AUDIT GUIDE
FOR TRAINING
PROVIDERS

IN THE ACT



August 2022 | Version 3.1

Skills Canberra
Chief Minister, Treasury and Economic Development Directorate

220 London Circuit, Canberra ACT 2601

GPOBox 158 , Canberra ACT 2601

Phone:(02) 6205 8555

Email: skills@act.gov.au

Web: http://www.act.gov.au/skills

Audit guide for training providers in the ACT - Version 3.1 2
Published 24 August 2022


mailto:skills@act.gov.au
http://www.act.gov.au/skills

Version control

Version Effective date Status Details
1.0 1January2014 |Initial N/A
Release
2.0 1 July 2015 New release  Updateddesign format

Revision to Appendix B: Audit Sanctions Matrix

21 1 July 2017 Modification ~ RTO Selection information updated
Revision to Appendix B: Audit Sanctions Matrix

3.0 1 October2019 Modification Commencement of Training Initiative Funding
Agreement

3.1 24 August2022  Modification  Skills Canberraaddress and website hyperlinks
updated.

It is the responsibility of the user to ensure that this is the current and complete document. The
latest version is located on the Skills Canberra website.

Audit guide for training providers in the ACT — Version 3.1
Published 24 August 2022



https://www.act.gov.au/skills/publications

Contents
Version control
Tables and diagrams

INTRODUCTION

Document purpose

COMPLIANCE AUDIT CONTEXT

Why Compliance Audits are conducted

Principles and expectations

COMPLIANCE AUDIT TYPE

Types of Compliance Audits conducted

Types of audit evidence

RTO SELECTION

How RTOs are selected for an on-cycle Compliance Audit

STUDENT SELECTION

How student files are selected for a Compliance Audit

COMPLIANCE AUDIT PROCESS

Audit notification

How audit evidence is assessed and the possible outcomes

AUDIT REPORT

How Compliance Audits are reported

Terms and definitions

Audit guide for training providers in the ACT — Version 3.1
Published 24 August 2022

10

10

12

12

13

13
13

16
16

18



APPENDIX B: COMPLIANCE MATRIX 22

APPENDIX B1: Systems and process evidence 23
APPENDIX B2: Student file evidence 27

Tables and diagrams

List of Tables

Table 1: Risk Indicator Changes 10
Table 2: Risk Indicator Assessment Table 11
Table 3: Audit Reporting 16

List of Diagrams
Diagram 1: Example Audit Sample Chosen Relevant to the Student Population (Per RTO) 12
Diagram 2: Outcome of an Compliance Audit where the Compliance Matrix is applied 15

Audit guide for training providers in the ACT — Version 3.1
Published 24 August 2022




INTRODUCTION

The ACT Government, through the Chief Minister, Treasury and Economic Development Directorate
(the Directorate), contracts registered training organisations (RTOs) to deliver government subsidised
training to eligible students. This contract, the Training Initiative Funding Agreement (Agreement),
allows RTOs to deliver programs to address the major objectives of the ACT vocational education and
training (VET) system.

The Agreement sets out the terms and conditions under which the Directorate, through Skills
Canberra, may make funds available towards the cost of RTOs delivering Subsidised Training to
eligible students. The ACT Standards for Delivery of Subsidised Training (ACT Standards) outline the
mandatory standards for RTOs in the managementand delivery of Subsidised Training and are a
schedule tothe Agreement. The ACT Standards Compliance Guides provide directionto RTOs on how
to interpretand comply with the ACT Standards and include additional mandatory requirements for
the delivery of each Training Initiative.

By enteringinto an Agreement, RTOs committo meet the contractual obligations for compliance
including:

* beingresponsible forestablishingand implementing controls to assist in maintaining compliance

* beingresponsible forthe maintenance and preparation of any audit evidence requested by the
Directorate

e providing the Directorate and its auditors with access to all information requested forthe
purpose of conducting an audit and/or confirming compliance.

Audits are a key methodology to manage RTO compliance with the Agreement, the ACT Standards
and ACT Standards Compliance Guides. A Compliance Audit is not a substitute forthe RTO having
established practices to manage its contractual obligations and does not relieve an RTO of
responsibilities outlined in the contract.

Document purpose

This document details the strategy that guides the Compliance Audit program. It also provides
guidance to RTOs on how to prepare fora Compliance Audit and what to expect from the audit
process.

The Audit Guide provides:

The Compliance Audit context e Why Compliance Audits are conducted
e Principles and expectations
An overview of Compliance Audit types e Types of Compliance Audits conducted
e Typesofauditevidence
Information about the audit selection process e How RTOs are selected fora Compliance
Audit
e How studentfiles are selected
An overview of the Compliance Audit process e Audit notification
e How the evidenceis assessed and possible
outcomes
Audit reporting methods e How Compliance Audits are reported
Audit guide for training providers in the ACT — Version 3.1 6
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COMPLIANCE AUDIT CONTEXT

Why Compliance Audits are conducted
RTOs contracted by the Directorate are expected to meet high levels of performance to ensure the
quality, strength and integrity of the ACT VET system.

The objectives of Compliance Audits are to ensure:

e compliance with requirements that-
a) allocated fundingis expended in accordance with contractual conditions
b) training and assessmentis delivered in accordance with the requirementsof the Training
Initiative, as specified in the ACT Standards and ACT Standards Compliance Guides
c) systemsand processessupportthe provision of training and assessment
e quality of service provision that-
a) representsvalue formoney
b) identifies RTOs and sectors of industry where good practice is occurring
e risk mitigation that ensures-
a) any identified risksto students orto the ACT Governmentare managed
b) complaints are investigated.

Where performance measures have not been met arange of actions are applied as described in this
document (refertothe Compliance Audit process).

Principles and expectations

The Directorate will:

e take a risk-based approach to the monitoring of RTO compliance

* besystematicand consistentin the assessment of RTOs and in the consequent determination of
the level of non-compliance

* betransparentabout RTO obligations

e provide timely advice and information

* respondtoquestionsto help RTOs comply with specific requirements

e regularly review practices and seek new and improved ways to undertake Compliance Audit
programs.

RTOs will:

* take a professionalapproach to compliance

e be familiar with, and act in accordance with, obligations underthe Agreement,

* meetthestandardssetoutin the ACT Standards for Delivery of Subsidised Training in accordance
with the requirements of the ACT Standards Compliance Guides

* be cooperative and responsive to requestsincluding requests forinformation and questions
about activities and compliance

* maintain and prepare audit evidence as required

e undertake timely rectification actions as notified.
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COMPLIANCE AUDITTYPE

Types of Compliance Audits conducted
A Compliance Audit may be conducted using one or more of the following methods:

e RTO Internal Review Tool
e Desktopaudit

*  On-site audit

e Investigative audit.

For an explanation of these terms referto the Terms and Definitions (Appendix A).
Management of RTO compliance is supported by two (2) audit streams - on-cycle and off-cycle.

ON-CYCLE COMPLIANCE AUDITS

Audits are undertaken in accordance with the Agreement to monitor RTOs delivering ACT
government Subsidised Training and assess compliance with the ACT Standards and the ACT
Standards Compliance Guides. In an on-cycle Compliance Audit (desktop or on-site) arange of
Standards are audited, and the audit outcomes are assessed usingthe Compliance Matrix (referto

Appendix B).

As an annualrequirement, the RTO Internal Review Tool is also considered an on-cycle Compliance
Audit. Information from the RTO Internal Review Toolis not assessed against the Compliance Matrix
but is used to inform otheraudit activities.

OFF-CYCLE COMPLIANCE AUDITS
Off-cycle Compliance Audits (desktop, on-site orinvestigative) are conducted in response to specific
concernsincluding:

e theoutcome of an on-site or desktop Compliance Audit, which requires furtherfollow up to
ensure issuesidentified have been addressed. The previous audit reportis reviewed to ensure
that the RTO has addressed any specificfollow up actions or concerns within reasonable
timelines; howeverthe audit may not be restricted to these areas

e submission of an RTO Internal Review Tool Report which is considered inadequate or does not
suggest strong business practices underpin RTO activity

e information or a complaint received which suggests thatan RTO may be non-compliant with the
Agreement. An investigative Compliance Audit may resultin a Show Cause Notice requiring the
RTO to provide a written response to matters raised and/or meet with the Directorate to discuss
theissuesidentified.

If furtherinvestigationis required, an additional desktop and/or on-site Compliance Audit may be
scheduled. The audit/s will focus on evidence supporting specificsystems and processes and/ora
sample of studentfiles. These may also include reviewing evidence to ensure that the matters raised
previously have been addressed satisfactorily. Where the off-cycle Compliance Auditinvolvesa
review of the RTO’s compliance against six or more ACT Standards, the audit outcomes will be
assessed using the Compliance Matrix (referto Appendix B).
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Types of audit evidence
Compliance Audits may include a review of systems and processes and student files.

SYSTEMS AND PROCESSES
Evidence of RTO systems and processes is reviewed to monitorthe RTO’s capacity to comply with
obligations underthe Agreement and to identify:

e commonthemes of non-compliance that may be occurring across the RTO
* actions against continuousimprovement opportunities that have beenidentified.

STUDENT FILES
Where the RTO has funded student activity in the period being audited, a detailed examination of a
statistically valid sample of studentfiles and records (referto Student selection) may be reviewed.

Evidence forsystems and processes and student files is assessed using the Compliance Matrix (refer
to Compliance Audit process and Appendix B1 and Appendix B2).
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RTO SELECTION

How RTOs are selected for an on-cycle Compliance Audit

A risk based approachis takento compliance. RTOs are assessed each year, against a set of indicators
which the Directorate has determined indicate an RTO may not be meetingits obligations underthe
Agreement. The indicators are classified into two categories, potential or known concerns. The
potential concern indicators referto information aboutthe RTO that may contribute to the overall
risk of the RTO. The known concernindicators referto issues or concerns that have already been
identified.

The risk indicator categoriesinclude, but are not limited to, the following:

Table 1: Risk Indicator Changes

Indicator Risk Indicator Description Indicators are subject to change
Type

Amount of funding received

Increase in fundingin previous year

Student activity

Number of initiative(s) the RTO delivers trainingin

Number of qualifications on scopein ACT

-
S
Q
(@)
C
@)
@)
'('U
o+
C
Q
o+
O
(a

Number of years since last audit
Turnoverin key personnel

New RTO
Subcontractorarrangements
Completion rates

Business breadth
Courseduration

Agreement assessment score

Past audit results recommend follow up Compliance Audit*
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Risk Indicator Description Indicators are subject to change
Type

RTO behaviouris not cooperative / responsive/ professional

Complaints received

Incorrect paymentclaims
RTO Internal Review Tool deadline not met

National Centre for Vocational Education Research (NCVER) Australian Vocational
Education and Training Management Information Statistical Standard (AVETMISS)
reporting deadline not met

AVETMISS reporting data errors/ inaccuracies

Notification from the Australian Skills Quality Authority (ASQA) of non-compliance with the
Standardsfor Registered Training Organisations (RTOs) 2015

* Past audit results alone may determine an RTOs risk indicator band (refer to Diagram 2)

Note: Ifinformation related to any of the indicators is notknown at the time of the indicator
assessment, thatindicator does not contribute to the overall classification.

When combined these indicators are used to classify each RTO into a low, medium, high or extreme
risk indicator band for the monitoring period. A high score in either category increases the
probability of the RTO being selected fora Compliance Audit, however more weightis given to the
known concernindicators.

Known
Concerns

Low Medium

Low Low Medium

Medium Low Medium

High Medium

Table 2: Risk Indicator Assessment Table

RTOs are selected from eachrisk indicator band for the on-cycle Compliance Audit programto
ensure a broad selection of providers are audited. This also ensures thatany RTO in receipt of
governmentfunding has the potentialto be audited in any year.
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STUDENTSELECTION

How student files are selected for a Compliance Audit

To ensure the selection of studentfiles is representative of the RTO’s overall activity, a statistically
significant sample is chosen relative to the RTO’s student population. The student population is
determined by the reported training activity for the funded Training Initiative and the time period
being audited.

The sampling methodology also employs a gradient slope to determine the number of student files
to be audited according to the risk indicator band of the RTO. The advantage of this approach is to
ensure there is greater confidence that the Compliance Audit outcome reflects an accurate picture of
compliance foran RTO classified in the higherindicator bands.

The sample student files are representative of the RTO student population. Forexample, files are
selected from a range of types such as new commencements, completions, cancellations, suspended
and withdrawn students. Depending on the focus of the audit the sample student files chosen may
include some or all the range of studenttypes noted above.

Where an RTO has a small number of government subsidised students for the audit period, variation
to the sampling methodology may be applied.

Diagram 1: Example Audit Sample Chosen Relevant to the Student Population (Per RTO)
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1 4 12 25 52 100 200 400

Government subsidised student population - per RTO, per funded training initiative
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COMPLIANCE AUDIT PROCESS

Audit notification

RTOs are notified of an on-cycle Compliance Audit at least 10 business days prior to the eventvia an
audit notification advice. Whenthe Compliance Audit involves a review of student filesthe RTO is
giventhe list of nominated students atleast one business day prior to the Compliance Audit. RTOs
are also advised the day prior to the audit of the areas of the ACT Standards and, where applicable,
the ACT Standards Compliance Guide to be audited.

To ensure an equitable audit process across all RTOs a minimum of 50% of the ACT Standards are
selected foreach desktop or on-site Compliance Audit. At audit, evidence is sought which
demonstrates compliance against each selected standard. For examples of evidence referto the
ACT Standards Compliance Guides.

How audit evidence is assessed and the possible outcomes

The intent of all Compliance Audits, both on-cycle and off-cycle, is to confirm RTO compliance with
the Agreement, the ACT Standards and ACT Standards Compliance Guides. All evidence consideredas
part of the audit process is assessed against these documents.

USE OF THE COMPLIANCE MATRIX

The Compliance Matrix (referto Appendix B) is used to assess the audit evidence for desktop and
on-site Compliance Audits and to determine the audit outcomes. The matrix criteria are used to
assess compliance with the key requirements of the ACT Standards and ACT Standards Compliance
Guidesandto apply consistentand equitable actions for specified instances of non-compliance.

In accordance with the types of audit evidence, the matrix is divided into two sections, systems and
processes and studentfiles. The matrix includes examples of what constitutes instances of
‘compliant’ through to ‘non-compliant’ findings at both system and student file level. The descriptors
within the matrix are used to supportthe decision to rate an RTO’s performance as compliant or
non-compliant, including the level of non-compliance i.e. minor, moderate, majorand critical.

The overall level of risk determined by the audit outcome and the instances of non-compliance
definesthe size and type of action taken by the Directorate.

Actions are takenin response to systems and process or student file non-compliances identified.
Such actions may include, butare not limited to, one or more of the following:

e deductingan amount fromthe Funding

e deferring or withholding payments

e preventingorlimiting access to furtherfunding Training Initiatives
* removing, restricting or suspendingthe RTO’s Agreement

* applying conditionsto the RTO’s Agreement.

Example:

Lack of an AVETMISS compliant student management system would not incura Funding deduction
but may result in suspension of the RTO’s Agreement.
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Funding deductions are applied because of non-compliant findings in studentfiles. The amount of
funding at risk is based on 20% of the total Funding (up to a maximum of $400,000) paid to the RTO
for the audited Training Initiative for the audited period.

The rationale for the percentage of funding (20%) that an RTO has at risk is based on the principle
that the Funding deduction is commensurate with the level of non-compliance.

Actions taken that do not resultin a Funding deduction are at the Directorate’s discretion and are
determined on a case by case basis.

CONSEQUENCES FOR CRITICAL NON-COMPLIANCE
Instances of critical non-compliance identified in sampled student files automatically result in

recovery of 100% of fundingforthe particular studentforwhich the critical non-compliance was
identified.

Any remaining non-compliances (including minor, moderate or major) identified for the sampled
studentfile are takeninto consideration to calculate the overallnon-compliance percentage and
Funding deduction amount. The amount of funding at risk is reduced by the recovered amount for
the critical non-compliance.

Example:

An RTO receives $60,000 for the audited period and instances of critical non-compliance were found
in two (2) studentfiles. The total funding paid to the RTO for the two (2) students for the audited
periodis $6,000 ($3,000 per student). Therefore the maximum funding at risk is 20% of ($60,000-
$6,000), i.e. $10,800.

OVERALL COMPLIANCE AUDIT RESULT
In instances where the RTO is unable to rectify or address the identified areas of non-compliance
satisfactorily the outcome of a Compliance Audit may include:

e recovery of Fundingfor one or more specific students (when critical non-compliance is identified)
e follow-up audit (depending on the audit rating this may be within a 6-12 month period)

e rectification plan

e action by the Directorate

* achange tothe RTO’srisk indicator band.

The final outcome fora desktop or on-site Compliance Audit is presented as an overall audit rating,
calculated using a weighted algorithm.

The diagram onthe following page provides a summary of the audit outcome process.
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Diagram 2: Outcome of a Compliance Audit where the Compliance Matrix is applied
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AUDIT REPORT

How Compliance Audits are reported
There are two possible outcomes of a Compliance Audit:

e all the requirements of the ACT Standards (or other areas being audited) are metor,
e areas of non-compliance are identified.

Depending on the type of Compliance Audit conducted (referto Types of Compliance Audits
conducted) the audit report provided to the RTO contains the following:

Table 3: Audit Reporting

Method of
assessment

Audit report content

RTO Internal Assessment of Tool e Overview of findings and, where applicable, action
Review Tool contentand required

supporting documents * Impactof audit findings on further audit activity

Desktop audit Compliance Matrix * Detailed reportof audit findingsincluding, where
applicable, actions required

e Overall RTO compliance rating for ACT Standards
audited

* RTO Compliance Audit rating from analysis of System
level audit evidence (includingwhere applicable,
determination of action) and/or

e RTO Compliance Audit rating from analysis of Student
File audit evidence (includingwhere applicable,
non-compliance percentage and Funding deduction
amount)

e Impactof audit findings on further audit activity

On-site audit Compliance Matrix e Detailed report of audit findings including actions
required

e QOverall RTO compliance rating for ACT Standards
audited

e RTO Compliance Audit rating from analysis of System
level audit evidence (includingwhereapplicable,
determination of action) and/or

e RTO Compliance Audit rating from analysis of Student
File auditevidence (includingwhereapplicable,
non-compliance percentage and deduction amount)

e Impactofaudit findings on furtheraudit activity
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Method of
assessment

Audit report content

Investigative Specific criteria e Detailed report of audit findings including actions
audit assessment required

* Impactof audit findings on further audit activity

For desktop and on-site Compliance Audits, the RTO is provided with an audit report within

30 calendar days of the date the audit is conducted. The audit reportis a formal record of the audit
and includes the scope and details of the Compliance Audit, staff involved, opportunities for
improvementand any initial non-compliance identified.

For investigative audits based on specificinformation or a complaint/s, the reporting mechanisms
differdepending on the nature of the investigation. The RTO will receive a letter de tailing the
outcome of the investigation and any furtheractions required, with the due date for actions to be
completed.

Where non-compliance in a Compliance Audit is identified, the RTO is provided with opportunity to
rectify where possible before the finalaudit outcome is determined, and any Directorate action is
applied. This may include the provision of further evidence to enable a betterunderstanding of the
RTO’s position regarding the reported non-compliance. A response date for the rectification evidence
to be suppliedis notified to the RTO with the audit report.

It is the responsibility of the RTO to meet the notified deadline. In cases where the response has not
beenreceived by the due date, and agreementhas notbeenreached foran extensionto the
submission deadline, the final audit outcome is based on the initial audit findings notified.
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Terms and definitions

In this document the word ‘must’ indicates mandatory requirements to be strictly followed to
comply with the ACT Standards forthe Delivery of Subsidised Training (ACT Standards) and from
which no deviation is permitted.

Terms Definitions

ACT AVETMISS See AVETMISS. The ACT mandates additional compliance
obligations related to AVETMISS outlined on the Skills Canberra
website.

ACT Government Training The Training Products funded by the Territory and listed on the

Initiative ACT Qualifications Registeravailable on the Skills Canberra

website. Training Initiatives may target specific student groups,
such as equity groups and/or specific skills and qualifications.
Specific contractual provisions apply for each initiative.

ACT Standards Compliance Referto Compliance Guides.
Guides

ACT Standards for Delivery of Schedule tothe Training Initiative Funding Agreement
Subsidised Training (known as  (Agreement). Mandatory standards for RTO managementand

ACT Standards) delivery of training in the ACT.
Action Action appliedto an RTO for non-compliant audit findings.
Audit A planned, systematicand documented process used to assess an

RTO’s compliance with the Agreement and associated schedules
including the ACT Standards and ACT Standards Compliance
Guides.

RTOs also conduct an annual internal audit (see RTO Internal
Review Tool) to assess their compliance with the Agreement,
ACT Standards, ACT Standards Compliance Guides and theirown
policies and procedures asrequired underthe Agreement.

Audit Evidence Evidence obtained and recorded during an audit which is used to
arrive at the conclusions on which the audit outcome is based.

Audit notification advice Formal notification to the RTO that a Compliance Audit has been
scheduled. The notification advice includes the date of the audit
and the location, if applicable.

Audit outcome The auditor’s formal opinion of the RTOs compliance status
because of an audit. The outcome is documented against each
standard audited as either compliant or non-compliant.

The final audit outcome is determined after rectification
opportunities have been provided and is considered final.
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Terms Definitions

Audit report Formal record of the audit findings prepared by the auditor/s for
desktop and on-site audits, issued to the RTO within 30 calendar
days of the audit date.

Audit rectification Submission of additional information and/or evidence afterthe

audit to address non-compliance/s and actions identified in the
audit report.

Audit type The method used to conduct the audit. There are fouraudit types
— RTO Internal Review Tool, desktop audit, on-site audit,
investigative audit.

All audits are conducted as part of the scheduled audit cycle (on-
cycle) or, outside of this timeframe (off-cycle).

Australian Skills Quality National regulatorfor Australia’s VET sector.
Authority (ASQA)
AVETMISS Australian Vocational Education and Training Management

Information Statistical Standard (AVETMISS) is the agreed national
data standard for the collection, analysis and reporting of VET
informationin Australia. See also ACT AVETMISS.

Compliance Audit An audit conducted pursuant to the Audit Guide for Training
Providers, in respect of the RTOs compliance withthe ACT
Standards

Compliance Guides The Guidesissued by the Territory and published on the Skills

Canberrawebsite which setthe Territory’s requirements for

compliance with the ACT Standards for each Training Initiative. The

Guides

a) provide direction to Training Providers on how to interpret
and comply with ACT Standards, and

b) include additional mandatory requirements, and

c) outline administrative arrangements.

Compliance Matrix The Directorate's methodology for assessing the level of
non-compliance of RTOs with ACT Standards and for determining
the refund or Funding deduction amount based on assessed risk of
non-compliance identified. The matrix may be updated and
reissued to clarify requirements orassessment and calculation
process as required.
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Terms Definitions

Continuous improvement A planned and ongoing process that enables an RTO to
systematically review and improve its policies, procedures,
products and servicesin orderto generate better outcomes for
students and to meet changing needs. It allows an RTO to
constantly review its performance against the Agreement, ACT
Standards and ACT Standards Compliance Guides and plan ongoing
improvements toits performance.

Desktop audit An audit where the RTO submits documents or information on
requestto be assessed as evidence for compliance with the
Agreement, ACT Standards and ACT Standards Compliance Guides.

Eligible Individual A personwho:

a)

b)

is eligible for Subsidised Training in accordance with the
criteria setout in the Compliance Guides; and

continues to meet those criteria for the period for which the
person undertakes aTraining Product.

Funding The total of the followingamountsin relation to all Funded Places
approved by the Territory:

(a)

(b)

the subsidy for each Training Product advertised on the ACT
Qualifications Register; and

the loadings, supportfunding, and any otheramount
specified in the Compliance Guides,

less any deductions specified in the Compliance Guide. Forthe
purposes of this definition, the amount of each subsidy, loading or
deduction will be as specified in the relevantdocument as at the
date each application is made by the RTO.

Funding at risk The total sum of money used as the basis for calculating the
Funding deduction applied to an RTO for non-compliant audit
findings, determined by the Compliance Matrix. The funding at risk
is based on 20% of the total fundingamount (up to a maximum of
$400,000) paid to the RTO by the ACT Government, perfunded
Training Initiative, peraudited period.

Funding deduction Where the RTO has not complied with the Agreement or has not
delivered the Subsidised Training (or any part thereof) in
compliance with the ACT Standards or the Compliance Guides, the
Territory may:

a)

b)

deduct from the Funding an amount the Territory reasonably
considers proportionate to any non-compliance by the RTO
with its obligations underthe Agreement; and

deduct from the Funding an amount the Territory reasonably
considers proportionate to the non-compliance bythe RTO with
the ACT Standards in accordance with the Compliance Guides.
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Terms Definitions

Investigative audit An audit conductedin response toa concern or formal complaint
received.
NCVER National Centre for Vocational Education Researchis an

independentbody responsible for collecting, managing, analysing,
evaluatingand communicating research and statistics about VET
nationally.

Non-compliant Where the final audit outcome is that one or more of the
requirements of the Agreement, ACT Standards and ACT Standards
Compliance Guides have not been met, based onthe evidence
reviewed. There are four categories of non-compliance minor,
moderate, majorand critical (see Appendix B).

Off-cycle audit An audit that occurs outside of the scheduled annual audit
program, in response to specificconcerns.

On-cycle audit An audit that occurs as part of the scheduled annual audit
program.
On-site audit An audit conducted atthe RTO premises and/or at locations where

it delivers training and assessment.

RTO Internal Review Tool The mandatory tool enabling RTOs to capture and record the
results of its own annual internal audit (as required underthe
Agreement).

Student Has the same meaningas Eligible Individual.

Student population The total number of students enrolled in a specific Training

Initiative forthe audited period.

Subsidised Training The delivery of a Training Initiative to an Eligible Individual by the
Training Providerin accordance with the Agreement, and for which
the Training Provider has applied for Funding, and includes all
matters relating to or connected with the delivery of that Training

Initiative.
Training Initiative See ACT Government Training Initiative.
Training Initiative Funding Contractual arrangement between the ACT Governmentand RTOs
Agreement (Agreement) for the delivery of ACT Government training initiatives. RTOs must

hold an approved Agreement priorto applying for, and throughout
the delivery of, training and/or otherservices under Training
Initiativesin the ACT.
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APPENDIX B: COMPLIANCEMATRIX

Compliant e System in place. Policies and procedures are documented and
followed by staff.
e ACT Standards are met.
e Complete and accurate records are retained.

e Policies and procedures are occasionally not followed.
e Services do not fully meet the ACT Standards.
e Infrequent, minor omissions in implementation; readily correctable.

Moderate non-compliance e Policies and procedures are frequently not followed.
* Oneor moreclausesinan ACT Standard is not met.
e Significanttime/resources are required to rectify.

Major non-compliance e Policiesand procedures are not consistent with the ACT Standards
and/or not followed.

e Failure to effectively and accurately record and reportinformation.

e Substantial time/resources are required to rectify.

Critical non-compliance e No policies and procedures.

e Anentire ACT Standard/s is/are not met.

e Difficult or unable to rectify.

e Students at risk.

e Chief Minister, Treasury and Economic Development Directorate
reputation at risk.

* Lesserinimportance, e Having or likely to have a e Lacking in whatis necessary
seriousness, or significance major effect; important or required
7
¢ Smallinnumber, quantityor o Faijrly large in number, * Not having or providing
extent quantity or extent enough of what is needed
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APPENDIX B1: Systems and process evidence

Ranking of system levelaudit outcomesis based on, but is not limited to, the compliance findings listed in the followingtable. The followingtable is a guide only
and should not be used by the RTO as a tool to predict the potential audit rating.

Compliance finding

clear, diverseinformation minorinaccuracies in, significant omission of

to date published information

information

published tuition
fees match the fees
published onthe ACT
Qualifications
Register

accurate
acknowledgment of
fundingon
promotionaland/or
published
information

Skilled Capital logo use is
in accordance with ACT
branding provisions

Audit guide for training providers in the ACT — Version 3.1
Published 24 August 2022

sourcesaccurate andup  or omission of, required

material is not suitable
forthe target group

required information

incorrect, inaccurate,
inconsistent or fraudulent
information

published tuition fees do
not match the fees
published in the ACT
Qualification Register for
some qualifications.

information is not supplied
to relevant parties
Skilled Capital logo is not

usedin accordance with
ACT branding provisions

unethical marketing
practices

no evidence of promotion
and/orpublished
information

published tuition fees do
not match the fees
published in the ACT
Qualification Register forall
nominated qualifications

published information
does not advise students
of subcontracted services



APPENDIX B1: Systems and process evidence

Compliance finding

0

AVETMISS compliant
enrolment form
template and student
management system

documented process
forassessing student
eligibility

fees and charges
published

fee waiver/concession
process documented

one or more elements
omitted from the
AVETMISS standard
guestionsonthe
enrolmentform
template and/orstudent
management system

minor omission/errorsin
documented process

minor omission/errors
in published fees and
charges

minor omission/errorsin
the documented process
fora feewaiver/
concession

Audit guide for training providers in the ACT — Version 3.1
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2

one or more AVETMISS
standard questions
omitted from the
enrolment form template
and/orstudent
management system

documented process does
not cover all eligibility
requirements

significant omission/errors
in published fees and
charges

significant omission/errors
in the documented process
fora fee
waiver/concession

no enrolment form
template

student management
system used is not
AVETMISS compliant

no processin place to
assess eligibility of students

fees and charges not
published

no documented process for
a fee waiver/ concession



0

documented process/
strategy for conducting
an LLN assessmentand
determining the ACSF
level of the student

documented strategy
forproviding
foundation skills
training/support

documented process
forcompleting and
maintaining a training
plan
complianttraining plan
template

training record book
meets ACT
requirements

APPENDIX B1: Systems and process evidence

Compliance finding

minor omission/ errors
in documented
process/strategy for LLN
assessmentand/or
foundation skills
training/support

minor omission/errorsin
documented process

minoromissions/errors
in the training plan
template

minor omission/errorsin
the training record book
or equivalent

Audit guide for training providers in the ACT — Version 3.1
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2

significant omissionsin
documented
process/strategy for LLN
assessmentand/or
foundation skills
training/support

significant omission/
errors in the documented
process

significant omission/
errorsin the training

plan template

significant omission/
errors in the training
record book or equivalent

no documented
process/strategy for LLN
assessmentand/or
foundation skills
training/support

no documented process

no training plan
template

no training record book or
equivalent



APPENDIX B1: Systems and process evidence

Compliance finding

0

RTO has applicable
scope of registration

current qualifications
delivered

documented strategy
formanaging changes
to training operations

qualification certificate
and statement of
attainment templates
meet the Australian
Qualifications
Framework and if
applicable, training
initiative requirements

supporting statement

template meets ACT
requirements

minor omission/errorsin
documented strategy

minor omissions/errors in
the qualification
certificate and/or
Statement of Attainment
and/orsupporting
statementtemplate

Audit guide for training providers in the ACT — Version 3.1
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2

qualification in- transition
not managed within 12
months orapproved
extension timeframe

documented strategy to
manage cessation of
operations does not cover
all requirements

significant omission/
errors in the qualification
certificate and/or
Statement of Attainment
and/orsupporting
statementtemplate

no documented strategy
to manage cessation of
operations

documented strategies not
followed

no qualification
certificate and/or
Statement of
Attainmentand/or
supporting statement
template



APPENDIX B2: Student file evidence
Ranking of student file audit outcomes is based on, but is not limited to, the compliance findings listed in the following table. The following table is a guide only
and should not be used by the Training Provider as a tool to predict the potential audit rating.

Compliance finding

omission of AVETMISS
data collected on the
enrolmentform or SMS

completed AVETMISS
compliant enrolment
form thatis signed

and dated by the is less than 20% (i.e. 3
student out of 18 questions)
student management minor omission/errorsin

system contains full,
correct and current
AVETMISS information

training activity
accurately reported
within specified
timeframes

AVETARS student record
created after eligibility
requirements have been
met and the student has
accepted the enrolment

reported information

Student completions
reported accurately

Audit guide for training providers in the ACT — Version 3.1
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omission of AVETMISS data
collected on enrolment
form or student
management system
and/orin reported
information exceeds 20%
(i.e. 4 or more questions)

incorrect, inaccurate
AVETMISS data/records

studentenrolmentform
notsigned and/or dated

reporting does not meet
Administrative
Arrangements

student completion/
cancellation not reported
within required timelines

enrolmentform not
completed duringthe
enrolment process

no enrolment form

AVETMISS data not
collected or recorded in
an AVETMISS compliant
student management
system

AVETARS student
record created prior
to obtaininga valid
enrolment

studentcompletion
notreported due to
non-payment of fees
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APPENDIX B2: Student file evidence

Compliance finding

eligible students
enrolled

evidence of eligibility
collected prior to
finalisation of enrolment

NOB accepted within 10
days of notification

correct fees and charges
collected

fees and charges records
retained

completion payment
eligibility information
provided to students
prior to enrolment

Directorate notified
of negotiated fee
(AA only)

NOB not accepted
within 10 days of
notification

evidence supporting
fee waiver/concession
is not obtained prior to
finalisation of
enrolment

students provided with
completion payment
eligibility information
after finalisation of
enrolment

minoromission/errorsin
information provided to
students

negotiated fee not
notified to the
Directorate withinthe
required timeframe

Audit guide for training providers in the ACT — Version 3.1
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eligibility requirements met
after the finalisation of
enrolment

evidence of eligibility
collected after finalisation
of enrolment

insufficient records of fee
collection / waivers/
exemptions

students charged incorrect
fees

completion payment
eligibility information not
provided to students

negotiated fee not
notified to the
Directorate

significantomission/errors in
information provided to
students

no records of fee
collected / waivers/
exemption

ineligible studentenrolled
no evidence of eligibility

evidence records do not
satisfy all eligibility
requirements
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APPENDIX B2: Student file evidence

Compliance finding

0

initial skills assessment
conducted and evidence
retained

incomplete information
in the initial skills
assessmente.g. full
name missing, not
signed

LLN skills assessment
does notinclude a
language or literacy or
numeracy component

insufficientinformation

of RPL/CT provided to
students

ACSF level not
determined prior to
commencement of
training

Audit guide for training providers in the ACT — Version 3.1
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2

initial skills assessment does
not cover all elements:
omission of RPL/CT, LLN or
additional support needs
assessment

initial skills assessment not
conducted and/ or
documented prior to
commencement of training

initials skills assessment not
dated

where required, actions or
strategies to address
student needs have not
been identified

LLN assessmentresultis not
aligned with the ACSF

ACSF level 1-5isnot
recorded on the initial skills
assessment

foundation skills and/or
delivery details omitted
fromtraining plan

initial skills assessment
not conducted or
documented



APPENDIX B2: Student file evidence

Compliance finding

0

RPL/CT records retained

details, student details,
employer details, RTO
details, type of AAon
the training plan

minorerrors in unit

code/s and/ortitle/s i.e.

error in unit codes/
names, unit versions
incorrectly identified

compliant training plan minor omissions/errors
retained on file in one or more of the
following: qualification

Audit guide for training providers in the ACT — Version 3.1
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ER

insufficient records of CT recognition records not
or RPL outcomes retained
retained

where student already
holds 80% or more of
the required
competencies, evidence
of decision to continue
in enrolled qualification
not documented and/or

retained

training plan training plan not
inconsistent with completed
specifications training plan not
significant omissions/ completed forupdated,
errors in informationi.e. new or replacement
incorrect units, wrong qualification

qualification, foundation
skills training, incomplete
training and assessment

strategy



Compliance finding

APPENDIX B2: Student file evidence

minor omissions/
errors in the training
delivery information
i.e. start/end dates
missing for some
units, identification of
RPL/CT, foundation
skills training

commencement date
recorded on training
plan is not consistent
with actual
commencement of
training

training/assessment
methods identified are
not consistent with
training delivered and
assessment conducted

revised training plan
is not consistent with
specifications

Audit guide for training providers in the ACT — Version 3.1
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training plan not signed or
dated by the student
and/orRTO and/or
employer

training plan agreement
declaration/s unchecked

training plan not
completed prior to training
commencement; or within
8 weeks of NOB or creation
of the AVETARS student
record

training plan not
provided to studentor
employer within required
timeframe

evidence of training plan
amendments not
retained

amendments to training
plans have not been
documented and /or agreed
by all parties



APPENDIX B2: Student file evidence

core and/orelective noneor not all elements of

units not identified

minor omission/errors in
evidence of participation
records e.g. error in unit
code/name

training commences
within the prescribed
timeframe

training materials and
the training record book
are provided within the
prescribed timeframe

Compliance finding

Audit guide for training providers in the ACT — Version 3.1
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the employer capacity to

supporttraininghave been

checked

employer capacity

assessment conducted after

completion of the training
plan

issues not notified to the
Directorate withinthe
required timeframe

training plan not reviewed
and/or updated within the
required timeframe

training delivered is not
consistent with the
delivery strategy and/or
training initiative and/or
training plan

training record book does

not meet ACT
specifications

training has not
commenced within the
prescribed timeframe

training materials and/or
training record book not
provided to the student
employer

training delivery

not supported by

the RTO

no evidence of
participation records for
100% of completed or
withdrawn units

payment claims are not
supported by evidence of
participation



APPENDIX B2: Student file evidence

Compliance finding

training delivery is
supported by evidence
of participation

employertraining
delivery is supported by
the RTO

students are transferred
to new/replacement
qualification within the
approved transition
timeframe

relevant parties advised
how training package
changesimpacton
student enrolments

training package
changes notdiscussed/
notified to employer
and other stakeholders

Audit guide for training providers in the ACT — Version 3.1
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issuance of training
materials/ training record
book not documented or
retained

incomplete or significant
omission in evidence of
participation records e.g.
studentand/or unit and/or
date notidentified

training materials and/or
training record book not
provided to the student
and/oremployer within the
prescribed timeframe

training package changes
not discussed/ notified to
student

variation to training
contract not submitted
proposed transition
arrangements and/ or a
status report not provided
to the Directorate

no evidence of
participation for less
than 100% of completed
or withdrawn units

training is notin
accordance with the
relevant training
package

employersolely
responsiblefor
delivering more than half
of the selected units

studentis not
transferredto
new/replacement
qualification before
transition period lapsed
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APPENDIX B2: Student file evidence

Compliance finding

student progress
regularly monitored,
supportedand
documented

employersand the
Directorate notified
of any issues that may
impact ona
successfuloutcome

records that support
the provision of funded
additional support
services are retained

minor omission/errorsin
contact records

minoromission in
additional support
fundingand/orwrap
around services and/
or work experience
placement records

contact with the AA
exceeds required
timeframeby 1 month
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insufficient records of
visits/contacts and/or
additional support

contact with the AA
exceeds required
timeframe by 2- 3 months

contact with the AA
employer exceeds
required timeframe by 6-
8 months

records of visits/ contacts
are notsigned or verified
by RTO representative

records do not detail
issues discussed and/or
outcome achieved

insufficient records to
support provision of funded
additional supportand /or
wrap around services
and/orwork experience
placement (including Work
Experience Placement
Agreement)

contact with the AA
exceeds the required
timeframeby 4 months
or more

contact with the AA
employer exceeds the
required timeframe by 9
months ormore

no records of supportand
monitoring forthe AA

records of visits/contacts
are not dated

no recordsto support
the provision of funded
additional supportand/
or wrap around services
and/orwork experience
placement (including
Work Experience
Placement Agreement)
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APPENDIX B2: Student file evidence

Compliance finding

0

completed assessment minor omission in the

items and records are assessmenttoolsi.e.
retained error in unit

up to date summary code/name
assessment records assessment methods
identify progress are not consistent with
againsteach unitof the training plan
competency minoromission in
assessmentis finalised summary assessment
by the due to complete  record

date
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ER

AAs access to minimum
contract hours for
undertaking structured
training and assessment is
not monitored by the RTO

incomplete assessment
tools and/or records

insufficient assessment
evidence

assessmenttool unit/
result date does not match
reported unit/ result date
no evidence of
engagementand support
of competence from the
employerat the unit level
significant omission in
summary assessment
record

assessment practices/
tools inconsistently applied

e adEnee 6t am no evidence of assessment

underpinning
knowledge or practical
skills assessment

RTO unableto produce
summary assessment
record



APPENDIX B2: Student file evidence

Compliance finding

0

evidence of a final
agreement that
competency has been
achieved in the
workplace before the
qualification has been
issued

AQF and ACT compliant
qualification certificates/
statements of
attainmentissued within
the required timeframe
and evidence retained

compliant supporting
statementissued for
apprentices

ER

minor omission/errors
in the AQF wordingon
the qualification
certificates/ statement
of attainmenti.e. word
missing
minoromissionsin the
supporting statement
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final agreement is not
signed and or dated by
all required parties

final agreement executed
after qualification issuance

incorrect result recorded on

‘record of results’

qualification certificate/

statement of attainmentis

not AQF compliant

supporting statement
requirements not met

error in date-deemed-
competent

no evidence of a final
agreement

incorrect unit/s of
competency identified
on qualification
certificate/statement
of attainment
incorrect qualification
issuedi.e. incorrect
qualification
code/name
qualification
certificate/ statement
of attainment not
issued within required
timeframe

qualification certificate
/ statement of
attainment/supporting
statement not issued,
or evidence of issuance
not retained
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