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1. Purpose

Baseline Training is committed to fostering a culture of continuous improvement to enhance learner
outcomes, align with industry standards, and maintain compliance with national regulatory
requirements. The objective of this policy is to:

1. Systematically collect, analyse, and act on stakeholder feedback to improve training and
assessment practices.

2. Ensure compliance with the VET Quality Framework and other relevant regulations.

3. Prioritise learner satisfaction and success by using evidence-based decision-making.

2. Policy Scope

Continuous improvement activities must address:

Learner feedback on course quality and delivery methods.

Stakeholder input, including trainers, assessors, and employers/industry representatives.
Complaints and appeals analysis.

Outcomes from validation and moderation sessions.

Results of internal and external audits.

Compliance with ASQA's reporting requirements.

Risk assessments and corrective actions.

3. Policy Statement

Baseline Training’s commitment to continuous improvement involves:
1. Stakeholder Feedback: Gathering and analysing input from learners, trainers, and industry
representatives.

2. Data-Informed Decisions: Using performance data, such as learner progression and completion
rates, to inform improvements.
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3. Systematic Processes: Regular reviews of policies, procedures, and training materials.

4. Risk Management: Identifying and addressing potential areas of risk proactively.

5. Staff Engagement: Encouraging all staff to take ownership of their roles and responsibilities,
contribute to process improvements, and maintain currency in their fields.

Procedure

1. Purpose

The purpose of this procedure is to outline the process for collecting relevant data, analysing the
data, and implementing improvements.

2. Procedure Steps

STEP 1: Data Collection

e Collect feedback through surveys, interviews, and questionnaires.
e Record complaints, appeals, and validation outcomes.
e Monitor quality and performance data, including AVETMISS data and learner satisfaction

surveys.

STEP 2: Analysis and Evaluation

e Analyse feedback and data to identify trends, risks, and opportunities for improvement.
e Review performance metrics against ASQA’s standards.

STEP 3: Action Planning

o Develop improvement plans based on data analysis.

o Assign responsibilities and timelines for implementing changes.
STEP 4: Implementation

e Execute action plans as per the Continuous Improvement Schedule.
e Update relevant policies, procedures, and training materials.

STEP 5: Monitoring and Review

e Conduct quarterly reviews of improvement activities.
e Record outcomes in the Continuous Improvement Register.
e Report progress to the National RTO Manager.

3. Procedure Scope

This procedure applies to the systematic monitoring of Baseline Training’s activities and the analysis
of evaluation outcomes to drive continuous improvement in strategies and practices. Evaluation
outcomes will include, but are not limited to, quality performance indicator data, validation outcomes,
client, trainer and assessor feedback, complaints and appeals, and training and assessment strategy
reviews. These processes ensure alignment with Legislation, emphasising learner success,
industry relevance, stakeholder satisfaction, and compliance integrity.
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4. Procedure Definitions

Evaluations provide the source of information and data collection used to analyse the effectiveness
of systems and processes (strategies and practices). Reporting the outcomes of evaluations supports
the continual improvement of Baseline Training.

Outcomes from evaluations can be drawn from (including but not limited to):

Surveys, feedback, and questionnaires.

Compliance activities, such as checks, reviews, updating, and rectifications.
Meetings, consultations, and reviews.

Audits (external and internal) and course reviews.

Validation activities (pre-assessment and assessment judgments) and moderation.
Quality and performance data, including AVETMISS data.

Complaints and appeals investigations.

5. Procedure Process

5.1 Continuous Improvement Schedule

The Continuous Improvement Schedule outlines key activities and timeframes to ensure systematic
monitoring and improvement of Baseline Training’s strategies and practices. The schedule includes:

Annual Activities:

o Development and review of Training and Assessment Strategies.

o Stakeholder Engagement sessions to ensure alignment with industry needs.
e Learner and employer satisfaction surveys.

e AVETMISS and Total VET Activity reporting (due 28 February).

Quarterly Activities

e Internal audits of compliance, policies, and procedures.
o Review of Continuous Improvement Register for progress tracking.
e Validation and moderation of assessment tools and judgments.

Monthly Activities:

e Monitoring complaints and appeals for trends and resolutions.
e Regular feedback collection from trainers, assessors, and learners.
e Spot checks of training delivery and assessment practices.

As-Needed Activities

o Implementation of corrective actions following the identification of issues/opportunities.
e Updates to training materials in response to legislative changes.
e Risk assessments for newly introduced training products or services.

The RTO Program and Compliance Coordinator is responsible for maintaining the schedule, ensuring

activities are completed within the specified timeframes, and updating it annually to reflect emerging
priorities or regulatory changes.
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5.2 Systematic monitoring of internal systems includes:

Systematic monitoring of Baseline Training’s internal systems includes:

Quality Assurance Activities

e Conducting scheduled internal audits to evaluate compliance with policies, procedures, and
ASQA standards.

e Implementing spot checks on training delivery and assessments to ensure consistency and
quality.

Performance Data Analysis

e Regularly reviewing AVETMISS and other quality indicator data to identify trends, risks, and
opportunities for improvement.
o Assessing learner progression and completion rates to ensure alignment with desired outcomes.

Feedback Mechanisms

o Collecting ongoing feedback from learners, trainers, and assessors through structured surveys
and informal channels.

e Engaging industry stakeholders to validate the relevance of training and assessment strategies.
Risk Management and Corrective Actions

o Conducting quarterly annual risk assessments and addressing identified gaps proactively.
e Recording corrective actions in the Continuous Improvement Register and tracking their

resolution.

Audit Outcomes

e Analysing findings from external and internal audits to identify areas for immediate and long-term
improvement.

e Ensuring compliance gaps are resolved within defined timeframes and documented for future
reference.

Staff Development

e Ensuring, through the planning and completion of professional development activities, that
trainers and assessors maintain a) current skills and knowledge in VET training and assessment;
and b) knowledge of industry practices relevant to the Training Products they deliver.

e Linking professional development plans to continuous improvement findings.

5.3Validation Schedule
The Validation Schedule ensures that all Training Products are systematically reviewed and validated
at least once every five years. The schedule includes:
Annual Validation Planning

e Develop a validation plan each year based on identified risks, priority areas, and compliance
requirements.

e Include all training products in the five-year validation cycle, with higher-risk areas prioritised for
earlier review.
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Validation Activities

e Conduct validation of assessment tools, practices, and judgements to ensure consistency,
fairness, and compliance with training package requirements.

e Include representation from industry experts and qualified assessors in validation sessions.

Post-Validation Actions

e Document all findings and required improvements in the Continuous Improvement Register.

o Assign responsibility for implementing changes to assessment tools or practices.

Reporting and Review

e Provide validation outcomes in quarterly reports to the National RTO Manager.

o Review the Validation Schedule annually to adjust for emerging risks or compliance updates.

The RTO Program and Compliance Coordinator is responsible for ensuring the Validation Schedule is
implemented effectively and aligned with current compliance and quality standards.

5.4 Performance Data and ASQA Alignment

Performance data is a critical component of Baseline Training’s continuous improvement framework,
ensuring alignment with the requirements of Legislation. Key aspects include:

AVETMISS Data Reporting

e Collection and analysis of comprehensive AVETMISS data for all learners and training activities.

e Ensuring timely submission of data to NCVER by 28 February each year.

e Using data to identify trends in enrolments, completions, and outcomes to enhance training
delivery.

Quality Indicator Reporting

o Annual learner and employer satisfaction surveys, analysed to measure training quality, industry
relevance, student engagement., and student wellbeing.

e Submission of Quality Indicator reports to ASQA by 30 June, ensuring insights inform operational
and strategic improvements.

Outcome-Based Analysis

e Measuring learner progressions, completions, and post-training employment outcomes.

e Aligning data analysis with workforce needs to maintain industry relevance and learner success.

Data - Driven Decision Making

e Integrating performance data into strategic planning, risk assessments, and resource allocation.
e Ensuring compliance with Legislation by tracking performance against benchmarks and
addressing gaps proactively.

Continuous Review and Improvement

e Quarterly review of performance data to inform updates to training and assessment strategies.
e Documenting improvements and corrective actions in the Continuous Improvement Register.
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The RTO Program and Compliance Coordinator is responsible for managing performance data and
ensuring its effective use in enhancing learner outcomes and meeting regulatory compliance.

5.5 Stakeholder Engagement and Consultation

Stakeholder engagement and consultation are essential to ensure that Baseline Training’s courses
and practices remain relevant and alighed with industry needs, as outlined in Legislation. Key
elements include:

Ongoing Consultation

e Regularly engage with industry representatives to ensure training products meet current and
emerging workforce requirements.

e Use structured mechanisms such as annual Stakeholder Engagement advisory meetings,
surveys, and focus groups to gather feedback.

Validation of Practices

o Collaborate with industry experts to validate training and assessment strategies, ensuring they
reflect industry standards and employer expectations.

e Ensure that industry feedback directly informs the development and customisation of training
materials.

Workforce Alignment

e Regularly update training and assessment strategies based on industry trends, technological
advancements, and regulatory changes.

e Use Stakeholder Engagement to identify future skills needs and integrate them into course
offerings.

Professional Development

e Incorporate Stakeholder Engagement feedback into staff professional development plans to
ensure trainers and assessors maintain industry currency and competency.

Documentation and Reporting

e Record all Stakeholder Engagement and consultation activities, feedback, and resulting actions
in the Continuous Improvement Register.

o Provide Stakeholder Engagement and consultation outcomes in regular compliance and quality
reports to ASQA.

Continuous Improvement

o Use Stakeholder Engagement feedback to inform continuous improvement strategies, ensuring
alignment with workforce needs and enhancing learner outcomes.

The RTO Program and Compliance Coordinator is responsible for overseeing Stakeholder
Engagement and consultation activities and ensuring they align with ASQA’s requirements,
maintaining a strong connection between Baseline Training and the industries it serves.
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5.6 Complaints

Effective complaints management is a cornerstone of continuous improvement and aligns directly
with legislative requirements by fostering transparency, accountability, and quality assurance. Key
aspects include:

Complaints Handling Process

e Ensure complaints are addressed promptly and fairly, following the established Complaints and
Appeals Procedure.

o Acknowledge receipt of complaints within two working days and provide regular updates to
complainants.

Resolution and Documentation

e |nvestigate complaints thoroughly and impartially, ensuring outcomes are evidence-based.
e Record all complaints, actions taken, and outcomes in the Continuous Improvement Register to
ensure accountability.

Continuous Improvement Integration

e Analyse complaint trends to identify recurring issues and areas for improvement in training,
assessment, or operational practices.
e Use insights from complaints to inform updates to policies, procedures, and training materials.

Compliance Monitoring

e Regularly review the complaints process to ensure it meets ASQA requirements and addresses
learner and stakeholder expectations.

e Include complaints handling outcomes in quarterly compliance reports to the National RTO
Manager.

Stakeholder Engagement

e Communicate resolution outcomes to complainants and relevant stakeholders to maintain trust
and transparency.
e Ensure staff are trained in complaints handling to foster a supportive and proactive culture.

Regulatory Reporting

e Report unresolved or systemic complaints to ASQA as required, demonstrating a commitment to
compliance and learner protection.

The RTO Program and Compliance Coordinator is responsible for managing the complaints process
and ensuring alignment with ASQA standards, promoting a culture of quality and accountability.
5.7 Appeals

The appeals process is integral to maintaining trust, fairness, and transparency in Baseline Training’s
operations. It directly aligns with legislative requirements by ensuring learner and stakeholder
concerns are addressed efficiently and equitably. Key aspects include:
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Appeals Handling Process

o Establish a clear and accessible process for lodging appeals, as outlined in the Appeals
Procedure.

e Acknowledge receipt of appeals within two working days and provide regular updates to
appellants on the progress of their case.

Resolution and Documentation

e Investigate appeals impartially, ensuring decisions are based on evidence and align with
compliance standards.

o Document all appeals, actions taken, and resolutions in the Continuous Improvement Register
to enhance accountability.

Fairness and Equity

e Ensure the appeals process is unbiased, offering appellants the opportunity to present their case
fully.

e Engage independent decision-makers for complex or escalated appeals to maintain impartiality.

Continuous Improvement Integration

e Use appeals data to identify systemic issues in training, assessment, or operational practices.

o Implement improvements based on appeals trends, updating policies, procedures, and staff
training accordingly.

Compliance Monitoring

e Regularly review the appeals process to ensure it meets ASQA requirements and learner

expectations.

e Include appeals handling outcomes in quarterly compliance reports to the National RTO
Manager.

Stakeholder Engagement

e Provide clear communication to appellants and relevant stakeholders regarding appeal
outcomes and any subsequent actions.
e Train staff on effective appeals handling to foster a supportive and learner-focused culture.

Regulatory Reporting

e Report unresolved or systemic appeals to ASQA as required, demonstrating Baseline Training’s
commitment to compliance and learner protection.

The RTO Program and Compliance Coordinator is responsible for overseeing the appeals process,
ensuring alignment with ASQA standards, and fostering a transparent, equitable, and quality-focused
environment.

5.8 Team or Staff meetings

Team or staff meetings play a vital role in fostering collaboration, ensuring compliance, and driving
continuous improvement. Key aspects include:
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Scheduled Meetings

e Conduct regular team or staff meetings with documented agendas and minutes to address key
compliance and operational issues.

e Include a standing agenda item for continuous improvement, allowing staff to propose
enhancements to training and assessment practices.

Collaboration and Feedback

o Provide a forum for trainers, assessors, and administrative staff to share insights, challenges,
and feedback.

e Encourage open communication to identify potential risks, solutions, and opportunities for
improvement.

Monitoring and Reporting

e Use team meetings to review outcomes from audits, validation sessions, and performance data
analysis.

e Ensure all actions and decisions are documented and tracked in the Continuous Improvement
Register.

Professional Development
o Leverage meetings to identify staff training needs and align professional development activities
with emerging compliance requirements and industry trends.

Continuous Improvement Integration

e Discuss outcomes of complaints, appeals, and stakeholder feedback to identify systemic issues
and implement corrective actions.
e Monitor the implementation of changes and assess their effectiveness over time.

Accountability and Transparency

e Ensure meeting minutes are distributed to all relevant staff and stored in accordance with the
Records Management Procedure.

o Assign clear responsibilities and timelines for completing improvement actions discussed during
meetings.

Alignment with ASQA Standards

o Use team meetings to ensure that all staff are informed of updates to ASQA standards and other
regulatory requirements.
o Discuss strategies for aligning daily operations with compliance expectations.

The RTO Program and Compliance Coordinator is responsible for organising team meetings, ensuring
alignment with ASQA standards, and documenting outcomes to foster a culture of quality and
accountability.

5.9 Staff feedback

Staff feedback is essential to maintaining and improving training and assessment quality, fostering
a collaborative culture, and complying with Legislation obligations. Key aspects include:
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Feedback Collection

e Provide structured mechanisms for staff to submit feedback, including surveys, suggestion
forms, and meeting discussions.

e Encourage continuous, informal feedback to identify issues promptly and implement timely
solutions.

Analysis and Action

o Regularly review staff feedback to identify trends, risks, and improvement opportunities.
e Document all feedback and actions in the Continuous Improvement Register to ensure
transparency and accountability.

Continuous Improvement Integration

o Use staff feedback to drive updates to policies, procedures, and training and assessment
strategies.
o Implement changes based on feedback to improve operational efficiency and learner outcomes.

Collaboration and Engagement

e Foster a culture of collaboration by involving staff in discussions about feedback outcomes and
improvement initiatives.
o Ensure staff feel valued by recognising their contributions to continuous improvement.

Professional Development

o Align professional development opportunities with feedback to address identified skills gaps and
emerging compliance requirements.
o Encourage staff to participate in Stakeholder Engagement activities to maintain currency.

Compliance and Reporting
o Regularly monitor staff feedback processes to ensure alighment with ASQA standards.
e Include staff feedback trends and outcomes in quarterly reports to the National RTO Manager.

Accountability

e Assign clear responsibilities for addressing and implementing changes arising from staff
feedback.

e Provide regular updates to staff on how their feedback has been actioned, reinforcing trust and
transparency.

The RTO Program and Compliance Coordinator is responsible for managing the staff feedback
process, ensuring alignment with ASQA requirements, and using insights to foster a culture of
continuous improvement and collaboration.

5.10 Internal Audits

Internal audits are a cornerstone of Baseline Training’s compliance and quality assurance
framework. They ensure that the organisation meets legislative obligations by systematically
monitoring and improving operational and educational practices. Key aspects include:
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Structured Audit Schedule

e Conduct internal audits at scheduled intervals as outlined in the Continuous Improvement
Schedule.

e Prioritise high-risk areas, including compliance with training and assessment standards, learner
safety, and operational efficiency.

Comprehensive Review

o Evaluate policies, procedures, and training materials to ensure alignment with ASQA’s
compliance requirements.
e Assess the effectiveness of systems, processes, and risk management strategies.

Evidence-Based Approach

e Collect and review documentation, including learner records, staff qualifications, and feedback
mechanisms.

o Use findings to identify gaps and develop corrective action plans.

Continuous Improvement Integration

e Document audit outcomes in the Continuous Improvement Register.
e Use audit findings to drive updates to processes, systems, and training strategies.

Accountability and Transparency

e Assign clear responsibilities for implementing corrective actions and track progress through
regular follow-ups.

e Communicate audit results to relevant stakeholders, ensuring transparency in compliance and
quality improvement efforts.

Training and Support

e Provide staff with training on audit processes and the importance of compliance to foster a
proactive quality culture.
e Ensure that all staff understand their roles in achieving and maintaining compliance.

Regulatory Alignment

e Ensure audit processes align with ASQA’s requirements for RTO operations, focusing on learner
outcomes, quality assurance, and operational effectiveness.

e Use internal audits as a preparatory step for external ASQA audits, ensuring readiness and
compliance.

Ongoing Monitoring and Review

e Conduct follow-up audits to verify the implementation and effectiveness of corrective actions.
e Regularly update the audit framework to reflect changes in regulatory requirements and
organisational priorities.

The RTO Program and Compliance Coordinator is responsible for overseeing the internal audit

process, ensuring that all findings are acted upon and align with ASQA’s standards for continuous
quality improvement.
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5.11 External Audits

External audits play a critical role in verifying compliance, maintaining transparency, and driving
improvements across Baseline Training's operations. These audits are integrated into a broader
framework of quality assurance. Key aspects include:

Audit Preparation

e Conduct internal pre-audits to ensure readiness for external audits.

e Review and update policies, procedures, and training materials to align with ASQA standards.

e Ensure staff are informed and prepared to provide necessary documentation and information
during the audit process.

Compliance Verification

e Use external audits to validate adherence to training package requirements, learner outcome
metrics, and operational standards.

e Ensure all records, including learner data, trainer qualifications, and complaints resolution, meet
ASQA’s reporting and evidence requirements.

Transparency and Accountability

e Facilitate open communication with external auditors, ensuring all findings and
recommendations are documented accurately.
e Assign responsibilities for addressing identified gaps or non-compliance.

Actionable Insights

o Use audit outcomes to inform updates to the Continuous Improvement Register, driving targeted
enhancements in training delivery and assessment.
o Develop action plans to address non-compliance issues and prevent recurrence.

Stakeholder Engagement

e Communicate audit findings and improvement actions to staff, learners, and other relevant
stakeholders.

e Foster a culture of accountability and quality through transparent discussions on audit
outcomes.

Regulatory Compliance

e Ensure external audits align with ASQA’s guidelines for RTO operations, focusing on continuous
improvement and learner-centric outcomes.
e Submit required reports and corrective action plans within the timelines specified by ASQA.

Continuous Monitoring

o Conduct follow-up reviews to ensure that corrective actions stemming from external audits have
been implemented effectively.

e Use insights from external audits to refine internal audit processes and enhance overall
compliance readiness.
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Integration with Continuous Improvement

o Leverage external audit results to identify systemic issues and opportunities for innovation.
e Ensure findings are incorporated into the Continuous Improvement Schedule for ongoing
monitoring and resolution.

The RTO Program and Compliance Coordinator is responsible for coordinating external audits,
ensuring readiness, and integrating findings into Baseline Training’s continuous improvement
framework.

5.12 Course Reviews
Course reviews are an integral component of maintaining the quality and relevance of training and
assessment, ensuring compliance with legislative obligations. Key aspects include:

Scheduled Reviews

e Conduct annual reviews for all courses, ensuring alignment with training package requirements
and industry standards.

e Include additional reviews as necessary, especially following significant changes in regulations
or industry practices.

Stakeholder Involvement

e Engage trainers, assessors, and industry representatives in the review process to ensure that
courses meet current and future workforce needs.

o Collect and analyse feedback from learners to assess the effectiveness of course delivery and
content.

Performance Data Analysis

e Use learner progression, completion rates, and post-training outcomes to evaluate course
effectiveness.

e Incorporate insights from employer satisfaction surveys and industry consultations to ensure
relevance.

Compliance Monitoring

o Verify that courses meet all requirements outlined in the Legislation.

e Ensure assessment tools and delivery methods align with the principles of validity, reliability,
flexibility, and fairness.

Continuous Improvement Integration

e Document findings and improvement actions in the Continuous Improvement Register.

e Update training and assessment strategies, learning resources, and policies based on review
outcomes.

Action Planning and Implementation

o Develop clear action plans for addressing identified gaps or areas for improvement.
o Assign responsibilities and timelines for implementing changes to ensure timely completion.
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Follow-Up and Review

o Conduct follow-up reviews to assess the impact of implemented changes on learner outcomes
and course quality.
o Use results to refine the course review process for future cycles.

Documentation and Reporting

e Maintain comprehensive records of course reviews, including feedback collected, findings, and
actions taken.
e Include course review outcomes in compliance reports submitted to ASQA.

The RTO Program and Compliance Coordinator is responsible for overseeing course reviews, ensuring
alignment with ASQA standards, and driving continuous improvement to enhance learner outcomes
and industry relevance.

5.13 Staff Performance Appraisals

Staff performance appraisals are critical to fostering professional growth and maintaining
compliance with Legislation. Key aspects include:

Structured Appraisal Process

e Conduct biannual performance appraisals for all staff, focusing on individual achievements,
professional development, and alignment with organisational goals.

e Use appraisal outcomes to identify strengths, address challenges, and set performance
objectives.

Professional Development Planning

e Develop tailored professional development plans based on appraisal feedback, ensuring staff
maintain currency in their roles and industry standards.

e Align development opportunities with identified skills gaps, compliance requirements, and
emerging trends.

Alignment with Quality Standards

e Ensure performance appraisals assess compliance with ASQA standards, including adherence to
training package requirements and learner-centred practices.

e Use appraisals to verify that trainers and assessors meet all qualification and industry currency
requirements as per the OQutcome Standards and Credential Policy.

Feedback Mechanisms

e Incorporate feedback from learners, peers, and supervisors into appraisals to provide a
comprehensive evaluation.

e Use appraisal feedback to drive continuous improvement in teaching, assessment, and
operational practices.

Actionable Outcomes

e Document appraisal outcomes and improvement actions in the Continuous Improvement
Register.
e Assign clear responsibilities and timelines for addressing performance-related issues or
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implementing enhancements.

Recognition and Motivation

e Recognise and reward high-performing staff to foster motivation and retention.
e Use appraisals to highlight contributions to learner outcomes and organisational success.

Compliance Monitoring

e Regularly review the appraisal process to ensure it aligns with ASQA’s requirements and supports
the organisation’s quality assurance framework.

e Include appraisal outcomes in compliance and quality reports submitted to the National RTO
Manager.

Continuous Improvement Integration

e Use insights from appraisals to refine organisational policies, training strategies, and
professional development programs.
e Monitor the impact of appraisal-driven changes on staff performance and learner outcomes.

The RTO Program and Compliance Coordinator is responsible for managing the staff performance
appraisal process, ensuring alignment with ASQA standards, and using outcomes to support
continuous improvement across Baseline Training.

6. Responsibilities

Effective implementation of continuous improvement activities requires clearly defined roles and
responsibilities. These include:

ROLES RESPONSIBILITIES
RTO Program and e Track activities and the status of all outcomes from
Compliance Coordinator academic and corporate continuous improvement
initiatives.
e Ensure appropriate actions are undertaken by nhominated
staff.

e Escalate issues as required and ensure timely close-out of
identified actions.

e Record all outcomes from continuous improvement activities
in relevant forms and ensure storage in accordance with the
Records Management Procedure.

e Report findings and recommendations for improvements to
the National RTO Manager and/or CEO.

e Provide updates at team meetings on the status of the
Continuous Improvement Schedule and Register, including
any outstanding or overdue items.

e Ensure that relevant policies, procedures, and materials
impacted by improvements are updated and distributed
appropriately.
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National RTO Manager e Review findings and determine the necessary actions to be
implemented.

e Oversee high-level decision-making processes and ensure
recommendations are actioned effectively.

e Ensure all improvement actions resulting from continuous
improvement activities are appropriately documented.

CEO and Senior e Address recommendations requiring higher-level decisions and
Management ensure outcomes are communicated back to the relevant
stakeholders.

All Staff e Actively participate in continuous improvement activities,
including providing feedback and implementing assigned
actions.

e Maintain up-to-date knowledge of their roles and
responsibilities.

e Contributes to the evaluation of policies, procedures, and
training strategies.

Trainers and Assessors e Commit to maintaining the currency of their qualifications,
industry knowledge, and vocational competencies.

e Actively engage in validation, moderation, and industry
consultation activities.

Baseline Training Team e Ensure that improvements stemming from decisions are
actioned within specified timeframes.

e Collaborate to ensure that all processes reflect a systematic
approach to quality improvement.

Features of Baseline Training’s systematic approach to continuous improvement include:

Scheduled and rigorous internal audits and reviews.
Strong Stakeholder Engagement and feedback mechanisms.
An efficient organisational structure that facilitates information flow through all feedback cycles.

7.Records

Continuous Improvement Schedule.
Quality Indicator Data.
Performance data.

Client Surveys and Feedback.
Staff Satisfaction Surveys.
Complaints Handling and Appeals.
Minutes of Meetings.

Diary Entries.

Stakeholder Engagement records.
Internal Audit Reports.

External Audit Reports.

Course Reviews.
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