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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 

Compliance Standards for NVR Registered Training Organisations 
2025 – Part 2 Division 2.19 (Insurance); National Code of Practice for 
Providers of Education and Training to Overseas Students 2018 – 
Standard 4 (Written agreements), where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Workers’ 
compensation and workplace health and safety requirements applicable 
in the jurisdiction of operation 

Related Documents 

Risk Management Policy and Procedure; Records Management Policy 
and Procedure; Continuous Improvement Policy and Procedure; Third 
Party Arrangements documentation; Incident reporting records; 
Certificates of Currency register 
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1. Purpose 

The purpose of this policy and procedure is to ensure that MBC maintains adequate and appropriate 
insurance arrangements to support its operations, protect students, staff and stakeholders, and meet 
applicable regulatory, legal and contractual requirements. 

2. Objective 

The objective of this policy and procedure is to ensure that MBC identifies required insurance cover, 
keeps policies current throughout the period of operation, monitors renewal and adequacy of cover, and 
maintains evidence of compliance and review. 

3. Scope 

This policy and procedure applies to all MBC operations, sites, staff, contractors, students, training and 
assessment activities, work placement arrangements, events, equipment, facilities and other operational 
activities where insurance obligations may arise. 

4. Policy Statement 

•  MBC will maintain insurance arrangements appropriate to the nature and scale of its operations. 
• MBC will monitor insurance renewal dates and take reasonable steps to ensure required coverage 

does not lapse. 
• MBC will retain evidence of insurance coverage and related review activities in approved records 

locations. 
• MBC will review insurance adequacy when there are changes to operations, sites, facilities, student 

activities, staffing, third-party arrangements or risk profile. 
• Incidents or circumstances that may give rise to a claim must be reported promptly and managed in 

accordance with internal procedures and insurer requirements. 

5. General Processes 

5.1 Roles and responsibilities: The CEO / RTO Manager is responsible for oversight of required 
insurance coverage, renewal monitoring and adequacy review. 

5.2 Records and certificates: MBC will retain certificates of currency, policy schedules, payment evidence 
and renewal information in an approved file or register. 

5.3 Renewal and review: Required policies will be reviewed before renewal to confirm that coverage 
remains suitable for current and proposed business activities. 

5.4 Insurance-related events: The CEO must be informed of events that may lead to a claim, liability 
issue or insurance concern so appropriate action can be taken. 

6. Insurance Categories 

Depending on the nature of operations, MBC may hold and review insurance such as public liability, 
professional indemnity, workers compensation / workers insurance, property or contents insurance, and 
any other cover reasonably required for its operations. 
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7. Continuous Improvement 

A summary of insurance-related issues, incidents, renewals, adequacy reviews and identified 
improvements will be considered through management review and continuous improvement processes. 

8. Confidentiality and Privacy Statement 

For more information, refer to MBC’s Privacy and Confidentiality Policy. Insurance records and related 
incident information will be handled and stored in accordance with approved privacy and records 
management procedures. 

9. Publication 

This policy and procedure, once approved, will be available to relevant staff through approved document 
locations and will be provided on request where appropriate. It will also form part of staff induction and 
compliance communication processes. 

10. Review Processes 

This policy and procedure will be reviewed at least annually, or earlier where there are legislative, 
regulatory, operational or insurance-related changes requiring update. 

11. Procedure 

 

Step Procedure Details Responsibility Reference 

1 Identify required 
insurance coverage 

The CEO / RTO Manager confirms the 
categories of insurance required for MBC 
operations, taking into account delivery 
locations, facilities, work placement 
arrangements, student activities, staffing profile, 
third-party arrangements and any legal or 
contractual obligations. 

CEO / RTO Manager 
Business operations, 
legal and contractual 

requirements 

2 Maintain certificates 
and policy records 

Current insurance schedules, certificates of 
currency, policy numbers, insurer details, 
coverage limits, exclusions where relevant, 
premium/payment records and renewal dates 
are retained in the approved document location 
or register. 

CEO / Administration Insurance files / 
register 

3 Monitor renewal dates 
Renewal dates are monitored so that no 
required policy lapses. Reviews should occur 
before expiry to confirm adequacy of cover for 
the current and planned scope of operations. 

CEO / RTO Manager Renewal diary / 
register 

4 Review adequacy of 
cover 

Before each renewal, and whenever MBC 
changes sites, activities, products, student 
numbers or delivery arrangements, the CEO / 
RTO Manager reviews whether existing 

CEO / RTO Manager 
Annual review / 

operational change 
review 



Compliance Insurance Policy and Procedure Version 2.0 Review Date: 30 March 2027 4 

Step Procedure Details Responsibility Reference 

insurance remains suitable and seeks advice 
from brokers, insurers or advisers where 
needed. 

5 Report incidents or 
potential claims 

Any incident, event, complaint, injury, property 
damage or circumstance that could give rise to 
a claim must be reported promptly to the CEO 
and recorded in accordance with MBC incident 
and records procedures. 

All staff / CEO 
Incident reports / 

insurance notification 
processes 

6 
Manage policy 
changes or 
cancellations 

If an insurance policy is changed, cancelled or 
replaced, MBC will assess operational impact, 
update internal records and take any required 
action to maintain compliance before affected 
activities continue. 

CEO / RTO Manager Insurance review 
records 

7 Retain evidence of 
compliance 

Evidence of insurance coverage and related 
review actions is retained as part of MBC’s 
compliance evidence and may be reviewed 
during internal monitoring, management review 
or regulator requests. 

CEO / Administration Compliance evidence 
files 

 


