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	PHONE us to confirm enrolments and make payment:

(03) 9387 2051 

Mon – Fri: 

9 AM – 5 PM


	FAX enrolment form and payment details to: 

(03) 9387 3470 

24 hours a day, 

7 days a week.
	MAIL enrolment form and payment details to: 

A.I.E.T.

P.O. Box 171

Brunswick West 3055

Melbourne, VIC.
	Enrol in PERSON. Come to 517 Victoria St, Brunswick West, Mon – Fri 9AM – 5 PM. Hours may vary so please phone in advance. 


TAX INVOICE                                                   

A.I. E.T.

ABN: 15 104 170 676

P.O. Box 171

Brunswick West 3055

Melbourne, Vic.

Phone: (03) 9387 2051

FAX: (03) 9387 3470

Mobile: 0409 428 221

E-mail: info@aiet.com.au
	Personal Information of Applicant (Please print):

	Full Name:
	

	Address:
	
	

	Suburb:
	
	Post Code: 
	

	State:
	
	
	

	Phone Number:
	
	FAX:
	

	Mobile:
	
	
	

	E-mail address*:
	

	Date of Birth:
	


* Please note that email is the preferred point of contact.  If address changes during the program (particularly for RPL and Distance Education), please inform us.
	Payment Details:



	Name of school:
	

	School purchase order number:
	

	Name of person to send invoice to:
	

	E-mail address to send invoice to:
	




	Course Details: 

	Course Code:
	TAA40104

	Course Title:
	Certificate IV in Training and Assessment

	Method of study (please tick):
	( Face to face training  

( Recognition of Prior Learning

	Date course commences: 
	Thursday 10th July 2008

	Unit Code
	Unit Title

	TAAENV401B
	Work effectively in VET

	TAAENV403B
	Ensure a healthy and safe learning environment

	TAADES401B
	Use Training Packages to meet client needs

	TAAASS401B
	Plan and organise assessment

	TAAASS403B
	Develop assessment tools

	TAAASS402B
	Assess competence

	TAAASS404B
	Participate in assessment validation

	TAADES402B
	Design and develop learning programs

	TAADEL401B
	Plan and organise group-based delivery

	TAADEL403B
	Facilitate individual learning

	TAADEL404B
	Facilitate work-based learning

	TAAENV402B
	Foster and promote an inclusive learning environment

	TAADEL402B
	Facilitate group-based learning

	TAADEL301B
	Provide training through instruction and demonstration of work skills


	Please answer the following questions to assist us in helping you with your course or program:



	Why do you want to do this course?



	What sort of skills do you think you will get from this course?



	What skills do you already have in this area?



	This course involves reading and writing in English.  Rate your skills in reading and writing in English:

STRONG                             GOOD                             OK                             (Circle one of these please).

	Do you require help in reading and writing in English?

NOT AT ALL                ONLY IF MATERIAL IS COMPLEX                  YES, MOST OF THE TIME

(Circle one of these please).

	How did you find out about AIET/this course?



	Do you require Catering? (Please tick applicable)

        Yes, I eat meat                              Yes, I am Vegetarian                     No; I will bring my own lunch.


Policies and Procedures

All participants who complete the requirements of our training courses will receive a statement of results and/or a certificate. The cost of this is included in the course fee. 

The Australian Institute of Education and Training has documented policies and procedures for complying with relevant State and Commonwealth laws as identified in the Standards, in the Policies and Procedures Manual.  Trainers of AIET will be expected to adhere to relevant State and Commonwealth laws including those covering Occupational Health and Safety and Duty of Care.

The copyright of all intellectual property including course syllabi and materials shall remain with the present owners and this agreement in no way affects or varies these rights.

Participants signing registration forms agree that they have read these policies and procedures. The participant agrees to indemnify AIET Directors against any claim for refund made as a result of incorrectly reading the policies and procedures found herein.  Payment in full is required by the start of the training program unless paying by credit card installments, and you have provided us with the authority to debit your card at monthly intervals. 

Relevant policies and procedures can be found in our Student Handbook. The student handbook is available on line by going to our web site at http://www.aiet.com.au/Student_Handbook.pdf. A hard copy of the Student Handbook can be mailed to you upon request. By signing this registration form, you acknowledge that you have read the Student Handbook and agree to comply with the policies and procedures contained in it, including: OHS, Confidentiality and Privacy, Anti-discrimination, Refunds, Fees and Charges, Complaints, and Appeals

No refunds can be made once training has commenced. By signing the registration form you acknowledge you have read the Student Handbook 
	If no contact has been made by you in the form of submitting evidence or contact to make alternative arrangements for a period of 3 months, you agree that you have withdrawn yourself from the course and authorise AIET to archive your records and dispose of these after the statutory period.

I have completed this enrolment form, agree with all conditions (including the refund policy) and confirm that the information contained is true and accurate.

I have read the relevant Student Handbook (available at www.aiet.com.au). 

	Signature of student:
	

	Date:
	


	
	
	Entered on database

	
	
	Entered on MYOB

	
	
	Confirmation of enrolment e-mailed

	
	
	Invoice sent

	
	
	Full payment received

	
	
	Coursework provided

	
	
	Receipt issued

	
	
	Course completed

	
	
	Certificate/Statement issued

	          Date:





Dear Participant

Thank you for registering for a course with the Australian Institute of Education and Training. We would like to make the course as enjoyable for you as possible, and while it is not assumed that you have any prior knowledge or skills, we do like to get to know our participants beforehand as much as possible so that we can customise the course as much as we can to meet your needs.

If you could complete this confidential questionnaire it would greatly assist us to prepare for the course. It is voluntary but we believe the results will assist us in planning for the course and making it enjoyable and relevant for you. Your responses will be completely confidential and will be placed in your file in a locked cupboard. You can access your file which holds any information we hold about you whenever you wish by providing the office staff with a written request and photo identification. At the end of the course your information will be archived and only accessed if we are audited by the State Training Authority. This is in accordance with the AQTF Guidelines for Registered Training Organisations.

We greatly appreciate your assistance. Please complete the questionnaire (electronically or print it out and hand write it) and return it to us with your registration form to FAX (03) 9387 3470 or mail it to P.O. Box 171, Brunswick West, Melbourne, Victoria, 3055.

Yours sincerely

Allan Barnes, CEO

Australian Institute of Education and Training.

	Name:
	

	Course attending:
	

	How you heard about the course:
	

	Your expectations of the course:
	

	Your current work role: (or enter Currently Not Employed if applicable)
	

	Current skills you possess i.e. communication skills, IT skills, etc.
	

	The skills you think you will gain from completing this course:
	

	How you think you will be able to use the skills gained through this course:
	

	How you think you will use this qualification in the future:
	

	Do you have any specific needs or requirements during the course?
	


Please use the following rating system to assess your current level of skills in the following areas. Please circle your response:

1 Very poor

2 Poor

3 OK

4 Good

5 Very good

6 Excellent


i.e.
Driving ability


1
2
3
4
5
6

Communication skills


1
2
3
4
5
6

General computer skills

1
2
3
4
5
6

Work processing skills

1
2
3
4
5
6

Microsoft PowerPoint skills

1
2
3
4
5
6

Questioning skills


1
2
3
4
5
6

Public speaking skills


1
2
3
4
5
6

Listening skills


1
2
3
4
5
6

Time management skills

1
2
3
4
5
6

English language skills

1
2
3
4
5
6

Punctuality skills


1
2
3
4
5
6

Please e-mail this questionnaire back to rpersichetti@aiet.com.au, or return to us at PO Box 171, Brunswick West, Melbourne, Victoria, 3055. The results will assist us in contextualizing the course to better meet your needs.

Thank you.
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Head Office:


517 Victoria Street


Brunswick West 3055


Phone: 9387 2051


FAX: 9387 3470


Web: � HYPERLINK "http://www.aiet.com.au" ��www.aiet.com.au�





Mailing Address:


P.O. Box 171


Brunswick West, 3055























For everyone:                                                                                            (Please circle)


I currently teach VET or have taught VET in the past two years:	       YES	NO





For holders of the previous BSZ41098 Certificate IV in Assessment and Workplace Training:





I have completed the following units (please tick) from the BSZ40198 Certificate IV in Assessment and Workplace Training:        


Unit�
Completed


(()�
Unit�
Completed


(()�
�
BSZ401A�
�
BSZ405A�
�
�
BSZ402A�
�
BSZ406A�
�
�
BSZ403A�
�
BSZ407A�
�
�
BSZ404A�
�
BSZ408A�
�
�
�









