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[bookmark: _Toc196397350][bookmark: _Toc200050304][bookmark: _Toc196207334]Introduction
The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s Vocational Education and Training (VET) sector. Our purpose is to ensure quality VET so that students, industry, governments, and the community can have confidence in the integrity of national qualifications. 
To protect students, industry, and the community from training practices which are inadequate, non-compliant, or low-quality, we are committed to ensuring that initial registration is only granted when we are satisfied of both the suitability of people involved in running and managing the organisation, and the organisation’s commitment and capability to deliver quality VET. 
We expect your application and supporting evidence demonstrates your commitment and capability to deliver quality VET outcomes and meet the requirements of the Outcome Standards for Registered Training Organisations. 
It is your responsibility to ensure that the information you provide to ASQA is accurate and complete. We may request some further information from you relevant to determining whether to grant you VET registration. If you do not respond in a timely manner, your application may be delayed or we may proceed with making a decision based on the available information and evidence at the time. 
When assessing initial registration applications we apply a rigorous risk-based assessment methodology. We assess preparedness to meet all aspects of the VET Quality Framework. ASQA will verify claims made in the application form, the accompanying application documentation, and/or the supporting evidence you provide. Applicants may be required to participate in interviews with ASQA to support the assessment process, which may be conducted in person or via MS Teams. We may also conduct a site visit of delivery location(s). 
[bookmark: _Toc200050305]Fit and Proper Person Requirements 
ASQA's assessment of your application will include thorough investigation and scrutiny to determine the suitability of persons who apply for initial RTO registration. We may engage with other government agencies to determine if the Chief Executive Officer (CEO), executive officers, high managerial agents, and any person/s who exercises a degree of control or influence over the management or direction of the organisation meet the Fit and Proper Person Requirements. This includes consideration of a person's: 
· Compliance with the law. 
· Management history. 
· Financial record. 
· Provision of information. 
· Previous conduct and involvements; and 
· Additional considerations. 
If ASQA considers there is further information relevant to whether you meet the Fit and Proper Person Requirements, which you did not include in your application, ASQA will let you know. You will have an opportunity to see the information and make comment. 
During the assessment of your application, you will be asked to demonstrate:  
· how your organisation determines whether a person falls under the requirement to complete a Fit and Proper Person Declaration. 
· the system your organisation uses to determine whether a person is, or is not, a fit and proper person; and,  
· how these processes and mechanisms have been applied to the CEO, executive officers, high managerial agents, and any persons who will exercise a degree of control or influence over the management or direction of the registered training organisation, should it be granted registration. 
If we determine that a person or persons do not meet the Fit and Proper Person Requirements, under the Standards, the application may be rejected. 
[bookmark: _Toc196397351][bookmark: _Toc200050306]Before you apply
Before applying for initial RTO registration, you should fully understand an RTO’s responsibilities and obligations.  
People applying for initial RTO registration must demonstrate:
· they are committed and capable of providing quality outcomes for students and achieving and maintaining compliance with the VET Quality Framework, and 
· they have adequate resources and are ready to commence delivery.
If you are unable to demonstrate that you have a genuine commitment and/or capability to deliver quality VET, and/or are not adequately prepared to commence delivery, ASQA is likely to reject your application.  
[bookmark: _Toc196397352][bookmark: _Toc200050307]About this form
You should complete the Initial RTO Registration Application Form (referred to throughout this document as ‘the application form’) if you are applying for initial registration as a registered training organisation (RTO) with the Australian Skills Quality Authority (ASQA).
IMPORTANT - If you are seeking registration on the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) to deliver VET courses to international students, you must also complete an application for initial ESOS registration. Information about initial registration application types and other application forms are on the ASQA website.
Once submitted, you will not be permitted to make changes to the application form, so your responses should be complete, truthful, and accurate. If the information you provide in the application form is found to be incomplete or inaccurate, the application may be rejected.  
You must not provide false or misleading information to ASQA. If you do, this is likely to result in your application being rejected, or your registration being cancelled at a later date if initially approved.
[bookmark: _Toc196397353][bookmark: _Toc200050308]Choosing training products
When submitting your application, you must ensure that you include all training products your organisation intends to deliver during the first 2 years of its registration.  
[bookmark: _Toc196397354][bookmark: _Toc200050309]Submitting your application
You should submit the application form via the asqanet portal. 
You will be required to upload/enter the following information and documents:
· Your registration details, including:
· Your legal entity details (ABN/ACN)
· Head office/principal place of business
· Ownership details
· Details of people associated with the organisation
· Chief Executive Officer (CEO) details
· Other existing business registrations
· Type of training organisation
· Contact details (general enquiries and registration enquiries)
· Delivery sites
· Your proposed scope items
· Evidence of your legal entity (Certificate of Registration and ASIC Current and Historical Company Extract)
· Fit and Proper Person Declaration forms for all governing persons. This includes:
· CEO
· executive officers
· owners
· high managerial agents
· any person/s who exercises a degree of control or influence over the management or direction of the registered training organisation.
· CEO Statutory Declaration
· Financial Viability Risk Assessment tool and supporting documentation:
· Business plan
· Nominated accountant certificate signed within 30 days of submission
· Bank statement/s 
· Your completed Initial RTO Registration Application Form (this form)
· Details of your training and assessment strategies and practices for each training product your organisation is proposing to deliver in its first 2 years of registration. 
· Course owner approval to deliver accredited courses (if applicable).
Once your application has been submitted and your lodgement fee has been paid, ASQA will review the completeness of your application. Your application will be considered incomplete if you fail to provide all the required information and documents, and your application will be ineligible to progress to the assessment phase.
[bookmark: _Toc200050310]Instructions
Answer the questions in each section to describe how your organisation will operate should it be granted registration as a Registered Training Organisation (RTO). 
At the end of each section, list what evidence your organisation can provide to demonstrate its preparedness to deliver quality services. 
To successfully complete the application form, you should:
· ensure you provide sufficiently comprehensive written responses to all the questions; and 
· ensure you have listed all the supporting evidence you can provide related to each part of the application.
Section 16 of the National Vocational Education and Training Regulator Act 2011 (NVR Act) states that:
· an application for registration must be in a form approved by the National VET Regulator and must be accompanied by: 
· any information or documents that the Regulator requires; and
· the application fee determined by the Minister, by legislative instrument, under section 232.
The information and evidence required by this application is the form ASQA has approved as per section 16 of the NVR Act. That means failure to provide all the required information and documents will result in your application being considered incomplete, and therefore ineligible for moving to the assessment phase.
When developing your responses, refer to:
· guidance on ASQA's website 
· the National Vocational Education and Training Regulator (Outcome Standards for NVR Registered Training Organisations) Instrument 2025 (Outcome Standards)
· the National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training Organisations and Fit and Proper Person Requirements) Instrument 2025 on the Federal Register (Compliance Requirements); and
· the Credential Policy on the National Register, training.gov.au. 
· ASQA’s Practice Guides
[bookmark: _Toc200050311]Preparing your application
· Read over your application thoroughly before submitting to ensure that you have addressed all the required information for each question. Remember, if the application is incomplete and is not in the approved form it will not proceed to the assessment and decision stages.
· Whilst consultants may assist with preparing the application, the applicant organisation – particularly the CEO – must be actively involved in developing and reviewing the responses and be able to demonstrate that any purchased resources have been appropriately contextualised to reflect your organisation’s specific operational practices, student cohorts and delivery modes.  Applications that rely on generic, off-the-shelf documentation without meaningful adaptation are less likely to be approved.    
· Check your completed application form before submitting to ensure it is complete, truthful, and accurate.
· Contact ASQA for help.


[bookmark: _Toc196397356][bookmark: _Toc200050312]Part 1 – Your Organisation
	Name of CEO of organisation
	
Click or tap here to enter text.
	Organisation legal name
	
Click or tap here to enter text.
	Trading name/s
	
Click or tap here to enter text.
	Name of person/s who completed this application form
	

Click or tap here to enter text.
	Role/s within the organisation
	
Click or tap here to enter text.
	Date completed
	Click or tap to enter a date.

[bookmark: _Toc196397357][bookmark: _Toc200050313]Consultants
	Did a consultant assist with the completion of this application form, and/or other aspects of the application for initial NVR registration?
☐ Yes          ☐ No
If yes, complete the rest of this table

	Name of consultant
	
Click or tap here to enter text.
	Name of consultant’s organisation
	
Click or tap here to enter text.
	Consultant’s ABN/ACN
	
Click or tap here to enter text.
	Consultant’s contact phone number
	
Click or tap here to enter text.
	Consultant’s email address
	
Click or tap here to enter text.
	Consultant’s website address
	
Click or tap here to enter text.
	Nature of the consultancy
	☐ The consultant is contracted to assist with initial registration only
☐ The consultant is contracted to assist with initial registration and to provide ongoing compliance support
☐Other (please provide details)
Click or tap here to enter text.





[bookmark: _Toc200050314]Part 2 - Training and assessment
This section relates to the following Standards:
	Outcome Standard 1.1
	Outcome Standard 1.2
	Outcome Standard 1.3
	Outcome Standard 1.4
	Outcome Standard 1.6

	Training product requirements
Mode of delivery, structure and pacing
Clustering
Training techniques
Work placements
	Identifying and engaging industry, employer and community representatives
Frequency of engagement
Using feedback

	Assessing competency
Assessment systems
Reviewing assessment tools

	Principles of assessment
Rules of evidence
	Recognition of prior learning (RPL)



	Outcome Standard 2.3
	Outcome Standard 3.1
	Outcome Standard 3.2
	Outcome Standard 3.3

	Determining training support services
Reasonable access to trainers, assessors and other staff
	Identifying appropriate staffing levels

	The Credential Policy
Working under direction
Professional development

	Industry competencies
Industry currency
Employing experts



	Compliance Requirements

	Section 17 – Third party arrangements



Training product delivery overview
For each training product you intend to deliver:
· complete the Training product details table below for each of your proposed scope items; and
· provide details of your training and assessment strategies and practices.
Note:  If you need more rows, include this information in a separate document and attach it with your application.  Ensure you include the file name in the ‘Evidence’ box at the end of the next section. 

[bookmark: _Toc200050315]Training product details

	Training product code and title
	Student to teacher ratio
	Delivery Location/s
(Please provide full addresses)
	Location capacity
(maximum number of
students who can use
the facility at one
time)
	Delivery mode
(Tick all that apply)
	For this training product
(Tick all that apply)

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	Click or tap here to enter text.	☐  Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐  Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐  Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐  Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	

Click or tap here to enter text.	

Click or tap here to enter text.	

Click or tap here to enter text.	

Click or tap here to enter text.	☐  Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐  Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Online/remote
☐ Self-paced
☐ Face to face at your organisation’s delivery site/s
☐ Face to face at workplaces or other locations
☐ Other (provide details)
 Click or tap here to enter text.
	☐ Assessment only pathways will be offered
☐ Apprenticeship or traineeship pathways will be offered
☐ Students will participate in work or community placements
☐ There will be students under the age of 18
☐ First Nations students will be a target student cohort
☐ Students with a disability will be a target student cohort
☐ Overseas students will be a target student cohort
☐ Third parties will be used to support delivery of training and/or assessment
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[bookmark: _Toc200050316]Training and assessment strategies and practices
1. Describe how your organisation has ensured that its training and assessment strategies and practices are consistent with the training product requirements.
	Your response:
Click or tap here to enter text.



2. Describe the rationale behind your delivery structure and pacing for your training product/s.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to training and assessment strategies and practices
Click or tap here to enter text.






[bookmark: _Toc200050317]Training Support
3. Describe the training support services and resources your organisation will provide.
	Your response:
Click or tap here to enter text.


4. Describe how students will be provided with reasonable access to their trainers and assessors.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to training support
Click or tap here to enter text.








[bookmark: _Toc200050318]Assessment
5. Describe the assessment methods your organisation will use.
	Your response:
Click or tap here to enter text.


6. Describe how your organisation has ensured that the assessment system/s you intend to use are consistent with the training product requirements.
	Your response:
Click or tap here to enter text.


7. Describe how your organisation has ensured that the assessment system is appropriate for the intended student cohort and context of delivery.
	Your response:
Click or tap here to enter text.


8. Describe how your organisation will support students to develop skills in different contexts and environments before they are assessed 
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to assessment
Click or tap here to enter text.





[bookmark: _Toc200050319]Validation
9. Describe your organisation’s approach to validation of assessment systems, tools, processes and judgements.
	Your response:
Click or tap here to enter text.


10. What types of assessment tools, processes, and outcomes will you validate, and how will you decide what to prioritise?
	Your response:
Click or tap here to enter text.


11. Who will take part in validation activities, how will they be selected, and how will you ensure they are suitably qualified and independent.
	Your response:
Click or tap here to enter text.



12. Describe how will validation be conducted (e.g. sample selection, tools used, how quality is judged).
	Your response:
Click or tap here to enter text.


13. Who will be responsible for managing validation, ensuring improvements are implemented, and checking they’re effective?
	Your response:
Click or tap here to enter text.



	[bookmark: _Hlk197598289]List the supporting evidence you can provide related to validation
Click or tap here to enter text.





[bookmark: _Toc200050320]Recognition of Prior Learning (RPL)
14. Will your organisation offer RPL? If not, please provide an explanation of why in the space below and move on to the next section. If yes, please complete all questions in this section. 
	Your response:
Click or tap here to enter text.


15. Describe how your RPL assessment system will maintain the integrity of the training product/s.
	Your response:
Click or tap here to enter text.


16. Describe how your organisation will ensure that RPL decisions are made in accordance with the Standards. 
	Your response:
Click or tap here to enter text.


17. Will your organisation use third parties for any aspect of its RPL practices? If yes, describe how you will ensure students are made aware of the role of third parties, and how you will monitor and validate the quality of RPL assessments the third party conducts on your behalf. 
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to RPL
Click or tap here to enter text.
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[bookmark: _Toc200050321]Trainers and Assessors
Complete the table below to provide details about your organisation’s trainers and assessors. If you have more than 10 trainers/assessors, please attach this information in a separate document and submit it with your application. 

	Name
	Relevant qualifications and experience
	Organisation that issued qualification
	Training product/s person will deliver (code and title)

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
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18. Describe how you have authenticated the credentials of the trainers and assessors.
	Your response:
Click or tap here to enter text.


19. Describe how your organisation has confirmed that these trainers and assessors have industry competencies, skills and knowledge that are relevant to, and at least to the level of the training product/s they will deliver.
	Your response:
Click or tap here to enter text.


20. Describe how your organisation has confirmed that the trainers and assessors understand current industry practices.
	Your response:
Click or tap here to enter text.


21. Describe how will you support trainers and assessors for this training product to engage in professional development.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to trainers and assessors.
Click or tap here to enter text.





[bookmark: _Toc200050322]Working under direction
Complete these questions if experts or trainers under supervision will be involved in training delivery. If not, skip to the next section.
22. Explain the rationale behind using industry experts, including how will they enhance the real-world application of training and assessment.
	Your response:
Click or tap here to enter text.


23. Describe how your organisation will ensure appropriate supervision and guidance for industry experts or trainers and assessors who do not meet the credentials policy.
	Your response:
Click or tap here to enter text.


24. Describe how your organisation will assure the quality of practices of industry experts or trainers or assessors who do not meet the Credentials Policy.
	Your response:
Click or tap here to enter text.


25. Describe how your organisation will ensure industry experts or trainers and assessors who do not meet the credentials policy are not making assessment judgements.
	Your response:
Click or tap here to enter text.



	[bookmark: _Hlk197441931]List the supporting evidence you can provide related to working under direction
Click or tap here to enter text.





[bookmark: _Toc200050323]Work and community-based learning
Complete these questions if students are required to participate in work or community-based learning. If not, skip to the next section.
26. Describe where work or community placements will occur.
	Your response:
Click or tap here to enter text.


27. Describe how your organisation will ensure that work or community-based learning will enable students to develop the required skills and knowledge.
	Your response:
Click or tap here to enter text.


28. Describe how your organisation will manage risks associated with work and community placements.
	Your response:
Click or tap here to enter text.



	[bookmark: _Hlk197614838]List the supporting evidence you can provide related to work and community-based learning.
Click or tap here to enter text.




[bookmark: _Toc200050324]Third parties
Complete these questions if third parties will be used to support delivery of training and/or assessment. If not, skip to the next section.
29. Provide details of the third parties your organisation will engage. If more than 3 third parties will be used, please attach this information in a separate document and submit it with your application. 
	Third party organisation name
	Third party contact person name
	Third party contact person phone number
	Services to be provided
	Written agreement in place

	Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Yes
☐ No

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Yes
☐ No

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Yes
☐ No



	List the supporting evidence you can provide related to third parties
Click or tap here to enter text.






[bookmark: _Toc200050325]Part 3 – Delivery Sites
This section relates to the following Standards:

	Outcome Standard 1.8

	Suitability of facilities, resources and equipment
Access and safety


Complete the following table for each delivery location. If you have more than 3 delivery sites, please attach this information in a separate document and submit it with your application. 


Delivery Site 
	Delivery site name
	
Click or tap here to enter text.
	Address
	
Click or tap here to enter text.
	Delivery site is approved for educational use
	☐ Yes (please provide evidence)
☐ No

	Contact person at delivery site
	
Click or tap here to enter text.
	Contact person phone number
	
Click or tap here to enter text.
	Contact person email address
	
Click or tap here to enter text.
	Training products to be delivered at this location (list all, including code and title)
	
Click or tap here to enter text.
	Describe the facilities, equipment and resources available for use at this location 
	
Click or tap here to enter text.
	Maximum capacity
	
Click or tap here to enter text.
	Access arrangements
	☐ Exclusive access for my organisation
☐ Shared access with other organisations (Note: if you will be sharing resources or locations with any other person/organisation please complete the table below for each person/organisation with whom you will be sharing. 
☐ Hired/leased on an ‘as needs’ basis
☐ Other (please describe)
Click or tap here to enter text.

	Describe your organisation’s strategies for monitoring and assuring the safety and suitability of the facilities, resources and equipment at this delivery site.
	
Click or tap here to enter text.
	If this delivery site contains simulated environments, describe how your organisation has ensured they accurately reflect real world conditions.
	
Click or tap here to enter text.
	List any evidence you can provide to demonstrate your access and the suitability of the facilities, resources and equipment at this delivery location. 
	
Click or tap here to enter text.


Delivery Site 2
	Delivery site name
	
Click or tap here to enter text.
	Address
	
Click or tap here to enter text.
	Delivery site is approved for educational use
	☐ Yes (please provide evidence)
☐ No

	Contact person at delivery site
	
Click or tap here to enter text.
	Contact person phone number
	
Click or tap here to enter text.
	Contact person email address
	
Click or tap here to enter text.
	Training products to be delivered at this location (list all, including code and title)
	
Click or tap here to enter text.
	Describe the facilities, equipment and resources available for use at this location 
	
Click or tap here to enter text.
	Maximum capacity
	
Click or tap here to enter text.
	Access arrangements
	☐ Exclusive access for my organisation
☐ Shared access with other organisations (Note:  if you will be sharing resources or locations with any other person/organisation please complete the table below for each person/organisation with whom you will be sharing. 
☐ Hired/leased on an ‘as needs’ basis
☐ Other (please describe)
Click or tap here to enter text.

	Describe your organisation’s strategies for monitoring and assuring the safety and suitability of the facilities, resources and equipment at this delivery site.
	
Click or tap here to enter text.
	If this delivery site contains simulated environments, describe how your organisation has ensured they accurately reflect real world conditions.
	
Click or tap here to enter text.
	List any evidence you can provide to demonstrate your access and the suitability of the facilities, resources and equipment at this delivery location. 
	
Click or tap here to enter text.


Delivery Site 3
	Delivery site name
	
Click or tap here to enter text.
	Address
	
Click or tap here to enter text.
	Delivery site is approved for educational use
	☐ Yes (please provide evidence)
☐ No

	Contact person at delivery site
	
Click or tap here to enter text.
	Contact person phone number
	
Click or tap here to enter text.
	Contact person email address
	
Click or tap here to enter text.
	Training products to be delivered at this location (list all, including code and title)
	
Click or tap here to enter text.
	Describe the facilities, equipment and resources available for use at this location 
	
Click or tap here to enter text.
	Maximum capacity
	
Click or tap here to enter text.
	Access arrangements
	☐ Exclusive access for my organisation
☐ Shared access with other organisations (Note: if you will be sharing resources or locations with any other person/organisation please complete the table below for each person/organisation with whom you will be sharing. 
☐ Hired/leased on an ‘as needs’ basis
☐ Other (please describe)
Click or tap here to enter text.

	Describe your organisation’s strategies for monitoring and assuring the safety and suitability of the facilities, resources and equipment at this delivery site.
	
Click or tap here to enter text.
	If this delivery site contains simulated environments, describe how your organisation has ensured they accurately reflect real world conditions.
	
Click or tap here to enter text.
	List any evidence you can provide to demonstrate your access and the suitability of the facilities, resources and equipment at this delivery location. 
	
Click or tap here to enter text.

[bookmark: _Toc200050326]Shared locations/resources
Please complete the table below for each person/organisation with whom you will be sharing.  If you will be sharing with more than one person/organisation, please attach this information in a separate document and submit it with your application. 

	Name of person/organisation
	
Click or tap here to enter text.
	ABN/ACN of person/organisation
	
Click or tap here to enter text.
	Person/organisation contact phone number
	
Click or tap here to enter text.
	Person/organisation email address
	
Click or tap here to enter text.
	Location of shared resources (provide full address)
	
Click or tap here to enter text.
	Describe the shard resources (i.e., what is being shared?)
	
Click or tap here to enter text.
	Which training products/units of competency are the shared resources for?
	
Click or tap here to enter text.
	Name/s of trainers and assessors who will be using or accessing the shared resources or locations
	
Click or tap here to enter text.
	Describe the sharing arrangements
	
Click or tap here to enter text.
	Are the sharing arrangements supported by a written agreement
	☐ Yes (If yes, provide the file name of the written agreement and ensure you provide it as supporting evidence with your application)
Click or tap here to enter text.
☐ No



	List the supporting evidence you can provide related to delivery sites and any shared locations/resources
Click or tap here to enter text.





[bookmark: _Toc200050327]Part 4 – Organisational Leadership and Governing Persons
This section relates to the following Standards:
	Outcome Standard 4.1
	Outcome Standard 4.3
	Outcome Standard 4.4

	Suitability of governing persons
Information to support governing persons
Organisational culture
	Risk identification and management
Financial risk
Conflict of interest 
	Monitoring for outcomes
Feedback and data
Continuous improvement reviews



	Compliance Requirements

	Schedule 1 – Fit and Proper Person Requirements



30. Describe your organisation’s vision and purpose, including why you want to become an RTO. 
	Your response:
Click or tap here to enter text.


31. Complete the table below to show all governing persons in your organisation. If you have more than 6 governing persons, please attach this information in a separate document and submit it with your application.  
	Name of person
	Role in the organisation
	Fit and Proper Person declaration provided
	File name

	
Click or tap here to enter text.	Click or tap here to enter text.	☐ Yes     ☐ No
	
Click or tap here to enter text.
	
Click or tap here to enter text.	Click or tap here to enter text.	☐ Yes     ☐ No
	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Yes     ☐ No
	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Yes     ☐ No
	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	☐ Yes     ☐ No
	
Click or tap here to enter text.
	
Click or tap here to enter text.	Click or tap here to enter text.	☐ Yes     ☐ No
	
Click or tap here to enter text.

32. Describe how your organisation has ensured that all governing persons meet the Fit and Proper Person Requirements. 
	Your response:
Click or tap here to enter text.




33. Describe what makes the governing persons in your organisation capable of ensuring the organisation delivers high quality vocational education and training.  
	Your response:
Click or tap here to enter text.


34. Describe how your organisation will ensure that governing persons drive a positive culture and hold staff and others accountable for high quality training delivery. 
	Your response:
Click or tap here to enter text.


35. Describe how and when your organisation will evaluate the effectiveness of its governance structures and systems and continuously improve its governance operations. 
	Your response:
Click or tap here to enter text.


36. Describe how your organisation will recognise and respond to behaviours or individuals in the organisation who are undertaking concerning or suspicious activity. 
	Your response:
Click or tap here to enter text.


37. Describe how your organisation has ensured that its governing persons do not have conflicting interests in other corporations or organisations. 
	Your response:
Click or tap here to enter text.


38. Describe how your organisation will use data and evidence to support its compliance and integrity. 
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to organisational leadership and governing persons
Click or tap here to enter text.








[bookmark: _Toc200050328]Part 5 – Risk management
This section relates to the following standards:
	Outcome Standard 4.3

	Risk identification and management



39. Describe your organisation’s strategies for identifying and treating risks to students, staff and the organisation.
	Your response:
Click or tap here to enter text.


40. Describe your organisation’s strategies for identifying and treating risks to the organisation’s ongoing compliance with the Standards. 
	Your response:
Click or tap here to enter text.


41. Describe how staff in your organisation will be supported to proactively raise and report areas for improvement or compliance issues. 
	Your response:
Click or tap here to enter text.


42. Describe how your organisation will anticipate, identify, and treat financial risks to ensure the stability of the RTO’s financial position. 
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to risk management
Click or tap here to enter text.








[bookmark: _Toc200050329]Part 6 – Workforce management
This section must be completed for all applications. 
This section relates to the following Standards:
	Outcome Standard 3.1
	Outcome Standard 4.2
	Outcome Standard 4.3

	Identifying appropriate staffing levels
Professional development for staff
	Roles and responsibilities
Accountability
Ensuring compliance
	Risk identification and management



43. Describe the different roles in your organisation and the skills and knowledge required for each. If you need more rows, please attach this information in a separate document and submit it with your application. 
	Role
	Responsibilities
	Required skills and knowledge

	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.
	
Click or tap here to enter text.	
Click or tap here to enter text.	
Click or tap here to enter text.

44. Describe your strategies for attracting, recruiting, verifying and retaining appropriately qualified and skilled staff.
	Your response:
Click or tap here to enter text.


45. Describe how your organisation will respond to sudden or unexpected changes to its personnel.
	[bookmark: _Hlk197683773]Your response:
Click or tap here to enter text.



46. Describe how your organisation will monitor and review its staff’s performance to determine if they have sufficient professional development support and opportunities. 
	Your response:
Click or tap here to enter text.


47. Describe how your organisation will support its staff to understand the Outcome Standards and Compliance Requirements as relevant to their roles and responsibilities. 
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to workforce management
Click or tap here to enter text.






[bookmark: _Toc200050330]Part 7 – Student Support and Wellbeing
This section relates to the following Standards:
	Outcome Standard 2.1
	Outcome Standard 2.3
	Outcome Standard 2.4

	Clear, accurate and current information
What information to provide
When changes occur
	Determining training support services
Reasonable access to trainers, assessors and other staff
	Disclosure of disability
Reasonable adjustments



	Outcome Standard 2.5
	Outcome Standard 2.6

	Fostering an inclusive learning environment
Cultural safety
	Wellbeing support services
Identification of student needs
Designated support staff


48. Describe how your organisation will notify students about changes to your services that affect them?
	Your response:
Click or tap here to enter text.


49. Describe how your organisation will provide support for students who are at risk or potentially at risk of not making adequate progress with their training. 
	Your response:
Click or tap here to enter text.


50. Describe how your organisation will identify the wellbeing needs of its students and provide information about actions they can take, organisations they can contact, and services that are available to support their wellbeing and progression through training and assessment. 
	Your response:
Click or tap here to enter text.


51. Describe how your organisation will train and support its staff to provide appropriate wellbeing support for students. 
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to student support and wellbeing.
Click or tap here to enter text.





[bookmark: _Toc200050331]Part 8 - Diversity and Inclusion
52. Describe how your organisation will ensure that students who disclose information about a disability are adequately supported.
	Your response:
Click or tap here to enter text.


53. Describe how your organisation will support trainers and assessors to implement reasonable adjustments without jeopardising the integrity of the training product or industry standard.
	Your response:
Click or tap here to enter text.


54. Describe how your organisation will ensure learning and assessment environments that are safe, accessible, and welcoming of students and free from racism, discrimination, or any other sort of harassment.
	Your response:
Click or tap here to enter text.


55. Describe how your organisation will support students who have cultural obligations and/or actively foster cultural safety for First Nations people.
	Your response:
Click or tap here to enter text.


56. Describe how your organisation will support its staff to understand socially inclusive practices and how to appropriately work with diverse cohorts.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to diversity and wellbeing.
Click or tap here to enter text.




[bookmark: _Toc200050332]Part 9 – Students under the age of 18This section only needs to be completed if the organisation will accept students who are under the age of 18. If this does not apply, move on to the next section.

This section relates to the following Standards:
	Outcome Standard 4.3

	Risk identification and management
Risks to safety and wellbeing of children



	Compliance Requirements 

	Section 20 – Compliance with laws


57. Describe how your organisation will ensure that it meets the Commonwealth, State or Territory legislation, or other regulatory requirements relating to child welfare and protection appropriate to the jurisdiction in which it will operate. 
	Your response:
Click or tap here to enter text.


58. Describe how your organisation will monitor and address risks to the safety and wellbeing of students aged under 18 which are specific to this cohort.
	Your response:
Click or tap here to enter text.


59. Describe how your organisation will ensure prospective employees are cleared to work with children.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to students under the age of 18.
Click or tap here to enter text.






[bookmark: _Toc200050333]Part 10 – Student recruitment
This section relates to the following Standards:
	Outcome Standard 2.1
	Outcome Standard 2.2
	Outcome Standard 2.5

	Clear, accurate and current information
What information to provide
	Suitability of training products
	Inclusive marketing and enrolment



	Compliance Requirements

	Section 7 – Marketing and advertising
Section 8 – Guarantees and inducements
Section 13 and Schedule 2 – Use of the Nationally Recognised Training Logo 



60. Describe your organisation’s strategies for advertising, marketing and recruiting students. 
	Your response:
Click or tap here to enter text.


61. Describe how your organisation will ensure that all advertisements or marketing materials meet the Compliance Requirements.
	Your response:
Click or tap here to enter text.


62. Describe how your organisation will ensure its marketing and recruitment practices are accessible and inclusive.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to student recruitment.
Click or tap here to enter text.








[bookmark: _Toc200050334]Part 11 – Feedback, complaints and appeals
This section relates to the following Standards:
	Outcome Standard 2.7
	Outcome Standard 2.8
	Outcome Standard 4.4

	Feedback and complaint management systems
Recording and documenting outcomes
	Appeals management
Independent parties
	Monitoring for outcomes
Feedback and data
Continuous improvement reviews



63. Describe the mechanisms and channels your organisation will have in place to receive and action feedback and complaints from students.
	Your response:
Click or tap here to enter text.


64. Describe how your organisation will ensure students are informed about and understand their appeal rights, and how to lodge an appeal.
	Your response:
Click or tap here to enter text.


65. Describe how your organisation will ensure that people responsible for processing appeals are objective, impartial, and adequately trained.
	Your response:
Click or tap here to enter text.


66. Describe how your organisation will review complaints, appeals and feedback to identify continuous improvement actions.
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to feedback, complaints and appeals.
Click or tap here to enter text.









[bookmark: _Toc200050335]Part 12 – Credit transfer, AQF Documentation and Student Records
This section relates to the following standards
	Outcome Standard 1.7

	Credit transfer
Equivalency
Authenticating transcripts



	Compliance Requirements

	Section 9 – Issuance of AQF certification documentation
Section 10 – Records of AQF documentation and assessments
Section 11 – Issue of VET qualifications and VET statements of attainment
Section 12 – Student identifier requirements
Section 20 – Compliance with laws



67. Describe how your organisation will provide students with information about seeking credit transfer, including how and when credit transfer will be administered.
	Your response:
Click or tap here to enter text.



68. Describe how your organisation will verify the authenticity of evidence used for credit transfer.
	Your response:
Click or tap here to enter text.


69. Describe how your organisation will ensure that it does not issue AQF certification documentation to a student who has not been assessed as fully meeting the requirements of the training product. 
	Your response:
Click or tap here to enter text.


70. Describe how your organisation will ensure that when an eligible student is assessed as meeting the requirements of the training product, they are issued with AQF certification documentation within 30 calendar days from the completion of assessment.
	Your response:
Click or tap here to enter text.


71. Describe your organisation’s systems for maintaining records of AQF certification and student assessments.
	Your response:
Click or tap here to enter text.


72. Describe how your organisation will ensure that the VET qualifications and VET statements of attainment it issues contain the required information specified in section 11 of the Compliance Requirements.
	Your response:
Click or tap here to enter text.


73. Describe how your organisation will collect and validate student identifiers.
	Your response:
Click or tap here to enter text.


74. Describe how your organisation will ensure that student information is protected under privacy legislation?
	Your response:
Click or tap here to enter text.



	List the supporting evidence you can provide related to credit transfer, AQF Documentation and Student Records.
Click or tap here to enter text.
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