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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 2.2 and 2.3 

Legislation or other requirements National Vocational Education and Training 
Regulator (Data Requirements) 2020 and 
2025 Standards for RTO’s 

 
Purpose 
This policy ensures Ridge International College (RIC) provides timely, equitable, and documented 
student support and wellbeing services aligned with the RTO Standards 2025. It affirms our commitment 
to identifying individual learner needs, including wellbeing and LLND needs, and delivering appropriate 
support measures to ensure students can successfully complete their chosen training product. 
 

Scope 
This policy applies to all prospective and enrolled domestic students, as well as all staff involved in 
delivering or supporting training and assessment services.  
 

Policy Statement  
Ridge International College is committed to handling student support and wellbeing services 
confidentially, and delivering appropriate support measures to ensure students can successfully 
complete their chosen training product. 

 Provides students with reasonable access to trainers, assessors, student support officers and 
relevant staff throughout the student journey. 

 Identifies and records student support and wellbeing needs during and after enrolment. 

 Ensures appropriate training support and wellbeing services are in place and accessible. 

 Maintains timely, accurate, and confidential records of all support interventions. 

 Promotes a safe and inclusive learning environment to support positive student outcomes. 

Principles of Student Support and Wellbeing 

 Reasonable Access: Students must have timely and reasonable access to support services, 
trainers and assessors. 

 Tailored Support: Individual needs will be assessed, documented and acted upon in a timely 
and culturally responsive manner. 

 Proactive Wellbeing Management: Strategies are implemented to identify and support 
students with psychosocial, emotional, or personal wellbeing needs. 

 Confidentiality: Student information and records are handled in accordance with Privacy 
Protection Policy. 

 
 
 
 
Procedures 
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Steps Person/s 

responsible 

Identification of Student Needs  

1. Review enrolment and pre-training review documentation (including LLND 

assessment results) 

Academic 

Manager / Student 

Support Officer 

2. Conduct enrolment interview to discuss individual needs, course 

expectations and support options 

Academic 

Manager / Student 

Support Officer 

3. Refer student to the Student Support Officer where needs are identified Student Support 

Officer 

4. Record identification of support needs in Student Management System 

(SMS) 

Student Support 

Officer 

Development of Support Plan  

5. Meet with student to discuss needs and identify appropriate support services Academic 

Manager 

6. Create and document Student Support Plan (SSP) using template Academic 

Manager 

7. Share plan with student and relevant trainer/s, file in SMS Academic 

Manager 

8. Advise student of any third-party service costs (e.g. counselling) Academic 

Manager 

Implementation and Monitoring  

9. Trainers implement support strategies during delivery Trainer/ 

Assessors 

10. Schedule follow-up meetings to review student progress Trainer/ 

Assessors 
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11. Update support plan based on progress and feedback Academic 

Manager 

12. Close support plan once needs are resolved, record closure Academic 

Manager 
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