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The new Supervision Guidelines 
which commenced on 23 March 
2023 have one major change, 
which incorporates the addition 
of a training plan for all agency 
employees.
In section 8 relating to ‘Employee 
Supervision’, the new clause is:

8.3  A  licensee  in  charge is   also  responsible  
for  preparing  and  maintaining an annual 
training plan (aligned with the CPD 
year) for all agents and assistant agents 
under the supervision of the licensee in 
charge, including plans and records of 
completion for:

8.3.1 compulsory continuing 
professional development 
requirements, and

8.3.2 any additional training in 
compulsory or elective topics

NSW Fair Trading have issued a guide 
for Licensees-In-Charge to assist in 
compliance with the Secretary’s Guidelines 
for the Proper Supervision of the Business 
of a Licensee, issued under section 32 of 
the Property and Stock Agents Act 2002. 

All agencies licensed under the Property 
and Stock Agents Act 2002 are required to 
prepare and maintain an annual training 
plan for their agency, which connects the 
performance goals of the whole agency 
with the training needs of all agents 
employed within that agency. Nominated 
Licensees-In-Charge are responsible for 

the development and implementation of 
the training plan, as well as reviewing and 
updating it annually.

The plan will align to each CPD year, which 
runs for 12 months from 23 March to 22 
March each and every year. 

Purpose

The purpose of mandating a training plan 
is to ensure that all agency owners and 
Licensees-In-Charge are thinking about the 
training needs of their business.  Planning 
for and documenting the professional 
development of all agents is an important 
step towards a more trusted, empowered 
and accountable property services sector.

Template

A template to help Licensees-In-Charge 
create a training plan for their agency has 
been provided by NSW Fair Trading and 
can be downloaded from their website.  It 
can be expanded and modified as needed 
within an agency, as the template is a 
minimum guideline only.  As this is a guide, 
a Licensee-In-Charge is able to make 
amendments and additions as they require.

The core inclusion into the annual training 
plan completed and managed by a 
Licensee-In-Charge will be the compulsory 
CPD set by the Property Services 
Commissioner annually. Naturally, this is 
only a legal minimum for agents to remain 
licensed – their training and development 
needs will go beyond what is required by 
law. The training plan must also include 
further training for agents’ development 
and to boost performance of the whole 
agency. 
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As always it’s been another super busy fortnight at ACOP. The trainers are back racking up the 
kilometres with a Certificate of Registration course in Castle Hill, another in Wagga Wagga and yet 
another in the Sydney CBD at ACOP head office.  We’ve also been to Ballina, Rose Bay, Penrith and  
Windsor running CPD.  Our webinars for the Diploma of Property (Class 1 licence requirement) are 
increasing in popularity as it gives our students that face-to-face (on a screen) interaction to talk 
through the Diploma topics.  

And YES, there has been a super large and fancy cake this fortnight in the office, as we welcomed 
Kayla, a new Training Administrator and also marking that Alexa was going on leave for a few 
weeks with knee surgery and Priscilla was heading overseas with her family for a big holiday.  Not 
to forget that Brie was taking a week of leave to study for her entry exam for her post-graduate 
studies (everything crossed that she’ll be off to study dentistry next year).  Anthony commenced 
the next phase of his life this past week and is now working only 4 days a week as his transition to 
retirement.  

Our fortnight is concluding with World Chocolate Day - and the day started with free doughnuts in 
the Town Hall Arcade for all commuters from Buiding Management and then a day of indulgence 
of all things chocolate.  Bring on the weekend to recover. 

From the office

When planning the training needs of the 
agency and individual agents, Licensees-
In-Charge can use the capability 
framework provided by Fair Trading to 
think about how both compulsory CPD 
and further, non-compulsory training 
serves professional development needs 
of the agents working in their business. 
Each training exercise can be identified 
as enhancing skills and knowledge and 
can involve a combination of interactive 
training, online courses, workshops, 
mentoring and job shadowing. 

The training plan is being discussed in this 
year’s CPD classes, so we will definitely 
be looking at this in more detail. In the 
meantime,   every  agency  should  commence 
their plan and as a minimum include 
when they have booked to undertake 
their CPD sessions for the licensed agents 
and the licence qualification training for 
the Assistant Agents.  A suggestion for a 
great inclusion into the training plan, is 
the review of the ACOP newsletter on a 
fortnightly basis with the team. Whilst this 
may only be a 15 minute conversation with 
the team as part of a regular meeting, it is 
certainly something that is enhancing the 

knowledge base for all agents within your 
business.

NSW Fair Trading have made it clear that 
they will be checking training plans as a 
compliance focus point when they are 
conducting compliance audits throughout 
the State.  Contact us for assistance and/or 
coaching with your training plan.

Rosy Sullivan
Director | College Principal
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