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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards 2025 Standards for RTOs – third-party arrangements, learner 

information, fee information, complaints and appeals, recordkeeping 
and continuous improvement obligations; Compliance Requirements 
Instrument 2025 where applicable; National Code of Practice for 
Providers of Education and Training to Overseas Students 2018 – 
Standards 1, 2, 3, 6, 7, 8 and 10 where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Privacy Act 
1988; Student Identifiers Act 2014; Australian Consumer Law where 
applicable 

Related Documents Marketing Policy and Procedure; International Student Admissions 
and Enrolment Policy and Procedure; Complaints and Appeals Policy 
and Procedure; Fees, Charges and Refunds Policy and Procedure; 
Records Management Policy and Procedure; Version Control Policy 
and Procedure; Third Party Register; Written Agreement Template 

 

1. Purpose 

This policy and procedure explains how Million Brown’s College (MBC) manages agreements with other 
organisations, including third-party arrangements and any agreement with another RTO or external organisation 
that provides services on MBC’s behalf. 

Its purpose is to ensure that all such arrangements are documented, lawful, appropriately monitored and managed 
in a way that protects learners and maintains compliance. 

2. Objective 

MBC will ensure that where another organisation provides services on MBC’s behalf, the arrangement is governed 
by an appropriate written agreement entered into before the services commence. 

MBC will ensure that all agreements are scrutinised on an ongoing basis to maintain compliance with ASQA, ESOS 
and other regulatory, contractual and legislative requirements. 

MBC will maintain a register of all agreements with other organisations relevant to the delivery, recruitment, support 
or administration of MBC services. 
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3. Scope 

This policy applies to MBC management, compliance, student administration, marketing, training and assessment 
staff, and to any third party or external organisation engaged by MBC to deliver or support services. 

4. Policy Statement 

MBC acknowledges that it remains fully responsible for the quality and compliance of services delivered on its 
behalf by a third party or partner organisation. 

Any partnership or third-party arrangement must be underpinned by a clear written agreement that defines the 
roles, responsibilities and obligations of each party. 

The level of documentation and monitoring applied to an agreement will be proportionate to the complexity of the 
arrangement and the risk to learners, training and assessment quality, regulatory compliance and consumer 
protection. 

5. What is a Third-Party Arrangement 

A third-party arrangement exists where another person or organisation provides services for all or part of MBC’s 
operations on MBC’s behalf. 

This may include training, assessment, recruitment, learner support, facilities, administration, marketing-related 
activities linked to learner engagement, or other services that affect learners or regulatory compliance. 

6. What is Not Treated as a Third-Party Arrangement 

For the purpose of this policy, the definition of third party does not normally include contract arrangements with 
individual trainers and or assessors, a workplace supervisor who contributes to evidence collection or workplace 
supervision only, or government-appointed intermediaries, unless the nature of the arrangement means the person 
or organisation is delivering services on MBC’s behalf in a way that falls within the regulatory definition. 

7. Written Agreement Requirements – General 

Where a third party provides services on MBC’s behalf, the written agreement must be entered into as soon as 
reasonably practicable before the third party begins delivering those services. 

The written agreement must require the third party to cooperate with the VET Regulator during any audit of MBC’s 
operations and to provide accurate responses to requests for information relevant to the services delivered. 
The written agreement must also set out the start and end dates, business or trading names of the parties, all 
obligations of the parties concerning delivery of the services, and MBC’s entitlement to regularly monitor the quality 
of the services. 

8. Restrictions on Third Parties 

Where required by the current framework, the written agreement must prohibit the third party from using the NRT 
logo, using MBC branding except where expressly permitted and controlled by MBC, and issuing AQF certification 
documentation. 

9. Agreements for Training and Assessment Services 

Where a third party provides training and assessment services on MBC’s behalf, the written agreement should 
clearly identify delivery locations, who will provide pre-enrolment information, who will issue qualifications or 
statements of attainment, who will collect fees and enrolment information, who will provide resources, facilities and 
materials, what recordkeeping arrangements apply, what validation and assessment review arrangements apply, 
and how MBC will systematically monitor the arrangement. 

The agreement should also address obligations relating to subsidies, funding conditions or financial support where 
relevant. 
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10. Agreements for Recruitment Services 

Where a third party provides recruitment services on MBC’s behalf, the agreement should clearly identify what the 
third party can and cannot do, how marketing will be reviewed and approved, how learner information and fees will 
be handled, whether commissions or other fees apply, and how MBC will monitor the third party’s conduct. 

MBC remains responsible for ensuring that all learner information, pre-enrolment information, fee advice and 
marketing materials used by the third party are accurate, current and compliant. 

11. Recruitment Activities and Non-Recruitment Activities 

Activities that may constitute third-party recruitment include direct two-way communication with prospective 
learners intended to encourage enrolment in specific training and assessment, responding to learner enrolment 
enquiries, receiving enrolment information to pass to MBC, and receiving evidence intended to support an RPL 
enrolment decision. 
Activities involving one-way communication only, such as general advertising, mass communication where 
responses are directed back to MBC, or website advertising that directs prospective learners to MBC, may not by 
themselves constitute third-party recruitment. 

12. Learner Information and Consumer Protection 

Before enrolment, learners must be given accurate and current information regarding any third party involved in the 
delivery of training, assessment or related services, including relevant contact details where required. 
Where a third party collects fees, MBC must ensure that information regarding fees, deposits, refunds, payment 
terms and fee protection measures is clear, consistent and aligned with the written agreement and current 
regulatory requirements. 

13. ESOS and Overseas Students 

Where services are delivered to overseas students or involve CRICOS operations, MBC must ensure that third-
party arrangements also comply with relevant ESOS and National Code obligations, including requirements relating 
to marketing, learner information, written agreements, support services, course locations, study modes, attendance 
and course progress, and complaints and appeals where applicable. 

Any arrangement involving overseas students must be considered carefully before implementation to ensure that 
learners are not misled and that MBC can continue to meet its CRICOS obligations. 

14. Monitoring and Review of Third Parties 

MBC will actively monitor all third-party arrangements to ensure the quality and integrity of the services delivered 
on its behalf. 

Monitoring may include review of marketing materials, learner files, enrolment information, fee handling, training 
and assessment practice, facilities, resources, complaints, student feedback, site visits, meetings, audits and 
performance reports. 

The frequency and depth of monitoring must reflect the risk and complexity of the arrangement. 

15. Notification and Regulatory Requirements 

Where required by the current regulatory framework, MBC will notify ASQA of relevant third-party agreements 
within the required timeframe after the agreement is entered into and within the required timeframe after the 
agreement ends. 

MBC will ensure that its scope, delivery information and regulatory notifications remain accurate. 

16. Register of Agreements 

MBC will maintain a current register of agreements with other organisations and RTOs. 
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The register should identify the other party, the type of arrangement, commencement and end dates, responsible 
MBC officer, monitoring arrangements and review dates. 

17. Records Management 

Written agreements, monitoring records, reviews, correspondence, audits, complaints, corrective actions and 
termination records relating to agreements with other organisations must be retained in accordance with MBC’s 
records management requirements. 

18. Roles and Responsibilities 

CEO: approve significant third-party arrangements, manage strategic liaison with other organisations and 
regulators where required. 

RTO Manager / Compliance Manager: review agreements, maintain the register, coordinate monitoring and 
ensure regulatory obligations are met. 

Student Administration / Marketing / Training staff: comply with the approved agreement, escalate issues and 
support monitoring and recordkeeping as required. 

19. Procedure Steps 

The following procedure steps guide the development, approval, monitoring and review of agreements with other 
organisations and RTOs. 

20. Publication 

This policy will be available to students and staff through approved MBC document access points, the intranet, 
website where appropriate, or on request. 

This policy and procedure will form part of the information distributed and communicated during staff orientation. 

21. Review Processes 

This policy and procedure will be reviewed annually by the RTO Manager or authorised delegate. 

 

Step Process Responsibility Comments / Record 
1 Determine whether the proposed arrangement is a 

third-party arrangement or another form of 
agreement that affects MBC services. 

RTO Manager / 
Compliance 

Preliminary assessment 

2 Prepare or review the written agreement to ensure 
required clauses and responsibilities are included. 

RTO Manager / 
Compliance 

Draft agreement 

3 Liaise with the third party regarding terms, 
compliance obligations, monitoring and reporting 
requirements. 

CEO / RTO Manager Correspondence / 
meeting notes 

4 Approve and execute the agreement before 
services commence. 

CEO Signed agreement 

5 Notify the regulator where required by the current 
framework. 

Compliance / RTO 
Manager 

Regulatory notification 

6 Record the arrangement in the register of 
agreements. 

Compliance / 
Administration 

Agreement register 

7 Review and monitor the third-party services and 
agreement performance on an ongoing basis. 

RTO Manager / 
Compliance 

Monitoring records / 
audits 

8 Liaise with the regulator where required and 
manage any corrective action or termination 
process. 

CEO / Compliance Correspondence / 
corrective action 

 


