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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards 2025 Standards for RTOs – Standard 3.1 Effective workforce 

management, Standard 3.2 credentialled training and assessment 
staff, and Standard 3.3 current industry competencies, skills and 
knowledge; National Code of Practice for Providers of Education and 
Training to Overseas Students 2018, where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Privacy Act 
1988; Work Health and Safety legislation, where applicable 

Related Documents Staff Recruitment Policy; Trainer and Assessor Matrix; Staff 
Induction Checklist; Professional Development Calendar; Records 
Management Policy; Staff Handbook; Training Delivery and 
Assessment Checklist; Trainer / Assessor File Checklist 

 

1. Purpose 

This policy has been developed to ensure that MBC inducts all staff, including trainers and assessors, appropriately 
into their roles and supports them to maintain the skills, knowledge, and currency needed to perform their duties 
effectively. 

It also sets out MBC’s approach to ongoing professional development, industry currency, compliance updates, and 
role-based capability development. 

2. Objective 

MBC will ensure that all staff, including teaching and training staff, are inducted into their roles appropriately and in 
a timely manner. 

MBC will also ensure that staff are encouraged and supported to undertake professional development activities, 
maintain current industry skills and knowledge, and understand their role and obligations under applicable 
legislation, the 2025 Standards for RTOs, and ESOS / CRICOS requirements where relevant. 

 

 

 



 

Staff Induction and PD Policy and Procedure Version 2.0 Review date: 24 March 2027 2 

3. Scope 

This policy applies to all MBC staff, contractors, trainers, assessors, consultants, managers, and other persons 
engaged by MBC to provide services to students or support organisational operations. 

4. Policy Statement 

MBC recognises that effective staff induction and ongoing professional development are essential to service 
quality, compliance, workforce capability, student support, and organisational improvement. 

All new staff will complete an induction process relevant to their role. Trainers and assessors will also receive role-
specific induction relating to delivery, assessment, student support, compliance, recordkeeping, and current VET 
and industry requirements. 

All staff will be expected to participate in ongoing professional development relevant to their duties. Trainers and 
assessors must maintain evidence of professional development and current industry currency relevant to the 
training products they deliver or assess. 

5. Principles 

Induction must be appropriate to the person’s role, responsibilities, systems access, and compliance obligations. 

Professional development must be relevant, planned, documented, and linked to role requirements and 
organisational needs. 

Trainer and assessor development must include both VET / compliance capability and current industry practice 
relevant to the training product. 

MBC will maintain evidence of induction, credentials, currency, and professional development in the relevant staff 
file. 

6. Procedures 

6.1 Initial Staff Induction 

Upon appointment of a staff member, trainer or assessor, the individual will be provided with induction by the PEO, 
RTO Manager, or authorised representative. 

The induction process may include access to MBC policies and procedures, acknowledgement declarations, 
overview of organisational structure, relevant 2025 Standards and ASQA requirements, CRICOS / ESOS and 
National Code requirements where applicable, site tour, staff introductions, mentor or buddy allocation, and staff 
login or systems access setup. 

Role-specific information must be provided according to the staff member’s position. 

6.2 Trainer and Assessor Induction 

New trainers and assessors will also be provided with the Staff / Trainer Handbook, position description, relevant 
Training and Assessment Strategy, sample training plan, sample timetable, training and assessment guidelines, 
and required documentation or templates. 

Induction and relevant paperwork must be reviewed by the new staff member or contractor. The induction 
acknowledgement and induction checklist must be signed and dated by both the new staff member and the 
inductor and placed on the relevant HR or trainer file. 

6.3 Staff File Requirements 

Following induction, the relevant personnel file must contain the required employment and compliance documents. 
This may include a position description, resume, certified copy or sighted original of relevant qualifications, licences 
where required, Working with Children Check where required, police check, emergency contact information, 
superannuation form, tax declaration form, and other documents required by MBC. 
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Trainers and assessors must also have a current skills matrix, industry currency evidence, and professional 
development evidence retained on file. 

6.4 Ongoing Induction and Support 

Following the induction process, an experienced mentor or suitable support person may be allocated to help new 
staff understand their role and responsibilities. 

Ongoing spot checks may be undertaken to ensure procedures are being followed. Where an opportunity for 
improvement is identified, additional support, coaching, or reinduction may be provided. 

Ongoing induction training may be provided where systems, compliance expectations, delivery models, or 
responsibilities change. 

6.5 Compliance and Update Sessions 

Each year, staff and trainers will be provided with updates relevant to their roles, including updates relating to VET 
compliance, international education where relevant, organisational systems, student support, and industry or 
legislative changes. 

Additional updates that occur during the year must be communicated as required. 

6.6 Annual Resume, Matrix and Currency Review 

At least annually, trainers and assessors must submit an updated resume and updated skills matrix. These 
documents must be saved in the relevant HR file or trainer / assessor file. 

MBC will review these documents to confirm that staff remain suitable for the duties they perform and that current 
industry competencies, skills and knowledge continue to be demonstrated. 

6.7 Professional Development 

Ongoing professional development sessions may be delivered throughout the year in accordance with MBC’s 
Professional Development Calendar. External professional development sessions, workshops, or webinars may 
also be offered to staff and consultants where relevant to their responsibilities. 

All trainers and assessors are required to complete professional development activities throughout the calendar 
year and maintain evidence of this professional development. 

Professional development activities may include attendance at formal training sessions, membership of industry 
bodies, attendance at industry meetings, upgrading qualifications, external consultation, training package 
workshops, government or industry workshops, webinars, conferences, participation in validation, moderation, 
compliance sessions, workplace observation, or industry placement activities. 

The professional development activities may relate to any activity where a staff member, trainer or assessor is 
increasing or gaining skills or knowledge relevant to their role, training delivery, assessment, student support, 
compliance, leadership, systems use, or industry currency. 

6.8 Evidence of Professional Development 

All professional development activities must be supported with evidence of the activity undertaken. 

This evidence may include agendas and minutes of a network meeting, evidence of completion or enrolment in 
formal training, summary of information received at an industry-specific meeting, evidence of attendance at training 
sessions, workshops, seminars, webinars, or other suitable records. 

6.9 Requests for External Professional Development 

External professional development activity must be requested using an approved process and the record of 
approved activity must be maintained on the relevant HR file or staff development record. 

Professional development sessions may also be organised based on department requests and subject to approval 
by the management team. Invitations may be emailed to relevant staff and trainers. 
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7. Guidelines 

MBC will ensure that each person employed or engaged to provide services to students is aware of the obligations 
relevant to their role, including obligations under the ESOS Act, National Code 2018 where applicable, the 2025 
Standards for RTOs, privacy obligations, records management, student support requirements, and any other 
legislative or organisational requirements relevant to the services being provided. 

All staff and contractors are required to maintain and update the skills and knowledge relevant to their role. For 
trainers and assessors, this includes both current VET capability and current industry competencies, skills and 
knowledge relevant to the training product. 

8. Continuous Improvement 

A summary of all staff induction and professional development related matters will be presented as part of MBC’s 
Continuous Improvement and Management Meeting processes for review. 

The purpose of this review is to ensure that management becomes aware of repeat issues, workforce capability 
gaps, compliance risks, opportunities for support or training, and any adverse trends requiring corrective action. 

9. Confidentiality and Privacy Statement 

MBC values and is committed to protecting the privacy of its staff and stakeholders. Personal information and 
employment records will be handled in accordance with MBC’s privacy obligations and approved procedures. 

10. Publication 

This policy will be available to all relevant staff through MBC’s approved document access points, including the 
intranet, controlled document system, website, or on request, as appropriate. 

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

11. Review Processes 

Policy review frequency: Annually. 

Responsibility for review: RTO Manager / Compliance Manager / PEO. 

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


