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1. Purpose

This policy and procedure explains how Million Brown’s College (MBC) creates, receives, stores, protects,
retrieves, retains, archives and disposes of records.

It is intended to ensure that MBC manages records effectively and efficiently, maintains the integrity, accuracy and
currency of training and business records, and uses authorised systems that are planned, controlled, recorded and

monitored.
2. Objective

MBC will maintain suitable and appropriate records management systems and processes.

MBC will ensure that its records management framework complies with applicable legislative, regulatory and
organisational requirements and that personnel know their responsibilities and obligations and apply them

consistently.
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3. Scope

This policy applies to all records, data and information related to MBC operations and to all staff involved in the
creation, receipt, storage, access, retention, archiving and disposal of records.

4. Terms and Definitions

ASQA refers to the Australian Skills Quality Authority, the national VET regulator and MBC's registering body.

Records management means the discipline and organisational function of managing records to meet operational,
accountability, compliance and student needs.

Business activity means all functions, processes, activities and transactions of MBC and its workers.

Documents means structured units of recorded information, published or unpublished, in hard copy or electronic
form, and managed as discrete units in information systems.

5. Policy Statement

MBC will maintain complete, accurate, current and retrievable records for training, assessment, certification,
student support, complaints, workforce management, governance and business operations.

Records must be created and stored in approved locations and protected against unauthorised access, loss,
damage, alteration or destruction.

Records must be retained for the period required by law, regulatory obligation or MBC policy.

6. General Records Management Principles

Records management supports business efficiency, accountability, regulatory compliance, evidence-based
decision-making, protection of student and stakeholder rights, preservation of organisational memory and continuity
of operations.

Records should be reliable, authentic, complete, identifiable and accessible to authorised personnel when needed.
Only authorised persons may approve, alter, archive or remove controlled records where such authority is required.

7. Types of Records Covered

Records covered by this policy include, but are not limited to, student enrolment records, attendance and course
progress records, assessment evidence and results, certification records, complaints and appeals records, critical
incident records, staff files, governance records, validation and industry engagement records, financial and
administrative records, and records relating to third-party arrangements.

8. Creation and Approval of Records

Records that require approval must be forwarded to the authorised signing or approving authority.

Where a record forms part of a controlled document system, it must also comply with MBC’s version control
requirements.

9. Review and Updating of Records

Reviews and updating of records are completed by the accountable or authorised authority.

MBC must maintain sufficient strategies and resources to systematically monitor any services delivered on its
behalf and use these to ensure that records relevant to those services remain complete and compliant.

10. Distribution and Access

Updated records and documents must be made available to relevant authorised stakeholders where access is
required for operational, compliance or support purposes.

MBC must ensure that staff and clients are informed of legislative and regulatory requirements that affect the
services delivered where those requirements relate to records, evidence or reporting.
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11. Storage and Security

Approved records are to be uploaded or stored in central authorised systems or locations such as the student
management system, LMS, approved cloud storage or secure physical files as applicable.

Records must be protected using appropriate access permissions, secure storage, backup and confidentiality
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12. Retrieval

Retrieval of records must be based on approved access permissions and records management procedures.

Records must be searchable and retrievable within a reasonable timeframe for operational use, student requests,
regulatory review, audit or investigation.

13. Retention and Archiving

Retention periods for records must comply with applicable legislative, regulatory and organisational requirements.

Superseded, inactive or completed records should be archived in approved locations so that they remain
retrievable for the required retention period.

AQF certification records and related documentation must be retained in accordance with current regulatory
requirements. Overseas student records that must be kept for at least two years after the person ceases to be an
accepted student must be retained accordingly.

14. Removal and Disposal of Records

Removal, destruction or disposal of records is limited to the accountable authority or signing off authority and must
occur only when the lawful retention period has expired and disposal is permitted.

Disposal must be secure, documented and consistent with privacy obligations.

15. Privacy and Confidentiality

Records containing personal or sensitive information must be handled in accordance with the Privacy Act 1988 and
MBC'’s Privacy and Confidentiality Policy.

Access to confidential records is limited to authorised persons and lawful purposes.

16. Roles and Responsibilities

CEO / authorised delegate: approve records management arrangements and significant record disposal
decisions.

RTO Manager / authorised officers: oversee records management systems, compliance, retrieval, archiving and
monitoring.

Staff: create and maintain accurate records, store them in approved locations and protect confidentiality and
security.

Administration / Student Services: support data entry, file management, retrieval, archiving and retention
processes.

17. Procedure Steps

The following procedure steps guide the management of records throughout their lifecycle.

18. Continuous Improvement

This procedure is designed to ensure that the needs and feedback of customers, staff, partners, industry contacts
and regulatory bodies are recognised and reflected in the regular review and improvement of records management
systems and practices.
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Management review will consider common threads relating to records management, repeat issues and any general
adverse trend that needs correcting.

19. Confidentiality and Privacy Statement

For more information, please refer to the Privacy and Confidentiality Policy.
20. Publication

This policy is available to all students and staff through approved MBC document access points and, where
appropriate, the MBC website.

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

21. Review Processes

This policy and procedure is reviewed annually by the CEO or authorised delegate.

Step Procedure Steps Responsibility Reference

1 Approval: all records requiring approval are forwarded | CEO / authorised signing | Approved workflow
to the signing off authority. authority

2 Review and updating: all reviews and updating of CEO / accountable Approved review
records are completed by the accountable authority. authority process

3 Version status: version status of records is updated CEO / document owner Version Control
according to the Version Control Policy and Policy
Procedure.

4 Distribution and access: updated records are CEO / authorised staff Access permissions

provided to relevant stakeholders where authorised
and required.

5 Identification: identify any errors, feedback, changes | CEO / authorised staff Review records
or non-compliance affecting records.
6 Storage: all approved records are uploaded to or CEO / administration Approved systems

stored in a centralised authorised location such as the
LMS, SMS or secure file system.

7 Protection: records are protected according to the All authorised staff Privacy / security
Records Management Policy and Procedure and controls
Privacy requirements.

8 Retrieval: retrieval of records is based on approved Authorised staff Retrieval procedure
access and Records Management procedures.

9 Retention: retention of records is based on legislative, | CEO / authorised staff Retention
regulatory and organisational requirements. requirements

10 Removal of records: removal or disposal of records is | CEO / authorised Disposal authority
limited to the accountable authority or signing off authority
authority.
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