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Student Advice, Selection, Enrolment & Induction Policy

Purpose

The purpose of this policy is to ensure that The Celebrant Institute RTO provides clear, accurate, and
accessible advice to prospective students, enabling them to make informed decisions about course enrolment.
The policy also outlines the principles and processes for selecting students based on their needs, career goals,
and the requirements of the chosen course.

Application

This policy applies to all personnel, contractors, and third-party providers involved in the provision of advice to
prospective students and the selection process for course enrolment. It encompasses all courses on the Scope
of Registration delivered by The Celebrant Institute RTO.

Policy Statement

The Celebrant Institute RTO is committed to providing accurate and comprehensive advice to prospective
students and ensuring that the selection process is fair, transparent, and aligned with the requirements of the
Standards for RTOs. This approach ensures students are placed in courses that best meet their needs and
capabilities, supporting their educational and career goals.

The organisation ensures individuals are advised, prior to enrolment, about the suitability of the training product
for them, taking into account their skills and competencies.

The organisation has a system for reviewing the skills and competencies of individuals, taking into account the
requirements of the training product, prior to enrolment, including their language, literacy and numeracy
proficiency and digital literacy, as appropriate to the training product, and provides advice, based on the review,
to individuals about the suitability of the training product for them.

Rationale

The approach taken by The Celebrant Institute RTO to student advice, selection, enrolment and induction
ensures that individuals seeking educational opportunities receive accurate, transparent, and comprehensive
advice prior to enrolment.

By implementing a structured Pre-enrolment Review, prospective students are guided towards training
products that align with their skills, competencies, and career aspirations. This method safeguards both the
learner’s investment in education and the integrity of The Celebrant Institute RTO by ensuring that students
have the necessary foundation skills and prerequisites to successfully complete their chosen course.
Additionally, providing clear pathways and referral options where training is deemed unsuitable demonstrates
a commitment to student success.

The Celebrant Institute RTO’s emphasis on accessibility and equity ensures that all individuals, including those
with specific learning needs or preferences, are considered in the selection process. By assessing foundation
skills before enrolment, potential barriers to learning are identified early, allowing for the implementation of
support services where appropriate. This proactive approach fosters an inclusive learning environment.

Ensuring prospective students are fully informed about course expectations, support services, and potential
financial implications reinforces the principle of consumer protection. Through structured procedures for
verifying student identity, confirming academic suitability, and authenticating prior learning, the process
mitigates risks to applicants, other stakeholders and The Celebrant Institute RTO. The overall approach not
only enhances educational outcomes and upholds the reputation and credibility of the organisation within the
vocational education sector.
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Student Entry Procedure

On application for enrolment, The Celebrant Institute RTO ensures that all individuals are able to seek
admission to a course program on the same basis. Where students have particular needs, these are discussed
in open consultation with the student, and where appropriate, reasonable adjustments will be made in order to
facilitate the individual's enrolment.

Prospective students apply for enrolment into one or more Training Product(s).

Training product means an AQF qualification, a skill set, a unit of competency, accredited short course or
module.

Training support services means services and resources designed to support and skill VET students to meet
training product requirements and complete the training product in which they are enrolled.

The Celebrant Institute RTO provides quality course services, including training and assessment that is
suitable and appropriate for each individual.

Foundation skills refer to fundamental skills a person needs to participate in education and training, the
workplace and the community. They are a combination of Language, Literacy, Numeracy and Digital literacy
(LLND) skills along with employability and learning skills.

Foundation skills include:

e Reading skills,

o Writing skills,

e  Oral communication skills,

e Numeracy skills,

e Learning skills,

e Problem solving skills,

e Initiative and enterprise skills,
e Teamwork skills,

e Planning and organising skills,
e Self-management skills,

e Technology skills.

The Celebrant Institute RTO undertakes a pre-enrolment review process with every applicant to be aware of:

e Their foundation skills levels,

o Whether the applicant may require support to improve their foundation skills levels,

e Understanding the skills and experiences of the applicant, and how these may impact on their course
progress, and

e Conditions that may require adjustment of training and assessment methods, such as flexibility with
timing, reasonable adjustments or the use of alternate technologies and resources.

The Celebrant Institute RTO reviews the applicant’s situation against the minimum competencies needed to
successfully complete the course and identify possible reasonable adjustments.

Suitable means the training and assessment meets the individual’s needs, links to likely job and/or
participation outcomes and minimises duplication of the individual’s existing competencies.

Appropriate means the training and assessment is delivered to regulatory and industry standards, uses
delivery modes and durations optimised for the individual’s needs and includes reasonable support to facilitate
the individual’s participation and attainment.

The Celebrant Institute RTO has implemented this student entry procedure to ensure that students are
confirmed to be academically suited to undertake the particular course they wish to study.

To ensure individuals are academically suited, The Celebrant Institute RTO’s student application and
enrolment processes include the requirements that:

Student Advice, Selection, Enrolment & Induction Policy v2.docx



CELRANT

INSTITUTE Student Advice, Selection, Enrolment & Induction Policy

1. Applicants satisfy minimum academic admission requirements, and

2. Applicants satisfy any other specified entry requirements or admission requirements for the specific
course, and

3. The Celebrant Institute RTO reasonably believes that each individual applicant is academically suited
to undertake the course.

The Celebrant Institute RTO focuses on supporting individuals to understand how their options may affect their
future and, ultimately, helping them to choose the right training. This includes being prepared to suggest, in
some instances, that none of its offerings are right for an individual. Where this is the case, The Celebrant
Institute RTO refers prospective students to relevant government websites in their jurisdiction as a good place
to start to determine more suitable course options.

Jurisdiction Course Gateways
Australian Australian Training Directory
Government https://www.myskills.gov.au/
Australian Capital | Skills ACT
Territory https://www.skills.act.gov.au/

New South Wales | Smart & Skilled
https://smartandskilled.nsw.gov.au

Northern Territory | VET NT
http://www.vet.nt.gov.au/

Queensland QLD Skills Gateway
http://www.skillsgateway.training.gld.gov.au

South Australia Skills Gateway
http://www.skills.sa.gov.au

Tasmania Skills Tasmania
http://www.skills.tas.gov.au/learners

Victoria Victorian Skills Gateway
http://www.education.vic.gov.au/victorianskillsgateway

Western Australia | Jobs & Skills
https://www.jobsandskills.wa.gov.au

Assessing Competency in Language, Literacy, Numeracy, and Digital Literacy (LLND)

The Celebrant Institute RTO ensures the required LLND assessment process is conducted with honesty and
integrity.
The results of assessing a student’s competence in LLND under the procedure are reported:

e To the student as soon as practicable after the assessment, and
e To the CEO in the form, manner and by the time requested by the CEO.

The Celebrant Institute RTO retains these results for at least five (5) years.

If a student fails to achieve the required standard of language, literacy, numeracy, and digital literacy (LLND)
on sitting, the student may re-sit based on The Celebrant Institute RTO’s assessment of readiness. The
Australian Council for Educational Research’s (ACER’s) recommendation is that at least three (3) months
between assessments should provide enough time for progress to be made and improvement to be able to be
demonstrated. This would allow time for the learner and The Celebrant Institute RTO to implement any targeted
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LLND support and to have sufficient time for the learner to improve their LLND skills to the required level.
Re-sit within three (3) months will be a risk indicator.

Please refer to the Pre-enrolment Review process below for further information on specific student entry
procedure activities.

Enrolment Information Collection

All prospective students must complete and provide relevant enrolment information and personal data as a
part of their enrolment application. This includes relevant AVETMISS data collection information and relevant
student identifiers including the USI.

Prospective students have the option of commencing their enrolment information process online, by completing
an online application for enrolment for their initial course of interest. This online application once received
forms the basis of the initial enrolment information.

Once provided, the application information provided is used by The Celebrant Institute RTO representatives
as a component of the Pre-Enrolment Review, as it provides significant information on the student’s
background, prior skills and qualifications, current employment status and any specific individual needs.

Applications for enrolment are signed by individuals to confirm that the information being provided is a true
and accurate record relating to their individual situation. This confirms the application process but does not
constitute formal acceptance of the student’s enrolment into the course.

Disclosure of Individual Needs

Disclosure of a disability or ongoing ill health, including mental ill health, is each individual's choice and is not
a requirement for participation in a training product. However, applicants are encouraged to share all relevant
information about the impact of any disability or other support need early in their engagement with The
Celebrant Institute RTO to assist the assessment of applications and for student support purposes.

Pre-Enrolment Review

The Celebrant Institute RTO conducts a Pre-Enrolment Review of current competencies including language,
literacy, numeracy and digital literacy skills and a pre-enrolment interview prior to enrolment of each student.

The Pre-Enrolment Review is designed to:

e Ensure students have the ability to communicate effectively in English at suitable level for the course,
e Ensure students understand employment pathways or opportunities the course can lead to, employer
expectations and working conditions in this field of employment,
e Ensure students understand industry or regulatory requirements, such as minimum age or police
checks, and hold these as relevant,
e Confirm students’ aptitude for learning,
o Identify any competencies previously acquired relevant for Credit Transfer,
e Ascertain whether the qualification is suitable for the student to enrol in, based on:
o the individual's existing educational attainment, capabilities, aspirations and interests,
o due consideration of the likely job outcomes, participation and/or further study opportunities from
the development of new competencies and skills,
o being vocationally relevant and reflecting industry requirements and the workplace setting,
o minimising duplication of the individual’s existing competencies, and
o meeting the individual's needs,
e Ascertain that the proposed learning strategies and materials are appropriate for that individual, based
on:
o providing reasonable and accessible support to facilitate the individual’s participation in training
and attainment of skills, and
o the Volume of Learning, amount of training, duration, delivery modes, materials, facilities and
equipment are sufficient:
= to meet the individual's needs, and
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» for the individual to consolidate skills and produce job-ready competencies,

o Where the proposed learning includes portions delivered online, identify the individual’'s digital
capability, including access to necessary technology, and where necessary identify steps to overcome
any barriers in this regard, and

o Ensure students understand course expectations, methods of delivery, cost of the course, and terms
and conditions of enrolment.

Course Services are designed to build on a student’s existing abilities and develop new ones. Applicants’
existing educational and vocational attainment, other demonstrated capabilities, career aspirations and
general interests are considered in course selections and services planning.

Applicants are not encouraged to undertake training where there is not a reasonable prospect of completion.

The Celebrant Institute RTO does not enrol any individual in a training product that is not suitable or is
inappropriate for the individual. The Pre-Enrolment Review is completed, and the outcomes known and
documented, prior to acceptance of an individual's enrolment application.

The Pre-Enrolment Review is a comprehensive assessment where The Celebrant Institute RTO genuinely
seeks to understand an applicant’s needs. It's a conversation that encourages individuals to reflect on their
own aspirations and guides their selection of suitable training.

The Pre-Enrolment Review is undertaken by skilled The Celebrant Institute RTO personnel who provide
impartial advice and translate an individual’s ideas about their future into tangible and suitable choices.

The Pre-Enrolment Review process encompasses:

e Student identification confirmation,
e Course information and requirements,
¢ Identifying individual needs and any support services needed, including:
o Existing educational attainment, capabilities, aspirations and interests and individual needs,
o Language, literacy, numeracy, and digital literacy assessment,
o Confirmation of entry requirements and admission requirements met,
o Consultation regarding any specific support needs,
e Previous competencies, credit transfer application (if relevant), and
¢ Final planning, course confirmation and enrolment decision.

Each of these components is outlined below.

Student Identification Requirements

The Celebrant Institute RTO projects require identification to be confirmed and verified identification evidence
to be retained on file on admission to any nationally recognised course program. This may include:

e Evidence of student identity (for example, photo identification),

o Evidence of student eligibility to participate (for example, age, citizenship), and

o Evidence of entry requirements and admission requirements being met (for example, previous
qualifications/study).

Each individual’s identity is confirmed as an initial step in the Pre-Enrolment Review process.

Course Information

During the Pre-Enrolment Review process, general and course specific information, including the relevant
Course Guide, is explained in further detail and student queries answered. This generally includes:

o Explanation of course content, competency standards, timelines and stakeholders,
e Outline of entry requirements and admission requirements,

o Duration of course and the delivery mode of course,

¢ Identification of specific resource requirements for the course,

o Explanation of assessment procedures relevant to course,
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e The Celebrant Institute RTO’s procedures and processes, and
e Fees, charges and refunds information.

Please refer to the Information Provision Policy for further information.

Identifying Individual Needs
Entry and Admission Requirements

As a component of the Pre-Enrolment Review process, The Celebrant Institute RTO reviews all enrolment
applications to ensure individuals meet course entry requirements and course admission requirements relating
to the individual’s suitability being met prior to acceptance of an individual into a course.

The Celebrant Institute RTO’s approach is conducted with honesty and integrity. The Celebrant Institute RTO:

e Reviews prospective student’s skills to ensure they have the necessary language, literacy, numeracy
and digital proficiency, and other foundation skills as relevant, to undertake the intended training
product.

¢ Informs prospective students about the extent of support services available (including the limits of The
Celebrant Institute RTO’s ability to respond to individual needs) to allow prospective students
opportunity to decide if the organisation is able to meet their needs.

e Ensures all applicants have the resources to access the required online environments, such as a
computer and appropriate internet access, where relevant.

e Provides advice to prospective students about the training product(s) appropriate to meeting their
needs, taking into account each individual’s needs and any support services needed.

The approach used review skills and competencies (and provide necessary advice to prospective students)
depends on the nature of the training product and the student cohort. Different strategies are used where an
applicant wishes to enrol in a one-year, full-time program compared to an applicant seeking to enrol in a low
cost, short duration, skill set course. Strategies for reviewing applicant foundation skills and competencies (and
providing relevant advice) are adapted and proportionate to the context.

Please refer to the relevant Training and Assessment Strategy for specific information on foundation skills
requirements and the approach for foundation skills assessment.

Academic Suitability — Language, Literacy, Numeracy, and Digital Literacy Assessment

Where a course has specific academic suitability admission requirements, as part of the Pre-Enrolment Review
students are required to complete a Language, Literacy, Numeracy, and Digital Literacy Assessment to
ensure that the student has the skills required to complete the course.

The Celebrant Institute RTO’s Language, Literacy, Numeracy, and Digital Literacy Assessment are:

o Aligned to the Australian Core Skills Framework (ACSF), Digital Literacy Skills Framework (DLSF) and
the Core Skills for Work Developmental Framework (CS4W), as relevant.

e Aligned to the specific requirements of the training product, delivery modes and other contextual
factors.

The results of the Language, Literacy, Numeracy, and Digital Literacy Assessment are reported to applicants
as soon as practicable after the assessment has occurred.

If the student is unable to complete the Language, Literacy, Numeracy, and Digital Literacy Assessment
satisfactorily, The Celebrant Institute RTO Chief Executive Officer will write to the student explaining their
refusal to process the individual’s application for enrolment, on the basis that the applicant has not met the
entry requirements or admission requirements to support their successful completion of the course. The
student will be encouraged to undertake further training in the areas of weakness and reapply at a later date.

The Celebrant Institute RTO does not enrol any applicant where a significant LLND gap is identified. Instead,
referral to additional training to upskill in the areas of weakness is recommended.
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Pre-Enrolment Interview

After the LLND Assessment is completed and accepted, the student is invited for a pre-enrolment interview
with the Chief Executive Officer, at which suitability for the course is confirmed and terms and conditions of
enrolment are discussed. The Pre-Enrolment Interview Form is completed and uploaded to the student’s
aXcelerate portfolio after the interview.

Provision of Support Services

The Celebrant Institute RTO provides a range of educational, training support services and wellbeing support
services to students, to enable them to meet the training product requirements and progress through / complete
the training product in which they are enrolled.

Consultation with Individuals Living with a Disability

There may be times and situations in which a student may require ‘reasonable adjustment’ of the training and
assessment methods implemented by The Celebrant Institute RTO to meet their specific individual needs. The
Celebrant Institute RTO has formal consultation arrangements in place to determine and support these needs
that occurs during the Pre-enrolment Review process.

Please refer to the Access, Equity, Welfare, Wellbeing and Student Support Policy for further information.
Assessing Reading, Numeracy and Writing

The Celebrant Institute RTO assesses reading, numeracy and writing capabilities along with digital capabilities
through their LLND process.

Language, Literacy, Numeracy, and Digital Literacy Assessment results are valid for twelve (12) months from
the date completed.

Other Supports

Learners are not obliged to accept other supports identified through the suitability and support needs
assessment regardless of whether they are provided by The Celebrant Institute RTO or through an LSS
provider. However, The Celebrant Institute RTO retains the right to determine if an individual will be unsuitable
for enrolment, without the proposed supports and they believe the learner is at risk of non-completion.

Credit Transfer

As a component of the Pre-Enrolment Review process, The Celebrant Institute RTO ensures students who
have previously completed an equivalent training product are supported to have their training recognised.

Credit transfer means the process of recognising and awarding credit for prior successful completion of an
equivalent unit of competency or module.

Students are offered opportunities to seek credit transfer and are made aware of the organisation’s policies
for this. Please refer to the Information Provision Policy for further information.

Decisions related to credit transfer are:

e Based on evidence of prior completion of an equivalent training product demonstrated by AQF
certification documentation or an authenticated VET transcript (unless prevented by licensing or
regulatory requirements of the training product), and

e Documented and decided in a way that is fair, transparent, consistent amongst VET students, and
maintains the integrity of the training product.

Where a student provides suitable evidence they have successfully completed a unit or module at any RTO,
The Celebrant Institute RTO provides credit for that unit or module. In some cases, licensing or regulatory
requirements may prevent a unit or module being awarded through a credit process.

The Celebrant Institute RTO is not obliged however to issue a qualification or statement of attainment that is
achieved wholly through recognition of units and/or modules completed at another RTO.
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Note that providing credit for previous studies is not a Recognition of Prior Learning (RPL) process. RPL is a
form of assessment of the competence of a person, while providing credit is recognising the equivalence of
studies previously undertaken and completed successfully.

The Celebrant Institute RTO recognises authenticated AQF certification documentation from other Registered
Training Organisations and authenticated VET transcripts issued by the USI Registrar. This applies to all
cases, including students seeking credit transfer for previous study and personnel documentation.

Before providing credit on the basis of a Qualification Certificate, Statement of Attainment, Record of Results
or VET Transcript, The Celebrant Institute RTO authenticates the information in the document.

Student Request for Credit Transfer

If a student wishes to apply for credit transfer, it is mandatory that they complete the Credit Transfer
Application Form and include appropriate evidence to support the credit transfer application.

All credit transfer applications must be supported by the appropriate evidence. This may be in the form of AQF
certification documentation Qualification or Statement of Attainment indicating exactly the same code and title
as those included in the student application, or other documents of equivalence.

RTO personnel processing credit transfer results must:
1. Ensure the unit codes on the previous AQF certification documentation / VET transcript are highlighted
as the unit codes being sought for credit transfer,
2. Where the documentation includes results, ensure that satisfactory result outcomes are listed, and
3. Where unit of competency are deemed ‘equivalent,’ attach the relevant screen printout from the
National Register (www.training.gov,au) or mapping page from the official training package /
curriculum list where equivalency has been noted.

Where appropriate evidence is provided with the credit transfer application The Celebrant Institute RTO must
grant the credit transfer. Where credit transfer is granted, the student will be advised within five (5) working
days of completion of processing and the training program adjusted accordingly.

Where credit transfer is not granted, the student will be notified in writing of the outcome within five (5) working
days of completion of processing. The written communication to the student includes a reason for refusal, and
information on how to lodge a complaint or appeal if desired.

In all cases, a copy of the credit transfer application and verified copies of the relevant documentation evidence
is retained in the student’s file.

The Celebrant Institute RTO ensures the consistent application of credit transfer through structured processes,
personnel training and quality assurance measures. Monitoring activities and internal audits verify consistency.
Continuous monitoring and student feedback help refine the process, ensuring fairness, transparency and
compliance.

Document Verification Procedure

When verifying documentation, The Celebrant Institute RTO personnel are required to implement the following
procedures:

Identity Documents

1. Sight the electronic scan/photo of the Identification document.
2. Ensure the photo on the identification document matches the student during the pre-enrolment
interview.

AQF Certification Documentation

1. Receive a copy of the AQF certification documentation being used,

2. Confirm the authenticity of the document by contacting and confirming authenticity with the relevant
issuing registered training organisation,

3. Verify the copy of the AQF certification documentation by writing the following statement on the copy:
“I confirm that | have authenticated this document with the issuing organisation”
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With inclusion of the Representative’s Name, Representative’s Signature and Date.
VET Transcripts
Authentication to be conducted by a representative that has USI Organisation Portal access.

1. Ensure the student has given The Celebrant Institute RTO permission to see their transcript online.
2. Access the student’s VET transcript (via the USI Organisation Portal) and print off a copy of transcript.
3. Verify the copy of the VET Transcript by writing the following statement on the copy:

“I confirm that | have authenticated this VET Transcript via the USI Organisation Portal”

With inclusion of the Representative’s Name, Representative’s Signature and Date.

Recognition of Prior Learning

Recognition of Prior Learning (RPL) means an assessment process that involves assessment of an
individual’s relevant prior learning and experience (including skills and knowledge obtained through formal and
informal learning) to determine the extent to which the individual meets requirements specified in the training
product.

The Certificate IV in Celebrancy is extremely contextualised to working as a celebrant and marriage celebrant
in the Australian context, and therefore only people who have previously worked as an Australian celebrant
would be eligible for RPL. For those who have worked as an Australian celebrant previously, if their last
ceremony was more than one year ago, they would not meet the currency requirements. Therefore, RPL is
not offered for the celebrancy units.

RPL is also not offered for the other units of the course because the entire course is clustered; any training or
assessment relating to an RPL unit would also be relevant to a celebrancy unit, which would make it neither
economical nor beneficial for a student to undertake an RPL process for any such units.

The Celebrant Institute RTO does not offer RPL and is transparent with students about the policy and able to
justify why it is not appropriate.
Finalising the Pre-Enrolment Review

As a Pre-Enrolment Review (including LLND Assessment and Pre-Enrolment Interview) is conducted, The
Celebrant Institute RTO representatives complete the Pre-Enrolment Interview Record to confirm that all
components of the process are completed effectively.

On conclusion of this process, a Student Agreement (including statement of fees) is then prepared by The
Celebrant Institute RTO in order to make a formal enrolment offer to the prospective student. Please refer to
the Fees, Charges and Refunds Policy for further information.

Enrolment

The Celebrant Institute RTO assesses all enrolment applications to ensure they meet the enrolment
requirements of the course and to confirm their ability to complete the requested training product.

Where the enrolment of an individual would require unreasonable adjustments to the course program, the
student's admission for enrolment will not be processed. Decisions on the acceptance or otherwise of
enrolment applications are free from bias and discrimination.

Confirmation of Enrolment
A student’s enrolment application into a course program is accepted and enrolment confirmed once:

e All pre-enrolment information has been provided and discussed,

e Student identity has been confirmed,

e All Pre-Enrolment Review processes are conducted, and

e Students have agreed to the information in the Student Handbook

Once all this information is completed, this date becomes the official date of enrolment.
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Non-Acceptance of Enrolment Application

Where a prospective student does not have the required skills and competencies, The Celebrant Institute RTO
advises them of the support services and learning programs available that might enable them to build the
required skills and competencies needed.

Should the prospective student not be accepted into the course program they have applied for, the individual
will be provided with formal notice of this non-acceptance:

In writing,

o With reasons provided for this non-acceptance,

o With any alternate options or actions recommended by The Celebrant Institute RTO, and

o With relevant information on how the prospective student may raise a complaint or seek to have the
decision reviewed.

Induction

The Celebrant Institute RTO induction is provided by video emailed to the student on the first day of the course,
and includes:

o Further explanation of course content, competency standards, timelines and stakeholders,

e Tutorials on using and troubleshooting the online learning platform for both training and assessment,
o Discussion of academic integrity, and

e Provision of initial course resources, information or activities.

Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates application, student enrolment and induction 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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