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Initial Registration Process

Three parts to the application process:

1. Preparing the application
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Compliance with

• the Standards for Registered Training 
Organisations (RTOs) 2015;

• the Vocational Education and Training Act 1996;
• relevant state and Commonwealth legislation;
• relevant licensing requirements;
• TAC policies;
• Training Packages; and 
• the Australian Qualifications Framework (AQF).
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Is my organisation eligible?
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The Self Assessment Tool
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Self Assessment Tool
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Section 1 – Setting Up
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Business Plan

Fit and Proper Person Declaration
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Section 1 – Setting Up
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Business Plan

Fit and Proper Person Declaration

Evidence of Financial viability 

Financial Projections for the first two years of 
operation

Statement of 
review by 
qualified 

accountant

Cash 
Flow 

Statements
Balance Sheets

Profit and Loss 
Statements
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Section 2: Marketing
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Marketing

Samples of intended marketing 
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Section 3: Recruitment and Enrolment
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Recruitment And Enrolment

Pre-
enrolment 

information

Student 
enrolment 

forms

Evidence of 
fee 

protection (if 
applicable)

Fees and 
refunds 

information
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Section 4: Support Services
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Support Services

Support services 
provided

Complaints and 
appeals policy
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Section 5: Delivery of Training and 
Assessment
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Delivery of Training and 
Assessment

Industry 
Engagement

Training and 
Assessment 
Strategies

Facilities, 
Equipment and 

Resources
Trainers and 

Assessors Assessment
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Section 6: Completion
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Completion

• Testamur
• Record of Results
• Statement of Attainment

Issuing certification documents 
process
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Initial Registration Process

Three parts to the application process:

1. Preparing the application

2. Submitting the application
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Sections within the application

• Section 1 Type of Application

• Section 2 Applicant details

• Section 3 Details of legal entity’s 

directors and other associates

• Section 4 Applicant and associate 

history

• Section 5 Details of scope of 

registration
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Section 6 Declaration by CEO

Section 7 Evidence to support your application

Section 8 Conflict of interest

Section 9 Total VET Activity Exemption

Section 10 Fee Structure
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Application Process: Fees
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Fees

Each additional unit 

Base fee
(4 qualifications, 20 units, 2 delivery sites)

Application Lodgement Fee

Each additional qualification 

Each additional delivery site 

$800

$50

$145

$1395

$8000
Application Assessment Fee
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Application Process: Submission
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Application Process: Submission
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Initial Registration Process

Three parts to the application process:

1. Preparing the application

2. Submitting the application

3. The Audit
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Audit Process

67

Regulation officer allocates the 
audit to an auditor

2
RTO notified of the audit details

3

Auditor contacts organisation to 
schedule the site visit

4

5

Auditor undertakes desktop review 
of evidence

Site audit conducted
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After the Audit
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Questions?
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