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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to protecting the safety, 
wellbeing and educational participation of learners under 18 years of age. The RTO will identify and manage 
risks to younger learners, apply child-safe principles in the design and delivery of training and assessment, 
maintain appropriate screening, supervision and escalation controls, and respond promptly to any concern 
affecting a younger learner’s safety, wellbeing or participation. 

 

Where the RTO enrols overseas students under 18 and accepts responsibility for their accommodation, support 
and general welfare, the RTO will meet the specific National Code requirements for younger overseas students, 
including approval and monitoring of welfare arrangements, CAAW controls, safeguarding actions, 
recordkeeping and required notifications.  

 

This policy establishes the organisation-wide framework for delivering to learners under 18 across campus, 
online, third-party, workplace and homestay or accommodation contexts. Supporting procedures, screening 
registers, supervision plans, welfare tools, reporting workflows and contact directories may be maintained 
separately.  

 

2. Purpose 

• set the RTO’s framework for managing risks to learners under 18 and embedding child-safe practices; 
• define governance, screening, supervision, conduct, communication and escalation requirements for 

under-18 cohorts; 
• ensure training, assessment, work placement, online learning and third-party delivery settings are assessed 

for under-18 safety and wellbeing risks; 
• define additional controls for younger overseas students where Standard 5 accommodation and welfare 

responsibilities apply; 
• support consistent response to incidents, disclosures, complaints, welfare concerns, missing-student 

situations and critical incidents; 
• establish documentation, review and continuous-improvement requirements. 

 

3. Scope 

This policy applies wherever the RTO offers training or assessment to learners under 18 years of age, including 
domestic and overseas learners, and whether delivery occurs face-to-face, online, at third-party sites, in 
workplaces, in practical placements, or in any supervised or approved accommodation or welfare setting linked 
to the learner’s study. It applies to all personnel who interact with, make decisions about, supervise or provide 
services to learners under 18. 

 

4. Legislative and Regulatory Context 



 
 

   

 

ASQA’s Risk Management Practice Guide states that where an RTO offers training or assessment to VET 
students aged under 18, risks to their safety and wellbeing associated with the organisation’s delivery of training 
or assessment must be identified and managed having regard to the training content and modes of delivery, and 
in accordance with the National Principles for Child Safe Organisations. The guide also expects procedures 
specific to this cohort, working-with-children clearances for relevant employees and third parties, and evidence 
that the provider’s approach is consistent with child-safe principles.  

 

The Department of Education Standard 5 resource states that providers taking responsibility for the welfare of 
overseas students under 18 must ensure living arrangements are safe and adequately meet the student’s 
needs, regularly verify accommodation suitability, ensure adults involved in accommodation or welfare have 
Working with Children Checks where required, notify police and other relevant agencies as soon as practicable 
if unable to contact the student and there are welfare concerns, and report through PRISMS if the provider is no 
longer able to take responsibility. 

 

The Department of Education Standard 5 resource also confirms that the provider’s welfare responsibility is 
formally expressed through a CAAW that nominates beginning and end dates, generally covering the duration of 
the CoE plus at least seven days at the end, and that responsibility continues until one of the lawful end points 
under the National Code is reached. 

 

5. Definitions 

• Learner under 18 means any prospective or enrolled learner who is under the age of 18 years. 
• Child-safe principles means the National Principles for Child Safe Organisations and any related 

organisational commitments, procedures and behavioural expectations adopted by the RTO. 
• Safeguarding concern means any concern, allegation, observation, incident or disclosure indicating a risk to 

a younger learner’s safety, wellbeing, dignity or lawful rights. 
• CAAW means Confirmation of Appropriate Accommodation and Welfare issued when the RTO accepts 

responsibility for the accommodation, support and general welfare of a younger overseas student. 
• Welfare arrangements means the accommodation, support and general welfare arrangements approved by 

the RTO for an overseas student under 18 where the RTO has accepted responsibility. 
• Critical incident means a traumatic event, or the threat of such an event, which causes extreme stress, fear 

or injury and may affect a learner’s safety or ability to participate in training or assessment. 
• Relevant personnel means staff, contractors, third-party personnel, placement supervisors, homestay or 

accommodation adults, and any other adults who have direct contact with, responsibility for, or access to 
learners under 18. 

• Parent / legal guardian means the person lawfully responsible for the younger learner, unless another 
authorised person or arrangement applies under law. 

 

 



 
 

   

 

 

 

6. Policy Principles 

• The safety and wellbeing of learners under 18 must be a primary consideration in the design and operation 
of training and assessment delivery. 

• Controls for under-18 learners must be specific to the cohort and must reflect actual training content, 
delivery modes, environments and support needs. 

• Relevant personnel must meet screening, conduct, reporting and escalation requirements before and 
during engagement with younger learners. 

• Learners under 18 must be given age-appropriate information about safety, conduct standards, reporting 
pathways and available support. 

• Any allegation, disclosure or indicator of harm, neglect, grooming, abuse, exploitation, harassment or 
serious welfare risk must be escalated promptly and lawfully. 

• Where overseas-student welfare responsibility applies, the RTO retains accountability until responsibility 
lawfully ends under Standard 5. 

 

7. Governance and Risk Management 

The RTO will maintain a documented system for identifying, assessing, controlling and reviewing risks to 
learners under 18. Risk controls must consider the training product, delivery mode, age and maturity of 
learners, supervision ratios, transport or arrival settings, online communication channels, physical learning 
environments, third-party sites, work placement settings, accommodation and welfare arrangements, after-
hours risks and any known vulnerability factors.  

 

8. Screening, Suitability and Workforce Controls 

All relevant personnel who work with or have direct responsibility for learners under 18 must meet applicable 
Working with Children Check or equivalent screening requirements and must be suitable for their role. The RTO 
must verify, record and monitor screening status, induction completion, safeguarding obligations and any role 
restrictions. Where third-party personnel or accommodation adults are involved, the same expectations apply 
and must be contractually enforced.  

 

9. Code of Conduct and Professional Boundaries 

The RTO requires all personnel to maintain clear professional boundaries with learners under 18. Unsupervised 
or inappropriate one-to-one settings, private social-media contact, personal transport without authorisation, 
secrecy, favouritism, gifts or benefits that create dependency, discriminatory behaviour, humiliating treatment, 
sexualised conduct, grooming behaviours or any conduct inconsistent with child-safe principles are prohibited.  

 



 
 

   

 

 

 

10. Enrolment, Pre-Commencement and Parent / Guardian Communication 

Before commencement, the RTO must identify whether the learner is under 18, confirm the lawful parent / 
guardian or welfare arrangement, assess any cohort-specific risks, and communicate essential information 
about supervision, support, complaints, conduct, emergency contacts, attendance expectations and 
escalation pathways. Parent or guardian communication arrangements should be documented where relevant, 
subject to privacy and lawful authority settings. 

 

11. Safe Delivery, Supervision and Access Controls 

Training and assessment involving learners under 18 must be planned and delivered with appropriate 
supervision, access controls and environmental safeguards. This includes rooming and timetable 
considerations, staff visibility, attendance follow-up, visitor controls, appropriate digital-platform settings, safe 
sign-in and sign-out processes where relevant, and escalation if a learner is unexpectedly absent or leaves a 
supervised setting without authorisation. 

 

12. Online, Distance and Digital Communication Settings 

Where learners under 18 participate online or through distance delivery, the RTO must identify and manage 
risks associated with remote contact, disengagement, privacy, communication channels and support access. 
Only approved platforms and communication methods are to be used for teaching, support or welfare contact, 
and significant concerns about a younger learner’s safety, wellbeing or disappearance from contact must be 
escalated promptly. Risk controls must reflect the mode of delivery and age of the learner. 

 

13. Work Placement, Practical Training and Third-Party Environments 

Where learners under 18 are placed in workplaces, simulated environments or third-party facilities, the RTO 
remains responsible for assessing and managing relevant safety and wellbeing risks associated with those 
settings. Agreements, inductions and supervision expectations must address safeguarding, reporting, worker 
screening, emergency response, transport, amenities, bullying or harassment risks, and the learner’s direct 
ability to contact the RTO.  

 

14. Support, Wellbeing and Reporting Pathways 

Learners under 18 must be given age-appropriate information about how to seek help, report concerns, access 
support services and raise complaints. The RTO will provide or facilitate access to support contacts and referral 
pathways appropriate to the learner’s circumstances, including emergency, health, counselling, child 
protection or welfare supports where required. Support and reporting information must be understandable, 
accessible and reinforced throughout the learner journey. 



 
 

   

 

 

15. Incidents, Disclosures and Immediate Response 

Any safeguarding concern involving a learner under 18 must be taken seriously and escalated immediately in 
accordance with law and policy. The RTO must assess whether the matter requires urgent action to secure 
safety, internal escalation, parent / guardian contact, mandatory reporting, referral to police or child protection 
authorities, or activation of the critical incident framework. Responses must be documented, proportionate, 
trauma-informed where possible, and consistent with privacy, lawful authority and evidence-preservation 
requirements.  

 

16. Younger Overseas Students – CAAW and Welfare Responsibility 

If the RTO accepts responsibility for the accommodation, support and general welfare of an overseas student 
under 18, a CAAW must be created consistently with the CoE and must nominate the beginning and end dates 
of the period for which the RTO accepts responsibility. The welfare period should generally cover the duration of 
the CoE plus at least seven days after the end date. The RTO must ensure accommodation and welfare 
arrangements are safe, suitable and adequately meet the student’s needs before approval is given.  

 

17. Accommodation and Welfare Monitoring 

Where welfare responsibility has been accepted, the RTO will regularly verify that accommodation remains 
appropriate to the younger overseas student’s age and physical needs. Monitoring may include pre-approval 
site inspections, scheduled or risk-triggered visits, student interviews, host or guardian communication, 
surveys, review of incidents or complaints, and verification that adults involved in the arrangements continue to 
satisfy screening requirements where required.  

 

18. Missing Student, Inability to Contact and Agency Notification 

If the RTO is unable to contact a younger overseas student for whom it has accepted welfare responsibility and 
there are concerns for the student’s welfare, the RTO must notify police and any other relevant agencies as 
soon as practicable and activate its critical incident and safeguarding processes. If the RTO is no longer able to 
take responsibility for approved accommodation or welfare arrangements, it must report this through PRISMS 
and complete the required internal and external notifications.  

 

19. Transfers, Suspension, Cancellation and End of Responsibility 

Any transfer, deferral, suspension, cancellation or other status change involving a younger overseas student 
must be assessed for its impact on welfare arrangements so that no unlawful gap arises. Responsibility does 
not end merely because the CoE changes. The RTO remains responsible until the student leaves Australia, 
turns 18, transfers to another provider’s CAAW, or enters the care of a nominated guardian approved by the 
Department of Home Affairs.  



 
 

   

 

 

20. Records, Evidence and Review 

The RTO will maintain records relevant to learners under 18, including age identification, guardian details, 
consents where relevant, screening checks, induction completion, risk assessments, supervision and 
communication arrangements, welfare approvals, accommodation checks, critical incidents, complaints, 
disclosures, reports, actions taken and reviews completed. Records must be sufficient to demonstrate 
compliance and to support internal review, regulator requests and continuous improvement. For critical 
incidents affecting overseas students, written records of incidents and remedial action must be retained for at 
least two years after the student ceases to be an accepted student.  

 

21. Roles and Responsibilities 

• Board / CEO / Executive: approve the policy, oversee key risks and ensure sufficient safeguarding and 
compliance resources. 

• Safeguarding Lead / Student Services Manager: coordinate the under-18 framework, escalation pathways, 
support arrangements, staff guidance and review activities. 

• Compliance Manager / PRISMS Officer: monitor legal and regulatory requirements, retain evidence, support 
notifications and ensure policy alignment across related documents. 

• Admissions Staff: identify under-18 learners early, collect required guardian and consent information, and 
prevent commencement until required controls are ready. 

• Trainers and Assessors: maintain professional boundaries, identify concerns, supervise appropriately and 
escalate risks or disclosures immediately. 

• Accommodation / Welfare Coordinator: approve and monitor welfare arrangements, verify accommodation 
suitability and manage under-18 welfare records where applicable. 

• Third-Party Providers / Placement Supervisors / Hosts: comply with screening, safeguarding, reporting and 
communication requirements set by the RTO. 

• All Staff and Contractors: report concerns immediately and comply with child-safe conduct expectations at 
all times. 

 

22. Non-Compliance and Escalation 

Failure to identify and manage under-18 risks, maintain screening checks, apply supervision controls, respond 
to safeguarding concerns, monitor welfare arrangements, or complete required notifications and records may 
constitute serious non-compliance and may place learners at risk. The RTO may respond through immediate 
protective action, retraining, increased supervision, suspension of duties, termination of third-party 
arrangements, regulatory reporting, disciplinary action or other lawful action proportionate to the seriousness 
of the issue.  

 

 



 
 

   

 

 

 

 

23. Procedure 

23.1 Identification and Readiness 
1. Identify whether the prospective learner is under 18 and determine the delivery, supervision, safeguarding 

and communication controls required before commencement.  
2. Verify guardian details, relevant consents, screening obligations for relevant personnel and any special 

conditions linked to placement, accommodation or welfare arrangements. 
3. For overseas students under 18, confirm CAAW and accommodation or welfare arrangements before the 

learner enters the care setting or commences under the RTO’s responsibility. 

23.2 Delivery and Monitoring 
4. Implement supervision, environment, communication and support controls specific to the learner cohort 

and delivery setting. 
5. Monitor attendance, engagement, behaviour, welfare indicators and incidents, and escalate concerns 

promptly to the responsible officer. 
6. Review the adequacy of controls regularly and adjust for changes in risk profile, delivery mode or learner 

circumstances. 

23.3 Incident and Welfare Response 
7. Respond immediately to any disclosure, allegation, incident, missing-student event or welfare concern 

involving a learner under 18. 
8. Activate safeguarding, critical incident, parent or guardian communication, and agency-notification 

processes where required.  
9. Document actions taken, preserve evidence where appropriate, and review whether broader protective or 

corrective action is required. 

23.4 Closure and Review 
10. Do not close an under-18 matter until required actions, supports, notifications and records are complete. 
11. For overseas students under 18, confirm the lawful end of welfare responsibility before closing the file or 

ceasing monitoring. 
12. Review trends, incidents, complaints, third-party performance and feedback to improve the RTO’s under-

18 controls and child-safe practices. 
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Learners Under 18 Log 

Under-18 Safety and Welfare 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 child-safety framework, critical incident procedure, risk registers, screening systems, accommodation and welfare tools, parent-
guardian communication templates, work placement controls and international-student procedures where relevant. 

 

Source basis used in drafting: ASQA Risk Management Practice Guide for the 2025 Standards for RTOs and Department of Education Standard 5 Younger 
Overseas Students resource. 


