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The purpose of this policy is to establish consistent and compliant records management practices for The
Celebrant Institute RTO. The policy ensures the secure creation, storage, maintenance, retrieval, and disposal
of records while supporting compliance with the Standards for RTOs and relevant legislation.

This policy applies to all records created, received, and maintained by The Celebrant Institute RTO, including
student records, administrative documents, assessment evidence, and financial records. It encompasses all
personnel involved in the management of records.

The Celebrant Institute RTO is committed to maintaining accurate, secure, and accessible records to support
operational efficiency, regulatory compliance, and effective decision-making. The organisation ensures that
records are managed systematically throughout their lifecycle.

The Australian Vocational Education and Training Management Information Statistical Standard (AVETMISS)
is the national data standard that ensures consistent and accurate capture and reporting of VET information
about students.

The Celebrant Institute RTO has implemented the AVETMISS compliant aXcelerate student management
system for the recording, tracking and management of all student records, including providing the ASQA with
AVETMISS compliant data. A file record (electronic) is established for each enrolled student.

The Celebrant Institute RTO cooperates with ASQA in the retention, archiving, retrieval and transfer of records.
Rationale

The Celebrant Institute RTO ensures effective records management by maintaining a structured and compliant
system for the creation, storage, retrieval, and disposal of all records. This includes student records,
assessment documentation, financial transactions, and compliance reports, ensuring they are managed
securely and accurately throughout their lifecycle. The Celebrant Institute RTO complies with national
regulations, including the Standards for RTOs, AVETMISS reporting, the Privacy Act, and the Student
Identifiers Act, ensuring all records are stored and accessed in line with legal obligations. The implementation
of an AVETMISS-compliant Student Management System (SMS) allows The Celebrant Institute RTO to
efficiently track student progress, enrolment details, and assessment outcomes, supporting seamless data
reporting, audit readiness, and regulatory compliance. Through systematic records retention policies, The
Celebrant Institute RTO also ensures that certification and enrolment data remain available for verification,
safeguarding the integrity of qualifications issued.

To maintain quality assurance and risk mitigation, The Celebrant Institute RTO integrates robust security
measures, including controlled access, encrypted storage, and regular system backups, to protect records
from unauthorised access or loss. The organisation's document management system ensures that all
personnel have access to the latest approved versions of policies, procedures, and assessment tools,
preventing inconsistencies and errors in records handling. The Celebrant Institute RTO’s records management
processes also support continuous improvement, with regular monitoring, internal audits, and compliance
checks ensuring that records systems remain effective and aligned with business needs. By maintaining a
comprehensive, structured, and compliant records system, The Celebrant Institute RTO upholds regulatory
obligations, operational efficiency, and student data security, contributing to the overall integrity of its training
and assessment services.

Legislation

Current records related legislation that effects The Celebrant Institute RTO operations as a RTO includes, but
is not limited to:

National VET Regulator Act 2011 (Cth),
Student Identifiers Act 2014 (Cth).
Privacy Act 1988 (Cth),

Higher Education Support Act 2003 (Cth),
Archives Act 1983 (Cth).

Electronic Transactions Act 1999 (Cth),
Fair Work Act 2009 (Cth) & Fair Work Regulations 2009 (Cth),
Territory Records Act 2002 (ACT),

State Records Act 1998 (NSW),
Information Act 2003 (NT).

Public Records Act 2002 (QLD),

State Records Act 1997 (SA),

Archives Act 1983 (TAS),
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e Public Records Act 1973 (VIC), and
e State Records Act 2000 (WA).

Data Provision Requirements

The national Data Provision Requirements outline information that The Celebrant Institute RTO is required to
submit on request to the national regulator. Apart from information required with applications, this falls
generally into two categories:

e Australian Vocational Education and Training Management Information Statistical Standard
(AVETMISS) data, and
e Quality Indicator data.

National VET Provider Collection Data

The Australian Vocational Education and Training Management Information Statistical Standard (AVETMISS)
for VET providers is a national data standard that ensures the consistent and accurate capture and reporting
of VET information about students, providers, courses and training outcomes. The National Centre for
Vocational Education Research (NCVER) is the custodian of the Standard, which forms the basis for collecting
data for the National VET Provider Collection. The Celebrant Institute RTO obtains and reports full AVETMISS
data for all students studying nationally recognised course programs.

Quality Surveys

The Celebrant Institute RTO collects and reports to ASQA Quality Indicator data, using the required Learner
Engagement Survey through ASQA's Quality Indicator Annual Summary Report Template.

All students are made aware that the information supplied by them (including their personal details and
identification) may be provided to and will be used by government departments as relevant to their course
program. All students provide their consent for these processes.

Unique Student Identifier

The Unique Student Identifier (USI) scheme, enabled by the Student Identifiers Act 2014 (Cth), allows students
to access a single online record of their VET achievements. The scheme also allows for reliable confirmation
of these achievements by employers and other RTOs. The USI online system provides each student with a
usl.

The Celebrant Institute RTO only issues a qualification or statement of attainment to a student after the student
has provided it with a verified USI or it has applied for a USI on behalf of the student. To avoid any delays in
issuing certification documentation, The Celebrant Institute RTO ensures that collects and verifies the student’s
USI at the time of enrolment.

The Celebrant Institute RTO’s aXcelerate student management system is able to verify USIs automatically.
Records Requirements
The Celebrant Institute RTO maintains records in connection with its service delivery obligations including:

Student identity,

All consents and declarations given by students,

The enrolment of students,

Credit Transfers granted (and the processes undertaken relating to such),

Fees charged to and paid by each client and fee exemptions and concessions granted,
The delivery of services, and

Certificates, Statements of Attainment and Qualifications issued, and

Any learning support provided to students.

Records are readily accessible, easily distinguishable and able to be separated for records pertaining to
government supported, as opposed to fee-for-service course programs for each individual.

The following section lists example documentation that is retained for records and audit purposes.
Attendance

e Online course attendance record.
o Phone logs, emails, assessments and other training activities submitted.

Learning resources

e Learning materials/resources supplied to a student, structured learning guides or navigation tools.
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Support

Record of support provided to students, including primary evidence, a log and/or file notes.

Workplace relevance

Documents that demonstrate how the assessment meets the requirements of the relevant Training
Package and standard of performance required in the workplace.

Completed assessments

Completed assessment strategies/tools/tasks for each Unit of Competency for each student, including
the evidence used to support assessment outcomes.

A summary record of assessment progress and/or outcomes for each Unit of Competency

The name and signature of the student.

The Unit of Competency or module and its identifier (National Code).
The actual result consistent with assessment.

The type of evidence used in the assessment.

An assessment record.

The date of the assessment.

The name and signature of the assessor.

Evidence of participation by a student, including the date of participation.

Credit transfer

Testamur or Statement of Attainment.

Completion details

Outcomes of specific qualifications, part qualifications or accredited courses delivered.

Credentials issued

Certified copies of credentials issued.

Evidence of Participation

All The Celebrant Institute RTO nationally recognised course services require participation evidence to be
retained on file for each Unit of Competency. This evidence is used for confirmation of enrolment, confirmation
of participation and financial billing requirements across a wide range of student contracts in all jurisdictions.

There is a variety of evidence types that satisfy participation at the unit of competency level.

To be valid, the evidence provided must contain the client’s name or identification number, a unit
identifier and a date.

Evidence can fall into any one of the following categories (as noted by NCVER Evidence of Participation
Guidelines):

1.
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Evidence of work submitted relating to engagement by the client in the unit.

In cases where this information cannot be recorded on the work itself, separate evidence must
accompany the work to allow it to be linked to the client, unit of competency and date completed, for
example identification of a client by ID and a delivery schedule or equivalent detailing how the piece
of work covers the subject in question, including due dates and milestones

Instructor notes based on communication between the instructor and the client establishing
the client’s involvement in the subject learning activity.

This includes personal interviews, telephone, e-mail or other communication modes, evidencing the
engagement of a client in learning activity of the unit.

Primary documentation that provides evidence of assessment.

Primary documentation must be either a secure paper based or electronic record that indicates an
actual result consistent with assessment for a pass outcome, a non-zero mark or grade for a
component of the subject or the final result, or an assessment record that supports client activity in the
unit of competency.

Note: For all other outcomes additional evidence of participation will be required. Evidence of student
results must have an endorsement at the delivery level that confirms the accuracy of the student
information such as a signature of the trainer.
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Where primary recording documentation is not available a signed statement from the relevant provider
personnel affirming a client’s participation.

In the event of extreme circumstances preventing the provision of primary documentation (e.g. fire,
flood or other equivalent circumstance), personnel directly associated with the delivery who are
authorised by The Celebrant Institute RTO may be prepared to attest participation in the unit of
competency enrolment in question. In all such cases the personnel member is required to submit and
sign a statement affirming their evidence.

Two elements are required to be certified by an appropriate personnel member:

o A full explanation of the reasons why primary evidence is not available.
¢ A signed and dated statement containing a full explanation of the type of evidence being provided
and affirmed.

Note: the evidence provided will be assessed on a case-by-case basis to substantiate the claim that
the student participated and thereby verify the enrolment (e.g. a signed document stating that
participation within the enrolment has occurred will not meet verification requirements).

4. Login and engagement with learning activity for the unit of competency.

Where a student has a secure login to specific learning activity (for the unit of competency) in which
they are enrolled, the login record demonstrating on-line engagement with the learning activity.

5. Record of personnel/student engagement in flexible and distance modes of learning.

Engagement with learning activity at a subject level that indicates the client has commenced working
on the learning materials received.

The Celebrant Institute RTO personnel must have one of these complete and accurate forms of evidence on
file for each Unit of Competency where:

e  Submitting a commencement claim for the student, or
e Providing a result of 'Withdrawn' where the student has commenced and then did not complete the
unit.

Assessment Evidence

All The Celebrant Institute RTO nationally recognised course services require assessment evidence to be
retained on file for each Unit of Competency. This evidence is used to record the assessment process and
result, confirming how The Celebrant Institute RTO personnel came to their decision to award competency or
other result.

The Celebrant Institute RTO maintains compliance with ASQA’s General direction: Retention requirements for
completed assessment student assessment items and other contractual obligations in relation to the retention
of assessment evidence.

The Celebrant Institute RTO securely retains and is able to produce in full audit if requested to do so all
completed student assessment items for a student for a period of seven (7) years from the date on which the
student completed or withdrew from their course program.

Completed student assessment items refers to the actual piece(s) of work completed by a student or evidence
of that work, including evidence collected for an RPL process. An assessor’s completed marking guide, criteria,
and observation checklist for each student may be sufficient where it is not possible to retain the student’s
actual work.

However, the retained evidence must have enough detail to demonstrate the assessor’s judgement of the
student’s performance against the standard required.

This evidence must include:

e A The Celebrant Institute RTO Assessment Tool which must have student name, assessor name,
signatures for both, date of assessment, unit code & name and be filled in completely and accurately
as per The Celebrant Institute RTO Assessment Procedures, and

o All student work samples that provide evidence of assessment this is normally the student’s own work
where written work was completed as a part of the assessment. This sample requires the student
name, Unit of Competency name and code and date of submission on front page, header or footer of
the sample.
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Using Electronic Signatures

The Celebrant Institute RTO uses electronic communications and electronic signatures for the confirmation of
a range of records processes and practices.

Legislative Framework

The Celebrant Institute RTO has implemented processes using electronic signatures aligned to national
legislative requirements including, but is not limited to:

Electronic Transactions Act 1999 (Cth),

Electronic Transactions Act 2001 (ACT),

Electronic Transactions Act 2000 (NSW),

Electronic Transactions (Northern Territory) Act 2000 (NT),
Electronic Transactions (Queensland) Act 2001 (QLD),
Electronic Communications Act 2000 (SA),

Electronic Transactions (Victoria) Act 2000 (VIC),
Electronic Transactions Act 2000 (TAS), and

Electronic Transactions Act 2011 (WA).

A transaction includes:

e Any transaction in the nature of a contract, agreement or other arrangement, and

e Any statement, declaration, demand, notice or request, including an offer and the acceptance of an
offer, that parties are required to make or choose to make in connection with the formation or
performance of a contract, agreement or other arrangement, and

e Any transaction of a non-commercial nature.

Generally, any The Celebrant Institute RTO legal transaction may be conducted by one or more forms of
electronic communication, and any requirement for a signature can be equally satisfied either by a physical
signature, electronic signature, or other appropriately reliable electronic method of identifying the intent of
relevant person(s).

An electronic communication means:

e A communication of information in the form of data, text or images by means of guided or unguided
electromagnetic energy, or both, or

e A communication of information in the form of sound by means of guided or unguided electromagnetic
energy, or both, where the sound is processed at its destination by an automated voice recognition
system.

Information in Writing
If information is required to be given in writing, that requirement is taken to have been met if:

1. The information is given by means of an electronic communication, and

2. Atthe time the information was given, it was reasonable to expect that the information would be readily
accessible so as to be useable for subsequent reference, and

3. The person(s) to whom the information is required to be given consents to the information being given
by means of an electronic communication.

Consent includes consent that can reasonably be inferred from the conduct of the person concerned but does
not include consent given subject to conditions unless the conditions are complied with.

Signature Requirements

An electronic signature is an electronic action equivalent to a signature. This means an electronic method of
obtaining a person’s agreement or endorsement of information as an alternative to making an ink-based
signature on paper.

If the signature of a person is required, that requirement is taken to have been met in relation to an
electronic communication if:

1. In all cases—a method is used to identify the person and to indicate the person’s intention in respect
of the information communicated, and
2. In all cases—the method used was either:
a. as reliable as appropriate for the purpose for which the electronic communication was generated
or communicated, in the light of all the circumstances, including any relevant agreement, or
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b. proven in fact to have fulfilled the functions described above by itself or together with further
evidence.

In summary, for an electronic signature to be valid, the following must be demonstrated:
Identity - Clearly identify the person undertaking the action.

Intention - Affixing the signature was intended.

Reliability - The method used is reliable, or the person’s intent can be supported by evidence.

Consent - The signature was affixed with the person’s consent.

Reliability

When considering the use of electronic signatures ‘as reliable as appropriate in light of all the circumstances,’
The Celebrant Institute RTO considers a range of matters such as:

e The nature of the information being agreed to or endorsed.

e The level of risk if an electronic signature was found to be invalid or unenforceable.

e The nature and extent of data being collected and stored (for example, copies of documents, the
relevant audit trail and personal information to identify signatories).

o Whether the signature method enables adequate protection from security risks, including both from
within and from outside the organisation (for example, ensuring a person’s identity cannot be misused
or a document altered after it was electronically signed).

When deciding to use an electronic signature, The Celebrant Institute RTO has chosen a method where the
level of detail and risk management is proportionate to the action required. In general, the higher the risk of an
invalid or unenforceable signature, or potential security breaches, the more robust an electronic method of
collecting signatures has been implemented.

Electronic signatures are acceptable for most documents that need to be signed in The Celebrant Institute
RTO operations, including signatures of employees or third parties such as students, parents and employers.

Examples include:

e Application for Enrolment Forms.
o Letters of Offer / Student Agreements.
e Assessment Records.

When using electronic solutions, The Celebrant Institute RTO requires all parties to maintain the confidentiality
of their relevant username/password.

All records completed with electronic signatures are retained by The Celebrant Institute RTO for records and
audit purposes like any other form of record.

The Celebrant Institute RTO does not use electronic signatures where it isn’t appropriate because of the
degree of legal formality of the document or the decision that requires signed agreement. This might include
contractual arrangements with Australian governments or situations where ink-based signatures are mandated
by contract or by law.

Signature Methods

The Celebrant Institute RTO ensures any electronic signature method chosen is robust and appropriate to the
circumstances.

Preferred Methods Where
used

Graphical representation of a signature (for example, using an electronic pen or finger to | Assessment
make a signature directly onto an electronic device) task post-
assessment
declarations
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Preferred Methods Where
used

Use of an electronic signature program (commercially available programs that operate by | Student
sending a request for signature to a user's email address. The programs then require the | Agreements
user to authenticate their identity using a range of methods such as provision of an access
code, SMS authentication, phone authentication or identity checks against publicly available
information.

The programs also keep electronic records of the application of signatures and use
encryption technology to protect signed documents from unauthorised alteration)

Records Security & Storage

The Celebrant Institute RTO protects the security of all records information. Sufficient security measures are
in place to protect both digital and hard-copy records from loss, damage or unauthorised access. These
measures include storing records in locked cabinets, restricting access to data stored on networks and
requiring strong passwords on all network-connected computers.

The Celebrant Institute RTO creates back-up copies of records and stores them securely. Records of all AQF
certification documentation issued by The Celebrant Institute RTO must be kept for 30 years. The aXcelerate
student management system is maintained for this purpose.

Processing Requirements

Records processing procedures are documented in The Celebrant Institute RTO Processing Manual.

Records Retention

The Celebrant Institute RTO does not dispose of any records related to Evidence of Participation requirements,
including but not limited to assessment records, for at least ten (10) years after the relevant student has
completed or withdrawn from the relevant module or Unit of Competency in which they are enrolled.

The Celebrant Institute RTO has implemented processes to ensure that it promptly disposes of records that
include Personal Information when The Celebrant Institute RTO is obliged to do so under relevant legislation
and regulatory standards (including that any requirement to keep records according to any jurisdictional
funding or subsidy contracts).

For further information on retention requirements, please refer to The Celebrant Institute RTO Records
Retention and Disposal Schedule.

Document Management

The Celebrant Institute RTO maintains a document management system that comprehensively records and
maintains the currency of all documentation. All working documents within The Celebrant Institute RTO are
used and reviewed via the document management system.

The Celebrant Institute RTO personnel always use only current documents.

The document management system allows all personnel to immediately recognise current versions of
documents, as well as providing an efficient and effective means to identify the version currency of each
document.

Printed or stored versions of documentation are easily identifiable via the information contained in the footer,
and by cross reference to the document management system.

The document management system is maintained by the Chief Executive Officer. The document management
system acts as the official version control register for all The Celebrant Institute RTO documentation. The
system also includes a document history of version control changes, and the relevant amendments made.
Version Control Format

All The Celebrant Institute RTO documentation contains the following version control information within the
footer of the document:

e Document name,
e Version Number, and
e Page Numbering (Right justified).

Please refer to the footer of this policy for an example of this required format.
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New Document/Document Review Process

All The Celebrant Institute RTO systematically monitors its documentation, reviewing all documents regularly
as per continuous improvement processes within The Celebrant Institute RTO. Through service reviews and
internal audit activities all documentation is reviewed at least annually.

Documentation amendments occur on an ongoing basis. Personnel wishing to implement new or amended
documentation are to raise a Continuous Improvement Record on the Continuous Improvement Register
outlining the:

Amendments required and reason for change,
New material required for development,

The reason why this amendment is required, and
Any other relevant information.

The Celebrant Institute RTO’s Chief Executive Officer reviews feedback for the new or amended
documentation and liaises with relevant personnel to discuss changes need for new material.

Once decision has been made on documentation amendments, feedback will be given back to the person who
initiated the change with the actions that taken (if any).

Where documentation changes occur, The Celebrant Institute RTO’s Chief Executive Officer:

e Ensures documentation changes are actioned,

o Ensures the new document version is loaded into the document management system for use, and

o Ensures all personnel are informed of document changes through email updates, noting the amended
document and the specific changes made to the document.

Monitoring and Evaluation
The Celebrant Institute RTO monitors and evaluates record management processes to ensure effectiveness.
A process of performance monitoring, evaluation, and reporting has been established and implemented.

The organisation continually improves the effectiveness and efficiency of processes. Process performance
and outcomes are regularly audited to identify and remove causes of existing and potential problems, as well
as to uncover any opportunities for improvement.

Please refer to the Quality Policy for further information on the monitoring and evaluation process.

Version History
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