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1. Policy Statement 



 
 

   

 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to ensuring that all 
governing persons, key decision-makers and persons exercising a degree of control or significant influence over 
the RTO are, and remain, fit and proper persons for their role. The RTO recognises that fit and proper person 
obligations are an active and continuing compliance obligation, not a once-only recruitment check. 

 

The RTO will apply a risk-based due diligence framework to identify relevant persons, assess their suitability, 
require disclosure of relevant matters, monitor changes in circumstance, and take prompt action where a 
person may no longer meet the required standard of integrity, competence, honesty, financial propriety, 
regulatory suitability or public confidence. 

 

This policy is intended to protect the RTO’s registration, CRICOS standing, students, staff, commercial 
reputation and governance integrity while preserving the RTO’s right to make lawful and proportionate decisions 
about appointments, removals, restrictions, reporting and ongoing involvement in management or operations. 

 

2. Purpose 

• Identify which persons are subject to fit and proper person assessment; 
• Establish pre-appointment and ongoing due diligence requirements; 
• Ensure full and frank disclosure of relevant matters; 
• Support timely reporting and notification obligations to regulators where required; 
• Provide a defensible assessment and escalation process; 
• Reduce the risk of non-genuine, unethical, financially unsuitable or disqualified persons influencing the 

RTO. 

 

3. Scope 

This policy applies to all governing persons and any other person the RTO determines should be assessed 
because they oversee, direct, control, influence or materially participate in the management or operation of the 
RTO, including through third-party and transnational arrangements. 

• directors, company secretaries, owners and shareholders with control or significant influence; 
• board members and advisory persons with decision-making authority; 
• the Chief Executive Officer and executive officers; 
• senior managers with material responsibility for compliance, finance, training, assessment, CRICOS, 

student administration or third-party oversight; 
• persons nominated to regulators as executive or governing personnel; 
• any other person reasonably considered by the RTO or regulator to be relevant to a fit and proper person 

assessment. 

 



 
 

   

 

 

 

4. Legislative and Regulatory Basis 

This policy must be read consistently with the National Vocational Education and Training Regulator Act 2011, 
the National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training 
Organisations and Fit and Proper Person Requirements) legislative instrument, the Standards for RTOs 2025 
effective from 1 July 2025, and where relevant the ESOS Act 2000 and National Code 2018. 

 

ASQA’s Fit and Proper Person Requirements Practice Guide describes the obligation as requiring active and 
ongoing education and monitoring of governing persons, evidence of due diligence such as referee checks and 
police checks, updated declarations when circumstances change, and careful assessment of any disclosed 
matter including overseas legal matters and issues that did not result in a recorded conviction. 

 

5. Definitions 

• Governing person means a person responsible for overseeing, directing or exercising a degree of control or 
influence over the management or operation of the RTO. 

• Fit and proper person means a person whose integrity, honesty, legal and regulatory history, financial 
propriety, conduct and overall suitability support public confidence in their involvement in an organisation 
that provides, assesses or issues nationally recognised training and qualifications. 

• Change in circumstance means any new fact, allegation, charge, proceeding, finding, penalty, insolvency 
event, disqualification, regulatory action, conflict, or other matter that may affect a person’s suitability. 

• Due diligence means the reasonable inquiries, checks, verification steps and documented assessment 
undertaken by the RTO to determine and monitor suitability. 

 

6. Policy Principles 

• The RTO will identify all persons to whom the fit and proper person requirements apply. 
• No person may be appointed, retained or permitted to exercise relevant authority unless the RTO has 

completed, or lawfully waived pending completion, appropriate due diligence. 
• All declarations must be full, frank, accurate and current. 
• The RTO may consider actual, potential and perceived risk to registration, students, public confidence, 

CRICOS compliance and business integrity. 
• The absence of a conviction does not automatically mean a person is fit and proper, and the existence of a 

matter does not automatically disqualify a person; the RTO will assess context, seriousness, pattern, 
recency, mitigation and role relevance. 

• The RTO may impose conditions, restrictions, supervision requirements or removal from office where 
reasonably necessary to protect compliance, students or the business. 



 
 

   

 

 

 

 

7. Assessment Criteria 

In assessing whether a person is fit and proper, the RTO may consider all matters it deems relevant, including 
but not limited to the categories reflected in the legislative instrument and ASQA guidance. 

• compliance with law, including offences, pecuniary penalties, current proceedings and relevant foreign 
offences; 

• management history, including cancellations, suspensions, rejected registration applications, funding 
sanctions, conditions breached, or involvement with providers subject to serious regulatory action; 

• financial record, including bankruptcy, insolvency, external administration, arrangements with creditors or 
outstanding debts to the Commonwealth; 

• whether false or misleading information has been given to regulators, government agencies or funding 
bodies; 

• previous conduct and involvements, including being previously found not to be fit and proper, deliberate 
unethical behaviour, serious conflicts of interest or conduct undermining public confidence; 

• whether the public is unlikely to have confidence in the person’s suitability to be involved in the 
management or operation of an RTO or CRICOS provider. 

 

8. Mandatory Due Diligence Requirements 

Before appointment, promotion into a governing role, acceptance of a third-party governance arrangement, or 
continuation after a relevant change in circumstance, the RTO will ordinarily require the following, unless 
otherwise approved by the CEO on documented risk grounds: 

• completed Fit and Proper Person Declaration; 
• 100-point identity verification or equivalent proof of identity; 
• current national police check or lawful equivalent, and overseas police check where reasonably required; 
• bankruptcy / insolvency declaration and, where appropriate, company and ASIC searches; 
• curriculum vitae and role history including prior education sector involvement; 
• two referee or probity checks appropriate to the role; 
• conflict of interest declaration; 
• working with children / child safety screening where applicable to role or jurisdiction; 
• any additional evidence the RTO reasonably requires for high-risk, CRICOS, offshore or financially sensitive 

roles. 

 

9. Ongoing Disclosure Obligations 



 
 

   

 

All persons within scope must immediately, and in any event within 5 Business days, disclose any matter that 
may affect their fit and proper person status. This includes matters the person believes are minor, unresolved, 
under appeal, offshore, or unlikely to lead to conviction. 

• new criminal charge, finding, penalty, enforceable undertaking or court / tribunal proceedings; 
• regulatory investigation, sanction, show cause process, cancellation, suspension or condition imposed; 
• bankruptcy, insolvency event, external administration or material adverse financial event; 
• finding of dishonesty, fraud, misleading conduct, harassment, serious misconduct or unethical behaviour; 
• new ownership, control or influential relationship that creates a conflict or probity concern; 
• any event that could reasonably reduce public confidence in the person’s suitability. 

 

10. Assessment Process 

• The Compliance Manager will coordinate the collection of declarations and supporting evidence. 
• The CEO or delegated governance panel will assess disclosures and due diligence results. 
• Where a matter is disclosed, the RTO will document the nature of the issue, source information, 

seriousness, recency, relevance to role, remediation evidence and risk to compliance or public confidence. 
• The RTO may seek further information, statutory declarations, legal advice, independent probity advice or 

regulator guidance before deciding. 
• The RTO may determine that the person is suitable, suitable with conditions, temporarily restricted pending 

further review, or unsuitable. 

 

11. Conditions, Restrictions and Protective Measures 

Without limiting any contractual, statutory or corporate right, the RTO may apply one or more of the following 
protective measures where concerns arise: 

• enhanced supervision or secondary approval requirements; 
• removal from specific committees, signing authority or financial delegations; 
• restriction from contact with students, staff or third parties where relevant; 
• temporary suspension from role pending investigation; 
• requirement to undertake training, counselling, remedial action or external review; 
• termination, resignation request, non-renewal or removal from role where permitted by law and governing 

documents. 

 

12. Third-Party and Offshore Application 

Where the RTO uses third parties, education agents, offshore partners or transnational delivery arrangements, 
the RTO will undertake due diligence on persons who materially influence delivery, compliance, student 
recruitment, assessment integrity or certification outcomes on the RTO’s behalf. The RTO may require 



 
 

   

 

contractual warranties, declarations, supporting evidence, audit access and immediate notification of changes 
in circumstances. 

 

 

 

13. Regulatory Notifications and Reporting 

The RTO will comply with all notification obligations arising from changes in ownership, control, key personnel 
or other fit and proper person matters. ASQA provider guidance states that ESOS providers must notify ASQA 
within 10 business days of any new or changed ownership or control arrangements between the provider and 
education agents. The RTO will also lodge updated declarations or other notifications with regulators where 
required by law, registration condition or application process. 

 

14. Procedural Fairness 

Before determining that a person is unsuitable, the RTO will ordinarily provide the person with a reasonable 
opportunity to respond to adverse information, unless immediate action is required to manage serious risk, 
protect students, preserve evidence, comply with law or prevent prejudice to the RTO. Procedural fairness does 
not prevent the RTO from taking interim protective action. 

 

15. Records Management and Confidentiality 

Fit and proper person records are confidential compliance records and must be securely stored with access 
limited to authorised personnel. Records may include declarations, police checks, reference checks, ASIC 
searches, legal advice, risk assessments, meeting minutes, notification records and final decisions. Collection, 
access, use and disclosure must comply with the Privacy Act 1988 and the Records Management and Data 
Governance Policy. 

 

16. Non-Compliance 

Failure to disclose a relevant matter, providing false or misleading information, refusing lawful due diligence, or 
interfering with an assessment process may constitute serious misconduct and may result in disciplinary 
action, removal of delegation, termination of engagement, reporting to the Board, and notification to regulators 
or other authorities as required. 

 

17. Procedure 

17.1 Identification of Relevant Persons 
• The Compliance Manager maintains a current register of governing persons and other assessed persons. 
• The register is reviewed on appointment, restructure, ownership change, new partnership, and at least 



 
 

   

 

annually. 
• The CEO must ensure no relevant person is omitted because of informal influence or indirect control. 

17.2 Initial Appointment Process 
• Issue candidate with Fit and Proper Person Declaration and required evidence checklist. 
• Collect and verify identity and probity information. 
• Undertake referee, background and conflict checks proportionate to the role. 
• Assess results and document recommendation. 
• Approve, conditionally approve, defer or reject appointment. 
• Store all evidence on the controlled compliance file. 

17.3 Annual Review Process 
• Obtain refreshed declaration at least annually and sooner if circumstances change. 
• Review external information reasonably available to the RTO, including ASIC and internal incident or 

complaint records where relevant. 
• Reassess high-risk persons, CRICOS-related positions and offshore partner decision-makers more 

frequently warranted. 

17.4 Change in Circumstance Process 
• Person notifies the Compliance Manager immediately. 
• Compliance Manager records the matter and performs preliminary risk triage. 
• CEO determines whether interim controls are required. 
• A documented assessment is completed and, where required, the Board is notified. 
• Regulator notification is made where legally required. 
• Outcome and any conditions are confirmed in writing. 

17.5 Unsuitable Outcome 
• If a person is found unsuitable, the RTO will determine the lawful mechanism for removal, restriction or 

non-appointment. 
• Access, delegations, system permissions and representation authority may be revoked immediately 

where appropriate. 
• Relevant contractual, corporate and employment processes must then be followed. 
 

18. Monitoring and Review 

This policy will be reviewed at least annually, and earlier where legislative change, ASQA guidance, CRICOS 
requirements, regulatory action, serious incident, governance concern or business change makes review 
necessary. 

 

Supporting Forms and Registers 

Form / Register 
Fit and Proper Person Declaration Form 

Change in Circumstance Notification Form 
Governing Persons Register 
Fit and Proper Person Register 



 
 

   

 

Fit and proper person Checklist 
Change in Circumstance Notification Form 
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disclosed or reproduced with authorisation except where required by law. 

 

Source basis used in drafting: ASQA Leadership and Accountability Practice Guide; ASQA Standards for RTOs 2025 framework; NVETR Act 2011; Fit and 
Proper Person Requirements; and the wider ESOS, AQF, privacy, WHS and anti-discrimination compliance framework relevant to RTO governance. 

 


