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Nexus Institute of Australia (NIA)
The NIA
Nexus Institute of Australia (NIA) was founded in 2017 by people who are working in education and
Accounting sector and want to deliver a high quality of business courses to reduce the cost of training
and to improve the quality of training as a mission for education instead of making this a lucrative
business. NIA has the potential to offer a low-cost service whilst still being able to compete with
larger companies on quality. This strategy was created through local small business that required
accredited operators for the safe running of their businesses. The NIA has made a research in the
market and draws a conclusion that with steady growth and good reputation, NIA can make its place
in the market. NIA is based upon the mission of adopting fare practice to strengthen the NIA sector.
NIA is intended to be a leader in education sector by taking this as mission and responsibility towards
society.

Mission Statement
Our mission is to help business owners and individuals maximize their capacity and skills by providing
quality training. Equipping students with skills which provide pathways for students to gain
employment and pathways for students to gain employment and advance their career.
Success will be measured by:
•
•
•

Providing quality educational services to domestic Students.
Providing low-cost comprehensive education services in Australia.
Demonstrated quality – one measure of which is unqualified audits by the regulator.

Goals
•
•
•
•
•
•

To operate with integrity, honesty, and sincerity.
To deliver and assess nationally recognized & quality accredited training throughout Australia.
To use training products developed by the industry to meet industry needs.
To provide quality assessment methodology including Recognition of Prior Learning and
contextualization to the students.
To be the preferred training provider for Diploma in Business.
To partner with business associations and provide training to their members to ensure their
members are at the industry standard.
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•

•
•

To gain industry recognition for being a Registered Training Provider that seeks to deliver
qualitative and sustainable programs to improve the knowledge and skill of current level of
practitioners in becoming accredited for the modalities they practice.
To ensure that the students are learning in an open and safe environment.
Respect all staff, students, and other stakeholders.

Course Information – Diploma of Business.
BSB50215 Diploma of Business.
Course currency status: Current on www.training.gov.au
Course description:
Based on the Australian Governments job Outlook services, there is a stable growth in the
demand for management role in various industries across Australia.
This Qualification equips students with range of business skills for various job titles including
program coordinator, executive officers, and program consultants. This qualification reflects
the role of individuals with substantial experience in a range of settings who are seeking to
further develop their skills across a wide range of business functions. This qualification is
also suitable for individuals with some or no vocational experience, but who possess sound
theoretical business skills and knowledge that they would like to develop in order to create
further educational and employment opportunities.
Successful completion of this flexible qualification will provide you with high-level business
skills that will enhance your career and expand potential professional and educational
pathways.
Duration:
The duration of this qualification is 10 hours per week of face-to-face learning plus a further 14 hours per week of selfstudy/home-study over 52 academic weeks.

Training Pathway
After achieving this qualification, Students may undertake qualifications at Advanced Diploma level or
above.
Employment Pathway
Diploma graduates, with industry experience typically work as:
•
•
•

Executive officer
Program consultant
Program coordinator
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Course Structure
Week

Unit Code

Unit Name

Week
Assessment’s
Due

Week 1-6

BSBADM502

Manage Meeting

Week 6

Week 7-12

BSBHRM506

Manage recruitment, selection and induction
processes

Week 12

Week 13-18

BSBHRM513

Manage workforce planning

Week 18

Week 19-26

BSBADM506

Manage business document design and
development

Week 26

Week 27-32 BSBADM504

Plan and implement and administrative systems Week 32

Week 33-38 BSBRSK501

Manage Risk

Week 38

Week 39-44

BSBMGT403

Implement continuous improvement

Week 44

Week 45-52

BSBPMG522

Undertake project work

Week 52

Fee information
Application fee/Administration: $250 (payable on submission of Application form one off charge only)
Tuition fee: $5250
Materials fee: $500 (payable during induction)
Total Course Fee: $ 6000 only
Total Tuition fee payment Schedule
$ 6000 paid in 6 instalments, first instalment 1000 must be paid prior to commencement of the
course. Rest 5 instalment of $ 1000 must be paid every month.
* NIA would accept payment of no more than $ 1000 from each individual student prior to the
commencement or in advance at any given time.

Access and Equity Policy
Information is available from the related Acts below,
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Commonwealth legislation (information may not be limited only to this legislation)
•
•
•
•
•
•

Disability Discrimination Act 1992
Australian Human Rights Commission Act 1986
Age Discrimination Act 2004
Racial Discrimination Act 1975
Sex Discrimination Act 1984
Charter of Human Rights and Responsibilities Act 2006 (Victoria) and

• Equal Opportunity Act 2010 (Victoria) and
• Crimes Amendment (Bullying) Bill 2011(Victoria) known as Brodie’s Law.
Purpose
The purpose of this Access and Equity Policy is to provide a set of principles which underpin the
provision of education services by and a learning environment which is free from discrimination,
harassment, and victimization.
Policy
The NIA is committed to developing policies and practices that eliminate discrimination and
harassment in its education, training, and development programs, and in the provision of its
services.
The NIA ensures that all reasonable steps have been taken to prevent discrimination and harassment
from occurring in the training environment.
The NIA aims to provide learning programs and pathways where program design, course content,
training facilities and all aspects of the training and assessment process are available in a way that
allows equality of educational opportunity to all Students.
Exclusion under the enrolment policy from a particular course/ service will be justified and not seen
as in equitable if:
• It is based on a genuine occupational qualification that requires a specific ability that the
student may not have.
• Where a person has a criminal history, which impacts on the requirements of the course/
Service being provided.
Student access to records held in relation to the person may be accessed in accordance the policy set
out in the Records Management Policy.
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All Students have the right to object to discrimination and harassment in any form, and to complain
when such discrimination takes place as per the compliance and appeals policy. This will not limit a
candidate to take any legal action under Australian law.

Student Code of Conduct
This outlines the expected standard of behaviour for NIA’s students. In general, it is expected that as
a student you will:
•
•
•
•
•
•
•

•

be responsible for your study program.
treat staff and fellow students courteously and with consideration at all times.
maintain a reasonable standard of grooming, including appropriate standards of hygiene and
clothing.
take reasonable care of NIA’s property, equipment, and facilities.
not become involved in or encourage discrimination against or harassment or bullying of NIA
staff, consultants, contractors, and volunteers, any members of the public or other students
maintain fee payments as set out in the payment schedule.
act ethically and honestly in the preparation, conduct, submission, and publication of
course work, and during all forms of assessment, including formal examinations and
informal tests.
avoid any activity or behaviour that would unfairly advantage or disadvantage another
student’s course of study.

Alcohol and drugs on NIA’s premises
Students are not allowed on NIA’s premises or to use its facilities whilst adversely affected by alcohol
or other drugs. The possession uses or sale of illicit substances on NIA’s premises is forbidden.
NO Smoking on NIA’s premises
Smoking is forbidden throughout NIA’s premises and facilities, including all outdoor areas and taking
in the areas immediately outside entrances to NIA’s buildings.
Eating and drinking on NIA’s premises
Eating is not permitted in classrooms but should be undertaken in the room provided.
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Work Health and Safety
The NIA is committed to promoting a safe and healthy work and study environment and recognizes
its obligation under the Occupational Safety and Health Act 1984 (OS&H Act) to, so far as practicable,
provide and maintain a working environment where its employees and students are not exposed to
hazards.
Please help us to keep everyone safe by acting responsibly and if you become aware of an issue be it
behaviour related or as a result of a problem with any aspect of the facility that you immediately
notify the Administrative staff of NIA for early rectification.
Conduct dangerous to others
Conduct, which constitutes a danger to anyone’s health, safety or personal well-being, will not be
tolerated. It includes physical abuse, threatening behaviour, harassment, discrimination, possession
of dangerous weapons, or the creation of a condition that endangers or threatens the health, safety
or well-being of self or others.

Unacceptable behaviour
Conduct which disrupts staff and hinders them from delivering education and training programs and
services or other services in an orderly manner will not be allowed. This applies not only in
classrooms, but in all parts of NIA and on work placements. Any individual or group behaviour, which
is abusive, indecent, violent, excessively noisy, disorderly, dangerous, and offensive or which
unreasonably disturbs other groups or individuals is prohibited and the offenders will be asked to
leave. Repeat offenders may have their enrolment cancelled and their fees forfeited.
Misuse of NIA property
Any act of misuse, vandalism, theft, malicious or unwarranted damage or destruction, defacing
(including graffiti), disfiguring, or unsafe or unauthorized use of property if forbidden. Offenders may
be removed from campus or workplace training and may have their enrolment cancelled and their
fees forfeited. In addition, they may become liable for the restitution costs.
Academic misconduct
Academic misconduct includes:
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•
•
•

Regular lateness in attending classes and lateness in submitting assignments and assessable
work.
Failure to attend classes or other contact sessions and failure to submit assessable work
according to deadlines.
Using mobile phones or other electronic devices in classrooms. Mobile phones must be
turned off before entering classrooms. iPod or similar devices, and earphones are not
allowed to be used in class, other than by students with hearing impairment.

Cheating & Plagiarism
Cheating means gaining an unfair advantage in an assessment by deception, or breach of the rules
governing the assessment.
The term plagiarism refers to taking and using another person's ideas, writing or inventions as your
own and failing to acknowledge the source and is not acceptable.
Both Cheating and Plagiarism are unacceptable. If either is confirmed, those involved will
automatically be assesses as “Not Yet Competent”. Further they will lose their right to be reassessed. To sit the assessment again the individual will have to re-enrol in the unit in question and
pay the appropriate re-enrolment fee.

Sanctions
There are a number of sanctions (penalties) that can be imposed on people who breach the code of
conduct including fines, suspension, expulsion or other exclusions, and withholding results.
You should appreciate that serious offences such as assault, theft, wilful damage and unlawful
activities are highly likely to attract a suspension or even expulsion.
For a serious offence, suspension may be applied immediately, obviously impacting on your ability to
continue or complete your studies.
For minor breaches of the code of conduct you will receive a warning asking you to rectify your
behaviour. This may be a verbal reminder of the expected behaviour or an official written warning.
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Sanctions may be applied, including suspension, for consistent minor breaches of the code of
conduct.
You should be aware that external authorities, such as the police, may be involved, in addition to any
action taken under the “managing misconduct” below, where a student’s conduct breaks the law.
Further assistance
If you have concerns about any aspect of our service, or suggestions about improving services, we
want to know about them. You can bring your concerns or your suggestions to the attention of
relevant staff by completing a complaint and suggestion form at Student Services at the Campus.
We are here to help you and further your training and aim to help you reach your goals, please do
not hesitate to ask for help and we will make all reasonable efforts to accommodate your request.
Managing Misconduct Process
If a student or group of students is identified as breaching the code above, then they may be liable to
one of the actions below. The level of severity of the misconduct will identify which is to be chosen:
•
•
•

Request to stop the behaviour with an explanation as to why it is inappropriate
Order to stop with the threat of removal from the class, the group activity, or in extreme case
immediate removal from the campus/class
Call to the police for illegal activities

The immediate decision will be made by the Trainer/Assessor or other staff member. Where there is
a threat of danger to the individual then help should be enlisted.
As soon as the situation allows, the person carrying out the action will report the action verbally to
the Trainer. The Trainer may escalate the issue as appropriate.
Following verbal reporting, a full written report must be made and placed on the student file. Where
appropriate statements from interested parties and or observers should be collected.
The student must be notified in writing within 3 working days of the incident, why the sanction has
been applied (and for how long) and also their right to appeal the decision following the Complaints
and Appeals policy.
Where students are convicted of an offence in a court of law, NIA reserves the right to cancel the
student’s enrolment with no refunds being available.
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Student Application, Selection Enrolment, and Induction Policy
Purpose
This policy is to set out the student selection and enrolment requirements for the students applying
to undertake a nationally recognized course.
Scope
This policy applies to all prospective students.

Objective
The policy ensures that students entering a nationally recognized course have an adequate
knowledge and skills to successfully undertake the course and making sure that the admission criteria
does not present any unreasonable barriers to undertake the course.
Policy Details
Persons seeking to enrol with NIA are assessed and admitted using fair, equitable and transparent
procedures on the basis of clearly defined, consistent and equitable criteria.
NIA provides an opportunity for every prospective student to apply for recognition for prior learning
or current competence or credit transfer in a course, based on the skills and knowledge gained
through prior work, life experiences and education & training.

Process and Procedure
Selection Criteria for NIA
Note: These are the minimum requirements for all students. Specific course requirement may apply,
and these will be documented in the Training and Assessment Strategy for that course.
•
•
•

Are at least 18 years old.
Should do Pre- Training Interview (PTR).
Should pass LLN Test.
There are no pre-requisites or co-requisites for this qualification.
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Enquiry
The prospective student makes an enquiry directly to NIA or through one of the NIA’s nominated
representatives. NIA or the representative provides the prospectus to the prospective student which
contains:
•

Detailed and up to date information on the course of interest, including course content,
duration of study, commencement dates, indicative total fees and qualification awarded upon
successful completion.

•

Requirements for acceptance into a course including the minimum level of English language
proficiency.

•

Full details of the fees, refunds and complaint processes.

Application
Student will complete the application form and submit to the Admissions Officer. Student should
submit the original or certified documents of relevant academic qualifications. Admissions Officer or
the representative will make a copy of all the documents and give the original back to the student. All
the photocopies taken of originals should be signed by the Admissions Officer or by the
representative with a date confirming it is a copy of the original.
Where the Training and Assessment Strategy requires it, additional evidence may be requested, and
this must be reviewed as part of the assessment of eligibility prior to the letter of offer being issued.

Confirmation of Enrolment
NIA will confirm the enrolment and issue a Confirmation of Enrolment to the prospective student
when all the following conditions have been met:
•

The prospective student has provided the necessary evidence and fulfilled the enrolment
requirements.

•

The prospective student has paid the minimum course fee as mentioned above in the fee
section.
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Note, the student must be given a 10-working day cooling off period when they can opt to cancel (if
they have not already started) and they will receive a full refund of ALL fees paid.

Induction
Trainers will be required to conduct a student induction to ensure that the students get familiar with
the premises. The induction program is designed to introduce students to the key personnel and
familiarize them with the trainers and procedures as well as to welcome them.
Topics covered at the induction include, but are not limited to:
•

student support services

•

emergency and health services

•

student security and safety

•

facilities and resources

•

complaints and appeals processes.

•

Student’s fees and payments

•

RPL options specific to the course

•

Introduction to NIA’s staff and their responsibilities

Student Identifier
NIA will request the Student Identifier from an applicant on their application form. Where a student
does not provide that information, they will be requested at enrolment to sign up and get the
Identifier. Where a student is unable to apply then exceptionally NIA will apply on behalf of the
student, but to do so they will have to complete a request form that contains the relevant privacy
clauses available on the USI website.
The student will be reminded that without a Student Identifier then on completion (or earlier leaving)
of the course, the student will be ineligible to receive a Certificate or Statement of Attainment.
Any evidence of identity collected for this purpose will be destroyed once a USI has been obtained
unless it is specifically required for another purpose.
Student Identifier Verification
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Where a student has provided a Student Identifier, NIA (via its SMS) will verify the Identifier is
correct. If so, it will be flagged as Verified, NIA’s staff will record and sign on enrolment form. On
completion or withdrawal, a student will (assuming all other criteria are met) be eligible to receive a
Certificate or Statement of Attainment.
If the verification fails, NIA will investigate (with the assistance of the student) to discover why. Once
issue is identified and corrected verification is repeated. The most common cause is that the spellings
of names do not match those on the student identification material used at initial registration.
In accordance with section 11 of the Student Identifiers Act 2014 , NIA will securely destroy personal
information which is collected from the student for the purpose of applying for a USI on your behalf
as soon as practicable after the USI application has been made or the information is no longer
needed for that purpose, unless NIA is required under any law to retain it.
The personal information that NIA provides to the Registrar, including your identity information, is
protected by the Privacy Act 1988 (Privacy Act). The collection use and disclosure of your USI is
protected by the SI Act.
Roles and Responsibilities
•

CEO and Training Manager is responsible for the selection criteria and approving the student
enrolment.

•

Admission Officer is responsible for managing the enrolment process.

•

Student Administration Manager or Trainer is responsible for managing the induction.

Support Services
NIA provides support services depending on the needs of the students and capacity to provide these
services. Information is provided to students about available support services and any external
support arrangements through the Website and the Student Handbook.
NIA liaises with student, trainers and assessors, to ensure that the type of intervention chosen is
appropriate for the student and the training and assessment program. NIA monitors the delivery of
support services and identifies improvements.
NIA provides resources and support to help students make the most of their time from the moment
they accept an offer till they graduate. NIA regularly consults with students to gather feedback on
their experience at NIA and continually strive to develop and improve our services. The result is a
supportive and safe environment that plays a crucial role in ensuring that every student is able to
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perform at their best.
NIA offers the following student support services.
• Student Support Officer(s): They will generally be the first person(s), students turn to when they
have a question or problem. Normally it will be Trainers/Teachers or Student Support Services
officers or Training Manager.
• Learning Support Services: The support services include professional and qualified counsellors on
request, English language support on request if unable to cope with the course work. Student
support officers, Training Manager.
•
Induction: Induction conducted by NIA for all students on commencement at delivery site is an
important part of our support services. At this meeting we provide information on all aspects of NIA’s
operation and culture and make them aware of the supportive services that can be provided by them.
•

Counselling

Staff members at NIA are available to help you out with academic or personal problems. Professional
counselling can be arranged by appointment when required.

• At the induction students are informed of the Student Support Services and NIA policies and
procedures and other information that is useful for their safe and enjoyable experience whilst
studying at NIA.
• The information provided that is specifically focussed on student support includes but is not
limited to:
- Website material (proposed)
- Student handbooks
- Student agreements
- Codes of conduct
All of the above services can be accessed by either:
• A student requesting access (either via their trainer or via reception) or may be instigated by an
event that may show a student may be at risk – this could be academic results not meeting
expectations, or
• A member of staff become aware (and notifying the support officer) that there may be issues
affecting the student’s progress, personal welfare or family or other issue.
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Follow Up Support
Student is invited to give feedback on the quality of services provided and raise any concern that
might affect them meeting their needs.
This can be provided as informal feedback (e.g. face to face discussion with trainer), to formal
feedback through Student Questionnaire and the Quality Indicators Learners Questionnaire.
The output of this process is used to either directly address a concern for an individual student and
also to feed into the NIA Continuous Improvement process for systemic issues to be addressed and
improved.
Notice of Changes
If there is any change to agreed services, including:
•

any third-party arrangements.

•

change in ownership.

Then NIA will notify the student in writing of any such change as soon as practicable but in any
event within 10 working days either in writing or via email to the students last registered contact
details.

Recognition of Prior Learning, Current Competency and Credit Transfer Policy
Purpose
To ensure that students are advised of and have access to undertake alternative recognition
pathways for the completion of Qualification(s), where it recognises the skills & knowledge gained
through prior work & life experiences and or previous study outcomes based on education & training.
Scope
This policy applies to all students who want to apply for prior learning to be recognised or to gain
credit for previous study - Credit Transfer (CT) or RPL
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Objective
To ensure students have the opportunity to gain maximum recognition for prior learning or credit
transfer in a course, based on the skills and knowledge gained through prior work, life experiences
and education & training.

Recognition of AQF Qualifications
Students who have completed identical units from their course at other training organisation will be
given recognition/ credit on presentation of a verified transcript, Award or Statement of Attainment.
Application for credit transfer must be lodged in writing.

Recognition of Prior Learning (RPL)
Students who believe they already have some of the competencies in the course they wish to study
may apply for Recognition of Prior Learning (RPL). An essential requirement of RPL is proof of
competency. This may involve providing copies of your resume and/or work performance appraisals,
job position descriptions, and any certificates of informal or formal training. You may be asked for
contact details of people who can vouch for your skill level: supervisors from current or previous workplaces or
clients. Examples of other useful records include letters from employers and records of your professional
development sessions.
To apply for RPL, obtain an application form from administration.

Process and Procedure
RPL and Credit Transfer arrangements are expected to be:
•

offered at the time of enrolment, conducted in a timely manner that may minimise the course
duration to the student.

•

fair, valid, reliable and flexible, ensuring that there is no conflict of interest and that in all
cases an unbiased assessment is made.

•

based on evidence that is current, authentic, reliable, valid, and sufficient

RPL may be granted for one or more units up to 100% of a Qualification.
100% Credit Transfer in a Qualification is only available to students who have studied or been
assessed in at least one unit of the Qualification with NIA. If the unit is not exactly the same code and
name, then it must be mapped to ensure equivalency. If not equivalent, then the unit presented may
be used as partial evidence towards RPL.
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Responsibility
Training Manager is responsible for providing accurate and timely information on the RPL and Credit
Transfer process and for ensuring that adequate opportunity and support is provided to Students.
The Training Manager will ensure that each qualification on scope has an “RPL Kit” available. This will
be provided to the student to enable data collection for submission to a suitably qualified assessor
who will review the evidence in line with the training package requirements.
Assessors are responsible for administering/facilitating the RPL process:
•

By providing correct advice to students on RPL

•

Communicating assessment requirements

•

Implementing the RPL process and assessing in a fair and equitable manner

•

Conducting assessments, recording results, and communicating the outcomes to students

Complaints and Appeals Policy
Purpose
This policy outlines NIA’s approach to managing complaints and appeals and ensures that all students
are aware of the steps to take to have their dissatisfaction addressed appropriately. It provides an
avenue for all complaints to be addressed in a fair, efficient and confidential manner.
Scope
This policy applies to all students.
Objective
NIA should effectively
•

Manage and respond to allegations involving the conduct of:
o NIA, its trainers, assessors, or other staff
o a learner of the NIA

•

Manage requests for a review of decisions, including assessment decisions, made by NIA
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Policy Details
NIA should
•

ensure the principles of natural justice and procedural fairness are adopted at every stage of the
complaint and appeal process.

•

ensure the policy are publicly available.

•

set out the procedure for making a complaint or requesting an appeal.

•

ensure complaints and requests for an appeal are acknowledged in writing and finalised as soon
as practicable.

•

make every effort to reach a determination and communicate it to the student as soon as
possible and anyway within 60 days of the formal complaint/appeal being received. Where there
are circumstances that prevent this, NIA will notify the student in writing of this fact and give
reasons why together with a planned date of completion.

•

ensure that the decision maker is independent of the decision being reviewed.

•

provide for review by an appropriate party independent of the NIA and the complainant or
appellant, at the request of the individual making the complaint or appeal, if the processes fail to
resolve the complaint or appeal.

•

securely maintains records of all complaints and appeals and their outcomes, and

•

identify potential causes of complaints and appeals and takes appropriate corrective action to
eliminate or mitigate the likelihood of reoccurrence.

Principles of Natural Justice
This policy and procedures are designed to support the student’s right to natural justice. For the
avoidance of doubt, these principles will override any others that may be proscribed below.
NIA will:
o Keep all parties involved in any allegations fully informed of the issues, the case and any
facts that may pertain to that party.
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o Provide those involved an opportunity to present their side of the matter so that an
informed decision based on the facts can be made.
o Operate in a fair and unbiased way.
If you have been suspended or excluded
It is normal policy whilst a student is going through any formal complaint or appeal process that the
student remains enrolled at NIA and continue their studies and assessments in the normal way.
However, if the complaint or appeal relates to the student being suspended or excluded as a result of
a breach of the Student Code of Conduct, then that suspension or exclusion shall continue until either
it has expired, or the result of the complaint or appeal is decided in the students’ favour.

Student Legal rights

Nothing in this or any other policy removes the student’s right to get legal advice and to instigate
legal action against NIA or others if they so choose.
Process and Procedure
NIA strives to provide a quality service in a safe and secure environment. In the first instance it is
better (subject to the circumstances) for the issue to be resolved at the time in a discussion with the
relevant parties. Where this is not possible, or there is no resolution then this formal process is in
place to expedite the resolution of the compliant or appeal.
The steps (in order of escalation) are:
•

Informal Resolution

•

Formal Resolution
o A complaint: allegations involving the conduct of:
▪

NIA, its trainers, assessors or other staff

▪

Students of NIA

o Internal Appeal:
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▪

Academic Appeal: Refers to students appealing an academic matter, which may
include, and it is not restricted to course progress, assessment outcomes, training
delivery.

▪

Non-Academic Appeal: refers to an appeal against any other decision made by NIA,
or against the determination of a complaint.

o External Appeal: This refers to the matter being referred to an external body for
mediation.
Students are advised that they should exhaust the internal process before resorting to an external
appeal.
Informal Resolution
Whilst this is not a formal step in the process, students are encouraged to resolve the concern or
difficulty directly with the staff member(s) and/or student(s) concerned. Any parties who have a
complaint in the first instance are encouraged to approach the respondent with the object of
informal resolution. However, it is recognized that this is not always appropriate, e.g. in cases of
sexual harassment. If the complaint is not able to be resolved at this stage, the individual with the
complaint has the right to consult, in confidence, any one of the following persons.
•

Training Manager

•

CEO

The student involved in an Informal resolution of a complaint will try to resolve the matter via
discussion, negotiation, and agreements. This is not a compulsory step.
If the complaint is not able to be resolved informally, then the student should lodge a formal
complaint.

Formal Compliant
Where a complaint cannot be resolved informally, the student may submit a formal complaint to the
Student Administration by submitting a completed Complaints and Appeals Form that will include a
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description of the matter, who is involved in it, and any other appropriate. The receipt of the
complaint will be acknowledged in writing either by letter or via email to the addresses last
registered by the student with NIA.
The Student Administration Manager for No academic matters and the Academic Coordinator for
academic Matters will review the complaint. If the review is not favoured to the complainant, a
meeting will be arranged consisting of Student Administration Manager or Academic Coordinator and
a staff member to facilitate determination of a resolution within 14 days of receipt of the complaint.
Where this is not achievable an update will be sent to the complainant with reasons for the delay and
planned timetable for resolution. The student may be accompanied and assisted by a support person
at any relevant meetings. The information provided by the student will be taken into account in along
with any other information or evidence received.
Once a determination has been made, the student will be given a written statement of the outcomes,
including reasons for the decision within 3 working days of the decision being made. If the student is
not happy with the decision, he will be given the opportunity to appeal against the decision within 7
working days of the receipt.
Internal Appeal
Student should appeal against the decision they believe is not fair within 7 days of either:
•

A compliant written determination being received; or

•

An academic decision being made that a student does not agree with.

To lodge an appeal the student must complete an ‘Appeal Form’ stating as to why the original
decision was in their view, ‘unjust’ to the student administration.
The Student Administration Manager will forward the ‘Appeal Form’ to the CEO, who will undertake a
review, and may at his discretion call for input from any, or all interested parties. If the CEO’s review
is not favoured to the appellant, a meeting will be arranged consisting of Chief executive officer,
Training Manager, Student Administration Manager, a staff member, complainant to facilitate
determination of a resolution within 14 days of receipt of the appeal. Where this is not achievable an
update must be sent to the appellant with reasons for the delay and planned timetable for
resolution. The appellant may elect to bring a third party to help them present their case as to why
they believe the original decision was unjust.
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Once a determination has been made the student will be given a written statement of the outcomes,
including reasons for the decision within 3 working days of the decision being made. If the student is
not happy with the decision, he will be given the opportunity to lodge an external appeal against the
decision within 7 days of the receipt.
External Appeal
In the unlikely event of a student still being unhappy with the outcome then they may submit the
complaint and / or the internal appeal to external mediation.
If a student has been through the internal process prior to seeking mediation, then NIA agrees to pay
50% of the mediation costs to initiate the process. Where the student elects to not follow this
procedure, then they are liable for all the mediation costs.
If the mediator finds against NIA, then NIA will reimburse the student for these mediation costs.
Record Keeping
NIA will securely maintain records of all complaints and appeals and their outcomes in line with the
Records Management Policy
Identify Causes
NIA will use the results of all complaints and appeals as inputs into its continuous improvement
process to:
•

Identify potential causes of complaints and appeals and takes appropriate corrective action to
eliminate or mitigate the likelihood of reoccurrence.

•

Review against other complaints and appeals (if any) in an effort to identify underlying
systemic issues and if identified put together an improvement plan.

Roles and Responsibilities
Training Manager is responsible.

Fee and Refund Policy
Purpose
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NIA ensures that all applicants and students are fully aware of the fees and charges associated with
the enrolment in a course. This policy also provides the guidelines for eligibility and assessment of
refunds to the students.
Scope
•

This policy applies to all current and prospective students.

Objective
To ensure the protection of all fees and aim to provide clear and accessible information to students
about fees, charges and refund guidelines prior to and throughout their enrolment and/or other
involvement with NIA.

Policy Details
Students seeking to enrol in a course with NIA are clearly advised of all fees and charges associated
with the course, including the tuition fees, administration fees, materials fees, any other charges and
conditions of refunds.
Process and Procedure
Fees and Charges
Students seeking to enrol in a course with NIA are advised of all fees and charges associated with a
course, including tuition fees, administration fees, materials fees and any other charges on the
marketing materials such as NIA’s website, Course Flyer and Prospectuses.
The following fee information will be provided on the website, in any prospectus and in the Letter of
Offer and Acceptance of Agreement to each student.
•

The total amount of all required fees including application fees, tuition fees, administration
fees, materials fees and any other charges that a student may incur dependent upon the
situation (e.g. re-assessment fees, late payment fees).
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•

Payment terms, including the timing and amount of fees to be paid and any non-refundable
deposit and administration fees.

•

Any fees and charges for additional services.

Fees in Advance
•

NIA collects fees in advance for services not yet provided to students at various intervals
throughout the course in accordance with the payment schedule integrated with the Letter of
Offer.

•

NIA will accept payment of no more than $1,000 from each individual student prior to
commencement of the course. Following course commencement, NIA may require payment of
additional fees in advance from the student but only such that at any given time, the total
amount required to be paid which is attributable to tuition or other services yet to be delivered to
the student does not exceed $1,000.

Terms of Payment
•

Fees are to be paid as per the payment schedule integrated with the Letter of Offer.

•

Students must ensure their scheduled fees are paid in full by the due date otherwise their
enrolment may be cancelled.

•

If the students find difficulties to pay the fees by the due date, they should seek a payment plan
or payment extension by contacting the Student Administration Manager before the due date.
Failure to do so will incur late payment fee as per the fee schedule.

•

Where a student is more than seven (7) days overdue with payments, NIA reserves the right to
suspend training services until payment is made to bring the fees up to date.

•

Reinitiating a suspended training service will incur administrative fees as per the fee schedule.

•

For long-term outstanding amounts (more than 28 days), NIA utilises the services of a debt
recovery agency to ensure the collection of all the dues.

Refund
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The refund will be processed according to the following guidelines.
Fees paid including application fees will be refunded in full where:
•

the course does not start on the starting date as per confirmation of Enrolment; or

•

a student cannot commence the course because of severe illness or a disability; or

•

there is death of a close family member of the student (parent, sibling, spouse, or child); or

•

At the discretion of the CEO, when other special or extenuating circumstances have prevented
the student from commencing their studies including political, civil, or natural events.

Fees paid except the application fees will be refunded where:
•

The written notice of withdrawal is received from a student more than 10 day prior to the
course commencement.

Fees paid except application fee and administration fee will be refunded where:
•

The written notice of withdrawal is received from a student less than 10 day prior to the
course commencement.

Unspent fees (fees in advance) will be refunded where:
•

The course ceases to be provided or a sanction has been imposed on the provider at any time
after it commences but before it is completed.

•

If there is no written refund agreement with the student and the student withdraws from the
course.

Student is not eligible for a refund where the:
•

Student does not commence the course as per the agreed commencement date; or

•

Student withdraws from the course after the course commencement; or

•

If students defer course commencement date and then apply for a refund; or

•

NIA terminates the student’s enrolment due to student’s misbehaviour or failure to comply
with NIA policies, including repeated Plagiarism or Cheating as per the Assessment Policy.
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If a student claim refund for the reason other than above circumstances identified, it will be decided
in a fair and ethical manner at the discretion of the CEO.
Payment of refunds
To apply for a refund Students must complete the Refund Application Form and attach any evidence
or documentation relevant to the Refund Application. Students must submit the Refund Application
to Student Administration.
Students will be notified of the outcome of their Refund Application in writing within 10 working days
of the receipt of the Refund Application Form.
Where a student does not agree with the refund decision, student may access NIA’s Complaints and
Appeals process within five (5) working days.
Refunds will be processed within 14 days from the decision made date if eligible. Refunds will be paid
in Australian dollars to the person who made the original payment. Then the student’s enrolment will
be cancelled, and NIA will notify the student.
Instead of refunding the fees, NIA may offer the student a place in an alternative course or part of a
course with another provider as an alternative and the student can decide whether to accept this
offer or not. If student agrees to accept the arrangement, NIA will not be liable to refund the money
owed for the original enrolment.
Roles and Responsibilities
Student Administration Manager is responsible.

Assessment Policy
Purpose
This policy establishes how assessment, re-assessment, re-conduct of assessment and re-enrolment
are planned and conducted.
Scope
This policy applies to all students and academic staff.
Objective
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To ensure the assessments are conducted in a fair, valid, reliable and flexible manner. Students who
are assessed as not yet competent (NYC), given enough opportunities to identify the reasons being
assessed as NYC and provide a systematic process that ensures competence is assessed through a fair
due process and is treated as part of the learning process.

Policy Details
NIA’s approach to Assessment is seen as holistic encompassing a number of policies and associated
procedures encompassing the different assessment types and assessment tools, conduct of
assessment, the students’ completed work.
The system also includes variations including re-assessment, reasonable adjustment and the
students’ rights to appeal the assessment determination made.
The conduct of all assessments is to be conducted (and the associated tools developed) to ensure
that assessments follow the Principles of Assessment and Rules of Evidence.
Assessment types
The assessment approach for a particular qualification on scope and the Units of Competency that
form part of it are defined in the overall Training and Assessment Strategy for each qualification on
scope of registration. (See section “Training and Assessment”)
Assessments are of two basic types:
•

Formative assessment activities that happen during the training program, to reinforce
learning and to identify how well students are learning and retaining information and skills
providing information that is used to modify their training if necessary. The results of the
activities do NOT count toward the student's final results.

•

Summative assessment activities happen during and at the end of the training program, to
assess the student's competence against the requirements of the units of competency. There
will usually be several summative assessment activities for each unit of competency. The
assessor's judgement that the student is competent or not yet competent counts toward
their final results.

Methods of Assessment
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Based on the requirements of the individual Unit of Competency, each training instrument is devised
to test a part or all of the requirements of that unit. Thus, to be assessed as Competent, a student
may have to show satisfactory knowledge and or skills in more than one assessment instrument.
Only when all assessments are satisfactorily completed can a student be judged as competent.
There are a number of different methods of assessment based on the Unit of Competency. Typical
among them are:
•
•
•
•

Written Assessment
Group Based activity – again of various forms
Project work – individually or collectively
Role Plays and Scenarios

Each method of assessment needs an assessor to judge a student’s competency in a professional
consistent manner.
Assessment tools
The assessment tools comprise:
•

Student assessment tools
o Instructions to students including how the assessment will be assessed.
o Task or activities to be undertaken.

•

Assessor’s tools
o Advice and guidance on how to conduct the assessment
o Copy of instructions for students
o Copy of assessment tools with model answers
o Mapping document showing how the collection of assessment instruments cover the
requirements of assessment from the Unit of Competency in the Training Package

Assessment Environment
A part of the assessor’s role is to enable a student to demonstrate their skills and knowledge as
required in the Unit of Competency. The assessor is to explain to the students the requirements of a
particular assessment and ensure that students understand what is required of them, what they have
to do and by when.
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Where a student has specific needs or requirements that may affect them completing an assessment
following the standard requirements, the assessor may, at their professional discretion, make
reasonable adjustment to facilitate the student to enable them to demonstrate competency. This is
known as Reasonable Adjustment. However, this is not to be at the expense of requirements of the
Unit.
Student’s Work
Normally, unless explicitly documented otherwise, the student is expecting to work on their own and
submit their original work for assessment. This work is to be undertaken and submitted according to
the instructions of the Assessment Tool. Where there is to be collaborative activity (e.g. project
work) then students must ensure that they all contribute to the project and the assessor will observe
that all students participate and have the opportunity to demonstrate their competence.
Where appropriate the assessor may vary the form in which they collect evidence (e.g. an inability to
write answers) by using alternative means as a part of “reasonable adjustment”. For example, ask
the student to speak the answers and the assessor will record the responses. This record should also
document the details and the reasons that the particular approach was taken.
Students should also be reminded that NIA takes cases of plagiarism and cheating seriously and that
on discovery they will become part of the student disciplinary process and lose their rights to reassessment (see Plagiarism and Cheating Policy).
Under NIA’s Assessment Policy, the student may be re-assessed (in the event of not meeting the
required level to confirm competency) this can include provision of missing or incomplete
information or through not meeting the required standard. Any option contained in the policy in
relation to re-assessment is forfeited if a student is demonstrated to have plagiarised or cheated.
Assessment Marking
It is a prime responsibility of an Assessor to objectively and accurately assess a student’s competency
(or otherwise) in relation the requirements of the Unit of Competency.
To achieve this, NIA provides:
•
•
•
•

Assessors Instructions
A Marking guides
Observation checklists (if applicable)
Unit Cover Sheets for sign off
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Assessors are expected to mark and assess students work in a reasonable timescale so that the
feedback a student receives is still relevant to them and the assessment still fresh in their minds.
Assessors are also to complete any Observer Checklists at the time of any observation.
Final determinations for a unit must be entered on a “Unit Cover Sheet” and provided to the student
for counter-signature.
Completed assessment work and coversheets are passed to administration for recording on the SMS
and filing in line with the Records Management Policy.
If the assessor is unsure how to mark an item then they need to seek clarification from the
coordinator or training manger (this should be noted for future validation as it suggests that the
assessment tools may be inadequate).

The assessor will ensure that:
1. Assessment judgements are based on the material assessed as meeting the Rules of Evidence (for
full definition see User Guide for Standards for Registered Training Organisations 2015)
•

Validity

•

Sufficiency

•

Authenticity

•

Currency

2. In addition, the assessment tool must be seen as Implementing the Principles of Assessment
•

Fairness

•

Flexibility

•

Validity

•

Reliability

Process and Procedure
NIA assesses students across a broad range of activities and tasks to ensure the consistency of the
assessment. Before commencement of the course, every student will be provided with term wise
course loading with the information on pre-requisite units, which are to be completed compulsorily
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to be deemed “Competent” in the dependent Units. NIA evaluates the outcome of the student for
each unit of competency as “Competent (C)” or “Not Yet Competent (NYC)” and provides feedback to
the student.
Prior to Assessment
The assessor must ensure that all the conditions are requirements for assessment including specialist
material, equipment and conditions are ready for the assessment activity.
The assessor will provide clear and accurate information to students so that they are fully informed
of assessment, due dates support services, and their rights and obligations
Where there is a simulated work requirement in the unit, all the required components must be in
place prior to assessment.
The assessor will take the students through the student instructions on the content and method of
assessment and give them suitable advice and guidance to ensure that the student is able to
undertake the task. This does NOT include providing information to help them complete the task
that otherwise they would not be able to do because they do not have sufficient skills, knowledge or
understanding (not yet competent).
During Assessment
Based on the type of assessment, the assessor will ensure the environment and conditions enable the
student to complete the assessment activity.
This will vary by assessment type, be it open book, practical observation etc. Care must be taken
where advice is sought, not to lead or provide answers.
Following Assessment
Assessors will work to assess work immediately the assessment is complete (or as soon after as
practical). This should not normally be more than 5 working days following the assessment activity.
Marking and assessing work is an important activity and feedback to the student is an essential part
of the learning and re-enforcement.
Time should be allowed, especially when a student is “not yet competent”, to ensure the student
understands why they have been given the assessment result and if negative what they need to do to
correct it.
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Competent
For students that are assessed as satisfactory in an assessment the assessor will notify the student of
that fact and confirm and sign the Assessment Cover Sheet and ask the student to confirm the
decision.
When all assessment tasks are complete for a Unit of Competency, then the assessor will complete
the Unit cover sheet and record the student as competent before return all the assessment tools and
cover sheets to administration for recording on the Student Management System.
Not Yet Competent
Where a student’s task is unsatisfactory, then the assessor should give the student a chance to
correct an issue if it is deemed small and, for example, verbal questioning could clearly demonstrate
to an assessor that student does understand or have the knowledge. In these cases, they should
annotate the assessment explaining how they achieved their determination and the supplementary
evidence they obtained.
Where the student has failed to demonstrate skills and knowledge to any significant degree then the
student will be marked Not Satisfactory for that task. If one or more tasks are still unsatisfactory at
the end of the Unit of Competency, then the Unit Cover Sheet must be marked “Not Yet Competent”.
The assessor should then discuss with the student and agree a time, and place for the re-assessment
to occur.

Re-Assessment
Following agreement with the student and assessor then the new assessment activity should be
conducted following the same process above. If the student now demonstrates competency then
their new cover sheet will be marked accordingly.
If the student fails to demonstrate competency for 2 chances of re sit then will again marked NYC and
at this point they will have to re-enrol and re-take the whole Unit or Cluster.
Assessment activity whilst the student has deferred or been suspended
Where the student has deferred or been suspended due to behaviour issues and misses
the assessment time, the assessment will take place when this unit is once again available.
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Should NIA be unable to offer the units the students did not complete, it is the responsibility of the
student to seek alternative arrangements to enable them to complete those required units.
Recognition of Prior Learning
The assessment or RPL will follow the RPL and Credit Transfer Policy and will be conducted ensuring
that the evidence provided follows the Principles of Assessment and Rules of Evidence. See separate
policy for details.
Plagiarism or Cheating
Any student found cheating or guilty of plagiarism by staff would be issued a written warning and the
work shall be marked as NYC. However, the student will be given the opportunity to re-submit or be
re-assessed at the applicable costs. A second breach of policy will incur a second counselling and
warning and the student will receive NYC in the unit of competency. The student will need to re-enrol
for the unit and pay the appropriate fee. A third breach of policy will result in cancellation of
student’s enrolment at NIA.
Assessors are instructed to reasonable steps to ensure that work is not being plagiarised this can
include using “Plagiarism Tools” to check potential source of information that has not been correctly
accredited.
It is the responsibility of the student to book for the above reassessments or re-conduct of
assessments or re-enrol. No separate communication will be made individually.
Appeal an academic decision
Where a student does not agree with the Assessors decision they should first discuss the issue with
the assessor and try to reach an understanding of the decision and a way forward to get the issue
resolved.
If this informal approach does not lead to a result the student believes if fair, then they may lodge an
appeal following NIA’s Complaints and Appeals process. This should be done within five (5) working
days.
Reasonable adjustment or special needs
Where a student has special needs or requires an adjustment to the assessment process to allow
them to demonstrate competency then this should be facilitated by the Assessor. This may require
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liaison with the Training Manager and adjustments, or timetabling changed to accommodate. For
example, some people may need to dictate their answers rather than writing them.
Where a change is made the change to the normal assessment process should be noted on the Unit
Cover Sheet and it should be made clear what has changed. In the example above the words should
clear indicated that the answers were dictated by the student, or an audio recording of the
assessment may be provided with the assessment tool kit.
Nothing in reasonable adjustment allows for compromising the requirements of assessment defined
in the training package. Where the adjustment would result in a condition or requirement of
assessment to not be met, then this must NOT be allowed.
Roles and Responsibilities
Training Manager is responsible.

Issuing Qualifications and Statements of Attainment Policy
Purpose
NIA will issue to persons whom it has assessed as competent in accordance with the requirements of
the Training Package, a VET qualification or VET statement of attainment (as appropriate) that meets
the Australian Qualifications Framework, that identifies the NIA by its national provider number from
the National Register and includes the Nationally Recognised Training (NRT) logo, in accordance with
the current conditions of use.
Scope
The policy applies to the Training Manager and Chief Executive Officer.
Objective
AQF certification documents (Certificate, Record of Result and Statements of Attainment) are issued
to students who are eligible and meet the course requirements. These documents must comply with
the Standards for NIAs 2015 for all courses included on its scope of registration on the National
Register.
Policy Details
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1. The NIA issues AQF certification documentation only to a learner whom it has assessed as
meeting the requirements of the training product as specified in the relevant training package or
VET accredited course
2. NIA should not issue AQF certification documentation to an individual without being in receipt of
a verified Student Identifier for that individual, unless an exemption applies under the Student
Identifiers Act 2014
3. AQF certification documentation is issued to a learner within 30 calendar days of the learner
being assessed as meeting the requirements of the training product if the training program in
which the learner is enrolled is complete and providing all agreed fees the learner owes to the
NIA have been paid.
4. AQF certification documentation should be issued directly to the learner, not to another party,
such as an employee.
5. learners who have completed all units or modules in a qualification should be issued with a
certificate and a record of results
6. learner who has completed one or more units/modules (but not a full qualification) and has
finished their training with the NIA should be issued with a statement of attainment (a record of
results may also be issued in this case)
7. All AQF certification documentation issued by an NIA meets the following requirements in
addition to comply with the current AQF Implementation Handbook guidelines.
AQF Qualifications
A. NIAs must include the following information on the certificate in addition to the requirements
of the AQF Qualifications Issuance Policy:
•

the name, National NIA code and logo of the issuing organisation

•

the code and title of the awarded AQF qualification

B. The following elements are to be included on the certificate as applicable:
•

the State / Territory Training Authority logo (only where use of the logo is directed by
State / Territory Training Authorities, e.g. within User Choice contracts)
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•

the industry descriptor, e.g. Engineering

•

the occupational or functional stream, in brackets, e.g. (Fabrication)

•

where relevant, the words, ‘achieved through Australian Apprenticeship arrangements’

•

where relevant, the words, ‘these units/modules have been delivered and assessed in
<insert language> followed by a listing of the relevant units/modules.

Statement of Attainment
A. NIA must include the following information on a statement of attainment:
•

the name, National NIA Code and logo of the issuing organisation

•

a list of units of competency (or modules where no units of competency exist) showing
their full title and the national code for each unit of competency

•

the authorised signatory

•

the issuing organisation’s seal, corporate identifier or unique watermark

•

the words ‘A statement of attainment is issued by a Registered Training Organisation
when an individual has completed one or more accredited units’

B. The following elements are to be included on the statement of attainment as applicable:
•

the State/Territory Training Authority logo (only where use of the logo is directed by
State/ Territory Training Authorities)

•

the words ‘These competencies form part of [code and title of qualification(s)/ course(s)]’

•

the words, ‘These competencies were attained in completion of [code] course in [full
title]’, and

•

Where relevant, the words, ‘these units / modules have been delivered and assessed in
followed by a listing of the relevant units/modules.

8. The NRT Logo must be depicted on all AQF certification documentation issued by the NIA. These
can only be issued by an NIA when the qualification and/or unit of competency are within the
NIA’s scope of registration. The NRT Logo must not be depicted on other certificates or transcripts
of results (refer to NRT Logo Usage Policy)
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9. NIA must not include the learner’s Student Identifier on the certificate or statement of
attainment
Process and Procedure
Issuing Qualification (Certificate)
The Student Administration Manager will process the request by checking the course status, fee and
any dues to NIA and that the Student Identifier has been verified. If there are no fees outstanding,
the application will be forwarded to the Training Manager for further processing.
The Training Manager will go through the student’s records and if the student meets the course
requirements, the Training Manager will prepare the certificate and the Record of Results document
with the list of units of competencies as per the course details.
As part of our quality control measures (for authentication purpose), the Qualification (Certificate)
and Record of Results document will be embossed by the Training Manager.
The student’s administration and academic files will be archived as per NIA’s retention of records
policy by the Training Manager.
The Training Manager updates the Certificate Issue Register, student status as “course completed”
and forwards the Qualification (Certificate) and Record of Results documents to the Student
Administration Manager.
The Student Administration Manager will communicate with the student and issue the certificate and
Record of Results documents and updates the Certificate Issue Register.
Issuing Statements of Attainment
The Student Administration Manager will process the request by checking the course status, fee and
any dues to NIA and that the Student Identifier has been verified. If there are no fees outstanding,
the application will be forwarded to the Training Manager for further processing.
The Training Manager will go through the student’s records and will prepare the Statement of
Attainment with the list of units of competencies achieved.
As part of our quality control measures (for authentication purpose), the Statement of Attainment
will be embossed by the Training Manager.
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The student’s administration and academic files will be archived as per NIA’s retention of records
policy by the Training Manager.
The Training Manager updates the Certificate Issue Register and forwards the Statement of
Attainment to the Student Administration Manager.
The Student Administration Manager will communicate with the student and issue the Statement of
Attainment and updates the Certificate Issue Register.
Certificate Templates
The templates used and the subsequent printing and endorsing of the documents must be created in
a manner that helps to reduce fraud, as a minimum the documents should be watermarked or bear
an embossed seal that would not be accurately reproduced if the document was copied.
For guidance on this refer to the Users’ Guide to the Standards for Registered Training Organisations
(NIAs) 2015 – “Fraud Alert”.
Re-issue of Documents
If a former student requests a replacement document then NIA will recreate a copy of the document
on payment of $50 fee, provided:
•

The student applies in writing or in person.

•

Applications will NOT be accepted over the phone or via third parties.

Record Keeping
NIA will:
•

maintain registers of all certificate and statements of attainments issued

•

retain records of certificate and statements of attainment issued for a period of 30 years

•

provide reports of its records of certificate and statements of attainment issued to its VET
Regulator on a regular basis, as determined by the VET Regulator

•

ensure learners can access records of certification issued to them

Roles and Responsibilities
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•

Once training is complete, the records must be reviewed by the Training Manager to confirm
completion and who is responsible for approving the Qualification (Certificate), Record of Results
and Statements of Attainment as appropriate.

•

The Student Administration Manager is responsible for issuing the Qualification (Certificate) and
Record of result or Statements of Attainment to the students once approved by the Training
Manager

Records Management Policy
Purpose
Records Management Policy is to establish a records management process in accordance with
relevant legislative and regulatory requirements, standards and best practices to ensure that records
are properly created, managed and maintained.
Scope
This policy applies to all the Staff.
Objective
To ensure records can be accessed in a timely manner and records are maintained in compliance with
the regulatory requirements.
Policy Details
Records should be:
•

Managed in a consistent and structured manner accordance with regulatory requirements

•

Stored in a secure manner

•

Disposed of, or permanently archived, in accordance with the regulatory requirements

Process and Procedure
Record keeping
Records maintained by NIA are:
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•
•
•
•
•
•
•
•

Administrative records such as student enrolments details, payment details, formal
communications with the students
Students’ academic results
Qualifications and Statements of Attainment issued
Completed student’s assessments
Staff files
NIA’s management records such as policies and procedures, data registers, enrolment
registers, attendance records, financial records and records of grievances and appeals
All other documentation necessary to develop, implement and maintain NIA’s quality system
Financial Records

Records of results, Qualifications and Statements of Attainment for students currently enrolled and
students that have ceased studies are stored in electronic format. Electronic files are kept up to date
and are backed up regularly, with the backup copy being securely kept off site.
Storage of Records
To ensure records are maintained in a safe and suitable condition, the following is to apply:
•

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

•

Records must be kept confidential to safeguard information and to protect the privacy of the
students, staff and NIA

•

Records must be kept to avoid damage by fire, flood, termites or any other pests

•

Participant results and Qualification / Statements of Attainment must be backed-up in an
electronic format and must be available to be retrieved at any time

•

Electronic data storage must be safe from destruction by fire or flood and is backed up and
stored in a secured cloud location

Retention of Records
Different documents must be retained to ensure smooth operation of the NIA, and to provide
evidence to the regulator or other authorised party of the quality of the service provided. Given
below is the minimum retention period for a type or group of documents.
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Document Type

Period of retention

Enrolment and evidence Original documentation (or
scanned copies) will be retained
of identity records
for a minimum of 2 years
following cessation of their
registration
Record of results

Sufficient evidence relating to
the award of a certificate
(together with record or results)
or Statement of Attainment must
be kept of 30 years

Reason
Any issues relating to the
original enrolment must be
able to be investigated.

This data may be required to
produce copy of certificates
and must be available to be
passed to the regulator in
the event the NIA ceases to
be registered

Assessment Instruments All material used to assess a
student must be stored in a way
that a correct version of the
assessment tools can be
assembled that match a student
assessment result. Minimum
period is 6 months.

Accurate version control of
documents essential to
ensure that the same version
of the tool can match a
student’s work for the
regulator to review for a
minimum of 6 months.

Student assessment
tools1

Full, complete and accurate set
of student results for each
student for each Unit must be
retained for a period of 6
months.

As above and to enable
detailed verification to be
undertaken.

Trainers records

Trainers details including skills
matrices, and evidence of
qualifications and all other
person information to be
retained the life the trainer’s
employment / contract and for 2

Available for regulators to
review as appropriate

1

The ASQA General direction—Retention requirements for completed student assessment items
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years following cessation of
employment.
Note where multiple skills
matrices/resumes have been
collected over time, then only
the most recent has to be
retained.
Financial Information

To be retained in line with
corporate regulations, normally
for 7 years

As required by ATO and
Companies Act.

Management Records

All records of formal meetings,
quality activities including
continuous improvement,
validation and any
complaints/appeals to be
retained for a minimum of 2
years.

To enable to demonstrate a
quality organised and
managed organisation and to
be available for regulatory
audit as required.

Third Party agreements

Copies of all agreements to be
retained for the life of the
agreement and any period of
enforcement following
termination of the agreement.

To enable review or action
based on the terms of the
agreement

Archive / Destruction of Records
When a record ceases to be current and in regular use, it may be archived. The records in archive will
continue to be stored and handled to the same level of security described above.
When a record has been stored for at least the period identified above, NIA may elect to destroy the
records. Destruction will follow the following steps:
•

Administration will identify records and place in a separate area

Student Handbook

V3.1 March 2021

Page 43 of 45

Suite 1008, Level 10, 14 Mason Street,
Dandenong, VIC 3175

Phone: 1300 210 366
Email: info@nexus.edu.au
RTO No: 45453

•
•
•
•
•

Records identified will be recorded with sufficient identity to be sure what the record is
clearly understood, and the type of record (including for example Student ID and Staff Name).
The list is to be checked against the selected files by the Administration Manager and the list
signed by that person.
The list is to be counter signed by the CEO prior to destruction.
The “destruction list” is to be retained.
Documents approved for destruction must either be shredded on site or via a reputable
document destruction NIA

Privacy and Student Access
Except as required under the Standards for NVR Registered Training Organisations, Government
Contracts or by law, information about a student will not be disclosed to a third party without the
written consent of the student.
•

Access by students to their personal records is available upon request to the Student
Administration Department. Students may contact student administration to discuss a
suitable time to view their file and access will only be granted once a student can confirm
their identification.

•

Access shall be provided within 10 days of confirming the student’s identification.

•

Information that may be accessed includes academic progress, statements of attainment,
course completion letter, qualification certificate, personal details and any relevant details of
the student’s enrolment that NIA has on the file.

If the student identifies and error, then they should bring it to the attention of Student
Administration to have the record corrected.

Responsibility
Student Administration Manager is to ensure that procedures for the archiving and storage of records
are applied. Administrative support staffs are also to liaise with Trainers and Assessors to ensure that
approaches to records handling are consistent throughout.
Trainers and Assessors are to ensure that student’s academic records are appropriately filed during
the training program.
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Contact
Address: Suite 1008, Level 10, 14 Mason Street, Dandenong, VIC 3175
Ph: 1300 210 366

Email: info@nexus.edu.au
Website: www.nexus.edu.au
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