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Trainees - Unique Student Identifier (USI) Number User Guide

The USI has been developed by the government to streamline training under the one unique identifier for students/trainees.
For students and us as a company to complete the paperwork on your assessment you are required to have a Unique Student
Identifier number. If you could please follow the steps to create the USI number and bring with you to the course. Without
the USI number the RTO (AITAC) and AAWT are unable to submit your paperwork to be issued your licence/certificate. If you
have previously been issued a USI please take the number with you to the training so the qualification can be added to your
card.

Information

A Unique Student Identifier (USI) is a reference number made up of numbers and letters that give students access to their USI
account. A USI will allow an individual's USI account to be linked to the National Vocational Education and Training (VET) Data
Collection allowing an individual to see all of their training results from all providers including all completed training units and
qualifications.

The USI will make it easier for students to find and collate their VET achievements into a single authenticated transcript. It will
also ensure that students' VET records are not lost.

The USI will be is available online and at no cost to the student. This USI will stay with the student for life and be recorded with
any nationally recognised VET course that is completed from when the USI comes into effect on 1 January 2015.

A student needs a USI when enrolling or re-enrolling in nationally recognised training from 1 January 2015. This includes if the
student is enrolling for the first time, for example, if they are studying at TAFE or with a private training organisation, completing
an apprenticeship or skill set, certificate or diploma course. It also applies to students continuing or completing (re-enrolling)
training, including nationally recognised training undertaken in secondary school.

The USl initiative will:

e Seamlessly link information about a student's VET achievements, regardless of where they studied
¢ Enable students to easily access secure digital transcripts of their achievements
e Give students access to, and more control over, their educational information
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Benefits of the USl initiative

Currently, it is not possible for students to obtain a complete record of their VET enrolments and achievements from a single

online source.

There will be significant benefits for training organisations resulting from the introduction of the USI. For example, the USI
initiative will enable students to provide training providers with access to an online authenticated record of student attainment.
This will assist with the recording of enrolment details and will help to streamline the assessment of course prerequisites, credit
transfer and the assessment of eligibility for funding assistance.

In the longer term, training organisations will benefit from longitudinal data on course completions which will inform the
development of future VET sector policy initiatives.

The USI initiative will serve as a building block for a range of VET reforms by providing accurate and comprehensive information
about students' training achievements and movements within the VET system. Students, training organisations, employers, and
governments will all benefit from the USI in some way.

The USI is a component of the VET Reform Agenda and will assist the continued development of transparency in the VET
sector. It will help build a consistent, national system for the storage of training information and will assist in quality assurance

and future growth.

For governments, the de-identified unit record level information which will be available following the introduction of the USI, will
give a much clearer picture of how many students are in the VET system and for what length of time, and the pathways students
are taking through the system. The initiative will also assist governments with the management of their student entitlement

programs.

With an estimated three million enrolments in the VET system each year, collecting and analysing information is essential to
ensuring that the VET system can respond to students' preferences and to the skills needs of industry and the economy. The
new initiative will provide an important foundation for understanding and improving VET performance and for better meeting
students' needs.
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Legislation

The USI Initiative is underpinned by the:

e Student Identifiers Act 2014,
e Standards for NVR Registered Training Organisations (RTO) 2014
e Student Identifiers Regulation 2014

Consultation

The design of the USlI initiative reflects a number of extensive consultation processes with VET students, VET providers (large
and small, public/private and enterprise), peak bodies, industry skills councils and government policy-makers at the
Commonwealth and State/Territory levels. There was also a public consultation process for the legislation early in 2013.

The legislation states that a training organisation must not issue a Statement of Attainment or a Qualification unless the student
has been assigned a USI. These provisions are to be mirrored in the Standards for NVR Registered Training Organisations
made under the NVR Act as well as the Australian Quality Training Framework (AQTF).

USI History

In April 2012, the Council of Australian Governments (COAG) agreed to the implementation of a specially designed tool called
the USI to provide students with the ability to obtain a complete record of their VET enrolments and achievements from a single

source.

The USI initiative has been developed jointly by the Australian and State and Territory governments in consultation with
stakeholders. It is supported through Commonwealth legislation, including the Student Identifiers Bill 2014, the Student
Identifiers Act 2014, and through a national Information Communication Technology (ICT) system.
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How to create your Unique Student Identifier (USI) Number

STEP | INFORMATION SCREEN SHOTS

1 Go to
http://www.usi.gov.au

industry.gov.au

Skip to main content

“’ Australian Government S ki | |S Site Search... Q |

" DepartmentofIndustry | Jnjgue Student Identifier Advanced Search

Home About Students» Training Organisations» Help Centre» VET in Schools System Developers

2 Select Create your USI
Button
Create your USI
Select here to begin to create your
Unique Student Identifier or USI. Your
USI will help keep your training
records and results together in an
lonline account.
3 You will require a form
of ID to create the USI Create your USI
Number, forms of ID as
stated on Website press Please note Birth Certificates may not be able to be used to create USIs on
C ti ’ Wednesday 14th January 2015 between 5:30pm and 6:30pm AEDT. All
ontinue.

other forms of ID for creating USIs are acceptable.

For students (parents, guardians or carers) to create a USI

Please make sure you have one form of ID from the list below ready.
Examples of acceptable forms of ID:

> Driver’s Licence

> Medicare Card

> Australian Passport

» Visa (with Non-Australian Passport) for international students

> Birth Certificate (Australian) *please note a Birth Certificate extract is not sufficient
» Certificate Of Registration By Descent

» Citizenship Certificate

> ImmiCard

Read more about the forms of ID needed to create a USI.

Important: The details you enter MUST match the details shown on your form of ID

( Continue >

IMPORTANT - Training organisations need to create USIs using the Training Organisation login
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STEP | INFORMATION SCREEN SHOTS

4 Ticket the agreement
terms and select Next.

.
i Australian Government Skl I I S

Department of Industry Unigue Student Identifier Registry

You are here: Home > Terms and Conditions

TERMS AND CONDITIONS

IT IS IMPORTANT THAT YOU UNDERSTAND AND AGREE TO THE TERMS AND CONDITIONS
BEFORE USING THIS WEBSITE.
The USI website Terms and Conditions define our shared responsibilities in regards to:

= Your personal information and privacy;
= Information Security;
= Accessibility.

If you are applying for & US| on behalf of another person you must have the consent of that individual.

W | confim that I have the cansent of that individual
By agreeing to the terms and conditions | acknowledge that giving of false or misleading information is a serious offence.
M agree to the Terms and Conditions. *

More information in regards to the USI website terms and conditions can be found here.

5 Select Create USI

USI STUDENT PORTAL

On this page you can

Create a new US| account
View your application status
Login to your US| account
Find your US|

Reset your password
Activate your US| account

If you do not have a US| account you can create one now

B e

You only need to fill in a few details and have one form of
1D to verify who you are. Please select Create US| fo start
your application

If you have requested help and waiting for assistance from the Office of the US| Registrar
please view help reguest status.

IT your application is waiting to be processed please view your application status.

6 Create the following
steps to create the USI
number.

1. Personal Details v 2. Confirm Details 3. Evidence of Identity 4. Password/Check Questions
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STEP | INFORMATION SCREEN SHOTS
7 First section to be
completed is Personal
P CREATE USI - PERSONAL DETAILS

and Contact Details,
enter details with * and

press Next o You are now going to create your US| Before you commence, please ensure

you have a form of ID such as a Driver's Licence. Please complete the following
details matching your form of ID and select Next.

*Indicates a mandatory field

PERSONAL DETAILS

Name Details

Do you have a First Name and Family Name e.g. John Smith?

® Yes © No, | only have one name

First Name *

Middle Name

Family Name *
Dale of Birth * [ [v] v
Confirm Date Of Birth * [~] [v] v
Country of Birth *  Australia [v]
Town/City of Birth *
Gender *  Select[v]
Country in which you are % | Australia ﬂ
studying

CONTACT DETAILS

Preferred Contact Method # | Email [v]

Email Address - l

Confirm Email Address -

Mobile Phone

E.g 0455 555 555

Home Phone

E.g. 02 5555 5555
Address Details

Country of Residence * | Australia ﬂ

Address

Suburb/Town/City
State select[v]

Postcode

@

8 Confirm details, if
incorrect press Back,
if correct press Next

CREATE USI - CONFIRM DETAILS

o Please confirm that your details are correct and select Next. If you wish to make
changes please select Back.

Cancel Back ‘ Next ’
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STEP | INFORMATION SCREEN SHOTS

9 Select the Document
Type and press Next

CREATE USI - EVIDENCE OF IDENTITY

o We need to confirm your identity. Please select a form of 1D and select Next

#*Indicates a mandatory field

Document Type # 18 Medicare Card

) Passport (Australian)

O Visa (with Non-Australian Passport)
O Certificate of Registration by Descent
O citizenship Certificate

O Immicard

= [ )

10 Enter the Document
type details and press
Next.

AJMEDICARE CARD DETAILS

Name Details

Does your name appear on one line?

Example here iS using ® Yes ' No, the name appears on more than one line
Medicare card.

Name - [|

© Please specify Name

Medicare Card Number *
Individual Ref Number * | Select[v]
Card Colour * | Green [v]

Expiry Date * | 01]v] || 2015[v]

Examples of Medicare Cards
- —

E‘ = - e

m—

S

e @

11 Create a password,
answer set questions
and answers and press
Next.

CREATE USI - SET PASSWORD, QUESTIONS AND
ANSWERS

o Your account is protected by a password, and check questions and answers. It is
important 1o choose a password, and check questions and answers that you can
remember. Please refer to Help to create a valid password.

Please set your and check . and select Next.

*|ndicates a mandatory field

SET PASSWORD

Password Confirmation %

S UESTIONS AND ANSWERS

Question 1 * | Select [v]
Answer 1 *
Question 2 * | Select [v]
Answer 2 *

@

—
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STEP | INFORMATION SCREEN SHOTS
12 USI has now been
created.

NOTE: Number has been
hidden for
confidentiality reasons.

Take this number to the
training and give to the
trainer. You will receive
an email or SMS with
the number also.

CREATE USI - SUCCESS

o Your US| account has been created.
Your USI is

This will be sent to your Preferred Contact Method. You will need to record this number to log into your account.

= Return to home page
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