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1. Policy Statement

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will manage staff performance,
supervision and professional currency through a structured, evidence-based and fair framework that supports
quality educational outcomes, safe operations, lawful employment practices and ongoing compliance. The
RTO recognises that staff capability and performance affect every part of the learner experience, including
training quality, assessment integrity, student support, regulatory reporting and workplace culture.

Performance management at the RTO is intended to improve capability, clarify expectations, provide support,
address risk early and maintain current vocational, industry and VET practice knowledge. Supervision and
currency controls apply not only to permanent staff, but also to contractors, third-party personnel, industry
experts and persons working under direction.

2. Purpose

e setthe organisation requirements for staff performance review, supervision, coaching, support and formal
management of underperformance;

e ensure thattrainers and assessors, and other learner-facing staff, remain current in industry practice,
training and assessment practice, systems and learner-support obligations;

e define expectations for supervision of new staff, third-party personnel, persons working under direction and
staff in higher-risk or specialist roles;

e promote early identification of capability gaps, support needs, workload risks and quality concerns;

e support fair, reasonable and documented management action consistent with workplace law and
organisational values;

e establish records, review cycles and escalation pathways for audit readiness and continuous improvement.

3. Scope

This policy applies to all staff categories and all work performed for or on behalf of the RTO, including training,
assessment, student support, compliance, administration, IT, management, marketing where regulated
content is involved, placement coordination, third-party oversight and offshore or CRICOS-related functions
where applicable. It covers routine feedback, annual or periodic review, probation review, supervision,
mentoring, peer observation, performance improvement processes, workload monitoring and currency
maintenance.

4. Legislative and Regulatory Context

ASQA’s VET Workforce Management Practice Guide states that RTOs must demonstrate how the workforce is
effectively managed to ensure appropriate staffing to deliver services and how the organisation facilitates
access to continuing professional development opportunities to enable staff to effectively perform their role.
ASQA also expects RTOs to regularly monitor and review staff performance to determine whether the
professional development offered is sufficient and to maintain plans for unexpected personnel changes.
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ASQA'’s Trainer and Assessor Competencies Practice Guide requires training and assessment to be delivered by
credentialled people with current training and assessment capability and current industry skills and knowledge
relevant to the training product. The guide expects RTOs to authenticate credentials, ensure persons working
under direction do not make assessment judgements, assess the currency and relevance of industry
competencies, monitor supervised practice, and support continuing professional development in training,
assessment, learner support and emerging practice.

Fair Work Ombudsman guidance on managing underperformance states that employers should have regular
discussions with employees about performance, set clear goals, provide feedback and support, and address
underperformance appropriately, sensitively and promptly. Reasonable management action carried outin a

reasonable manner is not bullying, but termination decisions must not be harsh, unjust or unreasonable and
employees should be given reasons and an opportunity to respond.

5. Definitions

e Performance management means the planned process of setting expectations, monitoring work, giving
feedback, supporting improvement and addressing capability or conduct concerns through fair and
documented action.

e Supervision means the oversight, guidance, review and support provided by an authorised person to ensure
work is performed safely, lawfully, effectively and within approved boundaries.

e Professional currency means current knowledge, skills and practice relevant to the person’s role, including
industry currency, training and assessment currency, system knowledge, legislative updates and current
student-support expectations.

e Industry currency means current vocational or professional practice, technology, workplace standards,
legislation, licensing expectations and emerging trends relevant to the training products or services
delivered.

e Performance improvement plan means a documented plan that identifies the performance issue, required
improvements, support measures, timeframes, review points and possible consequences of insufficient
improvement.

e Working under direction means a person permitted to contribute to training and or assessment activities
under the oversight of an appropriately qualified supervisor and subject to documented limits on role and
judgement.

e Reasonable management action means lawful, proportionate and properly conducted management action
taken in areasonable manner to direct work, provide feedback, monitor performance or address concerns.
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6. Policy Principles

e Staff should know what is expected of them, how their work will be reviewed and where they can access
support and feedback.

e Performance management should be developmental and preventative wherever possible, with formal
escalation used where risks, recurring issues or serious concerns require it.

e Supervision arrangements must reflect role risk, experience, credential status, student cohort, delivery
mode and quality-assurance needs.

e Currency must be planned, evidenced and reviewed regularly; it is not assumed merely because a person
was once qualified or previously employed.

e Workforce review processes must be fair, consistent, respectful, appropriately documented and aligned
with legal obligations.

e The RTO remains responsible for the quality and compliance of work performed by employees, contractors
and third parties on its behalf.

7. Performance Framework and Review Cycle

The RTO will maintain a documented performance framework that links role descriptions, KPIs or role
expectations, compliance obligations, student outcomes, quality measures, conduct expectations and
professional development objectives. Review cycles may include probation reviews, scheduled check-ins,
annual development reviews, observation cycles, file reviews, student feedback analysis and targeted reviews
following incidents, complaints, audit findings or major change.

8. Supervision of Staff and Higher-Risk Roles

Supervision must be appropriate to the role and risk. New staff, casual or third-party personnel, persons
working under direction, staff using unfamiliar systems, and staff undertaking complex, learner-facing or high-
risk functions may require closer supervision, more frequent review and explicit sign-off requirements.
Supervisors must have adequate skills, authority, availability and support to perform the supervisory role
effectively.

9. Staff Performance Monitoring

Performance may be monitored through direct observation, lesson observation, assessment-file review,
student feedback, completion and progression data, attendance patterns, complaints, incident reports,
compliance reviews, meeting participation, timeliness of records, responsiveness to students, teamwork
indicators and achievement of agreed responsibilities. Monitoring should be proportionate and relevant to the
role, and staff should understand the evidence sources used.
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10. Trainer, Assessor and Industry Currency Requirements

All persons delivering training or assessment for, or on behalf of, the RTO must maintain industry
competencies, skills and knowledge relevant to, and at least to the level of, the training product they deliver or
assess. They must also maintain current training and assessment knowledge, including learner support
capability, assessment-system integrity, digital delivery practice and current regulatory expectations.

Evidence of currency may include industry work, volunteering, employer engagement, industry networking,
association membership, technical updates, conferences, accredited training, higher-level qualifications,
validation participation, moderation activities, peer observation, shadowing, mentoring and documented
review of legislative, licensing or technology changes.

11. Supervision of Persons Working Under Direction

Where the Credential Policy permits a person to work under direction, the RTO must ensure the arrangement is
documented, the person does not make assessment judgements, and the supervisor provides oversight,
guidance and quality assurance proportionate to the person’s experience and tasks. The RTO must regularly
review whether supervisory arrangements remain appropriate and whether the person’s skills and knowledge
support a change in duties or oversight level.

12. Professional Development and Capability Support

The RTO will facilitate access to continuing professional development opportunities so staff can effectively
perform their roles. PD should be planned, relevant and supported by time, budget or operational arrangements
where appropriate. Development activities may include internal workshops, external courses, industry
placements, communities of practice, mentoring, validation, cultural awareness training, wellbeing and
learner-support training, VET reporting systems training, cybersecurity awareness and leadership development.

13. Workload, Staffing Sufficiency and Role Sustainability

Performance issues can arise from unsustainable workload, inadequate staffing or poorly defined
responsibilities. The RTO must therefore monitor workload, staff-to-student ratios, delivery loads,
administrative burden, assessment turnaround demands, leave coverage and third-party oversight obligations
when reviewing performance. Managers should not assume that poor outcomes are solely individual failings
without considering system or workload causes.

14. Feedback, Coaching and Informal Support
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Managers are expected to hold regular discussions with staff about performance, goals and support needs.
Early, constructive feedback helps prevent issues from escalating. Informal support measures may include
clarification of expectations, coaching, mentoring, paired delivery, skills refreshers, shadowing, resource
support, modified duties for a defined period or increased supervision.

15. Formal Management of Underperformance

If underperformance persists or the issue is significant, the RTO may commence a formal performance
management process. The issue must be clearly identified with examples and evidence; its seriousness and
duration should be assessed; and the staff member should be invited to a private discussion with adequate
notice and the opportunity to have a support person where appropriate. The staff member must be told what
improvement is required, why it matters and what support will be provided.

A performance improvement plan may be used to record agreed actions, support measures, milestones, review
dates and possible consequences if improvement does not occur within a reasonable timeframe. Follow-up
meetings and review of evidence are required. Any decision affecting employment or ongoing allocation must
be made fairly, lawfully and by delegated authority.

16. Distinguishing Performance, Misconduct and Bullying Concerns

The RTO distinguishes underperformance from misconduct, incapacity, grievance issues and workplace
bullying. Reasonable management action taken in a reasonable manner is not bullying. However, performance
processes must never be used to victimise staff, retaliate against complaints or avoid dealing properly with
misconduct or psychosocial risk.

17. Third-Party and Contractor Performance Oversight

The RTO must monitor and review the performance, supervision and currency of relevant third-party and
contractor personnel in the same way it assures its own workforce. Contracts and monitoring plans should
address staffing sufficiency, credentials, currency, observations, feedback, corrective action and escalation for
non-compliance.

18. Records, Evidence and Confidentiality

The RTO will maintain secure records of review notes, observation forms, feedback, professional development
evidence, currency evidence, supervision logs, performance improvement plans, warnings where issued,
review outcomes and any role restrictions or authorisation changes. Access to performance records must be
limited to authorised persons and managed consistently with privacy obligations.
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19. Continuous Improvement and Governance Reporting

Performance-management trends, currency gaps, supervision issues, workload risks, PD completion, turnover,
probation outcomes, student feedback and audit findings should be reviewed at management level to identify
systemic issues and workforce planning priorities. Governance reporting should focus on themes, risks and
actions rather than unnecessary disclosure of personal information.

20. Roles and Responsibilities

e Board/ CEO/ Executive: oversee workforce capability risk, approve major interventions and ensure
adequate resources for supervision and professional development.

e HR Manager/ People and Culture Lead: coordinate performance frameworks, documentation, lawful
process guidance and manager capability support.

e Academic Manager / Head of Training: oversee trainer and assessor supervision, observations, currency
requirements and allocation decisions.

e Compliance Manager: monitor alignment with RTO standards, credential and currency evidence
expectations, and quality-assurance outcomes.

e Line Managers / Supervisors: set expectations, provide feedback, monitor work, support improvement,
document outcomes and escalate risks promptly.

e Trainers, Assessors and Staff: participate in reviews honestly, maintain currency, seek support early and
comply with agreed development or improvement actions.

e Third-Party Providers and Contractors: maintain required capability and evidence, participate in monitoring
and respond to corrective actions.

21. Non-Compliance and Escalation

Failure to monitor staff performance, inadequate supervision of persons working under direction, unsupported
or ad hoc performance management, missing currency evidence, failure to address repeated quality concerns,
or allowing staff to continue in roles they are not current or competent to perform may constitute significant
non-compliance. The RTO may impose increased supervision, remove delivery or assessment authority,
suspend duties, require retraining, issue formal warnings where lawful, escalate to executive management, or
take contractual or employment action consistent with law and procedure.
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22. Procedure

22.1 Routine Performance and Currency Review

1.

2.

Set role expectations, review dates, evidence sources and currency requirements at the start of each
review cycle.

Collect review evidence including observations, file reviews, student or stakeholder feedback, workload
indicators, PD and currency records.

Meet with the staff member to discuss strengths, risks, support needs and development priorities, then
document agreed actions.

22.2 Supervision and Support Escalation

4.

6.

Increase supervision where a role is high risk, the staff member is new, a person is working under
direction, or performance concerns emerge.

Specify the additional oversight, frequency of review, support activities and criteria for returning to normal
supervision.

Record supervision outcomes and escalate unresolved risk promptly.

22.3 Formal Underperformance Process

7.
8.

9.

Identify and document the problem with examples, timeframes and impact.

Assess the seriousness of the issue and meet with the staff member in a private setting, giving notice and
opportunity for a support person where appropriate.

Agree on a performance improvement plan with support actions, milestones, review dates and
consequences if improvement is insufficient.

22.4 Monitoring, Review and Outcome

10. Monitor progress through scheduled follow-up meetings, evidence review and supervisor observations.
11. Confirm improvement, continue support, adjust duties or progress to further action based on

documented evidence and fair process.

12. Update authorisations, registers and workforce plans following the outcome.




Level 5, 525
Flinders Street
Melbourne, VIC 3000

l l I l l l \ l ) I \1 \ E: admin@antrick.edu.au

\ W: www.antrick.edu.au

RTO: 41572

Supporting Forms and Registers

Form / Register

HR Performance, Supervision and Currency Log

Review and Performance Improvement Registry

Approval and Endorsement

Name Position Signature Date
Dimity

CEO 01/3/2026
Leech
Tony .

COO/Compliance 01/03/2026
Yeung

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 staff review cycle, workforce plan, supervision matrix, credential and currency registers, performance-improvement templates,
third-party monitoring settings and internal delegations.

Source basis used in drafting: ASQA VET Workforce Management Practice Guide; ASQA Trainer and Assessor Competencies Practice Guide; Fair Work
Ombudsman guidance on managing underperformance; and the National Vocational Education and Training Regulator compliance framework enabled
under the National Vocational Education and Training Regulator Act 2011.




