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Policy Context

Registration Manager Australian Skills Quality Authority (ASQA)

. . . 2025 Standards for RTOs, Compliance Requirements, Credential Policy, and
Conditions of Registration . ¢
ESOS / CRICOS requirements where applicable
2025 Standards for RTOs - Outcome Standard 1.8, with related relevance to
Outcome Standards 1.1, 1.3 and 1.5; Credential Policy sections 1A, 1D, 1E
and 3A/3B where applicable; National Code 2018 Standard 6 and Standard
11

National Vocational Education and Training Regulator Act 2011; Education

Codes and Standards

Legislation or Other . . .
] Services for Overseas Students Act 2000; Copyright Act 1968; applicable

Requirements .

Commonwealth, State and Territory WHS laws

Training and Assessment Strategy; Session Plans; Resource Register; Asset

Register; Maintenance Records; Continuous Improvement Register;

Related Documents - . .
Validation Plan; Records Management Policy and Procedure; Privacy and

Confidentiality Policy

1. Purpose
This policy and procedure sets out how MBC plans, approves, provides, maintains, reviews and continuously
improves educational resources, learning materials, assessment resources, facilities and equipment so that students
have access to the resources required to participate in training, develop competence and undertake assessment in a
safe, lawful and effective manner.

2. Objective

The objective of this policy and procedure is to ensure that MBC provides sufficient, current, safe and accessible
resources, facilities and equipment for all training and assessment activities, and that these are managed through
clear approval, maintenance, review, recordkeeping and continuous improvement processes.

3. Scope

This policy applies to all MBC staff, contractors, trainers, assessors, validators, support staff, students, third-party
arrangements, campuses, classrooms, simulated environments, workplaces used for assessment or work placement,
and all training products on MBC'’s scope of registration, including CRICOS courses where relevant.
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4. Policy Statement

MBC will ensure resources, facilities and equipment are sufficient in quantity, suitable for purpose, current,
safe, accessible and available to support the volume of students enrolled and the requirements of each
training product.

Learning resources will be provided or made accessible in time for students to prepare for learning and
assessment activities.

Assessment resources and assessment environments will reflect the requirements of the training product,
the principles of assessment, the rules of evidence, and any mandatory workplace or practical
requirements.

Simulated environments and workplace arrangements used for training or assessment will replicate, or
provide access to, the conditions, tools, equipment, documents and interactions required by the relevant
training product.

Resources and facilities information provided to students before and during enrolment will be accurate and
consistent with what is actually available at MBC.

Where MBC delivers to overseas students, facilities, learning access and support arrangements will be
sufficient to enable participation, course progress and compliance with the ESOS framework.

All resource and equipment decisions will be documented and monitored through registers, course review,
validation, staff feedback, student feedback, incident reporting and continuous improvement processes.

5. Definitions

1.

Educational resources: All learning resources, assessment tools, trainer guides, learner guides, digital
content, reference materials, consumables, software, documents, equipment and facilities used to support
training and assessment.

Learning resources: Resources used by students to develop knowledge and skills before and during
assessment, including learner guides, presentations, online content, handouts, readings, recipe packs,
reference materials and practice materials.

Assessment resources: Assessment tools, benchmarks, mapping, instructions, observation tools, model
documents and supporting materials used by assessors to gather evidence and make judgements.
Equipment: Physical items required for learning, assessment or operations, including IT equipment, audio-
visual equipment, commercial kitchen equipment, utensils, WHS equipment and first aid resources.
Facilities: Classrooms, training rooms, kitchens, amenities, storage areas, work placement venues,
simulated environments and any approved site used for delivery or assessment.

Current: Reflective of the latest training product requirements, applicable laws, contemporary industry
practice and MBC'’s approved course and assessment systems.

6. Roles and Responsibilities

Role Key responsibilities

Approves this policy; ensures sufficient resourcing; approves purchases;

CEO / PEO monitors resource sufficiency, safety and compliance; ensures records,

registers and continuous improvement actions are maintained.
Monitors legislative and standards changes; checks alignment with the

Compliance / Management 2025 Standards, Compliance Requirements, Credential Policy and ESOS

Trainers and Assessors

requirements; escalates gaps for corrective action.

Identify required resources before delivery; use only approved and current
resources; report shortages, defects and risks; participate in review,
validation and continuous improvement; ensure practical activities are
supervised and safe.
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Maintains approved registers and document control; issues or provides
Admin / Student Support access to student resources; records procurement and replacement

actions; communicates facility or resource changes where required.

Check that assessment resources, evidence requirements, equipment and
Validators / Academic Leaders environments remain fit for purpose and aligned to training product

requirements.

Use resources and equipment safely, lawfully and only for approved
Students educational purposes; report faults, access barriers and shortages

promptly.

7. General Requirements

Before commencement of delivery, MBC will identify the learning resources, assessment resources, facilities,
equipment, software, consumables, staffing and site requirements for each training product and cohort.

The approved Training and Assessment Strategy, timetable, session plans and assessment system must be
consistent with the resources and facilities actually available.

Resources selected for use must be accurate, current, contextualised appropriately, legally obtained and suitable for
the target learner cohort.

MBC will consider accessibility, digital access, LLND needs, cultural suitability, workplace relevance and student
safety when selecting resources.

8. Minimum Evidence / Records

e Training and assessment strategies and timetables.

e Session plans and practical delivery plans.

e Resource registers, asset registers and maintenance records.

e Procurement requests, approvals and invoices.

e Version-controlled learning and assessment resources.

e Validation, moderation, course review and industry consultation records relevant to resources and
equipment.

e Incident reports, hazard reports, inspection records and corrective actions.

e Communications relating to significant changes in resources, facilities or campuses.

9. Monitoring Indicators

e Student and trainer feedback about adequacy of resources and facilities.

e Validation findings relating to assessment environments and equipment.

e Incidents, hazards, faults and downtime affecting training or assessment.

e Evidence of resource access through LMS, class delivery records and issue logs.
e Timeliness of replacement, maintenance and corrective actions.

e Course review and internal audit findings.

10. Breach, Rectification and Escalation
Where MBC identifies that resources, facilities or equipment are insufficient, unsafe, inaccessible, outdated or
inconsistent with approved delivery and assessment arrangements, the issue must be escalated immediately to the
CEO or delegate. MBC will implement interim controls where required, including suspension of affected delivery or
assessment activity until the issue is rectified.
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11. Procedure

Step

10

11

Procedure Responsibility
Identify the learning resources, assessment resources, facilities, equipment,
software, consumables and staffing requirements for each training product and
cohort before delivery starts. Consider training package requirements, class size, CEO / Management / Trainers
delivery mode, support needs, practical requirements and any licensing or
regulatory conditions.
Confirm that the approved TAS, timetable, session plans and assessment system
are consistent with the resources and facilities actually available and approved for Management / Trainers
use.
Select resources that are current, accurate, legally obtained, contextualised
appropriately and suitable for the target learner cohort. Consider accessibility, .
o L Trainers / Management
digital access, LLND needs, cultural suitability, workplace relevance and student
safety.
Provide students with access to the required learning resources at or before the
releva.nt comr'nenc.ement pomt'through the I._MS, dlgltél repos'ltory, printed ' Admin / Student Support / Trainers
materials, trainer-issued materials or supervised practical environments. Provide
orientation before unsupervised use of specialised equipment or systems.
Review assessment resources before use to confirm they are the current
approved version and that the assessment environment provides the equipment, Assessors / Validators /
facilities, documents, conditions and interactions required by the training Management
product. Do not proceed if critical resources or safety controls are missing.
Identify procurement needs through course planning, delivery experience,
incidents, validation, stock checks, asset replacement cycles and feedback. .
] . ) Staff / Trainers / Assessors
Requests must state the item required, purpose, affected unit or course, urgency,
cost estimate and any compliance or safety risk if not acquired.
Approve purchases through the CEO or delegated authority. Record approved
purchases in the relevant register and label, store and allocate items to the CEO / Administration
relevant course, site or trainer as applicable.
Store current approved learning and assessment resources in MBC’s controlled
digital repository or other approved systems with appropriate access permissions. | Administration / Document Owner
Archive superseded versions to prevent accidental use and protect restricted / Trainers
assessor materials from unauthorised access.
Inspect facilities and equipment regularly to confirm they are safe, clean,
functional and fit for purpose. Remove faulty or unsafe equipment from service CEOQ / Trainers / WHS responsible
immediately, report it, and retain maintenance, servicing, testing or calibration staff
records where applicable.
Ensure training and assessment only occur in facilities approved for the intended
educational use and suited to the class size, activity type and cohort. Manage any
material change to premises, campus arrangements or significant training CEO / Management
locations in accordance with regulator and CRICOS notification requirements
where applicable.
Review educational resources and equipment at least annually and earlier where
triggered by training package changes, legislative change, incidents, complaints,
validation findings, industry consultation, staff feedback, student feedback, or CEO / Management / Trainers
identified shortages or defects. Record improvement actions and monitor them
through the continuous improvement system.
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12. Continuous Improvement

This procedure is designed to ensure that feedback from students, staff, industry, validators, employers and
regulators is recognised and reflected in the regular review and improvement of educational resources, facilities and
equipment.

Management review will consider repeat issues, resource shortages, safety incidents, accessibility barriers,
validation findings, course review outcomes, infrastructure changes and any adverse trends that require correction.

13. Confidentiality and Privacy Statement

For more information, refer to MBC’s Privacy and Confidentiality Policy. Resource records, procurement records,
maintenance records and access information will be handled and stored in accordance with MBC'’s approved privacy
and records management procedures.

14. Publication

This policy and procedure, once approved, will be available to relevant staff through approved MBC document
locations, the intranet, or on request. Student-facing information about resources and facilities will be
communicated through approved enrolment, orientation and course information channels where relevant.

15. Review Processes

This policy and procedure will be reviewed annually by the CEO or authorised delegate, and earlier where
legislative, regulatory, training product or operational changes require it.

Approved changes will be documented in version control records, communicated to relevant staff, and uploaded to
approved document locations.
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