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1. Purpose

This policy and procedure sets out Million Brown’s College (MBC)’s approach to transparent, consistent and
accountable recruitment, selection, induction, appraisal and review of staff who are involved in training,
assessment, administration, leadership or student support services.

Its purpose is to ensure that MBC recruits suitable staff, verifies credentials and experience, supports induction and

probation, and monitors staff performance in a fair and documented way.

2. Objective

MBC will maintain suitable and appropriate mechanisms to recruit, induct, professionally support and review staff

members.

MBC will ensure that personnel understand their responsibilities and obligations in relation to recruitment, job
advertising, selection, induction, performance review, professional conduct, the 2025 Standards for RTOs, the
Credential Policy and the Compliance Requirements applicable to their role.

Staff Recruitment and Appraisal Policy and Procedure Version 2.0

Review Date: 27 March 2027




3. Scope

This policy applies to all staff, contractors, consultants and relevant stakeholders involved in recruitment,
appointment, induction, monitoring and appraisal of staff at MBC.

4. Policy Statement

MBC is committed to maintaining compliant, transparent, consistent, non-discriminatory and effective procedures
for staff selection, recruitment and appraisal.

MBC will recruit staff according to role requirements, organisational needs, regulatory obligations and current
business priorities.

MBC will verify relevant qualifications, experience, references and other evidence before final appointment where
required.

MBC will maintain documentation on staff files and will use appraisal and review processes to support capability,
compliance and continuous improvement.

5. Recruitment Principles

Recruitment decisions must be based on merit, suitability for the role, organisational requirements and lawful
selection criteria.

Recruitment processes must be fair, documented and free from unlawful discrimination.

Position descriptions should clearly outline key duties, responsibilities, qualifications, experience and any essential
compliance requirements.

Roles involving training and assessment must also meet current trainer, assessor, supervision, credential and
industry currency requirements.

6. Recruitment of Staff

A position description including the role, responsibilities, qualifications and experience required will be prepared or
reviewed by the CEO or authorised nominee.

The position may be advertised internally and/or externally depending on business need and the recruitment
approach approved by management.

Applications will be reviewed against the selection criteria, a shortlist may be prepared, and interviews scheduled
where appropriate.

Candidates may be interviewed, and their qualifications, references and relevant background evidence will be
checked before a final appointment is confirmed.

The successful candidate will be notified and offered employment or engagement subject to agreed terms.
Unsuccessful candidates may also be advised accordingly.

7. Appointment and Verification

Before or at the time of appointment, MBC will obtain and retain required evidence relevant to the role, which may
include resume, qualifications, licences, Working with Children Check where required, police check where required,
emergency contact details and other lawful employment documentation.

For trainers and assessors, MBC will also maintain a current skills matrix, evidence of vocational competency,
current industry skills evidence, supervision arrangements where relevant, and professional development records
as required under the current Credential Policy and related workforce requirements.

8. Induction of Staff

Upon appointment, staff or consultants are to be provided with induction relevant to their role.
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Induction may include: organisational overview, staff handbook, relevant policies and procedures, confidentiality
obligations, systems access, organisational chart, emergency information, workplace expectations, and current
compliance obligations.

New trainers and assessors will also be provided with role-specific information such as relevant Training and
Assessment Strategies, timetables, training and assessment guidelines, student management system guidance,
student support obligations, and current requirements under the 2025 Standards for RTOs and Credential Policy.

Staff who interact directly with overseas students should also be made aware of relevant ESOS and National Code
obligations that affect student information, support, welfare, attendance, progress, complaints and provider-initiated
actions where relevant to their duties.

9. Induction Records

Induction and relevant paperwork must be reviewed by the new staff member.

The induction acknowledgement and induction checklist should be signed and dated by both the new staff member
and the inductor, and placed on the relevant personnel file.

10. Mentoring and Ongoing Support

Following induction, an experienced mentor, supervisor or support person may be allocated to a new staff member
where appropriate to support understanding of the role and responsibilities.

Ongoing spot checks, coaching and support may be undertaken to ensure procedures are followed and to address
any identified improvement needs.

11. Professional Development

Ongoing professional development sessions may be delivered throughout the year for staff and consultants,
including external professional development opportunities relevant to their areas of responsibility.

Professional development may include attendance at formal training, webinars, industry meetings, workshops,
external consultation, training package updates, compliance sessions, conferences, networking activities or
upgrading qualifications.

All trainers and assessors are expected to complete and retain evidence of professional development relevant to
training and assessment capability, current industry skills, and any workforce or credential obligations applicable to
their role.

12. Evidence of Professional Development

Professional development activities must be supported with evidence such as attendance records, agendas,
certificates, enrolment confirmations, webinar records, meeting summaries or other appropriate documentation.

Professional development records should be retained on the relevant HR or trainer / assessor file and monitored as
part of workforce management.

13. Appraisal and Performance Review

MBC will use appraisal and performance review processes to support staff capability, role clarity, compliance,
professional growth and accountability.

Appraisal may consider role performance, professional conduct, compliance with policies and procedures,
contribution to team and students, professional development participation, and achievement of agreed
expectations.

Where opportunities for improvement are identified, management may provide coaching, further support, re-
induction, performance goals or other lawful management action.

14. Staff Files and Recordkeeping

Each staff member’'s HR file or specialist staff file should contain relevant employment, recruitment, verification,
induction, appraisal and professional development documentation required for the role.
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MBC will maintain these records in accordance with approved records management and privacy requirements.

15. Roles and Responsibilities

CEO / authorised nominee: approve recruitment activity, appointment decisions and significant appraisal actions.

RTO Manager / department manager: coordinate role requirements, induction, monitoring and review processes
relevant to their team.

Administration / HR support: maintain records, assist with scheduling, communication and file management.

Staff members: participate honestly in induction, appraisal and professional development processes and provide
required evidence where requested.

16. Continuous Improvement

A summary of staff recruitment and appraisal related matters and concerns may be presented as part of MBC'’s
continuous improvement and management review processes.

The purpose of this review is to ensure management becomes aware of repeat issues, common threads relating to
compliance and quality assurance, and any general adverse trend that needs correcting.

17. Confidentiality and Privacy Statement

MBC values and is committed to protecting the privacy of staff and stakeholders. Recruitment, appraisal and
personnel records will be handled confidentially and stored in accordance with MBC'’s approved privacy and
records management procedures.

18. Publication

This policy 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.

19. Review Processes

This policy and procedure will be reviewed annually by the RTO Manager or authorised delegate.

Recruitment Procedure Steps

Step Procedure Responsibility Reference

1 Prepare or review the position description including CEO / nominee Position Description
duties, qualifications, experience and compliance
requirements.

2 Advertise the role internally and/or externally as CEO / nominee Job advertisement
approved.

3 Review applications against the selection criteria CEO / nominee Applications / shortlist
and shortlist applicants where appropriate.

4 Schedule and conduct interviews. Administration / manager | Interview schedule

5 Verify qualifications, references and other relevant CEO / nominee References / credentials
evidence.

6 Notify the successful candidate and agree CEO / nominee Offer / engagement
commencement terms. record

7 Notify unsuccessful candidates where appropriate. Administration / nominee | Communication record

Professional Development and Appraisal Procedure Steps
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Step

Procedure

Responsibility

1 Provide induction and role-specific information to new staff. Management / supervisor
2 Complete and file signed induction acknowledgement and checklist. New staff and inductor
3 Allocate mentoring or support where appropriate. Manager / supervisor
4 Monitor staff performance and provide support or coaching where Manager / supervisor
needed.
5 Plan and monitor professional development activity across the year. RTO Manager / managers
6 Collect and retain evidence of professional development undertaken. | Staff / administration
7 Conduct appraisal or review discussions and document outcomes. Manager / authorised reviewer
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