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1. Policy Statement 



 
 

   

 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will provide students with lawful, timely 
and appropriately supported access to their records, subject to identity verification, privacy obligations, record 
integrity controls and any lawful restriction on access. The RTO recognises that student access to records 
supports transparency, learner protection, correction of errors, certification integrity, complaints resolution 
and confidence in the organisation’s recordkeeping practices. 

 

Student access rights must be balanced with the RTO’s duty to protect confidential information, maintain 
secure systems, preserve audit trails, respect the privacy of third parties and prevent unauthorised disclosure 
or alteration of records. The RTO will therefore maintain documented processes for requests, identity checks, 
retrieval, copying, correction, refusal or partial refusal, escalation and release of records.  

 

2. Purpose 

• set the organisation requirements for student access to records and information held by or on behalf of the 
RTO; 

• define the types of records students may request and the conditions under which access may be given, 
limited or refused; 

• support compliance with privacy, recordkeeping, certification and student-protection obligations; 
• establish controls for identity verification, response timeframes, retrieval, copying, correction requests and 

record release; 
• protect confidential, security-sensitive and third-party information from unlawful disclosure; 
• ensure that retained certification and student records remain accessible for lawful future requests. 

 

3. Scope 

This policy applies to requests for access to student records held in physical or electronic form, including 
enrolment records, contact details, student support records, attendance and progress records, assessment 
outcomes, results, certification issue records, copies of qualifications and statements of attainment, payment 
records relevant to the student, complaints and appeals records relating to the student, and other personal 
information or education records lawfully held by the RTO. It also applies to access requests handled by third 
parties or partners holding records on behalf of the RTO. 

 

4. Legislative and Regulatory Context 

ASQA states that all currently registered RTOs are required to hold student records for a minimum of 30 years 
and that, if training was completed with a current RTO, the student should contact that RTO directly for their 
records. ASQA also maintains records for certain providers that are no longer operating, so students from a 
closed provider may need to check whether their former RTO appears on ASQA’s student-records list and apply 
through ASQA where relevant. 



 
 

   

 

ASQA’s testamurs and statements of attainment guidance states that, unless exempt, an RTO can only issue a 
qualification or statement of attainment after the USI has been verified or obtained on behalf of the student, and 
that RTOs must not print the USI on those documents. The same guidance explains that when a student finishes 
the required units or modules the RTO must issue certified qualification documents, and that when a student 
leaves a training program after completing units the RTO must issue a statement of attainment. These 
certification records are relevant to student records access and reissue requests. 

 

ASQA’s Integrity of Nationally Recognised Training Practice Guide states that RTOs must retain records of AQF 
certification documentation issued for 30 years, retain assessment records for two years after completion of 
the training product, maintain registers of qualifications and statements issued, and ensure current and former 
students can access copies of retained AQF certification documentation. The Privacy Act 1988 and the 
Australian Privacy Principles govern access to and correction of personal information, while also permitting 
organisations to refuse or limit access in certain circumstances. The RTO will apply these principles together 
with student-protection, record-integrity and safety obligations.  

 

5. Definitions 

• Student record means any record or information relating to a student or former student that is created, 
received, stored or controlled by the RTO, regardless of format. 

• Access request means a request by a student, former student or authorised representative to inspect, 
obtain, receive or be informed of student records held by the RTO. 

• Correction request means a request to amend inaccurate, incomplete, out-of-date or misleading personal 
information or associated student record fields. 

• Authorised representative means a person lawfully authorised by the student, or otherwise permitted by 
law, to request or receive records on the student’s behalf. 

• Restricted information means information that cannot lawfully be disclosed in full because of privacy, 
confidentiality, safety, legal privilege, misconduct investigation, third-party rights, security or other lawful 
grounds. 

• Certification record means a retained record of AQF certification documentation, record of results, 
statement of attainment, issue register entry or associated issuance evidence. 

 

6. Policy Principles 

• Students should be able to access their records through a clear, documented and accessible process. 
• Access decisions must protect privacy, authenticity, security and the integrity of the official record. 
• Identity must be verified before records are released, corrected or reissued. 
• Access should be given in the least restrictive lawful manner, including partial access or redaction where 

full release is not appropriate. 
• Correction requests must be considered objectively and resolved through documented evidence and 

approval controls. 



 
 

   

 

• Student access to records must not be frustrated by poor filing, unmanaged third-party arrangements or 
unnecessary administrative barriers. 

7. Types of Records Students May Access 

Subject to lawful limits, students may request access to records relating to themselves, including: 

• enrolment, contact, identity and administrative records; 
• training participation, attendance, course progress and intervention records; 
• assessment results, records of results, RPL or credit transfer outcomes and related decision notices; 
• copies of qualifications, testamurs, records of results and statements of attainment retained by the RTO; 
• fees, payments, refunds and financial records directly relating to the student; 
• complaints, appeals, deferral, suspension, cancellation or disciplinary records directly concerning the 

student; 
• international-student records relevant to the student, including certain support and reporting records, 

where disclosure is lawful and appropriate. 

 

8. Records That May Be Limited, Withheld or Redacted 

The RTO may limit, redact or refuse access to records where lawful grounds exist. This may include information 
that would unreasonably disclose another person’s personal information, confidential third-party information, 
legally privileged advice, commercially sensitive material, information subject to an active investigation, 
security-sensitive information, or records where release may create a serious risk to safety, wellbeing, lawful 
process or record integrity. The RTO will consider whether partial access, summary access or redacted copies 
can be provided instead of full refusal.  

 

9. Who May Request Access 

A current or former student may request access to their own records. Access may also be requested by an 
authorised representative where the student has given valid written authority or where access is otherwise 
permitted by law, such as certain requests by a parent or legal guardian for a student under 18. Staff must verify 
both the requester’s identity and, where relevant, the authority to act on behalf of the student before any 
records are released.  

 

10. Access Request Channels and Assistance 

The RTO will provide accessible request channels such as email, online form, student portal, in-person request 
or written form. Students who need help identifying the record sought, understanding the process, or explaining 
the reason for correction should be given reasonable assistance without being required to justify why they want 
access to their own records. 

 

11. Identity Verification and Authority Checks 



 
 

   

 

Before releasing records, the RTO must verify identity using proportionate and secure methods. This may 
include matching existing student data, checking approved photo identification, confirming portal credentials, 
or using another approved verification process.  

12. Response Timeframes and Service Standards 

The RTO will acknowledge requests promptly and respond within a reasonable timeframe, taking account of 
privacy obligations, record complexity, age of records, archive retrieval needs, system limitations and any need 
for redaction or third-party consultation. Requests for copies of retained AQF certification documentation 
should be treated as a priority because ASQA expects students, including former students, to be able to access 
those retained records.  If the RTO cannot meet the normal service standard, the requester should be advised of 
the reason, expected timeframe and any additional information needed.  

 

13. Copies, Inspection, Format and Fees 

Access may be provided by inspection, electronic copy, certified copy, transcript, replacement document, 
summary statement or another suitable format. The RTO will seek to provide access in a practical form that 
preserves the integrity of the official record. Where a replacement qualification or statement of attainment is 
requested, the RTO may apply a lawful disclosed administrative fee if this has been published in advance and is 
not inconsistent with law or contract. Any fee must be reasonable and must not be used to obstruct access to 
records.  

 

14. Correction of Records 

Students may request correction of inaccurate, incomplete, out-of-date or misleading personal information or 
student record data. Correction requests must be assessed against source evidence, system audit trails, 
statutory reporting obligations, assessment records and any approved name-change or identity-change 
documentation. Where the RTO agrees that correction is required, the change must be made in controlled 
systems with an audit trail and, where necessary, related records such as certificates, statements, reports or 
correspondence must be updated or reissued appropriately. Where the RTO refuses a correction request, it 
must explain the reason and advise the student of any internal complaint, appeal or privacy complaint option.  

 

15. Certification and Archived Records 

The RTO must keep certification records so that current and former students can access copies of retained 
qualifications and statements of attainment. ASQA states that RTOs must retain records of AQF certification 
documentation for 30 years and ensure students, including previously enrolled students, can access copies. If 
the RTO is no longer operating, students may need to check whether ASQA holds the records for that provider 
and apply through ASQA where the provider appears on ASQA’s student-records list.  

 

16. Third-Party, Offshore and System-Held Records 



 
 

   

 

Where student records are held by a third-party provider, offshore partner, cloud platform or contracted 
records service on behalf of the RTO, the RTO remains responsible for ensuring that lawful access requests can 
still be actioned. Contracts and operational controls must require prompt retrieval, protection of privacy, 
cooperation with correction requests, and maintenance of secure audit trails. Third parties must not 
independently refuse, alter or release student records contrary to RTO instructions. 

 

17. Privacy, Confidentiality and Secure Release 

Personal information used or disclosed in the records-access process must be protected from misuse, 
interference, loss, unauthorised access, modification or disclosure. Secure release methods may include 
controlled portal delivery, encrypted email, registered post, in-person collection with ID verification, or other 
approved secure methods. Staff must take care to avoid accidental disclosure to the wrong person, oversharing 
of unrelated information, or release of raw system extracts that include hidden or third-party information.  

 

18. External Assistance and Escalation Pathways 

Where a student is dissatisfied with an access or correction outcome, the RTO should advise the student of 
available internal complaints or appeal pathways and, where relevant, external options. ASQA student 
guidance notes that the National Training Complaints Hotline may help refer concerns to the most appropriate 
authority, that consumer protection agencies may assist with some student issues, and that the 
Commonwealth Ombudsman investigates complaints from international students about private education and 
training in Australia. 

 

19. Records of Requests and Continuous Improvement 

The RTO will keep a register of student access and correction requests showing the date received, identity 
checks completed, records requested, actions taken, outcome, release method, fees if any, and any refusal or 
redaction reasons. Trends such as repeated retrieval delays, frequent correction issues, poor archive quality, 
third-party access problems or recurring student confusion should be reviewed as part of continuous 
improvement and records governance.  

 

20. Roles and Responsibilities 

• Board / CEO / Executive: oversee governance of student-record access, privacy and long-term record 
availability. 

• Student Administration Manager / Records Custodian: coordinate requests, identity checks, retrieval and 
release of records. 

• Privacy Contact / Compliance Manager: advise on privacy, refusal grounds, redactions, complaint handling 
and regulator expectations. 



 
 

   

 

• Academic Manager / Trainers / Assessors: assist with locating and explaining academic and assessment 
records where relevant. 

• IT / Systems Support: maintain secure access, backups, archive retrieval, audit trails and secure release 
controls. 

• Third-Party Providers / Offshore Partners: cooperate fully with retrieval, correction and secure release 
obligations under the RTO’s direction. 

• Students and authorised representatives: provide sufficient information to identify the records sought and 
engage honestly with identity verification requirements. 

 

21. Non-Compliance and Escalation 

Failure to maintain accessible student records, inability to locate retained certification documents, unlawful 
refusal or delay, release of records without proper identity verification, unauthorised alteration of records, poor 
redaction practice, third-party obstruction, or privacy breaches in the release process may constitute serious 
non-compliance. The RTO may respond through urgent remediation, correction of records, notification to 
affected individuals, suspension of unsafe release practices, retraining, disciplinary action, contractual action 
against third parties, and regulator or insurer notification where required.  

 

22. Procedure 

22.1 Receive and Acknowledge Request 
1. Receive the request through an approved channel and record it in the student records access register.  
2. Acknowledge receipt and advise the requester of identity requirements, expected timeframe and any 

further information needed to identify the records. 
3. Screen the request for urgency, archive retrieval needs, privacy issues, third-party involvement or 

potential refusal grounds. 

22.2 Verify Identity and Locate Records 
4. Verify the identity of the requester and any representative authority before any release action occurs. 
5. Locate the requested records in the approved system, archive or third-party holding environment and 

check whether any redaction or consultation is required. 
6. If the record cannot be found promptly, escalate retrieval to the records custodian or relevant manager 

and document the search steps taken. 

22.3 Release, Correct or Refuse 
7. Provide access in the approved format, or process the correction request through the authorised 

approval path, ensuring an audit trail is retained. 
8. If access is limited or refused, explain the reason in writing and advise the requester of internal complaint 

or review options. 
9. Collect any lawful fee only in accordance with the approved fee schedule and record the release method 

and date. 

22.4 Close-Out and Improvement 
10. Update the register with the final outcome, release date, correction action or refusal reason. 



 
 

   

 

11. Report any privacy incident, archive failure, data-quality issue or third-party delay through the relevant 
governance or incident process. 

12. Review trends and use findings to improve systems, retention practices, archive quality and student 
guidance. 
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