	SNR 15 The NVR registered training organisation provides quality training and assessment across all of its operations, as outlined in SNR15.1 to 15.5

SNR15.3 Staff, facilities, equipment and training and assessment materials used by the NVR registered training organisation are consistent with the requirements of the Training Package or VET accredited course and the NVR Registered Training Organisation’s own training and assessment strategies and are developed through effective consultation with industry.



1.
PURPOSE

To state the method in which the organisation can demonstrate its commitment to ensuring that staff, facilities, equipment and training and assessment materials to be used are consistent with the requirements of the Training Package or accredited course and the organisation’s own training and assessment strategy.

2.
SCOPE

The scope of this policy extends to cover all training and assessment materials for all qualifications currently on its scope of registration.

3.
RESPONSIBLE PARTIES
CEO – policy control, issue, compliance and adjustment
4.
DEFINITIONS

Training Package - a key feature of Vocational Education and Training in Australia. They are part of the National Training Framework that aims to make skills development and training arrangements simple, flexible and relevant to the needs of industry.
Training and Assessment materials – resources either developed or purchased by the TB Training College  for training and assessment purposes.
5.
POLICY

This policy has been established to demonstrate how TB Training College  ensures staff, facilities, equipment and training and assessment materials that it uses are consistent with the requirements of the Training Package or VET accredited course and the TB Training College  own training and assessment strategies and are developed through effective consultation with industry.  
6.
PROCEDURE

To ensure staff members are using the most current version of training and assessment resources, all documents are version controlled and stored in accordance with the organisation’s Document Control Policy (Policy 9).  All previous versions are stored in an “Archives” Folder and only the current version is accessible to training and assessment staff.  

Furthermore, TB Training College  ensures that trainers and assessors and learners have access to the required resources, facilities and equipment as outlined in the relevant training package.
Any commercial training and/or assessment resources purchased by TB Training College  are reviewed by nominated personnel to ensure they are quality assured, contextualised and reviewed against the requirements of the Training Package/accredited course.
Upon successful completion of a unit of study Competency Unit Completion (Document 33) is completed, forwarded to Administration for entry into student records and master stored in Student’s Personal File.
Assessor’s Judgment Form (Document 36) is handed to the student as confirmation of completion of that unit of study.
To ensure staff skills and knowledge are consistent with the requirements of the relevant Training Package or accredited course and this organisation’s training and assessment strategy, every six months the C.E.O. (or their appointed representative) conducts systematic monitoring of training methods of each trainer using the organisation’s training session monitoring form.(Doc.9)  Any opportunities for improvement identified through this activity is discussed with individual staff member and corrective action agreed and acted upon..
Each staff member is required to provide TB Training College  with Professional Development Update (Document 51) at the beginning of each calendar year.
Where TB Training College  operates across jurisdictions or offshore, TB Training College  ensures all resources used in these contexts are consistent across TB Training College  operations. Where resources need to be modified to suit local contexts, these changes are reviewed by TB Training College  Director of Training and Assessment to ensure they are quality assured.

Trainers engaged by TB Training College  must hold TAE 40110 - Certificate IV in Training and Assessment – or equivalent as approved TB Training College  chief executive officer.
Assessors must hold assessor skill set TAEASS401B, TAEASS402B and TAEASS403B as outlined in TAE40110 (or equivalent).
At the time of engagement, TB Training College  Trainer Profile (Document 49) is completed and retained in staff personal file.
In addition, Trainers and assessors must have sound, current industry experience.  Furthermore, they must continue to maintain industry currency by engaging in activities that enable them to maintain currency.  TB Training College  assists them by collaboratively developing a professional development plan as part of the appraisal process (Doc.P.17).  Activities to support their continued development in both industry and training are identified, and documented during the appraisal process.
A trainer with the required vocational experience, but who does not hold the required training qualification may, until such times as they acquire the qualification, work under the direct supervision of a person who does hold the qualification and sign the organisation’s “Memorandum of Agreement” (Doc.12).  The person working under this supervision must report regularly to their supervisor to ensure training and assessment continues to be conducted in accordance with the organisation’s requirements.

At the time of appointment, all aspects of the induction form (Doc.8) are completed – including the record of training and industry currency form (Doc.18).  A follow-up interview is conducted no less than five weeks after appointment.  At this appointment, appointee has opportunity to ask questions relating to their allocated tasks etc.

In addition, staff training and assessing must be able to demonstrate vocational competency at least to the level being delivered and assessed.  All staff members engaging in training and/or assessing submit record of training and industry currency at the beginning of each calendar year.

The information relating to staff qualifications is stored in the staff competency matrix (P12) which is reviewed and updated twice a year.

Whilst it is not necessary for the supervising person to be present during all training delivery, the trainer/assessor appointed to conduct supervision is required to provide regular guidance, support and direction.  Until such time as the qualification is acquired, the appointed supervisor continues to be the person who is accountable for the training/assessment. 

Staff members are also provided with the opportunity to upgrade their industry knowledge through methods identified between the trainer and TB Training College  and are informed of their obligations, rights and responsibilities in the Staff Handbook (Document 21) which they receive as part of the induction process.

TB Training College  ensures facilities, equipment and resources required for respective training programs is available as outlined in the training and assessment strategy.  Should TB Training College  not be in a position to purchase any of these items, agreements for hire is taken out with respective suppliers, such arrangements to be noted in the respective Training and Assessment Strategy (Document 27)
7.
DOCUMENTS

Appraisal process – (Document 40)
Induction form – (Document 8)
Staff competency matrix – (Document 35)
Staff Handbook – (Document 21)
Memorandum of Agreement – (Document 12)
Document Control Policy – Policy 9
Trainer Profile (Document 49)

Competency Unit Completion (Document 33)
Training and Assessment Strategy template (Document 27)
Assessor’s Judgment form (Document 36)

Professional Development Update (Document 51)

