Self Assessment Checklist – Accreditation (Version 3 - June 09)
Self Assessment Checklist for Accreditation 


	COURSE ACCREDITATION – SELF ASSESSMENT CHECKLIST

	Full Name of Course: 
	

	Application Type: 
	· Accreditation 
· Accrediting Body ______________________________

· NTIS number     _______________________________                                                                                            
· Re-accreditation: previous date of accreditation _______/_______/_______

	Name of Reviewer: 
	

	Date: 
	

	ITEM
	REQUIREMENTS FOR ACCREDITATION 

Tick each if addressed
	NON COMPLIANCE AND/OR COMMENTS BY REVIEWER
(include gaps and non-compliances, also any checks, verification of claims made, key evidence provided, any justification  etc.)

	1. Copyright owner of course and proponent
	· Name of the individual or organisation submitting the course for accreditation.

· Where the course developer is not the copyright holder, documentation provided from the copyright holder that the course developer acts on their behalf for the accreditation submission.
	

	2. Proponent contact details
	· Postal address of the individual or organisation submitting the course for accreditation.

· Email address of the individual or organisation submitting the course for accreditation.
	

	
	·  Contact person’s name

· Position

· Course proponent/developer phone/mobile number/s.
· Fax number.
· Postal address.
· Email address.
	

	3. Copyright Information
	· Details of copyright restrictions on the documentation.
· Identity of the owner of the course or provide copyright clearance.
	

	4. Licensing and Franchise
	· Requirements relating to licensing and/or the franchise of the course for use by other providers.

· Contact details for licensing/franchise arrangements.
	

	5. AVETMISS Information:
	AVETMISS Information Classification Codes for:

· ASCED Code (Field of Education).
· Australia and New Zealand Standard Industrial Classification ANZSIC (Industry Type).
· Australian and New Zealand Standard Classification of Occupations ANZSCO.
· Australian Standard Classification of Occupations ASCO (Occupational Type).
· National Course Code (if Re-Accreditation).
	Verify - Australian Bureau of Statistics (www..abs.gov.au)

	
	Section B: Course Information
	

	6. Nomenclature – (Standard 1 for Accredited Courses)
	· Name of the Qualification(s) that will be awarded on successful completion of the course(s) meets AQF titling protocols.
· Advice that title does not duplicate a Training Package Qualification.

· Confirmation that Qualification meets AQF requirements, distinguishing features as per AQF Implementation Handbook (2007).

· Identified nominal duration of the course in hours.
	Verify – via NTIS

Verify no duplication  

	7. Vocational or Educational Outcome of Course. (Standard 1  for Accredited Courses)
	· Intended purpose of course.
	

	8. Development – 
(a) Industry/Enterprise and Community needs.

(Standards 1 and 2  for Accredited Courses)

	· Evidence of extent of industry/enterprise/community need and support for the course being established.

· Description and evidence of the consultation /research process (appended).

· Description and evidence of the validation processes.

· Identified major client and/or career groups.

· Confirmation that the proposed course is not covered by a Qualification within a Training Package.
	Nature of evidence –

Claims checked

Confirm non duplication of Training Package qualification (Check NTIS).

	(b) For Re-Accreditation-
(Standards 1 and 2  for Accredited Courses)
	· Details of how monitoring and evaluation have been taken into account in the revision.

· Details of any transition arrangements (from the existing course to the new course) for learners currently enrolled in the existing course.

· Details of research /consultation with stakeholders.
	Checked-

Nature of evidence

	9. Course Outcomes – 
(Standards 1,2 and 3 for Accredited Courses)
(Standards 4  and 5 for Accredited Courses)
	For courses based on Units* or courses based on Modules#:

· Identified Qualification level.* #

· Details of employment/educational outcomes of the course.* #

· Explanation of the consistency of course outcomes with the proposed AQF level for the course.* #

· Details of the Units of Competency to be achieved through the course.*

· Details of learning outcomes to be achieved.#

· Details of Training Package/s from which the Units of Competency are drawn.*

· Details of key competencies achieved through the course.*

· Details on how key competencies are addressed.*
· Employability Skills – summary of employability skills to be achieved (Standard 4).
· Details of recognition given to the course(s) by professional or industry bodies. (Standard 5)
· Details of how licensing/regulatory requirements are met. (Standard 5) 

(if applicable)* #

· For modules, justification why Units of Competence /Competency Standards are not appropriate. #

· Confirmation that Units developed in accordance with Training Package Development Handbook 2007. *
	Units –

Modules –

Nature of evidence

Ensure all aspects are identified

Via: www.training.com.au/documents/aqtf2k7_user_accrediting_courses.pdf

Confirm through contact with licensing /regulatory authority
Via: http://www.tpdh.deewr.gov.au/main.htm

	10. Course rules -   
Standards 2,6,7 and 9 for Accredited Courses
Standard 9  for Accredited Courses
	· Outline of the course structure indicating:

· Core Units of Competency/Modules.
· Streams. (as appropriate)

· Elective Units of Competency/modules.
· The requirements to achieve a Qualification including any exit points which provide occupational outcomes, or a Qualification.
· Guidance on sequencing, pre-requisites and nominal hours.
· Essential entry requirements expressed in terms of competencies.
· Justification for any limitations to entry.
· Identified pathways.

· Justification for any explicit limitations to pathways through the course.
Guidance on extent of customisation for particular needs (evidence of compliance with …………… Customisation) and /or compliance with Training Package(s) customisation rules. (where applicable)
	Check

Verify any justifications – limitations to entry with consultation partners, eg. Language, literacy, numeracy.
Verify any justifications – limited pathways

	11. Assessment  - Standards 10 and 12 for  Accredited Courses

	· Identified performance criteria. (or assessment criteria if using Modules)

· Range statements and evidence guides for each Unit. (or assessment strategy for each Module)

· Details of course assessment strategy. (approach to assessment and evidence gathering, the assessment process, methods and assessment tools)

· Confirmation assessment strategy consistency with AQTF 2007 Essential Standards for Registration -  Registered Training Organisations.
· Confirmation of consistency with the Training Package Assessment Guidelines. (if the course comprises units of competency from two or more Training Packages)

· Details of assessor competency requirements. (compliant with AQTF Standard 12 for Accredited Courses)

· Guidance on the vocational competency requirements for assessors as for AQTF 2007 Essential Standards for Registration and any necessary justification.
· Details of any Legislative or Regulatory or licensing requirements for assessors.

· Details of any mandatory workplace assessment requirements and advice on how it may be achieved.

· Details of any special arrangements that may facilitate RPL.
	Verify AQTF 2007 Essential Standards for Registration consistency

Verify consistency with Training Package if applicable

Legislative or Regulatory requirements for Assessors 

Mandatory workplace assessments – identify

	12. Delivery -  Standards  11 and 12 for Accredited Courses

	· Details and justification for any delivery modes essential to the delivery of the course, particularly on-job training.

· Details and justification on any limitations to the delivery modes to be chosen for this course.

· Specialized facilities and equipment essential to the delivery of the course.

· Details of trainer competency requirements. (compliant with AQTF 2007 Essential Standards for Registration)

· Guidance on the vocational competency requirements for trainers (AQTF 2007 Essential Standards for Registration) and any justification.

· Imported Units of Competency from Training Package.
	Justifications – essential delivery modes

Justifications – limitations on delivery modes

Confirm compliance with AQTF 2007 Essential Standards for Registration requirements.
Check - must reflect requirements for trainers specified within Training Package.

	13. Pathways and  Articulation -  Standard 12 for Accredited Courses
	· Identified relationships to any Training Package(s), nationally endorsed Units of Competency, school, higher education, VET pathways.
· Details of articulation and/or credit transfer arrangements (into course and other VET and Higher Education courses).
	

	14. Ongoing Monitoring and Evaluation - Standard 13 for Accredited Courses
	· Details of ongoing monitoring and evaluation processes to maintain quality and relevance throughout accreditation period. (by course owner)

· Identified responsibility for course maintenance (proponent; maintainer; copyright holder).
	

	Section C: Units of Competency - Documentation must include:
	· The Units of Competency (in full) from Training Package/s (if used) with full codes, titles as Training Package(s).
· Explanation and details of any Units of Competency customised in accordance with the Guidelines for Customisation in the relevant Training Package. (with any changes identified)

· Units of Competency developed for the course; or

· Modules for the course. (if relevant)
	Units or Modules all included in full

Verify that any developed Units of Competence conform to requirements of Training Package Development Handbook 2007.
AQTF 2007 Template for Course Documentation for Accreditation available.
Template available from TAC Website.

	Where Modules are used:
	· Evidence of contact with the State or Territory Accrediting Body prior to the development of Modules.

· Full details of Modules in Section C of the course documentation.
	Verify appropriateness of modules

Verify Module details see attached guide/checklist and TAC Website.


If Modules are provided: Reviewer to confirm the following:

(Reference: AQTF 2007 User’s Guide to Standards for Accredited Courses; TAC Website Module template/format and information)

Module format should include:

· An appropriate module name which indicates its purpose.
· Indication of nominal duration.
· Applicable module or discipline code – (AVETMISS).
· Broad statement of module purpose.
· Identification of pre-requisite modules or competencies.

· Assessment strategy.

· Learning outcomes/Assessment criteria.
· Specified essential modes of delivery if applicable.
· Information of any restrictions on modes of delivery (justification).
· Listed essential facilities and equipment.
· Identified specialist qualifications, experience, competencies for trainer and assessors (Link to AQTF 2007 Essential Standards for Registration).
· Useful learning resources.
· Occupational health and safety requirements.
· Details of broad areas of content.
· Information of the type and amount of evidence required for assessment.
· Determined methods of assessment for the module.
· Scope of assessment by including essential conditions.
· Learning outcomes that clearly state what learners should be able to do.
· Assessment criteria for each learning outcomes which are essential and sufficient to judge competence in the learning outcome.
· Any additional assessment methods required at learning outcomes level.

	AUDITORS RECOMMENDATION

	Reason:

	

	

	

	

	

	

	

	

	

	Recommendation to Approve Application     
Recommendation to Reject Application     

	

	Auditors Signature:
	
	Date:
	
/
/
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