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Version 4
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Criteria for desk-based audit

Standard 1 Systems for group training services including management of hosting
	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	(1.1) a record of annual internal review and self –assessment against the National Standards for Group Training Organisations
	
	

	(1.2) records of complaints and outcomes for the Queensland operations
	
	

	(1.4) host employer pack including agreement, checklist, OH&S assessment 
	
	

	(1.5) advice to management through memo, report or similar, reviewing data on services including management of hosting. This data may include:
	
	


	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	· number of hosts providing placements – quarterly

· number of apprentices and trainees in placements – quarterly

· change in number and vocation of hosts and apprentices and trainees – annually

· field staff: apprentices and trainees ration – annually

· number of field staff visits to host employers, apprentices and trainees – quarterly

· number of placements per apprentice and trainee per year and percentage on rotation – annually

· number and percentage of apprentices on down time per week – quarterly

· average duration of down time for each employee – annually

· number and percentage of apprentices and trainees resigning and reasons for withdrawal – annually.
	
	

	(1.6) results of surveys and/or questionnaires of host employers and/or apprentices and trainees
	
	


Standard 2 Compliance with Commonwealth, Sate/Territory legislation and regulatory requirements

	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	policies and procedures reflective of current legislation and regulation applicable to the PEO
	
	

	records which indicate that the staff member or external service provider assessing the systems has details knowledge of these requirements
	
	


Standard 3 Effective financial management procedures
	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	(3.4) file evidence that levels and types of insurance coverage – both in dollar terms and areas of operation and geographical area of coverage – have been reviewed at renewal time or annually
	
	


Standard 5 Effective corporate governance
	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	(5.4) a documented business plan or strategic plan covering the full scope of activities and resources for records of clients
	
	

	(5.5) risk management plan
	
	


Standard 6 Access and Equity
	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	(6.1) statement or paragraph in each policy and/or procedure on how appropriate access and equity principles are incorporated and/or whether they pertain to legislation
	
	


Standard 7 The skills of GTO staff
	Standard
	Evidence
	Compliant (COM)

Non compliant (NC)

	(7.1) organisational chart describing positions within  the organisation and lines of responsibility
	
	

	(7.2) completed checklists for induction
	
	

	(7.3) (7.4) personnel records on qualifications, skills and experience of management, payroll and field officer staff
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