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Section 1 Policy and procedure

Section 1 of this policy and procedure addresses the need for trainers and assessors to meet: (a)
the current TAE requirement; (b) vocational competency; (c) industry currency; and (d) vocational
education knowledge and skills.

Relevant Standards: 1.3, 1.4, 1.6(b), 1.13, 1.14, 1.15, 1.16, 1.17, 1.18, 1.19, 1.20, Schedule 1
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Section 2 Trainer and assessor profile
checklist

The RTO Manager or delegated officer must use this checklist to confirm that trainers and
assessors meet the requirements of the Standards for the delivery of VET programs.

Trainer and assessor profile checklist Yes | No
Each trainer and assessor has an RTO-approved profile. O O
All supporting documentation referred to in the profile has been sighted and verified by the 0 0
RTO.

For each profile, confirm:

o the current approved profile template has been used O O
o for all persons not holding TAE credentials, details of supervision arrangements are 0 0
recorded in Section 4 of the profile
¢ all trainers and assessors have clear recorded evidence of vocational competence 0 0
mapped to each unit of competence that aligns to all relevant TAS documents
o all trainers and assessors have been allocated time to undertake professional 0O 0O
development relating to vocational education
¢ industry engagement has ensured the industry relevance of the current industry skills for 0O 0O
all trainers and assessors, and Section 7 of the relevant TAS has been updated
¢ all trainers and assessors have recently completed or plan to undergo relevant industry 0O 0O
currency
e Section 7 of the profile is complete O O
e each profile has been approved by the Principal and RTO Manager. O O
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Section 3 Systematic monitoring

Completing Section 3 satisfies the requirement of the Standard for systematic monitoring.

The RTO Manager will record the dates when monitoring activities occur, the outcomes of the
monitoring process and any rectifications required to ensure ongoing compliance.

A ‘No’ indicates a non-compliance and must be reported to the RTO Manager. Appropriate
rectification must be recorded and actioned.

Relevant Standards: 2.1, 2.2

Systematic compliance monitoring checklist

Date of successive Name of person/s conducting successive monitoring activities
monitoring activities

1/04/2025 Amy Luxton
Mary Zaszlos

23/06/2025 Amy Luxton
Mary Zaszlos

15/09/2025 Amy Luxton
Mary Zaszlos

8/12/2025 Amy Luxton
Mary Zaszlos

Monitoring the application of this policy and procedure by the RTO Record of last
monitoring

School RTO approval @ The following details are current and complete:

statement

(Page 1 of this e school RTO name O O

document) ) i
o the policy and procedure document is dated (start date) O O
e QCAA school number O O
e national provider number O O
e Principal’'s name and contact details O O
o RTO Manager’s name and contact details O O
¢ all delegated officers’ names and contact details. O O

Policy and procedure | Trainer and assessor policy represents current practice. O O

(Section 1 of this

document) Trainer and assessor procedures represent current practice. O O
Supervision requirements represent current practice. O O

Trainer and assessor | Trainer and assessor profile checklist is used to action

profile checklist procedure for trainer/assessor records.

. : O O
(Section 2 of this
document)
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Monitoring the application of this policy and procedure by the RTO Record of last
monitoring

Profile template Current approved profile template is attached or linked to
this document. O d
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RTO Manager notes ‘

Comment on the last
monitoring activity

List any
non-compliances

List any rectifications
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Links to QCAA resources

e Trainer and assessor staff profile: www.qcaa.qld.edu.au/senior/vet/training-
assessment/trainers-assessors
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