
ACCESS TO RECORDS  
 

All student records, such as personal details and records of participation and progress (this includes data collected 

on the Enrolment Agreement Form and assessment results that are collected), are kept within a secure area (both 

electronic and hard files). An electronic record of each Student’s enrolment and participation is kept on the 

Student Management System for a period of 30 years, this record is password protected and is only accessible by 

employees of the RTO. 

All students have the right to access their record of participation and progress within a timely manner. In order for 

a student to access their records they are required to submit a request in writing to the RTO. If the student wishes 

to provide a third party with access to their records, they should state this in their formal request in writing.  

The RTO will provide, within 48 hours of receiving the written request, a confirmation in writing that the RTO has 

received a request for Access to Records and confirmation of how long it will take for the access to be granted.  

In no more than 5 business days the RTO will provide the student with access to their records as well as a Record 

of Results of the student’s participation and progress. 

 


