
EMPLOYEE GUIDE
SHAFSTON SCHOOL OF BUSINESS
COURSE APPLICATION GUIDE



INTRODUCTION OF
COURSE
APPLICATION
FORM SUBMISSION

Our Kind Shafston consultant will send you the 
form link by email. When you receive it, you can 
just click link to open it, or you can copy the link to 
your browser address bar.

Please note this form cannot be saved. Please 
make sure you start to fill out the form before you 
get all information. Please submit the form when 
you finish. 



PAGE ONE
Personal Details

1. Who is your consultant? Please select

2. Select “The Applicant”

3. Keep Blank



PAGE ONE
Personal Details

4. All your personal details should 
be same in your Passport/Photo ID

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page



PAGE TWO
Contact Details

5. The email will be used as your 
account for Online Learning 

6. Please select your course, 
based on the suggestion from
Shafston Consultant



PAGE THREE
Residential Address

7. You can use Address Auto-fill
function to prefill your Residential 
Address 

Make sure the auto-fill address is 
correct. If you cannot search your 
address, you can fill you 
Residential Address manually.

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page



PAGE FOUR
Postal Address

8. If your postal address is same as 
the residential address, please 
select “Yes”

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page



PAGE FIVE
Language & Cultural 
Diversity

9. Single selection 

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page



PAGE SIX
Disability

10. Single selection with “Yes”, 
“No”, “Not Specified” 

11. If you select “Yes”, please 
select relevant options

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page



PAGE SEVEN
Education Details

12. If you are still enrolled in secondary or
senior secondary education, please enter the
full name of your school

13. You can multi-select all the qualifications
you have achieved

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page

14. If you have any qualifications achieved in
Australia, please select “Yes”



PAGE EIGHT
Employment
Study Reason

15. Please write you company
Legal Name

16. It should be the main
workplace address you are
usually working at. If you
have more than one address,
please select the major one.

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page



PAGE NINE
Unique Student
Identifier - USI

17. If you uncertain your USI
number, please Keep Blank

18. Please read above
information and select both
boxes after reading.

19. Please double-check the
information is correct



PAGE NINE
Unique Student
Identifier - USI

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page

20. You can upload PDF, JPG,
PNG type of document here.

If you complete the form via
smart phone or tablet, you
can use camera take photos.



PAGE TEN
Learner Needs
Analysis

Click the “>” Arrow
Button to Next Page
“<” Arrow Button is
to Previous Page

21. Please fill all filed. If you
have any concerns, please
write “TBC” in advance. Then,
communicate with your
Shafston consultant



PAGE 11/12
P&R T&C

Page Eleven is Privacy & Recordkeeping
Page Twelve is BAC Terms and Conditions of Enrolment.

Please read the information before you submit

PAGE ELEVEN

PAGE TWELVE

22. Please select reCAPTCHA
to allow you submit the form

23. After checking all
information, click
“Submit”



IF YOU SUBMIT 
SUCCESSFULLY, YOU 

WILL RECEIVE AN
EMAIL MESSAGE.



THANK 
YOU

Please inform your consultant that
you have submited the form. 
We will contact you very shortly. 


