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¢ Policy

Ué ThisAolicyAsAdesignedAofensureAhatAlexgen Institute of Australia(NIA) As&AommittedA
tofensuring/llAstaffArefencouragedAokeekAnd/orbderovidedAvithdpportunitiesA
to:

e enhancelperformanceAnAheirkurrentkole
e addressAnticipated&AhangesAnAheirkurrentkole
e addresshkareerAspirationsAowardsAAuturekole

2. Continuous 4. CPD (CPD) activities should benefit the individual staff
memberAndATAko&knhanceAhekkillAndAapacityAnAvorkderformance.

supervisors.

U CPDAlansAvilleMiscussedAndAgreeAnonsultationAvithAheArainingManager.

(¢ CPDAeviewAlatesAvilllbedleterminedAn&onsultationAvithAhe RTO/GeneralA
Manager,&nablingAtaffAufficientAimeAoAneetAheirAndividualAearningAndA
developmenteeds.

i®* PurposeAnd&cope
1. ThiskolicyAsAlesignedAo&knsureAhatMctiveXransitionArainingANiAAsAble&o

e encourage,/ngageAndAacilitate&reativeAandAewardingAearningA
opportunitiesdnAAegulardasishoensure L PDATATTAtaff AnAccordanceA
withAheAequirementsdfaheMustralianSkillsQualityAuthority,AelevantA
funding&ontractsAndAtateAndAederalAegislation

2. ThiskolicyApplieshosheAdministrationAndAnanagementAfA.A CPDArograms,AoA
enhanceApersonalAandAworkAperformance,AorganisationfAandAsystemAoutcomes,A
effectiveA workA relationsA andA careerA development,AinA accordanceAwithAtheA
requirementsAofAtheAStandardsAofARegisteredATrainingAOrganisationsAandAtheA
GuidelinesAoA/ETARroviders.

3. InAhisholicyAstaff’AsMefinedAoAncludedothemployeesAndAllsontractorsA
providing&ervices®nbehalfAFATA.

4. ThisHolicyAshouldfekeadAnfkonjunctionAvithAhedollowingAlTAMRoliciesAndA

Procedures:
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e Industry Consultation

e Continuous Improvement
e Access and Equity

e Student Support Services

e Training Package Transition

e [Internal Audit

y® Procedure

06 The/ARTO/GeneralManagerAvill&ncouragearticipationAhAndAupport,AndrovideA
asAnay/bekequired, . AL PDMdpportunitieshoknsureAtaffnembershaveAhekapacityA
toAulfillAheirkolesAndAesponsibilities

U6 TheRTO/GeneralManagerAvillAnviteAtaffinembersAoAliscussAndAevelopAA LPDA
PlanAand&nsureAheyAreforovidedAvithAufficientAimeAoAindertakeAheAgreedA
activities.

g¢ AllAstaffAwillAbeAprovidedAwithAopportunitiesAtoAattendAexternalAseminarsAandA
workshopsAhatAreAelevantAoAheirAreasdfexpertiseAvherehecessary.

ge NITA/LECAvillZonductX ACPDA workshopsAandAassessmentAvalidationAsessionsA
accordingAoAecessaryAequirementsfndAlanning.AheseAvorkshops areAdlesignedA
tofprovidesstaffAwithAupdateAnformationfonkhangesAoMATTAndAhe A/ETAectorfsA
appropriate. AWhereAappropriateAstaffAwillAbeAprovidedAwithAallAinformationfandA
additionalAesourcesAliscussedAoAheseAvorkshops.

5. 4. CPD Plans will be reviewed bi-annually to:
e Assess progress
e Reflect on learning
e |dentify any objectives that may require review

e Make improvements/additions/lamendments as required by changes in work
practices, vocational competencies, industry requirements, regulations or
continuous improvement practices.

6. It is the responsibility of individual staff members to record and report on their 4.
CPD activities and provide evidence of participation and certificates as may
be applicable.

7. Trainers and Assessors are required to at all times maintain as a “live document” a
4, CPD Record, in their Trainer Matrix, that reflects the currency of their skills
and knowledge in three key areas:
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e vocational
e training and assessment
e industry relevance

8. The 4. CPD Record is a record of activities that support currency in all three
practices.

9. All entries must be evidence based. This may include but not limited to:
e Evidence of Registration or Participation in seminar(s) or workshop(s)
e Industry Consultation Form(s)

e Employer written verification or pay slip for vocational participation

4. Responsibilities

The RTO/General Manager will be responsible in ensuring all Trainer Assessors are up-to-date with
their 4.CPD. All other staff will share the responsibility of their 4. CPD against their job role and
KPI's with the RTO/General Manager.

5. Version Revisions

12 months from the date of this version, or as required.

6. Review Date

Version Date Reason for change Prepared By Approved By

Number

V.3 20/06/2024 |Updated and improved RTO Manager CEO (HH)
(SC)
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