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Continuous Improvement Procedure
Audience
This procedure applies to all TasTAFE Education Managers and the Quality Team.  
Purpose
This procedure provides direction for all TasTAFE Education Managers to follow a Continuous Improvement process that allows incremental improvements to be planned, actioned, reviewed and implemented. This procedure relates to delivery teams improving their operations, practices and efficiency. 
By adhering to this procedure, TasTAFE aligns its practices to the Standards for Registered Training Organisations (RTO’s) 2015, the National Vocational Education and Training Regulator Act 2011 and the VET Quality Framework. 
This procedure contributes to and supports the ‘Delivery Teams: Focus Areas 2021’, reinforcing TasTAFE’s commitment to the student experience.
Procedure statement/details
All identified areas of improvement must be in line with TasTAFE Policies and Procedures, Delegation and Authorisation schedules.
TasTAFE’s Continuous Improvement process adopts the Plan-Do-Check-Act model which is supported by two (2) core tools for teams to record their Plan-Do-Check-Act cycle.
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Plan
Managers are to analyse the feedback and observations collected about how their processes and practices are working and ask, “What is needed to be done to improve them”. The analysis could draw information from a range of sources including;
5-year validation plan and validation records
Review of Training and Assessment Strategies
Monitoring of Third-Party Arrangements
Learner and Employer Satisfaction Surveys
Student and employer feedback
In planning a response, outline a process or method which will achieve these activities, improvements or goals.
The Plan should be SMART (Specific, Measurable, Achievable, Relevant and Trackable/Timely). 
Do
Implement the plan, put it into action. 
Check
Check to ensure the desired results or outcomes are being achieved and align to the identified timeframes.
If the results and outcomes are being achieved, then move to Act and implement the new process. 
If the Plan does not provide the desired results or outcomes, then, analyse the activity, improvement or goal to find a better way. The P-D-C-A cycle begins again.
 Act. 
Implement the new or updated Plan based on the result of your Check. 

[bookmark: Continuous_Improvement_Tool]Continuous Improvement tools
The Continuous Improvement spreadsheet contains two (2) core tools for teams to record the Plan-Do-Check-Act cycle:
The Continuous Improvement Register 
provides an overview and outline of your team’s activities, improvements or goals. 
allows the expected and actual outcomes of the Plan to be recorded, together with the start and completion timeframes.


The Continuous Improvement Plan 
allows the key steps to be recorded including:
identifying team members responsible for the steps, and
expected dates for completion, and
establishing review dates, and 
recording the results and outcome of each key step. 
A summary of this is to be recorded in the Continuous Improvement Register.
[bookmark: Continuous_Improvement_Spreadsheet]Continuous Improvement spreadsheet
For Education Managers this spreadsheet can be found in your Continuous Improvement Team. 
For all other teams it can be located in the Quality section of INFOcus – Continuous Improvement (Orange Button)
The Continuous Improvement Spreadsheet has the following sheets available via the tabs at the bottom: 
1. Continuous Improvement Register
2. Plan 001
3. Plan 002
4. Plan 003
5. Plan Template. 
1. The Continuous Improvement Register tab requires you to:
assign each activity, improvement or goal a Plan ID. The Plan ID is a number which will correspond to the Continuous Improvement Plan tab in the spreadsheet. 
plan a date to commence the activity, improvement or goal.
define the expected outcomes of the activity, improvement or goal.
record the date the process is completed and,
record the actual outcomes and/or summarise the activity.  
The Continuous Improvement Register tab should be reviewed regularly with a view to archive completed activities, improvements or goals every 12 months. 
2-4. Plan 00(X) tabs. 
For each itemised activity, improvement or goal on your Continuous Improvement Register, you will complete a Continuous Improvement Plan, each having its own tab in the spreadsheet.  These tabs are named to identify the Plan ID from your Continuous Improvement Register.
The Plan 001 tab requires you to:
note the corresponding Plan ID from the Continuous Improvement Register.
complete the activity outline, improvement or goal, again taken from the Continuous Improvement Register. 
add the name of the responsible Manager.
list the steps required to be actioned for this activity, improvement or goal. 
allocate a team member who will be responsible for completing each step.
identify an expected completion date for each step.
identify a review date for each step/s that have been completed. 
record the results at these review dates.
record the outcome that will implemented. This may be to implement or revisit the plan to continue the P-D-C-A cycle.
The above process applies to each Plan tab.
1. Plan Template tab.
Use this tab to copy the Plan template and add a new Plan sheet to your spreadsheet. Action this as your Continuous Improvement Spreadsheet grows.
Responsibilities
Education Managers – hold and maintain a Continuous Improvement Register and associated Continuous improvement Plans to evidence compliance against Clause 2.2 of the Standards for Registered Training Organisations (RTO’s) 2015.  
Education Quality Consultants – Support Education Managers to use and maintain their Continuous Improvement Registers and associated Plans. Provide guidance on archiving and general use of the tool.
Teachers - support Education Managers by participating in ongoing reviews and monitoring of training and assessment practices and student feedback. When required, complete steps in the Continuous Improvement Plan ensuring these are actioned in accordance with the planned timeframes.  
Associated legislation/documents
Standards for Registered Training Organisations (RTO’s) 2015   
Continuous Improvement Policy
Continuous Improvement Register/Plan
Delivery Teams: Focus Areas 2021
Team Action Plans
Quality Management System Policy
Team Based Student Evaluation Procedure
Annual Quality Indicator Data Collection and Reporting Procedure
Feedback and Complaints Management Procedure
Measure of procedure effectiveness
Quality team’s Continuous Improvement Register/Plan will identify any improvements needed to be made. 
The Deep Dive sessions will allow the Quality team to review the correct use of the Continuous Improvement Register/Plan (Incremental Improvements) and the Team Action Plan (Actions requiring priority response)
The Quality Profile presented at the Deep Dives will highlight any required entries in the Continuous Improvement Register/Plan 
Feedback from Education Managers/ Managers and teams on the procedure’s effectiveness collected by the Quality team
Health Checks completed by the Quality Team will identify the Education Managers use of and overall effectiveness of the Continuous Improvement Procedure.
External audits conducted by ASQA or an independent organisation will provide feedback on the Procedure
Definitions/acronyms
RTO – Registered Training Organisation
Continuous Improvement – Frequent, small enhancements or incremental improvements, to a process, product or service. Cole, Leadership & Management Theory & Practice, 7th Edition, 2019 Cengage Learning Australia.
PDCA – Plan, Do, Check, Act
SMART – Specific, Measurable, Achievable, Relevant, Trackable/Timely
ASQA – Australian Skills Quality Authority
Continuous Improvement Team – The location Education Managers will store their Continuous Improvement register and Plans. This Microsoft Team has been set up for each individual Education Manager and is administered by the Quality Manager.
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