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SELF ASSESSMENT INSTRUMENT
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1: Business system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	1.1
	Business direction is clearly articulated 

	
	 Some evidence
	
	Increasing evidence
	
	

	1.2
	Management systems are focused on providing quality services
	
	
	
	
	
	

	1.3
	Management systems are documented appropriately for size and scope of operations
	
	
	
	
	
	

	1.4
	Management systems are consistently implemented across operations
	
	
	
	
	
	

	1.5
	Management systems are monitored systematically


	
	
	
	
	
	

	1.6
	An agreement about T&A services is in place with each partner organisation
	
	
	
	
	
	

	1.7
	Partner organisation’s T&A services are monitored and improved
	
	
	
	
	
	

	1.8
	Industry/enterprise is consulted during development of Training and Assessment Strategy (TAS)
	
	
	
	
	
	

	1.9
	Learner profile is clearly articulated as part of TAS

	
	
	
	
	
	

	1.10
	Human and physical resources are specified in TAS

	
	
	
	
	
	

	1.11
	TAS is clearly articulated and meets Training Package requirements
	
	
	
	
	
	

	1.12
	TAS is monitored and improved
	
	
	
	
	
	

	Total
	


If an indicator does not apply in your RTO (eg: partnerships) put N/A and do not count it in the tally.

2. Client engagement system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	2.1
	Accurate information on services is provided to clients


	
	
	
	
	
	

	2.2
	Clear and sufficient information is provided to clients prior to enrolment/contract


	
	
	
	
	
	

	2.3
	Improvements made in client 
information
	
	
	
	
	
	

	2.4
	Workplace personnel are consulted in development of  workplace training and assessment processes 

	
	
	
	
	
	

	2.5
	Workplace personnel are aware of their training and assessment roles and responsibilities


	
	
	
	
	
	

	2.6
	Workplace personnel support for each learner is monitored

	
	
	
	
	
	

	2.7
	Learner progress is monitored

	
	
	
	
	
	

	2.8
	Workplace personnel are consulted as part of the review of training and assessment
	
	
	
	
	
	

	Total
	


3. Client services system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	3.1
	Support services are consistent with TAS


	
	 Some evidence
	
	Increasing evidence
	
	

	3.2
	Learner needs are systematically assessed

	
	
	
	
	
	

	3.3
	Learners have access to relevant learning support services

	
	
	
	
	
	

	3.4
	Training, assessment and support services are monitored


	
	
	
	
	
	

	3.5
	Improvements made in training, assessment and support services

	
	
	
	
	
	

	3.6
	Learners are informed about how to access their records 

	
	
	
	
	
	

	3.7
	Process for complaints and appeals are published and staff are aware of it

	
	
	
	
	
	

	3.8
	Complaints and appeals are resolved satisfactorily

	
	
	
	
	
	

	3.9
	Complaints and appeals are monitored by management

	
	
	
	
	
	

	3.10
	Improvements made on basis of complaints and appeals

	
	
	
	
	
	

	Total
	


4. Training system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	4.1
	Resources specified in TAS are used by staff
	No evidence that specified resources are used by staff
	
	Specified resources are used across all operations by staff 
	
	Specified resources are consistently used by staff in a way that adds value to training
	

	4.2
	Resources specified in TAS are used by learners
	No evidence that specified resources are used by learners
	
	Specified resources are used across all operations by learners
	
	Specified resources are consistently used by learners in a way that adds value to learners
	

	4.3
	Improvements made in staff, facilities, equipment and training and assessment materials
	No evidence of improvement in staff, facilities, equipment and training and assessment materials
	
	Verifiable improvements in staff, facilities, equipment and training and assessment materials result from monitoring and review
	
	Staff, facilities, equipment and training and assessment materials are part of a cyclical approach to quality and there is clear evidence that this results in improvements
	

	4.4
	Trainer competence is established and verified
	No evidence that trainers are competent to train in the vocational area
	
	Trainer competencies are established upon recruitment and there is documentary proof
	
	Trainer competencies, above the level of those being delivered, are established upon recruitment and there is documentary proof
	

	4.5
	Trainer supervision arrangements are effective
	No evidence that trainers without required competencies are directly supervised by qualified trainer
	
	Trainers without required competencies are directly supervised by qualified trainer
	
	Trainers without required competencies work with qualified trainer to plan and deliver high quality training together 
	

	4.6
	Trainers continuously develop their knowledge and skills
	No evidence of professional development of trainers
	
	Trainers have record of sufficient, and appropriate, professional development activities for the year
	
	Trainers professional development activities have resulted in verified improvements in training 
	

	Total
	


5. Assessment system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	5.1
	Assessor competence is established and verified

	
	 Some evidence
	
	Increasing evidence
	
	

	5.2
	Assessors continuously develop their knowledge and skills

	
	
	
	
	
	

	5.3
	Assessment meets Training Package requirements


	
	
	
	
	
	

	5.4
	Assessment is consistent with TAS


	
	
	
	
	
	

	5.5
	Assessment tools are systematically validated


	
	
	
	
	
	

	5.6
	Assessment is to workplace standard


	
	
	
	
	
	

	5.7
	Judgements against same competency standard are consistent


	
	
	
	
	
	

	5.8
	Improvements made in assessment systems, processes, tools and practices

	
	
	
	
	
	

	Total
	


6. Records system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	6.1
	Records management system is in place


	
	 Some evidence
	
	Increasing evidence
	
	

	6.2
	AQTF compliance records are maintained

	
	
	
	
	
	

	6.3
	Staff meet their responsibilities for records management


	
	
	
	
	
	

	6.4
	Records management system is monitored

	
	
	
	
	
	

	6.5
	Improvements made in records management system


	
	
	
	
	
	

	6.6
	Participation data is systematically collected, recorded and stored

	
	
	
	
	
	

	6.7
	Progress data is systematically collected, recorded and stored

	
	
	
	
	
	

	6.8
	Records management practices are monitored
 
	
	
	
	
	
	

	6.9
	Improvements made in records management practices 

	
	
	
	
	
	

	Total
	


7. Quality system
	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	7.1
	There is a systematic approach to the establishment of the quality system and the management of operations

[A]


	
	 Some evidence
	
	Increasing evidence
	
	

	7.2
	There is a systematic approach to the implementation  and monitoring of the quality system and the management of operations

[D]


	
	
	
	
	
	

	7.3
	There is a systematic approach to the review of the quality system and the management of operations

[R]
	
	
	
	
	
	

	7.4
	There are improvements made to the quality system and the management of operations in light of monitoring and review 

[I]


	
	
	
	
	
	

	Total
	


8. Compliance system

	Quality criteria
	Performance continuum



	
	Non compliant
	Compliant
	Excellent practice


	Rating

	
	0
	1-4
	5
	6-9
	10
	

	8.1
	There is a systematic approach to the management of compliance
[A]


	
	 Some evidence
	
	Increasing evidence
	
	

	8.2
	The approach to compliance is implemented and is monitored [D]


	
	
	
	
	
	

	8.3
	The approach to compliance is reviewed

 [R]

	
	
	
	
	
	

	8.4
	There are improvements made to the compliance system in light of monitoring and review 

[I]


	
	
	
	
	
	

	8.5
	Data is collected, analysed systematically and results used to improve training and assessment

	
	
	
	
	
	

	8.6
	Data is collected, analysed systematically and results used to improve client services

	
	
	
	
	
	

	Total
	


QMS Self assessment

Evaluator Report
Evaluators may write are much as they feel is needed to give a useful report on their findings.
This report is be filed with Quality documents: completed
	Evaluator/s name
	

	Date
	


	Management system


	Evaluator comment
	Total

	1


	Business


	
	

	2
	Client engagement


	
	

	3
	Client services


	
	

	4
	Training


	
	

	5
	Assessment


	
	

	6
	Records


	
	

	7
	Quality


	
	

	8
	Compliance


	
	


	General comment on progress/challenges



	Recommendations




Trends: Comparison of results across Self Assessments

	Management system
	Current


	Previous

	
	Totals


	Totals

(date)
	Totals

(date)
	Totals

(date)
	Totals

(date)

	1. Business system

	
	
	
	
	

	2. Client engagement

	
	
	
	
	

	3. Client services

	
	
	
	
	

	4. Training system

	
	
	
	
	

	5. Assessment system

	
	
	
	
	

	6. Records system

	
	
	
	
	

	7. Quality system


	
	
	
	
	

	8. Compliance system


	
	
	
	
	

	Results
	
	
	
	
	


Comments:



















How to use this instrument





This self assessment instrument (SAI) is designed to assist an organisation to evaluate its effectiveness at continuously improving operational systems. It is more than just an internal audit – it is also a way to provide meaningful feedback to trainers, assessors and RTO administrators on the results of their efforts.





It is recommended that the SAI be used immediately after the quality management system has been deployed to provide some baseline data. Use the SAI again about six months later to check on progress. Then use it once a year at a time appropriate for the organisation, but preferably about the same time each year.





Procedure:





Appoint evaluator/s: usually internal to the organisation


Provide evaluator with access to evidence 


Publish evaluator’s report to RTO personnel


File completed SAI with Quality documents: completed


Act on recommendations from evaluator


Keep a tally of results over the years to identify trends








SAI Action Plan�If there is a need for a significant number of improvements after a Self Assessment, create an Action Plan to record planned changes and allocate a timeframe. Therefore, it becomes a schedule for improvements.
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