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(ATTACHMENT A)
Amendment to Registration Application 
List of supporting evidence

The following is a checklist of evidence that must accompany the RTO2 Amendment to Registration Application in the RTO Portal to allow the TAC to assess your application.
For further detailed information on the below clauses please refer to the Amendment to Registration Application Self-Assessment Tool and TAC Registration Standards 2025 Hub 
Please use the provided Self-Assessment tool, or provide your own index document which lists all the document names. The document should refer to the 2025 Standards the evidence is addressing. The index document may also indicate the pages of a document that should be considered, eg Outcome Standard 2.2 - Student Handbook Pg 22.
	CHECKLIST OF SUPPORTING EVIDENCE 

	RECRUITMENT AND ENROLMENT (Outcome Standards 2.1, 2.2, 2.6 & Compliance Requirement 18)

	☐ Pre-enrolment information such as the suitability of the training product for students, taking into account the student’s skills and competencies is determined, course information, student handbooks
☐ Fees and refunds information for students
☐ Strategies to identify and support student Wellbeing


	STRATEGIES - TRAINING AND ASSESSMENT (Outcome Standard 1.1)

	☐ Training and assessment strategies for all training products included in the application


	INDUSTRY ENGAGEMENT (Outcome Standard 1.2)

	☐ Contact details of industry organisations/individuals consulted in relation to each training product in the application, evidence of their input and how/if this was used to ensure the industry relevance of your training and assessment strategies and the current industry skills of your trainers and assessors.


	TRAINERS AND ASSESSORS (Outcome Standards 3.1; 3.2; 3.3 and the Credential Policy)

	☐ A list of trainers and assessors for each of the training products included in your application
☐ Evidence that trainers and assessors have the required:
☐ training and assessment credentials
☐ vocational competencies
☐ current industry skills, with the evidence also showing how the skills directly relate to the units of competency they will deliver and assess
☐ Evidence of professional development in VET undertaken by and/or planned for trainers and assessors





	FACILITIES, EQUIPMENT AND RESOURCES (Outcome Standard 1.8)

	☐ Workplace resource lists and agreements confirming access to facilities, equipment and the range of work directly related to Training Package requirements (for workplace delivery)
☐ A list of learning resources for each training product in the application with evidence that shows they address all requirements specified in the units of competency
☐ Training materials for the same units of competency for which assessment materials are provided (see Assessment below).
☐ Evidence that you have access to the required plant and/or equipment or Personal Protection Equipment (PPE) for all training products, and evidence to show how you confirm it to be fit for purpose prior to use – evidence may be in any form such as photos, documents, agreements, etc


	ASSESSMENT (Outcome Standards 1.1; 1.3; 1.4; 1.6)

	☐ A complete list of assessment tools to be used for each unit of competency/module/cluster of units included in the application
☐ If your application includes qualifications: Assessment tools for at least two units of competency for each qualification in the application, including high risk units if applicable.  
☐ A document demonstrating where each unit requirement is addressed in the assessment tools.
☐ If your application includes individual units of competency: Assessment tools for at least two units in each industry area, including high risk units if applicable (if mandatory assessments must be used, evidence that these have been obtained from the regulator)
☐ A validation plan and schedule that includes all training products in the application.  This may be in the form of an addition to your existing 5-year validation schedule.


	THIRD PARTIES (if applicable) (Outcome Standard 1.1, Compliance Requirement 17)

	☐ Copies of agreements with all third parties
☐ Documented strategies to monitor third parties


	FEES IN ADVANCE (if applicable) (Compliance Requirement 18)

	☐ Evidence of fee protection mechanism to be used


	LEGAL REQUIREMENTS (if applicable) (Compliance Requirement 20)

	☐ Evidence of compliance with the Working with Children (Screening) Act 2004 (if the RTO intends to deliver to learners under 18). Work is child-related if the usual duties of the work involve or are likely to involve 'contact' with a child in connection with at least one of the categories of 'child-related work'.


	TRAINERS AND ASSESSORS UNDER SUPERVISION (if applicable) (Outcome Standard 3.2)

	☐ Evidence of the arrangements in place for individuals working under the supervision of a trainer, including evidence of the supervisor’s credentials, industry experience and currency 


	ACCREDITED COURSE COPYRIGHT OWNER APPROVAL (if applicable) 

	☐ For accredited courses, written approval from the copyright owner to deliver the course and a copy of the accredited course document.




Please note additional information is required if applying for training products from the TAE Training and Education Training Package, please refer to the Amendment to Registration Application Self-Assessment Tool.
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