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Policy and Procedure
Purpose
The Group Training Organisation Policy and Procedure outlines the Victorian Registration and Qualifications Authority’s (VRQA’s) role in recognising group training organisations (GTOs) in Victoria. It is a guide to the VRQA’s responsibilities under the Education and Training Reform Act 2006 (ETR Act) and the requirements for GTOs under the National Standards for Group Training Organisations (Standards). 
This document sets out the policy and procedures for GTO recognition. Changes to the policy and procedure are endorsed by the VRQA Board’s Vocational Education and Training Subcommittee and approved by the VRQA Board. 
Policy statement and context
Apprenticeships and traineeships drive Victoria’s skills development and unlock employment pathways for learners. The VRQA’s regulation shapes Victoria’s quality training sector by ensuring employers have the facilities, knowledge and skills to employ and train apprentices and trainees. 
The VRQA approves GTOs as employers of apprentices and trainees in Victoria under the ETR Act and recognises them as GTOs that demonstrate compliance with the Standards. 
GTOs: 
· employ apprentices and trainees under a training contract and place them with host employers
· are responsible for meeting employer obligations under the ETR Act for the quality and continuity of the apprentice and trainees’ employment and training
· provide the care and support needed by apprentices and trainees to successfully complete their training contract.
The VRQA recognises GTOs for a period of up to five years. 
This policy is consistent with the VRQA’s major organisational and regulatory drivers, including:
· the Ministerial Statement of Expectations in which the Minister for Education and Minister for Training and Skills outline an expectation that the VRQA recognises and monitors GTOs against the Standards
· the Victorian government’s funding support of GTOs 
· Commonwealth-state arrangements for group training that require states and territories to make state-specific decisions about their GTO regulatory regimes
· the VRQA’s risk register and risk management process.
Only recognised GTOs are eligible for Commonwealth or state government funding. Recognised GTOs are published on the Group Training National Register and are permitted to use the Group Training logo. 
For more information, see:
· Group Training (Australian Apprenticeships)


Legislative context
GTOs, as employers of apprentices and trainees, must comply with employer obligations under the ETR Act. Under section 5.5.6 of the ETR Act, an employer must obtain the VRQA’s approval to enter into a training contract with an apprentice or trainee.
Section 5.5.7(2) of the ETR Act specifies four key criteria that the VRQA must consider before granting approval to an employer. These are:
1. The premises in which the apprentice/trainee is to be employed
2. The equipment and methods to be used in training
3. Whether any person whom the employer uses or intends to use for supervising the apprentice's training:
a. has the appropriate qualifications, knowledge and skill; and
b. is otherwise a fit and proper person for the purpose of training
4. whether the employer is a fit and proper person to employ an apprentice.
Role of the Apprenticeship Employment Network 
The Group Training Association of Victoria trading as the Apprenticeship Employment Network (AEN) is the peak industry body representing not-for-profit GTOs in Victoria and is part of a national network of group training associations. 
AEN helps current and prospective GTOs self-assess their operations and procedures against the Standards. 
The VRQA works with AEN in a co-regulatory model to: 
· support GTOs to maintain compliance with the Standards
· help prospective GTOs understand the requirements of GTO recognition and their ongoing obligation to comply with the Standards.
The VRQA and AEN’s memorandum of understanding (MoU) sets out the roles and responsibilities of each party in the co-regulatory model. The MoU is published on the VRQA website.
The VRQA does not disclose outcomes of financial capability assessments or onsite audits to AEN.
Organisations that are successful in gaining GTO recognition can apply to AEN for membership. Membership is not a requirement of GTO recognition. 
National Standards for GTOs
GTOs must comply with the Standards to be recognised in Victoria.
The Standards provide that the key outcome for a GTO is to develop an apprentice and/or trainee to become a skilled worker who has completed a recognised qualification. To achieve this, a GTO needs to focus on three key elements: 
· recruitment, employment and induction
· monitoring and supporting apprentices and trainees to completion
· maintaining a sustainable GTO which is well governed and administered.
To help demonstrate compliance with the Standards, GTO applicants and recognised GTOs should refer to the Evidence Guide to support the National Standards for Group Training Organisations (Evidence Guide). 
The Standards and Evidence Guide are available on the Australian Apprenticeships website:
· Group Training Organisation National Standards (Australian Apprenticeships)
Monitoring GTO compliance with the Standards 
Cyclical audits 
The VRQA conducts cyclical audits of GTOs to confirm their ongoing compliance with the Standards.
GTOs are audited on a five-year cycle. The audit may involve:
· an onsite audit
· a desktop audit
· a combination of the above. 
A GTO will also undergo a financial capability assessment (FCA) to assess its compliance with the Standards relating to governance and administration, and its financial viability. 
If the GTO demonstrates compliance with the Standards, it will be recognised for up to a further five years. 
For example, if a GTO recognised until 2022 is found to be fully compliant during an audit, they will be recognised for a further five year period from the end date of their existing recognition, being 2027. 
Non-application compliance audit 
Sometimes the VRQA may become aware that a GTO is not meeting the Standards. In those circumstances, a non-compliance audit may be conducted. Information may come from external sources, such as information provided to the VRQA Complaints Unit.
To confirm the GTO’s ongoing compliance, the VRQA may conduct an audit and FCA or request specific evidence to demonstrate compliance with the Standards.
Consequences of non-compliance with the Standards
If the VRQA identifies non-compliance with the Standards during an audit, it will provide the GTO with 28 days to rectify and provide evidence of its compliance. 
If a GTO is unable to demonstrate compliance, the VRQA Delegate may consider whether it is necessary to cancel the GTO’s recognition. 
Procedure for GTO recognition
The following information and flowchart (Figure 1) sets out the VRQA’s procedure for approving an application for GTO recognition.
The application process
Before applying for GTO recognition, an employer must be approved under section 5.5.7 of the ETR Act to employ apprentices and trainees. 
Phase one: applicant self-assessment
1. The applicant completes the Recognition as a Group Training Organisation application form, which is found on the VRQA website. To access the form, see: 
· About group training organisations
2. The applicant self-assesses their compliance with the Standards which generates a score and risk rating. To self-assess, the applicant can choose one of the following:
· AEN’s online self-assessment tool, which can be accessed through the AEN website:
GTO Recognition (AEN)
· the VRQA’s National Standards for GTOs: self-assessment form, available on the VRQA website:
About group training organisations 
3. Within 14 days of receiving the completed self-assessment, the VRQA will acknowledge receipt of the application and:
· confirm that there is sufficient information and evidence to indicate compliance with the Standards, or
· advise that there is insufficient information and evidence to indicate compliance. The GTO will then be afforded 28 days to provide further information. 
If an applicant does not provide the requested further information and evidence within 28 days, its application will not progress. 
Phase two: financial capability assessment
4. Once the VRQA is satisfied there is sufficient evidence to indicate compliance with the Standards, the application proceeds to an FCA. 
5. If the FCA does not demonstrate compliance with the Standards relating to governance, administration and/or financial viability, the applicant is afforded 28 days to provide further evidence to demonstrate its compliance with the relevant Standards. If the applicant is unable to demonstrate compliance, its application will not progress.
6. If the FCA identifies compliance or the applicant has provided further evidence to demonstrate compliance, the application proceeds to the next phase.
Phase three: audit
7. The VRQA’s auditors will audit the applicant to confirm compliance with the Standards. Depending on the GTO’s risk rating, this may be a site audit or desk audit. If the audit report identifies non-compliance, the applicant is afforded 28 days to rectify the non-compliance and provide evidence to demonstrate compliance with the Standards. 
8. Pursuant to its memoranda of understanding with the Labour Hire Licencing Authority and WorkSafe, and powers under section 5.5.26 of the ETR Act, the VRQA may seek any relevant information regarding an applicant. 
9. If the audit, FCA and material provided by the applicant demonstrate compliance with the Standards, a recommendation will be made to the VRQA Delegate that the applicant is recognised as a GTO for a period of up to five years. The Delegate’s decision will be based on whether or not the applicant complies with the Standards and any other relevant information. 
Note: 
· Recognition as a GTO in another jurisdiction does not entitle an applicant to automatic recognition in Victoria.
· Organisations applying for recognition as a GTO must provide evidence that they either hold a Labour Hire Licence or have applied for to the Labour Hire Authority for a licence. 
For more information, see:
· Labour Hire Authority

Figure 1: GTO recognition application process
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