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Training Policy 
 

Purpose 
The purpose of this policy is to ensure that The Celebrant Institute RTO delivers quality training services that 
meet the needs of students, industry, and regulatory requirements. This policy outlines the organisation’s 
commitment to providing relevant, flexible, and compliant training services that prepare students for workforce 
success. 

Application 
This policy applies to all training services provided by The Celebrant Institute RTO across all delivery modes, 
including face-to-face, online, blended, and workplace-based training. It encompasses all personnel and 
students involved in the delivery of training. 

Policy Statement 
The Celebrant Institute RTO is committed to delivering training services that are accessible, industry-relevant, 
and aligned with the Standards for RTOs. The organisation ensures that all training services are designed and 
delivered to meet student needs, industry standards, and regulatory requirements. 

Training means the process by which an NVR registered training organisation facilitates learning and the 
acquisition of competencies consistent with the requirements specified in the training product. 

Quality training and assessment means students are well equipped for employment or further study and they 
are judged by employers as holding the skills and competencies specified in their qualification/training product.  

The Celebrant Institute RTO ensures that training is engaging, well-structured and enables students to attain 
skills and knowledge consistent with the training product. This includes ensuring: 

• Training is consistent with the requirements of the training product. 
• The mode(s) of delivery enable students to attain skills and knowledge consistent with the training 

product. 
• Training is structured and paced to support students to progress, providing sufficient time for 

instruction, practice, feedback and assessment. 
• Training techniques, activities and resources engage students and support their understanding.  
• All services are informed by industry engagement with training aligned alongside the approach to 

assessment. 

Rationale 
The Celebrant Institute RTO training services are designed to ensure the delivery of high-quality, industry-
relevant training that aligns with regulatory requirements and student needs. By adopting a structured 
approach, The Celebrant Institute RTO ensures that learners acquire skills and knowledge that are directly 
applicable to their chosen industries. This approach supports workforce development by equipping students 
with the necessary competencies required for employment and further learning. The organisation 
acknowledges the diverse backgrounds and learning preferences of students, ensuring flexible delivery modes 
that cater to different cohorts. 

A key strength of the organisation’s approach is its adherence to the Standards for RTOs, ensuring compliance 
with requirements. The Celebrant Institute RTO continuously evaluates its scope of registration, ensuring that 
it only delivers qualifications and units of competency that remain current and relevant. This commitment to 
regulatory compliance protects the integrity of qualifications issued and ensures that training remains aligned 
with industry expectations. Regular updates to training and assessment strategies further support the delivery 
of high-quality learning experiences. 

Quality assurance mechanisms, including industry engagement, validation of assessment practices, and 
internal auditing, contribute to ongoing improvement in training delivery. The Celebrant Institute RTO regularly 
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consults with industry representatives to ensure that training remains relevant and reflective of current 
workforce needs. Through systematic monitoring and evaluation, the organisation identifies areas for 
improvement and implements changes to maintain high standards of education and training. This continuous 
improvement model supports student success and stakeholder satisfaction. 

The Celebrant Institute RTO’s approach is underpinned by a commitment to providing students with high-
quality education that leads to meaningful employment outcomes. By maintaining compliance, fostering 
industry engagement, implementing risk management strategies, and upholding quality assurance processes, 
The Celebrant Institute RTO ensures that its graduates are well-equipped for the workforce.  

Competency Based Training and Assessment (CBT&A) 
Competency Based Training and Assessment (CBT&A) is a flexible form of training that aims to produce a 
workforce with the knowledge and skills that industry requires. Under CBT, we have competency standards.  

The concept of competency focuses on what is expected of an individual in the workplace rather than on the 
learning process and embodies the ability to transfer and apply skills and knowledge to new situations and 
environments.  

Competency is a broad concept that includes all aspects of work performance and not only narrow task skills.  

The dimensions of competency encompass:  

• The requirement to perform individual tasks (task skills),  
• The requirement to manage a number of different tasks within the job (task management skills),  
• The requirement to respond to irregularities and breakdowns in routine (contingency management 

skills),  
• The requirement to deal with responsibilities and expectations of the work environment (job role 

environment skills), including working with others.  

Each Unit of Competency describes the work performed in the workplace. Students undertaking training and 
assessment receive a competent result when successful workplace performance is demonstrated.  

Scope of Registration 
The Celebrant Institute RTO may only deliver and assess training in qualifications and units of competency 
active and current on its current scope of registration with ASQA.  

Scope of registration means the training products for which an RTO is registered to issue AQF certification 
documentation. It allows The Celebrant Institute RTO to: 

• Both provide training delivery and assessment resulting in the issuance of AQF certification 
documentation, or 

• Provide assessment resulting in the issuance of AQF certification documentation. 

Current scope for The Celebrant Institute RTO can be accessed by searching for the entity at 
www.training.gov.au.  

Additionally, while it may be on The Celebrant Institute RTO’s scope of registration to deliver and assess a 
specific qualification, The Celebrant Institute RTO may only deliver and assess the units of competency (from 
that qualification) listed in the relevant Training and Assessment Strategy documentation for that particular 
qualification.  

The Celebrant Institute RTO ensures up-to-date mapping, learning resources and assessment tools for all 
qualifications and units of competency on its scope of registration. 

Changes to Scope 
Update Requirements 

The Celebrant Institute RTO’s scope of registration may be updated due to: 



Training Policy 

Training Policy v3 Changes Tracked.docx 3 

1. Extension of scope: a new qualification stand-alone Unit of Competency is added to scope and offered 
to students, 

2. Reduction of scope: previous qualifications unit(s) of competency on scope are removed due to being 
superseded or no longer being delivered, and 

3. Update to the training package accredited course curriculum requiring Unit of Competency changes 
within an existing course on scope of registration. 

Note that ASQA automatically reduces The Celebrant Institute RTO’s scope on an ongoing basis in relation to 
superseded qualifications. Please refer to the Transition of Training Products below for further information. 

Extension of Scope 

On extension of scope for each training product: 

• Relevant training package documentation is reviewed, 
• Training & Assessment Strategy is prepared and approved, 
• Industry engagement is completed with an Industry Engagement Report, 
• The Course Guide is prepared and approved, 
• Learning resources are located/purchased/prepared as required, 
• Assessment resources are prepared and approved, 
• Any marketing collateral is prepared and approved, and 
• aXcelerate is updated to include the new qualification course option. 

Reduction of Scope 

On reduction of scope for each training product: 

• Final student enrolments are confirmed as closed, 
• Any marketing collateral is removed from use and archived, 
• Training & Assessment Strategy is removed from use and archived, 
• The Celebrant Institute RTO Course Guide is removed from use and archived, 
• Assessment resources are archived, 
• Learning resources are archived as relevant, and 
• aXcelerate is updated to archive the qualification course option. 

Volume of Learning 
The Celebrant Institute RTO develops and implements approaches, including providing access to suitable 
resources and trainers, to ensure students gain all relevant skills and knowledge.  

Mode of delivery means the methods adopted by an NVR registered training organisation to deliver training 
and assessment to VET students. 

The time required to achieve a qualification or unit can depend on a range of factors, including: 

• The student cohort, 
• The mode of delivery and the resources, technology platforms and facilities available, 
• The expectations of industry, employers and/or the community, and 
• The breadth and complexity of the skills and knowledge to be acquired. 

The Australian Qualifications Framework (AQF) provides a guide to the volume of learning that describes how 
long a student who does not hold any of the competencies identified in the relevant units of competency or 
modules would take to develop all the required skills and knowledge.  

The volume of learning includes all teaching and learning activities such as guided learning (classes, lectures, 
tutorials, online or self-paced study), individual study, research, learning activities in the workplace and 
assessment activities. The amount of training provided by The Celebrant Institute RTO is part of the overall 
volume of learning and relates primarily to formal activities including classes and other activities as well as 
workplace learning.  
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Volume of Learning  

Certificate I Certificate 
II 

Certificate 
III* 

Certificate 
IV** 

Diploma Advanced 

Diploma 

Graduate 

Certificate 

Graduate 

Diploma 

0.5-1 year 0.5-1 year 1-2 years 0.5-2 years 1-2 years 1.5-2 years 0.5-1 year 1-2 years 

600-1200 
hours 

600-1200 
hours 

1200-2400 
hours 

600-2400 
hours 

1200-2400 
hours 

1800-2400 
hours 

600-1200 
hours 

1200-2400 
hours 

* Certificate III qualifications are often the basis for trade outcomes and undertaken as part of a traineeship or 
apprenticeship. In these cases, up to four years may be required to achieve the learning outcomes. 

** Certificate IV qualifications are often either:  

• Shorter duration specialist qualifications that build on existing skills and knowledge, or  
• Longer duration qualifications that are designed as entry level requirements for specific work roles.  

The Celebrant Institute RTO complies with the AQF in applying the volume of learning to its programs. In a 
competency-based training environment, students aren’t required to study for a specified number of weeks or 
months, however, The Celebrant Institute RTO must still be able to identify and explain any significant 
variations from the time periods described in the AQF.  

The Celebrant Institute RTO has developed and implemented strategies for training and assessment that are 
consistent with the AQF. If a course is structured so as to be completed in a shorter time period than that 
described in the AQF, The Celebrant Institute RTO clearly describes, using a rationale based on the previous 
skills and knowledge and the needs of students, how a specific student cohort:  

• Has the characteristics to achieve the required rigour and depth of training, and  
• Can meet all of the competency requirements in a shorter timeframe.  

Descriptions take into account the need to allow students to reflect on and absorb the knowledge, to practise 
the skills in different contexts and to learn to apply the skills and knowledge in the varied environments that 
the ‘real world’ offers before being assessed. 

A shorter course may be acceptable if, for example, the student cohort comprises experienced workers who 
already have most of the required skills and knowledge. Because these students have previous relevant 
experience, it may be appropriate to deliver the program over a shorter period. Assessment requirements must 
still be met in such programs, although some assessment may be undertaken by recognising existing skills 
and knowledge.  

Where the student cohort consists of new entrants or inexperienced workers, before assessment The 
Celebrant Institute RTO ensures students have been provided with the opportunity to fully absorb the required 
knowledge, and to develop skills over time in the different contexts they would experience in the workplace. 
This may require a longer timeframe than for those students with significant industry experience.  

Training & Assessment Strategies  
To ensure integration of training and assessment approaches and systems, The Celebrant Institute RTO 
develops detailed Training and Assessment Strategies that holistically describe the training (including how 
it has been developed and informed) and the assessment (including how it is conducted and quality assured) 
in line with the training product. 

The Celebrant Institute RTO develops a strategy (or strategies as relevant) for each training product it is 
registered to deliver. Different strategies may be developed for different delivery models or target groups.  
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Student Cohorts 

The Celebrant Institute RTO is committed to understanding the diverse backgrounds, needs, and learning 
preferences of our student cohorts. We achieve this through enrolment data analysis, learner profiling, 
feedback surveys, and direct engagement with students and other stakeholders. Our training approach 
incorporates flexible delivery modes, customised support strategies, and varied instructional techniques to 
cater to different learning needs and preferences. By fostering an inclusive and responsive learning 
environment, we ensure that all students are actively engaged, supported, and equipped to achieve their 
learning and career goals. 

Guarantee 
The Celebrant Institute RTO has, for all of its scope of registration, and consistent with its training and 
assessment strategies, sufficient: 

• Trainers and assessors to deliver the training and assessment,  
• Provision of or referral to educational and support services to meet the needs of the student cohort/s 

undertaking the training and assessment, 
• Learning resources to enable students to meet the requirements for each Unit of Competency, and 

which are accessible to the student regardless of location or mode of delivery, and 
• Facilities, whether physical or virtual, and equipment to accommodate and support the number of 

students undertaking the training and assessment. 

The Celebrant Institute RTO meets all requirements specified in the relevant training package or VET 
accredited course for each training product delivered. The Celebrant Institute RTO training and assessment 
strategies and practices, including the amount of training provided, are consistent with the requirements of 
training packages and VET accredited courses relevant to the training products being delivered, and enable 
each student to meet the requirements for each Unit of Competency or module in which they are enrolled. 

The Celebrant Institute RTO determines the amount of training provided when documenting and implementing 
training and assessment strategies with regard to: 

• The existing skills, knowledge and the experience of the student target group,  
• The mode of delivery, and 
• Where a full qualification is not being delivered, the number of units and/or modules being delivered 

as a proportion of the full qualification.  

To support student engagement, The Celebrant Institute RTO identifies how students prefer to connect, checks 
in with students regularly and gives prompt feedback. An Engagement Plan which promotes positive 
communication and encourages real-time interaction is incorporated into The Celebrant Institute RTO’s 
Training and Assessment Strategies. 

Each The Celebrant Institute RTO training and assessment strategy addresses, at a minimum, the following 
areas: 

• Training product - The training product the strategy relates to is clearly identified. The code, full title 
and release number is included, as well as the currency information in cases where the training product 
is superseded and in transition mode.  

• Core and elective components (full qualifications) - Where delivering a full qualification, core and 
elective components are identified in accordance with the structure defined in the training package or 
course. Elective units or modules being offered are defined to ensure that properly planning has been 
completed for all delivery variables. Pre-requisite and co-requisite units are identified, as is any 
relevant sequencing of delivery and assessment.  

• Mode of delivery - the methods adopted by an NVR registered training organisation to deliver training 
and assessment to VET students. 

• Entry requirements - Any mandatory requirements for students to commence the program are 
identified, such as qualifications that must be held or periods of industry experience. Any areas where 
the student target group may need additional support are also identified (for example, if the target 
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group has low English levels) and also whether students’ physical attributes may influence their ability 
to complete the training and assessment is noted (for example, if heavy lifting is required).  

• Duration and scheduling - The nature of the target group is analysed and, in conjunction with the 
specific requirements of the training product, how The Celebrant Institute RTO will schedule training 
and assessment activities is determined to ensure students are able to fully develop the required skills 
and knowledge prior to being assessed. It may be necessary to indicate variations for some cohorts 
due to their specific learning needs.  

• Assessment resources, methods and timing - Training packages and VET accredited courses often 
specify resources that must be used in assessment at a Unit of Competency level. Details are included 
of how The Celebrant Institute RTO ensures students have access to the resources that will give them 
the best chance of completing their study. This includes: 

o assessment resources,  

o assessment methods to be used,  

o timing of assessment, and  

o any adjustments that may be needed to cater for different student characteristics. 

• Learning resources - To ensure students are able to obtain and absorb the required knowledge and 
skills prior to assessment, The Celebrant Institute RTO carefully chooses and plans the learning 
resources to be used to guide students. The Celebrant Institute RTO ensures it has full coverage of 
all required areas.  

• The human resources available to deliver the training product are documented. The Celebrant Institute 
RTO ensures suitable trainers and assessors are available for all training products on its scope of 
registration. This is recorded at a Unit of Competency level to ensure any specific requirements are 
met, and to allow The Celebrant Institute RTO to deploy personnel efficiently.  

• Physical resources – A comparison of the physical resources required to deliver a training product with 
the resources available to The Celebrant Institute RTO is also completed. With many units of 
competency including detailed specifications of resources required, conducting this analysis at a Unit 
of Competency level ensures these requirements are addressed.  

• Guidance on the level of resources needed per student or per group is included where relevant in each 
resources section above. 

• Engagement plan – Providing specific strategies to engage and support the specific student cohort in 
the specific training product being delivered. 

• Validation – Training and Assessment Strategies include validation of assessment strategies including 
the validation method for online assessment tools (where relevant), given the importance of making 
sure students’ work is their own and it is assessed authentically. 

Strategies for ‘Stand-alone’ Single Units or Skill Sets  
The Celebrant Institute RTO develops and implements a strategy in the same way as a qualification, noting 
that some information may not be relevant, such as information on core and elective units.  

Often, this type of delivery is aimed at an industry licence or accreditation. All of the requirements of that licence 
or accreditation in the strategy (including any possible entry requirements such as minimum age) are included 
with explanation of how students can readily attain the desired outcome.  

Strategies for ‘Assessment Only’ Pathways  

Where The Celebrant Institute RTO offers an ‘assessment only’ pathway, it also develops and implements a 
strategy that covers the above items with specific focus on:  

• Assessment methods, timing and resources,  
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• How issues are addressed (for example, if a student does not achieve the competency requirements), 
and  

• Any specific requirements such as a minimum period of industry experience before commencing the 
program. 

Contextualisation 
The Celebrant Institute RTO may contextualise units of competency to reflect local skill needs. 
Contextualisation could involve additions or amendments to the unit of competency to suit particular delivery 
methods, learner profiles, or specific enterprise requirements. Any contextualisation must ensure the integrity 
of the outcome of the unit of competency is maintained.  

Industry requirements, as described in training or job specifications, may be used to contextualise a unit of 
competency. 

Stakeholder Engagement 
The Celebrant Institute RTO’s training and assessment practices are relevant to the needs of industry and 
informed by industry, employer and community representative engagement advice and feedback. The 
Celebrant Institute RTO identifies relevant industry, employer and community representatives and seeks 
meaningful advice and feedback from those representatives. 

The organisation uses the advice and feedback received to inform changes to training and assessment 
strategies and practices and to ensure that training reflects current industry practice. 

The organisation ensures the industry relevance of: 

• Its training and assessment strategies, practices and resources, and  
• The current industry skills of its trainers and assessors.  

Please refer to the Stakeholder Engagement Policy for further information. 

Authorising Training and Assessment Strategies  
All training and assessment strategies are authorised by The Celebrant Institute RTO Chief Executive Officer. 

Accessing Training and Assessment Strategies 
All The Celebrant Institute RTO personnel are to have access to Training and Assessment Strategies to 
maintain a consistent approach to the delivery and assessment of all services provided. 

Resources  
The Celebrant Institute RTO ensures resources for each training product are fit-for-purpose, safe, accessible 
and sufficient. The organisation: 

• Identifies the resources required to deliver the training product, including which of these will be 
provided by the RTO or third parties. 

• Ensures the ongoing suitability of the resources for student cohorts, including where resources are 
provided by third parties. 

• Ensures students have access to the resources they need to participate in the training and 
assessment. 

The adequacy and appropriateness of resources is confirmed with consideration of a wide range of factors, 
including: 

• The training product requirements, 
• Feedback from industry, employers, community, staff and students, 
• The student cohort, including diversity of the cohort and needs, 
• The number of students enrolled, and 
• The mode of training delivery. 
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The organisation ensures: 

• Resources are suitable for the number of students accessing them, 
• Resources used in training and assessment align with all specifications set out in the training product, 
• Resources are contemporary and relevant to current industry practice, including any emerging 

technologies. 

Development of Resource Materials  
The Celebrant Institute RTO maintains resources available at all times for delivery of every training product on 
its scope of registration—whether the training product is currently being delivered or not. All resources comply 
with specific requirements in the relevant training package or accredited course.  

Training and assessment materials are, where possible, developed by The Celebrant Institute RTO personnel 
and tailored to the needs of each individual student and group. A structured development process is used for 
all The Celebrant Institute RTO resource materials development. Using Competency Mapping, The Celebrant 
Institute RTO has confirmed that at all times these resources are aligned to, and meet requirements of, national 
competency standards.  

Commercially Produced Resources 

Where The Celebrant Institute RTO uses nationally produced (or commercially purchased) support materials, 
it ensures that these resources have been thoroughly vetted for use with the student target group and have 
been competency mapped to ensure that the resources meet all competency requirements. 

Individual Personnel Resources 

Individual personnel resources do not form part of the formal training and assessment resources provided by 
The Celebrant Institute RTO. 

Training Delivery  
The Celebrant Institute RTO is committed to quality student centred course services provision that meets each 
individual student’s needs. The Celebrant Institute RTO personnel strive to ensure that their teaching meets 
this commitment and:  

• Provides a learning environment which recognises differences in students’ ages, experiences, 
aptitudes, learning preferences and background, and 

• Incorporates flexible delivery methods based on students’ needs. 

The organisation considers a range of factors when determining the appropriate number of trainers, assessors 
and other staff required for each training product delivery. These include: 

• Mode of delivery, 
• Number and type of training products offered, 
• Training product complexity, 
• Student cohort size and composition, 
• Scheduled delivery hours, 
• Geographical considerations,  
• Student support needs,  
• Regulatory and compliance requirements, and 
• Assessment approach and dates. 

Please refer to the specific Training and Assessment Strategy for each training product for further 
information. 

Services Delivery 
The Celebrant Institute RTO: 

• Provides students with initial course materials and documentation within ten (10) days of commencing 
their enrolment, 
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• Delivers the training and assessment services in accordance with the Training and Assessment 
Strategy through the appropriate mode,  

• Monitors the progress of the student throughout the program, 
• Reviews progress of the student at regular intervals,  
• Provides additional support as planned or required, and 
• Conducts training and assessment services in a safe and accessible environment. 

If at any stage prior to commencing delivery of the structured training and assessment, The Celebrant Institute 
RTO is unable to deliver the structured training and assessment identified in the Training and Assessment 
Strategy, it:  

• Assists the student to identify an alternative RTO, 
• Manages the transfer of that student to the new RTO with all appropriate records, 
• In accordance with the Fees, Charges and Refunds policy, refunds relevant fees paid by the student. 

The Celebrant Institute RTO provides a structured framework and learning pathways for students involved in 
flexible delivery methods. 

A turnaround policy of 'within one working day’ is in place for all client queries, whether in verbal or written 
format. All The Celebrant Institute RTO personnel strive to meet this client expectation. 

An assessment turnaround policy of 'within seven (7) days' is also in place for the assessment and return of 
assignments, recognition portfolios and other student documentation, to ensure that students receive accurate 
and timely information and feedback as they complete their course. 

Trainer Responsibilities 
Each The Celebrant Institute RTO trainer is responsible for the preparation, delivery and finalisation of their 
training activities.  

Delivery preparation Documentation 

• Confirmation of session plans to meet specific student or group delivery 
needs.  

• Confirmation of resources required to meet specific student or group delivery 
needs. 

• Preparation of forms and documentation required for delivery and 
assessment. 

• Ordering/printing of resource materials for training program as per course 
requirements.  

• Checking of technology required for delivery and completion of the session, 
such as laptops and projectors. 

• Any other tasks as may be required to meet course services delivery 
requirements. 

• Maintenance and timely submission of accurate records.  

• Training & 
Assessment Strategy 

• Learning Pack 
• Attendance Records 

Venue preparation Documentation 

• Awareness of housekeeping requirements and work health & safety issues in 
the training environment. 

• Completion of the WHS Inspection Checklist where relevant. 
• Placement of tables and chairs as required for course services. 
• Ensuring student amenities are fully stocked. 

• WHS Inspection 
Checklist 

Actual services delivery Documentation 

• Recording attendance. • Learning Pack 
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• Delivery of training in accordance training and assessment strategies and 
session plans.  

• Consistently providing advice and assistance to students.  
• Providing additional support for students with identified needs. 
• Encouraging completion of the program. 
• Undertaking disciplinary action as required. 
• Maintaining confidentiality of students’ details. 
• Where delivery occurs with apprentices/trainees, liaising with workplace 

supervisor on progression and workplace requirements. 
• Providing students with timely and accurate access to their records relevant 

to their progress. 
• Securing student withdrawal advice in writing where students are withdrawing 

from the program. 
• Maintaining accurate records. 

• Attendance Records 

Services delivery finalisation Documentation 

• Tidy up of classroom returning chairs and tables to original layout, removing 
rubbish from tables, putting resources and program materials away, turning 
off computers. 

• Providing students with individual feedback where appropriate. 
• Maintaining accurate records. 

 

Clustering  
The Celebrant Institute RTO includes a justification for clustering of delivery whenever clustering is used. 
Please refer to the relevant Training and Assessment Strategy for further information for each training 
product being delivered. 

Clustering units of competency within a training program serves multiple purposes, including reducing 
duplication of content, enhancing the relevance of training to industry needs, and streamlining delivery for 
improved learning outcomes. By grouping related units, students engage in holistic learning experiences that 
reflect real-world industry practices rather than studying units in isolation. This approach not only improves 
efficiency in training delivery but also enhances knowledge retention and practical application by allowing 
students to develop a broader skill set in a more integrated manner. 

For industries where multiple competencies are performed simultaneously in the workplace, clustering ensures 
that training mirrors workplace realities, better preparing students for employment. This method also minimises 
the risk of repetitive assessments, reducing student workload and administrative burden while maintaining 
compliance with regulatory requirements. 

The clustering of units is carefully designed to align with the requirements outlined in the relevant training 
package, ensuring that competency standards, assessment conditions, and performance criteria are met. 
Units are selected based on their interrelated knowledge and skills, ensuring logical and meaningful groupings 
that support competency-based learning. 

Clustering supports student outcomes by creating a more structured and contextualised learning journey. 
Students gain a deeper understanding of workplace tasks by applying skills across multiple units within the 
same assessment tasks or projects. This approach promotes efficiency in learning, reducing unnecessary 
duplication of content while reinforcing practical application through integrated assessment activities. 

The sequencing of clustered units is mapped to align with the student journey, ensuring a progressive 
development of knowledge and skills. Initial clusters focus on foundational competencies and underpinning 
knowledge, while later clusters introduce more complex skills and workplace scenarios. This structured 
approach supports scaffolded learning, enabling students to build confidence and competence before 
progressing to more advanced tasks. 
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Delivery is designed to reflect workplace processes and real-world job roles, ensuring that students develop 
skills in a logical order. This method enhances engagement and ensures that students are adequately 
prepared for practical workplace activities as they advance through their training. 

To evaluate the effectiveness of clustering, The Celebrant Institute RTO implements structured feedback 
mechanisms involving trainers, assessors, and students. Feedback is gathered through: 

• Trainer and Assessor Consultation – Regular discussions, meetings, and surveys are conducted to 
collect insights on the effectiveness of clustering in delivery and assessment. Trainers and assessors 
provide input on whether the structure supports effective teaching and learning. 

• Student Feedback Surveys – Students are invited to provide feedback through structured surveys at 
key points in their training. These surveys assess whether the clustering of units supports their learning 
experience, reduces redundancy, and enhances their understanding of industry practices. 

• Industry Consultation – Feedback from industry experts and employers is sought to ensure that 
clustering arrangements align with current workplace requirements and expectations. 

• Assessment Validation – Continuous review through validation activities assesses whether clustering 
supports valid and reliable assessment outcomes. 

Feedback collected from stakeholders is analysed to identify areas for improvement in clustering practices. By 
embedding a continuous improvement approach, the organisation ensures that clustering remains an effective 
strategy for delivering high-quality training that meets both student needs and industry expectations. 

Simulated Workplace Environments 
When using ‘simulated’ workplace environments, The Celebrant Institute RTO ensures they fully replicate the 
resources, environment and any time and productivity pressures that exist in the actual workplace.  

The selection and structure of simulated workplace environments is informed by consultation with industry 
experts to ensure relevance to real workplaces.  

A justification for use of simulated workplace environments in documented in each relevant Training and 
Assessment Strategy. 

Online Learning 
The Celebrant Institute RTO defines online training and assessment as delivery of supervised training and/or 
assessment via the internet. 

It does include when supervised training or assessment is happening, but the student and trainer are not in 
the same location, for example: 

• Video conferencing, or 
• Virtual classrooms. 

It doesn’t include: 

• Where the internet is used as part of learning in a classroom or face-to-face setting, or 
• When a student is using the internet to do homework or to upload assessment tasks. 

Student Digital Literacy 
Students must have the capacity to participate fully in online learning. The Celebrant Institute RTO assesses 
this as part of a comprehensive Pre-Enrolment Review by assessing prospective students’ digital literacy and 
access to necessary technology. The Celebrant Institute RTO supports students to overcome any barriers to 
their online participation. 

Training & Assessment Strategies 
The Celebrant Institute RTO ensures its Training and Assessment Strategies address the unique requirements 
of online learning. A program delivered online is intentionally designed for the online environment. 
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Training and Assessment Strategies also include the validation method for online assessment tools, given the 
importance of making sure the student’s work is their own and it is assessed authentically. 

Learning Materials 
All The Celebrant Institute RTO learning materials used for online delivery of training and assessment comply 
with the high-level principles of the Web Content Accessibility Guidelines (WCAG). At minimum, learning 
materials comply with the high-level A principles. 

In summary, online learning materials are: 

Perceivable – students are able to perceive the online information presented to them. For example, text 
alternatives are given for any non-text content, using a simple content layout and content can be easily seen 
and heard. 

Operable – students are able to easily operate and navigate online. For example, full functionality is available 
via a keyboard, students have enough time to read and use content, and content is not designed in a way that 
is known to cause seizures. 

Understandable – students are able to understand and use the online interface. For example, text is readable 
and understandable and web pages are predictable. 

Robust – content can be interpreted reliably by a wide variety of tools, including assistive technologies, such 
as screen readers. 

Online Learning Approach 
The Celebrant Institute RTO is committed to quality student centred course services provision that meets each 
individual student’s needs. The Celebrant Institute RTO personnel strive to ensure that their teaching meets 
this commitment by:  

• Providing a learning environment that recognises differences in students’ ages, experiences, 
aptitudes, learning preferences and background, and 

• Incorporating flexible delivery methods, including online learning, based on students’ needs. 

The Celebrant Institute RTO ensures: 

• Students are supported throughout their study and have clear information about how to access student 
support in online modes, 

• Students are only enrolled in courses with online components if this is suitable and appropriate to the 
student’s needs, 

• Students are aware of the minimum requirements to be able to participate in the course, 
• Learning materials cover all aspects of a unit of competency and all necessary information to enable 

competency to be achieved, 
• Learning materials are accessible to a wide variety of students, 
• Students are engaged in learning and monitored to ensure they continually progress through their 

program, and 
• Students are assessed against all aspects of a unit of competency and practical skills are assessed 

using contemporary technology. 

The Celebrant Institute RTO has developed and implemented a range of key strategies across the organisation 
to support quality delivery of flexible and online learning services. These include: 

• A strategic focus on digital learning as a key current and future service offering, 
• Demonstrated commitment to measurable quality and accountability of online services, 
• Policies and procedures implemented that are in compliance with regulatory and contractual 

requirements, 
• Practices in place that provide accommodations for students with disabilities, 
• Provision of necessary support and resources for online initiatives, 
• Implementation of an ongoing professional development training program for personnel involved in 

online services delivery in the unique student needs of online learning, 
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• Processes to verify measures that are in place to ensure quality, integrity and validity of information, 
and 

• Periodic review of all online services as part of the regular Course Service Reviews conducted. 

Digital Learning Environment 

The Celebrant Institute RTO provides a quality online learning environment using the aXcelerate LMS that is 
appropriately maintained, secure, and a productive and safe work environment for students and personnel. 

Personnel 

All The Celebrant Institute RTO personnel involved in online delivery are skilled in online facilitation and have 
current qualifications or have completed professional development to enable them to deliver an engaging 
learning experience. Personnel undertake at least annual professional development activities in online and 
blended learning delivery approaches. Please refer to The Celebrant Institute RTO Continuing Professional 
Development Policy for further information. 

Course Services Reviews 

All online services provision is included within the conduct of The Celebrant Institute RTO’s training 
product Course Services Reviews that include determining online training program success by measuring 
student achievement and satisfaction based on valid and reliable assessment techniques. 

Factors considered for online services during all reviews include: 

• Student achievement & completion levels, 
• Internal and external feedback data, 
• Current research and promising practices in delivery of online services, 
• Satisfaction surveys by students and trainers as appropriate, 
• Reviewing and updating policies and procedures, 
• Reviewing appropriateness, effectiveness and quality of teaching and learning technologies. 

Please refer to The Celebrant Institute RTO Audit Program for further information. 

Online Learning Service Standards 
The following online service standards apply to all services delivery at The Celebrant Institute RTO: 

Student Entry Requirements 

The Celebrant Institute RTO conducts a comprehensive Pre-Enrolment Review for all prospective students to 
determine whether a course is suitable and appropriate for their individual needs. As part of the Pre-Enrolment 
Review, we include assessment of digital literacy, by: 

• Ensuring students undertake a digital literacy assessment, and 
• Discussing the assessment outcomes, making recommendations about whether the course is suitable, 

and identifying additional support where required. 

Minimum technology device requirements are included within Course Guides for student information and 
confirmed with each student as a part of the pre-enrolment review. 

Please refer to The Celebrant Institute RTO’s Student Advice, Selection, Enrolment and Induction Policy 
for further information. 

Training & Assessment 

All courses: 

• Have clearly stated and attainable educational goals, 
• Use learning and assessment resources that are clearly and coherently organised for student access 

and use, 
• Use quality instructional materials and appropriate technology that enable and enrich student learning, 
• Demonstrate rigorous course content,  
• Are designed to accommodate different learning preferences,  
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• Are designed with consideration for time and place limitations of students, and 
• Are sensitive to the cultural differences of students. 

All online services provide for a high degree of interaction between trainers and students, and among students 
themselves. 

Online course activities embed critical thinking, problem solving, analysis, integration, and synthesis abilities 
in learning activities, and involve learning materials that are interactive and are presented in a variety of 
formats. 

All courses and resources used meet requirements of appropriate regulatory and contractual standards, 
including appropriate unit of competency accredited curriculum coverage, requirements of copyright and fair 
use and minimum accessibility standards including Web Content Accessibility Guidelines (WCAG) guidelines. 

All personnel engaged in online services delivery meet requirements of appropriate regulatory and contractual 
standards, including minimum qualifications, experience, ongoing professional development. 

Trainers and assessors are enabled to adapt their training and assessment approaches to meet student needs. 
Personnel are available daily within the digital learning environment for instant chat, video call or messaging 
contact. Personnel also regularly host set webinar and chat times with student groups based on the Course 
Schedule for each course. 

Tutors and other administrative personnel are also available daily within the digital learning environment for 
instant chat, video call or messaging contact. 

Multiple assessment methods are used to assess student performance including assessing a variety of types 
of student performance. Formative assessments are used and analysed to inform student progress and 
training practice. Please refer to The Celebrant Institute RTO Assessment Policy for further information. 

Student Engagement 

Student progress is monitored on a monthly basis. 

Timely and frequent feedback is provided about student progress to students, and to support personnel in 
cases where students are not progressing. This includes student follow up in cases of any seven (7) day period 
with lack of login or course engagement and intervention strategies in cases where students have not 
progressed after a one (1) month period. 

Students who have not logged on within two (2) months of the course commencement date that do not 
reengage after five (5) attempts at contact will be deemed to have withdrawn from the course. 

Student Support During Online Delivery 

Initial advice, tools and information are provided to assist students in determining the appropriateness of 
specific courses and online delivery mode(s) for their academic needs. 

Students are enabled to monitor their own learning progress. 

An orientation to online learning technologies and successful online student practices is provided. 

Access to learning and assessment content, trainer support, technologies and resources is provided. 

Initial welcome messages and information are provided to students for all courses, including introduction to 
the relevant training and assessment personnel. 

Frequent trainer to student interaction, student to trainer interaction and student-to-student interaction is 
fostered. This includes at least weekly activities and communications for all online services. Communication 
options include: 

• Phone, 
• Email, 
• Digital learning environment in-platform mail and notifications, 
• Videoconference platforms, 
• Assessment submission and feedback features. 
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All student academic enquiries are responded to ASAP with maximum next working day turnaround policy. 

Timely and meaningful assessment feedback is provided for all summative assessment and key formative 
assessment tasks with a: 

• Maximum next working day turnaround policy for formative assessments, and 
• Maximum fifteen (15) calendar day turnaround policy for summative assessments. 

Timely and effective technical support is provided including: 

• Self-service online help information, 
• Online support request with a ‘next working day’ turnaround policy,  
• Email support to training@celebrantinstitute.edu.au with a ‘next working day’ turnaround policy, and 
• Phone support with a ‘next working day’ turnaround policy. 

The Celebrant Institute RTO takes all reasonable steps to support students who may be disadvantaged by: 

• Additional costs or other requirements, including for students with special needs, from undertaking 
online or distance learning, 

• An inability to access the resources and community offered, or opportunities for engaging with other 
students while undertaking online or distance learning. 

Other student support services are available for further information on these services and how to access, 
please refer to The Celebrant Institute RTO’s Student Handbook. 

Attendance at Tutorials 
The Celebrant Institute RTO ensures consistency in monitoring and recording of student attendance at 
Tutorials to monitor student engagement. Being a predominantly online course, there is minimal attendance 
to record.  

Training Support Services 
Training support services means services and resources to support individual students to meet training 
product requirements and complete the training product in which they are enrolled. 

The Celebrant Institute RTO ensures students have access to training support services, teachers, trainers and 
assessors and other staff to support their progress through their course. The Celebrant Institute RTO: 

• Determines the training support services to be provided to each student and makes these available. 
• Ensures students have access to trainers and assessors and other staff. 
• Ensures students are informed about how and when they can access trainers and assessors and other 

staff. 
• Ensures students receive timely responses to queries.  

Training support services may include: 

• Resources, including readings, exercises, practice tests, etc. 
• Language, Literacy, Numeracy and Digital literacy (LLND) support. 
• Assistive technology. 
• Additional tutorials, including online tutorial support. 
• One on one time with trainers and assessors. 
• Specialised IT / technical support. 

The Celebrant Institute RTO ensures educational support services and wellbeing support services available 
to students consistent with the course of study and the specific student cohort. Please refer to the Access, 
Equity, Welfare, Wellbeing and Student Support Policy for more information. 

Support is provided for students who are at risk (or potentially at risk) of not making adequate progress with 
their studies. Please refer to the Monitoring Course Progress section below. 

Please refer to the relevant Training and Assessment Strategy for further information on specific training 
support services available for each course being delivered. 
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Monitoring Course Progress 
When a student starts training, it is important to monitor their progress throughout the course. This allows early 
intervention and provides the best opportunity to remedy issues. 

The Celebrant Institute RTO regularly monitors, assesses and records whether students are reasonably 
engaged in their course, that they are participating and undertaking assessment activities, and if online that 
they are logging in at a frequency level that reflects genuine engagement. 

The Celebrant Institute RTO has measures in place, as outlined below, to identify a student who may not meet 
the academic requirements of their course and to intervene when required. Measures include: 

• Robust assessment of foundation skills prior to enrolment, 
• Providing all students with a road map outlining the work to be completed every week in order to 

complete the course in the specified timeframes,   
• Sending emails to students every week to check in on progress and offer support, consisting of a 

fortnightly email reminding students of their Zoom session and the alternate week highlighting to the 
student where they should be progress wise in line with the road map. This email also offers student 
support and asks them to reach out if they are falling behind, 

• Tracking course progress in line with the road map and following up students who are falling behind, 
• Monitoring assessment task results, 
• Provision of additional time where needed for submitting assessment tasks, and 
• Requiring extra time or support to practice skills or demonstrate knowledge. 

If a student is not meeting their course requirements, The Celebrant Institute RTO checks if there are any 
adjustments that can be made to training or assessment practices. These adjustments cannot compromise 
the training package or be at odds with relevant training and assessment strategies. 

The Celebrant Institute RTO monitors the workload of students to ensure are successfully progressing through 
the course and that they complete the course within the duration specified in their Student Agreement.  

Online learning is study in which the trainer and overseas student communicate mainly through electronic 
technologies for the unit. 

Withdrawals 
If a current student is thinking of withdrawing from study, the student should contact The Celebrant Institute 
RTO Chief Executive Officer for specific support and advice on their individual situation. 

The Celebrant Institute RTO: 

• Does not pressure a student into remaining enrolled, 
• Does not pressure a student to enrol in a different course, 
• Ensures discussions occur within a timeframe that allows the student to withdraw on or before the 

census date if the student still so chooses. 

Students may withdraw from/cancel their enrolment in writing at any time, but if their training program has 
already commenced, they will not be entitled to a refund of any fees paid. 

Students wishing to withdraw from/cancel their enrolment can do so by emailing 
training@celebrantinstitute.edu.au.  

The Celebrant Institute RTO ensures there are no financial, administrative or other barriers that would result 
in a student not being able to withdraw from a course or unit on or before the withdrawal without penalty census 
date.  

If a participant indicates they wish to discontinue their studies without completing their course, The Celebrant 
Institute RTO: 

• Identifies issues contributing to non-participation, such as whether the participant needs additional 
support,  
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• Attempts to re-engage the participant before deciding to withdraw them – at least one (1) attempt is 
made and recorded, and 

• Ascertains if the reason for discontinuing relates to the performance of The Celebrant Institute RTO. 
If that is the case, The Celebrant Institute RTO ensures that reasonable efforts are made to address 
concerns of the participant related to the delivery and assessment of training. 

Students Deferring Training 
Students may defer their enrolment for up to 12 months and recommence their training program at a later date 
and occur no additional fees. Students wishing to defer their enrolment for more than 12 months will need to 
cancel their enrolment and re-enrol when they are ready to recommence the training program.  

The 12 months of deferral time does not need to be taken all at once. 

During the period of deferral, students will not have access to course resources. 

At the end of the 12-month deferral period, The Celebrant Institute RTO will contact the student twice (once 
by email and once by text message) to determine whether they would like to return to their studies or withdraw 
from the course. If the student does not respond to either of these messages, The Celebrant Institute RTO will 
assume the student does not wish to return to their studies and will cancel the enrolment. Any student wishing 
to return to the course after this will need to re-enrol and start again.   

Monitoring and Evaluation of Course Services 
All training and assessment strategies are reviewed and updated on an ongoing basis in light of ongoing 
industry engagement information received. 

The Celebrant Institute RTO systematically monitors and evaluates its performance and its outcomes from its 
training and assessment strategies and practices to ensure ongoing compliance with the VET Quality 
Framework and Standards for RTOs for all training product services. 

Course Services Reviews are scheduled and conducted as per the Internal Audit Program, and are 
conducted referencing a wide range of information sources, including:  

• Existing operational strategies documentation, 
• Industry engagement activities, 
• Validation outcomes, 
• Client feedback (including quality indicator data), 
• Personnel feedback, and 
• Any complaints and appeals relevant to the services.  

Please refer to the Internal Audit Program for further information. 

Service reviews are documented using the Internal Audit Tool - Course Services Review that includes 
review results and recommended actions or changes to systems, strategies, documentation or practice that 
are needed.  

Transition of Training Products 
The Celebrant Institute RTO ensures students are not enrolled in qualifications/courses that adversely affect 
their opportunities for employment and/or future study pathways. Timely and adequate advice and guidance 
is provided to students if the qualification or course in which they are enrolled is superseded/deleted/expired. 

To best meet the needs of students and of industry, The Celebrant Institute RTO transfers students from 
superseded qualifications into a replacement qualification as soon as possible.  

The Celebrant Institute RTO ensures that: 

• Where a training product on its scope of registration is superseded, all students’ training and assessment 
is completed and the relevant AQF certification documentation is issued or students are transferred into 
its replacement, within a period of one year from the date the replacement training product was released 



Training Policy 

Training Policy v3 Changes Tracked.docx 18 

on the national register www.training.gov.au. These requirements do not apply where a training product 
requires the delivery of a superseded unit of competency. 

• Where an AQF qualification is no longer current and has not been superseded, all students’ training and 
assessment is completed, and the relevant AQF certification documentation issued within a period of two 
years from the date the AQF qualification was removed or deleted from the National Register. 

• Where a skill set, Unit of Competency, accredited short course or module is no longer current and has not 
been superseded, all students’ training and assessment is completed and the relevant AQF certification 
documentation issued within a period of one year from the date the skill set, Unit of Competency, 
accredited short course or module was removed or deleted from the national register. 

• A new student does not commence training and assessment in a training product that has been removed 
or deleted from the national register.  

Transition Date 
The date shown on the National Register for a training product is considered to be the date of publication, 
deletion or removal. Sometimes, a qualification or accredited course will specify a core or named elective unit 
or module that has been superseded, removed or deleted from another training package. In these cases, The 
Celebrant Institute RTO continues to include the component/s as named in the qualification or course being 
delivered.  

Transition Extension 
VET Regulators have the authority to extend transition periods. 

View all current transition extensions:  

https://www.asqa.gov.au/rtos/change-rto-scope/when-training-products-change/training-products-current-
transition-extensions  

The Celebrant Institute RTO can apply for a transition extension. It would need to demonstrate to the VET 
Regulators how the request will benefit RTOs, students and/or the relevant industry. Administrative errors or 
delays in preparing The Celebrant Institute RTO delivery materials are not valid reasons for a transition 
extension. 

In order to ensure there is adequate time, lodgement of extension requests must occur at least 180 days before 
the current transition period ends. 

https://www.asqa.gov.au/rtos/change-rto-scope/when-training-products-change/apply-transition-extension  

Automatic Scope Reduction 
One (1) year from the date a qualification is superseded, ASQA removes the superseded training product from 
The Celebrant Institute RTO’s scope of registration. From this date, The Celebrant Institute RTO cannot:  

• Enrol or train students in that training product, or 
• Issue AQF certification documentation for that training product (except as a replacement for a 

previously issued qualification or statement of attainment).  

Extension of Scope 
In cases where an updated training product is not considered equivalent to the earlier version, before 
transferring any student enrolments, The Celebrant Institute RTO applies to ASQA and confirms the 
replacement qualification has been added to its scope of registration. 

Removed or Deleted Qualifications  
In some instances, training package developers determine there is no longer sufficient demand for a 
qualification to justify it being maintained. The qualification is removed or deleted without being superseded by 
another.  



Training Policy 

Training Policy v3 Changes Tracked.docx 19 

In this case, there is no clearly identified replacement qualification for students to transfer to, although The 
Celebrant Institute RTO may be able to identify one that is the closest to meeting students’ needs. Whether it 
is practical to transfer students to a suitable qualification will depend on a range of factors, including how close 
to completion each student is, but the guiding principle should be what will best meet the needs of the student.  

If completing the qualification is the best path for the student, The Celebrant Institute RTO ensures that all 
training, assessment and issuance of certification is completed within two years of the date the qualification 
was removed.  

The Celebrant Institute RTO does not allow a new student to commence training or assessment from the date 
a qualification is removed or deleted from the National Register.  

Removed or Deleted Skill Sets, Units, Courses and Modules  
Where a skill set, unit, course or module (where these are not attached to a qualification) is removed or deleted, 
The Celebrant Institute RTO ensures that all training, assessment and issuance of certification is completed 
within one year of the date the skill set, unit or module was removed or deleted.  

Transition Exemptions 
ASQA does not grant permission for individual RTOs to continue delivery beyond the allowable timeframes. 
Where ASQA has agreed that exceptional circumstances apply to a certain cohort of students justifying 
delivery beyond the allowable timeframes, for example, where apprenticeship arrangements necessitate, 
ASQA will publish this information on its website.  

In such cases, the exemption will apply to any RTO including The Celebrant Institute RTO, but only for delivery 
to a student whose enrolment matches the identified criteria. 

Monitoring Training Product Currency 
The Chief Executive Officer is responsible for monitoring The Celebrant Institute RTO’s Scope of Registration 
and ensuring: 

• Training products listed are current and have not been superseded, 
• The latest version of each training product is being used. 

The Chief Executive Officer ensures that The Celebrant Institute RTO is registered with TGA to receive 
notifications for each training product listed on The Celebrant Institute RTO’s Scope of Registration. 

Implementing Transitions 
When there is a new release or revision of a training product that relates to The Celebrant Institute RTO Scope 
of Registration, ASQA will automatically add the equivalent training product to The Celebrant Institute RTO 
scope of registration (without requiring an application). 

If The Celebrant Institute RTO does not wish to deliver the new equivalent training package product the Chief 
Executive Officer uses the ASQAnet web system to remove the items from scope: https://asqanet.asqa.gov.au 

If The Celebrant Institute RTO is intending to deliver the new equivalent training product the Chief Executive 
Officer: 

• Downloads the relevant training product from www.training.gov.au, 
• Identifies the transition dates and updates the relevant information within The Celebrant Institute 

RTO’s Training Products Register. This includes identifying the dates that no further enrolments can 
be taken in the superseded qualification. 

• Identifies the date in which the new training product is to be launched by The Celebrant Institute RTO, 
and 

• Identifies all relevant amendments to the training product, including any licensing requirements. 

Transition of Course Services 
Once the Chief Executive Officer has determined initial transition information: 
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• The Celebrant Institute RTO personnel and key stakeholders are made aware of the change of training 
product through relevant meetings and communication channels, 

• Training and assessment strategies for the training product are reviewed and updated, 
• Any relevant facilities and equipment requirements of the training product are addressed, 
• Assessment Judgement Validation of the superseded training product is undertaken if this has not 

been recently completed, to gather quality improvement recommendations for the new training product 
implementation and to ensure the meeting of validation compliance requirements, 

• Resources for the training product are reviewed and updated, 
• All course documentation is updated, including but not limited to: 

- Course Guides, 
- Enrolment related documentation (such as training plans, checklists), 
- aXcelerate Student Management System, and 
- Marketing collateral (including website), 

• Personnel professional development activities are implemented including: 
- Internal and industry-based workshop(s) are attended if applicable, 
- All relevant trainer files are updated with an updated VET Personnel Requirements Matrix, and 
- Any professional development requirements are identified and implemented for each individual 

trainer (for example, upgrading their qualifications). 

Transition of Enrolled Students 
The Celebrant Institute RTO does not accept any new enrolments in superseded training products after the 
transitional period of twelve (12) months. 

The Celebrant Institute RTO ensures all enrolled students are transferred to the new training product within 
twelve (12) months of release. The transition of students is undertaken in collaboration with the student and 
their employer where applicable. The Celebrant Institute RTO ensures students receive timely, adequate 
advice and guidance regarding the transition and course options.  

To ensure a consistent approach to the transitional arrangement: 

• All enrolled students’ records are reviewed. Student progress is reviewed to determine if students are 
able to complete their course enrolment within the transition period. 

• Where it is determined the timeframe to complete the course is not appropriate, the student‘s 
enrolment must be transitioned to the replacement course being offered. 

When transferring a student to the replacement training product, The Celebrant Institute RTO personnel: 

• Ensure all assessments are up to date and the student’s progress is up to date in the existing 
enrolment, 

• Ensure all relevant enrolment paperwork for the new course is completed, 
• Map the student’s progress to the new course using the mapping information released with the training 

product, 
• Complete any credit transfer or RPL processes to the new course for delivery and assessment already 

conducted, 
• Determine remaining delivery and assessment requirements.  

Monitoring and Evaluation 
The Celebrant Institute RTO monitors and evaluates training management 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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