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1. Purpose

This policy outlines the approach of The College of Health and Fitness (TCOHAF) to granting credit transfer (CT) in
accordance with the Standards for RTOs 2025, ensuring learners are not required to repeat training or assessment for
units of competency or qualifications they have already achieved.

2. Scope

This policy applies to all learners enrolled in nationally recognised training programs delivered by TCOHAF, and to all
staff involved in the enrolment, training, and assessment process.

3. Policy Statement

TCOHAF recognises and provides credit transfer to learners for units of competency and qualifications issued by any
other RTO or authorised issuing organisation. The organisation is committed to ensuring that this process is conducted
in accordance with the Standards for RTOs 2025, and relevant national legislation and guidelines.

Credit transfer is offered:

e Atno cost to the learner
e  Only when valid AQF certification documentation is provided
e Inamanner that is equitable, efficient, and compliant

4. Legislative Context

This policy is informed by the following:

e  Standards for RTOs 2025, specifically:
o Standard 1 - The Learner Experience is the RTO’s Core Focus
o Standard 2 — The RTO Ensures Quality Training and Assessment
o Standard 5 — The RTO Complies with its Regulatory Obligations
e National Vocational Education and Training Regulator Act 2011
e Australian Qualifications Framework (AQF)
e  Privacy Act 1988 (Cth)

5. Definitions

e Credit Transfer (CT): Recognition of learning achieved through formal education and training.

e  AQF Certification Documentation: A testamur, statement of attainment, or record of results issued under the
AQF by an RTO or authorised issuing organisation.

e Authentic: Genuine, unaltered, and valid documentation.

6. Conditions of Credit Transfer
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Credit transfer will be granted where:

e The learner provides authentic AQF certification documentation.

e The units/modules for which credit is sought are the same (or deemed equivalent) as those in the enrolled
training product.

e Theissuing RTO is registered and compliant with national VET regulations at the time of issue.

7. Evidence Requirements

Acceptable evidence for CT includes:

e Original or certified copies of Statements of Attainment or Testamurs
e  USI transcript (with learner consent)
e Documentation must clearly show the unit code and title, date of issue, and issuing RTO details

8. Process

1. Application
a. Learners are advised of the CT process at enrolment.
b. Learners submit a completed Credit Transfer Application Form with supporting documents.
2. \Verification
a. TCOHAF verifies the authenticity of documentation through:
i. Direct contact with the issuing RTO
ii. Accessing the USI transcript service (with consent)
b. If equivalency is unclear due to training package changes, mapping will be undertaken to confirm
alignment.
3. Outcome Notification
a. Learners will be notified in writing of the outcome within 10 business days.
b. Successful CT is recorded in the learner’s record and training plan.
4. Recordkeeping
a. All evidence, correspondence, and decisions are retained in accordance with TCOHAF data
management and privacy policies.
b. CT decisions are recorded in the Student Management System (SMS) and AVETMISS data reported
accordingly.

9. Responsibilities

CEO Overall compliance with standards and policy implementation

Compliance Manager Ensures documentation, procedures, and recordkeeping meet regulatory requirements
Trainers/Assessors Assist with interpreting training packages and determining equivalence

Administrator Initial advice and administrative processing of CT applications

10. Appeals and Complaints

Learners may appeal a CT decision through the Complaints and Appeals Policy within 20 working days of notification.

11. Related Documents

e Credit Transfer Application Form
e Complaints and Appeals Policy

Credit Transfer Policy and Procedure 30f4 v25.6



e Student Enrolment Policy

e Recognition of Prior Learning (RPL) Policy
e Record Management Policy

e  Privacy and Confidentiality Policy

12. Review and Continuous Improvement

This policy will be reviewed annually, or sooner if required, to reflect changes in legislation, regulatory guidelines, or
organisational processes.
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