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1. Document Control 
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Effective Date 31st Mar 2026 
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Version 3.1 

2.  Policy Statement 

Brighton Institute of Technology (BIT) is committed to ensuring that all prospective learners are 

appropriately assessed before enrolment to confirm their readiness and suitability for their 

chosen course. This process identifies learner needs, provides access to required support, and 

ensures reasonable adjustments are made to enable equitable participation. 

This policy and procedure ensure compliance with the Standards for RTOs (2025), specifically 

Outcome Standards 2.2 (Pre-enrolment suitability), 2.3 (Support during training), and 

2.4 (Support for students with disability/adjustments). 

3. Purpose 

The purpose of this policy is to: 

a. Ensure students make informed decisions about their training. 

b. Confirm students’ suitability before enrolment and identify any learning or support 

needs. 

c. Provide support services and resources throughout the learning journey. 

d. Implement reasonable adjustments for students with disability. 

e. Support continuous improvement in RTO practices. 

4. Scope 

This policy applies to: 

a. All prospective VET students prior to enrolment. 

b. All nationally recognised training products delivered by BIT 
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5. Definitions 

a. Pre-Training Review (PTR): A structured assessment to determine learner readiness, 

including LLN, digital literacy, and other course prerequisites. 

b. Reasonable Adjustment: Modifications or supports that allow students with disability 

to access and complete training on an equal basis with others. 

c. Support Services: Additional resources available to students such as LLN workshops, 

wellbeing services, IT support, mentoring, tutoring, and counselling. 

d. At Risk: A learner identified as potentially unable to complete the course requirements 

without additional support. 

6. Procedures 

Step 1 – Pre-Enrolment Information 

a. Accurate course information (code, title, entry requirements, delivery mode, duration, 

fees, support services, and third-party arrangements) must be provided. 

b. Information must be consistent with the national register (training.gov.au). 

c. Learners must have the opportunity to ask questions before enrolment. 

Step 2 – PTR Assessment 

a. Conduct LLN and digital literacy assessments using validated tools. 

b. Check course prerequisites (licensing, physical requirements, work placement 

requirements). 

c. Record outcomes in the student file. 

Step 3 – Suitability Evaluation 

a. Assess whether the learner meets entry requirements and course demands. 

b. If gaps are identified: 

i. Provide advice on bridging programs, alternate qualifications, or deferment. 

ii. Offer tailored support services where appropriate. 

Step 4 – Identify Support Needs 

a. Ask learners to disclose support requirements, including LLN, technology access, 

wellbeing, or personal commitments. 

b. Ensure a confidential and respectful approach is used. 

Step 5 – Support Planning and Communication 

a. Develop a Learner Support Plan outlining: 

• Type of support required. 

• Staff responsible. 
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• Method and timing of support. 

• Monitoring arrangements. 

b. Provide learners with a copy and explanation of how to access support. 

Step 6 – Disability Disclosure and Adjustments 

a. Encourage disclosure of disability in a safe and supportive environment. 

b. Collaborate with learners (and support people where appropriate) to agree on reasonable 

adjustments. 

c. Adjustments may include: additional time, modified assessments, adaptive technology, 

or flexible learning modes. 

d. Document all adjustments and keep records confidential. 

Step 7 – Delivery and Monitoring 

a. Provide access to support services and staff as identified in the Support Plan. 

b. Communicate clear timelines for staff response (e.g., 2 business days). 

c. Regularly monitor learner engagement and progress. 

d. Identify learners “at risk” and intervene early with additional support. 

Step 8 – Continuous Review of Support 

a. Review effectiveness of support at scheduled checkpoints. 

b. Gather learner and trainer feedback to adjust support plans. 

c. Modify supports where required to ensure ongoing learner success. 

Step 9 – Record Keeping 

a. Maintain all PTR assessment records, support plans, adjustments, monitoring notes, and 

review outcomes in the student management system. 

b. Ensure records are secure and comply with privacy legislation. 

Step 10 – Continuous Improvement 

a. Management to review PTR practices at least annually. 

b. Audit PTR tools and processes against ASQA standards. 

c. Collect feedback from learners, trainers, and auditors to inform improvements. 

7. Roles and Responsibilities 

Role Responsibility 

Learners 
Provide honest information during PTR, disclose support needs, 

participate in support plans, and engage with agreed services. 
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Role Responsibility 

Trainers/Assessors 
Participate in PTR, implement supports and adjustments, monitor 

learner progress, and report concerns. 

Student Support Staff 
Provide LLN, wellbeing, IT, and disability support services as per 

Support Plans. 

Administration Staff 
Facilitate PTR assessments, record outcomes, maintain student 

records, and ensure compliance documentation is complete. 

Compliance/Quality 

Staff 

Monitor policy implementation, conduct audits, and ensure 

compliance with Standards 2.2, 2.3, and 2.4. 

Management 
Oversee resource allocation, review PTR effectiveness, and ensure 

continuous improvement. 

8. Review and Continuous Improvement 

This policy will be reviewed every 12 months or sooner if: 

a. ASQA or regulatory requirements change. 

b. Gaps are identified in PTR practice. 

c. Feedback from learners, trainers, or auditors suggests improvements are required. 

9. Version Control 

Version Date Approved by  Review Date    Notes/Amendments 

4.0 June 2025 July 2025 July 2026     Aligned to 2025 Standards 

4.1 March 2026 March 2026 
December 

2027 
Address update 

 


