ISSUANCE OF AQF CERTIFICATION
DOCUMENTATION POLICY AND
PROCEDURE

1. SCOPE

In accordance with the National Vocational Education and Training Regulator (Outcome
Standards for NVR Registered Training Organisations) Instrument 2025 (Standards) and
(Compliance Standards for NVR Registered Training Organisations and Fit and Proper Person
Requirements) [Compliance Standards], this policy encompasses the systems used for issue of
AQF certification documentation, including qualification and statements of attainment across Tactical

Training (Australia) Pty Ltd (TTA) scope of registration.
2. AUDIENCE AND APPLICABILITY

The Issuance of AQF Certification Policy and Procedure applies to all TTA staff involved in issuing

qualifications and statements of attainment for nationally recognised training products.

This policy sets out the commitment of TTA to provide clear and accurate information relating to
nationally recognised training products on our scope of registration in compliance with the Standards
and Compliance Standards, 9 Issuance of AQF certification documentation, 10 Records of AQF
certification documentation and assessments, 11 Issue of VET qualifications and VET

statements of attainment and 13 Nationally Recognised Training logo.
3. PURPOSE

The purpose of this policy is to ensure that TTA management systems remain effective and efficient in

their operation and are compliant with the Standards and Compliance Standards, particularly:
9 Issuance of AQF certification documentation

(1) An NVR registered training organisation must not issue AQF certification documentation to any person
unless the person is a VET student who the organisation has assessed as meeting the requirements of

the training product.

(2) Where an NVR regqistered training organisation has assessed a VET student as meeting the
requirements of the training product in accordance with subsection (1), the organisation must ensure
the AQF certification documentation is issued to the VET student within 30 calendar days from the

completion of the assessment, provided the VET student:

(a) has completed the AQF qualification or completed one or more units of an AQF qualification

which they have subsequently withdrawn from; and

(b) has paid to the organisation all agreed fees associated with the training product.
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10 Records of AQF certification documentation and assessments
An NVR registered training organisation must:
(a) maintain a register in accordance with the AQF Qualifications Register Policy of all:
(i) AQF qualifications it is authorised to issue; and

(i) AQF qualifications and VET statements of attainment the organisation has issued fo VET
students;

(b) retain records, in accordance with the AQF Qualifications Register Policy, of all AQF certification

documentation issued to VET students for a period of thirty years;

(c) retain records of all assessments submitted by a VET student to the organisation or a third party for a

period of 2 years after the student has completed the training product;

(d) ensure VET students — including those previously enrolled with the organisation — are able to access

copies of their AQF certification documentation retained under paragraph (b); and

(e) upon request from the National VET Regulator, provide a report of all AQF qualifications and VET
statements of attainment the organisation has issued during the period specified in the Regulator’s
request.

11 Issue of VET qualifications and VET statements of attainment

(1) All VET qualifications issued by an NVR registered training organisation must comply with the AQF

Qualifications Issuance Policy and must include:
(a) the name, registration code and logo of the organisation;
(b) the code and title of the AQF qualification;
(c) the NRT logo — in accordance with the requirements of the NRT Logo Conditions of Use policy;
(d) the signature of an individual who the organisation has authorised to sign the AQF qualification;
(e) the organisation’s seal, corporate identifier or unique watermark;

(f) the following statement: “The qualification is recognised within the Australian Qualifications
Framework”, or any Australian Qualifications Framework logo authorised by the Conditions for

the use of the Australian Qualifications Framework Logo policy;

(g) where the AQF qualification has an industry descriptor as listed on the National Register in the

corresponding training product — the industry descriptor;

(h) where the AQF qualification has an occupational or functional stream listed on the National
Register under the corresponding training product — the title of the stream in brackets after the
code and title of the AQF qualification;

(i) where the AQF qualification has been obtained by a VET student in the course of undertaking
an Australian apprenticeship — the statement: “Achieved through Australian Apprenticeship

arrangements”; and

(i) where any part of the AQF qualification has been delivered in another language — the

statement: “these units of competency/modules have been delivered and assessed in [insert
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relevant language]” followed by a list of all units of competency or modules that have been

delivered in the relevant language.

(2) All VET statements of attainment issued by an NVR registered training organisation must comply with

the AQF Qualifications Issuance Policy and must include:
(a) the name, registration code and logo of the organisation;
(b) the full title and national code, as set out on the National Register, of:
(i)  each unit of competency to which the statement relates; or
(ii) if no units of competency exist — each module to which the statement relates;
(c) the NRT logo — in accordance with the requirements of the NRT Logo Conditions of Use policy;
(d) the signature of an individual who the organisation has authorised to sign the statement;
(e) the organisation’s seal, corporate identifier or unique watermark;

(f) the statement: “A VET statement of attainment is issued by an NVR registered training

organisation when an individual has completed one or more accredited units or modules”;

(g) where the units of competency form part of a VET course or qualification — the following
statement: “These competencies form part of [code and full title of the relevant VET course or

qualification]”;

(h) where the units of competency have been attained in the course of completing a VET course —
the following statement: “These competencies were attained in completion of [VET course code]

course in [full title of the VET course]”; and

(i) where any of the units of competency or modules listed on the statement have been delivered
in another language — the statement: “these units of competency/modules have been delivered
and assessed in [insert relevant language]” followed by a list of all units of competency or

modules that have been delivered in the relevant language.
12 Student identifier requirements
An NVR registered training organisation must ensure that it uses the NRT logo in accordance with the
(1) An NVR registered training organisation must:

(a) not include any individual’s student identifier on a VET qualification or VET statement of

attainment; and

(b) request the Registrar to verify that any student identifier provided to it by an individual belongs

to that individual before the organisation uses the identifier for any purpose.

(2) Subject to subsections (3) and (5), an NVR registered training organisation must not issue a VET
qualification or a VET statement of attainment to a VET student unless the student has been assigned a

student identifier.
Exemptions given by the Minister

(3) The Minister may, in writing and as agreed by the Ministerial Council, specify an issue to which the

requirement in subsection (2) does not apply, by reference to one or more of the following:
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(a) the organisation doing the issuing;
(b) the VET qualification, or VET statement of attainment, being issued; or

(c) the VET student to whom the VET qualification, or VET statement of attainment, is being

issued.

(4) Where an exemption described in subsection (3) or subsection 53(3) of the Student Identifiers Act
2014 applies — an NVR registered training organisation must inform the VET student prior to the
completion of enrolment or commencement of training and assessment, whichever occurs first, that the

results of the training:
(a) will not be accessible through the Commonwealth; and
(b) will not appear on any authenticated VET transcript prepared by the Registrar.

(5) Subsections (2) and (3) only apply to NVR registered training organisations that are not constitutional

corporations.

Note: Similar requirements to those set out in subsections (2) and (3), that apply to NVR registered training organisations that are

constitutional corporations, are set out in section 53 of the Student Identifiers Act 2014.
13 Nationally Recognised Training logo

An NVR registered training organisation must ensure that it uses the NRT logo in accordance with the

requirements specified in the NRT Logo Conditions of Use policy

4. DEFINITIONS

The Definitions within the Standards defines certain words and expressions which have specific
meaning in the Standards. TTA and all staff will defer to the definitions as published in the Standards

where relevant.

Words and expressions that remain undefined in the Standards take on dictionary meaning under the
direction of the Australian Skills Quality Authority (ASQA).

For this policy document, TTA has identified the necessity to define the following expressions:

AQF certification documentation means the set of official documents which confirm that an AQF
qualification or VET statement of attainment has been issued to an individual by an NVR registered

training organisation or any other entity authorised to do so.

AQF qualification means an Australian Qualifications Framework qualification type endorsed in a

training package or accredited in a VET accredited course.

AQF Qualifications Issuance Policy means the document of that name, comprising part of the
Australian Qualifications Framework, listed on the Australian Qualifications Framework website, and
as in force from time to time.

Note: Section 191A of the Act permits this instrument to make provision in relation to a matter by applying, adopting or

incorporating any matter contained in another instrument or other writing as in force or existing from time to time.
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Australian Skills Quality Authority [ASQA] means the National VET Regulator for Australia’s
vocational education and training sector. As referenced within the National Vocational Education and
Training Regulator Act 2011 (S155(2)).

Conditions for the use of the Australian Qualifications Framework Logo policy means the
document of that name, listed on the Australian Qualifications Framework website, and as in force

from time to time.

Note: Section 191A of the Act permits this instrument to make provision in relation to a matter by applying, adopting or

incorporating any matter contained in another instrument or other writing as in force or existing from time to time.

NRT Logo means the Nationally Recognised Training Logo as specified in the NRT Logo Conditions
of Use policy.

NRT Logo Conditions of Use policy means the Nationally Recognised Training Logo Conditions of

Use Policy set out under Schedule 2 of this instrument.

Skill set means a single unit of competency or a combination of units of competency from a training

package which link to a licensing or regulatory requirement or a defined industry need.
Student Identifier has the same meaning as in the Student Identifiers Act 2014.

Training Product means an AQF qualification, a skill set, a unit of competency, accredited short

course or module. [Definitions within the Standards]

Unit of competency means the specification of the standards of performance required in the

workplace as defined in a training product.

5. POLICY AND PROCEDURES

TTA accepts and mutually recognises its obligation and responsibility in accordance with the

Standards for the issuance of student AQF Qualifications and Statements of Attainment.

5.1 Issuance following completion of assessment

TTA ensures issuance of AQF certification documentation observes the requirements of Compliance
Standard, 9 Issuance of AQF certification documentation.

5.1.1 Meeting training product assessment requirements

AQF certification documentation will not be issued to any person unless the person is a VET student

who the organisation has assessed as meeting the requirements of the training product.
5.1.2 AQF certification documentation to be issued within 30 days of completion

AQF certification documentation will be issued to VET students who have been assessed as meeting
the requirements of the relevant training product, within 30 calendar days from the completion of the

assessment under the following conditions:
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e The student has completed the AQF qualification or completed one or more units of an AQF

qualification which they have subsequently withdrawn from.
e The student has paid to the RTO all agreed fees associated with the training product.
e The student has provided a valid Unique Student Identifier (USI).
Process for issuing AQF certification documentation:

¢ Upon completion of the assessment process the assessor must submit the student file to

administration.

e AQF certification documentation shall be issued from the VETtrak student management

system in electronic format (PDF).

o Certificates and statements of attainment are securely password-protected to safeguard their

integrity and prevent unauthorised modifications.
e Certificate and statements of attainment are forwarded to graduates via email.
e Graduates may request a printed copy of their AQF certification documentation.

e Graduates with no email access will be issued a printed copy of their AQF certification

documentation for no additional cost.

¢ Where an employer or other agency engages TTA to train an individual, the AQF certification

documentation shall be issued to the VET student.

o Where an employer or other agency engages TTA to train an individual, a copy AQF
certification documentation shall also be issued to the employer or other agency where

requested, and with the consent of the VET student.

e VET students are entitled to retain the AQF certification documentation once it has been

issued unless it is revoked under the terms of TTA’s policy.

e Replacement AQF certification documentation is available upon request by the VET student.

An administrative cost of $27.50 applies for the provision of printed replacement certificates.

e Authentication and verification of certification documentation is available with the VET

student’s consent.
5.2 Records to be retained

TTA ensures records of AQF certification documentation and assessments are maintained in
accordance with Compliance Standard, 10 Records of AQF certification documentation and

assessments.
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In accordance with Compliance Standard 10 TTA will:

e Maintain a register of all:
o AQF qualifications it is authorised to issue.

o AQF qualifications and VET statements of attainment the organisation has issued to
VET students.

e Maintain records of all AQF certifications within the VETtrak student management system.
e Retain records of all AQF certifications for a period of thirty (30) years.

e Retain records of all assessments submitted by a VET student for a period of two (2) years

after the student has completed the training product.

¢ Provide upon request, VET students with access to copies of their AQF certification

documentation. An administrative cost of $27.50 applies for the provision of replacement certificates.

¢ Provide upon request from the National VET Regulator, a report of all AQF qualifications and
VET statements of attainment the organisation has issued during the period specified in the

Regulator’s request.
5.3 Issue of VET qualifications and VET statements of attainment

TTA upholds compliance with the AQF Qualifications Issuance Policy, ensuring that VET students
receive certification documentation that is both accurate and complete. This process aligns with

Compliance Standard 11 Issue of VET qualifications and VET statements of attainment.
5.3.1 VET qualifications

All VET qualifications issued by the RTO will comply with the AQF Qualifications Issuance Policy

and will include:
e The name of the VET student who is entitled to receive the AQF qualification.
e The date of issue of the awarded AQF qualification.
e The name, registration code, and logo of the RTO.
e The national code and full title of the awarded AQF qualification.

o The NRT logo — in accordance with the requirements of the NRT Logo Conditions of Use
policy.

e The signature of an individual who the organisation has authorised to sign the AQF

qualification.

e The organisation’s seal, corporate identifier, or unique watermark.
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The following statement: “The qualification is recognised within the Australian Qualifications
Framework”, or any Australian Qualifications Framework logo authorised by the Conditions for

the use of the Australian Qualifications Framework Logo policy.

Where the AQF qualification has an industry descriptor as listed on the National Register in

the corresponding training product — the industry descriptor.

Where the AQF qualification has an occupational or functional stream listed on the National
Register under the corresponding training product — the title of the stream in brackets after the

code and title of the AQF qualification.

Where the AQF qualification has been obtained by a VET student in the course of undertaking
an Australian apprenticeship — the statement: “Achieved through Australian Apprenticeship

arrangements”.

Where any part of the AQF qualification has been delivered in another language — the
statement: “these units of competency/modules have been delivered and assessed in [insert
relevant language]” followed by a list of all units of competency or modules that have been

delivered in the relevant language.

5.3.1 VET statements of attainment

All VET statements of attainment issued by the RTO will comply with the AQF Qualifications

Issuance Policy and will include:
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The name of the VET student who is entitled to receive the statement of attainment.
The date of issue of the awarded statement of attainment.
The name, registration code, and logo of the RTO.
The full title and national code, as set out on the National Register, of:
o each unit of competency to which the statement relates; or
o if no units of competency exist — each module to which the statement relates.

The NRT logo — in accordance with the requirements of the NRT Logo Conditions of Use

policy.
The signature of an individual who the organisation has authorised to sign the statement.
The organisation’s seal, corporate identifier, or unique watermark.

The statement: “A VET statement of attainment is issued by an NVR registered training

organisation when an individual has completed one or more accredited units or modules”.

Where the units of competency form part of a VET course or qualification — the following
statement: “These competencies form part of [code and full title of the relevant VET course or

qualification]”.
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e Where the units of competency have been attained in the course of completing a VET course
— the following statement: “These competencies were attained in completion of [VET course

code] course in [full title of the VET course]”.

« Where any of the units of competency or modules listed on the statement have been delivered
in another language — the statement: “these units of competency/modules have been
delivered and assessed in [insert relevant language]” followed by a list of all units of

competency or modules that have been delivered in the relevant language.
5.4 Student identifier requirements
TTA upholds compliance in relation to Compliance Standard 12 Student identifier requirements.

To achieve compliance the RTO:

e Will not include any individual’s student identifier on a VET qualification or VET statement of

attainment.

o Will request the Registrar to verify that any student identifier provided to it by an individual

belongs to that individual before the organisation uses the identifier for any purpose.

e Will not issue a VET qualification or a VET statement of attainment to a VET student unless

the student has been assigned a student identifier.
e Acknowledges that no exemptions apply to TTA.

Internal procedures are detailed within the Student Identifier Policy and Procedure.
5.5 Nationally Recognised Training logo

TTA upholds compliance with the NRT Logo Conditions of Use policy, ensuring in alignment with
Compliance Standard 13 Nationally Recognised Training logo in relation to the use of the NRT

logo:

o The NRT Logo will only be used by TTA in accordance with this policy and any requirements
imposed in an instrument made under section 185 of the National Vocational Education and

Training Regulator Act 2011.
o The NRT Logo will only be used in association with nationally recognised training.
o The NRT Logo will be depicted on all AQF certification documentation issued by the RTO.
e The NRT Logo will not be depicted on other testamurs or transcripts of results.

o The NRT Logo will only be used to promote nationally recognised training that is within the

RTO’s scope of registration.

e The RTO will not create the impression that the NRT logo applies to training products that do

not appear on the national register.
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e The NRT Logo will not be used by the RTO where the training is accredited but is outside the
scope of the RTO’s registration. Where training being promoted does not meet the
requirements stipulated in the VET Quality Framework or is outside the RTO’s scope of

registration, it is made clear the NRT Logo is not associated with that training.

o Use of the NRT Logo is only permitted where there is a direct relationship to an AQF
qualification or unit of competency as specified within training packages or VET accredited

courses.

e Where the RTO uses the NRT Logo in promotional material such as brochures, handbooks, or
prospectuses that also refer to training offered by the organisation, the promotional material
must clearly distinguish between nationally recognised training within the scope of the RTO’s

registration and any other type of training offered by TTA.

¢ The NRT Logo must not be used on products such as corporate stationery, business cards,
building signage, merchandise and marketing products (e.g. mouse pads, pens, satchels, or

packaging around products), or learning resources supporting training.
e TTA will comply with the standards for use of the NRT Logo:

o The NRT Logo can only be reproduced from hard or electronic copies provided by the
National VET Regulator.

o The NRT logo consists of both the triangular shape and the descriptor. The triangle is
not to be used without the descriptor. The typeface is Fritz Quadrata. Under no

circumstances is the descriptor to be typeset in any other typeface.

o The complete NRT Logo may be varied in size. The size and position of the NRT Logo
on the final product is at the discretion of the product designer. Although the size of the
logo may be varied, the proportions of the triangle and the descriptor in relation to each
other may not be varied. Under no circumstance is the logo to be reproduced in mirror

image or be rotated.

o Where the NRT Logo is reproduced in colour, it must comply with the following colour
requirements. Deviation from these colours is not permitted, nor are colours to be

swapped around or stippled. The only colours to be used are:
e GREEN PMS 343
e RED PMS 192

o Where the NRT Logo is reproduced in one colour, it should preferably be in GREEN
PMS 343 or, where this is not suitable, it may be reproduced in black. In some
situations, the background colour may clash or the logo may not be prominent. In those

situations, the black logo may be reversed out to display in white.
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5.6 Recognition and Credit Transfer
TTA provides recognition of the AQF qualifications and statements of attainment issued by other NVR
registered training organisations as per the following policies:

e Recognition of Prior Learning Policy and Procedure.

e Credit Transfer Policy and Procedure.

6. POLICY PROMOTION

Access to this Policy is accessible via the following means:
e Available to staff members via a Public Server Drive.
e A hard copy format is located with the Compliance Manager to view only.

Policy documents that are accessed as described above are original Controlled Documents. All other
printed, copied and photocopied versions of these documents are Uncontrolled Documents and are
subject to change at any time. Readers must check the version control of the document prior to official

use.

7. REVIEW OF POLICY

TTA will review the Issuance of AQF Certification Documentation Policy and Procedure every 12

months or on an as needs basis (whichever occurs first).

8. ENDORSEMENT

Prepared by: Compliance Manager
Approved by: Chief Executive Officer
Date of effect: 01 July 2025

Next review date:  July 2026
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