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1. Copyright Disclaimer

Not applicable.

2. Document Control

Owner CEO
Stakeholders All students and staff
Approving Body Board of Directors

Version History

Version Date Description

Version provided by Higher Education Leadership Institute (HELI) was
contextualised by Ms. Harpreet Kaur.

Draft Version 0.2 | 15" August 2022 | New template applied by Ms. Carmen Ralph.

Amended by Ms. Carmen Ralph as per the minutes of the Executive
Management Committee meeting as follows: update Section 7 to include
non-teaching staff, industry partners, third parties, auditors, the
Executive Management Committee meeting minutes, the Complaints
Draft Version 0.3 | 30" August 2022 | and Appeals Register and the Risk Management Register as feedback
sources; and replaced in Section 7 the Course Coordinator with the
Workshop Supervisor as the staff who is responsible for updating the
Assets Management Register and reviewing the workshop tools and
equipment every day after classes finish.

Updated by Ms. Carmen Ralph as follows: updated information on
learning resources, infrastructure and facilities to reflect the actions and
conditions included in Section 8.4 in the Teaching and Learning Plan;
added responsibilities for the Librarian, the Laboratory Supervisor, the
Workshop Supervisor, the Registrar and the ICT Manager in relation to
maintaining registers; and updated section numbers and Table of
Contents.

Amended by Ms. Carmen Ralph as per the minutes of the Board of
29" November | Directors meeting as follows: changed the address from Suite 28, Level 3,

Draft Version 0.1 3 May 2022

30t September

Draft Version 0.4 2022

Version 1.0

2022 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street, Fortitude
Valley QLD 4006.
Amended by Ms. Kaur to address the TEQSA findings in the audit report,
. 18" December | added section 9 to the policy, approved by the Academic Board on 12th
Version 1.1 . ) .
2023 December 2023, and received final approval by the Board of Directors on
18th December 2023.
Version 1.2 20" March 2024 | Added Provider ID and updated header.
2 th
Version 1.3 0™ September Updated the CRICOS number
2024
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3. Approval, Publication and Review

3.1 Approval

This Infrastructure and Resources Review and Improvement Policy and Procedure was reviewed with amendments
by the Executive Management Committee in the meeting held on 30" August 2022. Further, this document was
unanimously approved by the Board of Directors in the meeting held on 29" November 2022.

3.2 Publication

This Infrastructure and Resources Review and Improvement Policy and Procedure will be made available to
individuals, including current and prospective students seeking to enrol in Nova Anglia College, by publication on the
website at www.nac.edu.au. Alternatively, a copy of this document can be requested by contacting the Registrar
Office at registrar@nac.edu.au.

3.3 Review

Nova Anglia College’s policies are reviewed on a regular basis. The review cycle may vary depending on the type of
policy and its scope, but every year would be typical, and there must be no more than three years between policy
reviews.

Next review date: March 2026

4. Purpose

The objective of this policy is to ensure the appropriate maintenance, review and improvement of infrastructure and
resources utilised by Nova Anglia College (hereinafter referred to as “NAC”) in order to facilitate the successful
delivery of its higher education courses.

5. Scope

This policy applies to all NAC stakeholders.

6. Policy

This policy is authorised by the Executive Management Committee to ensure that NAC has well maintained
infrastructure and adequate resources for staff and students that are appropriate in scope and quality for the
capacity of NAC and the mode of delivery of its courses.

Through a regimen of regular review and feedback from various stakeholders, the Executive Management
Committee and the Teaching & Learning Committee will monitor the efficacy of NAC’s infrastructure and resources
and action enhancements and improvements where necessary.

7. Learning Resources

NAC will acquire, preserve and provide access to a wide range of collections that are relevant to both the learning
needs and scholarly endeavours of teaching staff and students through the following process:

e The NAC library is provided with an initial budget to enable the purchase of all recommended reading material
specified in the unit outlines for NAC’s higher education courses and an annual budget for the purchase and
development of library holdings and resources (both physical and virtual). Material to support teaching and
learning is not limited to prescribed and recommended reading lists on unit outlines and requests for additional
resources may be made to the Teaching & Learning Committee via the Dean.
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e The library is the primary information source for teaching staff and students of NAC and multiple copies of all
prescribed and recommended texts and readings specified in all unit outlines will be maintained. The library will
also develop a significant journal collection in print or electronic format to ensure currency of information.

At the end of each academic year, the Teaching & Learning Committee (through the Dean and the Librarian) is
responsible for the annual review of library holdings to determine what new materials will be purchased in the
following academic year. This review of library holdings will be based on recommendations made either through
surveys or direct request from teaching staff to the Dean and approved by the Teaching & Learning Committee
in line with the budget approved by the Board of Directors in consultation with the Academic Board.
Ininstances where the review of library holdings makes recommendations that exceed the budget set by the Board
of Directors, the Teaching & Learning Committee will provide a report to the Academic Board with the list of
required readings, associated costs and rationale for the increased expenditure. If the Academic Board approves
this request, the list will be then referred to the Board of Directors for approval of the increased expenditure.

Where a review of courses results in the approval of new/revised unit and/or new prescribed or recommended
texts and readings, these must be purchased prior to the delivery of the revised units.

The library must ensure adequate computers are available for students to access eBooks, online databases and
the library catalogue.

The Librarian will be responsible for the management of library assets and for updating the Library Assets
Management Register. Budget will be allocated for broken, lost or stolen items.

Laboratory consumables will be continuously purchased within the allocated budget and reviewed regularly
according to the number of the students.

Laboratory consumables and equipment will be reviewed every day after classes finish and the Laboratory Assets
Management Register will be updated by the Laboratory Supervisor. Budget will be allocated for broken, lost or
stolen tools and equipment.

Workshop consumables will be continuously purchased within the allocated budget and reviewed regularly
according to the number of the students.

Workshop tools and equipment will be reviewed every day after classes finish and the Workshop Assets
Management Register will be updated by the Workshop Supervisor. Budget will be allocated for broken, lost or
stolen tools and equipment.

The Board of Directors will review yearly the key equipment for the labs and workshop to keep education
current and futuristic.

e NAC’s website will provide current content.

e The LMS will provide ready access to online information and resources.

8. Infrastructure and Facilities

NAC is committed to creating, maintaining and upgrading physical resources to create a positive experience for
students. To this purpose, NAC will ensure that:

e classrooms and other teaching and learning areas are well-maintained and adequately provided with furniture,
equipment and fixtures such as chairs, desks, whiteboards, projectors, air-conditioning units, carpet and
lighting;

e enough access Wi-Fi points are provided to students and staff;

e the work environments for all the staff are safe and well-maintained;
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e kitchen and lunchroom areas for students are fully functional and clean;

e rooms for Student Support meetings and student consultations are safe and well-maintained;

e separate study areas within the library are provided for students;

e enough toilets, disabled toilets and sanitary bins are provided with easy access from all teaching, learning and
recreation areas ;

e bicycle racks are provided for students in safe areas.

The Registrar will be responsible for the management of office assets and for updating the Office Assets Management
Register.

Effective capital and IT planning and project management processes will be implemented by the ICT Manager, who
will create a Technology Development and Management Plan and an ICT Disaster Management Plan. The IT Manager
will also be responsible for the management of ICT equipment and for updating the IT Equipment Management
Register.

Arrangements to access the Facilities and Resources.

Access to Specialised Laboratories and Workshops:

e NAC is committed to ensuring the safe and effective use of its specialised laboratories and workshops. To
this end, students and staff will receive extensive training on access procedures and health safety
guidelines relevant to these facilities.

e The specific requirements and procedural details for using these facilities are thoroughly detailed in the
Laboratory and Workshop Framework.

e These training sessions will be conducted under the guidance of the laboratory supervisor, ensuring a
comprehensive understanding and adherence to safety protocols.

Access to Library:

e NAC provides clear and structured guidelines for students and staff on accessing and utilising library
resources.

e Detailed information on these procedures is available in the Library Rules Framework and Library
Management Plan.

e Library staff will conduct sessions to acquaint users with these guidelines, ensuring efficient and respectful
use of library resources.

e Student will be introduced to how to utilise the library services. As detailed in NACs Library development
and management plan, Library services will be conducting various workshops time to time to assist
students with additional supports such as but not limited to:

o Technology literacy

o Language support

o Welfare workshops with focus on awareness of health and safety, sexual assault, mental health
bully and discrimination, transition to Australian Life etc.

o Workshops about the latest Contemporary developments in field of education and discipline such
as workshops on Al usage, Maintaining academic integrity, new developments in electric vehicle
technology or any new advancements in the fields.

o Additional Training on Learning Management Systems.

Access to Learning Management System (LMS):
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e Both students and staff can access the Learning Management System through a dedicated link on the NAC
website.

e Login details for the LMS will be provided at the time of student orientation or staff induction.

e Comprehensive training on the LMS and student management system will be part of the orientation for
students and onboarding for new staff members, ensuring familiarity with these essential educational
tools.

e If students need any additional support with the technology, the workshops on computer literacy are run
by library services or the student can request assistance from the student support officer.

e This training will be conducted by NACs designated Student support/HR officers/ICT officer.

Campus Orientation Tour:

e Students at NAC will be provided with a comprehensive campus tour during their orientation. This tour is
designed to familiarise them with the campus layout, including key facilities and resources.

e Acrucial part of the orientation tour includes educating students about emergency exits and the
evacuation plan. This ensures that all students are aware of the safety procedures and can respond
appropriately in case of an emergency.

e Additionally, during orientation, students will receive detailed information about the induction and training
processes for accessing various NAC facilities, including the Learning Management System, laboratories,
and the library.

e Specific dates and times for these training sessions will be communicated to students, ensuring they are
well-informed and prepared to make the most of these resources throughout their course of study.

10. Ongoing Review

The Executive Management Committee will continuously review the efficacy of infrastructure and resources in their
areas of responsibility through the following process:

e Each member of the Executive Management Committee will be required to report at each meeting on any issues
related to infrastructure and resources that have arisen since the previous meeting (including any issues related
to Workplace Health and Safety). This will be a standing item on the agenda for meetings of the Executive
Management Committee.

e Where improvements to NAC’s infrastructure and resources need to be addressed, any actions required will be
decided upon by the Executive Management Committee and will be allocated to a responsible person for
completion within the agreed timeframe.

e Qutstanding actions will be monitored by the Executive Management Committee until evidence of completion
is provided.

e Where amounts not allocated in the budget are required for the improvement of infrastructure or resources,
NAC’s Chief Executive Officer will include it in their report to the Board of Directors in conjunction with a request
for additional funding.

e The Executive Management Committee will provide the recommendations to the Board of Directors on the
upgrade on the key equipment yearly. These are usually out of budget expenses.

e NAC will maintain a Continuous Improvement Register to ensure sources of opportunities for updating and
improving learning facilities and resources are identified and reported.
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11. Procedure

Regular stakeholder feedback using survey instruments will inform NAC when reviewing the adequacy of its
infrastructure and resources through the following process®:

e Surveys of students will include a section on the quality of NAC’s infrastructure and resources soliciting
suggestions on any improvements which might be made to enhance the student experience.

e Surveys of teaching and non-teaching staff will include a section on the quality of NAC's infrastructure and
resources soliciting feedback on any deficiencies or improvements from the point of view of the delivery of
teaching and learning.

e Feedback will also be collected from other sources such as industry partners, auditors, the Executive
Management Committee, the Complaints and Appeals Register and the Risk Management Register.

e The Course Coordinator will review the surveys of students and teaching staff, analyse the feedback and
summarise any issues raised regarding infrastructure and resources.

e The Course Coordinator and the Dean will engage formally and informally with teaching staff to discuss any
issues raised and to formulate possible strategies for improvement.

e The Dean will include recommendations and strategies for improvements to infrastructure and resources in
their report to each meeting of the Teaching & Learning Committee.

e The Teaching & Learning Committee will recommend for action any improvements to infrastructure or
resources to the Executive Management Committee.

e All improvements that have been recommended by the Teaching & Learning Committee to the Executive
Management Committee for action will be allocated to a responsible person for completion within an agreed
timeframe.

e Qutstanding actions will be monitored by the Executive Management Committee until evidence of completion
is provided.

e Where amounts not allocated in the budget are required for the improvement of infrastructure or resources,
NAC’s Chief Executive Officer will include it in their report to the Board of Directors in conjunction with a request
for additional funding.

12. Related Documents

e Student Feedback Form

e Staff Feedback Form

e Risk Management Register

e (Continuous Improvement Register

e Complaints and Appeals Register

e [Ljbrary Assets Management Register

e Laboratory Assets Management Register

o  Workshop Assets Management Register

1 Also refer to Section 9.1 of the Quality Assurance Framework — Stakeholder Feedback

Infrastructure and Resources Review and Improvement Policy and Procedure This document is uncontrolled when printed.
Version: V1.3 | September 2024 Page 8 of 9




A www.nac.edu.au

@ info@nac.edu.au

© 29 Amelia Street, Fortitude Valley, QLD 4006

o Office Assets Management Register

o |T Equipment Management Register
e Teaching and Learning Plan
e Technology Development and Management Plan

e |CT Disaster Management Plan

13. Related Legislation

e Higher Education Standards Framework 2021 — Standard 2.1

e Quality Assurance Framework — Stakeholder Feedback (Section 9.1)
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