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1.0 Introduction

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.1  DECEMBER  2020 P 3



1.0 Introduction

This is a guide to the USI brand identity standards to be used in all forms of visual expression and communication. The document outlines the basic graphic 
elements which form the USI brand identity. Consistent usage in representing the brand in diverse methods of reproduction is vital in maintaining the 
integrity of the brand and reinforcing the values it represents. 

The brand identity is the visible form which signifies 
the presence of USI as a professional organisation 
providing valuable services to its stakeholders.

By expressing USI’s core values the brand identity 
becomes a powerful factor in influencing how its 
stakeholders, business partners and employees 
perceive and recognise the organisation.

First impressions of USI, and ongoing attitudes 
towards the organisation may well be influenced 
through the visual representation of the corporate 
identity. This may be via corporate collateral, expo 
signage or a visit to the organisation website. The 
cumulative effect of visual recognition will raise 
awareness of USI and may in turn strengthen the 
organisation’s values and reinforce stakeholders 
perceptions of how the USI conducts itself as a 
organisation. 

A visual identity system requires a holistic approach in 
the design and presentation of all published material 
and visual expression. Consistently applied and 
controlled usage of these standards will enhance 
recognition and will result in accruing identity awareness. 

Inconsistent and unwise applications will have the 
converse effect and serve to weaken the identity by 
diluting its effectiveness and reducing its value as an 
asset of USI.

This brand standards document provides clear 
guidelines and approved standards for the 
implementation and use of the USI identity and it’s 
variations in the correct manner.

The standards apply in all instances, except when 
a specific ruling or exemption has been given by an 
authorised staff member of USI.

Any queries or concerns regarding the applications 
of standards should be addressed to USI. Should you 
wish to obtain copies of any logos or brand elements 
contained in this guide, please contact:

Communications Manager 
E: 	 stakeholder@usi.gov.au  

Note

The practice within some organisations to allow 
employees and suppliers to create unauthorised 
variations or modification is unacceptable and 
contravenes Standards.

Any work commissioned which varies from given 
standards, and which has not been authorised by 
a member of USI staff empowered to do so, will be 
held accountable to the individual or organisation 
responsible. Similarly, suppliers should be aware of the 
stringent conditions which apply to the reproductions 
of the brand identity. Failure to adhere to established 
standards may result in work being redone at no cost 
to USI.

It should be noted that ONLY approved files are 
to be used in reproducing USI brand identity. Any 
exceptions, such as building formes for large scale 
signage, must correspond exactly to the approved 
configuration and must be sanctioned by a USI 
employee or appointed specialist.

USI brand guidelines
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2.0 Logo configurations
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2.1 USI primary logo - Full colour

This is the USI primary logo 
(horizontal configuration) –  
a combination of the 
distinctive infinity symbo and the 
typographic styling of the name.

The USI primary logo is 
the preferred option for all 
applications. 

The proportions of these 
visual elements, their relative 
placement and the colour 
allocations form the basis of 
all brand identity usage.

Any queries regarding the logo 
usage should be addressed to 
USI. 

See Australian Government  
(Department of Prime Minister 
and Cabinet) guidelines for full 
usage rules for the Australian 
Government logo.
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2.2 USI logo configurations - Full colour

Shown opposite are the primary 
(horizontal) and vertical 
configuations of the USI logo. 

The USI primary logo is 
the preferred option for all 
applications. 

The proportions of these 
visual elements, their relative 
placement and the colour 
allocations form the basis of all 
brand identity usage.

Wherever possible the USI logo 
should be reproduced in the 
FULL COLOUR version.

The vertical configuration 
options are only to be used in 
circumstances where the primary 
(horizontal) logo is not suitable.

Any queries regarding the logo 
usage should be addressed to 
USI. 

Primary 
(horizontal)

Vertical
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2.3 USI logo configurations - Mono

Shown opposite are the mono 
configurations of the USI logo.

Examples of usage

- Black & White advertising 
- �Screen printed merchandise
- �Usage on coloured backgrounds

Note

When using the logo on a 
coloured background, it 
is recommended that the 
background colour is dark or 
light enough to provide strong 
contrast against the logo so 
that it does not ‘blend’ into the 
background.

See examples in the ‘Permitted/
non-permitted logo usage’ 
section in this document.

Primary 
(horizontal)

Vertical
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2.4 USI logo configurations - Reversed

Shown opposite are the reversed 
configurations of the USI logo.

Examples of usage

- Black & White advertising 
- �Screen printed merchandise
- �Usage on coloured backgrounds

Note

When using the logo on a 
coloured background, it 
is recommended that the 
background colour is dark or 
light enough to provide strong 
contrast against the logo so 
that it does not ‘blend’ into the 
background.

See examples in the ‘Permitted/
non-permitted logo usage’ 
section in this document.

Primary 
(horizontal)

Vertical
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2.5 USI logo configurations - logo variants

Colour

USI 1 (Lockup landscape)

USI 2 (Lockup stacked)

USI 3 (Lockup landscape – inline)

USI 4 (Landscape)

USI 5 (Stacked)

USI 6

Colour reverse Mono Mono reverse

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 10



3.0 Logo usage
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3.1 Clear space

Unauthorised encroachment of 
text or graphics into the ‘clear 
space area’ is not permitted.

The space surrounding the logo 
is important. Encroachment will 
impair the ability to ‘read’ the 
brand clearly. The logo must have 
the opportunity to ‘breathe’.

A simple method to calculate 
the minimum amount of space 
surrounding the logo is shown 
opposite.

All authorised digital artwork 
supplied from the master logo 
files will already have the correct 
amount of clear space allocated 
as part of the artwork.

See Australian Government  
(Department of Prime Minister 
and Cabinet) guidelines for full 
usage rules for the Australian 
Government logo.

Primary 
(horizontal)

Vertical
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3.2 Minimum size

The recommended minimum 
width for the USI lockup logo 
is dictated by the Australian 
Government coat of arms. The 
coat of arms should appear no 
smaller than 20mm in width.

The recommended minimum 
width for the USI primary 
(horizontal) logo is 144.5mm.

The recommended minimum 
width for the USI vertical logo is 
47.5mm.

The examples shown opposite 
are at actual size.

Printing or displaying the 
brand identity smaller than the 
recommended minimum sizes is 
not advUSIble.

Note

If smaller sizes are required, 
design variations may be 
required to ensure the integrity 
of the symbol and text areas for 
various forms of reproduction 
including newspaper printing and 
embroidery. These files can be 
supplied upon request from the 
USI Marketing Department.

Consultation with the graphic 
design studio is recommended.

See Australian Government  
(Department of Prime Minister 
and Cabinet) guidelines for full 
usage rules for the Australian 
Government logo.

20mm

126.5mm

20mm

57.2mm

Primary 
(horizontal)

Vertical

The recommended minimum width for 
the USI
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3.3 Permitted logo usage

Shown opposite are examples 
of background colours that are 
permitted.

Background colours in 
harmonious colour schemes 
should be used. 

When using the logo on a 
coloured background, it 
is recommended that the 
background colour is dark or 
light enough to provide strong 
contrast against the logo so 
that it does not ‘blend’ into the 
background colour.
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3.3 Permitted logo usage

Shown opposite are examples 
of photographic, illustrative and 
textured backgrounds that are 
permitted.

Background textures in 
harmonious colour schemes 
should be used and must not be 
too ‘busy’, clash with logo colours 
or reduce legibility. 

When using the logo on a textured 
background, it is recommended 
that the image is dark or light 
enough to provide strong 
contrast against the logo so 
that it does not ‘blend’ into the 
background colour.
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3.4 Non-permitted logo usage

Shown opposite are examples of 
background colours that are not 
permitted.

Unauthorised background 
colours should not be used, only 
colours in harmonious colour 
schemes. 

When using the logo on a 
coloured background, it 
is recommended that the 
background colour is dark or 
light enough to provide strong 
contrast against the logo so 
that it does not ‘blend’ into the 
background colour.
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3.4 Non-permitted logo usage

Shown opposite are examples 
of photographic, illustrative and 
textured backgrounds that are 
not permitted.

Do not use the logo against 
disruptive patterns, textures, 
images or ‘busy’ backgrounds.

Background textures in 
harmonious colour schemes 
should be used and must not 
clash with logo colours or reduce 
legibility. 

When using the logo on a textured 
background, it is recommended 
that the image is dark or light 
enough to provide strong 
contrast against the logo so 
that it does not ‘blend’ into the 
background colour.
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3.4 Non-permitted logo usage

Shown opposite are examples of 
logo usage that are not permitted. 

Do not distort or modify the logo 
in anyway. 

When reproducing the logo, 
only authorised digital artwork 
supplied from the master logo 
files must be used. 

Under no circumstances should 
the logo be re-drawn by suppliers. 	� DO NOT distort scale or stretch the logo. 	� DO NOT rotate the logo.

	� DO NOT change the proportions of logo elements. 	� DO NOT separate elements of the logo or  
reconfigure it.
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3.4 Non-permitted logo usage

Shown opposite are examples of 
logo usage that are not permitted. 

Do not distort or modify the logo 
in anyway. 

When reproducing the logo, 
only authorised digital artwork 
supplied from the master logo 
files must be used. 

Under no circumstances should 
the logo be re-drawn by suppliers. 	� DO NOT enclose the logo within another shape  

or border.
	� DO NOT use unauthorised colours.
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3.5 Logo usage chart

Logo colour specification

Usage CMYK RGB
Mono 

(Black & White)

Corporate stationery

Colour advertising

Black & White advertising

Brochures

Flyers

Posters

Point of sales

Website

Social media

Email

Online marketing

Microsoft Office apps

Signage

Embroidery

Screen printed merchandise
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3.6 Logo file formats

.eps

EPS files, if opened in a vector-based program such 
as Adobe Illustrator, or placed within programs 
such as Adobe InDesign, will have the ability to be 
resized without loss of quality. If you open an EPS 
file in a program such as Photoshop, the file will be 
“rasterised” (flattened) and uneditable.

EPS files should be supplied to external suppliers for 
print based applications.

EPS files can retain SPOT colour, CMYK, RGB, 
GREYSCALE or MONO colour information. 

.jpg

JPEG files can be used for both print and on-screen 
applications. They can be reduced in size but, as 
they are a rasterised file format, cannot be enlarged 
without degrading the resolution of the image.

JPEG files do not retain transparency and as such 
contain solid white backgrounds making them 
unsuitable for some applications.

JPEG files can retain CMYK, RGB or GREYSCALE 
colour information.

.SVG

Scalable Vector Graphics (SVG) is an Extensible 
Markup Language (XML)-based vector image format 
for two-dimensional graphics with support for 
interactivity and animation. The SVG specification is 
an open standard developed by the World Wide Web 
Consortium (W3C) since 1999. SVG files are intended 
for online and onscreen use only.

SVG files retain sRGB colour information.

.png

PNG files are for use in on-screen applications. They 
can be reduced in size but, as they are a rasterised 
file format, cannot be enlarged without degrading the 
resolution of the image. 

Unlike JPEG files, the PNG format retains 
transparency and as such is suitable for applications 
where a transparent background to the logo is 
required.

PNG files can retain RGB or GREYSCALE colour 
information.
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4.0 Logo symbol
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4.1 Logo symbol usage as thematic

Shown opposite is a pattern 
derived from the USI  logo used as 
a graphic device (thematic). The 
pattern can be used in positive 
and reversed out variants, and is 
available in full colour and mono 
variants.

The thematic can be used as a 
background device on corporate 
collateral, e.g. business cards, 
PPT presentations or pull-up 
banners etc.  It’s flexibility allows 
the graphic to be used as a subtle 
background element or as a bold 
statement depending on the 
application.
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5.0 Tag line
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5.1 Tag line

USI has a tag line which can be used 
in conjunction with the USI logo on 
branded material to reinforce the USI 
brand message.

The tag line is provided as a artwork 
file in the same font used in the logo 
and should not be displayed in other 
formats.

The tag line should be used in 
conjunction with the USI logo but 
should not be used alongside it to 
form an alternate logo device – it is a 
separate but complimentary device.

Your lifelong education number

Your lifelong  
education number

Your lifelong  
education  
number

In-line

Stacked

Stacked 
alternate
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6.0 Corporate colours
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6.1 Colour palette values

Shown opposite are the primary 
and neutral colours of the USI 
brand.

Examples of colour usage 
are shown in the ‘Application 
examples’ section in this 
document. 

All colours must be specified in 
the appropriate percentages/
values.

It is strongly recommended 
that all printing is press checked 
and cross referenced with the 
relevant industry standard colour 
swatches, and checked against 
previously ‘print approved’ 
collateral items.

The colours in this brand 
guidelines document are for 
representational purposes only 
and should not be used for colour 
matching.

SPOT	 PANTONE 7708 C

CMYK	 C 100  M 30  Y 12  K 59

RGB	 R 0  G 71  B 100

HEX	 004764

SPOT	 N/A

CMYK	 C 100  M 0  Y 0  K 0

RGB	 R 0  G 0  B 0

HEX	 000000

SPOT	 PANTONE 432C

CMYK	 C 65  M 43  Y 26  K 78

RGB	 R 51  G 51  B 51

HEX	 333333

SPOT	 PANTONE 3262 C

CMYK	 C 76  M 0  Y 38  K 0

RGB	 R 95  G 175  B 172

HEX	 5FAFAC

SPOT	 N/A

CMYK	 C 0  M 0  Y 0  K 0

RGB	 R 255  G 255  B 255

HEX	 FFFFFF

SPOT	 PANTONE COOL GREY 10

CMYK	 C 56  M 45  Y 45  K 33

RGB	 R 102  G 102  B 102

HEX	 666666

SPOT	 PANTONE 253 C

CMYK	 C 49  M 87  Y 0  K 0

RGB	 R 152  G 34  B 167

HEX	 9822A7

SPOT	 PANTONE 420C

CMYK	 C 23  M 18  Y 17  K 1

RGB	 R 204  G 204  B 204

HEX	 CCCCCC

Primary

Neutral

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 27



6.2 WCAG 2.0 compliance

The USI colour palette is 
utilised for both digital and print 
applications.

When colours are used in digital 
applications they must be WCAG 
AA  compliant (at a minimum). 

Colours that are not WCAG 
AA compliant may be used for 
decorative or thematic elements 
but must not be used for text, 
navigation or graphic objects 
(buttons, linking icons) and user 
interface (UI) elements.

Refer to https://www.dta.gov.au 
for more information.

SMALL TEXT	 AAA

LARGE TEXT	 AAA

GRAPHIC OBJECTS 
AND UI	 AAA

SMALL TEXT	 AAA

LARGE TEXT	 AAA

GRAPHIC OBJECTS 
AND UI	 AAA

SMALL TEXT	 AAA

LARGE TEXT	 AAA

GRAPHIC OBJECTS 
AND UI	 AAA

SMALL TEXT	 AA

LARGE TEXT	 AAA

GRAPHIC OBJECTS 
AND UI	 AAA

SMALL TEXT	 FAIL

LARGE TEXT	 FAIL

GRAPHIC OBJECTS 
AND UI	 FAIL

SMALL TEXT	 FAIL

LARGE TEXT	 FAIL

GRAPHIC OBJECTS 
AND UI	 FAIL

SMALL TEXT	 AA

LARGE TEXT	 AAA

GRAPHIC OBJECTS 
AND UI	 AAA

Primary

Neutral

BGD: #004764

TEXT: FFFFFF

BGD: #000000

TEXT: FFFFFF

BGD: #333333

TEXT: FFFFFF

BGD: #666666

TEXT: FFFFFF

BGD: #CCCCCC

TEXT: FFFFFF

TEXT: #004764

BGD: FFFFFF

TEXT: #000000

BGD: FFFFFF

TEXT: #333333

BGD: FFFFFF

TEXT: #666666

BGD: FFFFFF

TEXT: #CCCCCC

BGD: FFFFFF

BGD: # 5fafac

TEXT: FFFFFF

TEXT: # 5fafac

BGD: FFFFFF

BGD: 5fafac

TEXT: FFFFFF

TEXT: 5fafac

BGD: FFFFFF

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 28



7.0 Corporate typefaces
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7.1 Primary typefaces

The USI primary typeface is 
Omnes. 

This typeface should be 
considered for all printed 
corporate collateral (e.g. business 
cards, letterheads, envelopes 
etc.).

Omnes Thin

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes Thin Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes  
Thin

Omnes Light

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes Light Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes 
Light

Omnes Regular

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes Regular Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes
Regular

Omnes Medium

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes Medium Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes Semibold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes Semibold Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Omnes  
Medium

Omnes  
Semibold
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7.2 Secondary typefaces - Online applications

The USI typeface for online 
applications is Open Sans. 

Open Sans Light

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans Light Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans  
Light

Open Sans Regular

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans Regular Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans  
Regular

Open Sans Semibold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans Semibold Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans  
Semibold

Open Sans Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans Bold Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Open Sans  
Bold
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7.3 Secondary typefaces - MS Word applications

The USI secondary typeface 
(MS Word applications) is Calibri. 

This typeface is used for all  
in-house print-based 
applications where Intersate 
is not available (e.g. emails, 
MS Word documents and MS 
Powerpoint).

Calibri is an MS Office system 
font availabe on both Microsoft 
and Apple.

Calibri Light

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Calibri Light Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Calibri Regular

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Calibri Regular Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Calibri Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Calibri Bold Italic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890.,;:‘’“”–{}[]()&%$#@!?/

Calibri 
Light

Calibri 
Regular

Calibri 
Bold
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8.0 Imagery usage
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8.1 Imagery Usage

When purchasing or 
commissioning imagery suitable 
variants of imagery should be 
purchased to enable the imagery 
to be used for both portrait and 
landscape aspect ratios.

Applications such as pull-up 
banners, billboards, digital 
advertising and website hero 
images may utilise extreme 
aspect ratios – so careful 
consideration must be given to 
image selection to ensure that 
imagery can be utilised and 
still retain the context of the 
image when cropping for these 
applications is applied.
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8.2 Imagery Usage
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8.3 Imagery Usage
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9.0 Application examples

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.1  DECEMBER  2020 P 37



9.1 Print and MS Office templates

Andrea Lindsay 
Assistant Director External Relations 
Customer Experience

(08) 8402 9246 | 89246

Andrea.Lindsay@usi.gov.au

USI008 BCard wkg 2.0.indd   1USI008 BCard wkg 2.0.indd   1 3/12/20   12:233/12/20   12:23

Office of the Student Identifiers Registrar
Level 14, 11 Waymouth St, Adelaide SA 5000 usi.gov.au

USI008 BCard wkg 2.0.indd   2USI008 BCard wkg 2.0.indd   2 3/12/20   12:243/12/20   12:24

Front Back

Business card

Email footer

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 38



9.2 Print and MS Office templates

GPO Box 9880, Adelaide SA 5001 usi.gov.au

Office of the Student  
Identifiers Registrar

Your lifelong education number

USI008 Ltrhead fa 1.1.indd   1USI008 Ltrhead fa 1.1.indd   1 25/11/20   11:1225/11/20   11:12 USI008 Ltrhead fa 1.1.indd   2USI008 Ltrhead fa 1.1.indd   2 25/11/20   11:1225/11/20   11:12

Letterhead and 
follow-on sheet
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9.3 MS Office templates

Powerpoint 16:9
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9.4 MS Office templates

Fact sheets

Report

 

 

1 

Title 
Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Et earuntem audit, 
ommolup itisim volum iliti bero ipiet eum fugita cusa sed maximin velecerum re nobistes sanimus dolorere vent 
odionet arist la veniam quias quid que omniento tem doluptassi utas et aut essit rem invenit aerecaborum quia 
nossimet illoreptas doluptaqui berumquae accum fugiatur.  

Aenean massa. Cum sociis natoque penatibus et 
magnis dis parturient montes, nascetur ridiculus mus. 
Donec quam felis, ultricies nec. 

Consectetuer adipiscing elit. Aenean commodo ligula 
eget dolor. Aenean massa. Cum sociis natoque 
penatibus et magnis dis parturient montes, nascetur 
ridiculus mus. Donec quam felis, ultricies nec: 

• Maecenas nec odio et ant onec vitae sapien ut 
libero venenatis fau 

• ullam quis ante tiam sit amet orci eget eros 
faucibus tincidunt 

• nam quam nunc blandit vel luctus pulvinar 
hendre. 

Operdiet a, venenatis vitae, justo. Nullam dictum felis 
eu pede mollis pretium. Integer tincidunt. Cras 
dapibus. Vivamus elementum semper nisi. Aenean 
vulputate eleifend tellus. Aenean leo u, consequat 
vitae, eleifend ac, enim. Aliquam lorem ante, dapibus 
in, viverra quis, feugiat.  

Headline – Open Sans Bold 10pt 

Donec pede justo, fringilla vel, aliquet nec, vulputate 
eget, arcu. In enim justo, rhoncus ut, imperdiet a, 
venenatis vitae, justo. Nullam dictum felis eu pede 
mollis pretium. Integer tincidunt. Cras dapibus. 
Vivamus elementum semper nisi. Aenean vulputate 
eleifend tellus. Aenean leo ligula, porttitor eu, 
consequat vitae, eleifend ac, enim.  

Operdiet a, venenatis vitae, justo. Nullam dictum felis 
eu pede mollis pretium. Integer tincidunt. Cras 
dapibus. Vivamus elementum semper nisi. Aenean 
vulputate eleifend tellus. Aenean leo u, consequat 
vitae, eleifend ac, enim. Aliquam lorem ante, dapibus 
in, viverra quis, feugiat a, tellus. Phasellus viverra nulla 
ut metus varius laoreet. Quisque rutrum. Operdiet a, 
venenatis vitae, justo. Nullam dictum felis eu pede 
mollis pretium. Integer tincidunt. Cras dapibus. 
Vivamus elementum semper nisi. Aenean vulputate 
eleifend tellus. Aenean leo u, consequat vitae. 

 

2 

 

 

 

1 

Title 
Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Et earuntem audit, 
ommolup itisim volum iliti bero ipiet eum fugita cusa sed maximin velecerum re nobistes sanimus dolorere vent 
odionet arist la veniam quias quid que omniento tem doluptassi utas et aut essit rem invenit aerecaborum quia 
nossimet illoreptas doluptaqui berumquae accum fugiatur.  

Aenean massa. Cum sociis natoque penatibus et 
magnis dis parturient montes, nascetur ridiculus mus. 
Donec quam felis, ultricies nec. 

Consectetuer adipiscing elit. Aenean commodo ligula 
eget dolor. Aenean massa. Cum sociis natoque 
penatibus et magnis dis parturient montes, nascetur 
ridiculus mus. Donec quam felis, ultricies nec: 

• Maecenas nec odio et ant onec vitae sapien ut 
libero venenatis fau 

• ullam quis ante tiam sit amet orci eget eros 
faucibus tincidunt 

• nam quam nunc blandit vel luctus pulvinar 
hendre. 

Operdiet a, venenatis vitae, justo. Nullam dictum felis 
eu pede mollis pretium. Integer tincidunt. Cras 
dapibus. Vivamus elementum semper nisi. Aenean 
vulputate eleifend tellus. Aenean leo u, consequat 
vitae, eleifend ac, enim. Aliquam lorem ante, dapibus 
in, viverra quis, feugiat.  

Headline – Open Sans Bold 10pt 
Donec pede justo, fringilla vel, aliquet nec, vulputate 
eget, arcu. In enim justo, rhoncus ut, imperdiet a, 
venenatis vitae, justo. Nullam dictum felis eu pede 
mollis pretium. Integer tincidunt. Cras dapibus. 
Vivamus elementum semper nisi. Aenean vulputate 
eleifend tellus. Aenean leo ligula, porttitor eu, 
consequat vitae, eleifend ac, enim.  

Operdiet a, venenatis vitae, justo. Nullam dictum felis 
eu pede mollis pretium. Integer tincidunt. Cras 
dapibus. Vivamus elementum semper nisi. Aenean 
vulputate eleifend tellus. Aenean leo u, consequat 
vitae, eleifend ac, enim. Aliquam lorem ante, dapibus 
in, viverra quis, feugiat a, tellus. Phasellus viverra nulla 
ut metus varius laoreet. Quisque rutrum. Operdiet a, 
venenatis vitae, justo. Nullam dictum felis eu pede 
mollis pretium. Integer tincidunt. Cras dapibus. 
Vivamus elementum semper nisi. Aenean vulputate 
eleifend tellus. Aenean leo u, consequat vitae. 
  

 

2 

 
 

 

 

Document title 
Subtitle 

4/12/2020 

  

 

2 

Title 
Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Et earuntem audit, 
ommolup itisim volum iliti bero ipiet eum fugita cusa sed maximin velecerum re nobistes sanimus dolorere vent 
odionet arist la veniam quias quid que omniento tem doluptassi utas et aut essit rem invenit aerecaborum quia 
nossimet illoreptas doluptaqui berumquae accum fugiatur.  

Aenean massa. Cum sociis natoque penatibus et 
magnis dis parturient montes, nascetur ridiculus mus. 
Donec quam felis, ultricies nec. 

Consectetuer adipiscing elit. Aenean commodo ligula 
eget dolor. Aenean massa. Cum sociis natoque 
penatibus et magnis dis parturient montes, nascetur 
ridiculus mus. Donec quam felis, ultricies nec: 

• Maecenas nec odio et ant onec vitae sapien ut 
libero venenatis fau 

• ullam quis ante tiam sit amet orci eget eros 
faucibus tincidunt 

• nam quam nunc blandit vel luctus pulvinar 
hendre. 

Operdiet a, venenatis vitae, justo. Nullam dictum felis 
eu pede mollis pretium. Integer tincidunt. Cras 
dapibus. Vivamus elementum semper nisi. Aenean 
vulputate eleifend tellus. Aenean leo u, consequat 
vitae, eleifend ac, enim. Aliquam lorem ante, dapibus 
in, viverra quis, feugiat.  

Headline – Open Sans Bold 10pt 
Donec pede justo, fringilla vel, aliquet nec, vulputate 
eget, arcu. In enim justo, rhoncus ut, imperdiet a, 
venenatis vitae, justo. Nullam dictum felis eu pede 
mollis pretium. Integer tincidunt. Cras dapibus. 
Vivamus elementum semper nisi. Aenean vulputate 
eleifend tellus. Aenean leo ligula, porttitor eu, 
consequat vitae, eleifend ac, enim.  

Operdiet a, venenatis vitae, justo. Nullam dictum felis 
eu pede mollis pretium. Integer tincidunt. Cras 
dapibus. Vivamus elementum semper nisi. Aenean 
vulputate eleifend tellus. Aenean leo u, consequat 
vitae, eleifend ac, enim. Aliquam lorem ante, dapibus 
in, viverra quis, feugiat a, tellus. Phasellus viverra nulla 
ut metus varius laoreet. Quisque rutrum. Operdiet a, 
venenatis vitae, justo. Nullam dictum felis eu pede 
mollis pretium. Integer tincidunt. Cras dapibus. 
Vivamus elementum semper nisi. Aenean vulputate 
eleifend tellus. Aenean leo u, consequat vitae. 
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9.5 MS Office templates

Brief and minute
BRIEF 

 

UNCLASSIFIED 
For Official Use Only 

 
 
To:  Name Surname, Position  

Subject:  Subject text… 

Action date:  00 Month 0000 

 
 
RECOMMENDATIONS(S):  That you: 
  

1. Insert text… 
2. Insert text… 
3. Insert text… 
4. Insert text… 

 
 
 
Signature:  ____________________________________________________  Date: 00 / 00 / 0000 
 

 
 
COMMENTS:   
 

 
 
KEY POINTS:   
 
1. Insert text… 
2. Insert text… 
3. Insert text… 
 

 
 
ADDITIONAL INFORMATION:   
 
  
 

 
 
BACKGROUND:   
 
1. Insert text… 
2. Insert text… 
3. Insert text…  
 
 

UNCLASSIFIED 
For Official Use Only 

 

 

 
ATTACHMENTS 
ATTACHMENT A: XXXXXX 
 
 

 
 
CLEARANCE: 
 
Name: Name Surname 
Position:  Insert text as required… 
Contact:  0123 456 789 
 
Name: Name Surname 
Position:  Insert text as required… 
Contact:  0123 456 789 

MINUTE 

 

UNCLASSIFIED 
For Official Use Only 

 
 
To:  Name Surname 
 Position  
From:  Name Surname 
 Position   
Through:  Name Surname 
 Position  
Date:  00 Month 0000 
Copy to: Insert text as required… 

 
 
Deadline for response and reason:  00 Month 0000 
Contact officer:  Name Surname  
Phone:  (00) 0000 0000    
Location:  Insert text as required…  
File: Insert text as required… 

 
 
SUBJECT:  XXXXXXXXXXXXXX 
PURPOSE: XXXXX 
RECOMMENDATION: 
That you: XXXXXXXX 
Approved  Not Approved  
 
ISSUES 
1. XXXX 
 
BACKGROUND 
Insert text as required… 
 
COMMENT 
Insert text as required… 
 
ATTACHMENTS 
ATTACHMENT A: XXXXXX 
 
 
Position:  Insert text as required… 
Section/Branch:  Insert text as required… 
Date:  00 Month 0000 
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9.6 MS Office templates

Forms

 

 

1 

Aboriginal and Torres Strait Islander Peoples Evidence of Identity 
 

AAbboouutt  tthhiiss  ffoorrmm  

WWhheenn  ttoo  uussee  tthhiiss  ffoorrmm  This form can only be used if the student named within it: 

• was born in an Aboriginal and/or Torres Strait Islander community, 
• did not have their birth registered with the Registrar of Births, Deaths and Marriages, and 
• is unable to provide standard verifiable identification documents. 

An Aboriginal and/or Torres Strait Islander person is an individual that: 

• is of Aboriginal and/or Torres Strait Islander descent, 
• identifies as an Aboriginal and/or Torres Strait Islander person, and 
• is recognised and accepted as such by the community in which the individual lives 

or has lived. 

AAuutthhoorriisseedd  rreeffeerreeee  An authorised referee must identify as one of the following: 

• Aboriginal and/or Torres Strait Islander community Elder 
• Chair person, Secretary or Chief Executive Officer of an Aboriginal and/or Torres 
• Strait Islander Corporation1 
• Aboriginal and/or Torres Strait Islander community support person 
• School Principal 
• Treating Health Professional or Manager in Aboriginal and/or Torres Strait Islander Medical 

Services. 

FFiilllliinngg  iinn  tthhiiss  ffoorrmm  Filling in this form: 

• Use black or blue pen. 
• Print in BLOCK LETTERS. 
• This form must be completed and signed by the student aanndd an authorised referee. 
• For assistance with this form, please phone 11330000  885577  553366; or refer to our website which includes 

options for people with a hearing or speech disability as well as details about translating and 
interpreting services: www.usi.gov.au 

• Once complete, please return this form and any supporting documents to OSIR: 

EEmmaaiill:: admin@usi.gov.au 

PPoosstt:: Office of the Student Identifiers Registrar  
PO Box 9880 
Adelaide SA 5001 

IImmppoorrttaanntt  iinnffoorrmmaattiioonn  

1  Has the meaning given by  
the Corporations (Aboriginal and 
Torres Strait Islander) Act 2006 

PPRRIIVVAACCYY  NNOOTTIICCEE  

Your personal information is protected by law including under the Privacy Act 1988 (Cth) and the Australian 
Privacy Principles. 

The Office of the Student Identifiers Registrar’s (OSIR) privacy policy provides details of how you may seek 
to access and correct your personal information and complain about a breach of your privacy. 

A copy of our privacy policy can be accessed on our website at: usi.gov.au/documents/privacy-policy 
 

  

 

 

2 

Aboriginal and Torres Strait Islander Peoples Evidence of Identity 
 

AAbboouutt  tthhiiss  ffoorrmm 

IIMMPPOORRTTAANNTT:: For this form to be accepted for processing, all questions are mandatory unless otherwise indicated on this form. 

11.. YYoouurr  UUnniiqquuee  SSttuuddeenntt  IIddeennttiiffiieerr  (if known)  

 
22.. YYoouurr  NNaammee  

Mr     Mrs     Ms     Miss       Other   

Family name 

 

First name 

 

Middle name(s) (if applicable) 

 

Or 

Single name only 

  

33.. YYoouurr  ddaattee  ooff  bbiirrtthh  (DD/MM/YYYY)  

 

44.. YYoouurr  ggeennddeerr  

M    F    X (indeterminate/intersex/unspecified)     

55.. YYoouurr  ccoouunnttrryy  ooff  bbiirrtthh  

 

66.. YYoouurr  ccuurrrreenntt  aaddddrreessss  

Residential    Postal    Both  
 

 

 

 
 

77.. YYoouurr  pprreevviioouuss  aaddddrreessss  

Residential     Postal     Both  

 

 

 

88.. YYoouurr  ccoonnttaacctt  ddeettaaiillss  

Home phone number 

 

Mobile number 

 

Email address 

 
Note: If we are unable to establish a direct match of your personal details, we will 

contact you by phone to confirm your information. 

99.. PPrreevviioouuss  ttrraaiinniinngg  

Only include completed, nationally recognised VET courses. This assists the OSIR to 
identify a pre-existing USI account you may have. 

Name of training organisation 

 

Course name(s): 

 

 

 

 

Name of training organisation 

 

Course name(s): 

 

 

 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

1  Insert the name, address 
and occupation of 
person making the 
declaration 

I, 1 

 make the following declaration under the Statutory Declarations Act 1959: 

2  Set out matter declared 
to in numbered 
paragraphs 

1. I have the following genuine personal objection to being assigned a Unique Student Identifier 
(USI): 

 

 

 

 

 

2. I understand the consequences and potential consequences of not being assigned a USI, 
including that: 

 
• it may impact my ability to establish eligibility for financial assistance to undertake 

vocational education and training in future, 

• I will not be able to obtain an authenticated Vocational Education and Training (VET) 
transcript (or an extract of a VET transcript) from the Student Identifiers Registrar which 
details information about any VET courses, modules or units of competency undertaken by 
me after 1 January 2015, and 

• if I were to choose to obtain a USI in future, any authenticated VET transcript provided will 
not include information on VET courses, modules or units of competency undertaken by me 
prior to creation of that USI. 

I understand that a person who intentionally makes a false statement in a statutory declaration 
is guilty of an offence under section 11 of the Statutory Declarations Act 1959, and I believe 
that the statements in this declaration are true in every particular. 

 

3 Signature of person 
making the declaration 

3

 

4 Optional: email address 
and/or telephone 
number of person 
making the declaration] 

4 

 

5 Place 

6 Day 

7 Month and year 

Declared at 5 on 6 of 7 

 

 

2 

8  Signature of person 
before whom the 
declaration is made (see 
over) 

Before me 
8  

 

9 Full name, qualification 
and address of person 
before whom the 
declaration is made (in 
printed letters) 

9 

 

 

10 Optional: email address 
and/or telephone 
number of person before 
whom the declaration is 
made 

10 

 

 

NNoottee  11 A person who intentionally makes a false statement in a statutory declaration is guilty of an offence, the punishment for which is imprisonment 
for a term of 4 years — see section 11 of the Statutory Declarations Act 1959. 

NNoottee  22  Chapter 2 of the Criminal Code applies to all offences against the Statutory Declarations Act 1959 — see section 5A of the Statutory Declarations 
Act 1959. 

A statutory declaration under the Statutory Declarations Act 1959 may be made before – 

11)) a person who is currently licensed or registered under a law to practise in one of the following occupations: 

• Architect  
• Chiropractor 
• Dentist 
• Financial adviser 
• Financial Planner 

• Legal practitioner 
• Medical practitioner 
• Midwife 
• Migration agent 

registered under Division 
3 of Part 3 of the 
Migration Act 1958 

• Nurse 
• Occupational therapist 
• Optometrist 
• Patent attorney 
• Pharmacist  

• Physiotherapist  
• Psychologist 
• Trademarks attorney 
• Veterinary surgeon 

22)) a person who is enrolled on the roll of the Supreme Court of a State or Territory, or the High Court of Australia, as a legal practitioner (however described); 
or  

33)) a person who is in the following list: 
aa)) a fellow of the National Tax Accountants’ Association; or 
bb)) a member of any of the following: 

i. Chartered Accountants Australia and New Zealand; 
ii. the Association of Taxation and Management Accountants; 
iii. CPA Australia; 
iv. the Institute of Public Accountants 

Agent of the Australian Postal Corporation who is in charge of an office supplying postal services to the public 
APS employee engaged on an ongoing basis with 5 or more years of continuous service who is not specified in another item in this list Australian Consular 
Officer or Australian Diplomatic Officer (within the meaning of the Consular Fees Act 1955) 
Bailiff 
Bank officer with 5 or more continuous years of service 
Building society officer with 5 or more years of continuous service Chief executive officer of a Commonwealth court 
Clerk of a court Commissioner for Affidavits 
Commissioner for Declarations 
Credit union officer with 5 or more years of continuous service 
Employee of a Commonwealth authority engaged on a permanent basis with 5 or more years of continuous service who is not specified in another item in 
this list Employee of the Australian Trade and Investment Commission who is: 

 

 

3 

Aboriginal and Torres Strait Islander Peoples Evidence of Identity 
 

YYoouurr  ddeeccllaarraattiioonn  RReeffeerreeee  ddeettaaiillss  aanndd  ddeeccllaarraattiioonn  

1100.. YYoouurr  ddeeccllaarraattiioonn  

Please tick all boxes and complete the information in the corresponding spaces. 

II  ddeeccllaarree  tthhaatt::  

 The information provided by me on this form about my 
identity is true and correct. 

 I identify as an Aboriginal and/or Torres Strait Islander person. 

 I am a member of the Aboriginal and/or Torres Strait 
community known as: 

 

 I do not have/cannot access standard forms of verifiable 
identity for the following reason 

 

 

 

 

 

 

 

 

 

 

II  uunnddeerrssttaanndd::  

• OSIR’s Privacy Notice (see page one). 

• Giving false or misleading information is a serious offence. 

 

YYoouurr  ssiiggnnaattuurree::    

 

DDaattee (DD/MM/YYYY): 

 

 

1111.. RReeffeerreeee  aanndd  oorrggaanniissaattiioonn//ccoommmmuunniittyy  nnaammee  

Referee family name 

 

Referee first name 

 

Organisation/community name 

 

1122.. RReeffeerreeee  ccoonnttaacctt  ddeettaaiillss  

Postal address and daytime phone number 

 

 

 

 

1133.. RReeffeerreeee  ddeeccllaarraattiioonn  

II  ddeeccllaarree  tthhaatt::  

 The information provided by me on this form is true and 
correct. 

 I confirm that I know the individual named on this form 
personally and they: 

a) Are recognised as an: 

 Aboriginal person and/or 

 Torres Strait Islander person. 

b) Are a member of the Aboriginal and/or Torres Strait 
Islander community of: 

 

c) Have a birth date recognised as: 

 
 

RReeffeerreeee  ssiiggnnaattuurree::    

 

DDaattee (DD/MM/YYYY):
 

 

 

 

 
 

 

 

 

3 

aa)) in a country or place outside Australia; and 
bb)) authorised under paragraph 3 (d) of the Consular Fees Act 1955; and 
cc)) exercising the employee’s function at that place  

Employee of the Commonwealth who is: 
aa)) at a place outside Australia; and 
bb)) authorised under paragraph 3 (c) of the Consular Fees Act 1955; and 
cc)) exercising the employee’s function at that place  

Engineer who is: 
aa)) a member of Engineers Australia, other than at the grade of student; or 
bb)) a Registered Professional Engineer of Professionals Australia; or 
cc)) registered as an engineer under a law of the Commonwealth, a State or Territory; or 
dd)) registered on the National Engineering Register by Engineers Australia Finance company officer with 5 or more years of continuous service 

Holder of a statutory office not specified in another item in this list Judge 
Justice of the Peace Magistrate 
Marriage celebrant registered under Subdivision C of Division 1 of Part IV of the Marriage Act 1961 
Master of a court 
Member of the Australian Defence Force who is: 

aa)) an officer 
bb)) a non-commissioned officer within the meaning of the Defence Force Discipline Act 1982 with 5 or more years of continuous service 
cc)) a warrant officer within the meaning of that Act  

Member of the Australasian Institute of Mining and Metallurgy Member of the Governance Institute of Australia Ltd 
Member of: 

aa)) the Parliament of the Commonwealth 
bb)) the Parliament of a State 
cc)) a Territory legislature 
dd)) a local government authority 

Minister of religion registered under Subdivision A of Division 1 of Part IV of the Marriage Act 1961 
Notary public, including a notary public (however described) exercising functions at a place outside 

aa)) the Commonwealth 
bb)) the external Territories of the Commonwealth 

Permanent employee of the Australian Postal Corporation with 5 or more years of continuous service who is employed in an office providing postal services to 
the public 
Permanent employee of 

aa)) a State or Territory or a State or Territory authority 
bb)) a local government authority 

with 5 or more years of continuous service, other than such an employee who is specified in another item of this list 
Person before whom a statutory declaration may be made under the law of the State or Territory in which the declaration is made  
Police officer 
Registrar, or Deputy Registrar, of a court 
Senior executive employee of a Commonwealth authority Senior executive employee of a State or Territory 
SES employee of the Commonwealth Sheriff 
Sheriff’s officer 
Teacher employed on a permanent full-time or part-time basis at a school or tertiary education institution 
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9.7 Corporate publications

Documents and guidelines

Compliance and  
Enforcement Strategy
October 2020
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Purpose and context

Purpose

This document explains how we monitor compliance 
with the Student Identifiers Act 2014 and how we 
respond to contraventions of the Act or other legislation 
such as the Privacy Act 1988 or the Criminal Code Act 
1995.

The Registrar decides what to investigate and how to 
respond. However, the Registrar is most likely to take 
action if an alleged contravention could cause harm 
or reduce public confidence in the integrity of the USI 
system. This includes:

• the creation of duplicate USIs for financial gain

• the creation of fake transcripts or extracts which, 
if relied upon, may lead to a safety issue.

Not sure how to comply?

Education or training providers 1 can visit 
Training Organisation Requirements on our website. 
Individuals can refer to the Terms and Conditions 
information on our website.

1 Education or training providers include: registered training organisations 
and higher education providers

Background

The Registrar administers the national USI initiative 
through the USI Registry System. The Registrar is 
assisted by staff in the Office of the Student Identifiers 
Registrar (OSIR).

The USI Registry System holds information about 
students currently or previously enrolled in vocational 
education or training (VET) and higher education.

The Registrar is responsible for assigning USIs, preparing 
authenticated VET transcripts, enabling students 
to set access controls and resolving problems in the 
assignment of USIs.

VET students with a USI can access, view and download 
their authenticated VET transcript via the USI Transcript 
Service. Students can give third parties online access to 
their transcript.

• The Act makes it an offence to knowingly create 
more than one USI, alter or falsify a transcript. 
Doing this could also result in a conviction under 
the Criminal Code Act.

Key terms used in this strategy

Civil penalty order Non-compliance

A financial penalty imposed by a court for 
contravening a civil penalty provision in the Act

A breach or contravention of the Act

Department Person

The Department of Education, Skills and 
Employment

An entity such as a training organisation, body 
corporate, an individual or student

Infringement Regulatory response

A financial penalty imposed by the Registrar for 
contravening a civil penalty provision in the Act

The activities that the Registrar undertakes in 
response to non-compliance with the Act

Model litigant Education Training Regulators

The obligation on the Registrar, as an Australian 
Government body, to act honestly and fairly and in 
accordance with the obligation to act as a model 
litigant under the Legal Services Directions 2017

The Australian Skills Quality Authority (ASQA), 
Tertiary Education Quality and Standards 
Agency (TEQSA), the Victorian Registration and 
Qualifications Authority (VRQA), and the Training 
Accreditation Council (TAC) (Western Australia).
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Principles of compliance and enforcement

These principles guide how the Registrar behaves:

Effective Education

The Registrar seeks to minimise the risk of 
harm, support confidence in the USI system 
and ensure the integrity of the USI.

The Registrar ensures that all users of the USI 
system know their rights and responsibilities.

Integrity Regulatory necessity

The Registrar demonstrates impartiality, 
balance and integrity.

The Registrar does not expect parties to do 
anything more than is reasonably necessary 
to comply with the Student Identifiers Act and 
protect students and the reputation of the 
education and training sector.

Accountability & transparency Fairness

The Registrar explains decisions and provide 
avenues of complaint or appeal.

The Registrar respects an individual’s legal rights 
to privacy.

Consistency Confidentiality

Similar circumstances attract the same 
response.

The Registrar respects an individual’s legal rights 
to privacy.

Proportionality

The regulatory responses reflects the 
seriousness of the conduct and the actual or 
potential harm.
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Example

Information is received from an employer about an 
individual they’ve recently interviewed in response to 
a job advertisement. The individual provided a VET 
transcript which looked to be altered. On verifying the 
course code, the employer identified that an added 
code was likely false. 

This is the second time that the Registrar has been 
made aware of this individual for the same conduct. 

On the first occasion, the Registrar took administrative 
action, discussing the concerns with the individual and 
providing them with written education material about 
the use of authenticated VET transcripts.

In this scenario, relevant considerations include:

• what actions the individual has taken to change their 
behaviour

• whether a penalty is the only action that can be 
taken to stop the behaviour the impact the conduct 
may have for the sector if the behaviour continues. 
Given that the previous response was not enough to 
stop the individual, the Registrar decides to issue an 
infringement notice.

Note: examples are provided for illustrative purposes 
only and are not indicative of how the Registrar will deal 
with individual cases.

Civil penalty order

Criminal 
proceedings

Infringement notice

Administrative action  
(request for information, warning letter,  

seeking voluntary undertakings)

Voluntary compliance  
(informal discussions, education and guidance)

The diagram below illustrates the graduation and 
escalation of actions to achieve compliance.

Figure: The Registrar’s graduated approach to 
ensuring compliance with the Act 3

3 The pyramid is based on the enforcement model developed by Ian Ayres 
and John Braithwaite, Responsive Regulation: Transcending the Deregula-
tion Debate, Oxford University Press, 1992, p.35 (as described in the ANAO 
Better Practice Guide to Administering Regulation).
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Procedurally fair

Any actions or decisions will be in line with the 
principles of administrative law decision-making. For 
example:

• procedural fairness will be given to people affected 
by decisions of the Registrar

• the Registrar will exercise discretionary powers and 
at all times act without bias

• the Registrar will be open minded in the 
consideration of evidence informing regulatory 
decisions

• the Registrar will provide clear reasons for any 
decisions made.

Collaboratively working with other regulators 
and bodies

The Registrar may work with other regulators and 
stakeholders when assessing non-compliance with the 
Act. There are a range of bodies that may have a direct 
interest in action being taken by the Registrar such as:

• the Department (fraud investigation team)

• State funding bodies (e.g. where a registered training 
organisation may be receiving funding from the 
State government)

• Education and Training Regulators

• the Office of the Australian Information 
Commissioner (OAIC)

• the police (state and federal)

• Education or training providers

Discretion will be used as to when and if a referral will be 
made. This may include:

• coordinating a joint response when the non-
compliance covers joint organisations

• referring the matter to another agency to investigate

• progressing with our own investigation into non-
compliance

• collaborating when our actions may have 
ramifications on another agency’s investigation

The Registrar will comply with the Privacy Act as well 
as the relevant provisions of the Student Identifiers 
Act and our privacy policy when referring matters and 
disclosing information to other bodies.

Types of non-compliance under 
the Act
There are three types of non-compliance under 
the Act:

• not meeting privacy requirements

• issuing qualifications and awards to a student 
without a USI

• creating duplicate USIs, altering a VET transcript or 
creating a fake VET transcript.

Different regulatory responses apply to each type of 
non-compliances.

Non-compliance with privacy requirements

Some provisions of the Privacy Act apply to USI’s:

• if an individual authorises an entity to apply for a USI 
on their behalf, the entity must destroy the personal 
information unless another law requires the entity to 
keep the information (see section 11 of the Student 
Identifiers Act)

• an entity that keeps a record of a USI must take 
reasonable steps to protect the record from 
misuse, interference, loss, unauthorised access, 
modification or disclosure (see section 16 of the 
Student Identifiers Act)

• an entity must not collect, use or disclose an 
individual’s USI unless authorised to do so by the 
Student Identifiers Act (refer section 17 of the 
Student Identifiers Act).

The Registrar may respond to breaches of sections 11, 
16 or 17 by educating or seeking informal undertakings 
to take corrective action. Breaches of these sections 
of the Act may also be dealt with by the Information 
Commissioner as an interference with an individual’s 
privacy under the Privacy Act.

If the non-compliance is likely to have caused serious 
harm, the Registrar must refer the matter to the 
Information Commissioner.

Issuing qualifications and awards where a usi 
has not been assigned

Under section 53 of the Act, a registered training 
organisation must not issue a VET qualification or 
statement of attainment to an individual without a USI 
or exemption from the Registrar.

Under section 53A of the Act, from 2023, a registered 
higher education provider must not confer a regulated 
higher education award on an individual without a USI 
or an exemption from the Registrar. 

The Registrar may take administrative action to enforce 
these provisions such as contacting the provider and 
providing guidance. The Registrar may also engage 
with the relevant Education and Training Regulator to 
determine an appropriate response.
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Duplicate USIs, altering vet transcripts 
and falsely representing documents as 
authenticated vet transcripts

It is an offence to knowingly apply for multiple USIs, 
alter authenticated VET transcripts (or extracts) or 
represent that a document is an authenticated VET 
transcript (or extract) when it is not.

Civil penalty provisions were introduced into the Act in 
May 2020. Penalties may apply where:

• an individual has been assigned a USI (which has not 
been revoked) and either applies for another USI 
or authorises an entity to make an application for 
another USI (subsection 29B[1]). 4

• a person (including an entity) applies for a USI on 
behalf of an individual but was not authorised by the 
individual to make the application by the individual 
(subsection 29B[2]).

• a person alters an authenticated VET transcript or a 
transcript extract (subsection 29C[1]). This includes 
adding courses or qualifications into the transcript 
that an individual has not studied.

• a person makes a fake document purporting to be 
an authenticated VET transcript or an extract from 
such a transcript (subsection 29C[2]).

The Registrar can respond to the above conduct with 
administrative actions or enforcing civil penalties, 
either by an infringement notice or by seeking a civil 
penalty order. The Registrar may contact or join with 
other regulatory or enforcement bodies to determine 
the most appropriate response. In serious cases, the 
Registrar may refer the matter for criminal proceedings.

4 Note that where an individual has applied for or authorised someone else 
to apply for a second USI and the Registrar has commenced civil penalty 
proceedings on the basis of non-compliance with subsection 29B(1) of the 
Act, an individual has the opportunity to contest the civil penalty order on 
the basis that the non-compliance was a result of mistake of fact.

Investigating non-compliance

Gathering information

The Registrar may receive information about potential 
non-compliances from several sources.

• information may be given to the Registrar based on 
a complaint or information provided by a range of 
persons including students, education and training 
providers and employers querying a USI or the 
integrity of a transcript.

• non-compliance may be identified by the Registrar 
through monitoring activities.

• information may be referred to the Registrar by 
another regulator or body (e.g. OAIC or an Education 
and Training Regulator).

The Registrar may seek out further information to help 
assess the non-compliance through:

• informally requesting information from the 
complainant or body that has notified the Registrar

• verifying information with other bodies (e.g. another 
regulator or a training organisation)

• informally contacting the person who is alleged to 
be non-compliant to explain the concerns of the 
Registrar and seek resolution.

Engagement

In most cases the Registrar will contact the person 
alleged to have been non-compliant. The Registrar may 
communicate using:

a phone discussion

a letter setting out the Registrar’s concerns 
and seeking further information to determine 
the appropriate regulatory response (Request 
for information letter)

a letter setting out the identified conduct 
and directing the person to stop the conduct 
(Warning letter)

a letter advising the Registrar is aware of the 
conduct, and that if the conduct continues, 
regulatory action may be taken (for example, 
an infringement notice). This letter provides 
the person with an opportunity to reply (Show 
cause letter)

The Registrar may also invite the relevant person to a 
meeting to discuss the non-compliance.
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Regulatory responses to 
non-compliance

Administrative actions

Most non-compliance may be addressed through 
administrative action including:

• raising the Registrar’s concerns with the person

• seeking their agreement to voluntarily address the 
non-compliance

• seeking their agreement to comply with the 
legislation into the future

• changing permissions to the USI Registry System

• providing education or guidance including:

 Ŧ verbal advice on the requirements under the Act

 Ŧ directing the person to information available 
online

 Ŧ written educational materials.

Revoking a USI

The Registrar has the power to revoke a USI 5 in 
circumstances such as:

• mistaken second applications

• multiple USIs intentionally created.

The Registrar will provide written notice of the decision 
to revoke a USI to:

• the individual

• their relevant education or training provider

• the Department, and

• any other entity that the Registrar considers 
appropriate in the circumstances (e.g. the 
individual’s employer).

Where the Registrar decides to revoke a USI, the 
decision can be reviewed by an application to the 
Administrative Appeals Tribunal. 6

5 Section 12, Student Identifiers Act 2014.

6 Section 13, Student Identifiers Act 2014.

Infringement notices

Infringement notices enable the Registrar to respond 
quickly to less serious non-compliance.

The Registrar may issue an infringement notice in 
response to non-compliance with one or more 
of the civil penalty provisions where the Registrar 
considers that the matter may be addressed without 
commencing civil proceedings.

The following matters will be taken into consideration 
when determining whether an infringement notice 
is the preferable method of addressing a non-
compliance:

• whether administrative action is sufficient to 
address the non-compliance

• what, if any, action was taken following the Registrar 
bringing the alleged non-compliance to the person’s 
attention

• whether an infringement notice is proportionate to 
the seriousness of the non-compliance

• whether the non-compliance was intentional or 
formed a pattern of non-compliance

• whether the infringement notice is likely to serve as a 
deterrent to future non-compliance

• whether it is viable to bring the matter before a court 
if the infringement notice is not paid.
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9.8 Pullup banner

usi.gov.au

Your lifelong 
education number

front

LiveSurface: USI: Banner 1584 (1:4 scale)
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9.9 Promotional collateral

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 46



9.10 Promotional collateral

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 47



9.11 Promotional collateral

USI UNIQUE STUDENT IDENTIFIER   |   BRAND GUIDELINES VERSION  1.0  DECEMBER  2020 P 48



© COPYRIGHT, SEPTEMBER 2020


