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	ENROLMENT FORM
	V2/2008

Last modified  2 October 2011



	Course name
	     
	Course code:
	     

	Mode of study:
	Full time 
	Part Time
	Commencement date
	     


1. Trainee Details

	Title
	 FORMCHECKBOX 
Mr             FORMCHECKBOX 
Mrs
	 FORMCHECKBOX 
Miss            FORMCHECKBOX 
Ms
	 FORMCHECKBOX 
Dr

	First Name/s
	     
	Surname
	     

	Date of birth
	     
	Country of birth
	     

	Language(s) spoken 
at home
	     
	How well do you speak English?


	 FORMCHECKBOX 
Very well


 FORMCHECKBOX 
Well



 FORMCHECKBOX 
Not well


 FORMCHECKBOX 
 Not at all

	Are you of Aboriginal, or Torres Strait Islander origin?
	 FORMCHECKBOX 
No



 FORMCHECKBOX 
Yes, Aboriginal

 FORMCHECKBOX 
Yes, Torres Strait Islander


2. Address

	Home & Street
	     
	State
	     

	Suburb
	     
	Post Code
	     

	Postal Address
	     
	Mobile Phone
	     

	Home Phone
	     
	Work Phone
	     

	Email address
	     
	


3 Employment Details

	What would be the best description of your Employment?

	 FORMCHECKBOX 
 Full time employee


	 FORMCHECKBOX 
 Part time employee

 FORMCHECKBOX 
 Not employed – not seeking employment

	 FORMCHECKBOX 
 Employer

 FORMCHECKBOX 
 Self employed – not employing others
	 FORMCHECKBOX 
 Unemployed – seeking full time work

 FORMCHECKBOX 
 Unemployed – seeking part time work


4. Education Details

	Highest school level completed
	     
	Year completed
	     

	Still at school
	 FORMCHECKBOX 
 yes

	 FORMCHECKBOX 
 No
	

	Have you successfully completed any of the following qualifications?

	 FORMCHECKBOX 
 Bachelor Degree or Higher Degree Level
	 FORMCHECKBOX 
 Advanced Diploma or Associate Degree
	 FORMCHECKBOX 
 Diploma
	

	 FORMCHECKBOX 
 Certificate IV
	 FORMCHECKBOX 
 Certificate III

	 FORMCHECKBOX 
 Certificate II

	 FORMCHECKBOX 
 Miscellaneous Education (Please specify      


5 Special needs Details

	Do you need extra support in
	 FORMCHECKBOX 
Language
	 FORMCHECKBOX 
Numeracy
	 FORMCHECKBOX 
Literacy

	Do you have any of these disability

	 FORMCHECKBOX 
 Vision
	 FORMCHECKBOX 
 Hearing
	 FORMCHECKBOX 
 Physical

	 FORMCHECKBOX 
 Intellectual

	 FORMCHECKBOX 
 Learning
	 FORMCHECKBOX 
 Medical Condition
	 FORMCHECKBOX 
 Mental Illness
	 FORMCHECKBOX 
 Acquired Brain Impairment

	 FORMCHECKBOX 
 Other (please specify)
	     
	
	


6 Method of Payment

	NB: Full payment must support this application to confirm a position.

	Please make cheques/money orders payable to: MTG Matrix Training Group

	 FORMCHECKBOX 
 Cash

	 FORMCHECKBOX 
 Cheque

	 FORMCHECKBOX 
 Money Order
	  FORMCHECKBOX 
 Purchase Order No:

	Credit Card type
	 FORMCHECKBOX 
 Visa

	 FORMCHECKBOX 
 MasterCard
	 FORMCHECKBOX 
 Bankcard


Card Number



	     
	     
	     
	     
	
	     
	     
	     
	     
	
	     
	     
	     
	     
	
	     
	     
	     
	     


	Expiry date
	     
	     
	
	     
	     
	


	Cardholder’s 

name:
	     
	Cardholder’s signature:
	     


Office Use Only

	 FORMCHECKBOX 
 Payment received
	 FORMCHECKBOX 
 Confirmation letter sent
	 FORMCHECKBOX 
 Enrolled in database
	 FORMCHECKBOX 
 Receipt Issued


Overview of Client Services
Access and equity is about making sure that everyone can access the training, information and support they need to successfully participate in courses offered at MTG. MTG is aware that it is harder for some groups of people to take part in training than others. Some people may not have the skills they need to complete training, they may need extra support to stay in training, they may need training tailored to fit their needs, or the training may need to be taught in a certain way for them to be successful. 

1. Course Information 
Course information including content and vocational outcomes can be viewed on our website (www.matrixtraininggroup.com) or by calling our office on 1300 733 466 and asking for course information to be sent to you. 

2. Trainee Selection, Enrolment and Induction/Orientation 
To be a accepted into a course, you must complete and enrolment form, fulfil the prerequisites (if applicable) and pay the relevant fees. Once the enrolment fee has been accepted you officially have a place in the course. Your induction/orientation will occur during the first session of training. 

3. Fees, Charges and Refund Policies 
Matrix Training Group reserves the right to cancel/postpone a course in the event of unforseen circumstances or insufficient numbers. Every effort will be made to ensure that participants of cancelled/postponed courses receive placement in the next available course. Where a course is cancelled/postponed by Matrix Training Group and the participant elects not to receive placement in the next available course, or an alternative course, a full refund will be made. Written cancellation must be received up to two working days prior to the commencement of the course. Written advice should be directed to the Training Manager. The trainee will be refunded the course fee less an administration fee of $40. It is regretted that NO REFUND can be made for cancellations received within two working days of commencement or after the commencement of the course. No refunds will be given for partial cancellation of enrolments. A transfer of course registration can be made up to two working days prior to commencement of the course. Advice must be in writing and directed to the Training Manager. 

4. Recognition of Prior Learning 
RPL is the recognition given to the knowledge and skills a trainee has acquired through work experience, education, training, and life experiences. RPL assessed by MTG may be used to satisfy, or partially satisfy, course admission criteria, and/or may be used to gain exemptions as part of some programs. An applicant for RPL must submit detailed supporting documentation. For more information please contact our office on 1300733466. Matrix Training Group recognises and accepts Statements of Attainment and qualifications issued by any other RTO. 

5. Language, Literacy and Numeracy (LLN) 
Access to training must be equal for all trainees and MTG will not discriminate based upon LLN. Where LLN levels are low, MTG will provide information on where a trainee can obtain assistance. 

6. Client Support, Welfare and Guidance Services 
MTG will help trainees access support, welfare or guidance services when an issue arises that is outside the expertise of MTG staff. Any referral made in this instance will be in accordance with our privacy policy that aims to protect the interests of all parties including the trainee. 

7. Flexible Learning and Assessment 
MTG recognises that some trainees may have individual needs that affect the process of learning and assessment. When a student has requested an alternative method of learning and/or assessment, the Training Manage will consider the request and advise the trainee in writing of the outcome. Any variation to the usual delivery or assessment strategy will be incorporated into the trainee’s file. 

8. Appeals, Complaints and Grievances 
It is encouraged to initially raise the complaint directly with the person concerned. This is appropriate in matters where the trainee feels comfortable making a direct approach, or where the complaint does not relate to allegations of unlawful behaviour (e.g. assault, illegal discrimination or harassment). If you have discussed the issue with directly with the person involved and are still not satisfied with the outcome, you must write to the Training Manager and outline the reason for the appeal, complaint or grievance. 

9. Discipline 
Trainees are expected to dress and act in an appropriate manner whilst attending MTG training sessions. This means respecting and being courteous towards other people and not using offensive language or making derogatory comments towards or in the presence of others. Incidents of serious misconduct will result in exclusion from training and will be dealt with in accordance with relevant State or Commonwealth law. Serious misconduct means theft, assault, being under the influence of alcohol or drugs, or causing risk of injury or risk of a dangerous event happening. 

For more information visit out website (www.matrixtraininggroup.com) or contact reception on
1300733 466
Matrix Enrolment form
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