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1 Introduction

Background

Group training is an employment and training arrangement whereby an organisation employs apprentices and trainees under an Apprenticeship/ Traineeship Training Contract and places them with host employers. The group training organisation (GTO) undertakes the employer responsibilities for the quality and continuity of the apprentices’ and trainees’ employment and training. It also manages the additional care and support necessary to achieve the successful completion of the Training Contract.

In 2001 the Australian National Training Authority (ANTA) conducted a National Review of Group Training on future directions, issues and options for governments in regard to group training services. As a result a new set of quality standards for group training was developed. In May 2002 the ANTA Ministerial Council adopted the National Standards for Group Training Organisations (National Standards) which were implemented by all states/territories from 1 January 2003. These standards were revised by the Department of Education Science and Training (DEST) in 2006.

GTOs are registered in NSW under the Apprenticeship and Traineeship Act 2001( in order to assure consistent quality in group training activities across the State. While registration is not mandatory under the Act it is a requirement for GTOs seeking access to government funding. 

Purpose

This guide has been prepared for organisations wishing to register as a GTO in NSW.  GTOs intending to access any Government funding must be registered. 

The following Parts contain a number of resources to assist GTOs to prepare for an audit against the National Standards for Group Training.

Part 1
Registration Guide

outlines the registration process

Part 2
Registration Standards

contains the National Standards for group training organisations, a Resources Handbook and an example of a model manual for organisations wishing to establish a quality management system

( you can view the Act on http://www.legislation.nsw.gov.au/viewtop/inforce/act%2B80%2B2001%2BFIRST%2B0%2BN
Part 3
Application for Registration

provides the application form for organisations wishing to register .

Part 4
Compliance Assessment Report

provides the template for GTOs to submit compliance evidence to DEC as part of the application process.
Further Information

For enquiries please contact:

NSW Group Training Registration

Business Services
Industry Programs 

State Training Services

Department of Education and Training

Tel: (02) 9244 5351
Fax: (02) 9264 5501
E-mail: group.training@det.nsw.edu.au
2. Registration Requirements

Under NSW Group Training Registration:

· Organisations must comply fully with the National Standards as set out in Part 2 to gain registration

· GTOs meeting the National Standards will be listed on the National Training and Information (NTIS) database http://grouptraining.ntis.gov.au/ as well as the NSW database for GTOs, and will be able to use the national logo of compliance.

· Registration is granted for a period of up to 3 years for organisations which have been operating in NSW as a GTO over the last 2 years or more with a minimum of 10 apprentices/trainees. Organisations not meeting the 3-year registration criteria are considered newly established in NSW. Newly established GTOs will need to demonstrate their capacity to operate in accordance with the National Standards and will be registered for an initial period of 12 months only.
· No registration fees apply. GTOs must meet the expense of compliance audits.

· An organisation which has been registered as a GTO in another state or territory needs to apply for registration in NSW. Each application will be considered on its merits. Registration will be granted when compliance with the National Standards can be demonstrated in NSW. Organisations will need to demonstrate that they have local resources to function as a GTO within NSW. 
NOTE: Organisations seeking access to funding from the Joint Group Training Program must be registered in NSW.

3. Registration Standards

The National Standards for Group Training Organisations are contained in Part 2 and cover 8 areas of group training operations:

Standard 1
Systems for group training services including management of hosting

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

Standard 3
Effective financial management procedures

Standard 4
Effective administrative and records management procedures

Standard 5
Effective corporate governance

Standard 6
Access and equity

Standard 7
The skills of GTO staff

Standard 8
Ethical practice

4. Registration Process

The chart below outlines the 4-stage registration process:

































Note: Both the preparation and validation processes are important for the implementation of quality systems in your organisation. Please ensure that you allow sufficient time to plan and implement these processes.

A detailed description of the registration process follows.

4.1
Stage 1 

· Conduct self assessment 

GTOs are required to conduct a self assessment against the National Standards in preparation for the compliance audit.

You need to:

· evaluate current practices and processes against the National Standards and take action to ensure your compliance

· assemble evidence of how your organisation meets the registration requirements 

· document in writing evidence you have to demonstrate your compliance

Three resources are available to help you with this essential phase of preparation:

· Registration Standards– the complete National Standards are available in Part 2. Please read through the document thoroughly to ensure you understand the compliance requirements.

· Evidence of Compliance – The National Standards Resources Handbook which provides examples of evidence of compliance.
· Example of a Model Group Training Company Manual - developed by DEC in cooperation with a number of GTOs. The manual presents a model which could be customised to suit each organisation’s specific operations. Your own organisation’s manual may form part of your documentary evidence.

· Prepare compliance assessment report 
Once you have conducted your self-assessment and taken action to meet the National Standards, you must prepare a compliance assessment report and submit it to DEC with your application. The template is available in Part 4. You are required to use this reporting format.

· Lodge application to register 

GTOs intending to register must apply to DEC. The pro forma can be lodged through the web or faxed or posted to DEC. Please see Part 3 Application for Registration for further information.

4.2
Stage 2 

· DEC assigns an auditor
The compliance audit will be conducted by an auditor under contract to DEC to provide this service. DEC will assign an auditor to each GTO.  You are required to meet the costs for the compliance audit.

· Compliance audit
The purpose of a compliance audit is to validate your organisation’s claim that your operational systems and processes meet the National Standards. Your organisation will be given reasonable opportunity to demonstrate compliance. 

·  Desk audit

In the desk audit, the auditor will examine your organisation’s Compliance Assessment Report, Employee Handbook, Host - Employer Handbook and Apprenticeship / Traineeship Handbook. The auditor will document the evidence of compliance against each of the standards in the compliance assessment report. The auditor may require further evidence after reviewing your report  

·  Site audit

Once the auditor is satisfied with the desk audit, a site audit will be conducted to validate your organisation’s compliance. The site audit will be conducted by an audit team (see below) at your premises. The auditor manages the site audit and will explain to you beforehand what is required. 

The site audit will start with an entry meeting to discuss how the audit will be conducted. It will end with an exit meeting to brief the GTO on findings of the audit. You need to arrange an office or meeting room for these meetings to take place.

At the start of the entry meeting, the audit team members and GTO representatives need to sign an audit meeting record to record their presence. Members of the audit team also need to sign a declaration at this point in regard to their interest and compliance with the Auditors Code of Practice (see section 5). All parties also need to sign the audit meeting record at the beginning of the exit meeting.  

Generally the auditor will ask to see evidence of your processes which meet the National Standards. The audit team will interview trainees/apprentices, host employers and other clients of your organisation. They may also interview management and staff of your organisation, and inspect your premises. The length of the site audit will depend on the size of your organisation. It may take between half a day and two days. If you have a multi-site operation, the auditor may choose to inspect a sample of the sites.

· Audit team

The site visit audit team will consist of an auditor, the Manager Industry Initiatives, and an Industry Training Advisor (ITA) who will advise the auditor in matters relating to the employment and training of apprentices/trainees and how they apply in group training operations. The Industry Training Advisors are selected from the State Training Services of DEC. All advisors have been trained in the auditing process and the requirements of the National Standards. DEC will meet the cost of providing the advisor to the audit team, and will arrange for the advisor to attend the site audit.

Prior to the site audit taking place the Industry Initiatives Unit will write to you, to advise you of who the auditor and Industry Training Advisor are and confirm the time and date of the site audit.

·  Observers

DEC reserves the right to bring another officer to an audit as an observer, usually as part of training for staff members.

DEC may ask your organisation for permission for a non-Departmental observer to attend a site audit. You may decline this request.

·  Other participants


Any external person or organisation engaged by your organisation to help with registration may be available on-site to advise you during a site audit. However, they may not be present at any of the audit interviews or discussions between the audit team and your management or staff, and may not communicate directly on behalf of your organisation to the audit team or to DEC.

·  Code of practice

Please see section 5 for the GTR Code of Practice for Auditors, Advisors and Observers participating in the audit process. Members of the audit team and any observers will sign a declaration to abide by the Code of Practice at the start of the audit. Information gained during the audit process is strictly confidential.

·  Audit outcomes

At the end of the audit process the auditor will discuss the audit findings with you and provide you with an audit report. The audit recommendation form needs to be signed by you and the audit team.

The compliance audit may have one of the following outcomes:

-
The auditor finds your organisation fully compliant and makes recommendations to DEC that your application for registration be approved. 

· The auditor may identify non compliances for your organisation and recommend further evidence be provided in order for you to comply fully with the National Standards.  GTOs will be given 30 days from issue of the audit report to meet non compliances.  A follow-up audit may be necessary.

· The auditor finds that you are not compliant and will not be able to recommend your registration.
Your organisation must meet the National Standards fully for the auditor to recommend registration.  No interim registration will be considered.
· Customer Feedback

The Department seeks feedback on the compliance audit from your organisation via a customer feedback form.  You will receive this form at the end of a site audit. Your feedback will be used to improve the audit process.

If your organisation wishes to make a complaint about any aspect of the registration process, please forward the complaint in writing to:

The Manager

Business Services
Industry Programs

State Training Services

Department of Education and Training

Locked Bag 53

DARLINGHURST  NSW 1300

4.3
Stage 3 

· Auditor’s recommendation

Once the auditor is satisfied that your organisation complies fully with the National Standards, they will prepare a summary of the audit and sign the audit recommendation form recommending registration.  All documents will be forwarded to DEC including the signed documents at the entry and exit meetings.  Original or certified copies are required.  At this stage you will be invoiced for all outstanding compliance audit costs.

· Commissioner’s decision

Upon receipt of the auditor’s recommendation and the signed compliance assessment report a submission will be prepared for approval by the Commissioner for Vocational Training.  The Commissioner may approve or reject the registration recommendation.  

· Payment for Audit and Notification to GTOs

DEC will notify GTOs of the Commissioner’s decision and on receipt of payment of audit costs DEC will issue a Certificate of Registration. DEC will update the national database for GTOs (NTIS) of your registration. Registration details will also be entered on DEC’s Integrated Vocational Education and Training System (IVETS) database. 

As a registered GTO you are entitled to use the national logo for group training. This will be forwarded to your organisation for use along with the advertising guidelines.

· Registration period
Registration is for a period of up to 3 years for organisations which have been operating in NSW over the last 2 years with a minimum of 10 apprentices/trainees. Organisations operating for less than 2 years in NSW and/or have been operating with less than 10 apprentices/trainees are registered for an initial period of 12 months.

· Appeals

GTOs may appeal against the Commissioner’s decision by lodging an appeal to the Appeal Panel as specified in the Apprenticeship and Traineeship Act 2001. Further information about the appeals process is available on:

https://www.training.nsw.gov.au/aacs/advice_instructions/appeals_reviews.html
Please forward your appeal to:

The Vocational Education Appeal Panel

Locked Bag 53

DARLINGHURST NSW 1300

4.4
Stage 4

· Compliance monitoring

Compliance monitoring will be carried out by way of monitoring visits or compliance audits.

Officers from the State Training Service Centres, who have regular contact with GTOs, will be responsible for on-going monitoring to ensure that registered GTOs continue to comply with the National Standards. Industry Training Advisors trained in the requirements of the National Standards will report to DEC on any issues they note in their contacts with GTOs which may warrant further investigation.

DEC may initiate an audit at any time during a GTO’s period of registration, either to monitor ongoing compliance with the National Standards or as a result of a complaint about the organisation. An auditor contracted to DEC will carry out a compliance audit. The cost of this compliance audit will be met by the GTO.

· De-registration

If, as a result of a compliance audit, a GTO cannot demonstrate that it fully complies with the National Standards, and it fails to demonstrate compliance required by the auditor within the timeframe given, the auditor may recommend that the registration be suspended or cancelled.

If a recommendation of de-registration is made, a GTO will be given 30 days from the date of the notice to make written representation to the Commissioner for Vocational Training. The GTO will be notified in writing of the Commissioner’s decision once the decision is made.

The appeals provision outlined in 4.3 applies also to any decisions made by the Commissioner for Vocational Training.

· Re-registration

Your organisation will receive a reminder letter from DEC prior to the expiry of your registration. You will be required to submit an application for re-registration three months before your registration expires so that DEC can schedule a compliance audit.  Your registration will expire if an auditor’s recommendation for re-registration is not received by DEC before the expiry date. Funding under the Joint Group Training Program will cease on expiry of your registration.

Please note that the National Standards and the registration procedures may be reviewed regularly, you need to check the web site: https://www.training.nsw.gov.au/businesses/gto/index.html#How_to_become_a_registered_GTO  to ensure that you have the latest information before applying for re-registration.

4.5 New GTOs

Companies operating in NSW for less than 2 years or operating with less than 10 apprentices/trainees are considered to be newly established. Newly established GTOs will go through the same registration process as outlined above. However initial registration will be for a period of 12 months. New GTOs need to obtain a satisfactory audit and a recommendation of re-registration before the expiry date. DEC will issue a reminder notice before registration expires.

5. Code of Practice for Compliance Auditors, Advisors and

Observers
All audits are conducted in accordance with the NSW GTR Code of Practice((see below). Advisors and observers are also required to adhere to the Code of Practice relating to their role in the compliance audit.

5.1 
Auditor Code of Practice 

· Preamble

All personnel who conduct audits of GTOs for NSW DEC, and any other personnel participating in or organising audits are duty bound to observe the GTR Code of Practice (the Code).

· Professional conduct

Auditors/advisors must act in a professional and ethical manner, protecting the rights of the organisations they audit and meeting the needs of their clients.  In doing so, auditors must be objective, independent, honest, constructive and diligent.

· Conflict of Interest

Auditors/advisors must disclose in advance any information that could limit their capacity to make unbiased audit judgements, and potential conflicts of interest must be managed. Potential conflict or competing interests that should be declared include past or present financial, professional or personal relationships with the auditee, its employees or competitors. Auditors should never accept gifts or benefits from auditees beyond modest hospitality (see also 5.2).

· Confidentiality
Auditors/advisors must not discuss or disclose any information relating to an audit except where they are reporting to their client or associated agencies on a ‘need-to-know’ basis, under applicable laws, or where authorised in writing by the auditee and the client.

· Intellectual Property

Auditors/advisors must take all reasonable steps to protect ownership of intellectual property and any commercial-in-confidence material or information disclosed in the course of an audit.

· Responsibility to be informed
Auditors/advisors must be informed about, and be up-to-date with the NSW GTR, including the National Standards and related procedures and practices.

· Client Focus
Auditors/advisors must ensure that the auditee clearly understands the audit process and their rights in that process. In observing a client focus, auditors/advisors will be polite, respectful, considerate and non-discriminatory in dealing with auditees.

· Accountability
Auditors/advisors must not act in any way that could prejudice the reputation of DEC or the audit process and must fully cooperate with any inquiry into any alleged breach of the Code.

5.2
Confidentiality

Information obtained during the compliance audit process, the outcomes of the audit and the report are treated confidentially by DEC and are not made available to other GTOs.

Relevant information from the audit may be made available on a ‘need-to-know’ basis to other sections within the Department and to other government agencies such as the Department of Education, Science and Training (DEST).

Private information, that is, personal details about individuals, is not routinely sought nor retained from a compliance audit. Your organisation may distribute the audit report and make known the outcomes of the audit, at your discretion.

6. Review
DEC will regularly review the NSW GTR based on customer feedback and consultations, according to the principles of continuous improvement.
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GTO conducts self assessment against the National Standards and submits Application to Register, Compliance Assessment Report, Employee, Employer and Apprenticeship / Traineeship Handbooks, Certificate of Registration and initial payment of $880 (plus GST) towards the cost of audit to DET.





DET assigns an auditor from DET register and forwards Application form, Compliance Assessment Report and handbooks to auditor for a desk audit





Stage 1�





DET contacts GTO, auditor and Industry Training Advisor and arranges date for site audit





DET writes to GTO, auditor and Industry Training Advisor confirming date of site audit 





Stage 2�





Auditor finds GTO Non Compliant and issues a Compliance Assessment Report. Evidence of compliance must be submitted 30 days from date the t Report was issued





Site Audit conducted








Auditor finds GTO fully compliant and makes recommendations to DET for GTO registration 





Auditor reviews evidence provided for  Compliance Assessment Report





DET invoices GTO for outstanding costs of the Audit





Auditor finds GTO Non Compliant. DET invoices GTO for outstanding costs of audit and advises GTO that their application for registration is unsuccessful 





Stage 3�





Commissioner for Vocational Training approves or rejects registration





On receipt of balance of audit costs DET notifies GTO and forwards registration certificate and logos 





DET records registration and updates national database and DET’s Integrated Vocational Education and Training System (IVETS) database�





DEC officers’ conduct monitoring visits. If necessary DEC will initiate a compliance audit by an auditor.





Stage 4�





DEC conducts on-going monitoring & compliance audits





Evidence of compliance required by DET of GTOs





Re-registration











( Adopted from the AQTF Auditor Code of Practice
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