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Training and Assessment Strategy 

Purpose 

This policy outlines Oscar institute’s approach to developing and implementing training 

and assessment strategies that align with regulatory requirements, industry needs, and 

learner expectations. It ensures that all training and assessment practices are compliant 

with the Standards for RTOs and deliver high-quality, nationally recognised outcomes. 

Scope 

This policy applies to: 

• All staff, learners, and clients; and 

• All of our training and assessment services, and related business functions. 

Responsibilities CEO 

• Ensures compliance with legislation, regulations and Standards for RTO. 

• Approves of all training and assessment strategies, practices and materials. 

RTO Manager 

• Oversees the development, implementation and review of the training and 

assessment strategies and materials. 

• Ensures strategies and materials are updated to reflect current industry practices 

and audit findings. 

• Conducts induction and refresher training on training and assessment 

requirements. 

Trainers & Assessors 

• Develops, delivers, and reviews training and assessment strategies, practices to 

ensure relevance and compliance. 

General Principles 

As an RTO, Oscar institute are committed to: 

• Developing engaging training programs that produce job-ready graduates. 

• Ensuring our training and assessment strategies and practices, including the 

amount of training we provide are consistent with the requirements of the respective 

training package or VET accredited course and consider: 
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o The learner’s existing skills, knowledge and experience; 

o The mode of delivery; 

o Their educational and working background; and 

o Their existing skills and knowledge. 

• Undertaking meaningful and regular industry consultation activities to ensure our 

training programs will adequately prepare the learners for the workplace and benefit 

the industry by ensuring our learners are properly and adroitly skilled. 

• Confirm the compliance, quality and integrity of our training programs by 

undertaking regular industry engagements, internal audits, and assessment validation 

and moderation activities. 

• Clearly detailing information about the training program in the Training and 

Assessment Strategy (TAS), including, but not limited to: 

o RTO number 

o Qualification code and title 

o Training product information 

o Location of the training program 

o Mode of delivery 

o Duration of the training program (including the training lessons, assessment 

sessions, and breaks, where applicable) 

o Units of competency or modules and its sequencing 

o Volume of learning 

o Pre-requisite and core skills requirements 

o Licensing, legislative, regulatory or certification considerations (if any) 

o Names of the Trainers & Assessors delivering the training program (to ensure 

sufficiency and clarity), including their vocational qualifications and relevant work 

experience requirements – where a third-party is delivering any training or assessment 

for the training product, it should be clearly stipulated and explained. Where an 

Assessor does not hold the required training and assessment competence, but is a 

recognised industry expert, we will put appropriate supervision arrangements in place 

to support the gathering of valid evidence. Refer to our Third- 
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Party Arrangements policy for further guidance on this 

o Trainer to student ratio 

o Information and characteristics about the learner cohort(s) 

o Qualification and training program information 

o Educational and support services to meet the needs of the learner cohort(s) 

o Learning and assessment resources to enable learners to meet the requirements 

for each unit of competency, and which are accessible to the learner regardless of the 

location or mode of delivery 

o Resources – human, physical and virtual resources and facilities (ensuring they 

are suitable, safe, accessible, sufficient, adequate to accommodate and support the 

number of learners undertaking the training program) 

o Outline of the learning sessions and assessment activities 

o Plan, strategies and activities to maintain learner engagement 

o Assessment process and methods, including providing feedback and the 

recording of assessment outcomes 

o Simulated workplace environment 

o Possible workplace simulation strategies 

o Workplace agreement details (where applicable) 

o Reasonable adjustments 

o Benchmarks 

o Re-assessment and appeals information 

o Assessment validation process 

o Student completion, progress and attendance information 

o Industry consultation information 

o Continuous improvement process 

Training Program Development 

In developing a compliant and engaging training program that is fit-for-use purpose, we 

adhere to the following: 
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• Confirm the chosen training product is suited to our needs and aims, and has not 

been superseded. 

• Ensure we thoroughly review and conform to the requirements of the training 

product, such as: 

o Entry requirements (if any); 

o Pre-requisites (if any); 

o Packaging rules – including the rules surrounding the selection of elective units; 

o Resources required; 

o Assessment requirements – including performance and knowledge evidence 

requirements; and 

o Assessment conditions – including Assessor and resource requirements. 

• Logical and meaningful industry consultation is undertaken to enable us to 

develop an industry-relevant training program that captures: 

o Industry needs, expectations, concerns and skill shortages; 

o Future of the industry and employment trends; 

o What they are looking for in the graduates; 

o Suitable elective units; 

o Expectations and currency of Trainer & Assessor’s qualifications and work 

experience; 

o Validation frequency of training and assessment resources and strategies; 

o Legislation, regulations and standards that apply to the industry; 

o Technology(ies) used by the industry; 

o Current knowledge, skills and practices of the particular roles (job outcomes of 

the training product); 

o Preference about the way in which a program is delivered – including the 

delivery structure (i.e. the scheduling of the units of competency or cluster) and 

mode(s); 

o Appropriateness of the breakdown of the allocation of hours or training and 

assessment; 
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o Whether our training activities and resources are engaging and detailed enough 

to support our teachings; 

o Resources required for the delivery of the training program; 

o Advice on contextualising or adapting purchased assessment materials to suit 

workplace contexts; 

o Our assessments reflect the knowledge required and how tasks are undertaken 

in the workplace; 

o Facilities, equipment and supervision that will be available for work placements, 

if applicable; 

o How we would structure and integrate any work placement programs into our 

course, if applicable. 

• The outcomes of the industry engagement is used to inform our training and 

assessment strategies, practices and resources. 

• The delivery mode selected is suitable to the requirements of the training 

product – for example, it is not suitable to deliver training and assessment for a 

Certificate III in Commercial Cookery program online as there are aspects of the 

training and assessment which requires the learner to complete practical activities in a 

commercial kitchen setting. When deciding on a delivery mode: 

o Review of the unit of competency: 

  Elements 

  Performance Criteria 

  Performance Evidence 

  Knowledge Evidence 

  Assessment Conditions 

  Any licensing or regulatory rules is to be undertaken to confirm the suitability of 

a delivery method 

o Feedback is to be obtained from industry contacts to confirm the delivery 

mode(s) will enable the learners to attain the skills and knowledge required. 

• The duration is adequate in delivering high quality learning and assessment 

sessions, taking into account: 
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o The number of units of competency in the program 

o How much learning is involved for the learner to acquire the knowledge and skills 

required 

o How much time the assessment activities will take 

o Work-based training requirements (where applicable). 

 

A guide which can be used is the expected volume of learning published for each 

qualification in the Australian Qualifications Framework: 

o Certificate I program – 6 months to 1 year 

o Certificate II program – 6 months to 1 year 

o Certificate III program – 1 to 2 years 

o Certificate IV program – 6 months to 2 years 

o Diploma program – 1 to 2 years 

o Advanced Diploma program – 1.5 to 2 years 

Feedback from industry contacts, as well as feedback from Trainers & Assessors already 

delivering a similar training program is to be sought to confirm the suitability of the 

amount of training. 

• Whilst it is not our practice to deviate from the AQF guide, where the amount of 

training to be delivered is of a shorter duration than the expected volume of learning 

listed above, all research, industry consultation and reports prepared are to explain why 

the volume of learning is shorter than the expected hours are to be clearly documented 

and saved. 

• The sequencing and organisation of the training and assessment is logical and 

meets any training product and industry requirements. 

• The structure and pace is suitable to ensure learners are able to learn the 

knowledge and skills needed, with the time allocated is sufficient for instruction, 

practice, feedback and assessment. 

• The assessment process, strategies and methods are compliant to the Standards 

and meets all of the training product requirements. 
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• Where work placements are a mandatory component of the training program, 

clear parameters and conditions of the work placements, including the details of the 

agreements with workplace hosts, the resources and facilities, the learning and 

assessment arrangements, and the supervision provisions the are developed to meet 

training product requirements and industry expectations in order to produce practical 

training outcomes. 

• Monitoring and evaluation systems are in place to enable effective review of the 

training and assessment strategy, ensuring that it continues to meet industry 

requirements. Refer to our Monitoring and Evaluating Training and Assessment 

Procedure detailed below for more information. 

• The developed training and assessment strategy for the training program is 

approved by the CEO and all research and industry engagement records to support the 

developed training and assessment strategy is saved in the training program folder. 

Assessment Strategy 

The assessment strategy is an essential component of the development of the training 

program as it defines how evidence will be gathered from the learners and demonstrate 

how the assessment activities will meet the training product requirements, meet the 

rules of evidence, and be conducted in accordance with the principles of assessment. 

Oscar institute will apply a best practise approach as follows: 

• Our assessment system complies with the assessment requirements and 

assessment conditions of the relevant training product or VET accredited course. 

• Assessment is conducted in accordance with the Principles of Assessment: 

o Fairness – our assessment approach incorporates the candidate’s needs in 

assessment. We do this through making reasonable adjustments where appropriate, 

and provide clear communication with the candidate to ensure they are fully informed 

about the assessment objectives, the assessment process, the re- assessment 

opportunity, and the Appeals policy. This information is informed to the candidate in our 

Student Handbook, and also in the Introduction and Instruction pages of each 

assessment tool. 

o Flexibility – we strive to provide assessment opportunities that reflect a 

candidate’s needs by reflecting on the candidate’s needs, assessing competencies held 

by the candidate no matter how or where they have been acquired, and drawing from a 

range of assessment methods and using those that are appropriate to the context, the 
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unit of competency and associated assessment requirements and the candidate 

themselves. 

o Validity – we ensure that any assessment decision is justified, based on the 

evidence of performance of the candidate. We undertake assessment mapping, 

moderation and validation activities for the units of competency we deliver which covers 

the broad range of skills and knowledge that are essential to competent performance, 

knowledge and skills integrated with their practical application, based on evidence that 

demonstrates a candidate can demonstrate these skills and knowledge in other similar 

situations, and judgement of competence is based on evidence of candidate 

performance aligned to the units of competency and associated assessment 

requirements. 

o Reliability – we seek to gather and interpret evidence in a consistent manner that 

provides for reliable assessment both for the candidate and for the Assessors. We 

achieve this by using Assessors who have the required competencies in assessment and 

the relevant vocational competencies. Our Assessor Guides also provide for 

standardised outcomes supported by model answers and clear benchmarks to guide 

Assessors in their judgements. Reliability is also supported by the moderation of 

assessment judgements across our Assessors. 

• Evidence gathered meets the Rules of Evidence: 

o Validity – the Assessor is to ensure that the learner has the skills, knowledge and 

attributes as described in the module or unit of competency and the associated 

assessment requirements. We collect evidence that directly aligns with the components 

documented within each unit of competency. The mapping tool for each unit of 

competency details the alignment of assessment activities with the corresponding 

component of the unit of competency. The collected assessment evidence must 

replicate the outputs of the task as though it were being performed within an actual 

workplace. This may include the observation of the candidate performing the tasks 

relevant to the unit of competency or the collection of a completed workplace product. 

Assessment evidence that is purely academic in nature, such as written knowledge 

tests, should be given a lesser priority to the collection of evidence that relates directly 

to the candidate performing the tasks indicative to the unit of competency, such as role 

plays or simulated workplace and practical activities. 

o Sufficiency – the Assessor is assured that the quality, quantity and relevance of 

the assessment evidence enables a judgement to be made of a learner’s competency. 

We ensure the collection of valid assessment evidence in such quantity to ensure that 
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all aspects of competency have been satisfied and that competency can be 

demonstrated repeatedly. The collection of sufficient assessment evidence will be 

supported by using a range of assessment methods which lead to the collection of 

evidence over time based on a range of performances. We have developed assessment 

tools for each unit of competency or assessment cluster which includes both theoretical 

and practical components to ensure a comprehensive and sufficient range of 

assessments. 

o Authenticity – the Assessor is assured that the evidence presented for 

assessment is the candidate’s own work. Our Academic Integrity policy, combined with 

the declaration the candidates are to sign addresses this requirement: 

  The work is their own and they have not copied any part of it from any other 

source, except where due acknowledgement is made; 

  That they have not previously submitted the work for any other course or unit; 

and 

  No part of the assessment has been written or completed by another person. 

We conduct practical assessment activities, including role plays and simulated 

workplace assessments, which are observed or supervised by our Assessors. These 

types of assessments minimises the risk of candidates submitting work that is not their 

own. 

o Currency – the Assessor is assured that the assessment evidence demonstrates 

current competency, which requires evidence to be from the present or the very recent 

past. Questions of evidence currency will mostly relate to recognition of prior learning 

applications where a candidate has been in the workplace for many years and is 

seeking recognition of skills and knowledge obtained through workplace experience or 

previous training. In all situations, Assessors must validate the currency of a candidate’s 

knowledge and skills. 

• Evidence is gathered over a period of time in a logical manner involving a 

number of assessments, rather than collecting assessment evidence all at once. 

• Use a range of assessment methods to rigorously assess a candidate’s ability to 

meet the performance and knowledge evidence as outlined in the relevant unit of 

competency and contextualised to the target industry’s requirements. 
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• Gather evidence based on a candidate’s ability to perform in a real or simulated 

work environment, ensuring the activities realistically reflect the way tasks are 

completed in the workplace. 

• Implement assessment validation practices to ensure the assessment strategies, 

resources and tools are continuously reviewed for improvement and remain industry-

relevant. Validation methods include assessment moderation exercises between 

Assessors to promote consistent judgements and interpretation of evidence, and the 

internal audit of assessment strategies. This is to take place before the issuing of the 

student outcomes to ensure the same decisions are applied to all assessment results 

within the same unit of competency. 

• Clearly outline the systems and processes we have in place to assess RPL 

applications. 

• Identify appropriate assessment methods to gather the required evidence from 

the candidate. The choice of assessment methods will be informed by a range of factors 

including the evidence guide requirements in the relevant unit of competency, 

appropriate to the context, the assessment guidelines in the applicable training 

package, the scope and nature of the skills and knowledge being assessed, as well as 

reflecting the learner and industry needs. Assessment methods may include – 

knowledge questions, role plays or demonstration of workplace tasks, direct observation 

of workplace tasks being performed, project work, work placements, a review of the 

candidate’s portfolio. 

• Undertake accurate assessment mapping exercises to ensure each assessment 

activity maps to the requirements in the unit of competency. The assessment mapping 

document will confirm what evidence is to be collected in order for the candidate to 

meet all of the requirements in the unit of competency. The exercise will also 

demonstrate if there are any requirements not met or if there is an overlap in 

assessment which provides the opportunity to combine or cluster activities or questions 

to create efficiencies in the assessment process. 

• Ensure all resources, whether human, physical or virtual are available and 

accessible for the candidate, such as: 

o Adequately qualified Assessors 

o Suitable environment to support candidate performance 

o Appropriate evidence gathering tools, activities and instructions 
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o Assessment materials, resources and equipment 

o Simulated workplace documents 

o Workplace venue or simulated workplace environment 

• The process for assessment is clearly detailed in the strategy document and also 

relayed to the candidate in the Student Handbook: 

o Prepare for the assessment 

o Prepare the candidate and ensure they are ready prior to the assessment activity 

taking place 

o Plan and prepare the evidence-gathering process 

o Collect the assessment evidence and make an assessment judgement 

o Provide feedback on the submission 

o Record and report the result 

o Review the assessment process 

o Participate in the re-assessment and appeals process (if applicable). 

• Assessment instructions to the Trainer & Assessor, and the candidate is clearly 

documented in the assessment tool. 

• Assessment decisions are justified, based on the evidence of performance of the 

individual candidate. Validity requires assessment against the unit(s) of competency and 

the associated assessment requirements covers the broad range of skills and knowledge 

that are essential to competent performance. 

• Use the content of the respective component of the units of competency as the 

primary benchmark for assessment when making assessment decisions. 

Context of Assessment 

Assessment practice is not something that can be considered in isolation. The 

candidates, Trainers & Assessors, the industry, and the training product, amongst some 

of the factors which influences how assessment is designed, delivered, received and 

regarded. 

Oscar institute recognises the importance of establishing the right context for 

candidates for their assessments. The assessment context may be considered the key 

to understanding assessment in action. It is important to ensure that in establishing 
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context of assessment, the transferability of the unit of competency is not affected. It is 

our responsibility to ensure that candidates are provided with the right context to 

undertake their assessment activities with the following strategies: 

• Incorporation of workplace policies and procedures into the assessment scenario 

or activity. 

• Have the candidate perform real workplace tasks (where possible). 

• The integration of relevant industry codes of practice into the assessment 

activity. 

• The incorporation of licensing, certification or legislative requirements (where 

applicable). 

• Tailoring the program outcomes to meet the organisational training needs 

without compromising the training package requirements. 

• Develop assessment activities which will require the candidate to conduct specific 

research relating to industry situations and occurrences (where applicable). 

• Provide a realistic simulated workplace. 

Assessment Tools 

At Oscar institute, our assessment activities are to be supported by clear assessment 

instructions and information that will provide for a reliable assessment process across 

our operations. The assigned Trainers & Assessors are to prepare suitable assessment 

information and instructions and are to gain approval from the CEO for the use of the 

assessment resources and tools. 

Assessment tools are used to gather evidence about a candidate’s competence. We 

have developed assessment tools which support the assessment of applicable units of 

competency in accordance with the requirements of the training packages. 

It is important that in our development process we ensure the assessment tools reflect 

the needs of our clients, the industry and of any licensing, certification or legislative 

requirements that may apply. Each assessment tool should contain clear and concise 

information to draw out a response from a candidate, such as: 

• Instructions to set the framework for the activity. 

• The expected outcomes of the assessment should also be included in the 

instructions and it is critical that they are aligned with the candidate’s preparation 

during their training or through other competency development pathways. 



 

Version 1.0, Oct 2025  Page 15 of 23 
Policies and Procedures Manual 

• Scenario information includes information that sets the context for a simulated 

assessment activity. This may be a simple case study, or a deep scenario which requires 

analysis and interpretation. It is important to note that the higher the AQF qualification 

level, the greater the requirement to analyse and apply cognitive skills to produce 

workplace outcomes. Refer to the AQF guide for more information on the various AQF 

levels and their requirements. 

• Industry information such as codes of practice, policies and procedures, 

legislation and regulations. 

It is crucial for Oscar institute to retain completed assessment tools in accordance with 

our Record Keeping and Access policy. 

 

 

Re-assessment 

Candidates who are assessed as ‘Not Yet Satisfactory’ will be provided with detailed 

verbal and written feedback to assist them to identify the gaps in their knowledge and 

skills to be addressed through further training. 

It is a policy of Oscar institute to provide learners with two additional opportunities for 

training and re-assessment at no additional cost to the candidate or the employer. 

Candidates who require additional training and re-assessment after they have 

exhausted their three opportunities will be required to pay a fee for additional training 

and re-assessment. Refer to the current Fees and Charges schedule on our website for 

more information. 

Candidates requiring additional learning support is to be brought to the attention of the 

management team so that the progress of the candidate can be monitored closely and 

additional support services can be applied. Where candidates repeatedly do not 

demonstrate competence following significant learning and assessment support, their 

enrolment can be determined through mutual agreement. 

Where the candidate decides to appeal the assessment outcome, the Assessor should 

also communicate Oscar institute’s Appeals policy to them and direct them to the 

Student Handbook. 

Compliance 

This policy aligns with: 
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• Standards for RTOs 2025: 

o Standard 1.1 – Training is engaging and well-structured and enables VET 

students to attain skills and knowledge consistent with the training product. 

o Standard 1.2 – Effective engagement with industry, employer and/or community 

representatives informs the industry relevance of the training. 

o Standard 1.3 – The assessment system is fit-for-purpose and consistent with the 

training product. 

o Standard 1.4 – The assessment system ensures assessment is conducted in a fair 

and appropriate way and enables accurate judgements of VET student competency. 

o Standard 1.8 – Facilities, resources and equipment for each training product are 

fit- for-purpose, safe, accessible and sufficient. 

o Standard 2.1 – VET students have access to clear and accurate information, 

including to make informed decisions about the training product and the RTO, and are 

made aware of changes that affect them. 

o Standard 4.1 – The RTO operates with integrity and is accountable for the 

delivery of quality services. 

o Standard 4.2 – Roles and responsibilities are clearly defined and understood. 

o Standard 4.3 – Risks to VET students, staff and the RTO are identified and 

managed. 

o Standard 4.4 – The RTO undertakes systematic monitoring and evaluation to 

support the delivery of quality services and continuous improvement. 

Failure to comply with this policy can have serious consequences, including but not 

limited to: 

• For the RTO – breaches of legislation or regulatory requirements may result in 

financial penalties, loss of registration, reputation damage, or regulatory enforcement 

actions. 

• For Staff Members – staff found to have knowingly or negligently failed to 

comply with this policy and any associated legislative or regulatory requirements may 

face disciplinary actions, up to and including termination of employment. 
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• For Learners and Clients – non-compliance could lead to disruptions in training 

and assessment services, invalid qualifications or compromised learning outcomes, 

potentially affecting future employment opportunities.  

Continuous Improvement 

• An internal audit is to be conducted at least once per year to assess our 

compliance with this policy and the relevant legislative and regulatory requirements. 

The audit schedule is outlined in our Continuous Improvement Schedule and areas for 

improvements are documented in our Continuous Improvement Register. 

• Feedback from staff, learners, clients and industry stakeholders will be used to 

inform improvements to compliance processes and the effectiveness of our operations. 

Related Documents 

• AQTF Learner Questionnaire 

• AQTF Employer Questionnaire 

• Assessment Authenticity Declaration 

• Assessment Mapping template 

• Assessment Plan template 

• Continuous Improvement Register 

• Continuous Improvement Schedule 

• Student Unit Evaluation Survey 

• Suggestion and Feedback Form 

• TAS Qualification template 

• TAS Short Unaccredited Course template 

• Training and assessment resources 

Assessment Procedure 

1. Prepare for assessment – the Assessor is to: 

• Establish the context and purpose of the evidence to be collected; 

• Identify and analyse the units of competency, training package and Oscar 

institute assessment strategy to identify the evidence requirements; 
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• Review the assessment tools and confirm their currency and adequacy in 

meeting the rules of evidence; 

• Establish a plan and organise the resources and equipment for gathering 

sufficient quality evidence about the student's consistent performance in order to make 

the assessment decision; and 

• Coordinate and brief everyone involved in the evidence-gathering process. 

2. Prepare the candidate – the Assessor meets with the student to: 

• Explain the context and purpose of the assessment and the assessment process; 

• Explain the evidence to be collected; 

• Outline the preparation the student should undertake, and answer any 

questions; 

• Assess the needs of the student and, where applicable, negotiate reasonable 

adjustment for assessing people individual needs; 

• Seek feedback regarding the student’s understanding of the evidence 

requirements and assessment process; and 

• Determine if the student is ready for assessment. 

3. Collect the evidence and make the assessment judgement – the Assessor must: 

• Establish and oversee the assessment process to ensure its validity, reliability, 

fairness and flexibility; 

• Collect appropriate evidence; 

• Make any allowable adjustments to the assessment procedure without 

compromising the integrity of the competencies; 

• Evaluate the evidence in terms of validity, consistency, currency, authenticity and 

sufficiency; and 

• Record details of evidence collected and make a judgement about the student’s 

competence based on the evidence and the relevant unit(s) of competency. 

4. Provide feedback – the Assessor must provide feedback to the student regarding 

their assessment submission within 10 business days. This includes providing the 

student with: 

• Clear and constructive feedback on the assessment decision; 
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• Information on ways of overcoming any identified gaps in competency revealed 

by the assessment; 

• The opportunity to discuss the assessment process and outcome; and 

• Information on reassessment and the appeals processes (if applicable). 

5. Record and report on the outcome – the Assessor must: 

• Record the assessment outcome according to the policies and procedures of 

Oscar institute; 

• Maintain records of the assessment procedure, evidence collected and the 

outcome according to the policies and procedures of Oscar institute; and 

• Maintain the confidentiality of the assessment outcome. 

6. Review the assessment strategies and process – on completion of the 

assessment process, the Assessor must: 

• Review the assessment process; 

• Report on the positive and negative features of the assessment to those 

responsible for the assessment procedures; and 

• Where necessary, suggest to Oscar institute’s management ways of improving 

the assessment procedures through Continuous Improvement or by providing input at 

the next scheduled management meeting or assessment validation session. 

7. Participate in the re-assessment and appeals process – the Assessor must: 

• Administer the re-assessment or participate in the appeals process; 

• Report on the positive and negative features of the assessment to those 

responsible for the assessment procedures; and 

• Where necessary, suggest to Oscar institute’s management ways of improving 

the assessment procedures through Continuous Improvement or by providing input at 

the next scheduled management meeting or assessment validation session. 

Monitoring and Evaluating Training and Assessment Procedure 

1. Feedback Collection – formal and informal feedback about the training program 

is to be collected from: 

• Learners 
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o At the end of each unit – Student Unit Evaluation Survey. 

o At the end of the training program – AQTF Learner Questionnaire. 

o On an ad hoc basis – Suggestion and Feedback Form. and from both learners 

and clients at the end of the training program using the AQTF Learner and Employer 

Questionnaires. Where a student or client shares constructive feedback regarding any 

of our training programs, the Trainer & Assessor is to also note these down. 

• Employer clients 

o At the end of the training program – AQTF Employer Questionnaire. 

o On an ad hoc basis – Suggestion and Feedback Form. 

• Industry 

o At least once a year through our industry engagement activities – Industry 

Engagement Record templates. 

The feedback collected is to be shared at the next monthly management team meeting 

for review. 

2. Identify areas for improvement – we are to review the feedback and endeavour 

to identify areas for improvement. Once areas for improvement have been identified, 

the Administrative & Support Staff are to add the items to the Continuous Improvement 

Register. 

3. Research and brainstorm – solutions should then be brainstormed and 

researched by the Trainers & Assessors, and the merits and downfalls of the possible 

solutions discussed. A shortlist of the possible solutions is then developed. 

4. CEO approval – the Trainers & Assessors are then tasked with presenting the 

solutions to the CEO for approval. 

5. Implement agreed actions – the approved solution is to be implemented and this 

information should be recorded in the Continuous Improvement Register. 

6. Monitor mechanisms – once the actions have been implemented for several 

weeks, they should be monitored and feedback gathered on the new systems, 

processes or practices. Whenever changes are made, improvements must be monitored 

and checked on to ensure it is working as intended. Update reports should be recorded 

on our Continuous Improvement Register. 
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