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TERMS OF REFERENCE 

Maritime Training Package Development 

Maritime Vessel Traffic Services Project 
 

1. Context 
The Australian Government has established 10 Jobs and Skills Councils to address the many 

workforce planning and development challenges facing the nation, and to ensure the national 

Vocational Education and Training (VET) system meets the evolving skill needs of industry, 

employers and the workforce. 

Industry Skills Australia (ISA) has been appointed as the Jobs and Skills Council for the nation’s 

Transport and Logistics, Rail, Aviation and Maritime industries and the emerging sectors of 

Omnichannel Logistics and Distribution, and Air and Space Transport and Logistics. 

Jobs and Skills Councils have four (4) broad roles: 

1. Industry Stewardship which involves gathering industry intelligence to reliably represent 
the views and needs of industry back to the VET system and its decision-makers; 

2. Workforce Planning which enables industry to identify its workforce development issues 
and design high-impact solutions, which are then captured in the Committee’s national 
Workforce Plan for the industry; 

3. Training Product Development which focusses on improving the quality, speed to 
market and responsiveness of training products to employer and workforce needs; 

4. Implementation, promotion and monitoring which involves supporting training 
providers, promoting careers and monitoring how well the system is meeting the needs of 
industry and learners. 

Jobs and Skills Councils replace and subsume the work of previous Industry Reference Committees, 

Skills Service Organisations and pilot Skills Organisations. 
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2. Purpose 

This project will be to delete MAR30022 Certificate III in Vessel Traffic Services and five associated 

Units of Competency from www.training.gov.au; with one Unit of Competency (MARC044) to be 

retained. Vessel Traffic Service (VTS) Operators will use the International Maritime Organisation 

(IMO) requirements (also known as IMO - IALA Model Courses) as training moving forward.  

VTS Operators are required to be trained in current practices and technologies for managing vessel 

operations which meets International Maritime Organisation (IMO) requirements (also known as IMO - 

IALA Model Courses). 

New and revised recommendations and guidelines relating to the establishment and operation of VTS 

have been adopted by the IMO.  

This project will be aligned with Marine Order 505 Project to ensure that there is only one MAR 

release in 2024. 

The training products are due to be submitted to the Training Package Assurance Body by 30 August 

2024. 

Technical Committees are established by ISA to provide advice on the development and review of 

training products, as well as the consultation strategy by which the work is undertaken (‘the Activity’).   

Technical Committees are stood-up and stood-down for the life of the Activity and their existence is 

limited to the time and tasks the Committee is given by ISA. 

Technical Committees must operate within the Activity’s stated scope of work and should not seek to 

unnecessarily extend the pre-determined scope of work.   

All Technical Committee work must be undertaken in accordance with the requirements of the 

Training Package Organising Framework (TPOF) and the Terms of Reference. 

As appropriate, Technical Committees will consider advice from other elements of ISA’s Jobs and 

Skills Council model including:  

• Training Product and Implementation Working Group 

• Strategic Workforce Planning Committees  

Additionally, Technical Committees may also need to consider advice from other organisations 

including: 

• Jobs and Skills Councils 

• Regulatory bodies 

• State and Territory authorities. 

 

3. Functions 
The Committee is responsible for:  

1. Providing advice on the review of training products  

2. Providing advice on the consultation and validation strategy, based on the scope and 

complexity of the training products, the urgency of the work, the breadth and geographic 

spread of the industry sectors to which the training product applies, the level of risk and 

industry support, and industry’s timeline and requirements for access to new skills  

3.  Consider advice from other advisory committees, councils or working groups within ISA 

4. Providing advice on critical implementation issues or system quality issues as deemed 

appropriate to the scope of work 

5. Providing Progress Updates to ISA as agreed at the time of establishment or as reasonably 

requested. 

The Terms of Reference are in accordance with the Jobs and Skills Council Code of Conduct. 

http://www.training.gov.au/
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Project Approach 

The methodology for this project has been developed using the Training Package Organising 

Framework and to reflect a routine project which requires the review and the development of new 

training products to meet complex licensing and regulatory requirements. 

This project will require engagement of subject matter experts for the Technical Committee with 

relevant experience in VTS operations.   

It is expected that: 

• there will be 8-10 Technical Committee members as VTS operations representative 

• there will be limited Technical Committee cycles, with the final cycle serving as the final review 

and signoff 

• each Technical Committee meeting will be conducted via email or teleconference, as appropriate 

• webinars will be conducted over the life of the project. 

Project Timeframe 

Overview of major stages in this project. Please note timeframes and dates may change through the 

progress of the project. 

• Technical Committee - Review will commence - June 2024 

• Stakeholder Consultation - There will be a Public Consultations during the review phase – June 

2024 (4 weeks) 

• Submission - Submission of Training Products / Final draft for states and territories review - 1 Aug 

2024 

• Project submitted to Training Package Assurance Body – 30 August 2024 

• A webinar will be offered at the end of the of the project to assist with implementation. 

 

4. Deliverables 

The Committee will: 

• Delete: 

- 1 VTS Qualification 

- 6 VTS Unit of Competency 

• Draft support documents that meet the requirements of the Training Package Organising 

Framework (TPOF) and the Activity’s stated scope of work 

• Progress Update Reports as required. 

• A final statement that the Technical Committee has reviewed the draft training products. 
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5. Governance and Membership 

Committee Membership 

The Committee will comprise up to 5 members.  Based on the scope and complexity of the training 

products, its total Membership may include: 

• Subject matter experts in the relevant field 

• Employers and/or industry organisations 

• Regulators 

• Commonwealth, state or territory representatives 

• Educational experts 

• Representation from Registered Training Organisations. 

Relevant persons may be invited to attend meetings to provide presentations, expert technical 

information, or for other purposes, as agreed by the Committee (see Observer Status). 

Committee Members are identified and appointed based on a skills matrix that ensures a balanced 

representation of expertise and experience, aligning with the purpose of the Committee and identified 

gaps in representation. Membership of the Committee will also seek to recognise and advance 

gender balance, diversity, equity, and inclusion. 

The Technical Committee will review the Maritime Training Package to remove Vessel Traffic Service 

products. The Technical Committee members are: 

TC Members Organisation Location Coverage Industry Sector 

Neil Trainor 

 

Australian 

Maritime Safety 

Authority 

Brisbane National Regulator 

 

State or Territory 

Representative 

Anita Robson 

 

Australian 

Maritime College 
Brisbane National Education 

Jillian Carson-

Jackson 

JCJ Consulting ACT National Subject Matter 

Expert 

Kerrie Abercrombie 

 

Australian 

Maritime Safety 

Authority 

Tasmania National Regulator 

Sanjiv Bhatia 

 

Australian 

Maritime College 
Sydney National Education and 

Subject Matter 

Expert 

Bahram Abedi 

 

Transport for 

NSW Maritime 

Sydney New South 

Wales 

Regulator and 

Subject Matter 

Expert 

Jamie Joyce 
 

Sea World 
Cruises 

Queensland Queensland Subject Matter 
Expert 

Daniel Frost 
 

Maritime Safety 
Queensland 

Brisbane Queensland Regulator and 
Subject Matter 
Expert 

Rory Main 
 

Fremantle 
Maritime 
Simulation 
Centre 

Perth Western 
Australia 

Education and 
Subject Matter 
Expert 

Adam Chanter 
 

Australian 
Commercial 
Marine Group 

Brisbane Queensland Subject Matter 
Expert 

Paul Garrett 
 

Maritime Union 
of Australia 

Sydney National Union and Subject 
Matter Expert 
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Term 

Committee Members are appointed until such time as the Technical Committee stood down by ISA.   

Facilitation of Committee 

ISA will facilitate the activities of the Committee and contribute to discussion and debate. 

Meetings will be organised and facilitated by ISA. 

This includes: 

• Conducting effective meetings 

• Facilitating open and honest discussions amongst Committee Members and ensuring all 

Committee Members are provided equal opportunity to contribute  

• Ensuring that the provisions for managing conflict of interest are adhered to at all times 

• Facilitating consensus among Committee Members where formal decisions are required 

• Ensuring Committee Members conduct themselves in a respectful and collegiate manner. 

Responsibilities of Industry Skills Australia 

ISA will provide professional expertise and secretariat services to the Committee, which includes: 

• Provision of project management, stakeholder engagement and technical expertise to deliver on 

the Committee’s scope of work 

• Provision of contemporary policy advice 

• Targeted and timely notification of any key issues or critical information relevant to the work of the 

Committee 

• Development of meeting agendas, meeting papers and meeting minutes in consultation with 

Committee Members 

• Arrangement of all appropriate meeting venues and catering. 

Absenteeism  

If a Committee Member is absent from two (2) consecutive meetings, without providing a proxy it 

will be considered that the Member is no longer able to commit adequate time to the role and ISA 

may seek to appoint a new Committee Member. 

When a Committee Member is unable to attend, they may give their vote and/or position on an 

agenda item to ISA. 

In exceptional circumstances, and subject to the express approval of ISA, a Committee Member 

may seek approval to send a suitable proxy.  Such approval must be sought a minimum of 48 

hours prior to the meeting. 

Responsibilities of the Committee Members 

Committee Members are required to:  

• Attend all scheduled meetings or respond to emails 

• Declare and manage any conflict of interest in a timely and transparent manner 

• Participate constructively and respectfully with other Committee Members in meetings 

• Read all relevant agenda papers and draft materials in preparation for meetings 

• Provide expert and timely advice during and in-between meetings 

• Respond to requests for advice according to agreed timelines 

• Be an advocate for the work of the Committee across industry 

• As appropriate, introduce a network of industry connections to the work of the Jobs and Skills 

Council. 
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6. Meetings 
Meetings will be held via emails or virtually when required. The Committee will meet as required to 

coincide with key decision-making points in the Activity. 

Meeting agendas and supporting papers will be circulated by the ISA a minimum of five (5) working 

days prior to the meeting.   

Draft minutes will be circulated for comment within 10 working days.   

Quorum 

A meeting quorum will be half of the Members of the Committee plus one.  

Attendance by email, teleconference, Microsoft Teams or videoconference qualifies as attendance for 

the purposes of achieving a quorum. 

Decision-making 

Decisions will be made by consensus.  This means that all Committee Members are satisfied with a 

decision even though it may not be their first choice.   

No single Committee Member may veto training product review or development work if other 

Committee Members agree that the work meets industry requirements and has been validated 

nationally with the industry. 

Dispute Resolution 

If a consensus is not possible, and that it will prevent the Committee from effectively undertaking its 

functions and/or producing the required deliverables, ISA may choose to take a vote on the matter.  

 

7. Observer Status 
Observers may be invited to a Technical Committee meeting to foster collaboration or knowledge 

sharing on critical issues. Observers do not have voting rights nor decision-making authority and 

must adhere to the rules of conduct set out in the Terms of Reference.   

Observer status is for the specific meeting specified in the invitation. ISA may extend or revoke 

observer status based on Members’ feedback on the value of the observer participation.    

The Department of Employment and Workplace Relations may attend a committee meeting at 

any time. 

ISA Committees 

A Member of a Training Product and Implementation Working Group or another ISA Technical 

Committee may be invited to participate in a meeting of the Committee in an observer capacity.  

Key Stakeholders 

Committees may also invite a key stakeholder to a meeting in an observer capacity where the 

key stakeholder is critical to collaboration or knowledge sharing. ISA will extend a formal 

invitation to the stakeholder stating the purpose, meeting protocols and details.  

Unsolicited Requests 

If a request is received from a key stakeholder seeking to attend a meeting of the Committee, the 

request will be formally processed through the ISA for consideration.  A decision on whether to 
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extend an invitation for the stakeholder to attend in an observer capacity will be made by ISA 

based on the value of the stakeholder’s participation. 

 

8. Conflict of Interest 
All Committee Members must be aware of the potential for conflict of interest to exist or arise.  All 

Members are required to: 

1. Declare any potential, actual or perceived conflicts of interest that exist on commencing 

their Membership with the Technical Committee; and 

2. Declare any potential, actual or perceived conflicts of interest that arise or are likely to 

arise during their Membership of the Technical Committee; and 

3. Take all reasonable steps to avoid being placed in a situation where there is a potential, 

actual or perceived conflict of interest possible. 

Committee Members must notify ISA as soon as practicable after a material personal interest arises. 

If a Committee Member is uncertain whether a conflict is a material personal interest, the Committee 

Member should notify the ISA project manager. 

Whether the conflict is a material personal interest should be determined by a majority of non-

conflicted Members and the reason for the decision will be recorded in the Committee meeting 

minutes. 

Members should declare if they have received any form of gifts, benefits or hospitality that could, or 

could be seen to, compromise their decision-making as a Member of the Committee. 

All conflicts of interest will also be recorded on a Conflict of Interest Register for the purpose of 

oversight and management of conflicts of interest. 

Upon appointment, a Committee Member must complete a material personal interest declaration at 

Attachment A. 

 

9. Confidentiality 

All Committee Members are required to maintain strict confidentiality regarding any time-sensitive, 

commercial-in-confidence or restricted information discussed or shared during Committee activities 

and meetings. 

10. Privacy 

All personal information collected by Industry Skills Australia (ISA) will be managed in accordance 

with the Privacy Act 1988 (Cth.). Information on the Privacy Act 1988 can be found on the Federal 

Privacy Commissioner’s web site. 

ISA may provide your personal information including name, organisation, address and/or email 

address to senior Commonwealth, state and territory officials from departments responsible for skills 

and training policy. 

11. Travel 
Committee Members are encouraged to consider travel and accommodation as an in-kind industry 

contribution to the work of the Committee. Cost effective, convenient locations for meetings will be 

selected to reduce the travel and time impact on Committee Members. 

12. Glossary 
A glossary of terms that may be relevant to the Activity of the Technical Committee is at Attachment 

B. 
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MATERIAL PERSONAL INTEREST DECLARATION 

A ‘material personal interest or association’ is a strong personal connection to a particular matter that 

could influence, or reasonably be seen to influence, a person’s judgment in relation to the work of the 

Technical Committee. In order for the interest to be considered material, it must be of some 

substance or significance. 

Where there are one or more material personal interests or associations to declare, identify for each: 

• Entity name and the ABN/ACN (if available) 

• Nature of interest (that could give rise to an actual/potential/perceived conflict*). 

A ‘conflict of interest’ is the actual situation that arises when the person’s judgment or actions are 

compromised. 

If you have nothing to declare, write ‘nil to declare’. 

 

 

I, as a member of the Maritime VTS Technical Committee, do hereby declare the following 
material personal interest: 
 
Detail of declaration 
___________________________________________________________________________ 

 

 
 
 
 
 
 
Any information provided will be managed in accordance with the Privacy Act 1988.  
  

______________ ______________________  
Date Name Signature 
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GLOSSARY OF TERMS 

Assurance Body 

The Assurance Body is a body nominated by Skills Ministers to assess draft training products against 

the Training Package Organising Framework (TPOF) and make recommendations to Skills Ministers 

about the endorsement of proposed training products. 

Australian Qualifications Framework (AQF) 

The Australian Qualifications Framework (AQF) is the national policy for regulated qualifications in 

Australian education and training. 

Companion Volume Implementation Guides (CVIG) 

The Implementation Guides are designed to assist assessors, trainers, RTOs and enterprises to 

deliver nationally endorsed industry training packages. 

Consultation Log 

A consultation log includes a high-level summary of all feedback received during consultation, 

evidence of consultation, outcomes from any dispute resolution and conciliation process, changes 

incorporated and any relevant evidence with clear justification for feedback not incorporated and 

outstanding issues not resolved. 

Cross-sector unit 

Cross-sector units address common knowledge and skill needs across industries, support 

occupational mobility, and minimise the duplication of units within the training system. Cross-sector 

units are developed through a deliberate process to create industry-neutral units of competency. As 

such, they differ from industry-specific units of competency which can be imported into other training 

packages where they are relevant or useful. 

Disagreement 

A disagreement is when Jobs and Skills Councils and another party disagree on the training package 

product during the public and government consultation phase. During a disagreement, the two parties 

can share their positions and may settle the disagreement before it becomes a dispute. A 

disagreement is considered informal. 

Dispute 

A dispute is triggered by a Commonwealth or a state or territory party formally writing to a Jobs and 

Skills Council about their disagreement or by a Jobs and Skills Council in order to enable the 

finalisation of a training product. At this point it becomes a dispute instead of a disagreement. A 

dispute is formal and triggers the Jobs and Skills Councils to begin the processes in their dispute 

resolution policy. 
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Minor change 

Minor changes are updates to training packages that are not subject to the full development and 

endorsement process. 

National Register of VET 

The National Register of VET for training in Australia contains the authoritative information about 

RTOs, Nationally Recognised Training (NRT), and the approved scope of each RTO to deliver NRT 

as required in national and jurisdictional legislation within Australia. 

Registered Training Organisation (RTO) 

Registered Training Organisation (RTO) as defined under the National Vocational Education and 

Training Regulator Act 2011 (Commonwealth) is a training organisation listed on the National Register 

as a registered training organisation. RTOs deliver nationally recognised courses and accredited 

Australian Qualifications Framework VET Qualifications. 

State Training Authority (STA) 

Each Australian state and territory government has a training authority that administers VET– 

allocating funds, registering training organisations and accrediting courses. The state and territory 

training authorities are accountable to their minister. 

Training Package Organising Framework (TPOF) 

The implementation and success of the industry engagement arrangements will be underpinned by 

training package products development rules, owned by Skills Ministers, that are reviewed regularly to 

ensure they remain fit for-purpose. These rules, referred to as the Training Package Organising 

Framework (TPOF), comprise the: 

• Standards for Training Packages ('the Standards’) – setting the overarching design and 

development requirements of training products for endorsement by Skills Ministers. 

• Training Package Products Policy (TPPP) – outlining the design rules that must be adhered to 

when developing or modifying a training product. 

• Training Package Products Development and Endorsement Process Policy (TPPDEPP) – 

outlining the process for developing and seeking the endorsement of training products. 

Training Product Submission (the submission) 

A Training Product Submission is prepared by Jobs and Skills Councils after training product 

development work has been completed.  

 


