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Completing your Enrolment
Checklists TAFE

After you've accepted your offer, you must complete your Student and Program
checklists to be eligible to enrol in your classes. New students may complete their
checklist at any time, even prior to your official enrolment date.
Continuing students will need to wait until enrolments open.

To begin, go to the FedUni Homepage www.federation.edu.au on a
desktop click on Students, then my Student Centre. On a mobile device
click on the menu, Students then my Student Centre.

Students

Students

Starting at FedUni »

Life on campus »

. Essential info
Federation == Students fl Staff  Aboutus  Li : ¢
1gm

»
UNIVERSITY+AUSTRAL(A A Learning and study »

Support and services »

Schools

Students Login

Starting at FedUni Moodle Arts

Moodle >

ePortfolios Business

Life on campus
ePortfolios >

Frail Education

Essential info

Email
Health and Life Sciences =2

al
Nursing and Healthcare Professions my Student Centre >

anoe password 3

Learning and study my Student Centre

Log in using your Student ID number and password.

ion %=
Your User ID: is your student number starting with the numbers Fech.jue!:a,thq .

3OXXXXXX

my Student Centre
Your Password is the same password you use to logon to all

Federation University computers.

If you are having
trouble logging into
my Student Centre
click ‘Need help
logging in?’ or to
reset your password
click on the Reset
Password link.

Sign in

Help

If you are having issues with your checklist or need assistance contact
Student HQ on 1800 FED UNI (1800 333 864) or go to federation.edu.au/askfeduni



http://www.federation.edu.au/
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v my Student Centre

Accept My Offer

Campus Finances

S | &

Tasks & Holds

View My Grades

Select the Task & Holds tile from your homepage.

Class Schedule

~ my Student Centre

View My Grades

© S

Class Schedule I Tasks & Holds. Parsonal Information

Financial Account

Personal Information
! ar;

1 Tasks 4 Holds

[
Tasks & Holds '! ar.

Higher Ed Enrolment ] Academic Records

EX

=]

Graduation

Graduation

2 Tasks 2 Holds

A y

On your phone click To Do List. To Do List 2

<
To Do List
Click on the TAFE Program Details or TAFE Student Details .
TAFE Program Details
Certificate Ill in Carpentry »
[ ToDoList 2 To Do List TAFE Student Details
>
(& Holds 2 o In Progress
Task Program Status
TAFE Program Details Health and Safety Representative Initial Occupational Health and Safety Assignad >
TAFE Student Dstails Assigned >

In this example | am starting with the TAFE Student Details

X TAFE Student Details —

Step 2 0f 13

Note on your phone you can click the

1 | Student Details
..~ Complete

expand icon to view the men hccept button
p m TAFE Disclaimer
In Progress
nent Privacy
3 | Address Details partment of
Not Started develops, monitors
3 (YET) in Victoria
o ensuring that
4 | Contact Details relevant VET
Not Started ©aet b the
cc rdance
(VWi and the
5 | Emergency Contacts
Not Started
= Information
About You ocessing my
6
Not Started Il be held by

> accessed by
rsity in the delivery

5 | Disability +used or disclosed
Not Started ere permitted by
sion of this
lion is not provided
g | School Education my enrolment
Not Started
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X TAFE Student Details

Step 1 of 13 Student Details

Click Confirm to continue.

Step 10f13
—

Confirm
Student Details

The checklist must be completed before you are able to
enrol.

x Exit TAFE Student Details Each task must be completed in order. If you are unable to —

complete the entire checklist at once, you can return later. B P
Student Details Step 1 of 13: Student Details | Confirm |
In Progress Once all tasks have been completed, you are eligible to enrol E——
The checkiist must be completed before you are able to enrol ohce enrolment has opened
2 | TAFE Disclaimer

Not Started Each task must be completed in order. If you are unable to complete the entire checklist at once, you can return later. FedUni Opening of Enralment Dates

Once all tasks have been completed, you are eligible to enrol once enrolment has opened
3 | Address Details
Not Started FedUni Opening of Enrolment Dates u

4 | Contact Details
Not Started

5 | Emergency Contacts

Not Started
6 | About You
Not Started
7 | Disability
Not Started

8  School Education
Not Started

Previous Qualifications —
Completed Confirm
Not Started

10 | Employment Details
Not Started

Unique Student Identifier
Not Started

12 | Victorian Student Number
Not Started

13 | Complete Task
Not Started

Step 2 of 13 TAFE Disclaimer
Scroll down the page to view the TAFE Disclaimer.

Click Accept to continue to step 3.

Click Next to continue. Dn the phone click

TAFE Student Defails o 1aPE Stydent Details

J g::“delf"f Details Step 2 of 13: TAFE Disclaimer Step 2 of 13
1
Please read the disclaimer and select the 'Accept’ bution
E> TAFE Disclaimer | understand that
gD understand hat= TAFE Disclaimer
Victorian Government VET Student Enrolment Privacy Notice o , ,
3 | Address Details The Victorian Government, through the Department of Education and Training (the Department), develops, monitors and 1~ Please read the disclaimer and select the ‘Accept’ button. ted to ensuring that Victorians
Not Started have access to appropriate and relevant VET services. Any personal information collected by the Department for VET pu s Health Records Act 2001
(Vic).
| understand that -
4 | Contact Details Federation University Australia collects the information sought by this form for the purposes of pracessing my enrolment 2 ed by people employed or
Not Started engaged by the University in the delivery of services to me. The information may be used or disclosed to organisations ou |, R . information is voluntary but if
the information is not provided the University may not be able to process my enrolment. Victorian Government VET Student Enrolment Privacy
§ | Emergency Contacts Collection of yourdata ! ) N": tice hroudh h ¢ 7
Federation University Australia is required to provide the Department with student and training acfivity data. Thisincludes  The Victorian Government, through the Department o \ue identifiers such as the
Victorian Student Number (VSN) and the Gommonwealit's Unique Student Identifr (USH). Federation University Austial -~ Edycation and Training (the Department), develops, monitors  pllection Guidelines, availabie
6 | About You at: http://www._education vic gov auftraining/providers/to/Pages/ aspx . i e o _
Not Started and fund vocational education and training (VET) in Victoria.
Use of your data ictori i i
The Department uses student and training data, including personal information, for a range of VET purposes including adi The \{\ctonan Government is commllted 1o ensuring that sincluding verification of
7 | Disability student data provided by Federation University Australia; the administration and audit of VET providers and programs; e~ Victorians have access to appropriate and relevant VET 3 subsidies.
Not Started i i 7
Disclosure of your data services. Any personal information collected by the
Sehool £ As necessary and where lawful, the Department may disclose VET data, including personal information, to its contractors epartment for VET purposes is protected in accordance 1s. In particular, this includes
8 chool ucation N . . .
SonaallEs disclosure of VET student and training data to the Commonwealth and the National Centre for Vocational Education Res ith the Privacy and Data Protection Act 2014 (Vic) and the
Legal and Regulatory ealth Records Act 2001 (Vic).
) - The Department’s coliection and handling of enrolment data and VSN is authorised under the Education and Training Re ance with the Student
Previous Qualifications
9 | Completed Identifiers Act 2014 (Cth) and the Student Identifiers Regulation 2014 (Cth).
Federation University Australia collects the information
Not Started — "
Survey participation A h
You may be contacted to participate in a survey conducted by NGVER or a Department-endorsed project, auditor review ~ SOUGNt by this form for the purposes of processing my Victoria
10 | Employment Details o B X enrolment application. The information will be held by
Not Started Consequences of not providing your information Federation Uni ity Austral d b d b
Failure to provide your personal information may mean that it is not possible for you te enrol in VET and/or to obtain a Vet €d€ration University Australia and may be accessed Dy
eople employed or engaged by the University in the deliver
11 | Unique Student Identifier Access, correction and complaints peop . pioy g g y Y . Y
Not Started You have the right to seek access to or correction of your own personal information. You may also complain it you betiev  Of Services to me. The information may be used or disclosed
to organisations outside the University where permitted by
Further information . - . .
12 | Victorian Student Number For further information please contact Federation University Australia’s Privacy Officer in the firstinstance by phone (03¢ the relevant Privacy Legislation. The provision of this
HSried For further information about Unique Students Identfiers, including access, correction and complaints, go to” hitp:/'www.u  infarmation is voluntary but if the information is not provided
Unique Student Identifier the University may not be able to process my enrolment.
B || i e=ts In accordance with section 11 of the Student Identifiers Act 2014 Cth (SI Act), we will securely destroy personal informatic In as practicable fter the US|
ot Starte application has been made or the information is no longer needed for that purpose, unless we are required by or under an .
Pallantinn af unnr data i

Accept i
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Step 3 of 13 Address Details
Review and update your Address Details.

NOTE you are required to have a Permanent Home Address, Mailing Address and
Address while Studying at FedUni.

Use + | to add an Address and » | to edit listed addresses. Click ‘ Confirm |
to continue. P —

X Ext TAFE Student Details [ < previous B3

1 | Student Details

Camplete Step 3 of 13: Address Details & Lo ‘
2 | TAFE Disclaimer Permanent Home Address
< Compiete + x TAFE Student Details
Address Details
[ se o v _Sp3ot13 |
21 Begonia Avenue
4 | Contact Detaits BALLAN Carreld
Nol Stuted
vic, 3342 Address Details @
5 | Emergency Contacts
tarted
Malling Address Permanent Home Address
o Asoutvau No agdress defined +
et st Add Mailing Address
g o) Address while Studying at FedUni Address From
I + 678 Miles away
8 | School Education
Not Started Address From KALGOORLIE Current >
Previous Qualifications 85 Long Street Wa, 8430
9 | completed PERTH Current
Not Started
wa, 6000 .
m Mailing Address
10] Empioyment Detats
Net +
11 Unique Student Identifier
Not Startod Address From
42 | Victorian Student Number 76 Federation Avenue
Nt Stered
HILLCREST Current >
13 TAS, 7320

Address while Studying at FedUni

+

Confirm

Step 4 of 13 Contact Details

Review and update your email and phone number.

btudent Details s

Click Confirm to continue.

Confirm

[ 1] student Details i x TAFE Student Details
" Complete Step 4 of 13: Contact Details | confim |
Step 4 of 13
2 | TAFE Disclaimer Email
“_~ Complete
3 | Address Detail: +
ress Details .
/' Complete Contact Details B
Email
Contact Details .
s srs test@federation.edu au Email >
5 | Emergency Contacts i
ey Phone Email/Type
+ srs.test@federation.edu.au
6 | AboutYou v 5
Not Started Oihe[ | |
Phone Type
7 | Disability srs.test@federation.edu.au | |
Not Started 0404040404 Mobile @ N
Campus B
8 | School Education .
Not Started n srs.test@federation.edu.au
Home >
Previous Qualifications
9 | Completed
Not Started
Phone
10 | Employment Details
Not Started
11| Unique Student Identifier
Not Started
Number/Type
Victorian Student Numbe:
1 Nr iy et Number 9988776655 . ,
FAX
13 | Complete Task
ot Stared 0416612296
>

l Confirm
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Step 5 of 13 Emergency Contacts TAFE Student Det.

Step 50f 13

Review and add emergency contact details.

C“Ck Confil’m tO Continue. Emergency Contacts

Confirm

g T +
X Exit TAFE Student Details
J Student Details Mary Jane v —
Complete Step 5 of 13: Emergency Contacts 56987654 L]
2 | TAFE Disclaimer No contacts defined. George Mann
~_~ Complete >
Add Contact 56789123
Address Details

-~ Complete

L4 Comact Details
" Complets

Emergency Contacts

In Progress.
6 | About You

Not Started
7 | Disability

Not Started

8 | School Education

Not Started
I Confirm

Previous Qualifications

ek

Step 6 of 13 About You

Complete the About You questions.

Click Confirm to continue. Confirm =

Step 6 of 13
x Exit it About You
Citizenship/Residency |
J g:n:je‘:;Detauls Step 6 of 13: About You Australian Citizen @ Confirm

Australian Aberiginal or Torres Strait Islander

Citizenship/Residency Australian Citizen @
Non indigenous - not Aborig nor Torres Strait Isld M

2 | TAFE Disclaimer

~~ Complete
Australian Aboriginal or Torres Strait Islander | Non indigenous - not Aborig nor Torn

Address Details Country of Birth

3 -
~ Complete Country of Birth | Australia T .

4 | Contact Details Have you ever spent time in formal out-of-home care? | N ) O© Have you ever spent time in formal out-of-home care?

" Complete
No

Emergency Contacts
\/ Complete

About You
In Progress

7 | Disability
Not Started

8 | School Education
Not Started

Previous Qualifications
Completed
Not Started

10 | Employment Details

Not Started Confirm

Unique Student Identifier
Not Started

Victorian Student Number
Not Started

N

13 | Complete Task
Not Started
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Step 7 of 13 Disability
Complete Disability question(s).

. . . TAFE Student Details
Click Confirm to continue. ———— pow—
Confirm

E—— T3 oy < e |

1 | Student Details o Do you consider yourself to have a disability,
Complete Step 7 of 13: Disability impairment or a long term medical condition which Coaira
may affect your studies?
2 | TAFE Disclaimer Do you consider yourself to have a disability, impairment or a long term
Completa medical condition which may affect your studies? ‘- _ No

3 | Address Details
Complete

4 | Contact Details
Complete

5 | Emergency Contacts
Complete

& | About You
Complete

E> Disability
In Pragress

Previous Qualifications

Completed
Not Started

10 | Employment Details
Not Started

11 | Unique Student Identifier

Mot Started
Confirm
12 | Victorian Student Number
Not Started

13 | Complete Task

Mot Started

Step 8 of 13 School Education

Complete the School Education questions.

Click Confirm to continue Confirm

TAFE Student Checklist

1 | Student Details R ——
~.~ Complete Step 8 of 13: School Education Confirm

Highest Level Completed at School Checklist

Year ﬂ 8 of 13

3 Address Details Do you still attend Secondary School? | No ]
~.~ Complete

2 | TAFE Disclaimer
.~ Complete

School Education
Highest Level Completed at School
4 | Contact Details
.~ Complete
Year
5 | Emergency Contacts

“_~ Complete —
Do you still attend Secondary School?
( No )

5 | About You _—
.~ Complete

7| Disability m

~.~ Complete

D School Education
In Progress

Previous Qualifications
9 | Completed
Not Started

10 | Employment Details
Not Started

41 | Unigue Student Identifier
Not Started

Confirm r
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Step 9 of 13 Previous Qualifications Completed
Complete Previous Qualifications Completed questions.

If these have been prefilled complete the last question to confirm these details are
correct.

Click Confirm to continue. ‘ Confirm ‘ =

TAFE Student Details

Step 90f 13
]

% Exit TAFE Student Details = . < Previous E
es

Student Details

Complete Step 9 of 13: Previous Qualifications Completed Australian + Confirm
(2] TAFE Disciimer Have you completed any qualifications? (_ Yes [ ) Diploma or Associate Diploma
~" Complete Please select the type of qualification(s) which you have completed, and enter one of the prior education achievement recognition identifie No
. 1. Australian )
;3,/ ‘éﬁ'ﬁ;ﬁji Details 2. Australian Equivalent Advanced Diploma/Assoc Degree
> 3. International No
L “ | Contact Details If you have multiple achievements for any one qualification, please use this priority order to determine which identifier to use. )
Complete Bachelor Degree/Higher Degree
Certificate | No ) Yes
E:'me;geenw Contacts Certificatel ( ) No ) p—
ustralian v
About Y Certificate lll ( No )
] CD,‘:;M:U ) S Vocational Graduate Diploma
Certificate IV No | No
Disability Diploma or Associate Diploma | No ) .
~ Complete - Vocational Graduate Cert
Advanced DiplomalAssoc Degree No No
8 | Sehool Education
7 Compete Bachelor Degree/Higher Degree () No ) Year Completed Highest Qualification
Previous Qualifications Vocational Graduate Diploma | No ) 2013
E> Completed S
In Progress Vocational Graduate Cert | No ) 1 can confirm that the above fields have been completed
accurately
10 | Employment Details Year Completed Highest Qualification e
Not Started Yes y
11 | Unique Student Identifier
Not Started cﬂﬂﬁrm
12 | Victorian Student Number
Not Started
13 | Complete Task
Not Started
Complete Employment Details.
Click Confirm to continue. = o
:n“Ii"“ Step 10 of 13
% Exit FE Student Deta Employment Details
m smdent Details _ Current Employment Status )
Complets Step 10 of 13: Employment Details v Confirm ‘

TAFE Disclai Current Employment Status
2 isclaimer
2 Complete

3 | Address Details
.~ Complete

4 | Contact Details
.~ Complete

[+ Emrgncy Comacs 0

Complete

[j About You

Complete

[ 7 ] Disability

~.~ Complete

8_| School Education

- Confirm
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Step 11 of 13 Unique Student Identifier

If you do not already have one, enter your USI. Entes Your U

Click on the i icon to view the link to apply for an USI.

Click Confirm to continue. — 3 TAFE Student Details

Confirm step 11 0113
.

m Student Details Unique Student Identifier @
Complete Step 11 of 13: Unique Student Identifier © e
[ 2 ] 7AFE Discaimer No US! information found Ne USt information found

- Complete
Enter Your US| Enter Your USI

Address Details
~ Complete

L 4 Comact Details
Complete

7 Complete

m About You

Gomplete

[ 7 | Disabitity

.~ Complete

Emergency Contacts m

School Education
/" Complete

Previous Qualifications
L9 J Completed
Complete

10 | Employment Details
.~ Complete

@ Unique Student Identifier Confirm

In Progress

12 | Victorian Student Number
Not Started

13 Complete Task
Not Started

Step 12 of 13 Victorian Student Number

Complete the Victorian Student Number questions.

Click Confirm to continue.

TAFE Student Details =

TAFE Student Details

Confirm

m Student Details
Complete Step 12 of 13: Victorian Student Number

Do you have a Victorian Student Number (VSN)? No 1

Step 12 0f 13

2 | TAFE Disclaimer
~~ Complete - X
Have you attended a Victorian school since 20097 No
Address Details Have you done any training with a Vocational Education and Training Victorian Student Number
-~ Complete (VET) regi training isation or an Adult C i No o
provider in Victoria since 20112 Do you have a Victorian Student Number (VSN)?
e —

L Jcmacmmans [ Yes
Complete

VSN
Emergency Contacts

Complete

[j About You o

Complete
7 | Disability

~_~ Complete
8 | School Education m

~ Complete

Previous Qualifications
(2] Completed

" Complete

10 | Employment Details

.~ Complete

Unique Student Identifier
' Complete

Victorian Student Number
Complete

Complete Task
Complete

Confirm
=
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Step 13 of 13 Complete Task
Click Submit to complete the checklist. Submit

X TAFE Student Deta... . Submit
X Exit TAFE Student Defii S F S F) < Previous ||  submit |E

J Student Details Step 13 of 13: Complete Task
Complete Complete Task
Please select the Submit button to complete your checkiist

2 | TAFE Disclaimer
~_~ Complete

Please select the Submit button to complete your checklist.

Address Details

N\ Complete

{ 4 J Contact Details
-~ Complete

5 | Emergency Contacts
~_~ Complete

J About You
Complete

[ 7 ] Disabitiyy m

“.~ Complete

School Education

LB ompet

{ J Previous Qualifications
Completed
Complete

10 | Employment Details
' Complete

1| Unique Student Identifier
~~ Complete

{ 12 J Victorian Student Number
" Complete

Complete Task
Complete

TAFE Program Detalls

You will be taken to the Program Details checklist to complete.

Click on the checklist > to begin.

¢ my Student Centre Tasks A = @
[5] To Do List 1| ToDo List
() Holds 1 T
Task Program Status
TAFE Program Details Certificate Il in Carpentry In Progress >
To Do List
i

TAFE Program Details

Certificate Ill in Carpentry >
Assigned
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X TAFE Program Details

Step 1 of 4 TAFE Program Details Step 10t 4

Click Confirm to continue.

TAFE Program Details

The checklist must be completed before you are able to
Confirm el

e — Fach s must e camplted order. youareanatiets R
complete the entire checklist at once, you can return later. |

TAFE Program Details Step 1 of 4: TAFE Program Details | confimn |

In Progress Once all tasks have been completed, you are eligible to enrol
once enrolment has opened.

The checklist must be completed before you are able to enrol.
2 | Program
Not Started Each task must be completed in order. Ifyou are unable to complete the entire checklist at once, you can retum late
FedUni Opening of Enrolment Dates
Once all tasks have been completed, you are eligible to enrol once enrolment has opened
3 | Student Declaration
Not Started FedUni Opening of Enrolment Dates

4 | Complete Task u
Not Started

Confirm |

Step 2 of 4 Program
Complete Program questions.

Click Confirm to continue Confirm

X Exit TAFE Program De

TAFE Program Details

Complete Step 2 of 4: Program = | contim |
TAFE Program Det:
E> Program Certificate Ill in Carpentry
In Progress Step 2 of 4 | |

Reason for Enrolling in this Qualification 1
3 | Student Declaration

Not Started Release of Enrolment Information
| authorise Federation University Australia to release my Program
4 | Complete Task records for this to my employer or

Not Started sponsoring organisation

Certificate lll in Carpentry
Reason for Enrolling in this Qualification

.
| authorise Federation University Australia to release my

results/attendance records for this enrolment to my
employer or sponsoring organisation

Confirm
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Step 3 of 4 Student Declaration

Scroll to view the Student Declaration. You must complete the last question to

continue.
You must complete the last question to continue.

Click Confirm to continue. .

® Exit TAFE Program Details

TAFE Program Details

Complete Step 3 of 4: Student Declaration @
m Victorian Training Guarantee

Program

Complete

In seeking to enrol in the following qualification: Certificate |1l in Carpentry
E> Student Declaration | declare that the information shown in the student declaration below was provided by me to Federation University Australia on 1
In Progress

4 | Complete Task
Not Started

Highest Qualification | Currently Hold |CERT Ill
Include full title of qualification. eg. Certificate Ill in Aged Care.

Nt including the program(s) you are seeking to enrol in now, how many
other government subsidised programs have you enrolled to undertake | 0

this year?

Not including the program(s) you are seeking to enrol in now, in how
many other government are you 0

training in at the moment?

In your lifetime, how many government subsidised programs have you
commenced that are at the same level as the program level(s) listed below
which you are applying for now?

Are you enrolled in a school, including government, non-government, (g )
independent, Catholic or home school? -~
Are you enrolled in the Commonwealth Government's Skill for Education o)

and Employment program?

1 thatmy in the above qualification may be
subsidised by the Victorian and Commonwealth Governments under the
Victorian Training Guarantee. | understand that enrolling in the above | (Invalid Value)
qualification may affect my future training options and eligibility for
further subsidised training under the Victorian Training Guarantee.

Step 4 of 4 Complete Task

Click Submit to complete your checklists.

R— Complete Task
x Exit TAFE Program Details

TAFE Program Details
Complete

m Program

Complete

Step 4 of 4: Complete Task

Please select the Submit bution to complete your checklist.

3 | Student Declaration
_~ Complete

Complete Task
In Progress

You have now completed your checklists and can enrol

into classes.

Go to the Enrol webpage to view steps on how to enrol.

X TAFE Program Details

Step 3 of 4

INUT INIGIUUNITY UTE Prograni(s) you are SEeRiy W enror i
now, in how many other government subsidised programs
are you undertaking training in at the moment?

0 v
In your lifetime, how many government subsidised
programs have you commenced that are at the same level

as the program level(s) listed below which you are
applying for now?

1 v
@

Are you enrolled in a school, including government, non-

overnment, independent, Catholic or home school?
N N
m ) No )

Are you enrolled in the Commonwealth Government's Skill
for Education and Employment program?

ot =eueation

¥ No

| understand that my enrolment in the above qualification
may be subsidised by the Victorian and Commonwealth
Governments under the Victorian Training Guarantee. |
understand that enrolling in the above qualification may
affect my future training options and eligibility for further
subsidised training under the Victorian Training

Guarantoo

| Agree with the Declaration v

Confirm

X TAFE Program Det... Submit E

Step 4 of 4

Please select the Submit button to complete your checklist. =

https://federation.edu.au/current-students/starting-at-feduni/enrolment/new-students

L
P | =
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