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A Tool to support self-assurance under Smart and Skilled

	PROVIDER DETAILS:

	Legal Org ID:
	
	RTO ID:
	

	Legal Name:
	
	Trading Name
	

	ABN:
	
	ACN:
	

	Address:
	




	Person responsible for completing this Self-Assessment:

	Title:
	
	Given Name:
	
	Surname:
	

	Position Title:
	

	Date of Completion of Assessment:
	




	[bookmark: _bookmark0]OPERATING GUIDELINES PARAGRAPHS COVERED IN THIS TOOL

	Below are the paragraphs of the Smart and Skilled Operating Guidelines covered within this Tool. Use the Table of Contents in the Operating Guidelines to navigate to the relevant paragraph section. You can also use this list to mark each section of this Tool as complete as you progress through the Tool.

	1
	Marketing and information on Smart and Skilled (paragraph 1)
	

	2
	Access to training (paragraph 2)
	

	3
	Provider Consumer Protection Policy (paragraph 3)
	

	4
	Fee Information (paragraph 4)
	

	5
	Notification of Enrolment (paragraph 6)
	

	6
	Credit Transfer and Recognition of Prior Learning (paragraph 7)
	

	7
	Training Plans (paragraph 13)
	

	8
	Training and Assessment requirements and validation (paragraph 14)
	

	9
	Record Keeping (paragraph 17)
	

	10
	Reporting Training Activity Data (paragraph 18)
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	[bookmark: _bookmark1]MARKETING AND INFORMATION ON SMART AND SKILLED	

	1.1 Marketing of Smart and Skilled
1.2 Department intellectual property
1.3 Acknowledgement of source of subsidises and restrictions on promotion
1.4 Provider website
1.5 Requirement to maintain data
1.6 Provider’s Representative

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	

	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to
date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do you use marketing review reports?
· How has staff, employer, student, and industry feedback been considered?

	

	Q3: After reviewing your policies, procedures, and practices currently, what improvements are
required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	




	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS

	Issue or
Improvement
	Relevant
Document(s)
	Action Required
	Person
Responsible
	Date to be
Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




	[bookmark: _bookmark2]ACCESS TO TRAINING	

	2.1 Report wellbeing of under 18-year-olds
2.2 Child-related screening
2.3 Disadvantaged students
2.4 Training to meet student’s needs and requests

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	

	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to
date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do you use student outcome reports?
· How has staff, employer, student, and industry feedback been considered?

	



	Q3: After reviewing your policies, procedures, and practices currently, what improvements are
required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	

	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	[bookmark: _bookmark3]PROVIDER CONSUMER PROTECTION POLICY	

	3.1 Provider Consumer Protection Policy
3.2 Consumer Protection Information

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	

	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do you keep records of the number of complaints reported?



	· Do your records identify how complaints were dealt with and whether the complainant was advised of the outcome?
· How has staff, employer, student, and industry feedback been considered?

	

	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	

	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	[bookmark: _bookmark4]FEE INFORMATION	

	4. Fee Information

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.

· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures and policies.



	

	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Have there been any complaints regarding the fee charged and collected?
· When are fees charged?
· How do you advise students about the fees being charged?
· How has staff, employer, student, and industry feedback been considered?

	

	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	

	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	[bookmark: _bookmark5]NOTIFICATION OF ENROLMENT	

	6.1 Notification of Enrolment Process
6.2 Commencement of Training

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures and policies.

	

	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do policies and procedures capture all the requirements, such as obtaining consent information and evidence that is needed to be signed and/or collected?
· Do the policies, procedures and practices align with the Departments Notification of Enrolment process?
· Do the systems used capture the information that is outlined in the policies and procedures?
· How has staff, employer, student, and industry feedback been considered?

	

	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	



	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	[bookmark: _bookmark6]CREDIT TRANSFER AND RECOGNITION OF PRIOR LEARNING	

	7.1 Credit Transfer
7.2 Recognition of Prior Learning

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	

	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do the policies and procedures capture all the requirements, such as obtaining consent information and evidence that is needed to be signed and/or collected?
· Do the policies, procedures and practices align with the VET Regulator’s guidelines and the NSW Recognition Framework?
· Do the systems used capture the information that is outlined in the policies and procedures?
· How are students informed of the Credit Transfer and Recognition process? Is it in a way that students can understand the meaning of these terms and the process?
· How has staff, employer, student, and industry feedback been considered?

	



	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	





	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	[bookmark: _bookmark7]TRAINING PLANS	

	13.1 Enrolled Students (except Apprentices and Trainees)
13.2 Apprentices and Trainees

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	






	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Does the Training Plan capture and include all the information required?
· Are Training Plans developed within 12 weeks of Commencement and prior to the completion of Training?
· Does the Enrolled Student, you and the Employer (where applicable) have input in the development?
· Is the development of the Training Plan in accordance with the Apprenticeship and Traineeship Act 2001 (NSW), where applicable
· Are Training Plans continually updated throughout the training?
· How has staff, employer, student, and industry feedback been considered?

	




	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	




	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	[bookmark: _bookmark8]TRAINING AND ASSESSMENT REQUIREMENTS AND VALIDATION	

	14.1 Training and Assessment requirements
14.2 Validation and Contextualising of Training and Assessment resources

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	





	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· How often are Training and Assessment tools reviewed (review schedule)?
· How often are Training and Assessment tools validated (validation schedule)?
· Who is involved in the validation process?
· Do the systems used ensure all required evidence is captured?
· Are the Training and Assessment tools contextualised to the students and/or the employer’s needs?
· How has staff, employer, student, and industry feedback been considered?

	






	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	







	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	[bookmark: _bookmark9]RECORD KEEPING	

	17.1 How the Department uses records
17.2 Record Keeping Requirements
17.3 Electronic Signature
17.4 Training Activity Records
17.5 Record Keeping for online delivery
17.6 Record Keeping for delivery by correspondence
17.7 Required length of time
17.8 Example of Evidence

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	







	Q2: How do you ensure your practices, systems, policies and procedures all align and are kept up to date and accurate?

	Consider:
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do your systems collect and capture all the evidence?
· How do you ensure that the Training Activity Data reported aligns with the evidence collected?
· Do the policies, procedures, practices, and systems cater to all the different delivery modes you offer?
· How do you ensure the completeness and accuracy of the records?
· Do your systems allow you to keep records for a minimum of 3 years?

	





	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	





	SELF-ASSESSMENT ISSUES SUMMARY AND IMPROVEMENT ACTIONS
Add more rows if needed

	Issue or Improvement
	Relevant Document(s)
	Action Required
	Person Responsible
	Date to be Completed
	Completed Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _bookmark10]

	REPORTING TRAINING ACTIVITY DATA	

	18.1 Training Activity Data for Submission
18.2 Training Contract ID
18.3 Submission of Training Activity Data
18.4 Unit of Competency start and end dates
18.5 Qualification issue
18.6 Checklist for reported Training Activity Data

	Q1: What practices, systems and processes are in place to meet the requirements of the paragraphs?

	To help you answer this question, consider all applicable evidence.
· For example, list all relevant practices, systems, checklists, templates, process maps, manuals, procedures, and policies.

	






	Q2: How do you ensure your practices, systems, policies, and procedures all align and are kept up to date and accurate?

	Consider:	
· How do you know that policies and procedures are implemented in practice?
· How often are these policies, procedures and practices reviewed?
· Do you have a Student Management System that meets the requirements of the paragraphs?
· How do you ensure you submit Training Activity Data every 28 days?
· How do you ensure you have collected all evidence before submitting Training Activity Data?
· Are there quality checks in place before submitting Training Activity Data?
· How do you ensure compliance with 7(j) in the Terms and Conditions (notify of any overpayment) should this occur? E.g. do you undertake periodic reconciliations?

	





	Q3: After reviewing your policies, procedures, and practices currently, what improvements are required to ensure you continue to meet the requirements of the paragraphs?

	Consider:
· Has the review identified any gaps in the policies, procedures, or practices?
· Are there any barriers to ensuring you continue to meet the requirements of the paragraphs?
· What improvements need to occur to ensure that you continue to meet the requirements?

	




	PROVIDER’S DECLARATION	

	The RTO’s executive officer or high managerial agent must complete this section. By checking the boxes below, you declare that you agree with the following statements:

	
	I declare that this Self-Assessment has been prepared with my full knowledge.

	
	I declare that this Self-Assessment is meaningful, accurate, correct, complete and not misleading in any way.

	
	I understand that the Department may review the accuracy of this Self-Assessment, as it is a representation of the operations of the organisation and how it meets the Operating Guidelines paragraphs.

	
	I confirm that I will ensure that the organisation provides accurate and complete representations to the Department in relation to the organisation’s progress in implementing identified actions in relation to issues or improvements and will promptly advise the Department of any matters that will prevent the organisation from achieving the actions outlined.

	Full Name:
	

	Position:
	
	Date:
	




image1.png
NSW

EOVERNMENT




