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ENROLMENT – UNDER 18s POLICY AND PROCEDURE 
 
Overarching policy statement:  

Evolve College is committed to providing quality education to 
students. Evolve College is also committed to the safety and well-being 
of young people. Evolve College welcomes enquiries from candidates 
under the age of 18 years, in the firm knowing that education of our 
young is a vitally important area, in preparing them for the years 
ahead and in supporting them to grow and learn and enjoy doing so.  

 
Purpose of policy:  

Evolve College wants to ensure that young people are supported in 
their education in the best possible manner for them. This policy and 
procedure set out the terms and conditions under which Evolve 
College accepts enrolment of persons under the age of 18 years. The 
intention behind this policy and procedure is to ensure that proper 
support is given to all of our students, including and as is the focus of 
this policy, youths under 18 years of age.  

 
Policy  
 
Evolve College’s policy on enrolment of youth is as follows:  

a) (WWC) All trainers and assessors employed with Evolve College are 
required to hold a current, valid Working with Children Check (or the 
equivalent) in their working state(s) and territory/ies.  

b) (Must comply) Enrolments of persons aged under 18 are permitted as 
long as the terms and conditions set out in this policy and procedure 
are met.  

c) (Minimum age and schooling) The candidate must be at least 17 
years of age at the time of enrolment and have completed year 10 of 
schooling or the equivalent as recognised in their state or territory of 
residence. At Evolve College’s absolute discretion, this requirement 
may be varied in a particular case, with the approval of the Executive 
Team.  

d) (Training Package) The Training Package rules for the particular 
qualification in which the candidate wishes to enrol must be satisfied 
in full. For the sake of clarity, this means that the Training Package 
rules for entry must not require that a candidate is aged 18 years or 
over or otherwise impose any restriction that would prevent a person 
under the age of 18 from enrolling.  

e) (Parent/guardian consent) A parent or guardian must sign a consent 
form in a form approved by the Evolve College General Counsel, under 
which they: 

a. Consent to the candidate undertaking the course 
b. Consent to the payment of course fees in full in accordance with 

Evolve College fee structures and any agreed upon option  
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c. Warrant that they are responsible for the candidate’s health, 
well-being and welfare for the duration of their course 

d. Warrant, certify and represent that in their opinion after due 
inquiry, the candidate is fit and able to complete the course 

f) (Interview) The parent and the candidate must be interviewed about 
any special needs or need for reasonable adjustment requirement 
before finalisation of the enrolment, to ensure that the candidate has 
all the support they need.  

g) (Assessment of suitability) The enrolment officer must make a 
general and preliminary assessment that the course is a suitable fit 
for the candidate in terms of study demands.  

 
Procedure  
 
Evolve College’s procedure on enrolment of youth is as follows:  

a) (WWC) The Administration Officer responsible for coordinating the 
training and assessment team shall conduct a review of all trainer and 
assessors’ Working with Children Checks (or the equivalent) in their 
working state(s) and territory/ies, and keeping both a copy of the 
current certificate/card on file as well as a register showing currency.  

b) (Proof of age and schooling) Before accepting the enrolment, the 
enrolment officer must sight:  

a. Proof of the candidate’s age being 17 years or older. Proof must 
be way of a certified form of acceptable identification, which can 
include the candidate’s birth certificate, a valid institutional 
student card or such other means of identification as the 
General Counsel of Evolve College may approve from time to 
time.  

b. Proof of the candidate having completed at least year 10 of 
schooling or the equivalent as recognised in their state or 
territory of residence. Such proof must be by way of a certified 
letter or statement of results from the schooling institution.  

c) (Training Package rules) The enrolment officer must check the 
Training Package rules for the particular qualification in which the 
candidate wishes to enrol to ensure the rules for entry do not require 
that a candidate is aged 18 years or over or otherwise impose any 
restriction that would prevent a person under the age of 18 from 
enrolling. This step of the checklist must be signed off by a member of 
management of Evolve College.  

d) (Consent form) The enrolment officer is to ensure that a parent or 
guardian signs a consent form in a form approved by the Evolve 
College General Counsel in accordance with the policy requirements 
above, and the signed form is placed on the student’s file, before 
enrolment is finalised.  

e) (Special needs) The enrolment officer is to conduct an interview with 
each of the parent and the candidate about any special needs or need 
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for reasonable adjustment the candidate may have, before finalisation 
of the enrolment.  

f) (Enrolment assessment) The enrolment officer must make an 
assessment that the candidate is fit for completion of the course and 
that the course is a suitable fit for the candidate in terms of study 
demands. This is an assessment based on the manner in which the 
candidate conducts and expresses themselves during the interview 
described in the above paragraph.  

g) (Foundation skills) The candidate must take and pass the Evolve 
College foundational skills questionnaire or test and demonstrate the 
required level of competency required for entry into their selected 
course. The enrolment officer is required for ensuring this is 
completed and placed on their file and any follow up action required 
as a result of that test and its report, is followed through by the 
relevant personnel, which may include trainer/assessor or 
administration staff. Notes are to be recorded on the student’s file in 
the student management system.  

h) (Checklist) The enrolment officer is responsible for filling in a 
checklist containing reference to and confirmation of satisfaction of all 
of the requirements in this policy and procedure before finalising the 
enrolment. The signed checklist is to be placed on the student’s file 
together with copies of all documents required according to this policy 
and procedure.  

i) (Admin notes and class notes) Once the enrolment is accepted, the 
enrolment officer is to record notes in the student’s file and on all 
class notes alerting the trainer/assessor to the student’s age and any 
special needs the student may have.  

j) (Monitoring) After enrolment, the student services officer is to 
monitor the student’s progress throughout their course, checking in 
on whether any additional support is required, and furnished as 
needed.  

 
  


