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NIBA COLLEGE OF INSURANCE AND RISK PROFESSIONALS

ENROLMENT FORM
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	1. NAME AND CONTACT DETAILS 

	Student Number  
	Date of birth:  

	Title:  
	Given Name: 
	Middle Name: 

	Family Name: 
	Gender: 
	Male       FORMCHECKBOX 
    Female   FORMCHECKBOX 


	Phone (BH): 
	Phone (AH): 
	Mobile: 

	What is the address of your usual residence?

	Suburb, locality or town: 
	Postcode: 

	Unique Student Identifier (usi)

	USI (Unique Student Identifier):       
All students are required by the Australian Government to have a USI.  To create a USI go to www.usi.gov.au and follow the prompts. Please list this in the field above. 

 For information about the USI visit – www.industry.gov.au.

	FULL RESIDENTIAL ADDRESS

	Building/property name (if applicable): 

	Flat/unit number and street number: 
	

	Street name: 
	Suburb, locality or town: 

	State/territory: 
	Postcode:  

	POSTAL ADDRESS (if different from above) 

	PO box or roadside delivery box: 
	State/territory:
	

	Suburb, locality or town: 
	Postcode: 
	

	Work email: 
	Personal email: 

	Please nominate a Tier 1 compliant broker to act as your supervisor for the duration of the course:

	Workplace supervisor: 

	Supervisor’s email: 
	Supervisor’s phone: 

	Company: 
Is your employer a NIBA member?  
Yes  FORMCHECKBOX 
  No FORMCHECKBOX 
  Unsure  FORMCHECKBOX 

Are you a NIBA College member?  
Yes  FORMCHECKBOX 
  No FORMCHECKBOX 
  Unsure  FORMCHECKBOX 


	2.     IDENTIFICATION 

	I declare that the identification attached is a true copy (Current drivers licence, birth certificate or passport).

Signed: ……………………………………………………………….    Dated: …………………………………………….

	2. EDUCATIONAL QUALIFICATIONS AND INSURANCE EXPERIENCE

	Qualifications/Work experience
	 Awarded by/Gained at
	Date

	
	
	

	
	
	

	
	
	

	· If you are seeking to enrol in an assessment program to meet ASIC requirements, you must have 5 out of the last 8 years working in the desired speciality area or equivalent.
· If you are applying for credit transfer please ensure you attach a certified Statement of Attainment together with relevant documentation to your application. You must provide evidence that you have the necessary pre-requisites for each course.


	3. DECLARATION

	I declare that to the best of my knowledge the information supplied in this enrolment is correct and complete. I acknowledge that provision of incorrect information or documentation relating to my enrolment may result in withdrawal of any offer of a place and that such withdrawal may take effect at any stage of the program, at the discretion of the College. I agree to abide by the Terms of Study of the College. (Please see terms below).
Signed: ……………………………………………………………….                            Dated: …………………………………………….


	4. COURSE ENROLMENT DETAILS – please refer to the NIBA College website

	Course Name:  
	
	Block or Module Name: 
	

	I am:

Enrolling in a Tier 1 Insurance Broking Workshop     FORMCHECKBOX 

Enrolling in a Diploma (Block 2) Workshop 
       FORMCHECKBOX 

Not enrolling in a workshop (distance study) 
       FORMCHECKBOX 

	If you are attending a workshop, please indicate the location and date below:
Workshop location: 
Date of workshop: 

	If you are an assessment candidate,  you can nominate your preferred assessor : 

	6. 
PAYMENT DETAILS

	Enrolment Fee: (AUD): $ 
(Enrolments will not be processed until fees have been received) 
	

	I would like to pay by:
 FORMCHECKBOX 
 
Bank transfer (bank details will be provided on a tax invoice); or

 FORMCHECKBOX 
 
Cheque (Cheque payable to National Insurance Brokers Association); or       

 FORMCHECKBOX 

Credit card:

	Please debit my              (please tick)
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 FORMCHECKBOX 
 2% surcharge
	 FORMCHECKBOX 
 2% surcharge
	 FORMCHECKBOX 
 3% surcharge

	Card number: 

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Expiry date:
	     
	CCV no: 
	

	Name on card:
	

	Signature:
	
	Date: 
	

	       ADDITIONAL INFORMATION 

Government education departments now require all training providers to collect statistics about those undertaking national qualifications. Please complete the following details about your prior education and learning background.

	1. Of the following categories, which BEST describes your current employment status? (Tick ONE box only.)
	 FORMCHECKBOX 
Full-time employee

 FORMCHECKBOX 
Part-time employee

 FORMCHECKBOX 
Self-employed – not employing others

 FORMCHECKBOX 
Employer

 FORMCHECKBOX 
Employed - unpaid worker in a family business

 FORMCHECKBOX 
Unemployed - seeking full-time work

 FORMCHECKBOX 
Unemployed - seeking part-time work

 FORMCHECKBOX 
Not employed - not seeking employment

	2. Are you still attending secondary school?
	 FORMCHECKBOX 
Yes        FORMCHECKBOX 
No

	3. What is your highest COMPLETED school level? (Tick ONE box only.)


	 FORMCHECKBOX 
Year 12 or equivalent

 FORMCHECKBOX 
Year 11 or equivalent

 FORMCHECKBOX 
Year 10 or equivalent

 FORMCHECKBOX 
Year 9 or equivalent

 FORMCHECKBOX 
Year 8 or below

 FORMCHECKBOX 
Never attended school

	4. In which YEAR did you complete that school level? 
	

	5. In which country were you born?


	 FORMCHECKBOX 
 Australia  

 FORMCHECKBOX 
 Other - please specify

	6. Have you SUCCESSFULLY completed any of the following qualifications?
	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No -- If No go to Question 8

	7. If YES, then tick ANY applicable boxes.


	 FORMCHECKBOX 
Bachelor or Higher Degree

 FORMCHECKBOX 
Advanced or Associate Degree

 FORMCHECKBOX 
Diploma

 FORMCHECKBOX 
Certificate IV

 FORMCHECKBOX 
Certificate III

 FORMCHECKBOX 
Certificate II

 FORMCHECKBOX 
Certificate I

 FORMCHECKBOX 
Certificates other than the above

	8. Do you speak a language other than English at home? (If more than one language is spoken, indicate the one that is spoken most often.)
	 FORMCHECKBOX 
No, English only - If English only Go to Question 10

 FORMCHECKBOX 
Yes, other - Please specify

	9. How well do you speak English?
	 FORMCHECKBOX 
Very well

 FORMCHECKBOX 
Well

 FORMCHECKBOX 
Not well

 FORMCHECKBOX 
Not at all

	10. Do you consider yourself to have a disability, impairment or long-term condition?
	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No -- No go to Question 12

	11. If YES, then please indicate the areas of disability, impairment or long-term condition: (You may indicate more than one area.)


	 FORMCHECKBOX 
Hearing/Deaf

 FORMCHECKBOX 
Physical

 FORMCHECKBOX 
Intellectual

 FORMCHECKBOX 
Learning

 FORMCHECKBOX 
Mental Illness

 FORMCHECKBOX 
Acquired Brain Impairment

 FORMCHECKBOX 
Vision

 FORMCHECKBOX 
Medical Condition

 FORMCHECKBOX 
Other

	12. Are you of Aboriginal or Torres Strait Islander origin?


	 FORMCHECKBOX 
No

 FORMCHECKBOX 
Yes, Aboriginal

 FORMCHECKBOX 
Yes, Torres Strait Islander

	13. Of the following categories, which BEST describes your main reason for undertaking this course /traineeship/ apprenticeship? (Tick ONE box only)

	 FORMCHECKBOX 
To get a job

 FORMCHECKBOX 
To develop my existing business

 FORMCHECKBOX 
To start my own business


 FORMCHECKBOX 
To try for a different career

 FORMCHECKBOX 
To get a better job or promotion


 FORMCHECKBOX 
It was a requirement of my job

 FORMCHECKBOX 
I wanted extra skills for my job

 FORMCHECKBOX 
To get into another course of study

 FORMCHECKBOX 
For personal interest

 FORMCHECKBOX 
For self-development

	14. Victorian students only.
Enter your Victorian Student Number (VSN).

If you have not provided a VSN, is this because:
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 
 I am new to the Victorian Education System.  I have never attended a school, TAFE or other VET training provider in Victoria.

Leave both the VSN & the above tick box blank if you HAVE previously attended a Victorian school, TAFE or vocational education & training provider.


	TERMS OF STUDY

	My Study Obligations

I understand that my enrolment is subject to the following terms of study:

· The minimum standards for entry into all NIBA College courses are based on educational requirements to undertake study.  In all cases, it is my responsibility to ensure information provided to the College is accurate.
· Access to learning and assessment materials will only be supplied after my enrolment is confirmed, which will occur on receipt of the appropriate fees. NIBA College will provide a link for me to download the study materials through its website.
· Copyright of all College program materials is held by NIBA. Any use of the materials other than for private study is not allowed without prior permission from NIBA College.
· It is my responsibility to keep track of the progress of my assessment submissions and the due dates for assessments. This includes checking results to find out if any resubmissions are required.
· If I am enrolled in a workplace assessment program, I will be required to submit my portfolio at least two weeks prior to my scheduled interview date.
· If my workplace assessor deems me to be insufficiently prepared for the interview, they may terminate the assessment. NIBA College may charge an additional assessment fee if an assessment interview is rebooked at a future time.
· If I am an assessment candidate, I can reschedule an interview appointment without incurring a charge provided I supply written notification directly to NIBA College no less than two weeks before the original assessment interview date. If written notification of a change of interview date is given less than two weeks before the original assessment date, an administration fee may apply.
· I can dispute my assessment or coursework program result by making a written application within one month of the issue of final results. Requests for re-assessment may include an administration fee, which will be refunded only if my results are amended.
· I have read and agreed to abide by the NIBA College Membership Rules located on our website: http://www.nibacollege.com.au/resource/2008_NIBA_College_Membership_Rules.pdf
Course Completion 
You can apply for a certificate once you have successfully completed all requirements for your course. You must be found competent in all course requirements prior to your enrolment expiry date. The College will issue you with a Statement of Attainment listing all the national training standards you have attained while enrolled in your course or assessment program. The Statement of Attainment is part of your academic record and is used when you apply to enter further training or apply for exemptions and credits. 
Notification of Results and Academic Records 

As a NIBA student, you have access to your academic record through ‘My NIBA College’. This lists your current course details, past qualifications and continuing professional development activities. You may use 'My NIBA College' to access your course and assessment materials and monitor your progress. Course results are posted on your College training record approximately 4 weeks after the submission of your final assessment. NIBA College will not give results over the telephone. In line with NIBA’s privacy statement, your results will be available to your current employer.
Complaints and Dispute Resolution 

NIBA College takes all complaints seriously and these will be formally investigated. Should you feel that you have been unfairly treated, you have access to the College complaints and appeals procedures. Your study materials and the NIBA College website have information about the procedures for the investigation of academic grievances and complaints. 
Extensions, Transfers and Re-Enrolments

If you experience difficulties with your course or assessment you should contact NIBA College straight away to ensure we are able to work with you to find a positive solution. All requests must be made in writing prior to your course expiry date. For further information on this policy, please refer to the Terms of Study on your original enrolment form. 
· Extension - Applications for extension must be made in writing to the Qualifications Advisor. Only one extension can be granted for a maximum of four weeks. 

· Transfers for full qualifications, compliance courses and assessment programs - Within your first 9 months of study you can transfer your enrolment to another person within your organisation or move to a later enrolment period, provided you have not submitted any work for assessment or commenced working with your workplace assessor. This option will attract a transfer fee.
· Transfers for workshops - Transfers to another workshop requested 7-14 days prior to the workshop commencement date will be permitted upon payment of a transfer fee. Transfers to another workshop requested less than 7 days prior to the workshop commencement date will not be permitted. Transfers to another person within your organisation are permitted up until the enrolment start date. 

If you have already submitted assessments and are unable to complete your course within the specified timeframe, you may apply for one of the following re-enrolment options:

· Re-enrolment (Reduced Term) - A reduced term re-enrolment will provide you with an additional three months to complete all your course requirements. Extended enrolment can only be used once. This option will attract a re-enrolment fee.
· Re-enrolment (Full Term) - You have the option to re-enrol in your course for the full 12 month enrolment period, by paying the full enrolment fee. You will generally be asked to show cause as to why you should be allowed to re-enrol if you use this option more than twice. 
Withdrawals and Refunds

Withdrawals - Should you need to withdraw from a course or assessment for any reason, you must inform NIBA College in writing. Any work completed will be maintained on your academic record. 
Refunds for full qualifications, compliance courses and assessment programs - NIBA College will only issue refunds under exceptional circumstances. Withdrawals granted within the first 3 months of enrolment will be eligible for a full refund, less an administration fee if no work has been submitted/commenced. For all other refunds, If the following conditions are met and the refund has been approved, students will be entitled to 50% of the enrolment fee less an administration fee: 

· The withdrawal must be requested in writing within 9 months of the original enrolment date; and
· Students should not have submitted any work for assessment or commenced working with their workplace assessor. 

Refunds for workshops - NIBA College will only issue refunds under exceptional circumstances. Refunds requested 7-14 days prior to the workshop commencement date will be eligible for a refund of 50% of the enrolment fee less an administration fee. Refunds requested less than 7 days prior to the workshop commencement date will not be eligible for a refund. 


	PRIVACY STATEMENT

	To review the full College Privacy statement please go to www.nibacollege.com.au
· I agree that NIBA College may collect personal information (including sensitive information) about me through this form, for the purposes of enrolling me in my selected study program and managing my participation in that program.
· I understand that NIBA College collects this information for the purposes of processing my application, providing data to the Department of Education Science and Technology as required by the Higher Education Support Act (HESA) and, with my agreement, advising me about new programs and reminders of enrolment closing dates.
· I also agree that NIBA College may use this information and disclose it to service providers, including financial institutions and print and mail houses.
· I agree that NIBA College may communicate with me, either electronically or by mail, for the purpose of providing the services for which I am enrolling.
· I understand that in line with NIBA’s privacy policy my information may be shared with my Employer.
· I acknowledge that if I do not provide this Information, NIBA College may not be able to enrol me in my selected study program. I also acknowledge that I have the right to access personal information which NIBA College holds about me, subject to exceptions in relevant privacy legislation. A charge may apply for providing access.


**** DO NOT COMPLETE THIS FORM IF YOU ARE APPLYING FOR A TRAINEESHIP





Enrolment Submission Check list


□	Identification – (Section 2) Copy of a Current Drivers License, passport or birth certificate 


□	Signed Declaration (Section 4)


□	Payment details Completed (Section 6)


□	Evidence of previous studies – Must be a certified copy (For students applying for exemptions) 
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