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What will be discussed

The purpose of today’s webinar is to unpack how to conduct an 
Internal Audit.  We will discuss:

• Setting the objectives for your audit
• Preparing for the audit
• Gathering evidence through desktop reviews and site visits
• Evaluating evidence and making an audit decision
• Briefing the auditees
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Community RTO – Where Connection Matters

5

Page 3 of handout



OFFICIAL

wa.gov.au/tac

Activity – Community RTO

Adora, the CEO has asked you to do an internal 
audit to make sure that the RTO is compliant.
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What other reasons might there be for us to 
do an internal audit in community RTO?

Please put your answers in the chat box
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Activity – Defining the issues

Adora, the CEO has asked you to do an internal 
audit to make sure that the RTO is compliant.

8 Minutes 
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• What are the issues in the case 
study?

• What clauses would you audit 
to investigate the issues?

Please put your answers in the 
chat box
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How do I evaluate the evidence
Our focus clauses are:

5.1. Prior to enrolment or the commencement of training and assessment, 
whichever comes first, the RTO provides advice to the prospective learner 
about the training product appropriate to meeting the learner’s needs, 
taking into account the individual’s existing skills and competencies.

5.2. Prior to enrolment or the commencement of training and assessment, 
whichever comes first, the RTO provides, in print or through referral to an 
electronic copy, current and accurate information that enables the learner 
to make informed decisions about undertaking training with the RTO and at 
a minimum includes the following content: 
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5 Minutes 

Activity – Questions for the site visit? 
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Remember to look outside your bubble…
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How do I evaluate the evidence

Our focus clauses are 5.1 and 5.2
• What is the requirement of the clause
• What processes have we put in place to meet the requirements of the 

clause
• Were the processes used?
• Did the processes work?
• If they didn’t work, what went wrong and how do we fix it?
• If the processes worked, is there anything that could be improved?

5 Minutes 
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Please put your answers 
in the chat box
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Making an audit decision

We have four options when it comes to our 
decisions

• Compliant                                                                                  
• Compliant with an opportunity for Improvement              
• Non-Compliant                                                                          
• Good Practice
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OFI
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Briefing the Auditees
Opening meetings

• Introductions
• Provide an overview of roles, responsibilities 

process, schedule
• Opportunity to ask questions and clarify
• Are all the plans and logistics in place and 

workable

Closing meetings
• Explain the findings of the audit
• What happens next
• Timeframes
• Opportunity for questions
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What to expect in the next webinar

• Reporting findings
• How to negotiate rectifications
• Timeframes and following up
• Closing out an audit
• Focusing on continuous improvement 
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Questions?
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29 May – Internal Audit
9 June – TAC Event (TAC RTOs Only)
16 June – Becoming an RTO


