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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will ensure that training and assessment 
are only delivered by persons who hold the appropriate training and assessment credentials for their role, have 
current vocational competencies, maintain current industry skills and knowledge, and undertake continuing 
professional development in training, assessment and learner support. The RTO recognises that trainer and 
assessor capability is a core quality, safety and compliance control. 

No person will be allocated duties beyond the scope of their credential, competence or authorised role. The 
RTO will maintain documented systems for recruitment, authentication of credentials, allocation of delivery 
responsibilities, supervision of persons working under direction, professional development, monitoring of 
industry currency and performance review.  

 

2. Purpose 

• set the minimum organisational requirements for recruiting, verifying, appointing, supervising and 
monitoring trainers and assessors; 

• align workforce practices with the Standards for RTOs 2025 and the Credential Policy 2025; 
• ensure that people engaged in training and assessment maintain both training and assessment capability 

and current industry relevance; 
• establish rules for people actively working towards a credential, industry experts and persons working under 

direction; 
• support quality outcomes through induction, mentoring, professional development, validation, monitoring 

and performance management; 
• define records, evidence and approval controls needed to demonstrate ongoing compliance. 

 

3. Scope 

This policy applies to all employees, contractors and third-party personnel engaged by or on behalf of the RTO 
to deliver training, conduct assessment, make assessment judgements, contribute to training or assessment 
design, supervise students in practical environments where evidence is gathered, provide specialist industry 
expertise, or support training and assessment under direction. It applies to face-to-face, online, blended, 
workplace, simulation, offshore and school-student delivery contexts. 

 

4. Legislative and Regulatory Context 

The National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training 
Organisations and Fit and Proper Person Requirements) 2025 is made under the National Vocational Education 
and Training Regulator Act 2011 and provides the current compliance standards framework for NVR registered 
training organisations. The RTO must align its workforce systems with these standards and any credential 
requirements adopted under that framework. 



 
 

   

 

ASQA’s Trainer and Assessor Competencies Practice Guide states that training and assessment must be 
delivered by credentialled people with current skills and knowledge in training and assessment, and by persons 
who also have current industry skills and knowledge relevant to the training product. ASQA further expects 
RTOs to authenticate credentials, ensure persons working under direction do not make assessment 
judgements, support continuing professional development and systematically review the quality of work 
produced by supervised personnel. 

ASQA’s Credential Policy practice guide explains the recognised credential categories for training and 
assessment, including fully qualified trainers and assessors, assessment-only credentials, people actively 
working towards a credential and persons working under direction. It also requires RTOs to justify the relevance 
of credentials to the cohort and context, retain evidence of authentication, and have systems to ensure that 
persons working towards a credential remain on track to complete it within two years of commencing the 
course.  

 

5. Definitions 

• Trainer and assessor means a person authorised by the RTO to deliver training and conduct assessment in 
accordance with the scope of their credential, competence and delegated role. 

• Assessment-only means a person who holds an accepted assessor credential and may conduct 
assessment and make assessment judgements within the limits of that credential and role allocation but is 
not allocated standalone training delivery beyond what is permitted. 

• Actively working towards a credential means a person formally enrolled in an approved qualification 
specified by the Credential Policy and making satisfactory progress toward completion within the allowable 
timeframe. 

• Working under direction means a person permitted by the Credential Policy to contribute to training and or 
assessment activities under the oversight, guidance and quality assurance of an appropriately qualified 
supervisor and who must not make assessment judgements unless explicitly permitted by law and policy. 

• Industry expert means a person engaged for specialist vocational or subject-matter expertise relevant to the 
training product who works within an approved arrangement and oversight framework. 

• Industry currency means current knowledge, skills, practices, technology, legislation, licensing 
expectations and workplace trends relevant to the units, qualification or accredited course being delivered 
or assessed. 

• Vocational competencies means the skills and knowledge relevant to the training product, at least to the 
level being delivered or assessed, supported by evidence acceptable to the RTO. 

 

6. Policy Principles 

• Training and assessment must only be delivered by persons who are appropriately credentialled for the 
duties allocated to them. 

• No person may make assessment judgements unless their role and credential permit them to do so and the 
RTO has formally authorised that function. 



 
 

   

 

• Trainer and assessor competence is not a one-time hiring check; it must be maintained through ongoing 
professional development, industry engagement and review. 

• Workforce allocation decisions must be evidence-based and mapped to the specific training product, 
learner cohort, delivery mode and risk profile. 

• Where the Credential Policy permits work under direction, supervision must be planned, documented, 
proportionate and effective. 

• The RTO remains responsible for the quality of training and assessment delivered by all employees, 
contractors and third parties. 

 

7. Recognised Credential Categories and Role Allocation 

The RTO will classify personnel in accordance with the current Credential Policy and any successor instrument. 
For policy administration, this includes: fully qualified trainer and assessor; assessment-only; actively working 
towards a credential; and working under direction. The RTO may also identify industry experts, secondary 
teachers or other permitted categories where recognised by the applicable policy settings and supported by 
evidence. 

 

8. Recruitment, Selection and Pre-Appointment Due Diligence 

Before appointment, the RTO must assess the person’s proposed role against the training products to be 
delivered, the learner cohort, any licensing or professional registration expectations, delivery mode, supervision 
requirements and risk level. Recruitment and engagement decisions must consider qualifications, skill sets, 
transcripts, resumes, vocational history, referee reports, professional registrations, Working With Children 
checks where required, and capacity to support diverse learners, including international students if relevant. 

No trainer or assessor may be allocated to a course until credential and industry evidence has been reviewed 
and approved.  

 

9. Credential Authentication and Evidence Retention 

The RTO must authenticate the relevant credentials held by each trainer and assessor and retain evidence of 
that authentication. Authentication may include verified copies, secure digital credentials, transcript checks, 
issuer verification, training.gov.au references where appropriate, and confirmation of status for professional 
registrations or licences. Evidence must be retained in the staff file and workforce register so the RTO can 
demonstrate compliance during audit or review. Where evidence is incomplete, ambiguous or inconsistent, the 
person must not be allocated until the issue is resolved. 

 

10. Persons Actively Working Towards a Credential 

A person may only be treated as actively working towards a credential where the Credential Policy permits it, 
the person is enrolled in an approved qualification such as the applicable Certificate IV or Diploma specified by 
the policy, and the RTO has assessed that the individual can safely and effectively perform the limited duties 



 
 

   

 

proposed. The RTO must have a documented plan showing the units or milestones to be completed, 
supervisory arrangements, authorised tasks and review points. 

The RTO must monitor progress to ensure completion remains on track within two years of commencing the 
course. If progress is unsatisfactory, the RTO must adjust duties, increase supervision, require remedial action 
or cease the arrangement. Persons actively working towards a credential must not be allocated unsupervised 
assessment judgement responsibilities.  

 

11. Working Under Direction and Supervision Requirements 

Where the Credential Policy permits a person to work under direction, the RTO must nominate an appropriately 
qualified supervisor who provides oversight, guidance and quality assurance. Supervisory arrangements must 
reflect the experience, skills and risk profile of the person being supervised and the complexity of the training 
product and student cohort. 

Persons working under direction must not make assessment judgements. Assessment materials and outcome 
records must clearly show that the qualified trainer or assessor made the judgement. Supervisors must have 
adequate time, relevant competence and sufficient support to perform their role effectively.  

 

12. Industry Experts and Specialist Support Personnel 

Industry experts may be engaged where they add real-world relevance, specialist vocational input or contextual 
expertise that improves learning and assessment outcomes. Their involvement must be justified by reference to 
the requirements of the training product or the specific student cohort. Industry experts must have 
competencies, skills and knowledge directly relevant to the subject area in which they assist. 

Where an industry expert supports assessment, the qualified assessor must remain involved and the 
arrangement must be documented. The RTO must retain evidence of the expert’s relevance, induction, 
boundaries of role and oversight.  

 

13. Vocational Competence and Current Industry Skills 

All persons delivering or assessing for, or on behalf of, the RTO must have industry competencies, skills and 
knowledge relevant to, and at least to the level of, the training product they deliver or assess. Where exact unit 
equivalence is not held, the RTO must document how the person’s competencies and experience satisfy the 
vocational requirements across the relevant units or modules. 

 

Industry currency must be maintained through meaningful, regular industry engagement. Evidence may include 
current practice, part-time industry work, volunteering, professional registration, industry networks, employer 
consultation, attendance at technical workshops, product demonstrations, legislative updates, licensing 
refreshers, subscriptions to relevant journals or associations, and feedback from industry stakeholders.  

 

 



 
 

   

 

 

 

14. Training and Assessment Capability and Continuing Professional Development 

The RTO will ensure that all trainers and assessors undertake continuing professional development to maintain 
current skills and knowledge in training and assessment, including competency-based assessment practice, 
learner support, diversity and inclusion, digital delivery, academic integrity, validation participation and 
changes to training products or regulatory requirements. 

Professional development should be planned rather than ad hoc. Staff development plans should identify 
required updates, goals, evidence and follow-up actions. Participation in validation or moderation, mentoring, 
shadowing, peer observation, VET professional networks and formal study may all contribute to capability 
maintenance.  

 

15. Induction, Onboarding and Authorisation to Deliver 

Before delivering or assessing, each person must complete induction relevant to the RTO’s systems, policies, 
student cohort, assessment system, records requirements, academic integrity controls, student support 
pathways, emergency and incident procedures, complaints handling, privacy expectations, online delivery tools 
and document control rules. Delivery authorisation must not occur until induction is complete and the 
workforce approval process has been signed off. 

Where personnel are engaged through third parties or for offshore or CRICOS delivery, the induction must also 
include reporting pathways, welfare obligations, ESOS or National Code responsibilities where applicable, and 
escalation requirements.  

 

16. Workforce Planning, Allocation and Coverage Controls 

The RTO must maintain a workforce matrix that maps each trainer and assessor to the training products, units, 
cohorts, locations and delivery modes for which they are approved. The matrix should also identify credential 
category, industry currency review date, PD status, supervision arrangements, restrictions and any pending 
renewal actions. Course scheduling, leave coverage, commencement planning and teach-out arrangements 
must consider the availability of suitably qualified personnel so that students are not disadvantaged by gaps in 
staffing.  

 

17. Performance Monitoring, Review and Improvement 

Trainer and assessor performance must be monitored through classroom or online observations, file reviews, 
assessment judgement checks, validation outcomes, student feedback, completion and progression trends, 
complaints, compliance findings, supervision reports and management review. The purpose of monitoring is to 
identify strengths, support needs, risks and professional development priorities. 

Where concerns arise, the RTO may implement coaching, increased supervision, restricted allocation, 
retraining, corrective action plans or removal from delivery duties.  



 
 

   

 

 

 

18. Assessment System Integrity and Documentation 

Trainer and assessor arrangements must support the integrity of the assessment system. Staff must use 
approved tools and controlled versions, maintain accurate records, follow evidence rules, participate in 
validation or moderation as directed and ensure that assessment outcomes are clearly attributable to the 
appropriately authorised decision-maker. Where support personnel, interpreters, note-takers or industry 
experts are involved, their role must be documented without obscuring who made the judgement. 

 

19. Student Support, Diversity and Professional Conduct 

Trainers and assessors are expected to engage and support VET students appropriately, recognise indicators of 
support need, refer students for specialised support where required, uphold respectful conduct, and contribute 
to a learning environment that is safe, inclusive and free from discrimination, harassment, bullying and 
vilification. Capability in learner support forms part of professional competence and must be addressed in 
induction and professional development. 

 

20. Third-Party Delivery, Offshore and School Student Contexts 

Where training or assessment is delivered through third-party providers, school partnerships, workplace 
arrangements or offshore operations, the same credential, supervision, competence and industry currency 
rules apply. The RTO must verify that engaged personnel meet requirements before delivery commences and 
must retain audit rights, supervision evidence and current workforce records.  

 

21. Records, Registers and Evidence Management 

The RTO will maintain current staff files and registers containing credential evidence, authentication checks, 
industry currency evidence, PD records, induction completion, authorisation records, supervision plans, review 
outcomes and restrictions or conditions on role allocation. Records must be secure, current and readily 
retrievable for audit or management review purposes.  

 

22. Roles and Responsibilities 

• Board / CEO / Executive: approve workforce governance settings, allocate adequate resources and monitor 
high-level compliance risks. 

• Academic Manager / Head of Training: approve trainer and assessor allocations, maintain workforce 
oversight and ensure delivery is matched to credentials and competence. 

• Compliance Manager: monitor standards alignment, maintain evidence expectations, support audit 
readiness and review credential and supervision controls. 



 
 

   

 

• HR Manager / Recruitment Officer: coordinate due diligence, contracts, induction records and pre-
appointment screening. 

• Supervising Trainer and Assessor: provide oversight, guidance, quality assurance and documented sign-off 
for persons working under direction. 

• Trainers and Assessors: maintain credentials, currency, PD participation, professional conduct and 
compliance with approved systems. 

• Industry Experts / Third-Party Personnel: work only within approved roles and comply with induction, 
supervision and evidence requirements. 

 

23. Non-Compliance and Escalation 

Allowing uncredentialled or inadequately supervised persons to deliver training or make assessment 
judgements, failing to authenticate credentials, failing to monitor persons working towards a credential, 
inadequate evidence of industry currency, poor supervision of persons working under direction, or failing to 
address trainer performance concerns may constitute serious non-compliance. The RTO may suspend 
allocation, stop delivery, invalidate unauthorised assessment decisions, require retraining, escalate to 
executive management, notify third parties of breach and take disciplinary or contractual action where lawful. 

 

24. Procedure 

24.1 Recruitment and Credential Verification 
1. Obtain the proposed role description, training products, cohort information and delivery context for the 

position to be filled. 
2. Collect and review credential evidence, transcripts, vocational competence evidence, industry history, 

registrations, references and any screening checks required. 
3. Authenticate the relevant credential evidence and record the outcome before any delivery or assessment 

allocation is approved.  

24.2 Allocation and Authorisation 
4. Map the person to the training products, units, functions and delivery modes for which they are approved. 
5. Record any restrictions, supervision conditions, completion deadlines or review triggers in the workforce 

matrix. 
6. Issue formal authorisation to deliver only after induction is complete and all evidence requirements are 

satisfied. 

24.3 Supervision and Working Towards Reviews 
7. Prepare a supervision or development plan for any person working under direction or actively working 

towards a credential. 
8. Review observed performance, quality of records, progress against milestones and evidence of support 

at scheduled intervals. 
9. Escalate unsatisfactory progress or quality concerns promptly and adjust duties or cease the 

arrangement where required. 

24.4 Currency, PD and Annual Review 
10. Collect and review industry currency and VET professional development evidence at least annually or 



 
 

   

 

more frequently for high-risk areas. 
11. Identify gaps in competence, industry relevance, learner support capability or assessment practice and 

assign improvement actions. 
12. Update registers, staff files and delivery approvals following each review cycle. 

 

 

 

Supporting Forms and Registers     

Form / Register     

Trainer and Assessor Workforce & Credential Registry 

Credential, Currency and Supervision Evidence Checklist 
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Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used, 
disclosed or reproduced with authorisation except where required by law. Before formal issue, the RTO should complete all highlighted placeholders and 
align this policy with its workforce matrix, recruitment procedures, supervision framework, staff file checklist, credential verification process, 
professional development program, third-party arrangements and offshore or CRICOS delivery controls where applicable. 

 

Source basis used in drafting: the National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training 
Organisations and Fit and Proper Person Requirements) 2025; ASQA Credential Policy practice guide; and ASQA Trainer and Assessor Competencies 
Practice Guide, including expectations relating to credential authentication, supervision under direction, industry currency and continuing professional 
development. 


