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Why this form?

The purpose of this Program Application Form (PAF) is to help you develop a highly effective rationale that will add most value for the students, clients, and ACAS. It shows what you need to do and how it will work. It is the ACAS version of what is sometimes called a "strategy statement" or Taraining Strategy Statement. Please don't treat it as just a form to fill in.

This form gives ACAS essential program information to:

· show that you have done your program planning to meet aspects of program quality and compliance requirements.

· generate enrollment numbers so you can enroll your students.

· give you access to upload student results and other data.

Instructions

· Use this form:
· at the beginning of offering a new qualification


· every year for continuing qualifications


· to add units to an existing qualification

· Fill in extra forms if:
· you are offering more than one qualification


· you are offering the qualification with different sets of electives


· you are offering the qualification in a different language.

· Check that you have filled in all required information.

· Boxes will expand as you type.

· When you have finished email the filled-in form to Ross Woods at <ross.woods1954@gmail.com>.

· ACAS will contact you if more information is necessary.

· If you have problems with the procedure, please email Randy Salmond or Ross Woods. 

· Student enrollment is on the webform accessible via the link labeled “Current student registration” at the bottom of the page acas.edu.au. You will need enrollment numbers to enroll students.

Part 1. Identifying information

1. Name of your institution 


2. Address 


3. Name of normal contact person for ACAS


4. Are you (the person filling in this form) the designated contact person for ACAS?


5. Email of designated contact person


6. Phone number of designated contact person


7. Date you filled in this form 


8. Your name (Name of person submitting this form)


9. Your email


10. Your telephone number


Part 2. Qualification offered

It is your choice which electives you will offer; you don’t have to give students the choice. If you allow students to change electives after enrollment, please list the range of electives from which you will choose.

You may select more units than you plan to offer to accommodate students who wish to change their electives or have different combinations of electives. However:

· You will need to demonstrate that your instructors have the capacity to deliver and assess all units and that you have all required resources.

· Under current ASQA rules, students may do only the number of units permitted by the package for a particular qualification. If they wish to do more, they must reapply for a statement of attainment as if it were another course.

11. Title of qualification offered


12. Code of qualification offered


13. Please state the industry descriptor if applicable (optional)



14. Selection of core units. Give the codes and unit titles.


15. Selection of restricted choice elective units
 Give the codes and unit titles.


16. Selection of free choice elective units.
 Give the codes and unit titles.


17. What is the full advertised fee per student?



18. What are the prerequisites for admission?


19. How will you monitor and record admission prerequisites
?


20. How will you ensure that you only admit students who have the ability to benefit from this course?


Part 3. Your clients and students

21. What is the maximum number of students that you anticipate might enroll in this course in this calendar year? (This is used to issue enrollment numbers.)


22. Where will you teach it? If not online, give the address of the physical location.


23. Who is the client and/or students?


24. What student characteristics have influenced the development of the strategy?


25. How will this course add value for the client and students? (E.g. company makes more money; students get better job, etc.)


Part 5. Your marketing
26. Where are you recruiting students from?


27. How will you market and advertise this course?


28. How did you inform students in writing of fees and any payment terms?


29. How did you inform students of course requirements?


Enclosure: Please enclose a copy of your advertising information (e.g. soft copy of brochure, link to website, etc.

Part 6. Your schedule

You need to provide enough training for students to be able to gain its specified the skills and knowledge. This means that you must give them enough time in learning activities such as classes, lectures, tutorials, online study, and workplace practicum.

The amount of training will be determined by the course itself (e.g. how much students need to learn), the mode of delivery, and your student cohort (e.g., prior experience working in the industry, their level of maturity).

You will normally meet this requirement if you follow the ACAS time allowance for Centrelink (based on published "nominal hours") or the published “volume of learning.”

30. How long will this course take? (in weeks)


31. How much time each week will students spend on this course? 


32. Please explain why this will be enough.


33. Most short courses have rolling starts, while longer courses generally have start and end dates.
Which kind of course is it?

34. 

A. Course with rolling starts

35. 

B. Course with start and end dates

36. If B, what are your start and end dates for offering this course?
What is the start date?

What is the end date?

37. Will students be applying for Austudy, Abstudy, or Youth Allowance as full-time students?

Yes, Austudy

38. 

Yes, Abstudy

39. 

Yes, Youth Alllowance

40. 

No

Part 7. Instructor/assessor details

41. Please list the names and email addresses of the instructors/ assessors who will conduct this course.


42. How do you know that staff will have enough time for all teaching and assessing in this course?


43. Do you have enough backup staff in case key staff become unavailable? Who are they?


44. Can instructors/ assessors provide documented current competence in all units listed above?

Yes/No

45. Does each instructor/ assessor hold the Certificate IV in Training and Assessment (TAE40110) or a higher qualification in adult education?

Yes/No

46. Does each person instructing/ assessing under supervision hold a relevant skillset?
Yes/No/
Not Applicable

Note: ACAS instructors/ assessors do the online orientation and upload their documents to the ACAS website.

Part 8. Resources and materials

47. Do you intend to use the existing ACAS materials (e.g. website)?

Yes

48. 

No, you already have ACAS-approved materials.

49. 

No, you will send copies to ACAS within one month.

50. What materials and other resources will you need? (E.g. classroom, whiteboard, textbooks, practicum placements, special equipment, office space.)


51. Do you already have all materials and other resources you will need?
Yes/No

52. Written materials normally require a copyright clearance for you to make copies for your students. Do you have a copyright clearance for the materials you will use?

We will use the materials from the ACAS website. No clearance needed.

53. 

We have written our own materials. No clearance needed.

54. 

We will buy individual copies of commercial materials. No clearance needed.

55. 

Yes, we already have a copyright clearance for the materials we will use.

56. 

Other (Please explain):

Part 10. Industry consultation

The purpose of consulting industry is to establish that:

· Your teaching reflects current industry practices

· Your graduates will be very employable in the industry.

Campus-based courses must have substantial industry consultation if they should result in an employment outcome. Simply following the training package or ACAS assessment tools is not in itself adequate evidence of addressing current industry practices.

It is probably not necessary for qualifications that are not designed to result in employment, and are simply pathways to other qualifications (e.g. some Certificate I and II programs).

If a qualification is taught on the job to employees where the company/industry is closely involved in training, industry consultation is normally an integrated part of the process, so it is easy to report.

57. What information did you collect from industry? Explain who you spoke to and what they recommended or wanted.


58. What evidence do you have that your course addresses current industry practices?


59. Do assessment practices match current industry practices?


60. What changes to assessment tools were suggested during consultation?


61. What assurance do you have that your graduates will be employable in the industry for which they are trained?



Part 11. Delivery and assessment

62. What delivery method do you plan to use? (E.g. on-the-job, online, classroom and practicum, etc, combination of the above.)


63. Are there any particular adaptations to the way you will train and assess students?  You should address any special characteristics of your student groups.

No

Yes (Please explain)

64. Will you provide instruction and assessment or assessment only?

Instruction and assessment

65. 

Assessment only

66. What language will be used for teaching and assessing?

English

67. 

Other:_____________________

68. What will you do to ensure that students are really engaged in learning? (E.g. specific kinds of activities, workplace performance monitoring.)


69. How will you review and improve this course? (E.g. Student feedback form, focus group, interview, etc.)


70. What kinds of student support do you have in place? (e.g. extra coaching by staff, referral, etc.)


Note
Admissions officers need to ascertain whether applicants needs more support than the instructor can provide. If the need for extra support is identified after admission, someone must decide whether it is outsourced and paid for by the member college or outsourced at the student's own expense.
Part 10. Conclusion

· I understand that (a) I am required to enroll all applicants online at the beginning of the course, and (b) students must have full and accurate enrollment to be eligible for Centrelink benefits and to graduate.

· Student enrollments are only final when students’ USI (Universal Student Identifier) has been validated.

· The information above is true and correct according to the best of my knowledge.

We keep our forms under review. Was anything in this form unclear to you? If so, please explain.


Office use only

Compliance


Information is complete, clear, and correct


Instructors and assessors have all required skills

Approved: Yes/No


Signed

Date



End

� This is optional, but specifying an industry can be very useful. For example, the Diploma of Management can become a Diploma of Management (Hospitality), or Diploma of Management (Construction). A Certificate IV in Music can become Certificate IV in Music (Indie Rock).


� For example, “Four units of the following units are required:”


� For example, “Three other units from any currently endorsed Training Package.”


� The “full advertised fee” means the full fee informed to the party or parties paying the fee, for example, a funding body, the student, the parent, the employer, or a combination of them. (Some ACAS providers give a fee reduction to their own personnel so that their fee is lower than the fee to other prospective students. In these cases, the non-reduced fee is the “full advertised fee.”)


� You may admit only students that have the capacity to pass the units they are enrolled in, although you may not guarantee that students will pass. New rules prevent colleges from profiteering by recruiting applicants who will be unable to pass their courses, due to poor English, inadequate prerequisites, etc.


� E.g. formal qualifications, verified CV, etc.


� The following qualifications are not acceptable equivalents: B. Ed. or its variants (e.g. B. Mus. Ed.), Graduate Diploma of Education, Certificate IV in Assessment and Workplace Training


� Simply passing the required units does not necessarily indicate that students will be employable. In some cases, “employable” might refer primarily to self-employment (e.g. music) or to voluntary work (e.g. community sport, church work.)


� E.g. Work commitments, scheduling, employer approval, previous education, extent of work experience, language literacy and numeracy, disabilities, background, etc.
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