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STUDENT ENROLMENT PROCESS FLOW CHART

Process for New Enrolments (PTR and LLN)

Student enquires about a course.

If student is interested in
enrolling ask student to complete NOT suitable
“Pre-Training Review form” and for Course
the “LLN Assessment”. Review

form and Assessment.
Provide feedback to

student and recommend
best option for student

Yes suitable
for Course

Ask student to complete the
“Enrolment Form”

All forms to go to Administration
NOT

Check all details are completed complete
& correct

RETURN to available

YES completed Trainer Assessor
Pass through to admin for

processing.
Rectify all errors or omissions.

Return to Admin for processing

Trainers: Will need to hand in all assessments and attendance sheets within a reasonable timeframe
so student administration can access them for processing.
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