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Course Registration Form – Distance Education
Course Registration Form – Distance Education


HOW TO REGISTER
Please fill out the form with all of the required information, if you have questions or require assistance please contact 1800 655 510. On completion of the registration form please email education@nsca.org.au. 
	CUSTOMER ABN
	
	PURCHASE ORDER No.

Required for confirmation
	

	CUSTOMER ACCOUNT No.
	
	TOTAL COURSE COSTS
	


	NAME OF COMPANY/CLIENT
(if applicable)
	

	CONTACT NAME & TITLE


	

	TELEPHONE No.
	
	FAX NO.
	

	MOBILE NO.
	

	EMAIL ADDRESS
	

	Client address


	

	POSTAL address


	


COURSE DETAILS - Please fill in name of course and preferred dates
	COURSE(S) Name
	

	TRAINING DATE(S)
	training location address
	ATTENDEE NAME(S) & Email
(first & last)
	UNIQUE STUDENT IDENTIFIER (USI)
	DATE OF BIRTH

	DistAnce EDUCATION
	Name:
	
	

	
	Email: 
	
	

	DistAnce EDUCATION
	Name:
	
	

	
	Email: 
	
	

	DistAnce EDUCATION
	Name:
	
	

	
	Email: 
	
	

	DistAnce EDUCATION
	Name:
	
	

	
	Email: 
	
	


If enrolling in a refresher/bridging course, please attach evidence of completion of original course.
If enrolling on a course that has prerequisites, please provide appropriate evidence that they have been met.

Recognition of Prior Learning (RPL) please refer to the Pre-enrolment Handbook for more information. 
Do you wish to claim RPL for any of the course/s that you’re enrolling in?                                             
YES  FORMCHECKBOX 
  NO FORMCHECKBOX 

Special Requirements please refer to the Pre-enrolment Handbook.
Do you have any individual requirements (cultural, literacy, disability or language)? 
  
             
YES  FORMCHECKBOX 
  NO FORMCHECKBOX 

Membership Services
NSCA foundation Members receive up to 15% off course fees. Not sure if you’re a member? Call us on 1800 655 510.
Not a member? Individual or Corporate Membership includes great discounts on NSCA services (such as training courses), latest OHS/WHS resources (such as templates and tools), the National Safety magazine, invitations to networking functions, a dedicated member email and telephone helpline and much more! Join the industry leaders, visit www.nsca.org.au/membership or call the NSCA foundation for more information and become a member today!

( I would like to receive a copy of the NSCA Foundation Safe –T-Bulletin
( I would like to receive information on NSCA Foundation membership & Events
Payment/Invoice Details

Certificates may not be issued until account is paid. Payment details must be provided on registration to secure your place/s on the course.
	Company Funded: (YES (please complete this section)   ( NO (please complete payment methods section below)                           

	Purchase order provided? ( YES (please attach)  ( NO               

	Company Name: 
	ABN:

	Billing Address: 

	Suburb: 
State:

Postcode: 

	Invoice/Accounts Contact Person: 
	Phone: 

	Total Amount: $
	Email: 

	Office Use Only

	Scheduled Payment
	Amount
	Due Date
	Scheduled Payment
	Amount
	Due Date

	Deposit
	$1000.00
	
	Payment 3
	
	

	Payment 2
	
	
	Payment 4
	
	


Payment Methods
	(  Credit Card  (Please note a surcharge applies of 1.5% for MasterCard /Visa and 3.5% for Amex/Diners.)             

Please charge my:       (MasterCard         (Visa
         (Amex         ( Diners

	Card No: _ _ _ _  _ _ _ _  _ _ _ _  _ _ _ _ 
	Expiry Date:
	CVV:

	Cardholders Name:
	Cardholder’s Signature:

	(  EFT 

(Electronic Funds Transfer)
	Payments to: Integrated Safety Training
	Enter invoice number as payment reference

	
	BSB No 037 880. Account No. 800000
	Email remittance to: istaccounts@greencap.com.au

	Office Use Only:
	Cheque No:
	Receipt No:
	Invoice No:


Authorisation – Acceptance of NSCA Terms and Conditions
To be completed by the Authorising Officer if Company Funded or the participant if not Company Funded

	Full Name
	
	Phone No.
	
	Date
	

	Email 
	
	Signature
	

	( I declare that the information and supporting documentation provided is true and correct

	( I have read, understand and agree to the application of the terms and conditions including the Cancellation and Refund Policy

	( I authorise the NSCA to debit funds as per the payment schedule from the nominated Credit Card as above. 

This authorisation remains in effect until I send written notice of change or cancellation. (applies to Credit Card payments only)


For further information 
Freecall: 1800 655 510 
Website: www.nsca.org.au
Terms and Conditions
The following terms and conditions apply to all purchases of a public training course.  

Definitions: 

‘Business day’ means a day except a Saturday, Sunday or public holiday in the State that training is delivered.

‘Course’ refers to training and events provided by NSCA. They include classroom training, seminars, and workshops. 

‘Credit’ refers to monies left on file to the credit of the client which is available as payment, or part payment, for future courses, products and services. Credits are valid for a period of 12 months from date of issue, after which time they will expire. They are valid as payment, or part payment, for purchasing further courses, products and services. 

‘Face to Face Learning’ refers to the delivery of courses materials such as course readings and case studies in a classroom environment, with materials also available to you online.   Assessments are completed post workshop.

‘Distance Learning’ refers to delivery of course materials such as course readings and case studies in an online environment with some resources sent to you via Australia Post.
‘Enrolment Fee’ $1000 deposit paid for enrolment into a Qualification.
Enrolment Fee & Confirmation: 

Course fees include all course materials and catering. (Catering is only included on some sites, participants should check their enrolment confirmation).
Course fees and dates are subject to change without notice and will be confirmed at the time of booking, prior to payment being processed. 

Whilst most courses are GST exempt based on current information, NSCA reserves the right to add GST if required.

Discounts on course fees can only be claimed at the time of booking, prior to payment being made. Discounts will not be offered retrospectively. Multiple discounts cannot be applied to the same transaction.

Full payment of the course fee or $1000 Enrolment Fee shall be made prior to class commencement on enrolment or 14 days from the invoice date.

Bookings will only be confirmed upon receipt of the fill fee or $1000 Enrolment Course fee. 

Distance education participants will not have materials released to them until the $1000 enrolment fee is paid or the unit fee if enrolling per unit.

Payment schedule:

	Delivery Method
	Payment Schedule

	Distance Education
	$1000 Enrolment fee (upfront)

Remaining course fee payable 4 weeks and 1 day after course commencement.

	Face to Face
	$1000 Enrolment fee (upfront)

Remaining course fee payable on first day of workshop.


Booking Cancellations & Transfers: 
All cancellation requests must be made in writing. The following policy applies for distance education courses: 

· within 20 business days from enrolment – Forfeit of 50% of enrolment fee and 50% of enrolment fee towards a credit voucher for future training provided by NSCA.

· 20 or more business days from enrolment – Forfeit of 100% of fees paid.   

All cancellation and transfer requests must be received in writing. The following policy applies for all other public training courses:

· 10 or more Business days notice before the workshop - A 50% credit note of the course fee or enrolment fee towards future NSCA services.
· Within 10 business days prior to workshop commencement – Forfeit of the course enrolment fee or enrolment fee.

Transfer to another workshop is acceptable if notice is received in writing to the L & D Team up to 2 Business days prior to the course commencement and will incur an administration fee of $50 or 10% (plus GST) of the course fee (whichever is greater).
· Substitute of participant is acceptable prior to course commencement and will incur an administration fee of $50 (plus GST). 

· Enrolment into the incorrect course, requiring the NSCA to cancel and re-enrol participants, will incur an administration fee of $50 (plus GST) per participant.

No enrolment is guaranteed until payment is made and non payment of scheduled fees will result in no access to NSCA’s online learning environment. 
Cancellations, transfers and substitutions will only be considered once the original course fee is paid. Changes to enrolments incurring an administration fee will only be confirmed once administration fee is paid. Participants who have previously transferred a course date will not be entitled to a credit note. 

Credit Card Surcharge:

All payments made by credit card will incur a surcharge of 1.5% for MasterCard /Visa and 3.5% for Amex/Diners.

Course Credits – Validity:

Where a credit is issued the credit will be valid for 12 months from the date of issue or until the date of validity (where stated). Upon expiry it is understood that the money is forfeited to the NSCA. 

Refunds:
All refund requests must be in writing and are at the discretion of the NSCA National Manager.

Where a refund is sought the participant has a maximum period of six months from the date of enrolment or invoice (whichever is the earlier) to request the refund. Upon elapse of the six month period the money is forfeited to the NSCA.
Important: At no time will a credit be provided after the course has commenced.
Non-attendance:
Non-attendance without due notice will result in forfeit of the full course fee. 

Make up days:
Make up days for courses more than three (3) days in duration is acceptable. The first make-up day will incur no cost; however any further moves will incur an administration fee of $50 (plus GST) per day. 

Automatic Debit of Credit Cards:

Where authorisation for automatic debit of credit card for payment schedule is given the following applies:

· sufficient funds will be available in the nominated account by the due date

· delays in processing may occur due to public/bank holidays or processing after cut off times. Payments will be processed on the next business day and funds must remain available 

· unsuccessful payments will be re-processed and additional processing fees may apply
Appropriateness of Course:
It is the responsibility of the participant or individual making the course booking to ensure that the course is appropriate to your requirements. 
Course Pre-requisites: 
It is important that you fully satisfy any specified pre-requisites prior to undertaking the training, as time is not allocated to covering assumed knowledge during the course.

Proof of Identity:
It is important that you fully satisfy any proof of identity requirements prior to undertaking training. 

NSCA assumes no responsibility for non-refundable airline-tickets, accommodation, deposits, or any other expenses incurred due to course cancellations. 
	Recognition of Prior Learning:

Where possible the NSCA allows participants to apply for recognition of skills or knowledge they may already have through a Recognition of Prior Learning (RPL) process. RPL focuses on identifying the endorsed industry/enterprise competency standards currently held by individuals as a result of formal and informal training, not how, when or where the learning occurred. 

Costs associated with RPL:

· Initial RPL assessment administration fee of $200 plus GST 

· $180 per unit for Certificate IV in WHS (in addition to assessment fee) 

· $300 per unit for Diploma of WHS (in addition to assessment fee)

Cost for a unit direct credit transfer is $50 per unit

Certificate Reissue:

The NSCA will reissue certificates upon request. Certificate reissue will incur a cost of $50 plus GST for a qualification, $30 plus GST for all other courses.
Course Cancellations by NSCA: 
NSCA reserves the right to cancel, in its sole discretion, any particular course. In the event a specific course is cancelled, participants will be contacted by NSCA to arrange a transfer to an alternative course date. NSCA will endeavour to provide notification as early as possible of any course changes. 


	Privacy:

The NSCA is bound by privacy legislation and the Australian Privacy Principles. The personal information disclosed by you will be used for the purposes of identifying you and confirming your participation.  If applicable, financial information disclosed by you will be used only for the purposes of affecting the transaction to which it relates. The NSCA undertakes to ensure that personal information is held in a secure environment and is protected from misuse, loss, unauthorised access, modification or disclosure.

The NSCA does not permit third parties to access and/or use information about you other than to perform the service that the NSCA has contracted with them to provide, or as required by law. All suppliers, agents and third party companies are required to agree to protect your information in the same way we do. 

NSCA will, upon your request and subject to applicable privacy laws, provide you with access to your personal information held by us.

Complaints and Appeals: 

In the event you are dissatisfied with the NSCA‘s services or disagree with an assessment decision you may access the NSCA’s Complaints and Appeals process. In the first instance attempts to resolve issues should be addressed directly with the relevant staff member before lodging a complaint or appeal.
Marketing

New students, account contacts and members will be automatically subscribed to the NSCA fortnightly Safe-T-Bulletin an electronic WHS newsletter. This can be unsubscribed to at any time by clicking on the unsubscribe button. All contacts may be emailed NSCA specific information from time to time.
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