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Group training organisation:       
Self-assessment Report

Skills Queensland
Date: 
Self Assessment Report

This self-assessment template is a resource developed to assist group training organisations with applying a continuous improvement approach to internal reviews. 

Completion of this report does not in itself indicate compliance; that is for the auditor to determine. However, the template does provide a consistent format for group training organisations undertaking internal reviews or that are preparing for compliance audits.

In accordance with the National Standards for Group Training Organisations, group training organisations are required to conduct an annual self-assessment audit against the standards. In Queensland, group training organisations are required to undertake the self-assessment process by 31 December of each year and to submit the self-assessment report to the Department of Education and Training by 31 January of the following year. 

The group training organisation must provide the auditor with all copies of the self-assessment audit report as well as any material requested by the auditor that may be relevant to the audit.

The auditor will use the self-assessment in the desk evaluation to determine initial conformity of the systems and processes, as documented in the self-assessment report, with the national standards, and as a tool to plan the site visit assessment.

The department will undertake analysis of the self-assessment reports to ensure improvements as identified in the audits are being actioned. 

Send the completed self-assessment report to:

Senior Program Officer 

Stakeholder and Industry Relations Unit

Industry Development

Department of Education and Training

LMB 527

GPO Brisbane  QLD  4001

Tel: (07) 3237 0155
Fax: (07) 3237 9783
Email: SIRT@deta.qld.gov.au
Group Training Organisation:          Date of Self-assessment:       
Standard 1: Systems for group training services including management of hosting

The group training organisation has systems in place to plan for, and provide, quality group training services to apprentices, trainees and host employers.

	Standard
	Possible evidence of compliance
	Actual evidence of compliance and location of evidence
	Details of System Improvement required
	Implementation date 
(improvement)

	1.1
The group training organisation shall conduct an internal audit and/or procedures in sub-clause 1.3 at least annually adopting a continuous improvement approach to the self-assessment.
	· record of annual Internal Review and Self-assessment report evaluating group training organisation’s compliance with the National Standards for Group Training Organisations

· record of opportunities for improvement identified from review and action taken

· discussion with stakeholders regarding involvement in improvement strategies (for example, minutes of meetings and surveys with key stakeholders)

· Chief Executive Officer (CEO) signed off Internal Review and Self-assessment; and

· feedback from the CEO via meetings, correspondence, signed reports or internal review findings and ensuing actions.
	     
	     
	     

	1.2
The group training organisation shall  have effective systems to demonstrate the demand for its group training services, industry support and responsiveness to industry need, and to:  manage and track hosting, including demonstrating how the host and the group training organisation will discharge their responsibilities for compliance with the Standards and with legislative and regulatory requirements; manage recruitment, placement, welfare, and career support of apprentices and trainees; rotate apprentices and trainees where appropriate; and monitor training.


	· systems to collect and analyse data

· surveys, questionnaires, phone and written survey, host employer reports and feedback on apprentices and trainees

· letters and testimonials

· complaint register

· advice to board and staff minutes

· documented analysis of operational data

· advice and strategies implemented as a result of feedback

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

· 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 ratio - annually

· number of field 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 and trainees on down time per week - quarterly

· average duration of down time for each employee - annually

· flow chart for signing up host employers

· host employer pack including agreement, checklist and OH&S assessment

· host employer files including agreements

· index, listing, and record of agreements

· blank and completed agreements showing identified responsibilities and duties with respect to relevant requirements of the Standards and with legislative and regulatory requirements
	     
	     
	     

	1.3
The group training organisation shall document, authorise, implement and review policies and/or procedures, as required by the standards, to ensure quality group training services consistent with the organisation’s scale of operations.


	· written manual of policies and/or procedures

· intranet document of policies and/or procedures

· work instructions implementing a policy or procedure

· staff training records on training sessions on policies and/or procedures and improvement strategies

· staff meeting minutes recording discussion or actions on policies and/or procedures

· staff notices about policies and/or procedures

· staff discussion with CEO testing adoption and implementation of policies and/or procedures and correction where failure of compliance is identified

· correspondence from CEO testing implementation of policies and/or procedures, improvement strategies, corrections where failure of compliance is identified

· system/activities that have arisen as a result of implementation

· flow charts on review process to ensure currency of policies and/or procedures

· feedback from stakeholders regarding the quality of service, and how this is investigated and opportunities for improvement of the system identified, and

· staff feedback mechanisms on the applicability and appropriateness of system requirements
	     
	     
	     

	1.4
The group training organisation shall document in a publicly available code of practice or similar document the service level requirements for staff providing group training services to apprentices, trainees and employers, including information from its policy on complaints handling and resolution, and shall keep records of each complaint and its resolution and review.


	· code of practice, code of conduct, customer service standards or similar brochure on display for staff, host employers, apprentices and trainees

· code of practice, code of conduct, customer service standards or similar document on the intranet or webpage for staff, host employers, apprentices and trainees

· agreements with host employers, apprentices and trainees containing information on code of practice, code of conduct, or customer service standards or similar document

· staff, apprentice and trainee induction materials

· staff information or professional development sessions on this topic

· survey to test satisfaction with staff conduct and group training services

· record  outlining methodology followed in conducting survey

· report on analysis of results and actions taken

· internal review documentation detailing analysis of results and action taken

· minutes of staff meetings or process used to review publication of service level requirements

· written manual has policies and/or procedures for dealing with complaints, grievances and appeals in a constructive and timely manner

· flow charts on process to ensure policies and/or procedures maintenance

· a flow chart demonstrating the process followed for dealing with complaints, grievances and appeals in a constructive and timely manner

· records of complaints registration system

· records on staff, apprentice, trainee and host employer file regarding remedial action

· written or electronic record of complaint and action taken including timeframe

· written record of advice to relevant authorities

· staff meeting minutes

· training records on dealing with complaints, grievances and appeals, and

review notes on data on the number and nature of complaints, grievances and appeals, and follow-up action for continuous improvement
	     
	     
	     

	1.5
The group training organisation shall identify relevant group training operational data and shall be able to demonstrate how these data are used to plan and monitor performance of the group training organisation and in the improvement of services to employees, apprentices and trainees.


	· systems to collect and analyse data

· surveys, questionnaires, phone and written survey, host employer reports and feedback on apprentices and trainees

· letters and testimonials

· complaint register

· advice to board and staff minutes

· documented analysis of operational data

· advice and strategies implemented as a result of feedback

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

· 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 ratio - annually

· number of field 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 and trainees on down time per week – quarterly

· average duration of down time for each employee – annually.
	     
	     
	     

	1.6  The group training organisation shall collect and analyse stakeholder and client feedback and satisfaction data on the services as the basis for continuous improvement to its policies and procedures.
	· systems to collect and analyse data

· surveys, questionnaires, phone and written survey, host employer reports and feedback on apprentices and trainees

· record outlining methodology followed in conducting surveys

· report on analysis of results and action taken

· minutes of meetings, surveys and key stakeholders

· letters and testimonials

· discussion with stakeholders regarding involvement in improvement strategies

· feedback from stakeholders, regarding quality of service and opportunity for continuous improvement

· written manual of policies and/or procedures, and

· flow charts on review process, to ensure currency of policies and/or procedures.
	     
	     
	     


Standard 1: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:      
Group Training Organisation:      
Date of Self-assessment:       
Standard 2: Compliance with Commonwealth, state and/or territory legislation and regulatory requirements

The group training organisation ensures that compliance with Commonwealth, state and/or territory legislation and regulatory requirements relevant to its operations are integrated into its policies and/or procedures and that compliance is maintained. 

	Standard
	Possible evidence Of compliance
	Actual evidence of compliance and location of evidence
	Details of system improvement required
	Implementation date (improvement)

	2.1
The group training organisation shall have a documented process for:

a)
identifying relevant Commonwealth, state and territory legislation and related regulations applicable to its operations

b)
integrating these requirements, and changes to these requirements, into the group training organisation’s policies and/or procedures

c)
ensuring that staff are made aware of their obligations, related to their duties, with other staff, apprentices and trainees, under such legislation and regulatory requirements, and for reviewing compliance.
	· list of relevant legislation

· access to consolidated legislation  webpage - federal, state and territory

· staff training records, minutes of meetings, workshop documentation and emails in relation to legislation and regulation

· policies and procedures reflective of current legislation and regulation applicable to the group training organisation—examples include:

· occupational health and safety, especially hazard identification

· workplace harassment, victimisation and bullying

· anti-discrimination, racial vilification, disability discrimination

· child protection

· vocational education and training

· industrial relations

· privacy

· apprenticeships and traineeships.
· procedures that meet the requirements of identified legislation

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


Standard 2: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:      
Group Training Organisation:       
Date of Self-assessment:       
Standard 3: Effective financial management procedures

The group training organisation has effective financial management procedures in place.

	Standard
	Possible evidence of compliance
	Actual evidence of compliance and location of evidence
	Details of system improvement required
	Implementation date (improvement)

	3.1
The group training organisation has effective documented management procedures in place to:

· ensure the group training organisation’s financial management policy and/or procedures are maintained and reflect actual practice within the organisation

· ensure staff and members of board, council and/or advisory committees of the group training organisation receive professional development or updates on financial management policy, procedures and reporting, including income recognition procedures, debt management, methods of costing services and cost recovery and payroll

· monitor and report on compliance with its financial management policy and/or procedures, for review as a basis for improvement

·    ensure probity is maintained for all financial matters.
	· policy and/or procedures on operational day-to-day financial management

· CEO’s or delegate’s comments on financial reports, budget(s), cash flow forecasts, financial ratios, adequacy of reserves or lines of credit

· CEO’s advice to the board, Council or advisory committee on financial reports, budget(s), cash flow forecasts, financial ratios, adequacy of reserves or lines of credit

· financial records—electronic or paper-based

· payroll and invoicing systems

· accountant’s monthly reports

· annual external audits

· financial audit reports

· accounting system documents

· annual report

· credit control system

· aged debtor summary

· CEO’s notes reviewing that the procedures are currently implemented

· board and staff training documentation

· academic qualifications and work experience records of staff and board, Council or advisory committee members

· record of actions taken from information collected

· record of mitigation actions undertaken

· record of review of qualifications and/or experience of those responsible for and carrying out financial management, and/or training given to these personnel.
	     
	     
	     

	3.2 The group training     organisation’s accounts shall be certified, at least annually, by a qualified accountant with membership of Certified Practising Accountants Australia or the Institute of Chartered Accountants of Australia or the National Institute of Accountants or otherwise registered as an auditor with the Australian Securities and Investment Commission and, on request, the report shall be made available to the state training authority that has recognised the organisation.
	· documents to substantiate certified accounts produced.
	

     
 
	     
	     

	3.3
The group training authority shall obtain, and make available if requested by the state training authority, a full audit report from a qualified independent accountant with membership of Certified Practising Accountants Australia or the Institute of Chartered Accountants or the National Institute of Accountants or otherwise registered as an auditor with the Australian Securities and Investment Commission of Australia within 60 days of request.
	· letter to substantiate full audit report has been sent and received by the state training authority


	     
	     
	     

	3.4
The group training organisation shall ensure that it has insurance cover appropriate to its activities, including insurance for worker’s compensation, public liability, professional indemnity, building and contents.
	· file copies of insurance policies

· file evidence that insurance premiums are up-to-date

· file evidence that levels and types of insurance coverage—both in dollar terms and areas of operation as well as geographical area of coverage—have been reviewed at renewal time or annually.
	     
	     
	     


Standard 3: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:       
Group Training Organisation:       
Date of Self-assessment:       
Standard 4: Effective administrative and records management procedures

The group training organisation has effective administrative and records management procedures in place.

	Standard
	Possible evidence Of compliance
	Actual evidence of compliance and location of evidence
	Details Of System Improvement required
	Implementation date (improvement)

	4.1
The group training organisation shall document, implement and review policies and/or procedures to:

· ensure the accuracy, integrity, confidentiality and security of records during their storage, archiving and disposal
· achieve document control by requirements to demonstrate authorisation, versions control, amendments and back-up of electronic records.
	· document and data control and records management system demonstrating evidence of compliance with each of the eight standards

· effective system operating for the retention, archiving, retrieval and transfer of:

· apprenticeship and traineeship records for the time specified by the state or territory government

· all other records consistent with contractual and legal requirements and the requirements of the state training authority

· retention times should also be documented, and meet legislative and other requirements

· a policy and/or procedures identifying access to confidential information obtained by the group training organisation, including provision for apprentices and trainees to access their personal records.  This would include access by committees, individuals or organisations, and also include backup of electronic records.  This could also include password control of electronic records.

· an operations system check to ensure that, except as required by law, information about a host employer, apprentice or trainee is not disclosed to a third party without the written consent of that person

· shredding, secure disposal—through locked bins—or other means of disposal of confidential information to ensure maintenance of confidentiality

· ISO9001:2000 clause 4.2.4—control of records—compliant record management system

· internal review and audit outcomes that indicate compliance with the National Privacy Principles, to the extent required, and

· evidence of back-up electronic records
	     
	     
	     


Standard 4: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:       
Group Training Organisation:      
Date of Self-assessment:       
Standard 5: Effective corporate governance

The group training organisation has appropriate structures and processes for decision-making, accountability and control of that group training organisation.

	Standard
	Possible evidence Of compliance
	Actual evidence of compliance and location of evidence
	Details Of System Improvement required
	Implementation date (improvement)

	5.1
A group training organisation shall be an entity recognised by the appropriate government agency.


	· legal documentation establishing organisation as:
· a company—that is, a copy of the company certificate, including the registered name, Australian Business Number (ABN) and office address of company
· an incorporated association—that is, a copy of the certificate of incorporation, including the registered name
· a statutory body—that is, details of the Act of Parliament or order establishing the body.
	     
	     
	     

	5.2
The group training organisation shall document:

· the ownership, structure and control of the group training organisation

·  name and experience of members of the board  or other governing body, their roles and responsibilities of the CEO, chief finance officer (CFO) and other senior managers

· key provisions for decision-making and accountability including delegation of authority to the CEO and matters reserved to the board where it exists, and terms of reference of the board, council or advisory committee and member’s selection and induction procedures, including clarification of obligations and responsibilities.
	· registration papers

· licences

· list of board members, including their experience and roles and responsibilities

· record of induction or information meetings where staff have been made aware of where this information is kept and the implications to their roles and responsibilities within the organisation—for example, Group Training Australia’s directors induction kit


	     
	     
	     

	5.3
The CEO shall ensure that members of the board or other governing body approve any amendment to 5.2 and staff are advised.
	· a document, booklet or manual containing the information detailed in 5.2 sufficient to allow staff to effectively carry out their roles and responsibilities.

	     
	     
	     

	5.4
The group training organisation shall have a current  plan for its business that:

· is based on the strategic directions of the GTO

· includes projected profit and loss and cash flows

· takes account of the risk management plan

· considers key stakeholder needs

· is approved, reviewed and updated annually by the board or other governing body.
	· a documented business plan or strategic plan covering the full scope of activities and resources for records to clients

· evidence of review of effectiveness and updating of business plan or strategic plan at least annually

· business strategic planning flow chart or process

· a documented business plan or strategic plan covering the full scope of activities and resources for records to clients

· evidence of review of effectiveness and updating of business plan or strategic plan at least annually

· business strategic planning flow chart or process flow chart or documented procedure showing how stakeholder input is sought, analysed and included in plans.

	     
	     
	     

	5.5
The group training organisation shall document and implement a risk management plan approved by the board or other governing body covering the identification, assessment and monitoring of risk including safeguarding its assets, compliance with the National Standards for Group Training Organisations and contractual arrangements with host employers.
	· staff training records on risk management

· records of risk assessment from external service provider

· risk management plan

· assets register

· process documented for the management of assets and facilities

· flow chart that shows process for the effective identification, assessment and monitoring of risk including the National Standards for Group Training Organisations and contractual arrangements with host employers

· process documented for the  identification,  assessment and monitoring of risk; effectively identifying all risks, their true significance, and allowing for the effective monitoring of risks
	     
	     
	     

	5.6
The CEO or chair of the board  or other governing body shall inform the state training authority in writing or email of changes to circumstances where this may affect the ongoing employment status of  all apprentices and trainees of the organisation, as soon as the group training organisation becomes aware of the situation and before any date that the organisation intends to cease operations.  This requirement shall be noted in the role statement of the CEO and in the terms of reference of the board or other governing body.
	· file copy of correspondence, appropriately dated, informing the state training authority of changes in circumstances where this may affect the ongoing employment status of the apprentices and trainees of the organisation

· acknowledgment of receipt of letter from state training authority.

	     
	     
	     

	5.7
 The group training organisation shall have a plan for ensuring that training and tools are provided to support members with their corporate governance responsibilities and shall review and update this plan annually
	· documented plan to support members with their corporate governance responsibilities


	     
	     
	     


Standard 5: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:       
Group Training Organisation:       
Date of Self Assessment:       
Standard 6: Access and equity

The group training organisation applies access and equity principles to its operation. 

	Standard
	Possible evidence Of compliance
	Actual evidence of compliance and location of evidence
	Details Of System Improvement required
	Implementation date (improvement)

	6.1
The group training organisation’s policies and/or procedures shall incorporate a statement on how access and equity principles or legislation were considered in the development of the policy and/or procedure.
	· 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.

	     
	     
	     

	6.2
The group training organisation shall:

· develop and implement an access that refers to the organisation’s resources on equity and/or formal link with one or more organisations with relevant specialist equity skills; and  articulates strategies and staff responsibilities to improve outcomes for  individuals facing barriers to participation and achievement in training and employment

· review the policy on a periodic basis to comply with new legislation and contemporary  practice with respect to  individuals facing barriers to participation and achievement in training and employment

· include information on the access and equity policy in induction kits or equivalent for employers, apprentices and trainees

· ensure staff are trained in, and comply with, the group training organisation’s access and equity policy

· ensure staff are trained in and comply with the organisation’s access and equity policy


	· code of practice, code of conduct, customer service standards or similar are on display and are in induction and promotional units

· code of practice, code of conduct, customer service standards or similar contain statements to address the more pressing equity needs of local people

· review dates on policy and procedure documents

· staff training record.

	     
	     
	     


Standard 6: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:       
Group Training Organisation:       
Date of Self Assessment:       
Standard 7: The skills of group training organisation staff

Each member of the group training organisation’s staff who is involved in the provision of group training services is skilled for the functions they perform. 

	Standard
	Possible evidence Of compliance
	Actual evidence of compliance and location of evidence
	Details Of System Improvement required
	Implementation date (improvement)

	7.1 The group training organisation shall develop, document and implement a policy and/or procedures for the 

· recruitment

· induction 

· ongoing development of each member of its staff who is involved in the provision of any aspect of group training service.


	· written manual of policies and/or procedures on recruitment, induction, performance management and professional development

· intranet document of policies and/or procedures on recruitment, induction and professional development

· work instructions implementing a policy or procedure on recruitment, induction, performance management and professional development

· organisational chart describing positions within the organisation and lines of responsibility

· alignment of duty statements to positions in organisational chart
	     
	     
	     

	7.2  
The group training organisation shall ensure that staff recruited are competent to carry out the duties of the position they are employed to fill, or that they are provided with adequate training to fulfil these competencies.


	· up-to-date record of staff qualifications, skills and experience

· recruitment packages for job applicants

· induction packages for new staff

· flow charts of induction process

· completed checklists for induction

· individual staff member's professional development record—training plan
	     
	     
	     

	7.3
The group training organisation shall encourage and provide relevant opportunities for the professional development of staff on the vocational education and training system with particular emphasis on the requirements for apprenticeships and traineeships, working with equity clients and working with other local networks.


	· staff notices, such as emails, minutes and letters, on professional development opportunities

· evaluation reports from participants in professional development activities

· record of formal qualifications acquired through professional development.

	     
	     
	     

	7.4
The group training organisation shall maintain up-to-date records of qualifications, skills and experience of staff in management, payroll and field officer functions.
	· personnel records on qualifications, skills and experience of management, payroll and field officer staff

· staff performance report.

	     
	     
	     

	7.5  The group training organisation shall monitor  and provide feedback to staff on their performance. 


	· staff performance feedback sheets

· staff records of field officers’ current competencies in hazard identification and management

· process used for the identification of competencies required for positions, e.g. skills matrix and/or training plans for staff


	     
	     
	     

	7.6
The GTO shall ensure that their staff are aware of or hold a qualification in Occupational Health and Safety (OH&S) principles.
	· Evidence that the worksite has been visited and assessed by an OH&S expert.
	     
	     
	     


Standard 7: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:       
Group Training Organisation:      
Date of Self Assessment:       
Standard 8: Ethical practice

The board, council or advisory committee of the group training organisation and its management and staff behave ethically in the provision of group training services.

	Standard
	Possible evidence Of compliance
	Actual evidence of compliance and location of evidence
	Details Of System Improvement required
	Implementation date (improvement)

	8.1
The group training organisation shall disseminate clear and accurate information about its services and operations to each host employer, apprentice and trainee.


	· information on services and operations including:

· apprenticeship and traineeship induction manual and checklist

· induction workshop and/or training

· apprenticeship and traineeship selection, job induction and/or orientation, placement and rotation procedures

· apprenticeship and traineeship information hand-out

· handout provided to host employer, apprentice and trainee outlining responsibilities to comply with relevant legislation including occupational health and safety, workplace harassment, victimisation, bullying, anti-discrimination and code of conduct

· off-the-job training record

· tracking system for host employers and apprentices and trainees

· flow chart on process addressing the career development and support needs of apprentices and trainees

· review notes monitoring training agreements, career development and support needs of apprentices and trainees

· schedule of fees and charges in a handout 

· schedule of fees and charges on webpage and/or intranet

· handout on provision for language, literacy, numeracy and other support

· handout on welfare and guidance services

· handout on disciplinary procedures, grievance process, code of conduct

· host employer induction kits.
	     
	     
	     

	8.2
The group training organisation shall document in a code of practice, or similar, a  statement on ethical practice within the organisation which has been approved by the board, Council or advisory committee for its own conduct and for the conduct of its management and staff, in the provision of group training services including in its relationships with other group training organisations and shall monitor compliance with the code. 
	· code of practice, code of conduct, or customer service standards or similar brochure with the group training organisation’s statement on ethical practice on display for staff, host employers, apprentices and trainees

· code of practice, code of conduct, or customer service standards or similar document with the group training organisation’s statement on ethical practice posted on the  intranet or webpage for staff, host employers, apprentices and trainees

· copies of advice minutes, contract document and the induction checklist to staff from management  on the need to adhere to the group training organisation’s statement on ethical practice

· records showing how breaches of ethical practice have been addressed

· training records on ethical practice for board, council, advisory committee, management and staff.

	     
	     
	     

	8.3
The group training organisation shall ensure that clients and stakeholders have access to a document on how the group training organisation manages conflict of interest within its group training function and across other functions within the organisation, or in related organisations.


	· code of practice, code of conduct, customer service standards or similar brochure with the group training organisation’s statement on management of conflict of interest on display for staff, host employers, apprentices and trainees

· code of practice, code of conduct, customer service standards or similar document with the group training organisation’s statement on management of conflict of interest posted on the  intranet or webpage for staff, host employers, apprentices and trainees

· copies of advice minutes, notices, checklist to staff from management  on the need to adhere to the group training organisation’s statement on management of conflict of interest

· records showing complaints about, and breaches of, conflict of interest and how these issues were addressed

· training records on conflict of interest for the board, Council, advisory committee, management and staff.
	     
	     
	     

	8.4
The group training organisation’s marketing and advertising plans and/or materials shall be accurate, define how key stakeholder relationships are managed and demonstrate that permissions, conditions and copyright requirements have been met.


	· marketing plan aligned with business and/or strategic plan

· advertising material aligned to marketing plan

· statement on stakeholder relationships in marketing plan

· letters, minutes, memos, notes documenting effective management of stakeholder relationships

· documentation where approvals, permission and conditions to use materials or information have been granted

· flow chart showing how copyright requirements are checked.
	     
	     
	     


Standard 8: findings 
 FORMCHECKBOX 
 Compliant    FORMCHECKBOX 
 Not compliant
Comments:       
Group Training Organisation:       
Declaration

My group training organisation has completed a self-assessment and has systems and processes in place that meet the requirements of National Standards for Group Training Organisations.

Signature:








Chief Executive Officer

Date
….../……/……

Comments:

     
[image: image2.jpg]


