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Self-Assessment Tool
Introduction

ASQA’s approach to regulation emphasises RTOs’ responsibility for assessing their own performance and practices against the Standards for RTOs 2015.

Self-assessment supports continuous improvement and helps ensure compliance by RTOs.

Why should you complete a self-assessment?

The National Vocational Education and Training Regulator Act 2011 (NVR Act) requires RTOs to comply with the Standards at all times.

Clause 8.4 of the Standards requires an RTO to provide an annual declaration on compliance with these Standards to the VET regulator.

This self-assessment tool can help you to:

· reflect on your RTO’s practices and processes to ensure quality outcomes for your students

· build an organisational culture that understands the value of self-assessment to improve the quality of student experiences and outcomes

· prepare for audit, and/or

· prepare for submitting an annual declaration.

Preparing for a self-assessment

Your self-assessment will vary according to the nature, size and scope of registration of your RTO.

Your focus should be on your RTO’s practice and how it:

· demonstrates compliance with the Standards, and

· achieves quality student experiences and outcomes.

ASQA’s regulatory approach focuses on results and the quality of experience achieved for your students. As such, make sure you collect evidence about what your RTO actually does​​—that is, your practice. Do not just collect evidence of systems and processes, as these can be demonstrated in documents without necessarily being implemented or effective.

The student experience

This self-assessment tool is a companion to Version 2.0 of ASQA’s Users’ Guide to the Standards for Registered Training Organisations 2015.

The users’ guide follows the student experience through the five key phases of the student journey and references these phases against the Standards.

This self-assessment tool also aligns with the five phases of the student journey.

Using this tool will help you to identify and assess evidence of practice and outcomes for each phase of the student experience.

You can use this tool to identify areas for improvement in your RTOs’ practices, systems and processes and to determine the actions that need to be taken.

Does my RTO need to complete a self-assessment?

It is not a requirement of registration to use this tool to assess RTO’s compliance against the Standards. ASQA provides this tool to support RTOs in their continuous improvement.

The tool does not form part of the Standards and has no legal authority. The tool does not prescribe what evidence you should collect to demonstrate your compliance with the Standards.

Using this self-assessment tool

The tool follows the five phases of the student’s journey, grouping the relevant Standards (and clauses) against each stage.

For each Standard, clause or group of related clauses the tool includes:

· Links to the relevant standards/clauses in the users’ guide, which will include

· A set of questions to assist you in identifying your practices and outcomes (and related evidence/data) in relation to each Standard/clause, any opportunities for improvement, and any actions required:

· What practices, systems and processes are in place to meet this Standard?

· What evidence is there that demonstrates results, effectiveness or outcomes achieved?

· What are the opportunities for improvement?

· What actions, if any, are required?

Section 1 RTO details
	RTO Code (i.e. National Identification Number): 
	     

	Australian Business Number
	     

	Australian Company Number
	     

	Full name of legal entity
	     

	Registered business (trading) name/s (if relevant)
	     

	Person responsible for completing self-assessment

	Title
	Mr  /  Mrs  /  Ms  /  Other (please specify):  

	Last name: 
	     

	Given name(s):
	     

	Position Title:
	     

	Email: 
	     

	Date of assessment: 
	     

	Chief Executive Officer - Legally responsible person for registration

	Title
	Mr  /  Mrs  /  Ms  /  Other (please specify):  

	Last name: 
	     

	Given name(s):
	     

	Position Title:
	     

	Date of review: 
	


Section 2 Marketing and recruitment
RTOs are responsible for providing accurate and accessible information to prospective and current students about RTO services and performance (Standard 4/clause 4.1)

· Review information on understanding clause 4.1 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What systems and processes are in place to monitor and review marketing and recruitment materials and practices (yours and any third parties) to ensure accuracy? - How do you ensure your practices align with your systems? - How do you keep your staff informed of requirements and changes?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What data or information tells you your practices, systems and processes are effective for prospective and current students? - Do your surveys or feedback from students indicate they understood the information and that they are satisfied the services matched what they understood from the information? If not do you have a record of changes made in response to feedback?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



Section 3 Enrolment
RTOs are responsible for:

· informing and protecting students (clauses 5.1 - 5.3)

· protecting pre-paid fees by students (clause 7.3)

· providing credit for prior studies (clause 3.5)

3.1 Informing and protecting students (clauses 5.1 - 5.3)

· Review information on understanding clauses 5.1 - 5.3 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What systems and processes are in place to monitor and review marketing and recruitment materials and practices (yours and any third parties) to ensure accuracy? - How do you ensure your practices align with your systems? - How do you keep your staff informed of requirements and changes?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What data or information tells you your practices, systems and processes are effective for prospective and current students? - Do your surveys or feedback from students indicate they understood the information and that they are satisfied the services matched what they understood from the information? If not do you have a record of changes made in response to feedback?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



3.2 Protecting pre-paid fees by students (clause 7.3)

· Review information on understanding clause 7.3 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - Can you show that you have a policy or arrangement in place as required by Schedule 6 to the Standards, that the policy/arrangement is made clear to all prospective and current students and is consistently implemented by you and any third parties? - Can you demonstrate that the online business tools you use comply with the fee protection requirements?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Does student feedback indicate that students are aware of and understand the arrangements for fee protection?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



3.3 Providing credit for prior studies (clause 3.5)

· Review information on understanding clause 3.5 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - Can you show that you have a policy and/or processes in place for providing credit and how staff and prospective students are made aware of the policy?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Do you have evidence of credit being granted to students and the method used to authenticate the information? - Do staff surveys indicate they understand and know how to apply the policy? - Does student feedback indicate they understood the policy and were satisfied with the RTO’s practice and decisions?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



Section 4 Support and progression
RTOs are responsible for:

· Supporting learners (Clause 1.7)

· Keeping learners informed (Clause 5.4)

· Managing complaints and appeals (Clauses 6.1-6.6)

4.1 Supporting learners (Clause 1.7) and keeping learners informed (Clause 5.4)

· Review information on understanding clause 1.7 in the Users’ guide to the Standards for RTOs 2015
· Review information on understanding clause 5.4 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What policy and processes are in place to identify students who need support and to provide the services? - What evidence shows that services were provided and used when needs were identified? - How are staff advised of the policies and processes and what is in place to ensure consistent practices?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved?- Does student feedback indicate that they understood what support services were available and that they were provided with such services when they were needed? - What data tells your RTO that learner support is effective in assisting students to progress? - Can you demonstrate that over time you have increased rates of learner satisfaction and completions?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



4.2 Managing complaints and appeals (Clauses 6.1-6.6)
· Review information on understanding clauses 6.1 - 6.6 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - How are staff and prospective and current students made aware of the complaints and appeals policy? - How are staff trained to implement the policy? - How are complaints and appeals monitored to determine that practices align with the policies and are consistent?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Do records show that complaints are monitored and changes have been made to the RTO’s practices in response to learnings? - Is there data that shows complaints and appeals are effectively resolved and that the parties are satisfied with the outcomes?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



Section 5 Training and assessment
RTOs are responsible for:

· implementing, monitoring and evaluating training and assessment strategies and practices (Clauses 1.1 – 1.4 and 2.2)

· engaging with industry (Clauses 1.5 – 1.6)

· conducting effective assessment (Clauses 1.8 – 1.12)

· employing skilled trainers and assessors (Clauses 1.13 – 1.16)

· providing supervision of trainers where needed (Clauses 1.17 – 1.20)

· employing experts to teach trainers and assessors (Clauses 1.22 – 1.24)

· engaging independent validators to conduct the quality reviews of training and assessment qualifications (Clause 1.25)

· managing transitions from superseded training products (Clauses 1.26 – 1.27)

5.1 Implementing, monitoring and evaluating training and assessment strategies and practices (Clauses 1.1 – 1.4 and 2.2)

· Review information on understanding clauses 1.1 - 1.4 in the Users’ guide to the Standards for RTOs 2015
· Review information on understanding clause 2.2 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - How can you demonstrate that your training and assessment strategies are compliant with the Standards and that where there are multiple documents in a strategy there is consistency across all documents? - What systems do you have in place to ensure there is consistency across all staff and that the practices are consistent with the training and assessment strategies?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Does data from staff surveys indicate consistent understanding of the requirements of the training and assessment strategies and of required practices? - Does employer and learner feedback data indicate graduates are equipped with the skills and knowledge indicated by their qualifications? - What does completions and satisfaction data tell you about your services?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.2 Engaging with industry (Clauses 1.5 – 1.6)

· Review information on understanding clauses 1.5 - 1.6 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What information do you have about who, how and when you consulted with industry? - What revisions have been made to your training and assessment strategies and practices as a result of feedback and advice?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Has your employer satisfaction data and feedback improved over time? - What does your student feedback data tell you about their satisfaction with their trainers and assessors and the relevance of their training?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.3 Conducting effective assessment (Clauses 1.8 – 1.12)

· Review information on understanding clauses 1.8 - 1.12 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - How do you determine that your assessment system meets the requirements of these Standards? - How do you ensure that the practice of all staff aligns with your assessment system? - What information sources enable you to check on the actual experience of your staff and students?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What do the results of your validation tell you about effectiveness? - What data tells you about the effectiveness of work placements? - What does your industry feedback data and student feedback tell you about outcomes achieved for your graduates?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.4 Employing skilled trainers and assessors (Clauses 1.13 – 1.16)

· Review information on understanding clauses 1.13 - 1.16 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What evidence do you have to demonstrate your systems and practice verification of trainer and assessor qualifications, industry currency and vocational competency and maintenance of current and competency?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What does your student feedback tell you about satisfaction with their trainers and assessors? - What does your employer satisfaction data tell you and your direct feedback from your industry networks? - What evidence do you have about review and updates to industry currency and vocational competence based on feedback and advice?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.5 Providing supervision of trainers where needed (Clauses 1.17 – 1.20)

· Review information on understanding clauses 1.17 - 1.20 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - How do you ensure consistency of practice across staff to meet the requirements of the policy?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What does student, employer and industry feedback tell you about satisfaction?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.6 Employing experts to teach trainers and assessors (Clauses 1.22 – 1.24)

· Review information on understanding clauses 1.22 - 1.24 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What evidence do you have about how you systematically verify information about qualifications? - What processes and practice are in place in relation to professional development? - What processes and practices are in place to engage with industry to confirm, review and update required skills and knowledge for training and assessors?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What does your data tell you about graduate and employer satisfaction with your services? - What revisions are made to the required skills and knowledge of trainers and assessors based on feedback?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.7 Engaging independent validators to conduct the quality reviews of training and assessment qualifications (Clause 1.25)

· Review information on understanding clause 1.25 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - How do you select your independent validator and ensure they meet the requirements of ‘independent validation’?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What feedback or information do you have that tells you your independent validation is effective?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



5.8 Managing transitions from superseded training products (Clauses 1.26 – 1.27)

· Review information on understanding clauses 1.26 - 1.27 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved?- Does the information on your student management system show that no students were enrolled in a superseded qualification beyond the relevant date? - If your RTO is using a decision made by ASQA to allow delivery in specific circumstances beyond the usual allowable timeframes, do you have evidence that all students involved match the identified criteria for this delivery?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



Section 6 Completion
RTOs are responsible for:

· Providing secure certification (Clauses 3.1 – 3.4)

· Participating in the Student Identifier Scheme (Clause 3.6)

6.1 6.1 Providing secure certification (Clauses 3.1 – 3.4)

· Review information on understanding clauses 3.1 - 3.4 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What controls are in place to meet the requirements of this Standard and ensure that all staff are aware of the requirements and follow the policies and procedures?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What information do you have from students, employers and other RTOs about the integrity and credibility of qualifications issued by your RTO?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



6.2 Participating in the Student Identifier Scheme (Clause 3.6)

· Review information on understanding clause 3.6 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What student management system do you have in place to ensure security and back up of information? - What is in place to ensure staff understand and apply the requirements consistently?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What feedback and information do you have to demonstrate the effectiveness of your systems and practices?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



Section 7 Standards relevant to regulatory compliance and governance practice
RTOs are responsible for:

· ensuring authorised executive officers are in place and assessing financial viability risk (Clauses 7.1 and 7.2)

· compliance and reporting (Clauses 2.1, 8.4-8.6)

· recording, monitoring and reporting third party arrangements (Clauses 2.3-2.4, 8.3)

· holding public liability insurance (Clause 7.4)

· meeting data provision requirements (Clause 7.5)

· providing requested information to ASQA (Clauses 8.1 and 8.2)

7.1 Ensuring authorised executive officers are in place and assessing financial viability risk (Clauses 7.1 and 7.2)

· Review information on understanding clauses 7.1 - 7.2 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What delegations are in place? - What arrangements are in place to ensure practices align with the delegations?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



7.2 Compliance and reporting (Clauses 2.1, 8.4-8.6)
· Review information on understanding clause 2.1 in the Users’ guide to the Standards for RTOs 2015
· Review information on understanding clauses 8.4 - 8.6 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - How do you assess your RTO’s operations and services to ensure compliance at all times? - How do you monitor changes to legislative and regulatory requirements and keep staff and students advised of changes that might impact on services?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - What does your RTO’s self-assessment against the Standards tell you about your compliance with the Standards and any improvements that can be made? - What data do you have about student and employer satisfaction with your services and the qualifications delivered?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



7.3 Recording, monitoring and reporting third party arrangements (Clauses 2.3-2.4, 8.3)
· Review information on understanding clauses 2.3 - 2.4 in the Users’ guide to the Standards for RTOs 2015
· Review information on understanding clause 8.3 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What agreements are in place and what do they cover? - What evidence do you have about systematic monitoring and review of third party agreements and any actions taken in response to identified issues?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Does feedback from students indicate they are aware of any third party arrangements and are satisfied with services? - Does feedback from staff and third parties indicate they understand and apply the agreements?

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



7.4 Holding public liability insurance (Clause 7.4)
· Review information on understanding clause 7.4 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - Evidence shows the required insurance is in place.

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Evidence indicates that the insurance is current in the event of an incident or claim.

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



7.5 Meeting data provision requirements (Clause 7.5)
· Review information on understanding clause 7.5 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - Do you have the right systems and tools in place to ensure you meet the requirements of this Standard? - What arrangements do you have in place to ensure staff understand the requirements and can use the systems and tools?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Accurate data is submitted on time. - Quality indicator data is used to continuously improve services for students and employers.

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



7.6 Providing requested information to ASQA (Clauses 8.1 and 8.2)
· Review information on understanding clauses 8.1 - 8.2 in the Users’ guide to the Standards for RTOs 2015
	What practices, systems and processes are in place to meet these Standards? - What systems are in place for collecting, managing and reporting information that is accurate and current? - How do you ensure that third party agreements are monitored to ensure that third parties comply with this Standard? - What training do you provide for staff about the protocols and use of systems and the requirements of this Standard?

	     


	What evidence is there that demonstrates results, effectiveness or outcomes achieved? - Accurate information is provided by your RTO and third parties at any time it is requested.

	     


	What are the opportunities for improvement?

	     


	What actions, if any, are required?

	     



Form – Self-Assessment Tool

Page 1 of 21
Form – Self-Assessment Tool

Page 3 of 21

