
 

 

 

 

 

 

 

Notification Requirements 

Registered Tra in ing Organisat ions (RTO) are now required to advise State Tra in ing 
Services (STS) of  any matter  that  may af fect  the successfu l complet ion of  an 
apprent iceship or tra ineeship for  which they are the nominated RTO. This requirement is  
st ipu lated in  the Tra in ing Plan Guidel ines and is  a lso an Obl igat ion/Under tak ing s igned 
by the RTO on the Tra ining Plan.  

 
When are RTOs required to notify STS? 

RTOs should not i f y STS as soon as pract icable af ter  the matter  ar ises.  However,  they 
should only not i f y State Tra in ing Services af ter they have made every ef for t  to  address 
the issue/s  themselves. 

 
How do RTOs notify State Training Services? 

The RTO should complete the RTO Noti f icat ion of  Issue Form and e ither  fax  or  emai l  the 
form to the STS regional centre c losest to the tra in ing address (see separate l is t  of  STS 
centres for  contact deta i ls) .  I f  insuf f ic ient space is avai lable on the form to record 
detai ls  of  mult ip le learners , the nature of  the issue/s  or  remedia l  act ion at tempted,  
addit ional  informat ion may be attached to the form.  

 
What will State Training Services do? 

On receiving the not i f icat ion f rom an RTO, STS wi l l  l ia ise with the employer  and/or  
learner and attempt  to resolve the ident i f ied issue/s.  In deal ing wi th the employer,  staf f  
wi l l  a t  a l l  t imes be aware of  the commercia l  re lat ionship between the RTO and the 
employer  and wi l l  make every ef for t  not  to  jeopardise th is re lat ionship.  

 
Feedback from State Training Services on Status of Notifications 

STS wi l l  provide feedback to the RTO (e i ther  by fax or  email)  on the s tatus of  the 
ident i f ied issue as soon as pract icable af ter  the receipt  of  the RTO Not i f icat ion of  Issue 
Form.  

 

  

 

 RTO Notification Process 
State Training Services 

 



 

 

RTO NOTIFICATION OF ISSUE/S FORM 

 

General:  

Nam e of  A p pr e nt ice /T ra i n ee        TC  ID  No        

Emplo ye r  T r ad i ng  N am e        Emp.  Con tac t        
 

Issue (tick relevant):  

 Lear n er  no t  be in g  r e l ea se d to  at t en d fo rma l  t ra i n i n g  or  a ss e ssm e nt  

 Lear n er  no t  be in g  r e l ea se d to  u n d ert ak e le ar ni n g/a ss e ss me nt  ta s ks  

 Lear n er  no t  ma ki n g eve ry  ef for t  to  ac hi ev e com p et e nc i e s  

 Lear n er  no  lo ng er  e mp loy ed  b y  em ploy e r  

 RTO no t  b e in g  g i ve n acce s s  to  l ea rn er  to  d el iv er  t r a i n i n g  or  a ss e ssm e nt  

 Work plac e do es  no t  hav e th e f ac i l i t i e s  nec e ss ary  to  su p por t  t h e a p pr e nt ice s hi p/ tra i ne e sh i p  

 Work plac e do es  no t  u nd er tak e th e ra ng e o f  f unc t io n s  nec e ss ary  to  s u ppo rt  t he  
ap pr e nt ice s hi p/ tr a i ne e s hi p  

 L ear n er ’ s  ro l e  i s  no t  co ns i st e nt  w it h  th e ap p re nt ic es hi p/ tr a i ne e s hi p  

 The  l ea rn er  do e s  not  ha ve  imm e di at e  acc e ss  to  a  s u pe rv iso r  w i t h  t h e a p pro pr i ate  s k i l l s  an d e x pe r i e nce  
to  s u p port  t h e a p pr en t ic e sh i p/t ra in e es h i p  

 RTO no t  a bl e  to  d e l iv e r  fo rma l  t ra in i ng  a nd  a ss e ssm en t  w it h i n  r ema in i ng  nom i na l  t er m  

 RTO’s  c i rc um sta nc e s  hav e cha ng e d a n d i s  no  lo ng e r  ab le  to  d el ive r  t ra i n i n g  a n d a s se s sm en t  

 Emplo ye r  w i l l  no t  s u ppo rt  th e RTO’ s  a s se s sm en t  o f  l ear n er  comp e te ncy  

 Oth er  I ss u e ( de ta i l s  a t t ac he d)  
 

Details of remedial action attempted by RTO: 

      

 

RTO Details:  

RT O Nam e        RTO Con tact        

Pho n e        Fa x        Emai l        Dat e        
 

DEC feedback to RTO  (o f f ic e  u se  on ly )  

      

 

Nam e        Pos i t io n        

S i g nat u re   Phon e        Dat e        
 

 



 

 

 

 

STATE TRAINING SERVICES REGIONAL OFFICES 

 

 

Hunter & Central Coast     I l lawarra & South Coast  

Level 1 State Of f ice Block    Level 1, Block E,  State Of f ice Block  

117 Bul l  Street       84 Crown Street  

Newcast le  W est  NSW  2302    W ollongong  NSW   2500 

Emai l :  hunters tc@det.nsw.edu.au   Emai l :  i l lawarrastc@det.nsw.edu.au  

Ph:  (02)  4974 8570 Fax: (02) 4925 2139  Ph:  (02)  4224 9300  Fax:  (02)  4224 9334 

 

Riverina        Central  & Northern Sydney  

87 Forsyth Street       Level 13,  12 Help Street  

W agga W agga  NSW   2650    Chatswood  NSW   2067 

Emai l :  r iver inastc@det.nsw.edu.au   Emai l :  nsydneystc@det.nsw.edu.au 

Ph:  (02)  6937 7600  Fax:  (02)  6921 0724  Ph:  (02)  9242 1700  Fax:  (02)  9415 3979
             

North Coast & Mid North Coast    Western NSW  

Sui te 3,  Level 4      Level 1, State Of f ice Block 

29 Moleswor th Street      Cnr  Kite & Anson Streets  

L ismore  NSW   2480     Orange  NSW   2800 

Emai l :  ncoaststc@det.nsw.edu.au   Emai l :  westernnswstc@det.nsw.edu.au  

Ph:  (02)  6627 8400  Fax:  (02)  6621 9994  Ph:  (02)  6392 8500  Fax:  6392 8539 

 

New England       Southern & South West Sydney  

Level 2, Noel Park  House    Level 2 

155 – 157 Mar ius  Street      41 – 45 Rickard Road 

Tamworth  NSW   2340     Bankstown  NSW   2200 

Emai l :  newenglandstc@det.nsw.edu.au  Emai l :  swsydneystc@det.nsw.edu.au  

Ph:  (02)  6755 5099  Fax:  (02)  6766 4120  Ph:  (02)  8707 9600  Fax:  9709 5356 

 

Western Sydney & Blue Mountains 

Ground F loor  

16 – 18 W entwor th Street  

Parramat ta  NSW   2150 

Emai l :  wsydneystc@det.nsw.edu.au  

Ph:  (02)  9204 7400  Fax:  (02)  9635 9775 
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