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Copyright 

© Newbery Consulting - July 2011  

This work is copyright. Apart from any use as permitted under the Copyright 

Act 1968, no part may be reproduced by any process without prior written 

permission (Licence) from Newbery Consulting. 

Requests and enquiries should be addressed to Newbery Consulting, through 

the following points of contact: 

Email: enquiries@newberyconsulting.com.au 

Web: www.newberyconsulting.com.au 
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Please Note: 
As the Licence, disclaimer, claim to 
copyright, acknowledgements (all of this 
front matter) is issued in a separate 
certified document, there is no need to 
retain this information in the front of 
your forms and tools. You need to 
customise this document to be a 
representation of your organisation. 
  
(Delete this text box when finished) 
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End User Licence 

Licensee: Your RTO Name (ABN:                 ) 

Date issued: Not issued 

Date expires: For the duration of subsistence of copyright. 

Territory: Everywhere 

The licensee is entitled to print, copy or amend this publication to aid the 

implementation and application of this publication. 

The licensee is not entitled to distribute or communicate this material, 

except where such communication occurs in the context of informing 

specified third parties1

The licensee is not entitled to charge a fee for distribution or communication 

of this material. The licensee must take all care to prevent the distribution of 

this publication to other parties who may not respect the requirements of 

this licence or the copyright. 

 of the licensee’s operations, policies and procedures. 

Material distributed for these purposes must be in an unamendable format 

(such as a locked PDF). The licensee is not entitled to communicate or 

publish the material over the internet or in an unrestricted public domain 

where it is likely to be freely distributed and copied. 

This license does not extend to any subsidiaries, ventures or parent 

organisations of the licensee.  

The licensor warrants that they are entitled to grant licence and that a 

licensee's exercise of the licence will not infringe third party rights. 

                                    
1 Specified third parties are VET registering or regulatory authorities when the RTO is required to demonstrate its 
policy and procedural approach to operations in support of their compliance with quality standards or continued 
registration. 
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Disclaimer 

Newbery Consulting makes this material available on the understanding that 

users exercise their own skill and care with respect to its use. Before relying 

on the material in any important matter, users should carefully evaluate the 

accuracy, completeness and relevance of the information for their purposes 

and should obtain appropriate professional advice relevant to their particular 

circumstances. The material within this publication may include views or 

recommendations of third parties which do not necessarily reflect the views 

of Newbery Consulting or indicate its commitment to a particular course of 

action.  

Links to other publications have been inserted for convenience and do not 

constitute endorsement of material within those publications or any 

associated organisation, product or service. These external information 

sources are outside our control. It is the responsibility of users to make their 

own decisions about the accuracy, currency and reliability of the information 

at those sites.  

By accessing information through this publication the licensee waives and 

releases Newbery Consulting to the full extent permitted by law from any 

and all claims relating to the usage of the material made available through 

this publication. In no circumstances shall Newbery Consulting be liable for 

any incident or consequential damages resulting from the use of this 

material.  

Improvements 

Newbery Consulting is constantly improving and developing this 

management system to meet clients’ needs. If you have any proposed 

amendments or suggested improvements please email us at: 

enquiries@newberyconsulting.com.au 

 

mailto:enquiries@newberyconsulting.com.au�
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Version Control 
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Introduction 

At Your RTO Name we are committed to enabling our clients to develop 
industry best practice skills and knowledge. An important enabling factor for 
our organisation in this pursuit is the provision of high quality training and 
assessment programs designed to meet the needs of our clients and 
industry. 

National compliance requirements dictate that we apply a systematic 
approach to the delivery of training and assessment services. Each of our 
training programs is designed to complement a learner’s existing skills and 
experience and provide diverse learning opportunities that meet the needs 
of the individual. At Your RTO Name we are committed to providing 
opportunities for clients to pursue continuing professional development that 
is industry relevant, of high quality, and leads to nationally recognised 
qualifications and outcomes.  

The policies, procedures and tools outlined within this manual assist in the 
efficient management and administration of our operations. Your RTO Name 
representatives must be familiar with and comply with the policies and 
procedures at all times in order to maintain the standards required to deliver 
quality training and assessment.  

Policy Structure 

To achieve our goals, Your RTO Name has adopted a structured approach to 
policy framework that recognises the relationship between legislation, 
standards, policy, procedures and tools. 

 

 

 

 

 

 

 

 

Legislation 

Legislation includes Acts of Parliament, 
both Commonwealth and State, 
including requirements relating to: 

− Occupational health and safety; 

− Anti-discrimination; 

− Privacy; 

− Workplace relations; 

− Vocational education; 

− Child protection; and 

− Copyright. 

Tools 

Procedure 

Policy 

Legislation & 
Standards 
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Standards 

Standards provide the basis for comparison to best practice. They guide our 

organisation in the structure and standardisation of operations and ensure 

consistency in the outcomes we achieve with external agencies. Standards 

applicable to Your RTO Name operations including the VET Quality 

Framework which is a statutory requirement for registration as an RTO 

The VET Quality Framework comprises the following standards and 

requirements: 

− Standards for NVR Registered Training Organisations, 

− Australian Qualifications Framework, 

− Fit and Proper Person Requirements, 

− Financial Viability Risk Assessment Requirements, and 

− Data Provision Requirements. 

Policy 

Policy is the first level of guidance which is internally developed. Policy is 

influenced by legislation and standards and reflects the unique 

organisational requirements of Your RTO Name. Policies provide the 

philosophical foundation for decisions that reflect our operational intent. At 

Your RTO Name we are committed to the continuous improvement of policy 

which is contemporary and reflects our desire to deliver high quality training 

and assessment services. 

Procedure 

Procedures outline the actions that must occur to comply with the intent of 

each policy. Your RTO Name procedures have been developed to provide the 

basis for the consistent performance of services and internal processes 

which lead to quality outcomes and procedural integrity.  
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Tools 

Tools support the implementation of our policies and procedures. Tools 

include forms, spreadsheets and other records which assist us to internally 

manage information and transactions and provide the apparatus for 

compliance.  
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Section One -  

RTO Management 
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1.4.1 - Management Meeting Tools 

1.4.1.1 - Management Meeting Agenda 

Meeting scheduled for: 9:30am, Wednesday XX November 2010 

1. Open the meeting 

2. Welcome and apologies 

3. Review minutes from previous meeting 

4. Review any new notices or communications received 

5. Report / Review training / assessment delivery issues 

6. Report / Review administration issues 

7. Report / Review compliance issues 

8. Report / Review continuous improvement actions 

9. Report / Review business development actions 

10. Report / Review any complaints or appeals 

11. Report / Review safety issues 

12. Attend to any other business 

13. Nominate the next meeting 

14. Close the meeting 
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