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VET Personnel Requirements Policy

Purpose

This policy establishes clear guidelines for the engagement, qualification and ongoing professional
development of all staff involved in the delivery of Vocational Education and Training (VET) within the
organisation. The Celebrant Institute RTO ensures that all VET personnel, including trainers, assessors, and
administrative personnel, meet the necessary industry and regulatory standards to provide high-quality,
industry-relevant education and training.

Application

This policy applies to all personnel involved in vocational education and training within the organisation,
including:

e Governing persons.

e Trainers and assessors, including industry experts, responsible for delivering training and assessing
students’ competencies.

e Educational and support personnel providing student support services that contribute to the learning
experience.

¢ RTO management, records and administrative personnel.

Governing person means any person responsible for overseeing, directing, or exercising a degree of
control or influence over the management or operation of an NVR registered training organisation, including
executive officers and high managerial agents.

Third party means any person who has an arrangement with an NVR registered training organisation to
deliver services, but does not include:

e Employees of the organisation,

o Experts engaged by the organisation, or

e Government agencies and government funded agencies that refer VET students to the organisation
and do not receive any payment from the organisation for doing so.

The Celebrant Institute RTO does not have any ongoing third-party arrangements.

Trainer means a person who undertakes training for, or on behalf of an NVR registered training
organisation.

Policy Statement

The Celebrant Institute RTO is committed to compliance with the Standards for RTOs and ensures that the
organisation systematically monitors and documents the qualifications, professional development activities
and industry engagement of its personnel, demonstrating an ongoing commitment to both quality and
compliance.

The Celebrant Institute RTO ensures that all personnel are equipped to contribute to the delivery of quality,
industry-relevant training and that the RTO remains compliant with regulatory requirements.

The Celebrant Institute RTO maintains the personnel capacity to deliver all training products on its Scope of
Registration. This includes ensuring a sufficient number of trainers, assessors and other staff appropriate for
the quality delivery of services for each training product.

Rationale

The Celebrant Institute RTO ensures that every individual delivering training and assessment is
appropriately credentialled through a rigorous verification and documentation process. The VET Personnel
Requirements Matrix is central to this assurance, requiring personnel to provide verifiable evidence of their
qualifications, training credentials, and relevant industry experience. This documentation is cross-referenced
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with regulatory standards, such as the Standards for RTOs, and verified through direct contact with issuing
organisations. Additionally, systematic checks, including referee and employment history verifications, are
conducted to authenticate credentials and confirm their relevance to the training products on The Celebrant
Institute RTO’s scope of registration.

Monitoring personnel working under direction, including industry experts, is managed through structured
Supervision Plans. These plans outline the roles, responsibilities, and limitations of individuals under
supervision and include regular oversight by qualified trainers and assessors. Weekly supervision meetings
ensure accountability, providing opportunities to review the quality of training delivered and the collection of
assessment evidence. Supervisors are trained to monitor compliance with the Standards for RTOs and The
Celebrant Institute RTO policies, ensuring the maintenance of quality outcomes. Feedback loops and audits
are embedded in the system to identify and rectify any lapses promptly. The Celebrant Institute RTO does
not have any personnel working under direction.

The Celebrant Institute RTO identifies the industry competencies, skills, and knowledge required for each
training product through ongoing engagement with industry stakeholders. Mechanisms such as employer
feedback and industry engagement activities inform the alignment of training products with current workplace
practices. Training package requirements and unit-level assessment conditions are also reviewed to define
the specific competencies and skills needed. This information is systematically integrated into workforce
planning and the VET Personnel Requirements Matrix to ensure trainers and assessors meet industry
expectations.

The use of industry experts in training and assessment is strategically planned to add value by bridging the
gap between training delivery and real-world industry practices. The Celebrant Institute RTO ensures that
experts are selected based on their specialised knowledge and experience relevant to the training products.
Engagement is formalised through the VET Personnel Requirements Matrix and includes oversight
mechanisms to align their contributions with the organisation’s quality standards. Experts are integrated into
the training process in roles such as co-delivering specialised content or supporting practical assessments,
always under the supervision of qualified trainers and assessors. Feedback from students and trainers
further validates the impact of industry experts, ensuring their involvement enhances the authenticity and
relevance of training outcomes.

The Celebrant Institute RTO employs a robust professional development framework to identify and address
gaps in trainers' and assessors’ industry competencies, skills, and knowledge. Regular planning, aligned with
industry engagement feedback and changes in training package requirements, is conducted to evaluate
current capabilities. Identified gaps are addressed through targeted professional development activities,
including industry placements, workshops, and access to training resources. Continuing Professional
Development (CPD) opportunities are tailored to individual needs, ensuring personnel remain current with
evolving industry practices and regulatory changes.

Ensuring Appropriate Personnel for Service Delivery

Training product means an AQF qualification, a skill set, a unit of competency, accredited short course or
module.

Training support services means services and resources designed to support and skill VET students to
meet training product requirements and complete the training product in which they are enrolled.

Ensuring Appropriate Personnel for Service Delivery

The Celebrant Institute RTO ensures that the number of trainers, assessors, and other personnel is
appropriate for the effective delivery of its training and assessment services by implementing robust
workforce planning and industry engagement practices.

Workforce Needs Regularly assessing current and projected student enrolments, delivery modes, and
Analysis training package requirements to determine the personnel required to meet
demand. This analysis considers trainer and assessor qualifications, availability,
and capacity to deliver compliant and quality training.
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Industry Advice and Engaging with industry stakeholders through various mechanisms to ensure the
Feedback workforce aligns with current and emerging industry needs. Industry input informs
decisions about the volume and expertise of personnel required for specific training
products and delivery contexts.

Compliance Ensuring all trainers and assessors meet the Standards for RTOs, including holding

Monitoring the necessary qualifications and maintaining current industry skills. Regular
confirmation of qualifications and professional development ensures compliance
and quality.

Flexible Workforce Adopting strategies to maintain a flexible workforce that can adapt to changes in

Planning enrolments, delivery modes (e.g., online, blended), and industry requirements. This

includes employing casual or sessional trainers to accommodate variable demand.

Stakeholder Feedback | Incorporating feedback from students, employers, and industry representatives to
monitor and adjust workforce capacity and expertise as needed. Feedback ensures
that training and assessment services remain relevant and responsive.

Continuous Reviewing workforce capacity and industry alignment as part of regular internal
Improvement audits, validation activities, and quality assurance processes. Findings from these
activities are used to adjust personnel levels and workforce strategies proactively.

Through these practices, The Celebrant Institute RTO ensures its personnel are sufficient in number,
appropriately skilled, and aligned with industry needs, enabling the delivery of compliant, relevant, and
quality services.

Organisational Structure

The Celebrant Institute RTO ensures all roles and responsibilities are documented and well-understood
within the organisation, with clear lines of accountability for decision-making. All personnel are supported to
understand the quality and compliance expectations relevant to their role, including the requirements of the
Standards for RTOs, and are informed about any changes to legislative and regulatory requirements that
affect The Celebrant Institute RTO operations. Please refer to the Governance Policy for further
information.

VET Personnel Requirements Matrix

The Celebrant Institute RTO has implemented a VET Personnel Requirements Matrix with every individual
to ensure compliance with the Credential Policy and as a mechanism for ensuring individuals do not perform
training and assessment tasks beyond the scope of their credentials.

Credential Policy means the policy document made by the Ministerial Council that outlines credentials
required for delivering training and assessment and undertaking validation.

The VET Personnel Requirements Matrix is:

o Directly aligned to regulatory, contractual and quality requirements.
¢ Informed by the advice and feedback from stakeholders.
e Completed and approved before each individual is used for services delivery.
e Updated, reviewed and reapproved:
o On an annual basis.
o Whenever training product(s) change or additional approvals are sought.

The process for completion and approval of VET Personnel Requirements Matrix documentation is audited
on at least an annual basis.
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Industry Engagement Advice and Feedback

Effective engagement with industry, employer and community representatives informs the industry relevance
of the training. Industry engagement helps bridge the gap between courses and the workplace, ensuring that
trainers, assessors and other VET personnel possess the qualifications, skills and knowledge necessary to
deliver training that reflects current industry practice.

The Celebrant Institute RTO uses various mechanisms for maintaining ongoing industry engagement to
ensure training remains relevant, fit-for-purpose and reflective of current industry practice. Please refer to the
Stakeholder Engagement Policy for further information.

By systematically incorporating advice and feedback from employers, industry bodies, and community
representatives as relevant, The Celebrant Institute RTO ensures that its personnel meet stakeholder
expectations, and that training and assessment is delivered by persons with current industry skills and
knowledge relevant to the training product they are delivering.

Relevant industry engagement advice and feedback is systematically applied to the VET Personnel
Requirements Matrix for this purpose, confirming that each individual has demonstrated meeting
compliance and quality expectations for each unit of competency being delivered, reviewed on an annual
basis.

VET Personnel Requirements

The Celebrant Institute RTO ensures that training and assessment is delivered by credentialled people with
current skills and knowledge in training and assessment, including that:

1. Training and assessment is only delivered by people with relevant credentials as specified by the
Credential Policy.

2. Where the Credential Policy enables a person to work under direction, a system is in place for
ensuring the person does not make assessment judgements, and for ensuring the quality of their
practice.

3. Each trainer and assessor undertakes continuing professional development to maintain current skills
and knowledge in training and assessment, including engaging and supporting VET students.

Direction includes an individual providing oversight, guidance and quality assurance to ensure the quality of
training and assessment being delivered by another individual.

Assessment judgement means a determination of whether competency has been achieved by a VET
student consistent with the training product and the Standards for RTOs.

Standards for RTOs 2025
From 1 July 2025, all individuals delivering training and/or assessment must either:

e Have one of the following training and assessment credentials, including making assessment
judgements:
o TAE40122 Certificate IV in Training and Assessment or its successor,
o TAE40116 Certificate IV in Training and Assessment,
o TAE40110 Certificate IV in Training and Assessment,
o A diploma or higher-level qualification in adult education or vocational education and
training, or
o A secondary teaching qualification and one of the following credentials:
= TAESS00011 Assessor Skill Set, or
= TAESS00019 Assessor Skill Set or its successor, or
= TAESS00024 VET Delivered to School Students Teacher Enhancement Skill Set or
its successor.

Secondary teaching qualification means a credential issued by a higher education provider (as
defined in section 5 of the Tertiary Education Quality and Standards Agency Act 2011) which would
enable the individual to satisfy the academic requirements for registration as a secondary school
teacher in accordance with the registration requirements in at least one State or Territory.
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Academic Requirements for Registration as a Secondary School Teacher

ACT Teacher Quality Institute | https://www.tqi.act.edu.au/

NSW NSW Education Standards Authority |
https://www.educationstandards.nsw.edu.au/wps/portal/nesa’/home

NT Teacher Registration Board of the Northern Territory | https://www.trb.nt.gov.au/

QLD Queensland College of Teachers | hitps://www.qct.edu.au/

SA Teachers Registration Board of South Australia | https://www.trb.sa.edu.au/

TAS Teachers Registration Board Tasmania | https://www.trb.tas.gov.au/

VIC Victorian Institute of Teaching | https://www.vit.vic.edu.au/

WA Teacher Registration Board of Western Australia | https://www.trb.wa.gov.au/

A comprehensive list of accredited Initial Teacher Education programs for secondary school teachers
from across Australia is available through the Australian Institute of Teacher and School Leadership
Accredited Teaching Program search tool: https://www.aitsl.edu.au/deliver-ite-programs/apl

Diploma or higher-level qualification in adult education or vocational education and training
means a qualification that satisfies the requirements of the Australian Qualifications Framework at
level 5 or higher and has a focus on training and assessing adults and relevance to delivery and
assessment of VET and competency-based training and assessment. The qualification does not
need to include the words ‘adult education’ or ‘vocational education and training’ in the title, however
units completed within the qualification need to demonstrate the skills and knowledge required to
train adults and teach VET. The academic transcript or record of results for the qualification provides
the evidence to demonstrate this.

Trainers and assessors are expected to have a strong understanding of the principles of assessment
and the rules of evidence and to be able to apply these in a practical way, guided by The Celebrant
Institute RTO’s systems and processes.

Or

e Be actively working towards one of the following training and assessment credentials - be enrolled in
and have commenced training in one of the following training and assessment credentials:
o TAE40122 Certificate IV in Training and Assessment or its successor, or
o TAE50122 Diploma of Vocational Education and Training or its successor, and
o be making satisfactory progress to enable the credential to be completed within two years of
commencement.
And
e Work under the direction of a trainer or assessor with one of the relevant training and assessment
credentials below:
o TAE40122 Certificate 1V in Training and Assessment or its successor,
o TAE40116 Certificate IV in Training and Assessment,
o TAE40110 Certificate IV in Training and Assessment,
o A diploma or higher-level qualification in adult education or vocational education and
training, or
o A secondary teaching qualification and one of the following credentials:
= TAESS00011 Assessor Skill Set, or
= TAESS00019 Assessor Skill Set or its successor, or
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Or
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=  TAESS00024 VET Delivered to School Students Teacher Enhancement Skill Set or
its successor.

To be actively working towards a credential, the person must:

Be enrolled in and have commenced training in one of the following training and assessment
credentials:

o TAE40122 Certificate IV in Training and Assessment or its successor, or

o TAE50122 Diploma of Vocational Education and Training or its successor, and
Be making satisfactory progress to enable the credential to be completed within two years of
commencement.

A person who is actively working towards a training and assessment credential can deliver training
and contribute to assessment (including conducting assessment and collecting assessment
evidence), provided they work under the direction of a trainer or assessor. Working towards these
qualifications does not qualify the person to make assessment judgements, unless they hold an
assessment only credential, as outlined below.

Where a trainer or assessor is providing direction, they are responsible for providing oversight,
guidance and quality assurance in respect of a person who does not have the full training and
assessment credential to ensure the quality of training and assessment delivered by that person.

Have one of the training and assessment credentials outlined below:
o TAESS00021 Facilitation Skill Set or its successor,
o TAESS00024 VET Delivered to School Students Teacher Enhancement Skill Set or its
successor,
o TAESS00030 Volunteer Trainer Delivery and Assessment Contribution Skill Set or its
successor,
TAESS00029 Volunteer Trainer Delivery Skill Set or its successor,
TAESS00020 Workplace Trainer Skill Set or its successor,
TAESS00028 Work Skill Instructor Skill Set or its successor,
TAESS00022 Young Student Delivery Skill Set or its successor,
TAESS00015 Enterprise Trainer and Assessor Skill Set
TAESS00003 Enterprise Trainer and Assessor Skill Set,
TAESS00008 Enterprise Trainer — Mentoring Skill Set,
TAESS00013 Enterprise Trainer — Mentoring Skill Set,
TAESS00007 Enterprise Trainer — Presenting Skill Set,
TAESS00014 Enterprise Trainer — Presenting Skill Set, or
A secondary teaching qualification.

O O 0O 0O O 0O O O O O O

The Celebrant Institute RTO ensures that the credential held by trainers and assessors in
accordance with this section is relevant to their role, taking into account the nature of the VET
student cohort and the delivery context, with a documented justification the relevance of the person’s
credential to the VET student cohort being delivered to, documented in the individual’s VET
Personnel Requirements Matrix.

And
Work under the direction of a trainer or assessor with one of the relevant training and assessment
credentials below:
o TAE40122 Certificate IV in Training and Assessment or its successor,
o TAE40116 Certificate IV in Training and Assessment,
o TAE40110 Certificate IV in Training and Assessment,
o A secondary teaching qualification and one of the following credentials:
= TAESS00011 Assessor Skill Set, or
=  TAESS00019 Assessor Skill Set or its successor, or
= TAESS00024 VET Delivered to School Students Teacher Enhancement Skill Set or
its successor,
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o A diploma or higher-level qualification in adult education or vocational education and
training.

A person who holds one of the skill sets listed in this section or a secondary teaching qualification
can deliver training and contribute to assessment (including conducting assessment and collecting
assessment evidence), provided they work under the direction of a trainer or assessor but is not
permitted to make assessment judgements.

Where a trainer or assessor is providing direction, they are responsible for providing oversight,
guidance and quality assurance in respect of a person who does not have the full training and
assessment credential to ensure the quality of training and assessment delivered by that person.

Assessment Only Credentials

To conduct assessment only, including making assessment judgements, the person must hold one of the
following credentials:

o TAE40122 Certificate IV in Training and Assessment or its successor,
e TAEA40116 Certificate IV in Training and Assessment,
e TAE40110 Certificate IV in Training and Assessment,
e TAESS00019 Assessor Skill Set or its successor,
e TAESS00011 Assessor Skill Set,
e TAESS00001 Assessor Skill Set,
e A secondary teaching qualification and one of the following credentials:
o TAESS00011 Assessor Skill Set, or
o TAESS00019 Assessor Skill Set or its successor, or
o TAESS00024 VET Delivered to School Students Teacher Enhancement Skill Set or its
successor, or
A diploma or higher-level qualification in adult education or vocational education and training.

Assessors are expected to have a strong understanding of the principles of assessment and the rules of
evidence and to be able to apply these in a practical way, guided by The Celebrant Institute RTO’s
systems and processes.

Effective Supervision of those Working under Direction

The Celebrant Institute RTO ensures effective supervision by a qualified person occurs to maintain the
quality of training and assessment services. Regardless of the skills and knowledge held, an individual that is
not fully qualified to the personnel competency expectations outlined above does not determine assessment
outcomes.

Once an individual’s initial competency and currency to work under direction is verified, supervision activities
are guided under a Supervision Plan. This plan supports the formal framework of supervision, review and
monitoring needed and is updated as part of a weekly supervision meeting between the individual and their
supervisor.

Assessment Decisions

Assessment decisions are only made by a qualified assessor. A qualified assessor may make assessment
decisions in conjunction with the person being supervised, who may gather some or all of the relevant
evidence. In all instances, the trainer and assessor providing direction will make the final assessment
judgement and decision in cases where an individual under supervision has assisted in the evidence
gathering process.

The Celebrant Institute RTO ensures that trainers providing direction monitor and are accountable for all
training provision and collection of assessment evidence by the individual under their supervision. In these
situations, the trainer and assessor providing direction:

e Is responsible for the quality of training delivered, and
e Makes all final decisions about assessment outcomes.

VET Personnel Requirements Policy v4.docx



cELRANT

VET Personnel Requirements Policy

Validation
Validation means the review of the assessment system to ensure that:

e Assessment tools are consistent with the training product and the requirements set out in this
instrument, and
o Assessments and assessment judgements are producing consistent outcomes.

The Celebrant Institute RTO ensures that validation is undertaken by one or more people who collectively
have:

e Industry competencies, skills and knowledge relevant to the training product,
e A practical understanding of current industry practices relevant to the training product, and
¢ One of the following training and assessment validation credentials:
TAE40122 Certificate IV in Training and Assessment or its successor,
TAE40116 Certificate IV in Training and Assessment,
TAE40110 Certificate IV in Training and Assessment,
A secondary teaching qualification and one of the following credentials:
= TAESS00011 Assessor Skill Set, or
= TAESS00019 Assessor Skill Set or its successor, or
= TAESS00024 VET Delivered to School Students Teacher Enhancement Skill Set or
its successor, or
o A diploma or higher-level qualification in adult education or vocational education and
training.

O O O O

In addition, where an AQF qualification or skill set from the Training and Education Training Package that
enables individuals to make assessment judgements is being validated, The Celebrant Institute RTO
ensures:

e The person(s) undertaking validation are independent and are not employed or subcontracted by the
RTO to provide training and assessment, and has no other involvement or interest in the
organisation’s operations,

o Validation outcomes are not solely determined by those who have designed or delivered the training
or assessment, and

e At least one of the people undertaking the validation activity has the AQF qualification or skill set at
least to the level being validated.

Please refer to the Validation Policy for further information.
Use of Industry Experts

Engaging industry experts to support training and assessment and provide practical insight into real
workplace settings can add value, variety and interest into the training program. Industry experts can play an
important role in training and assessment. However, it is important to note that many industry representatives
will not have a VET training and assessment background.

Where an expert is engaged to support trainers and assessors, The Celebrant Institute RTO ensures this is
based on a specific need for expertise related to the training product or VET student cohort. The Celebrant
Institute RTO only uses industry experts to deliver pre-recorded video content.

The Celebrant Institute RTO also uses the VET Personnel Requirements Matrix and associated procedures
for ensuring:

e The expert has relevant industry competencies, skills and knowledge and specialised industry or
subject matter expertise,

e The expert is being utilised to enhance the real-world application of training and assessment, and in
response to a specific need for the expert to be engaged,

o Experts are only authorised to work under the direction of a person with the appropriate credentials
to provide direction on the delivery of training and assessment, as specified in the Credential Policy,

o Where the expert is involved in assessment judgement — they conduct the assessment alongside the
trainer or assessor, and
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e The training or assessment the expert is involved in delivering is subject to oversight by the
organisation.

Please refer to the specific Training and Assessment Strategy for training products for justification of the
use of industry experts in the specific contexts.

Industry Competencies, Skills and Knowledge

VET seeks to equip students with current and practical industry skills and knowledge so they can readily
apply these in the workplace. As such, it is critical that trainers and assessors have real, current and
comprehensive understanding of industry practice and understand how skills and competencies will be
applied in practice. This occurs through a variety of mechanisms including continuing professional
development, ongoing industry engagement, industry work release, etc.

As outlined above, advice and feedback from industry engagement is a key input in determining whether
VET personnel have current industry competencies and in identifying any gaps.

In most situations trainers and assessors will hold the training product (and/or units of competency) that they
deliver or assess. Where this is not the case, they are expected to have equivalent knowledge and skills and
depth of experience. The requirement is that all trainers and assessors must have industry competencies,
skills and knowledge that are relevant to, and at least to the level of, the training product being delivered and
assessed. ‘At least to the level of’ refers to the level of skills and knowledge required for each training
product, rather than equivalence of the AQF level.

The Standard does not specify that trainers and assessors must hold the training product they are delivering
or assessing. While this is the most direct way of evidencing the relevant industry competencies, skills and
knowledge, this could also be demonstrated through a combination of formal and informal learning and skills
and knowledge gained through paid or volunteer work.

The Celebrant Institute RTO ensures that training and assessment is delivered by people with the
appropriate, relevant and current industry competencies and current industry skills and knowledge relevant
to the training product. Each person delivering training or assessment:

e Has industry competencies, skills and knowledge that are relevant to, and at least to the level of, the
training product being delivered and/or assessed, and
¢ Maintains an understanding of current industry practices.

An understanding of current industry practices may be maintained by a variety of methods, including:

¢ Volunteering, undertaking industry placement or working part-time in the industry area,

¢ Undertaking accredited training, or higher-level qualifications, relevant to the industry area,

e Belonging to industry associations,

e Engaging with industry (for example, through discussions with employers or attending industry
networking events),

e Subscribing to industry journals and newsletters and summarising how learnings could be
incorporated into training and assessment,

e Staying informed about changes to technology, and

o Keeping up to date with changes to legislation.

The Celebrant Institute RTO facilitates access to Continuing Professional Development (CPD) for all
personnel to enable them to effectively perform their roles and support maintenance of understanding of
current industry practices, while also ensuring all trainers and assessors undertake CPD to maintain current
skills and knowledge in training and assessment practices, skills and strategies, including skills and
knowledge relating to engaging and supporting students.

Please refer to the Continuing Professional Development Policy for further information.

Confirmation of VET Personnel Requirements

It is mandatory that each individual VET Personnel member involved in services delivery completes the
confirmation process prior to agreeing to provide services in a new course area.
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The Celebrant Institute RTO personnel must satisfactorily meet VET Personnel requirements through:

e Providing copies of relevant industry vocational and training and assessment credentials or
qualifications, and
o Completing The Celebrant Institute RTO VET Personnel Requirements Matrix.

The Celebrant Institute RTO takes appropriate steps to verify information provided by all personnel. This
includes:

e Contacting issuing organisations to confirm document authenticity, and
e Conducting referee checks to verify relevant industry experience.

VET Personnel Requirements Matrix documents are maintained on personnel HR files.

Confirmation of Documentation Procedure

The Celebrant Institute RTO ensures relevant credentials of VET Personnel are authenticated as a
component of completing the VET Personnel Requirements Matrix and confirming that an individual meets
minimum personnel requirements for their position and scope of work.

All qualifications and credentials held by the individual as referenced in the VET Personnel Requirements
Matrix are confirmed as follows.

Verification of Employment History

The Celebrant Institute RTO ensures employment history of VET Personnel is verified as a component of
completing the VET Personnel Requirements Matrix and confirming that an individual meets minimum
personnel requirements for their position and scope of work.

When approving a VET Personnel Requirements Matrix, The Celebrant Institute RTO managers are required
to:

1. Review all employment history as the individual documented in the VET Personnel Requirements
Matrix,

2. Confirm the accuracy of this employment history via contact and confirmation with the relevant
employer organisations, and

3. Documenting the verification of employment history on Confirmation of Documentation Record.

Document Verification Procedure

When verifying documentation, The Celebrant Institute RTO personnel are required to implement the
following procedures:

Identity Documents

1. Sight the original Identification document.
2. Take a copy of the original Identification document.
3. Verify the copy of the Identification document on the Confirmation of Documentation Record.

Testamur Documentation

1. Receive a copy of the testamur documentation being used.

2. Confirm the authenticity of the document by contacting and confirming authenticity with the relevant
issuing organisation.

3. Authenticate the copy of the testamur document on the Confirmation of Documentation Record.

VET Transcripts
Authentication to be conducted by a representative that has USI Organisation Portal access.

1. Ensure the student has given The Celebrant Institute RTO permission to see their transcript online.

2. Access the student's USI transcript (via the USI Organisation Portal) and print off a copy of
transcript.

3. Verify the copy of the USI Transcript on the Confirmation of Documentation Record.
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Recruitment

The Celebrant Institute RTO is committed to the effective management of its personnel and workforce
needs.

The recruitment and induction of competent personnel is imperative to the quality focus of services delivery
at The Celebrant Institute RTO.

The organisation is committed to fostering a safe, inclusive, and diverse environment through its recruitment
policies and practices. This includes ensuring that all recruitment decisions are fair, transparent, and free
from discrimination, in alignment with equal opportunity principles and workplace health and safety
obligations. Recruitment processes will actively seek to attract and support candidates from diverse
backgrounds, including Aboriginal and Torres Strait Islander peoples, individuals with disabilities, culturally
and linguistically diverse communities, and other underrepresented groups.

To maintain a safe learning and working environment, all personnel involved in student training and
assessment must meet fit and proper person requirements, including background checks where necessary.
The RTO will also consider candidates' commitment to student wellbeing, inclusive education practices, and
compliance with professional standards. This ensures that personnel not only meet regulatory and industry
competency requirements but also contribute to a safe, positive, respectful, inclusive and supportive
environment for all individuals.

Each vacant position is filled through the following recruitment process:

o Position description & criteria development.

e Position advertisement.

o Review of applications.

e Shortlist for interview & conducted second interview if required.
o Review of applicants.

o Referee Check.

e Final selection decision.

¢ Notification of unsuccessful applicants.

Disallowed Persons

A disallowed person is someone who The Celebrant Institute RTO can’t engage, employ, contract or
otherwise deal with.

Relevant Persons at RTOs can become a Disallowed Person if the RTO has been subject to any of the
following actions for ‘performance reasons’:

e A VET Funding Contract termination.

e An ‘Other VET Funding Arrangement Termination Event’ (this means a termination of any equivalent
funding arrangement in another state or territory, or removal of Commonwealth approval to offer VET
Student Loans).

e Registration cancellation, revocation or suspension.

o Restrictions imposed on registration.

e Left the employment of a training organisation registered with the VET Regulator or has had their
consultancy or similar contract with a training organisation registered with the VET Regulator
prematurely terminated, in circumstances where allegations have been made by that training
organisation, whether or not proven in legal proceedings, of a serious breach by that person of the
terms of their employment or consultancy or similar contract.

To exercise due diligence about whether or not a person is Disallowed, The Celebrant Institute RTO
accesses public information on regulatory actions and funding terminations, and request that individuals
provide details of their past employment history (including positions held) with RTOs.

Regardless of the capacity in which an individual is to be engaged, The Celebrant Institute RTO considers
what role that person may have previously held at an RTO and if they were a Relevant Person, and if that
RTO was subject to a contract termination or regulatory action for performance reasons. This includes asking
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them to provide the necessary information about their employment history, including positions held, and
when they were held relative to the time the registration was cancelled.

Even though The Celebrant Institute RTO may be recruiting for a trainer, the relevant issue is what position
the person previously held at the other RTO, not the role that they might currently be considered for.

Position Descriptions

As new positions are identified via the business planning process or on an ad hoc basis, a position
description is developed in order to capture the following information:

o Job title.

e Reporting relationship.

e Job purpose.

o Key result areas and responsibilities.

e Skill and knowledge requirements.

e Education requirements.

e Experience requirements.

e Designation against standards requirements.
e  Currency of industry skill requirements.

e Professional development requirements.
o Financial and decision-making authorities.

Consideration is also given to whether the position is full-time or part-time or for a fixed period or can be filled
using a contracted specialist or consultant. The information contained in position descriptions is used to
guide the recruitment, selection, training and performance management of the incumbent.

Applicants' skills, knowledge and credentials are carefully mapped against the requirements of the position
description and relevant training program area as appropriate.

Advertising

All recruitment is authorised and finalised by the Chief Executive Officer.

Advertising for any position within The Celebrant Institute RTO occurs both internally and externally.

Confirming Employment
Once a suitable candidate has been selected and approved the following steps occur:

¢ Human Resources is notified.

e Contractor Agreement/Employment Contract is sent to the successful candidate including a start
date of employment.

¢ Employment file is created.

o Employment details such as wages, hours, and positions are given to the accounts department by
HR.

All personnel qualifications are sighted, authenticated and copies signed by the individual’s direct line
manager and are stored in personnel records.

New personnel complete documentation for National Crime Check and forward to HR department for
verification.

Induction

All personnel are inducted into The Celebrant Institute RTO operations upon commencement of employment
and are at this time, informed of their position and where this sits within The Celebrant Institute RTO. All new
personnel are also informed of the training, development and career opportunities within The Celebrant
Institute RTO, and how they can be assisted in achieving their career aspirations.
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All new personnel are required to undertake an induction program prior to commencement or on the first day
of employment. Personnel Induction is only to occur after the confirmation of employment contract has
occurred.

All new personnel are comprehensively inducted. Induction sessions include:

e General conditions of employment engagement.

o The Celebrant Institute RTO and The Celebrant Institute RTO history and strategic direction/vision
and values.

e The Celebrant Institute RTO policies and procedures.

e Legal obligations for VET Personnel.

o  Workplace health and safety issues.

e Anti-discrimination policies.

e Access and equity responsibilities.

e Responsibilities under the Disability Standards for Education 2005.

e Quality and continuous improvement processes.

e Pre-enrolment information and requirements.

e Student rights, service standards and appeals.

e Student and personnel support services.

¢ Available Student Support Services and referral arrangements.

e Competency Based Training & Assessment.

e Training Packages.

e Training and assessment methodologies, including LLND materials.

e Preparation of training plans and programs.

e Complaints and Appeals processes.

e Records and management procedures.

o Working with relevant technology solutions.

This process ensures that all personnel are introduced into The Celebrant Institute RTO and are aware of
their role and responsibilities when beginning employment contractual work.

Code of Conduct — General Responsibilities

The Celebrant Institute RTO's Code of Conduct governs appropriate professional behaviour and
expectations of The Celebrant Institute RTO personnel.

e Personnel must behave honestly and with integrity in the course of their engagement.

e Personnel must act with care and diligence in the course of their engagement.

o Personnel must comply with all applicable Australian law, and The Celebrant Institute RTO policies
and procedures.

e Personnel must comply with any standing orders and with any lawful and reasonable direction given
by a person having authority to give the direction.

o Personnel must use The Celebrant Institute RTO official resources in a proper manner.

o Personnel must not knowingly provide false or misleading information in connection with their
engagement.

e Personnel must not make improper use of information gained in the course of their engagement, or
their duties, status, power or authority.

Ethical Standards

All personnel of The Celebrant Institute RTO are representatives of our reputation. It is vital that the conduct
of each individual is at all times to the highest standard. This includes a commitment to satisfy the standards
of honesty and fair trade at all times. All personnel must adhere to fundamental ethical practices and
principles as outlined in The Celebrant Institute RTO’s vision statement, code of conduct and other policies
and procedures.
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Personnel have the responsibility to work in the best interests of The Celebrant Institute RTO and avoid
situations and actions that may be, or create the appearance of being, in conflict with its overall goals and
principles. The following are examples of activities that have the potential to cause conflict and should be
avoided:

e Holding a substantial financial interest in any company with whom we have business dealings (e.g.
competitors, suppliers and clients).

e The acceptance by a representative from any party or supplier of services, either directly or
indirectly, of cash payments (other than reimbursements for reasonable out-of-pocket expenses),
services, loans (except from banks or other financial institutions) or discounts (except those offered
to all personnel of the company).

e Accepting any gifts of monetary value or of an expensive nature (over $100 in monetary value) from
any business party involved with The Celebrant Institute RTO over the course of the business
relationship.

Problems arising through these situations can usually be avoided by conducting any business transactions in
an ethical and honest manner. If you are in a situation, which you believe that you may have a conflict of
interest, it is necessary to discuss the matter with The Celebrant Institute RTO management.

Please refer to the Conflict of Interest Policy for further information.

Specific Requirements in Client Service Provision

The Celebrant Institute RTO representatives must provide accurate and timely client advice at all times. A
broad range of training and professional development activities are provided to all team members to ensure
that they have the knowledge, relevant to their work role, to provide accurate advice. At all times team
members should refer enquiries to The Celebrant Institute RTO management if the advice requested is
outside their scope of knowledge and/or work role.

The Celebrant Institute RTO personnel must meet the following requirements where relevant to their role:

o Potential forms of conflicts of interest are identified and referred if appropriate to Management.
e The rights of client(s) are protected during and after course services provision.
e Confidentiality is stringently maintained regarding all client information.

Performance Review

The Celebrant Institute RTO has implemented a structured and regular performance review process for all
personnel, which includes:

e Annual performance reviews assessing individual contributions, competency development, student
feedback, and alignment with organisational goals.

e Regular informal check-ins, observations and student surveys to assess real-time performance and
identify emerging support needs.

e VET Personnel Requirements Matrix documentation, updated annually ensuring compliance with
vocational competency and industry currency requirements through systematic evaluation of
qualifications, professional development records, and engagement with industry.

e Various personnel complete self-evaluations to reflect on their effectiveness, professional growth,
and support needs.

e Surveys and feedback mechanisms are in place to gather insights from various stakeholders
regarding the effectiveness of training and assessment delivery.

Based on performance outcomes, The Celebrant Institute RTO determines if the level of continuing
professional development provided is sufficient to enable personnel to effectively perform their roles. If gaps
are identified, additional support is provided. Please refer to the Continuing Professional Development
Policy for further information.

All performance review records are maintained securely in personnel HR records and in accordance with
privacy and compliance requirements.
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Misconduct

Any The Celebrant Institute RTO representative suspected or found to be engaging in a breach of any of the
above activities will be the subject of full internal and/or external investigations and may have their
engagement suspended pending investigation. If the misconduct is upheld, this serious breach of policy may
lead to termination of the engagement relationship.

Misconduct may result in disciplinary action from a written warning to termination, depending on the severity
of the offence. Any disciplinary action will be recorded in personnel files and will be taken into consideration
when reviewing opportunities for advancement within the company.

Below is a list of some violations or events that can result in disciplinary action, but it should not be
considered all-inclusive. Management has the discretion to review this list or its interpretation.

e Removing or misplacing The Celebrant Institute RTO property or equipment, client records, or
company documentation without prior approval.

e Failure to observe the principles noted in The Celebrant Institute RTO’s Code of Conduct.

e Any violation of The Celebrant Institute RTO policy or procedure as outlined in policies and
procedures.

o Falsification or misrepresentation of qualifications or experience whilst applying for engagement at
The Celebrant Institute RTO.

o Destroying or damaging any The Celebrant Institute RTO property.

e Failure to follow the rules and responsibilities as outlined by The Celebrant Institute RTO
management.

e Consumption of alcohol or any controlled substance during work hours.

e Consistent absence from work without proper cause and documentation.

e Consistent lateness without proper cause or documentation.

The Celebrant Institute RTO expects all personnel to follow any policies and procedures as outlined. The
Celebrant Institute RTO’s goal is to create a fair and efficient environment for all personnel. Should any
individual act with disregard to any of the relevant policies and procedures it may become necessary to take
disciplinary action.

Where disciplinary action becomes necessary the following procedures will take place:
e Stage 1: Discussion and Verbal Warning

This is a verbal conversation where an individual and their immediate manager will discuss the
events/incidents. This will result in recommendations for improvements, together with an action or
training plan with timelines where appropriate.

e Stage 2: First Written Warning

If there is no significant improvement in performance as agreed in Stage 1, or another incident takes
place, the manager will issue a written warning. Personnel have the right to discuss this document
and comment in writing. If the individual wishes to discuss the matter, the conversation may take
place in the presence of a witness. Documents related to the matter will be placed on the personnel
file.

e Stage 3: Second Written Warning

This is a final warning issued if there is no marked improvement. The manager will complete the
written warning where practical in the individual’s presence, detailing the reasons. A copy will be
placed on the personnel file.

e Stage 4: Termination

If the disciplinary review process fails, employment will be terminated. Where the incident or conduct
has been unacceptable and of serious nature, immediate dismissal will take place. Documents of
reason and action taken will be placed on personnel file.
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When undergoing disciplinary action, an individual may have someone of their preference present in
disciplinary process meetings to act as a witness only. This person would generally be another The
Celebrant Institute RTO representative or a union representative.

Monitoring and Evaluation

The Celebrant Institute RTO monitors and evaluates VET personnel processes to ensure effectiveness.

A process of performance monitoring, evaluation, and reporting has been established and implemented.

The organisation continually improves the effectiveness and efficiency of processes. Process performance
and outcomes are regularly audited to identify and remove causes of existing and potential problems, as well
as to uncover any opportunities for improvement.

Please refer to the Quality Policy for further information on the monitoring and evaluation process.
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