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1. Copyright Disclaimer

Not applicable.

2. Document Control

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

3. Approval, Publication and Review

3.1 Approval

This Students and Staff Wellbeing, Safety and Security Policy and Procedure was approved without amendments by
the Board of Directors in the meeting held on 22" June 2022.

3.2 Publication

This Students and Staff Wellbeing, Safety and Security 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 Students and Staff Wellbeing, Safety and Security 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 Students and Staff Wellbeing, Safety and Security Policy and Procedure has been developed to establish and
maintain a safe and secure educational and work environment where students and staff at Nova Anglia College
(hereinafter referred to as “NAC”) engage in educational and work processes in a safe, secure, and productive
environment.

5. Scope

This policy applies to all current and former stakeholders of NAC including, but not limited to, board members, staff,
students, contractors, business associates, partners and external service providers.

6. Policy

In accordance with Standard 2.3 of the Higher Education Standards Framework® and these procedures, students and
staff at NAC are advised of the actions they can take, the staff they may contact and the support services that are
accessible to them if their personal circumstances are having an adverse effect on their work, education or wellbeing.

L TEQSA. (2021). Higher Education Standards Framework 2015. [Online] Available at: https://www.tegsa.gov.au/higher-
education-standards-framework-2015-0 [Accessed 6 June 2022].
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For students, this includes the provision of timely and accurate advice on access to personal support services
including learning support services, counselling, advocacy and welfare services?.

NAC promotes and fosters a safe learning and work environment for all and advises students and staff on actions
they can take to enhance their safety and security both on and off campus. NAC also provides procedures that cover
immediate actions to be taken in the event of a critical incident and its management?.

NAC will take all appropriate measures to enhance student and staff wellbeing. The following table details the types
of information available to foster a safe and secure learning and work environment conducive to the wellbeing of all

stakeholders.

discrimination

Area of . . e
Wellbeing Impact Safety and/or Security Measure Documentation Responsibility
Inclusive and All Information on compliance with Student Handbook CEO
safe culture stakeholders | relevant Commonwealth, State and Staff Handbook
Territory laws, and compliance with Aboriginal and
regulatory requirements and statutory | 1o,res Strait
obligations Islander Peoples
Education Policy
Students Information about discrimination, Student Code of Dean
bullying and harassment, including Conduct
sexual harassment Aboriginal and
Torres Strait
Islander Peoples
Education Policy
Staff Information about discrimination, Staff Induction CEO
bullying and harassment, including Checklist
sexual harassment Staff Handbook
The right to Students Information about ready access to Student Handbook Dean
lodge a grievance procedures and lodging a Student Grievance
grievance grievance without fear of Handling Policy and
discrimination Procedure
Staff Information about ready access to Staff Induction CEO
grievance procedures and making Checklist
complaints without fear of Staff Handbook

2 Student Support Framework

3 critical Incident Management Plan
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Area of . . T
Wellbeing Impact Safety and/or Security Measure Documentation Responsibility
Therighttoa | Students Information about responsibility to Student Code of Dean
safe and secure maintain a safe and secure Conduct
environment environment respectful of the needs Aboriginal and
of others Torres Strait
Islander Peoples
Education Policy
Staff Information about responsibility to Staff Induction CEO
maintain a safe and secure Checklist
environment respectful of the needs Staff Handbook
of others
Students Information about responsibility to Student Handbook Dean /
look after personal mental health and | pental Health and | Student Support
promote positive physical and mental | wellbeing Policy Officer
health and wellbeing of other students | gnd Procedure
and staff Aboriginal and
Torres Strait
Islander Peoples
Mental Health Education Policy
Staff Information about responsibility to Staff Induction CEO
look after personal mental health and | Checklist
promote positive physical and mental | Staff Handbook
health and wellbeing of other students | y1ontal Health and
and staff Wellbeing Policy
and Procedure
Code of Students Information about rights and Student Code of Dean
Conduct obligations and disciplinary Conduct
procedures for breaches Student Handbook
Staff Information about rights and Staff Induction CEO
obligations and disciplinary Checklist
procedures for breaches Staff Handbook
Personal Students Information on access to academic Student Handbook Dean/
support and personal support services Student Support Student Support
services (learning support, counselling, Framework Officer
advocacy, welfare) Aboriginal and
Torres Strait
Islander Peoples
Education Policy
Staff Information on access to personal Staff Induction CEO
support services Checklist
Staff Handbook
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Area of . . T
Wellbeing Impact Safety and/or Security Measure Documentation Responsibility
Evacuation and | Students Information on adherence to safety Student Handbook | Dean / Registrar
emergency procedures (emergencies and Campus signage First Aid Officer/
procedures evacuations) and safe locations Evacuation drills Delegate
Staff Information on adherence to safety Staff Induction CEO / Registrar
procedures (emergencies and Checklist
evacuations) and safe locations Staff Handbook
Campus signage
Evacuation drills
Workplace Students Information on WHS procedures and Student Handbook Dean
Health and mechanisms
Safety (WHS) Staff Information on WHS procedures and Staff Induction CEO
procedures WHS compliance Checklist
Staff Handbook
Theft Students Information on protecting personal Student Handbook Dean/
prevention property Student Support
Officer
Staff Information on protecting personal Staff Induction CEO
property, security procedures (keys Checklist
and duplicates); lockable cabinets; Staff Handbook
locking office doors when vacant
Campus Students Information on campus security, Student Handbook | Dean / Registrar
security building management security and Campus signage / Student
hours of access (including library) Support Officer
Advice on how to limit personal risk
Engaging security personnel as
appropriate
Staff Information on campus security and Staff Induction CEO
building management security Checklist
Staff Handbook
Online safety | Students Information on actions to enhance Student Handbook | Dean / Registrar
and security online safety and security / Student
Support Officer
Staff Information on actions to enhance Staff Induction CEO
online safety and security Checklist
Staff Handbook
Security of Students Information about privacy and Privacy and Dean
personal personal information Personal
information Information Policy
and Procedure
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Area of
Wellbeing

Impact Safety and/or Security Measure Documentation Responsibility

Staff Information about privacy and Staff Induction CEO
personal information Checklist

Staff Handbook
Privacy and
Personal
Information Policy
and Procedure

8. Health and Safety on Campus

The Work Health and Safety Act 2011 prescribes the employer’s duty of care to provide a safe and healthy working
environment for all employees and the employee’s duty of care to take reasonable care for the health and safety
of others in the workplace such as students This includes the provision of:

e A safe environment for employees and students that includes provisions for safe storage of goods such as
chemicals;

e Adequate staff training in safe work procedures, infection control procedures and appropriate hygiene;
e Properly maintained facilities and equipment;
e Personal protective equipment such as gloves, eye protection and sharps containers, where required; and

e Aclean and suitably designed work and study place.

The following procedures and standards must be observed to achieve a safe working and learning environment:
e No smoking is allowed on campus and at work-based training venues;

e No alcohol to be consumed on campus and at work-based training venues;

e Noillicit drugs are allowed on campus and at work-based training venues;

e Maintain a safe, clean and efficient, working and learning environment;

e Store and dispose of waste according to health regulations;

e C(Clean walls, floor and working surfaces to meet health and safety standards without causing damage;
e Maintain equipment and monitor for maintenance requirements;

e Store equipment safely;

e Safe lifting and carrying techniques are in place and used;

e |dentify fire hazards and take precautions to prevent fire;

e Ensure student safety at all times;

e Hold regular fire drills and first aid courses for all staff and students;

e Display first aid and safety procedures in prominent places;

e Report any identified Work Health and Safety hazard to the appropriate staff member as required; and

o Implement procedures and practices, in accordance with state and local government health regulations.
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All NAC staff and students are required to report any hazard immediately to the CEO.

9. Related Documents

e Student Handbook

Student Code of Conduct

Student Orientation Checklist

Student Grievance Handling Policy and Procedure

Student Support Framework
Staff Handbook
Staff Induction Checklist

Critical Incident Management Plan

e Privacy and Personal Information Policy and Procedure

Mental Health and Wellbeing Policy and Procedure

Aboriginal and Torres Strait Islander Peoples Education Policy

10. Related Legislation

e National Code of Practice for Providers of Education and Training to Overseas Students 2018
e The Education Services for Overseas Students Act (2000)

The Higher Education Standards Framework (Threshold Standards) 2021 — Standard 2.3

o Work Health and Safety Act 2011
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