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Guidance for completing the National Course Document Template

Guidance information is provided in blue font throughout the template. All blue guidance text must be deleted or replaced with black text once the course document has been fully completed. External links provided in blue font may be retained in the final document.

Refer to the Guide to Completing the National Course Document Template, where further information about completing the template and examples can be found.

Some sections of the template contain mandatory statements required by ASQA. These statements have been included in black text to clearly distinguish them and to assist course owners.

Do not change the font sizes or column formatting throughout the template. Do not insert external files into the template.  

Please note that this course template must be provided to ASQA in Microsoft Word format.  

Assistance

For assistance in completing this template, contact us by email at accreditation@asqa.gov.au. 

Further information about the course accreditation process is available from the ASQA website.

	
	
	




	

Section A: Copyright and course classification information

	1. Person in respect of whom the course is being accredited
	[Enter name of legal entity as per submitted application form]


Course Owner number: CO

	2. Address
	[List contact name, position/role, legal entity, physical and/or postal address, phone, email as per submitted application form]


	3. Type of submission
	☐ 	Initial accreditation 
☐ 	Renewal of accreditation – [Insert code and title of expiring course]

	4. Copyright acknowledgement
	Enterprise units 
· [If applicable, list all units developed for the course]


Training package units 
· [If applicable, list all units imported from training packages]



VET accredited course units 
· [If applicable, list all units imported from other VET accredited courses]



	5. Licensing and franchise
	

	6. Course accrediting body 
	The National VET Regulator 

	7. AVETMISS information 



	ANZSCO code – 6 digits
	

	8. 
	OSCA Code – 6 digits
	

	
	ASCED Code – 4 digits
	

	
	National course code 
	For ASQA use only – do not enter data in this field

	9. Period of accreditation 
	For ASQA use only – do not enter data in this field


	

Section B: Course information

	1.	Nomenclature

	0. Name of the qualification
	XXXXXNAT [Insert course level and title]

	0. Nominal duration of the course
	Supervised hours:	
Unsupervised hours:	
Volume of learning:	

	2.	Vocational or educational outcomes

	2.1	Outcomes of the course 
	Vocational/General/Community outcomes [as applicable]



	2.2 Course description 
	


	
3.	Development of the course

	3.1	Industry, education, legislative, enterprise or community needs 

	Need and support for national accreditation




Consultation and validation activities





Duplication statement





	3.2	Review for renewal of accreditation


	[If you are applying for Initial accreditation, enter ‘Not applicable’ in this section]

Ongoing need and support for national accreditation





Monitoring, evaluation and redevelopment of the course




Mapping information 

	Previous course
[Insert the course code and full title of the expiring course]
	Current course
XXXXXNAT [Insert full course title of the proposed course]
	Mapping status
[equivalent/not equivalent/removed/ new unit]

	[Insert current unit code]
	[Insert temporary unit code for proposed unit]
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Course equivalency 
The previous course [insert the expiring course code and full title] and the current course [insert temporary course code and full title of the proposed course] are deemed to be [insert equivalent / not equivalent, as required].


	
4.	Course outcomes

	4.1	Qualification level
	


	4.2	Foundation skills
	Foundation skills are identified either within the performance criteria or in the 'Foundation Skills' section of each unit of competency. For details, refer to the units of competency at Section C.

	4.3	Recognition given to the course
	

	4.4 	Licensing/ regulatory requirements 
	

	
5.	Course rules 

	5.1  Course structure
Rules for completion 
To achieve the course/qualification XXXXXNAT [insert full course title], the learner must complete [insert rules for completion].
 
	Unit code
	Unit title
	Competency Field 
[6 digits]
	Pre-requisite unit/s

	Nominal
hours
[Supervised hours only] 

	Core units

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total nominal hours (core units)
	

	Elective units

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Minimum and maximum nominal hours (elective units)
	

	Total nominal hours (core + elective units)
	



Volume of Learning 
Nominal (supervised) hours:
Unsupervised hours:
Total volume of learning:

Unsupervised activities 
Successful completion of this course will require learners to engage in unsupervised activities including:
· 
· 

Early exit points [if applicable] 


Statement of Attainment
A Statement of Attainment will be issued for any unit of competency successfully completed if the full qualification/Course in is not completed.

	5.2	Entry requirements
	Essential entry requirements [if applicable] 


Recommended entry requirements [if applicable]


Limitations to entry [if applicable]



	6. 	Assessment 

	6.1   Assessment strategy 
	Assessment must be conducted in accordance with the 2025 Standards for Registered Training Organisations (RTOs), or its successor.
Assessment methods




Assessment resources [if applicable]




Recognition of Prior Learning 
Recognition of Prior Learning (RPL) will be offered to learners at the time of enrolment.

Assessment requirements for imported units of competency [if applicable]




	6.2	Assessor competencies 
	All assessment must be undertaken by assessors who meet the requirements stated to apply under the 2025 Standards for Registered Training Organisations (RTOs), or its successor. 

Additional specialist vocational competency requirements [include justification, if applicable]  


Assessor requirements for imported units [delete this section and below statement if not applicable]
Assessment of units imported from nationally endorsed training packages and VET accredited courses must reflect the assessor requirements specified in the relevant training package or VET accredited course document.

	7. 	Delivery 

	7.1	Delivery modes 
	Delivery modes 


Limitation to delivery modes [if applicable]


Educational support mechanisms [if applicable]


Contextualisation of unit content for delivery [if applicable]



	7.2	Resources
	Essential facilities and equipment for delivery [if applicable]


Mandated resources for assessment [if applicable]
Mandated assessment resources apply to the unit(s). Refer to the Assessment Requirements of the individual unit.


Trainer competencies
All delivery must be undertaken by trainers who meet the requirements stated to apply under the 2025 Standards for Registered Training Organisations (RTOs), or its successor. 

Additional specialist vocational competency requirements for trainers [include justification, if applicable]



Trainer requirements for imported units [delete this section and below statement if not applicable]
Delivery of units of competency imported from nationally endorsed training package/s and VET accredited course/s must reflect the trainer requirements specified in the relevant training package/s or VET accredited course document/s.

	8. Pathways and articulation

	8.1	Pathways and articulation 
	Potential pathways into the course [if applicable]
The following course(s)/qualification(s) provide(s) a pathway into the course:
· [Insert code and title of course/qualification]

Potential pathways following course completion [if applicable]
The XXXXXNAT [insert title of course] provides a pathway into the following course(s)/qualification(s):
· [Insert code and title of course/qualification]

Articulation arrangements [if applicable]
	

	9. Ongoing monitoring and evaluation

	9.1 	Ongoing monitoring and evaluation 
	Monitoring and evaluation processes
[Describe how the course content and outcomes will be monitored and evaluated to ensure they remain relevant, current, and compliant throughout the accreditation period]


The National VET Regulator will be informed of any proposed changes. This allows the Regulator to assess whether the course remains current and compliant with the Standards for VET Accredited Courses 2021, or its successor, and the Australian Qualifications Framework (AQF) throughout its accreditation period.
If changes are made as a result of monitoring and evaluation, any RTO licensed or franchised to deliver the course will be advised by the copyright owner.
Imported units [delete this section and below statement if not applicable]
Units imported into the course from nationally endorsed training packages will be reviewed for currency and ongoing suitability to ensure intended course outcomes are being met.




Section C—Units of competency 

Units of competency developed for the course
	Code 
	Title

	NATXXXXX001
	

	NATXXXXX002
	

	NATXXXXX003
	

	NATXXXXX004
	

	NATXXXXX005
	

	NATXXXXX006
	

	NATXXXXX007
	

	NATXXXXX008
	

	NATXXXXX009
	

	NATXXXXX010
	



Units of competency imported from training packages [if applicable]
	Code 
	Title

	
	

	
	

	
	

	
	

	
	



Units of competency imported from other accredited courses [if applicable]
	Code 
	Title

	
	

	
	

	
	











	UNIT CODE 
	NATXXXXX001

	UNIT TITLE 
	

	APPLICATION 
	This unit describes the performance outcomes, skills and knowledge
required to…





	PRE-REQUISITE UNIT 
[optional field]
	

	COMPETENCY FIELD
	[6 digit code and descriptor]

	ELEMENTS 
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes of the unit
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. 
	1.1 
1.2 
1.3 
1.4  

	2. 
	2.1 
2.2 
2.3  
2.4 

	3. 
	3.1  
3.2   
3.3 
3.4 

	4. 
	4.1 
4.2 
4.3 
4.4 

	5. 
	5.1 
5.2 
5.3 
5.4 




	FOUNDATION SKILLS 
[If a skill is already achieved by the performance criteria (PCs), it does not need to be repeated in this section – do not duplicate PCs. Include the table only when foundation skills are essential to performance but are not embedded in the PCs.]
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency. 
OR
Foundation skills essential to performance in this unit, but not explicit in the performance criteria are listed below including a brief description of how the skill is applied.

	Skill
[Remove skills that do not apply to unit]
	Description

	Reading skills to:
	

	Writing skills to:
	

	Oral communication skills to:
	

	Numeracy skills to:
	

	Learning skills to:
	

	Problem-solving skills to:
	

	Initiative and enterprise skills to:
	

	Teamwork skills to:
	

	Planning and organising skills to:
	

	Self-management skills to:
	

	Technology skills to:
	





	UNIT MAPPING INFORMATION 
	Code and Title 
Current Version
	Code and Title 
Previous Version
	Comments 

	
	NATXXXXX001 [insert title of the proposed unit]
	[insert code and title of the previous unit, if applicable]
	[Insert either: 
Equivalent, 
Not equivalent, or New unit]





	TITLE 
	Assessment Requirements for NATXXXXX001 [insert unit title]

	PERFORMANCE EVIDENCE 
	The learner must show evidence of the ability to complete tasks outlined in the elements and performance criteria of this unit, manage tasks and manage contingencies in the context of the job role. There must be demonstrated evidence that the learner has completed the following tasks:

· 
· 
· 

	KNOWLEDGE EVIDENCE 
	The learner must be able to demonstrate essential knowledge required to effectively do the tasks outlined in the elements and performance criteria of this unit, manage the tasks and manage contingencies in the context of the work role. This includes knowledge of:

· 
· 
· 

	
ASSESSMENT CONDITIONS 
	Mandatory assessment requirements [if applicable] 


Assessor Requirements [if applicable]
[If specialist vocational competency requirements apply for assessors, over and above the requirements of the 2025 Standards for Registered Training Organisations (RTOs), or its successor, and are listed in Section B: 6.2, they must also be listed here.]  
Assessors must meet the following additional specialist vocational competency requirements:
· 
· 
· 
[If no specialist vocational competency requirements apply, insert the following statement:]
No specialist vocational competency requirements for assessors apply to this unit.
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