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Procedure 
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 Version: 25.6 

1. Purpose

This policy outlines how The College of Health and Fitness (TCOHAF) ensures accurate, timely, and compliant collection, 

management, reporting, and assurance of student and training activity data, in line with the Standards for RTOs 2025, 

the National VET Data Policy, and AVETMISS requirements. 

2. Scope

This policy applies to all TCOHAF staff involved in the collection, entry, reporting, and quality control of data related to: 

• Student enrolments

• Training delivery and assessment outcomes

• AVETMISS and government funding reporting

• Certification issuance

• Continuous improvement and compliance monitoring

3. Policy Statement

TCOHAF is committed to: 

• Ensuring the integrity, accuracy, and timeliness of student and training data

• Complying with all mandatory reporting obligations, including AVETMISS and Total VET Activity (TVA)

• Protecting the privacy of personal and sensitive information

• Using data to inform decision-making, continuous improvement, and regulatory compliance

4. Responsibilities

Role Responsibility 

Compliance Officer Oversees data quality assurance and reporting 

Trainers and Assessors Ensure timely and accurate completion of student records 

Admin Staff Enter, verify, and maintain student information 

CEO / Operations Manager Ensures policy implementation and resourcing 

5. Legislative and Standards Reference
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• Standards for RTOs 2025 – Standards 1.3, 4.1, 6.1

• National VET Data Policy

• AVETMISS data standards

• Privacy Act 1988 (Cth)

• Unique Student Identifier Act 2014

6. Data Reporting Obligations

TCOHAF will report data to the relevant regulatory bodies and funding providers as follows: 

Reporting Requirement Frequency Responsible 

Officer 

AVETMISS (Total VET Activity) Annually (or more frequently for 

funded training) 

Compliance 

Officer 

State/Territory Funding Submissions As per contract Compliance 

Officer 

USI verification At enrolment Admin Officer 

Certificate issuance (including reporting to the 

Registrar, if required) 

Within 30 calendar days Compliance/ 

Admin 

Student outcome surveys (e.g. NCVER) As directed Compliance 

Officer 

7. Data Quality Assurance Procedure

Step 1: Data Collection 

• Student data is collected at the point of enquiry and enrolment, including personal details, USI, eligibility, LLN,

and course preferences.

• All data must be captured using RTO-approved forms and systems (e.g., Student Management System – SMS).

• Ensure USI verification is completed and documented.

Step 2: Data Entry and Verification 

• Data is entered into the SMS by authorised staff.

• Student records are checked for:

o Full legal name

o Date of birth

o Correct address and contact details

o USI validation

o Funding eligibility evidence (if applicable)

• Trainers/Assessors must submit attendance and assessment outcomes within 5 working days of activity.

Step 3: Pre-Submission Data Validation 

• Data is reviewed using:

o AVETMISS validation software or SMS validation tools

o Internal data validation checklist

o Automated data integrity checks (e.g. outcome codes, completion dates, delivery locations)
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Step 4: Error Resolution 

• Identified errors or missing information are rectified prior to submission.

• Trainers or staff are notified where re-submission or clarification is needed.

• Any corrections are documented and traceable.

Step 5: Submission and Archiving 

• Data is submitted in accordance with relevant deadlines (NCVER, funding bodies).

• Submission confirmation and error reports are retained.

• Data backups and version-controlled files are maintained securely.

Step 6: Post-Submission Review 

• After each submission, an internal review is conducted to:

o Compare submitted data with internal records

o Evaluate accuracy and completeness

o Document improvements or system issues

8. Data Integrity Measures

• Quarterly internal audits of student files and SMS data

• Cross-checking of assessments, attendance, and outcomes

• Use of standardised naming conventions and codes

• Mandatory data entry training for all admin and academic staff

• Secure storage of physical and digital records

• Access controls and role-based data permissions in the SMS

9. Privacy and Security

• Personal data is managed in line with the Privacy Act 1988 (Cth) and TCOHAF Privacy Policy
• Access is restricted to authorised personnel

• Data is retained for the period required by legislation (currently 30 years for certification records)

• Breaches are handled under TCOHAF Data Breach Response Plan

10. Continuous Improvement

• Non-conformances are recorded in the Continuous Improvement Register

• Data-related incidents are analysed to identify trends and training needs

• Feedback from students, staff, and auditors is used to improve data handling processes

• Annual review of this policy and related procedures
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