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1. Copyright Disclaimer 

Copyright © 2022 Nova Anglia College Pty Ltd. All rights reserved.  

Copyright of this document is the property of Nova Anglia College under Australian and international copyright laws 
unless otherwise stated. Any unauthorized use of this document or its contents may violate copyright under the fair 
dealings provisions of the Copyright Act 1968. No part of this document may be photocopied, reproduced, altered 
or translated in any form or by any means, or stored in a retrieval system or transmitted electronically, or otherwise 
used without the prior written consent of Nova Anglia College.  

2. Document Control 

 

Owner CEO 

Stakeholders All students and staff 

Approving Body Board of Directors 

3. Approval, Publication and Review  

3.1  Approval  

This Mental Health and Wellbeing Policy and Procedure was approved with amendments by the Board of Directors 
in the meeting held on 22nd June 2022. 

3.2  Publication 

This Mental Health and Wellbeing 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 

This Mental Health and Wellbeing Policy and Procedure is subject to change and will be reviewed at least once a 
year with no gap of three years or more between two consecutive reviews.  

Next review date: March 2025 

4. Purpose 

This Mental Health and Wellbeing Policy and Procedure has been created to promote and foster good mental health 
and wellbeing of students and staff at Nova Anglia College (hereinafter referred to as “NAC”). 

5. Scope 

This policy applies to all staff and students at NAC. 

6. Policy  

NAC aims to promote and foster mental health and wellbeing, as part of its overall commitment to creating a healthy 
and safe workplace and study environment for all the students and staff at NAC irrespective of cultural, social or 
linguistic background, thus including Aboriginal and Torres Strait Islander students and staff. 

http://www.nac.edu.au/
mailto:registrar@nac.edu.au
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The WHO constitution states: "Health is a state of complete physical, mental and social well-being and not merely 
the absence of disease or infirmity."1 An important implication of this definition is that mental health is more than 
just the absence of mental disorders or disabilities. 

This policy has been designed in accordance with the Comprehensive Mental Health Action Plan for 2013-2020 
approved by Sixty-sixth World Health Assembly (WHA) in 2013 and extended until 2030 by the Seventy-four WHO  
in 2019. The overall goal of the mental health action plan is to “promote mental well-being, prevent mental 
disorders, provide care, enhance recovery, promote human rights and reduce the mortality, morbidity and disability 
for persons with mental disorders”2. 

 The mental health action plan focuses on four key objectives to: 

• strengthen effective leadership and governance for mental health; 

• provide comprehensive, integrated and responsive mental health and social care services in community-based 
settings; 

• implement strategies for promotion and prevention in mental health; and 

• strengthen information systems, evidence and research for mental health. 

7. Procedure 

7.1  Leadership and Governance  

NAC Wellbeing Advisory Committee will be created and will include the following:  

• The CEO (Chair); 

• The Dean; 

• The Student Support Officer;  

• The Wellbeing Officer; and 

• The Student Representative.  

Either the Wellbeing Officer or the Student Support Officer must be certified in Mental Health First Aid (MHFA). 

The CEO will prepare and present comprehensive reports on critical incidents in every Board of Directors meeting. 

The Board of Directors will decide whether: 

• follow-up action is required; 

• external mental health and wellbeing support, professionals and/or networks need to be engaged; 

• new policies and/or procedures should be created;  

• the mental health and wellbeing awareness and intervention programs organised or engaged by NAC meet high 
standards of quality; and 

• more money should be required for mental health and wellbeing promotion and illness prevention programs. 

7.2  Disclosure of Personal Mental Health or Wellbeing Matters 

7.2.1 Students and staff can make a disclosure regarding their mental health or personal wellbeing matters but are 
not required to do so unless they choose to. 

 
1 Constitution of the World Health Organisation. 
2 Comprehensive Mental Health Action Plan 2013-2030 of the World Health Organisation. 
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7.2.2 Some levels of disclosure will be needed if students and staff seek reasonable adjustments to be made, 
including where an extension to an assessment date has been requested based on special circumstances or 
considerations, or where a disclosure refers to students and/or staff being in immediate danger. 

7.2.3 Students can disclose mental health and/or wellbeing matters to the Student Support Officer. 

7.2.4 Staff can disclose mental health and/or wellbeing matters to the CEO or the Dean. 

7.2.5 Disclosures and requests can be made verbally in person or via the Application for Admission Form (students) 
and Staff Induction Checklist (staff). 

7.3  Mental Health and Wellbeing Support Services 

All students and staff at NAC must read, understand, seek clarification and implement this policy and procedure to  
foster values such as respect, tolerance, courage and generosity towards life and the wellbeing of every participant 
in the working and learning environment at the college. 

NAC is committed to adhering to the National Aboriginal and Torres Strait Islander Education Strategy 2015 created 
by the Department of Education and Training3. NAC will ensure that Aboriginal and Torres Strait Islander students 
are offered extensive mental health and wellbeing support to feel empowered, respected, protected and 
encouraged to shape their futures in accordance with their cultures and identity as Australia’s First Nations peoples. 
For more information, please refer to the Aboriginal and Torres Strait Islander Peoples Education Policy. 

NAC will ensure that designated quiet areas will be provided for students and staff who seek safe, calm and 
comfortable spaces for reflection and mind resetting. Access to filtered water, fridges, kitchens and kitchen 
appliances to store and heat food will be provided for both students and staff on campus. 

NAC will promote mental health and wellbeing education within the NAC community and ensure all students and 
staff can have easy access to social care services and mental health programs outside NAC.  

 

Posters, banners, website videos and other infographics will be placed on campus and online to raise awareness of 
mental health issues and encourage students and staff to come forward, share experiences and prevent the 
occurrence of depression, anxiety, eating disorders and suicidal attempts, amongst other issues related to mental 
health. Priority will be placed on opening the conversation about mental health issues and reaching out for support 
to all community in preventing critical incidents from happening on the NAC campus and beyond it.  

NAC’s expectations of student and staff behaviour on campus and online are outlined in the Student Code of Conduct 
and the Staff Handbook, respectively. 

7.3.1  Mental Health and Wellbeing Support for Students  

7.3.1.1  The students will be encouraged to seek mental health and wellbeing help and will be able to access mental 
help external services and reporting networks at www.nac.edu.au. 

7.3.1.2 Students who seeks guidance, advice and/or support for current mental health and wellbeing circumstances 
related to pastoral or academic matters can request to have a face-to-face or online live consultations via 
Teams by booking an appointment with the Student Support Officer at support@nac.edu.au.  

7.3.1.3  The Student Support Officer can make referrals on or to other external support services where appropriate. 

 
3 Clarke, M. (2020). National Aboriginal and Torres Strait Islander Education Strategy 2015 - Department of Education, 
Australian Government. [Online] Department of Education. Available at: https://www.education.gov.au/indigenous-
education/resources/national-aboriginal-and-torres-strait-islander-education-strategy-2015. 

http://www.nac.edu.au/
mailto:support@nac.edu.au
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7.3.1.4 The students will be provided with timely and accurate advice on how to access support and/or mental 
health and wellbeing reporting and counselling services, emergency services, general health services, legal 
advice, advocacy, fair work advice services, accommodation and welfare services. 

7.3.1.5 The Student Support Officer will seek advice from the NAC Wellbeing Advisory Committee and liaise with 
other services and offices at NAC as needed. 

7.3.1.6 In compassionate or compelling circumstances, students can request a reduction of study load or an 
extension of course duration by completing a Reduced Study Load Application Form or an Early Intervention 
Form and substantiating their request with relevant supporting documentation such as a valid medical or 
counselling certificate.   

7.3.2  Mental Health and Wellbeing Support for Staff  

7.3.2.1 NAC staff can request to meet with the CEO or a delegate either face-to-face or online via Teams and 
discuss mental health and wellbeing matters related to personal and work-related circumstances.  

7.3.2.2 NAC staff requests can be made informally, by directly talking to the CEO or a delegate, or formally, by 
emailing the CEO or a delegate. 

7.3.2.3 The staff will be encouraged to seek mental health and wellbeing help and will be able to access external 
services and reporting networks at www.nac.edu.au.  

7.3.2.4 Flexible working options allowing staff to manage personal wellbeing, family commitments and other 
personal matters will be provided in the employment agreements on a case-by-case basis. 

7.4  Mental Health and Wellbeing Education 

7.4.1  Internal training plans will include creativity, mental health and wellbeing workshops that will foster creativity, 
reflection, relaxation, self-confidence, self-reliance and resilience. 

7.4.2  External mental health and wellbeing awareness and intervention programs such as Mental Health First Aid  
and Employee Assistance Program will be included in NAC mental health and wellbeing training plans. 

7.4.3 Such workshops will be organised twice per year on the NAC campus, in the first two weeks of each semester, 
and will be open and free for all NAC community and their guests, who could be family and friends. 

7.4.4 NAC students and staff will also be encouraged to seek help outside NAC and will be provided with information 
on external mental health and wellbeing networks and services in Australia such as Lifeline, SANE Australia 
Helpline, Beyond Blue, Black Dog Institute, Headspace, ReachOut, Suicide Call Back Service, and 13YARN. Links 
to these services will be provided on the website at www.nac.edu.au. 

7.5  Critical Incidents 

7.5.1 NAC Critical Incident Management Plan and Procedure outlines the immediate actions to be taken in the event 
of a critical incident and any follow-up required. 

7.5.2 Priority will be given to ensuring the physical and psychological safety of all parties involved in a critical incident. 

7.5.3 The CEO will ensure that the Plan is continually improved and students and staff actively participate in mental 
health and wellbeing education training (refer to Section 8.4). 

7.5.4 The CEO will collect information and prepare comprehensive reports on critical incidents and send the reports 
to the Board of Directors.  

7.5.5. The Board of Directors will review the CEO’s reports, respond to critical incidents in a timely and appropriate 
manner and decide whether: 

http://www.nac.edu.au/
http://www.nac.edu.au/
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7.5.5.1  external mental support and wellbeing services, professionals and/or networks should be engaged; 

7.5.5.2  new policies and/or procedures should be created; 

7.5.5.3 the mental health and wellbeing awareness and intervention programs engaged or created by NAC 
meet high quality standards; and 

7.5.5.4  more money should be required for mental health and wellbeing promotion and illness prevention 
programs.  

7.6  Grievances and Appeals 

7.6.1 The students wishing to lodge a complaint regarding a breach of this policy will follow the process described 
in the Student Grievance Handling Policy and Procedure.  

7.6.2 The staff wishing to lodge a complaint regarding a breach of this policy will follow the process described in the 
Staff Handbook. 

7.6.3 The Wellbeing Advisory Committee will make every effort to communicate with all parties to a complaint and 
ensure they are appropriately supported. 

7.6.4 The Wellbeing Advisory Committee will ensure a thorough investigation will be conducted following the 
lodging of a complaint and a timely decision is communicated to all parties involved. 

7.6.5 Confidentiality will be preserved insofar as reasonably and practically possible during the thorough 
investigation of a complaint and the development of an action plan. 

7.6.6 NAC will ensure both the complainant and the respondent will not be subjected to adverse behaviours such 
as harassment, recrimination or discrimination because of lodging the complaint or responding to it, 
respectively. Where such cases are identified, the perpetrator will be charged with misconduct. 

 

8. Roles and Responsibilities 

8.1  Students and Staff 

All students and staff have a responsibility to: 

• read, understand and seek clarification on this policy from the relevant person, as indicated in the Student 
Handbook and the Staff Handbook, respectively; 

• support their peers in reading, understanding and seeking clarification on this policy; 

• take reasonable care of their own physical and mental health and wellbeing; 

• promote positive mental health so that they can prevent and intervene early in case they have knowledge of 
suicide attempts; and 

• have reasonable duty of care in relation to the physical and mental health and wellbeing of other students and staff. 

8.2  NAC Wellbeing Advisory Committee 

The Wellbeing Advisory Committee has a responsibility to: 

• ensure all students and staff are made aware of this policy; 

• promote and foster a safe work and learning environment by advising students and staff on actions they can 
take to enhance safety and security on campus and online; 
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• actively support, manage and contribute to the implementation and review of this policy as informed by the 
needs of student cohorts, including mental health, disability and wellbeing needs; 

• provide initial support to students and staff experiencing mental health problems or mental health crises; 

• track the number of students accessing support as well as the issues and topics referring to student and staff 
support and use the data to review and continually improve the mental health and wellbeing training plans; 

• seek feedback from students, staff and the Wellbeing Advisory Committee members themselves; 

• provide reliable and accessible mental health and wellbeing support and training for students and staff across 
NAC through awareness workshops organised by the Wellbeing Officer, who will review and communicate 
training plans annually;  

• ensure that mental health and wellbeing awareness plans educate academic and non-academic staff to 
recognise early signs of mental health and wellbeing issues in themselves and students; 

• collect and send information to the CEO to support the provision of comprehensive reports on critical incidents 
for the Board of Directors; and 

• verify if objectives have been met to identify roadblocks and enablers to ongoing policy implementation. 

8.3  Board of Directors  

• review the CEO’s reports on critical incidents presented in every Board of Directors meeting and: 

a) engage external mental health and wellbeing support services, professionals and networks; 

b) create new policies and/or procedures;  

c) regularly evaluate the quality of the mental health and wellbeing awareness and intervention programs 
engaged or created by NAC; and 

d) decide whether more money should be required for mental health and wellbeing promotion and illness 
prevention programs. 

9. Records Management 

Details of critical incidents, including names of the participants and their roles, date, place, description, follow-up 
action and resolution will be reported by completing a Critical Incident Reporting Form by a participant or a witness 
and recorded in the Critical Incident Register by the Registrar. 

10.  Definitions 

Critical Incident: Any sudden, shocking and stressful event that severely impacts on an individual coping strategies. 

Disclosure: Sharing personal information regarding mental health and/or wellbeing matters with a relevant person, as 
 indicated in this Policy and Procedure.  

Mental Health and Wellbeing: An individual’s condition regarding psychological, spiritual, emotional, cultural and physical 
 wellbeing. 

Reasonable Adjustment: An alteration of work and/or learning environment features so that an individual with a disability 
 can engage and perform comfortably, effectively and equitably. 

11.  Related Documents 

• Student Code of Conduct  
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• Student Grievance Handling Policy and Procedure 

• Application for Admission Form  

• Staff Handbook 

• Staff Induction Checklist 

• Critical Incident Management Plan and Procedure 

• Reduced Study Load Application Form 

• Early Intervention Form 

• Student Support Framework 

• Aboriginal and Torres Strait Islander Peoples Education Policy 

• Critical Incident Reporting Form 

• Critical Incident Register 

12. Related Legislation  

• Disability Discrimination Act 1992 

• Disability Standards for Education 2005 

• ESOS National Code Standard 6, Overseas Students Support Services 

• Higher Education Standards Framework 2021, Standard 2.3 

• Equal Employment Opportunity (Commonwealth Authorities) Act 1987 

• Privacy Act 1988 
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