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STUDENT RECORDS POLICY

This policy is designed to inform students
undertaking training at First Aid Certification
and Training. This policy outlines the rights of
the students and the duties of the Staff at First
Aid Certification and Training.

FACT Policy 15



RECORD KEEPING PROCEDURES .......ciiiiiiiiiiiiii ittt sab s s ba e an e saae s
COMPLETED ASSESSIMENTS ...ttt bbb b e e e ba e aa e e st e sab e e s ba e e ba e e snn s
RESULTS OF ASSESSMENTS RECORDS. ...ttt bbb s aa e s ab s s nn s
AVETMISS REPORTING ...ttt a e s e b s e s b e e s s b b e e s s aaa e s s ab s e s s sana e
ACCESS TO RECORDS ...ttt ab e s b s ab e e s be e e ba e e aa e e s b e e s abe e s b e e e bb e e saa e e sabeesabeeeans
ACCESS TO STUDENT RECORDS .....cviiiiiiiiiiiiiii ittt s a s s aa e sba e s ba e et e e smn e e saneesabaeeans
STUDENT ACCESS TO RECORDS ...ttt s a e a s s b e e s s ba s e s s maa e s s ab s e s s sanae s
e T Y O PP
R3] =L 0L 1 I PP
CEASING OPERATIONS ...ttt s ab e s ab e s b e e s b e e e b e e e ab e e st e e st e e s ba e e ba e e snn s

Once printed this document is uncontrolled. Please ensure that you have the most current version which can be uploaded from the website.



FACT has a clearly documented quality administrative and records management system in place to secure the accuracy,
integrity, and currency of records, to keep documentation up-to-date and to secure any confidential information
obtained by FACT and committees, individuals or organisations acting on its behalf.

Datais collected and stored in accordance with the processes outlined in this document and FACT’s record management
procedures ensure timely and accurate records inform the continuous improvement processes of FACT. In addition,
these records management procedures will ensure that all documentation providing evidence of compliance to the
essential standards of registration is accurately maintained.

RECORD KEEPING PROCEDURES

Upon enrolment, student’s details will be entered into FACT’s database. This process initiates the establishment of
the student’s individual file which is then used to record all future details pertaining to the student. Documents
pertaining to students currently enrolled are stored in secure, individual student files which are managed by FACT’s
staff. The file is retained by FACT and management of the file will be in accordance with FACT’s training records

policy.

FACT will retain client records for a period of thirty (30) years. These records include:

* Records of assessment results
* Records of attainment of units of competency and qualifications

* Copies of certificates and statements of attainment
* Student enrolments
*  Fees paid and refunds given

FACT will also maintain records of staff profiles detailing qualifications and industry experience and other
documentation necessary to develop, implement and maintain FACT's standard.

COMPLETED ASSESSMENTS

Each and every assessment submitted by every student will be retained for a minimum period of six (6) months.
Individual student records will be stored in a lockable steel filing cabinet in a locked secure office area.

At the expiration of six (6) months period, the student's assessments will be scanned and stored electronically for
thirty (30) years. The electronic records are stored utilising AVETMISS® compliant software and access is restricted by

a password system.

FACT uses a Student Management System with a datacentre located in Melbourne, Victoria.

> AVETMISS — the Australian Vocational Education and Training Management Information Statistical Standard
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RESULTS OF ASSESSMENTS RECORDS

Student assessment results will be recorded electronically within the FACT database system and will be retained for
thirty (30) years. This information may be used to provide annual competency completion reports and/or AVETMISS
reports, as required and will provide sufficient information to re-issue the testamur, if required.

A copy of each testamur issued is scanned and retained in Adobe PDF format. If requested, the testamur may be re-
printed at any time within the thirty (30) year period after issue. This method ensures the original format, design,
signature, date and units of competency are re-printed accurately and with a minimum of effort and expense.

AVETMISS REPORTING

AVETMISS stands for the Australian Vocational Education and Training Management Information Statistical Standard.
It is a national data standard that ensures consistent and accurate capture and reporting of VET information about
students. The National Centre for Vocational Education Research (NCVER) is the custodian of the standard.

FACT submits AVETMISS reports to NCVER at least monthly. These reports include all student and training data
including:

* age, sex and other demographic information

* Indigenous and disability information

* geographic location

* type of provider (for example, government or private)

*  location of training delivery

* enrolments in units of competency, as part of a qualification, and modules as part of courses how it was studied

(for example, classroom, workplace or online)
* how it was funded

* the results obtained for unit/module (outcome)

This reporting is made under the authority of the Data Provision Requirements that are established by agreement of
Training Ministers across Australia under the National Vocational Education and Training Regulator Act 2011.

ACCESS TO RECORDS

FACT has implemented a record management system that ensures that all students have access to accurate
information regarding their learning in a timely fashion. To ensure this, employees are informed of their
responsibilities for record keeping and the process is monitored through the continuous improvement process and
improved where necessary. This section outlines the data management procedures that support this records
management system.
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ACCESS TO STUDENT RECORDS

Access to individual student training records will be limited to those such as:
* Trainers and assessors to access and update the records of the students whom they are working with

* Management staff as required to ensure the smooth and efficient operation of the business

e Officers of ASQA or their representatives for activities required under the standards for registered training
organisations.

FACT'’s trainers and assessors will maintain accurate and current records of each student’s progress and achievement
of competencies in the area of their study. These records will be entered on the FACT’s database system during
training and assessment or immediately at the completion of training and assessment.

As students complete each competency, the trainer or assessor will check the achievements against the relevant
qualification packaging rules and sign off successfully completed competencies. All details of full or partially
completed competencies will be recorded and stored on the student’s file.

Upon completion of all relevant competencies within a qualification, the student will be entitled to receive the full
qualification. The certificate and statement of results and/or statement of attainment will be produced and presented
to the student. An electronic copy of all signed qualifications issued will be converted to PDF format and secured in
the student’s file.

STUDENT ACCESS TO RECORDS

Students have the right to request information about or have access to their own individual records. FACT trainers
and assessors or administration staff will provide the requested information or access. Students also have the right
to request a hard copy of their own individual file that can be supplied as a printout from records retained within the
data management system. You're able to ask the FACT team members at any time for a printout of your progress.

PRIVACY

FACT considers student privacy to be of utmost importance and will practice a high standard of care and concern in
regard to maintaining student privacy in all aspects of business operations. Any persons external to the organisation
acting on behalf of FACT are made aware of the confidentiality procedures and privacy policies prior to commencing
work with FACT.

FACT will comply with all legislative requirements including the Privacy Act 1988 (Commonwealth) and the Australian
Privacy Principles (2014). www.privacy.gov.au. FACT ensures no student information is disclosed without the
student’s consent, except where required by law or in adherence to the Standards for RTOs. Student consent must
be obtained in writing from the student, unless the student is under the age of 18 years, in which case written consent
from their parent or guardian must be obtained. Consent to disclosure of information forms and/or letters will be
recorded.
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SECURITY

FACT ensures further security of records by complying with the storage requirements detailed in ASQA's General
directive: Retention requirements for completed student assessment items, 22 June 2012. This directive includes
requirements for storage including safeguards against unauthorised access, fire, flood, termites or any other pests,
and to ensure that copies of records can be produced if the originals are destroyed or inaccessible. FACT enhances its
compliance with this directive by protecting electronic files with up-to-date virus protection, firewall and spy ware
protection software.

The data management system is Cloud based and offers the security and integrity expected of a reputable Cloud
storage system. In addition, electronic records are copied to a portable hard drive, every four (4) week period. The
portable hard drive is stored off site in a fireproof secure location.

FACT software and hardcopy systems will retain student’s results for a period of no less than thirty (30) years. If
requested, enrolment information, training and assessment information or results of assessment will be provided in
electronic format wherever possible.

Paper based records will be scanned and saved in Adobe PDF format. Paper records will be securely shredded every
twelve (12) months in accordance with FACT procedures.

CEASING OPERATIONS

If FACT ceases to operate, its records will be transferred to ASQA in the appropriate format and detail as specified by
the Department at the time of ceasing RTO operations. All other records including training records, taxation records,
business and commercial records will be retained for a period of at least seven (7) years. FACT will ensure that any
confidential information acquired by the business, individuals, or committees or organisations acting on its behalf is
securely stored.
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