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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will maintain a structured, documented 
and purposeful professional development framework to ensure its workforce remains capable, current, 
compliant and responsive to the needs of students, industry and regulators. Professional development is 
treated as a core quality and risk-control mechanism because workforce capability directly affects training 
quality, assessment integrity, student support, safety, wellbeing, privacy compliance and organisational 
performance. 

 

The RTO will facilitate access to professional development opportunities that are relevant to role requirements, 
performance review outcomes, regulatory obligations and strategic priorities. Professional development will 
not be limited to formal courses; it may also include industry engagement, mentoring, moderation, validation, 
peer observation, shadowing, higher-level qualifications, system training and targeted capability-building 
activities. 

 

2. Purpose 

• set minimum organisational requirements for planning, approving, undertaking, evidencing and reviewing 
professional development; 

• support compliance with workforce, credential, supervision and currency expectations under the Standards 
for RTOs 2025; 

• ensure trainers, assessors and other staff maintain current role capability, industry relevance and 
knowledge of regulatory expectations; 

• link professional development to workforce planning, performance review, student needs, risk findings and 
continuous improvement; 

• promote equitable access to relevant learning and development opportunities across staff categories, 
locations and delivery modes; 

• provide clear records, responsibilities and decision rules for internal, external and third-party professional 
development activity. 

 

3. Scope 

This policy applies to all staff engaged by or on behalf of the RTO, including employees, casuals, contractors, 
trainers, assessors, assessors-only personnel, student support staff, compliance staff, managers, IT and 
administrative staff, industry experts where applicable, and relevant third-party personnel. It applies to 
development undertaken internally or externally, in-person or online, mandatory or elective, accredited or non-
accredited, paid or unpaid, and whether completed during work time or under approved alternative 
arrangements. 

 

 



 
 

   

 

4. Legislative and Regulatory Context 

ASQA’s VET Workforce Management Practice Guide states that an RTO must facilitate access to continuing 
professional development opportunities to enable staff to effectively perform their role. The guide explains that 
RTOs should invest in staff professional development through frameworks, time allocation, resources, industry 
engagement, communities of practice, industry exchanges or placements, and role-specific learning such as 
VET reporting systems, cultural awareness and wellbeing support. It also expects RTOs to regularly monitor and 
review staff performance to determine whether professional development offered is sufficient. 

ASQA’s Trainer and Assessor Competencies Practice Guide requires that trainers and assessors maintain 
current skills and knowledge in training and assessment and current industry skills and knowledge relevant to 
the training product. Examples of suitable capability-maintenance activity include internal and external 
courses, workshops, industry seminars and conferences, higher-level qualifications, industry engagement, 
publications, learning networks, validation or moderation activities, and mentoring or shadowing arrangements. 

 

5. Definitions 

• Professional development means planned learning and capability-building activity that supports a person to 
maintain or improve the knowledge, skills, judgement and behaviour required for their role. 

• Mandatory professional development means learning or training that the RTO requires because of 
regulation, policy, risk, systems change, student cohort needs or operational necessity. 

• Role-specific professional development means learning directly connected to a person’s duties, delegated 
authority, training products, learner cohorts or operational responsibilities. 

• Industry currency means current knowledge of workplace practice, technology, legislation, licensing, 
industry expectations and emerging trends relevant to the training product or service context. 

• VET capability means current knowledge and skill in training and assessment practice, learner support, 
validation, moderation, academic integrity, digital delivery and VET compliance expectations. 

• Professional development plan means a documented set of development goals, required activities, 
timelines, evidence and follow-up arrangements for an individual or team. 

• Recognition of development activity means the RTO’s process for determining whether a learning activity 
counts toward the person’s professional development expectations or currency evidence requirements. 

 

6. Policy Principles 

• Professional development must be relevant, purposeful and linked to actual role requirements, not 
undertaken as a box-ticking exercise. 

• All staff should have access to development that helps them perform effectively and safely in their role, with 
priority given to higher-risk and learner-facing functions. 

• Professional development planning must consider current and future student needs, regulatory change, 
industry change, technology change, staff performance data and organisational strategy. 

• Trainers and assessors must maintain both industry currency and training and assessment capability, with 
evidence retained in a form that can be reviewed and audited. 



 
 

   

 

• Support for persons working towards credentials or working under direction must include monitored 
development, supervision and progress tracking. 

• Professional development effectiveness must be reviewed; attendance alone is not enough if capability or 
performance outcomes do not improve. 

 

7. Professional Development Framework 

The RTO will maintain a professional development framework that identifies development categories, annual 
planning cycles, mandatory training, approval pathways, available resources, evidence requirements, and the 
relationship between professional development, performance review and workforce planning. The framework 
should differentiate between organisation-wide mandatory modules, role-family development streams, 
individual development plans and corrective or remedial development arising from performance or compliance 
findings. 

 

 

8. Mandatory and Priority Professional Development 

Mandatory professional development may include induction refreshers, code of conduct, privacy and 
confidentiality, cybersecurity, WHS, emergency management, child safety, complaints handling, academic 
integrity, learner support, reasonable adjustment, assessment-system updates, document-control rules, 
CRICOS or ESOS requirements, and any major system or regulatory change. Staff must complete mandatory 
modules within the required timeframe unless an approved extension is documented. 

 

 

9. Trainer, Assessor and Industry Currency Development 

Trainers and assessors must undertake continuing professional development to maintain current skills and 
knowledge in training and assessment, including knowledge relating to engaging and supporting VET students. 
They must also maintain an understanding of current industry practices relevant to the training and assessment 
they deliver. Development may include internal or external courses, workshops, industry seminars and 
conferences, recent higher-level VET study, participation in validation or moderation, industry engagement, 
mentoring, shadowing, communities of practice, journals, newsletters and legislative or licensing updates. 

 

10. Professional Development for Staff Working Towards a Credential or Under Direction 

Where a person is actively working towards a training and assessment credential or working under direction, the 
RTO must provide structured development, supervision, feedback and monitoring. Development plans should 
reflect the person’s current skills, the limits of their role and the competencies they need to build. Supervisors 
must be given adequate time and resources to support the person, and the RTO must track progress where a 
credential must be completed within a specified timeframe such as two years from commencement. 



 
 

   

 

 

 

11. Individual and Team Development Planning 

Each staff member should have access to an individual or role-based development plan informed by induction 
outcomes, performance review, supervision findings, currency evidence, strategic priorities, student feedback, 
audit results and career aspirations where appropriate. Team-based plans may also be used where common 
development needs are identified across a faculty, department, campus or third-party network. 

 

12. Approval, Funding and Time Allocation 

The RTO will determine how professional development is approved, funded and scheduled in a way that 
balances capability needs, business continuity and fairness. Approval decisions should consider role 
relevance, compliance priority, student impact, cost, timing, alternatives, evidence value and whether the 
activity is required, recommended or elective. Trainers and assessors should be allocated time to undertake 
professional development relevant to their role, and staff should not be prevented from necessary capability 
development because of poor planning or avoidable workload barriers. 

 

13. Acceptable Forms of Professional Development Evidence 

Evidence of professional development may include attendance certificates, transcripts, agendas, reflective 
notes, journals, meeting records, validation records, observation notes, mentoring logs, project outputs, 
screenshots of module completion, conference materials, professional association membership, employer 
feedback, industry consultation notes or updated work products demonstrating applied learning. The RTO may 
require reflective or implementation evidence where attendance alone does not show that capability has been 
improved or maintained. 

 

14. Evaluation of Professional Development Effectiveness 

Professional development should be evaluated not only by attendance or participant satisfaction, but also by 
whether it improved capability, changed practice, reduced risk, supported compliance, improved student 
outcomes or addressed an identified gap. Evaluation methods may include supervisor review, observation, file 
review, feedback, implementation checks, project outcomes, student indicators, audit results or follow-up 
discussion. 

 

15. Equity of Access and Support 

The RTO will make reasonable efforts to ensure equitable access to professional development across 
campuses, online environments, casual or part-time work patterns, remote settings and third-party contexts. 
Delivery methods should account for accessibility, scheduling, technology access and staff role diversity. 



 
 

   

 

Where a staff member has disability, caring responsibilities, remote work constraints or language needs, 
reasonable arrangements should be considered to support participation. 

 

 

16. Third-Party Personnel and External Providers 

Where third-party staff deliver services on behalf of the RTO, the RTO must ensure that relevant professional 
development, regulatory updates and role-specific learning are communicated, required where appropriate and 
evidenced. Contracts or operating procedures should address minimum capability expectations, current 
industry and VET knowledge, access to required updates, and participation in RTO-led quality and compliance 
development. 

 

17. Links to Performance Management and Workforce Planning 

Professional development must connect to the broader workforce system. Development priorities should be 
informed by staff performance review, supervision findings, complaints, incidents, validation outcomes, quality 
audits, training product changes, technology changes, enrolment growth, cohort diversity and strategic 
planning. The RTO should review whether professional development offered is sufficient to enable staff to 
effectively perform their roles and whether additional staffing, coaching or system change is needed. 

 

18. Records, Registers and Reporting 

The RTO will maintain secure and current records of professional development plans, approvals, attendance, 
evidence, evaluations, currency evidence and completion of mandatory modules. Registers should support 
audit readiness, workforce planning and timely reminders for required refreshers or expiring currency evidence. 
Governance reporting should focus on completion rates, priority risks, identified gaps, budget utilisation, 
overdue items and improvement actions.  

 

 

19. Roles and Responsibilities 

• Board / CEO / Executive: endorse workforce capability priorities, allocate resources and monitor major 
workforce capability risks. 

• HR Manager / People and Culture Lead: coordinate the professional development framework, records, 
annual planning cycle and access arrangements. 

• Academic Manager / Head of Training: identify trainer and assessor development priorities, approve role-
relevant learning and monitor industry and VET currency. 

• Compliance Manager: identify regulatory learning needs, monitor evidence sufficiency and support audit 
readiness. 



 
 

   

 

• Line Managers / Supervisors: discuss development needs, approve plans, support participation, review 
evidence and evaluate impact on practice. 

• Trainers, Assessors and Staff: participate actively, maintain required evidence, apply learning in practice 
and raise development needs early. 

• Third-Party Providers: ensure relevant personnel complete required learning and supply evidence when 
requested. 

 

20. Non-Compliance and Escalation 

Failure to complete mandatory professional development, failure to maintain current industry or VET capability, 
lack of evidence supporting claimed development, inadequate support for staff working towards a credential, or 
failure to address identified development gaps may constitute significant non-compliance. The RTO may 
impose additional supervision, restrict duties, suspend allocation to certain roles or products, require remedial 
development, escalate the matter to management, or take disciplinary or contractual action where lawful. 

 

21. Procedure 

21.1 Planning and Prioritisation 
1. Identify organisational, role-based and individual development priorities using workforce data, 

performance reviews, student outcomes, audit findings and regulatory or industry change. 
2. Confirm mandatory modules, annual themes, role-specific learning and any high-risk corrective 

development needs. 
3. Document the annual plan and communicate expectations to staff and managers. 

21.2 Approval and Participation 
4. Submit or record the proposed activity with its purpose, relevance, timing, cost and expected evidence. 
5. Approve, defer or decline the activity using documented criteria and communicate any conditions or 

alternatives. 
6. Undertake the approved activity and collect evidence of completion and application.  

21.3 Evidence and Evaluation 
7. Store evidence in the approved register or personnel record system and verify that it is authentic and 

sufficient. 
8. Evaluate the impact of the activity through reflection, observation, feedback, work outputs or other 

appropriate measures. 
9. Identify follow-up actions if capability remains insufficient or if additional development is required.  

21.4 Monitoring and Escalation 
10. Monitor completion of mandatory modules, overdue development actions, currency evidence due dates 

and development-plan progress. 
11. Escalate overdue or ineffective development where it creates quality, compliance or safety risk. 
12. Update allocations, supervision levels or role approvals if capability requirements are not met. 
 

 



 
 

   

 

 

 

 

 

 

 

 

Supporting Forms and Registers     

Form / Register     

Professional Development Log 

12month Professional Development Plan 
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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 annual development calendar, mandatory module list, budget settings, performance review cycle, credential and currency 
registers, third-party capability controls and approval delegations. 

 

Source basis used in drafting: ASQA VET Workforce Management Practice Guide; ASQA Trainer and Assessor Competencies Practice Guide; ASQA 
Credential Policy practice guide; and the National Vocational Education and Training Regulator compliance framework enabled under the National 
Vocational Education and Training Regulator Act 2011. 


