Records Management Policy & Procedures
CIBT maintains all records necessary to demonstrate effective operation of the Institute and as required by various regulations. This Records Management Policy/Procedures govern the system through which CIBT keeps control of its records in both soft and hard copies. This policy describes the types of records, ownership of records, classification and privacy requirements and requirements for storing records.

Legislation

This policy is developed to regulate required compliance with VQF, the ESOS Act and the National Code 2007 in the matters of managing records. This policy is also associated with Standards for RTOs 2015.


General storage requirements

a) All CIBT hardcopy records are kept secure and under lock and key in appropriate selves or vaults.

b) Access to electronic records will be password protected where required.

c) Student records are retained in the relevant student file.

d) Personal records of staff are kept in the personal file of respective staff with validated copies of qualifications, resume and other information including their performance related information.


Privacy and confidentiality of records

a. Information about students and staff are always kept confidential. These information are not disclosed to any third party. Students are made aware that CIBT will not allow access to these personal information without their written permission.

b. When enrolling, CIBT informs the students that we allow government authorities to access their academic and personal details on demand.

a.  Staff members and students both would have the right of access to their personal file.

c. Students are required to contact the Administrative Officer if they want to access their personal file and the Staff should contact the Chief Executive Officer.

d. Students may allow third party access to their personal file by providing written permission to the RTO manager outlining the nature of information that may be accessed.
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Student’s records

a) Individual student records are retained in the respective student’s file.
b) Student files are stored in a locked filing cabinet with access provided only to authorised people.
c) A student’s file consist of:
I. the items lists on the Student File Checklist;
II. records of fees paid and outstanding in relation to course duration;
III. written agreements made with students;
IV. all correspondence and records of contact with student to date
d) Sample copies of completed assessment activities (This will be archived in the marked assessment folders).
e) CIBT will retain sufficient evidence to justify why and when a student has been deemed “competent” or “not yet competent” in the student file for a period of 6 months after the student ceases to be a student or as per ASQA’s guideline on retaining student completed assessments). CIBT retains student completed assessments for the period of 6 months from the last unit completed.

f) Student assessment records are retained for every student for appeal or review for the period of 6 months from the last unit completed.

g) Results will be retained in soft copy for 30 years with sufficient information to reissue the qualification or statement of attainment if required to do so.


Records of completed assessment tasks

The completed and marked assessments must be sufficiently detailed to allow independent assessors to form a valid opinion of the standard required by CIBT. It must include the:
a) Name of the assessor who assessed the student;
b) Date of the assessment;
c) Summary of assessment outcomes;
d) Result of the assessment; and
e) Feedback given to the student.

A master electronic copy of the assessment tools and the assessor’s marking criteria and/ or observation checklist is retained as required

Course completion date and course content list are retained by CIBT for 30 years to support re-issue of a student qualification.

CIBT systematically manages and effectively monitors and reviews its records management.

CIBT records completed students’ assessments in a timely manner. CIBT enters students results on student assessment tasks accurately into the electronic record management system (database) within two weeks of student been published.
Staff records

All staffs have a personal file to include all staff records including their personal information,
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CVs, performance records, training and professional development undertaken, details of qualifications and competencies. Records of staff’s validated qualifications are maintained, as prescribed in Staff recruitment and Training.

Records of employee payment

CIBT records employee payments in MYOB within a fortnight. Employee payment data can be provided to regulatory body when requested.

Database Management

Electronic and hardcopy databases are maintained for
a) Student’s enrolment details, performance, fee payment and refund and correspondence with the students
b) Staff information ( electronic version of staff details are in the making)
c) The PEO/RTO Manager/ Compliance Manager with support from Administrative Officer maintain the integrity of all customised databases.
d) The CIBT use appropriate software to manage student’s information.

External reporting requirements

e) State and Federal Government bodies may require student course data records to be submitted in a	format to suit their systems.

f) CIBT supply such data as required from the Management System in the required format.

g) All records submission to State and Federal Government bodies is carried out using compliant reporting software, which dictates the data and format required for submission. The operator is to ensure that data submission has been effective.

h) The RTO Manager is the officer officially appointed to report to DoET via PRISMS. Support is provided by the Chief Executive Officer in this process.

i) All changes to circumstances that affect the student visa conditions are advised to DoET. These visa conditions are listed in the Student Handbook but additional information may be obtained from DoET’s PRISMS Officer/ Help Desk.

j) The RTO Manager issues breach notices for students through the PRISMS system: these contain the information that is listed in the CRICOS requirements issued by DoET.

k) Other notices may be issued and DoET advised for poor attendance, poor academic performance, change in personal circumstances, medical issues.

Archiving records

a) The period of active life for each record is stipulated in the retention schedule at the end of this document. It is that period that records are retained in the main office, before being transferred for archiving in secure storage in either a hardcopy or electronic format.

b) Every student file is retained in a numbered archive box for a period of 2 years after the student Ceases to be a student

10. Back-up of records

Back of electronic record is completed in accordance with the required procedure. All records are backed-up daily during night. CIBT has set up auto backup features in Windows server using windows backup software. Everything is backed up in back up a drive. CIBT IT Officer swaps the backup drive once a fortnight. CIBT also has cloud backup system in Google and NAS drive

Destruction of records

a) Records must be destroyed by industrial disposal only at the end of that period of time at the direction of the CEO
b) Student records are not to be destroyed unless specifically directed by the Chief Executive Officer.
c) Staff records are destroyed 2 years after the staff member has left employment.

Locating records in case of closure

a) All records that are required to be kept are to be relocated to in the event of CIBT ceasing to trade. These are to be provided as a readable soft copy or hard copy
b) If the records location is not accepted by the accrediting body then they may be relocated to a facility as agreed between accrediting body and the Chief Executive Officer.
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