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1. Associated Policy 
This program review and improvement procedure has been developed in conjunction with the 
Training and Assessment Policy.  

This procedure aims to assure the quality of educational outcomes by systematically monitoring and 
evaluating course performance, and actioning improvements aligned with Canberra Institute of 
Technology (CIT) strategic intent and the Standards for Registered Training Organisations (RTOs) 
2015. Refer: TAS Review and Approval Procedure and Academic Quality Procedure. 

2. Scope 

Where this procedure refers to CIT, it includes CIT Solutions. 

This procedure applies to all accredited and non-accredited courses delivered and assessed by CIT 
and staff delivering these courses.  

3. Procedure 

CIT is committed to delivering quality vocational education and training by regularly and 
systematically evaluating the performance of each course 
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•   all aspec t s of training and asse ssm e nt with the purpo se of 
ident ify ing issue s and opport unit ie s fo r improv em e nt .  

•
ac t io n plan and inco rpo rat   



 
 

 Page 4 / 10 
TRIM Number: CIT2024/676 Approval Date: June 2024 
 Version: 1.0
  

OFFICIAL 

3.2 CIT Continuous Improvement Plan 

The CIT CIP is the tool to record continuous improvement actions. The CIT CIP is maintained by 
Educational Services. Teaching departments, through team meetings, record issues requiring 
improvement and the associated actions. Continuous improvement actions are considered at each 





 
 

 Page 6 / 10 
TRIM Number: CIT2024/676 Approval Date: June 2024 
 Version: 1.0
  

OFFICIAL 

Step Action Responsibility 
Prepare a workplan for Program Review and Improvement 
activities for the academic year by the end of October each 
year, including: 

• scheduling of department team meetings and 
targeted discussion of: 

o staff currency and competency and Trainer 
Skills Matrices 

o assessment validation and moderation 
o TAS review 
o trends relating to student progression  
o students at risk of non-completions 
o actioning of items in the Continuous 

Improvement Plan 
• key data collection activities 
• compliance activities 
• key reporting events. 
• include agenda item for continuous improvement 

actions for each team meeting for review 

Note: PRI will capture data from Education Services and other 
internal CIT stakeholders. Preparation of a workplan of PRI 
activities should occur in consultation with Education Services 
and other internal CIT stakeholders and be cognisant of when 
they plan activities of those stakeholders that will provide data 
for PRI. For example, TAS review occurs at a time to ensure it is 
inclusive of data from validation activities.  
 

2 

 

Education Services team meetings 
Develop a central continuous improvement register for PRI 
outcomes for reporting and monitoring at the institute level. 
 
Organise a calendar of Education Services team meetings 
adopting a standard agenda template to: 

• systematically collect and analyse quality assurance 
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Step Action Responsibility 
 
Analyse and interpret the data and report findings to the 
College Directors, Education Director Design and Delivery 
Lead. 

3 Continuous Improvement Plan  
 
Publish a Continuous Improvement Plan template that enables 
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Step Action Responsibility 

4 Report high risk items to the Education Design and Delivery Lead Senior Education 
Leader  

3.6 PRI evaluation, reporting and review  

A PRI – Director’s report is prepared at the end of each semester.  
Step Action Responsibility 

1 Review and approve departmental PRI reports 
Collate these reports and analyse the data into the PRI 
Director’s report. 
This may include:  

• quality reviews 
• program performance assessments 
• TAS Reviews 
• transition plans 
• evidence of industry engagement 
• assessment validation reports 
• student/industry feedback  
• currency of TSMs 
• CIP report. 

Complete PRI Director report 
 

College Directors 

2 Report PRI Director report outcomes to the Teaching and 
Learning Quality Committee (TLQC) - Academic Council 
including recommendations to: 

• change/update TAS 
• add courses 
• continue courses 
• discontinue courses 

College Director 

4 Ensure that high-risk items on the CIP are tabled at meetings 
of the Executive Management Committee (EMC) for potential 
inclusion on the CIT Risk Register. 

Education Design 
and Delivery Lead 

5a Review PRI evaluation reports, monitor and evaluate 
improvement actions via the Actions Register. 

Review and endorse any amendments to courses’ Training and 
Assessment Strategies (TAS) that result from the PRI process. 

Refer: TAS Review and Approval Procedure 

Teaching and 
Learning Quality 
Committee - 
Academic Council 
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https://www.legislation.gov.au/F2014L01377/latest/text
https://www.legislation.act.gov.au/View/a/1987-71/current/html/1987-71.html
https://cit.edu.au/__data/assets/pdf_file/0011/297884/Academic_Quality_Procedure.pdf
https://cit.edu.au/__data/assets/pdf_file/0004/297931/Training_and_Assessment_Strategies_Review_and_Approval_Procedure.pdf
https://cit.edu.au/__data/assets/pdf_file/0011/197993/Assessment_Procedure.pdf
https://cit.edu.au/__data/assets/pdf_file/0005/297995/Course_Transition_Procedure.pdf
https://cit.edu.au/__data/assets/pdf_file/0006/297915/Assessment_Validation_Procedure_2024.pdf
https://cit.edu.au/policies/students_and_community_members_complaints_policy
https://cit.edu.au/__data/assets/pdf_file/0009/297981/Student_Progression_Procedure.pdf
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evidence of the training and assessment outputs and outcomes of their 
activities, systems and processes and critically evaluating how well you 
are performing against the Standards. (ASQA) 

Self-assurance Self-assurance refers to how providers manage their operations to 

https://www.asqa.gov.au/news-events/news/co-designed-working-model-self-assurance
https://www.asqa.gov.au/news-events/news/co-designed-working-model-self-assurance
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