associated with that training.
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Client Information (Brochures, course handbooks, prospectuses, etc.)

The Celebrant Institute RTO ensures that when it is promoting the training it offers and wishes to use the NRT
Logo, its promotional material such as brochures, handbooks and prospectuses clearly distinguish between
nationally recognised training within the scope of registration and that which is not nationally recognised.

Corporate Stationery, Business Cards, Buildings, Training Resources and Marketing Products

The Celebrant Institute RTO does not use the NRT Logo on products such as corporate stationery, business
cards, building sighage, mouse pads, pens, satchels, packaging around products, nor learning resources
supporting training.

Certificates, Statements of Attainment and other Testamurs

The Celebrant Institute RTO ensures the NRT Logo is correctly and accurately depicted on all AQF certification
documentation issued. The NRT Logo is not depicted on other testamurs or record of results.

NRT Logo Specification

The NRT logo consists of both the triangular shape and the descriptor. The triangle is not to be used without
the descriptor. The typeface is Fritz Quadrata. Under no circumstances is the descriptor to be typeset in any
other typeface.

The complete NRT logo may be varied in size. The size and position of the NRT logo on the final product is at
the discretion of the product designer. Although the size of the logo may be varied, the proportions of the
triangle and the descriptor in relation to each other may not be varied. Under no circumstance is the logo to
be reproduced in mirror image or be rotated.

Two Colour Reproduction

Where the NRT logo is reproduced in colour, it must comply with these colour requirements. Deviation from
these colours is not permitted, nor are colours to be swapped around or stippled. The only colours to be used
are:

e GREEN PMS 343
e RED PMS 192

One Colour Reproduction

Where the NRT logo is reproduced in one colour, it should preferably be in GREEN PMS 343 or, where this is
not suitable, it may be reproduced in black. In some situations, the background colour may clash, or the logo
may not be prominent. In those situations, the black logo may be reversed out to display in white.

e ., .
————— ————— ——
————— ———— ———
——— ——— ——
— — —
— — —

NATIONALLY RECOGNISED NATIONALLY RECOGNISED NATIONALLY RECOGNISED
TRAINING TRAINING TRAINING

Conditions of Use of Australian Qualifications Framework Logo

The Celebrant Institute RTO only uses the AQF Logo in line with the range of situations and conditions outlined
below.

Course Appropriateness

The AQF logo cannot be associated with education and training that does not lead to an AQF qualification. If
promoting both AQF qualifications and qualifications that do not meet the requirements specified in the AQF,
The Celebrant Institute RTO ensures it is made clear that the AQF logo is not associated with those that are
not AQF qualifications. The impression must not be created that may lead an observer to conclude that the
AQF logo applies to all education and training provided, if this is not the case.
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Course within Scope of Registration

The Celebrant Institute RTO may use the AQF logo to advertise or promote AQF qualifications that it is
authorised to offer.

Permitted Collateral Uses

The Celebrant Institute RTO may use the AQF logo on student information, advertising and promotional
material.

Non-Permitted Collateral Uses

The Celebrant Institute RTO ensures that the AQF Logo is not used for corporate use including corporate
stationery such as business cards and letterhead, building or other corporate signage, marketing products
such as mouse pads, pens, satchels, product packaging, or educational resources used to support teaching
and learning.

AQF Logo Specification

No element of the logo can be altered, moved or changed in any way. Under no circumstance is the logo to
be reproduced in mirror image or be rotated.

The AQF logo must consist of both the circular/arrows shape and the words ‘Australian Qualifications
Framework’ and be set in the typeface Gill Sans Light or Gill Sans Regular. The complete AQF logo may be
varied in size but the proportions of the circle/arrows and the words in relation to each other may not be varied.

The minimum clear space required around the logo image is 10mm on all sides. No other graphic or text
elements may appear within the clear space.

The AQF logo must always appear in:

e |ts principal Pantone spot colours: PMS 144C, 3272C, 258C,
e Black and white, or
e Reversed out of black.

Black and White Reproduction
Where the AQF logo is reproduced in one colour, it must be in black and white.
Reversed Out of Black Reproduction

Where the AQF logo is reproduced in one colour and it is used on backgrounds where black print will not be
legible, reversed black and white may be used.

Australian E Australan (N
Qualifications ﬂ %:ﬂggjglrimﬂ
Framework

Testimonials and other References

Where The Celebrant Institute RTO makes reference to another person or organisation (such as testimonials
or photos) in marketing or advertising material, it has gained consent from the person or organisation for the
use of that reference. This includes references via text, statements, logos and photos. The Celebrant Institute
RTO ensures all testimonials are true and correct before using them to endorse products.

All The Celebrant Institute RTO students provide consent to the use of photos and other images that are taken
at The Celebrant Institute RTO learning activities and events, through the relevant release clause in The
Celebrant Institute RTO Application for Enrolment. Usage in these instances is generally one off, group
images for general operational and promotional purposes.
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Students are able to ‘opt out’ of this release if they wish, with all ‘opt-outs’ recorded in the aXcelerate Student
Management System.

Various The Celebrant Institute RTO contractual arrangements with government stakeholders, enterprise
clients and other third parties may routinely include consent for the use of information and images in marketing
collateral, including the use of organisational logos and other trademarks.

For more specific advertising and marketing purposes, client consent is obtained and recorded using the
Marketing Consent Form.

Third-party Arrangements

Third party means any person who has an arrangement with an NVR registered training organisation to deliver
services, but does not include:

e Employees of the organisation,

o Experts engaged by the organisation, or

o Government agencies and government funded agencies that refer VET students to the organisation
and do not receive any payment from the organisation for doing so.

A third party may recruit students on behalf of The Celebrant Institute RTO, using the name of The Celebrant
Institute RTO. They may not undertake recruitment using the name of their business. If a third party is directly
engaging in two-way communication with individual prospective students about undertaking training and/or
assessment at The Celebrant Institute RTO, they are undertaking activities related to recruitment.

Marketing Collateral Approval Process

Before use, all marketing collateral is checked and approved by The Celebrant Institute RTO Chief Executive
Officer.

Marketing materials are approved via email or using online marketing collateral review and approval software.

The Celebrant Institute RTO monitors all marketing activities and collateral on an ongoing basis to ensure it
remains current and accurate.

Marketing Collateral Requirements

The Celebrant Institute RTO provides extensive current and accurate information about its course services via
publishing publicly on its website and through its course outline and Student Handbook. This public information
includes information about:

e The Celebrant Institute RTO itself,

e Student rights and responsibilities,

e General regulatory and legislative compliance,

e Student study commitment and behaviour expectations,

e Equity commitment,

o  Work health and safety requirements,

e Privacy arrangements,

o Fees, charges and refunds,

e Language, Literacy, Numeracy and Digital literacy (LLND) arrangements,
e Recognition of Prior Learning (RPL) and credit transfer,

o Competency-based training and assessment processes,

e Complaints and appeals processes,

e Records, release of information and access to student records,
e Cheating, plagiarism and discipline arrangements,

o Evaluation and feedback arrangements, and

o Further information contact details.

A range of compliance and operating information is also publicly published on The Celebrant Institute RTO
website.
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Promotional Methods

The Celebrant Institute RTO internal and third-party representatives maintain compliance with a range of
regulatory requirements when undertaking promotional activities.

Do Not Call Register

The Celebrant Institute RTO representatives do not make unsolicited phone calls. Should this ever be
conducted, staff who make unsolicited contact with potential students in order to sell them course services
must comply with the Do Not Call Register Act 2006 and associated telemarketing standards.

Third-party Representatives

The Celebrant Institute RTO does not engage in any third-party activities. Should we ever choose to do so, we
will ensure that any third-party agreements that include the making of telemarketing calls and marketing faxes
require compliance with the legislative requirements.

Telemarketing and Research Calls Industry Standard

The Telemarketing and Research Calls Industry Standard applies to all voice calls made to Australian numbers
that:

o Offer, advertise or promote goods, services, land, interests in land, business opportunities or
investment opportunities,

e Advertise or promote suppliers or prospective suppliers of such things,

e Solicit donations, and

e  Conduct opinion polling or standard survey-based research.

The industry standard establishes minimum requirements for those making telemarketing and research calls.
Permitted Contact Hours
The Celebrant Institute RTO representatives do not undertake telephone or fax marketing to clients:

e On a Sunday or a public holiday,
o Before 9am or after 8pm on a weekday, or
o Before 9am or after 5pm on a Saturday.

Except in cases where consent has been given by the call recipient in advance to receive the call during the
prohibited calling hours.

Provision of Information

The Celebrant Institute RTO representatives making telemarketing calls, at the start of the call, provide their
contact information, the name of the person or business that caused the call to be made and explain the
purpose of the call.

On request, The Celebrant Institute RTO representatives also provide:

e The source of the telephone number, and
¢ The name and contact details at The Celebrant Institute RTO for dealing with consumer enquiries and
complaints.

The Celebrant Institute RTO ensures that calling line identification is enabled at the time that the caller makes
or attempts to make a call.

Providing for the Termination of Calls

The Celebrant Institute RTO representatives will immediately terminate the call in a range of circumstances,
including where the call recipient asks for the call to be terminated or otherwise indicates that he or she does
not want the call to continue.
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Provision of Information during Calls

The Celebrant Institute RTO provides individuals with certain information when calls are conducted, as per the
requirements of the Act. Exactly when the provision of information is needed differs, depending on whether it
is a research call or other telemarketing call.

Telemarketing Calls

Information that must
be provided as soon
as the call starts:

The given name of the person calling,

The purpose of the call, and

If the telemarketing company is calling on behalf of another business, the name
of that business.

Information that must
be provided on request
if applicable, but does
not need to be
provided if the
consumer doesn’t ask
for it:

The full name or personnel ID of the person calling,
If the person is making the call as an employee of a company or business, the
name and contact details of the person’s employer,
If the person is not making the call as an employee of a company or business,
their own full name or business name and contact details (details of a telephone
number used principally for residential purposes are not required where the
caller makes the calls from their residential address),
If the telemarketing company or business is calling on behalf of another
business, the contact details of that business,
The name and contact details of the person responsible for dealing with
inquiries and complaints about (as applicable):

o The person making the call,

o The telemarketing company or business they are calling from, and

o The business on behalf of which the telemarketing company or

business is calling.

Information that must
be provided within a
reasonable time frame
(not exceeding 7 days)
if the consumer asks
for it:

Where the person calling obtained the telephone number, or that it was from a
private individual,

The name of the person the call was intended for (if applicable), and

The name and contact details of any organisation that provided the information
to the person calling (if applicable).

Research Calls

Information that must
be provided as soon
as the call starts:

The given name of the person calling, and
The purpose of the call.

Information that must
be provided on
request or, if the
consumer doesn’t
request it, before the
end of the call:

If the research company is calling on behalf of another business, the name of that
business.
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Research Calls

Information that must
be provided on
request if applicable,
but does not need to
be provided if the
consumer doesn’t
ask for it:

The full name or personnel ID of the person calling,
If the person is making the call as an employee of a company or business, the
name and contact details of the person’s employer,
If the person is not making the call as an employee of a company or business,
their own full name or business name and contact details (details of a telephone
number used principally for residential purposes are not required where the caller
makes the calls from their residential address),
If the research company or business is calling on behalf of another business, the
contact details of that business,
The name and contact details of the person responsible for dealing with inquiries
and complaints about (as applicable):

o The person making the call,

o The research company or business they are calling from, and

o The business on behalf of which the research company or business is

calling.

Information that must
be provided within a
reasonable time
frame (not exceeding
7 days) if the

Where the person calling obtained the telephone number, or that it was from a
private individual,

The name of the person the call was intended for (if applicable), and

The name and contact details of any organisation that provided the information
to the person calling (if applicable).

consumer asks for it:

Managing Call Lists

The Celebrant Institute RTO submits calling lists to the register for washing through the Telemarketer Access
Portal:

https://www.donotcall.gov.au/dncrtelem/index.cfm

Washed lists identify which numbers are:

e Registered, and therefore should not be called, and
¢ Not registered and therefore may be called.

The Celebrant Institute RTO relies on the validity of washing results for thirty (30) days from the date the
register returns the washed list. Calling lists are kept in a valid ‘washed’ state by monitoring when the 30-day
validity period of each list is about to lapse and making sure that any numbers intended to be called after the
end of the validity period are re-washed before the validity period ends.

The Celebrant Institute RTO has clearly documented steps taken to ensure that numbers identified as being
on the register are not called unlawfully, and that numbers identified as not being on the register are not called
outside the 30-day validity period. Work instructions include:

e The process for preparing and washing lists,
e The timeframes within which key steps are to occur, and
e The process for rewashing unused numbers before the 30-day period expires.

Each relevant The Celebrant Institute RTO manager is responsible for the ongoing monitoring and
maintenance of work instructions with all The Celebrant Institute RTO representatives.

Campaign Records

The Celebrant Institute RTO representatives maintain the following records for at least twelve (12) months:

Advertising and Marketing Policy v2.docx 8



CELEBRANT

Advertising and Marketing Policy

Call Lists

o Washing receipts provided by the register operator for each washed list (among other things, the
receipts include a unique transaction ID, time and date stamps, and a summary of the quantity of
numbers submitted and returned), and

e Copies of all files submitted for washing (in the format in which they were submitted) and all files as
returned by the register operator.

Call Records
For each telemarketing call made or attempted, The Celebrant Institute RTO representative’s record:

e The telephone number called,

e The date and time of the call,

¢ The length of the call,

e The outcome of the call (for example, answered or unanswered),

e The client, campaign or service (as appropriate) for which the call was made.

These records are maintained for all calls and attempted calls (that is, not just calls that give rise to an outcome,
or the final attempt to a number before it is abandoned).

Campaign Records
For each campaign, The Celebrant Institute RTO representative’s record:

o Details of the services marketed by telemarketing calls (for example, call scripts, brochures,
information sheets)

e The names, addresses, contact details and roles of all parties who were involved in making the calls
or causing them to be made,

e The carriage RTOs who provided the outbound telephone service through which the calls were made

e If another person such as a contracted call centre or reseller made telemarketing calls under a
telemarketing agreement, copies of all contracts and agreements relating to the making of
telemarketing calls.

Records are stored in various Customer Relationship Management (CRM) recording systems relevant to each
individual The Celebrant Institute RTO representative entity.

Electronic Marketing

The Spam Act 2003 prohibits the sending of unsolicited commercial electronic messages—known as spam—
with an Australian link. A message has an Australian link if it originates or was commissioned in Australia or
originates overseas but was sent to an address accessed in Australia.

The Spam Act 2003 defines a commercial electronic message as:

o Offers, advertises or promotes the supply of goods, services, land or business or investment
opportunities,

e Advertises or promotes a supplier of goods, services, land or a provider of business or investment
opportunities, or

e Helps a person dishonestly obtain property, commercial advantage or other gain from another person.

The Act classifies an electronic message as ‘commercial' by considering:

e The content of the message,

e The way the message is presented, and

e Any links, phone numbers or contact information in the message that lead to content with a commercial
purpose—as these may also lead the message to be defined as 'commercial' in nature.

Messages Sent without Consent

As an educational institution, The Celebrant Institute RTO representatives can send messages to past and
current students without their consent, but only if the messages relate to goods or services supplied by The
Celebrant Institute RTO.
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Identification

All commercial electronic messages sent by The Celebrant Institute RTO representatives accurately identify
The Celebrant Institute RTO as the organisation that authorised the sending of the message. Information
provided includes:

e Clear and accurate information on the correspondence that authorised the sending of the message —
including the correct legal name of the organisation and an Australian Business Number (ABN), and
e Accurate information about how the recipient can contact The Celebrant Institute RTO.

The Celebrant Institute RTO ensures that this information remains correct and valid for at least 30 days after
the message is sent.

Unsubscribe

The Celebrant Institute RTO does not require email recipients to provide personal information (beyond the
electronic address to which the commercial electronic message was sent) to unsubscribe.

The process of unsubscribing does not impose any additional costs on recipients beyond the standard cost of
using the electronic address. Unsubscribe does not:

e Require the use of premium services.
e Incur fees or charges payable to the sender or any associated entity.
Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates marketing and student recruitment processes to ensure
performance is effective and outcomes are met.

A process of performance monitoring, evaluation, and reporting has been established and implemented.

The organisation continually improves the effectiveness and efficiency of processes. Process performance
and outcomes are regularly audited to identify and remove causes of existing and potential problems, as well
as to uncover any opportunities for improvement.

Please refer to the Quality Policy for further information on the monitoring and evaluation process.
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