| 4
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RTO Policy & Procedure — Staff Skills

Purpose

The purpose of this Policy & Procedure is to ensure all staff, particularly those involved
in training and assessment, have the appropriate knowledge and skills to perform their
roles effectively and meet the requirements of regulatory standards.

Scope

This Policy & Procedure applies to all staff, but particularly to Trainers & Assessors
engaged by the Daysafe to deliver training and assessment on its behalf whether
employees or contractors.

Inputs

Standard 7 - The RTO has effective governance and administration
arrangements in place.

7.1. The RTO ensures that its executive officers or high managerial agent:

a) are vested with sufficient authority to ensure the RTO complies
with the RTO Standards at all times; and

b) meet each of the relevant criteria specified in the Fit and Proper
Person Requirements in Schedule 3.

Standard 1 - The RTO’s training and assessment strategies and practices are
responsive to industry and learner needs and meet the requirements of training
packages and VET accredited courses

1.6. The RTO implements a range of strategies for industry engagement and
systematically uses the outcome of that industry engagement to ensure the
industry relevance of:

b) the current industry skills of its trainers and assessors.

1.13 - Training and assessment is delivered only by persons who have:

a) vocational competencies at least to the level being delivered and
assessed,;
b) current industry skills directly relevant to the training and

assessment being provided; and

c) current knowledge and skills in vocational training and learning
that informs their training and assessment.

Industry experts may also be involved in the assessment judgement,
working alongside the trainer and/or assessor to conduct the
assessment.

1.14. The RTO'’s training and assessment is delivered only by persons who
have TAE40110 Certificate IV in Training and Assessment.

1.16 - The RTO ensures that all trainers and assessors undertake professional
development in the fields of the knowledge and practice of vocational training,
learning and assessment including competency based training and assessment.
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Requirement Ensure Authorised Executive Officers Are In Place

To operate effectively, managers must have authority to ensure that their RTO
complies with the Standards at all times. It is particularly important that the people
actually managing the RTO are able to make decisions that ensure compliance.

All executive officers, anyone who manages the RTO, or owns more than 15 per cent
of it must satisfy the Fit and Proper Person Requirements 2011 at all times.

The RTO must make a ‘fit and proper person’ declaration when:
e applying for initial registration or to renew registration as an RTO, or

e employing a new manager

Trainer & Assessor Competency

The RTO establishes and verifies that Trainers & Assessors meet nationally agreed
competency requirements.

Training and assessment should only be provided by those who have current industry
skills and knowledge and can undertake all of the tasks defined in the elements of
units of competency and modules to industry standards.

To confirm trainers and assessors have current industry skills, and all training and
assessment is delivered by people who are themselves competent practitioners, RTOs
are to ensure that trainers and assessors are regularly exposed to industry workplaces
and participate in workplace tasks. Determining the current industry skills required of
the RTO’s trainers and assessors is to be informed by industry engagement.

The RTO will ensure that all Trainers & Assessors, including those employed or
contracted by the RTO, undertake professional development in VET, and specifically in
competency-based training and assessment.

RTOs must retain evidence that all trainers and assessors have undertaken relevant
professional development in VET.

Reference Other reference documentation which relates to this P&P includes:

Documentation L
e ASQA Publications

o Fact sheet—Meeting trainer and assessor requirements
e NSSC Publications

o Determination for trainer and assessor competencies

Tools & This P&P is supported by the Tools & Templates identified at each stage in the
Templates process.
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Policy

Authorised Executive Officers

The CEO will delegate authority to the RTO Manager & RTO Training Manager in
order to ensure that Daysafe complies with the Standards for RTOs 2015 at all times,
allowing them to make decisions that ensure compliance.

Fit and Proper Person Requirements

All executive officers, anyone who manages the RTO, or owns more than 15 per cent
of it must satisfy the Fit and Proper Person Requirements 2011 at all times.

The RTO must make a ‘fit and proper person’ declaration when employing a new
manager.

Staff Skills

All Daysafe staff members are to be given the opportunity to continually develop their
professional knowledge and skills.

Trainers & Assessors who deliver training and assessment for the RTO must:

¢ have the necessary training and assessment competencies, relevant
vocational competencies and demonstrate current industry skills as
determined by industry engagement;

e participate in regular professional development in order to continue to develop
their VET knowledge and skills as well as their industry currency and trainer
and assessor competence; and

e participate in regular critical evaluation of their training and assessment.

e All evidence provided by staff to support their claims of competency must be
validated

Authorised
Executive Officers

Output:

Responsibility

The CEO will delegate authority to the RTO Manager & RTO | Tools & Templates
Training Manager in order to ensure that Daysafe complies
with the Standards for RTOs 2015 at all times, allowing them
to make decisions that ensure compliance.

e RTO Template -
Duty Statement -
RTO Manager

e RTO Template -
Duty Statement -
Training Manager

e RTO Template -
Instrument of
Delegation

Duty Statements identifying delegations.

Completed RTO Template - Instrument of Delegation

Who is responsible — use titles not names

Controlled document

Documents are uncontrolled when printed. Electronic copies should be referenced for current version

Daysafe P&P-Staff Skills-V3.docx Page 3 of 8 Print Date 4-May-15



Fit and Proper
Person
Requirements

Output:

Responsibility

All executive officers, anyone who manages the RTO, or
owns more than 15 per cent of it must satisfy the Fit and
Proper Person Requirements 2011 at all times.

The RTO must make a ‘fit and proper person’ declaration
when employing a new manager.

Completed fit and proper person declarations.

Who is responsible — use titles not names

Tools & Templates

Trainers &
Assessors meet
competency and
currency
requirements

Output:

Responsibility

All Trainers & Assessors who deliver training and
assessment on behalf of Daysafe must demonstrate they
hold the necessary training and assessment competencies:

e TAE40110 Certificate IV in Training and Assessment
or its successor, or

e Adiploma or higher level qualification in adult
education.

This includes any contracted staff who must comply with
RTO Template — Trainer & Assessor Contract/ RTO
Template - T&A Terms & Conditions.

Trainers & Assessors who do not hold the necessary training
and assessment competencies must demonstrate
equivalence.

Trainer & Assessor competency is captured on the Daysafe
Staff Skills Matrix on PowerPro.

Completed Daysafe Staff Skills Matrix on PowerPro.

CEO
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Trainers &
Assessors meet
vocational
competency and
currency
requirements

Output:

Responsibility

All Trainers & Assessors who deliver training and
assessment on behalf of Daysafe must demonstrate they
hold the appropriate qualifications and have sufficient
experience relevant to course being delivered as determined
through industry engagement.

This includes any contracted staff who must comply with
RTO Template — Trainer & Assessor Contract / RTO
Template - T&A Terms & Conditions.

Trainers & Assessors who do not hold the vocational
competencies at least to the level being delivered and
assessed must demonstrate equivalence.

Trainers & Assessors who have the vocational competencies
but not the Training & Education (TAE) competencies
required may work under the supervision of a person who
has those competencies to conduct assessment.

Trainer & Assessor must also be able to demonstrate current
industry skills directly relevant to the training and
assessment being provided as determined through industry
engagement.

Trainer & Assessor competency is captured on the Daysafe
Staff Skills Mapping Matrix.

Completed Daysafe Staff Skills Mapping Matrix.

Who is responsible — use titles not names

Tools & Templates

o Daysafe - Staff
Skills Mapping
Matrix.

e RTO Template -
T&A Terms &
Conditions

e RTO Template —

Trainer & Assessor

Contract

Verification of the
Authenticity of
Trainer &
Assessor
Qualifications and
Currency

Output:

Trainers & Assessors must provide originals of all
qualification and evidence of industry currency at the time of
engagement and at the annual performance review.

These documents:

e are to be sighted and copies made
e scanned and electronic copies stored in PowerPro

e are to be validated through follow up with the issuing
organisation; and

e hard copies placed in the Trainer & Assessor’s
Personnel File.

Verification of Trainer & Assessor currency is confirmed by
checking all documentation during the annual Performance
Management process.

Validated Trainer & Assessor Capability and Competence
documentation.
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Responsibility

Office Manager

Maintain
Professional
Competence

Output:

Responsibility

Daysafe has a system in place to recognise, plan and
support Training & Assessment staff in developing and

maintaining profession VET and Training & Education (TAE)

skills and knowledge. This may include:

e programs of professional development in VET and
TAE; and

e support to maintain and increase their technical skills

and knowledge industry currency.
e Subscription to professional publications

Individual Trainer & Assessors are to ensure that they:

¢ have the necessary training and assessment

competencies, relevant vocational competencies and

can demonstrate current industry skills; and

e identify their individual Professional Development
requirements.

Individual Professional Development Plans

Evidence of current professional skills, knowledge and
currency.

Trainer & Assessor/s

Tools & Templates

Evaluation

Output:

Responsibility

To ensure all Trainers & Assessors continue to deliver the
courses as specified in the TAS and that assessment is
being conducted in accordance with the assessment
guideline they are to be evaluated on a regular basis by:

e Their peers — other Trainers & Assessors
e Experts in training and assessment

Those conducting the evaluation are to use the evaluation
checklists.

Trainer & Assessor evaluations

Who is responsible — use titles not names

Controlled document
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RTO Template —
Checklist — Trainer
& Assessor
Observation

RTO Template —
Checklist — Trainer
& Assessor Expert
Observation

RTO Template —
Checklist — Trainer
& Assessor Peer
Review
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Professional
Development — All
Staff

Output:

Responsibility

Professional development refers to skills and knowledge
attained for both personal development and career
advancement and is offered to all Daysafe staff.

A ‘training needs’ analysis is conducted annually prior to
individual performance reviews to determine the knowledge
and skill development needed by that member of staff. This
includes ongoing development to enhance knowledge of
contemporary practices and understanding of
responsibilities.

Training needs are identified from:

e Performance Reviews,

e From feedback including:
o AQTF Learner Questionnaire; and
o AQTF Employers Questionnaires.
o Peer Review

Individual Professional Development Plans

Daysafe Professional Development Plan

Office Manager

T

ools & Templates

Industry Skills
development

Output:

Responsibility

Trainers & Assessors can undertake a range of activities to
maintain and increase their technical skills and knowledge
and maintain their industry currency.

The range of activities includes:
e attending professional development activities run by
industry skills alliances;

e researching best and new practice and general
research;

e subscribing to professional journals and publications;

¢ networking with industry mentors, employers and
other trainers;

e talking to students about practices and job roles in
their workplaces;

e industry specialist visits and industry site visits;

e undertaking specific training courses in new
equipment or skill sets; and

o fulfilling industry licensing or regulatory requirements.

Evidence of industry currency

Trainers & Assessors

Controlled document

T

ools & Templates

Documents are uncontrolled when printed. Electronic copies should be referenced for current version

Daysafe P&P-Staff Skills-V3.docx Page 7 of 8

Print Date 4-May-15



Key Performance All staff qualifications will be verified

helEEers Trainer & Assessor competency will be measured using the Daysafe Staff Skills Matrix

on PowerPro RTO.

Evidence must have been sighted and copies made and attached to Power Pro to
prove all Trainers & Assessors have met the current regulatory framework
requirements.

All staff qualifications will be verified.
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