\# H

Brisbane College of Horticulture

C

Student Information Policy &
Procedures

Brisbane College of Horticulture
RTO Code: 32032 | CRICOS ID: 03226B




of Horti

Overview

Standard Relevant: SRTO 2025 - Standard 2.1
National Code Compliance: Standards 2, 3 & 9

This policy outlines Brisbane College of Horticulture approach to the collection, use, and protection
of student information, in line with SRTO 2025 Standard 2.1 and National Code Compliance
Standards 2, 3, and 9. We are committed to safeguarding the privacy and confidentiality of all
student records while ensuring that accurate and up-to-date information is maintained for

administrative purposes.

The policy addresses the management of personal, academic, and financial data, ensuring students
are informed about how their information will be used, stored, and protected. Access to student
information is restricted to authorised personnel only, with students having the right to request

access to their records.
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1. Objective

This policy ensures that Brisbane College of Horticulture provides all VET students—prospective

and enrolled—with consistent, accurate, and timely information covering:

e Training product details

e Fees and financial obligations
e Student support services

e Third-party arrangements

e Key changes during enrolment

The aim is to support informed decision-making, uphold compliance, and promote transparency.

2. Legislative Compliance
This policy is aligned with:

e SRTO 2025 Outcome 2, Standard 2.1
¢ National Code of Practice 2018 — Standards 2, 3, and 9
e ESOS Act 2000

e Australian Consumer Law (misleading or deceptive conduct)

3. Application
This policy applies to:

e All current and prospective students
o All staff involved in marketing, enrolment, student support and course delivery

e Third-party providers delivering on behalf of Brisbane College of Horticulture.

4. Commitment Statement
Brisbane College of Horticulture ensures that students are provided with essential information
through various accessible formats (e.g., student handbook, brochures, website, pre-enrolment

packs). This helps learners clearly understand:

e Their rights and responsibilities
e Available support and resources
e Course structure, duration, and requirements

e Assessment and placement expectations
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All information is updated regularly and reviewed for compliance and clarity.

5. Procedure Overview

This procedure outlines the steps for collecting, storing, and managing student information at [RTO

Name], ensuring compliance with SRTO 2025 Standard 2.1 and National Code Standards 2, 3, and

9. It details how student data will be securely stored, accessed, and updated, with strict controls in

place to maintain privacy and confidentiality. Students are informed of their rights to access and

correct their personal information as per the procedure.

5.1 Information Development & Validation

Creation: Marketing Officer drafts all materials (handbooks, brochures, online content).
Compliance Review: Compliance Officer checks each document using the Marketing
Materials Checklist.

Approval: CEO provides final authorization prior to publishing.

Publishing: Marketing Manager updates the Marketing Information Register.

Review Cycle: RTO Manager & Marketing Manager conduct quarterly reviews using a

dedicated online content audit tool.

No information may be published without documented approval.

5.2 Pre-Enrolment Information Provision

Students receive key details before enrolling via the Brisbane College of Horticulture website,

downloadable brochures, and the Pre-Enrolment Pack. This includes:

Course Information:

Code and title

Duration, mode of delivery

Start dates and locations

Assessment methods and schedules

Entry requirements and English proficiency
Placement and licensing requirements

Third-party involvement (if applicable)

Support Services:

LLND and academic support
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o Mental health referrals
e Transfer procedures

e Digital literacy support
Fees & Charges:

e Complete fee breakdown
¢ Refund policies and terms

e Any government subsidies available
Student Responsibilities:

e USI registration

e Attendance and assessment expectations
e Required materials

e Visa conditions ( for International students )

¢ Contact information update requirements
Students are required to acknowledge receipt and understanding of pre-enrolment information.
Pre-Enrolment Pack Includes:

e Student Handbook: A comprehensive guide outlining policies, procedures, course
requirements, RPL, fees, support services, WHS, equity, and more.

e Training Product Brochure/Guide: Contains all relevant qualification details including unit
structure, delivery mode, assessment, resources, work placement (if required), outcomes,

and contact information.

5.3 Orientation & Induction
Orientation sessions reinforce key student information. This includes:

e Welcome: Campus tour, trainer introductions, RTO overview

e Course Overview: Qualification details, unit breakdown, assessments

e Student Expectations: Behaviour, attendance, conduct, academic integrity
e Support Services: Academic, wellbeing, digital, and LLND support

e Fees & Refunds: Payment plans, withdrawal processes

e Appeals Process: How to lodge complaints or appeal decisions

e WHS & Emergency: Safety protocols, first aid, evacuation

Handbook & Agreement: Distribution and explanation of terms

Visa & ESOS: Visa compliance (for international students)
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Attendance is recorded, and orientation materials are retained as evidence.

5.4 Communicating Changes to Students

Students are notified of any material change, such as:

e Course delivery or content updates

e Trainer or location Change

e New or ended third-party arrangements
e Ownership or policy amendments

e Transition to updated training packages
Process:
e Students are notified within 10 working days of confirmation
e Communication occurs via email and/or written notice
e Changes are recorded in the Continuous Improvement Register

5.5 Student-Initiated Deferment or Suspension
Students may request a deferral or suspension if experiencing compassionate or compelling

circumstances, such as:

e Serious illness or medical condition
e Bereavement or family emergency
o Natural disasters or political unrest

e Visa delays or trauma
Application Process:

e Must be addressed in writing, addressed to the Student Support Officer
¢ Reviewed within 10 working days

e Supporting evidence required (e.g., medical certificate, police report)

e Suspension limit: 6 months

e New visa may be needed if extended

5.6 Provider-Initiated Suspension or Cancellation

Brisbane College of Horticulture may initiate actions due to:

e Seious misconduct or behavioural violations

e Visa status change
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e Fee non-payment
e Unsatisfactory course progression or attendance

e Fraudulent enrolment
Process:

e Students receive written notice and 20 working days to access the internal appeals process

¢ Notification to PRISMS occurs after appeal outcome unless extenuating circumstances
apply

e Inurgent cases (e.g., threat to safety, serious crime, medical risk), cancellation may
proceed without waiting for appeal results

e Students must contact DHA within 28 days if their CoE is cancelled

6. Recordkeeping and Continuous Improvement

e All student information materials, communications, and acknowledgements are retained

securely
e Records are accessible for audit and compliance review

e Issues or errors in information provision trigger corrective action and ClI logging

Procedure Responsibility

Verify trainer and assessor credentials and industry currency Academic Manager /

Compliance Officer

Engage industry experts with relevant skills and experience RTO Manager / Academic
Manager

Develop and maintain Supervision Plans (if applicable) Academic Manager

Conduct annual review of PD plans and logs Academic Manager
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Ensure minimum two PD activities are completed annually All Trainers and Assessors
Maintain PD evidence and industry engagement records Compliance Officer
Conduct internal audits of workforce compliance Compliance Officer /

Academic Manager

Identify and address skill gaps or non-compliance Academic Manager /

Compliance Officer

Update Skills Matrix and trainer files as required Compliance Officer
Review staffing sufficiency and third-party arrangements RTO Manager / Academic
Manager

6. Document Control

Document Name: Student Information Policy and Procedures
Status: Approved
Version: 1.0
Approved By: CEO
Approval Date: 1 July 2025
Review Date: 30 June 2026
Standards: SRTO 2025 Standard 2.1
National Code 2018 Standard 2, 3 and 9 ESOS Act
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