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1. Purpose

This policy and procedure sets out the requirements that apply to trainers and assessors engaged by Million

Brown’s College (MBC).

Its purpose is to ensure that staff involved in training, assessment, supervision, evidence collection and

assessment judgement meet current credential, competence, currency and professional conduct requirements and

understand their responsibilities.
2. Objective

MBC will ensure that it has sufficient trainers and assessors to deliver training and assessment services effectively

and compliantly.

MBC will ensure that trainers, assessors and persons working under direction or supervision are engaged only in

roles that are permitted by the current RTO framework and that they are supported, monitored and documented

appropriately.
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3. Scope

This policy applies to all MBC staff, contractors and consultants involved in training, assessment, supervision of
training delivery, collection of assessment evidence, assessment judgement, validation participation and related
workforce management processes.

4. Policy Statement

MBC will comply with the current 2025 Standards for RTOs, Credential Policy and Compliance Requirements when
appointing, supervising and monitoring trainers and assessors.

Only persons who hold the required credential, vocational competence, current industry skills and current VET
knowledge for the role they perform may carry out that role.

MBC will maintain evidence of credentials, industry currency, vocational competence, professional development
and any direct supervision arrangements required for each relevant staff member.

5. Code of Practice for Trainers and Assessors

The differing needs and requirements of students, the local enterprise and industry are identified and handled with
sensitivity.

Potential forms of conflict of interest in the assessment process or assessment outcomes are identified and
managed appropriately.

All forms of harassment are to be avoided throughout the training and assessment process and in the review and
reporting of assessment outcomes.

The rights of students must be protected during and after the assessment process, and students must be informed
of their rights and processes of appeal.

Personal or interpersonal factors irrelevant to the assessment of competence must not influence assessment
outcomes.

Evidence must be verified against the rules of evidence and assessment decisions must be based on evidence that
can be reviewed and supported by another qualified assessor.

Assessments must be conducted within the boundaries of MBC'’s assessment system policies and procedures and
in line with equal opportunity requirements.

Confidentiality must be maintained regarding assessment decisions and records.

Trainers and assessors are expected to undertake self-review, seek professional development, participate in
validation and maintain professional networks where possible.

6. Credential Requirements

Any person delivering training and assessment for MBC must hold the credential required for the role they perform
under the current Credential Policy.

Any person conducting assessment judgements must hold an assessor-capable credential that is valid for that
purpose under the current Credential Policy.

Any person delivering training or contributing to assessment under supervision must only do so within the limits of
the credential they hold and the supervision arrangement approved by MBC.

MBC will check that the credential held is relevant to the role, the learner cohort and the delivery context.

7. Persons Working Under Direction or Supervision

A person who is not yet authorised to make assessment judgements may deliver training and contribute to
assessment only where permitted under the current Credential Policy and only under documented supervision.

A person working under supervision must not determine assessment outcomes.
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The supervising trainer or assessor is accountable for the training provided and the collection of assessment
evidence undertaken under their supervision.

MBC must document the nature of the supervision, the limits of the supervised person’s role, the trainer or
assessor responsible, and the monitoring arrangements.

8. Vocational Competence, Industry Currency and VET Knowledge

All trainers and assessors must have vocational competencies at least to the level being delivered or assessed,
unless otherwise permitted by the current framework.

They must also hold current industry skills directly relevant to the training and assessment being delivered or
assessed.

They must maintain current knowledge and skills in vocational training and learning that inform their training and
assessment practice.

MBC will retain evidence to support these requirements, including skills matrices, resumes, industry records, PD
records, workplace evidence, licences and other relevant documentation.

9. Professional Development

All trainers and assessors are expected to undertake professional development relevant to training and
assessment practice, competency-based assessment, industry practice, compliance, student support and the
training products they work with.

Professional development may include formal training, webinars, workshops, conferences, industry meetings,
workplace observation, networking, compliance briefings and participation in validation and moderation.

10. Characteristics of an Effective Trainer / Assessor

Important characteristics of an effective trainer or assessor include being unbiased, impartial, confidential,
observant, a good listener, knowledgeable, approachable, sensitive, enthusiastic, articulate, confident, patient, well
organised, supportive and available.

Professional presentation, preparedness, open communication and the ability to establish rapport with students are
also important expectations.

11. Student Information and Assessment Conduct

Students must be informed about the assessment process, reporting arrangements, expected conduct, appeals
processes and known consequences of assessment decisions before assessment occurs.

Formal agreement should be obtained, where relevant, that the assessment was carried out in accordance with
agreed procedures.

Assessment outcomes must only be used in ways consistent with the purpose explained to students.

12. Monitoring and Records

MBC will monitor trainer and assessor compliance through induction, supervision, file review, observation,
validation participation, professional development review, skills matrix review and management oversight.

Relevant evidence must be retained on staff files or authorised workforce records.

13. Procedure Steps

The following procedure steps guide how MBC verifies and monitors trainer and assessor requirements.

14. Continuous Improvement

A summary of trainer and assessor matters and concerns will be presented at management review and continuous
improvement meetings.
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The purpose of this review is to ensure management becomes aware of common threads relating to compliance

and quality assurance, repeat issues, and any adverse trends that require correction.

15. Confidentiality and Privacy Statement

For more information, please refer to MBC’s Privacy and Confidentiality Policy. Staff records and trainer and

assessor evidence will be handled confidentially and stored in accordance with approved privacy and records
management procedures.

16. Publication

This policy, once approved, will be available to relevant staff through approved MBC document locations, the
intranet, website where appropriate, or on request.

This policy and procedure will form part of the information distributed and communicated during staff orientation.

17. Review Processes

Policy review frequency: Annually.

Responsibility for review: CEO or authorised delegate.

Step Procedure Steps Responsibility Reference

1 Confirm the role to be performed by the person, CEO / RTO Manager Position description / role
including whether they will train, assess, contribute plan
to assessment, or work under supervision.

2 Check the person’s credential against the current RTO Manager Qualification / skill set
role requirements under the Credential Policy. evidence

3 Verify vocational competence, current industry RTO Manager Skills matrix / currency
skills and current VET knowledge relevant to the evidence
role.

4 Where supervision is required, document the RTO Manager / Supervision plan
supervision arrangement and the limits of the supervisor
person’s role.

5 Induct the person into MBC systems, policies, RTO Manager / Induction records
student support obligations and assessment management
requirements.

6 Monitor delivery, evidence collection, assessment | Supervisor / RTO Observation / review
practice and compliance on an ongoing basis. Manager records

7 Collect and retain professional development Trainer / Assessor / PD records / staff file
evidence and update staff records regularly. Administration

8 Review trainer and assessor capability through Management / RTO Validation / CI records
validation, management review and continuous Manager
improvement processes.
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