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Policy Context  
 

This policy relates to:  

Registration Manager  Australian Skills Quality Authority (ASQA)  

Conditions of Registration  VET Quality Framework (VQF) and National 
Vocational Education and Training Regulator Act 
2011  

Codes and Standards  Part 2 Data Provision Requirements, 7 
Requirements in relation to AVETMISS 

Legislation or other requirements  National Vocational Education and Training 
Regulator (Data Requirements) 2020 and  

2025  Standards for RTO’s   
 
Purpose 

The purpose of this policy and procedure is to ensure Ridge International College securely archive and 
manage student records to ensure compliance with regulatory requirements, safeguard confidentiality, 
and maintain record accuracy for future reference, well-structured records retention system in line with 
the Data Provision Requirements. 

   

Scope 

This policy and procedure apply to all staff that are required to manage and maintain the handling of 
records relating to a student’s enrolment, attendance, financial records, records of complaints and 
appeals, training and assessment, assessment outcomes and all personal information. 

  

Policy Statement  

Ridge International College is committed to ensure records are maintained in a safe and suitable 
condition; the following is to apply: 

 Records must be kept securely to prevent them from being accessed by any non-authorised 

personnel. 

 Records must be kept confidential to safeguard information and to protect the privacy of 

students and Australian National Academy of Education staff. 

 Records must be kept in a manner to avoid damage by fire, flood, termites, or any other pests. 

 Student results and Qualification / Statements of Attainment must be entered into and stored 

within the student management system and must be available to be retrieved at any time.  

 Electronic data must be stored for 30 years from the date student has completed their course in 

a safe from destruction by fire or flood and should take account of the risk of component failure 

of a single storage device. Electronic data is also to be backed up off site. Cloud based storage 

service providers are to have verified backup and recovery arrangements in place. 
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 State or Commonwealth funding agency requirements relating to training and assessment 

records (if applicable),  

 Compliance Standards for RTOs for RTOs, Standard 1, 2, 6, and 10, and 

 National Vocational Education and Training Regulator (Data Provision Requirements) 

Instrument 2020, Part 2 Data Provision Requirements, 7 Requirements in relation to AVETMISS 

 

Procedures 
 

Steps Person/s 

responsible 

1. Retain all evidence collected during assessment. Work submitted outside the 

SMS must also be retained and is to be gathered on a suitable electronic 

storage media such as a hard drive, or flash drive for archiving. 

Trainers are to ensure that their observations and comments recorded on 

completed assessment resources are detailed and complete.  

Students may retain a copy of any work they have produced and submitted as 

evidence toward the assessment.  

Trainers and 

Assessors 

2. Electronic Assessment Records 

At the completion of each training product, the assessor is to; 

 upload any work submitted outside the SMS into the SMS 

 clearly record the assessment result in the SMS for each 

assessment activity and the overall decision of competency for the 

unit of competency 

 Notify the Office Manager that a student has completed all 

requirements of a training product. 

Hard Copy Assessment Records 

At the completion of each training product, all student records are to be sorted 

and returned to the head office of Ridge International College.  

Records are scanned using a document scanner and uploaded to a secure 

location shared with the administration team. 

Trainers and 

Assessors 

Manager 

3. Where student has completed all units of competency, the administrative staff Manager 



                        Student Record Retention & Management Policy 
& Procedure 

 
 
 
 
 
 
 

Domestic_Student Record Retention and Management Policy & Procedure_Ridge International College_V1.0  
Australian National Academy of Education Trading as Ridge International College Provider No: 45472 

Steps Person/s 

responsible 

are to: 

 Undertake assessment of quality control on any newly received completed 

student assessment records and enter the outcome into the student 

management system. 

 Check on the student management system to ensure that all of the 

competencies have been completed, and the evidence and assessment 

records correspond with the units of competency being issued to the 

student. 

 Scan and append any hard copy records received to the relevant 

electronic file. This includes any hard copy of student work and evidence 

of assessment.  

4. Enter assessment outcomes into the student’s training plan within the student 
management system ensuring that the correct Outcome is selected, and the 

date assessed corresponds with the date the student was assessed by the 

assessor.  

It is an important requirement to ensure that the date entered the student 

management system and the date the outcome was achieved corresponds 

with the date recorded by the assessor that the assessment decision was 

made. 

Manager 

5. When the student has completed all required units of competency, 

administrative staff will update the student’s enrolment record within the 
student management system to record; 

 the completion of the student’s training and enrolment, and  
 all evidence and assessment records that correspond with the units of 

competency being issued to the student. (For hard copy records this 

may require inserting a hyperlink to scanned documents in the 

student’s electronic file) 

Manager 

6. Once a student’s record becomes inactive, the data must be transferred to a 

secure archiving system. 

Electronic records must be stored in a secure, and backed-up system to 

prevent unauthorized access, data loss, or corruption. 
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Steps Person/s 

responsible 

Hard copy records should be stored in a locked, secure, and fireproof filing 

system or off-site storage facility, with access restricted to authorised 

personnel. 

7. Plan the periodic integrity audits of student records to ensure the information 

entered the student management system is accurate.  

The manager is to determine the number of student enrolment and 

completions in the last quarter (across all courses) and calculate 10%. This 

number of student records should then be accessed from archive and should 

be based on the last students to complete their respective course.  

Manager 

8. Complete integrity audits of student records by direct comparison with the 

data entered the student’s enrolment profile within the student management 
system.  

The items to be checked on every sampled record include: 

 Student details correct 

 Course details correct 

 AVETMISS fields complete 

 Retained student record available 

 Units of competency entered correctly 

 Reported outcomes align with retained record date and decision 

 Certificate entered and issued 

 Tuition Fees reconciled 

 USI verified 

 Credit transfer evidence retained 

Manager and 

supporting staff 

9. Review the findings of the student record integrity audit and identify any 

trends to discrepancies. If there are any discrepancies, identify breakdowns 

in procedures and where improvements can be made. 

Manager 

10. Recommendations for improvement to student record retention and 

management practices are to be recorded into the Continuous Improvement 

register and submitted to the regular Management Meeting for review via the 

continuous improvement process. 

Manager 
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Steps Person/s 

responsible 

11. Student is to complete the Student Records Request Form and submit this to 

any staff member. Student Records Request Form received from student are 

to be passed to the Manager. The manager is authorised to approve and act 

on these requests. 

Student 

Any staff member 

12. Where a student is requesting printed copies of records, Ridge International 

College requires a payment of an administrative fee of $10.00. This is a one-

off admin fee that is only payable where copies are requested to be taken 

away by the student. If the student is simply requesting access to view 

records, then this incurs no cost. 

Office Manager 

and supporting 

staff 

13. Once a student has requested access to records, the Manager will organise 

for the student to attend the office where controlled access will be provided. 

With controlled access means, hardcopy records may be viewed by the 

student in the presence of a staff member.  

 

 

Students who request activity data from the Ridge International College, 

student management system can be provided this in a printed report format 

which details all activity recorded within the student’s training plan for any 
specific enrolment which includes achievement of units of competency.  

Students who request access their records are to be provided with this 

access at the earliest opportunity. Ridge International College is committed to 

maintaining a transparent and equitable training environment. 

Office Manager 

and supporting 

staff 

 


