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1. Policy Statement 



 
 

   

 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will recruit, induct and onboard staff 
through fair, documented and risk-based processes that ensure the organisation has the right number and mix 
of appropriately skilled, qualified and supported personnel to deliver its services. Recruitment, induction and 
onboarding are treated as quality and compliance controls, not merely administrative steps, because staffing 
decisions directly affect learner outcomes, safety, regulatory compliance and organisational culture. 

 

The RTO will apply due diligence before appointment, verify the suitability of candidates for the roles they are to 
perform, provide structured induction before or at commencement, and monitor onboarding to confirm the 
person can perform safely, lawfully and effectively in the RTO environment. 

 

2. Purpose 

• set minimum requirements for workforce planning, recruitment, screening, appointment, induction and 
onboarding; 

• support compliance with the Standards for RTOs 2025 by ensuring adequate and appropriate staffing for the 
services offered; 

• embed fair, non-discriminatory and merit-based selection processes for employees, contractors and third-
party personnel; 

• ensure new workers receive timely induction in quality, safety, privacy, student protection and role-specific 
obligations; 

• establish documented evidence and approval controls for recruitment, induction and probation or initial 
performance review; 

• promote staff retention, accountability and readiness to support domestic, international and under-18 
learners where relevant. 

 

3. Scope 

This policy applies to all staff categories and all stages of engagement, including workforce planning, role 
design, advertising, sourcing, shortlisting, interviewing, reference checking, verification, appointment, 
induction, probation, contractor engagement, third-party onboarding, role changes, internal transfers, re-
engagement after extended absence and return-to-work induction where relevant. 

 

4. Legislative and Regulatory Context 

ASQA’s VET Workforce Management Practice Guide states that an RTO must show how it ensures the number 
of trainers, assessors and other staff are appropriate for the delivery of the services it offers, and that it 
facilitates access to continuing professional development opportunities to enable staff to effectively perform 
their role. ASQA indicates that RTOs should have documented systems, policies and processes for attracting, 
recruiting, verifying and retaining appropriately skilled and qualified staff, plans to respond to sudden or 



 
 

   

 

unexpected personnel changes, and systems to monitor and review staff performance and professional 
development needs 

 

Safe Work Australia states that before workers start work, they must be trained so they become familiar with 
their tasks, place of work and the people working around them. Induction should cover worker health and safety 
responsibilities, workplace hazards and controls, safe work procedures, emergency procedures, first aid 
arrangements and relevant contact persons. New workers should demonstrate understanding of the training, 
and induction checklists should be retained as records of employee training 

 

The Fair Work framework prohibits adverse action against employees and prospective employees for 
discriminatory reasons. Protected attributes include race, sex, age, disability, pregnancy, religion, family or 
carer responsibilities, gender identity and other protected grounds. The RTO therefore requires recruitment and 
onboarding decisions to be based on lawful and relevant job requirements, documented evidence and fair 
process. 

 

5. Definitions 

• Recruitment means the process of identifying staffing needs, attracting candidates, assessing suitability 
and making appointment recommendations. 

• Induction means the structured orientation provided before or at commencement to ensure a new worker 
understands the workplace, duties, controls, policies, systems and expected standards of conduct. 

• Onboarding means the broader transition process through which a new worker becomes operationally, 
culturally and professionally effective in the organisation over an initial defined period. 

• Worker includes employees, casuals, labour hire personnel, contractors, trainees, volunteers and other 
persons carrying out work for the RTO where the policy context requires. 

• Merit-based selection means assessment against lawful, relevant and documented selection criteria 
aligned to the inherent requirements of the role. 

• Pre-employment screening means checks undertaken before appointment such as identity, qualification 
verification, reference checks, right-to-work verification, registration or licence checks, Working With 
Children checks and police or child-safety screening where required by law or risk assessment. 

• Probation or initial review period means the defined period during which the RTO monitors the worker’s 
suitability, conduct, capability and integration into the role, subject to contract terms and law. 

 

6. Policy Principles 

• Staffing decisions must be based on organisational need, lawful criteria, verified evidence and suitability for 
the actual duties to be performed. 

• The RTO must maintain enough suitably skilled and qualified staff to support current and expected student 
cohorts, delivery modes, services and third-party arrangements. 



 
 

   

 

• Recruitment and onboarding processes must be documented, consistent, timely and proportionate to the 
risk and seniority of the role. 

• Induction is mandatory for all new workers and must be refreshed after extended absence, major role 
change or material changes to systems or risk controls. 

• No worker may commence unsupervised duties until required verifications, authorisations and core 
inductions are completed or controlled interim arrangements are documented. 

• Recruitment, induction and onboarding records must be retained securely and be available for audit, review 
and workforce planning. 

 

7. Workforce Planning and Position Approval 

Before recruitment commences, the RTO must confirm the need for the role, how it aligns with student demand 
and service obligations, and whether current staffing levels, capability and succession coverage are adequate. 
Planning should consider student numbers, diversity of student cohorts, delivery modes, training products, 
locations, online or offshore delivery, assessment schedules, third-party oversight demands and foreseeable 
changes in workforce availability. 

Each position should have an approved role description stating reporting line, inherent requirements, key 
responsibilities, required qualifications, essential skills, desirable criteria, screening checks, delegated 
authority and whether the role has direct student-contact, child-safety, CRICOS, privacy, financial, WHS or 
assessment-system responsibilities.  

 

8. Recruitment and Selection Standards 

Advertising, sourcing, shortlisting and interviewing must be conducted fairly, consistently and in a way that 
supports equal opportunity. Selection criteria must reflect genuine job requirements and must not directly or 
indirectly discriminate unlawfully. Interview questions must remain relevant to the role and avoid unnecessary 
collection of sensitive personal information. The RTO should use structured selection methods appropriate to 
the role, such as panel interviews, work samples, credential review and scenario-based questions. 

Where the role involves delivery or assessment, recruitment must align with the Trainer and Assessor Policy and 
credential requirements. Where the role involves student welfare, overseas students, children, finance, 
records, IT administration or third-party oversight, additional suitability screening may be required. 

 

9. Verification and Pre-Employment Screening 

Before appointment, the RTO must verify identity, right to work where relevant, qualifications and credentials 
relevant to the role, vocational competence evidence where applicable, professional registrations and licences, 
referee information, and any other risk-based checks. Working With Children checks, police checks, child-
safety declarations, vaccination requirements, NDIS or health-sector screening, and conflict-of-interest 
declarations must be completed where relevant to the role or required by law, contract or risk assessment. 



 
 

   

 

Where evidence is incomplete, inconsistent or not verified, appointment must not proceed unless the issue is 
resolved or a documented interim risk control is approved.  

 

 

 

10. Anti-Discrimination, Merit and Lawful Decision-Making 

The RTO will not refuse employment, offer unfair terms, or otherwise treat a prospective employee or worker 
adversely for discriminatory reasons. Decisions must be based on merit, lawful inherent requirements of the 
position, verified capability and organisational need. Recruitment materials, interview processes, reference 
requests, onboarding decisions, access to training and probation assessments must be implemented 
consistently and without unlawful bias.  

 

11. Offer, Appointment and Contracting 

Offers of employment or engagement must be approved by the delegated authority and documented in writing 
before commencement unless a lawful emergency engagement pathway has been approved. Contracts or 
letters of engagement should specify the role, type of engagement, location, reporting line, duties, 
remuneration or fee arrangements, probation or review arrangements, confidentiality expectations, code of 
conduct, screening conditions and any role-specific compliance requirements. 

Role commencement must not be assumed to authorise access to all systems or duties. System access, 
delegations and student-facing permissions must only be activated according to the onboarding approval 
sequence. 

 

12. Mandatory Induction Requirements 

All new workers must complete induction before or at commencement, with priority modules completed before 
unsupervised work. Core induction must include organisational structure, code of conduct, student protection 
expectations, privacy and confidentiality, records management, complaints and incident reporting, emergency 
procedures, WHS responsibilities, bullying and harassment expectations, cyber and information-security 
awareness, role boundaries, escalation contacts and any relevant child-safe or CRICOS obligations. 

If the worker is involved in training and assessment, induction must also cover controlled documents, learning 
and assessment systems, student support, academic integrity, reasonable adjustment, validation 
expectations, and evidence or recordkeeping rules. 

 

13. WHS, Emergency and Safe Systems of Work Induction 

 Induction must include worker responsibilities regarding health and safety, safe work procedures, safe use of 
equipment, emergency evacuation processes, assembly points, exit locations, first aid arrangements, reporting 
hazards and incidents, and the contact details of people with WHS responsibilities such as first aid officers, 



 
 

   

 

health and safety representatives and return-to-work coordinators. The RTO should require new workers to 
demonstrate understanding of the safety training, use checklists to evidence completion. 

 

14. Role-Specific Onboarding and Initial Support 

Onboarding extends beyond initial induction. Managers must ensure that each new worker receives structured 
role familiarisation, shadowing or mentoring where needed, access to key systems, local procedures, approved 
templates, performance expectations, calendars, meeting schedules and student or stakeholder context 
relevant to the role. High-risk roles or specialist roles should have a documented onboarding plan with 
milestones and support checkpoints. 

 

Where the role includes delivery or assessment, onboarding must confirm competence with the training 
product, systems, resources, student support pathways and assessment controls before the person is 
allocated independent responsibilities.  

 

15. Third-Party, Contractor and Casual Onboarding 

Third-party staff, contractors, sessional trainers and casual personnel must not be exempted from induction 
requirements merely because they are not permanent employees. The RTO must ensure that third-party 
personnel engaged on its behalf are inducted into relevant policies, reporting obligations, student protection 
requirements, data handling rules, quality controls and emergency arrangements applicable to the services 
they provide. 

 

16. System Access, Privacy and Confidentiality Controls 

During onboarding, access to systems, records and physical resources must be granted on a least-privilege 
basis and matched to the person’s approved role. Staff must acknowledge privacy, confidentiality, cyber, 
acceptable-use and document-control requirements before access is activated. Access should be reviewed 
during onboarding and adjusted promptly where the role changes or probation concerns arise.  

 

17. Probation, Initial Review and Confirmation of Ongoing Suitability 

Where contracts provide for a probation or initial review period, managers must use that period to assess 
conduct, attendance, capability, compliance with policies, interaction with students and colleagues, 
responsiveness to supervision and capacity to perform the inherent requirements of the role. Review outcomes 
should be documented and supported by evidence rather than assumption. Where concerns arise, the RTO 
should act early through feedback, additional support, supervision or lawful performance-management 
measures. Confirmation of ongoing appointment, extension of probation or termination in probation must 
follow lawful process and delegated approval requirements.  

 



 
 

   

 

18. Re-Induction, Transfers and Return to Work 

Workers changing roles, moving locations, returning from extended leave, returning after injury, or rejoining the 
organisation after a significant gap must receive re-induction proportionate to the change in duties, systems, 
hazards, student cohorts and regulatory responsibilities. A return-to-work or role-change plan should identify 
what training, system access changes, mentoring or safety instructions are required before duties resume.  

 

19. Monitoring, Records and Continuous Improvement 

The RTO will maintain records of recruitment approvals, advertisements, selection criteria, panel notes, 
screening checks, offers, contracts, induction completion, onboarding plans, supervision notes, probation 
reviews and related approvals. Recruitment and onboarding effectiveness should be reviewed using vacancy-fill 
data, turnover, probation outcomes, staff feedback, student feedback, incident data, audit findings and 
workforce risk indicators. Lessons learned should inform process improvement, staffing strategies and 
manager training. 

 

20. Roles and Responsibilities 

• Board / CEO / Executive: approve workforce strategy, delegations, high-risk appointments and resource 
allocation for safe and compliant staffing. 

• HR Manager / People and Culture Lead: coordinate recruitment systems, screening controls, onboarding 
frameworks, contracts and records. 

• Academic Manager / Head of Training: define role requirements for academic staff, verify operational 
readiness and ensure learner-facing roles are safely allocated. 

• Compliance Manager: oversee policy alignment, evidence requirements, child-safety and regulatory 
onboarding content, and audit readiness. 

• Line Managers / Supervisors: plan workforce needs, participate in fair recruitment, deliver local induction, 
monitor onboarding and document review outcomes. 

• IT / Systems Lead: manage account provisioning, access controls, security induction and deactivation 
processes. 

• Workers: provide accurate information during recruitment, complete required induction, comply with 
policies and raise concerns promptly. 

• Third-Party Providers: ensure their personnel meet required checks, induction expectations and supervision 
arrangements. 

 

21. Non-Compliance and Escalation 

Failure to conduct appropriate recruitment due diligence, discriminatory recruitment behaviour, permitting 
staff to commence without required screening or induction, inadequate WHS induction, unauthorised system 
access, missing onboarding records, or failure to supervise or review new workers may constitute serious non-
compliance. The RTO may suspend commencement, restrict duties, revoke access, repeat induction, withdraw 



 
 

   

 

appointment approval, escalate the matter to executive management, notify relevant contractors of breach, or 
take disciplinary or contractual action where lawful. 

 

 

22. Procedure 

22.1 Position Approval and Recruitment Setup 
1. Confirm the staffing need, role description, inherent requirements, screening obligations, funding 

approval and delegated authority before advertising or sourcing begins. 
2. Select an appropriate recruitment method and panel, define selection criteria and prepare fair 

assessment tools. 
3. Document the recruitment plan and controls before candidate contact occurs.  

22.2 Selection and Screening 
4. Assess candidates against documented criteria using consistent methods and records. 
5. Complete required reference, identity, credential, licence and other risk-based checks before final 

approval. 
6. Resolve discrepancies or escalate concerns before an offer is made.  

22.3 Offer, Induction and System Access 
7. Issue written engagement documentation and confirm commencement conditions. 
8. Provide core induction before or at start date, including WHS, emergency, privacy, conduct and role-

specific content. 
9. Grant only approved access to systems and facilities after required acknowledgements and checks are 

complete.  
22.4 Onboarding Review and Confirmation 
10. Implement the onboarding plan, assign support persons where required and monitor milestone 

completion. 
11. Conduct scheduled check-ins during the initial period to confirm capability, compliance and support 

needs. 
12. Document review outcomes, confirm ongoing suitability or escalate issues for action 

 

 

 

 

 

 

 

 

 



 
 

   

 

 

Supporting Forms and Registers     

Form / Register     

Recruitment and Screening Checklist 

Induction and Onboarding 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 plan, recruitment delegations, screening matrix, child-safety controls, induction modules, WHS arrangements, 
probation process, system-access approvals and third-party engagement processes. 

 

Source basis used in drafting: ASQA VET Workforce Management Practice Guide; Safe Work Australia guidance on induction and workplace safety 
training for new workers; and Fair Work guidance on protection from discrimination at work, including obligations toward prospective employees. 


