
RTO exclusive: onboarding checklist

Supporting online employee

 onboarding, performance and learning.
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The Vocational Education and Training (VET) sector is under more scrutiny than ever.  Each year a number of 
Registered Training Organisations (RTOs) have sanctions placed against them for not satisfying conditions of their 
registration.   In January 2018, the Australian Skills Quality Authority (ASQA) cancelled the registration of private 
training provider Study Group Australia for non-compliance with the VET Quality Framework.   In December 2017, 
TAFE South Australia had 10 qualifications suspended when ASQA found some of their Certificate and Diploma 
Courses failed to comply.  

These high profile cases have highlighted the need for RTO’s to establish robust compliance strategies to meet 
their obligations.  With many breaches relating specifically to training and assessment practices, industry experts 
agree that a key priority is ensuring trainers and assessors have the qualifications and competencies to fulfill the 
high VET standards.

Developing a compliance culture
Whilst compliance is often viewed in terms of meeting external requirements and passing audits, in practice it boils 
down to staff following sound organisational plans, policies and procedures in the performance of their work - in-
cluding those that govern how staff should behave. 

Compliance needs to be at the heart of the company’s business model; how it operates, who it services and what it 
does to maintain its financial viability.  But for compliance efforts to truly succeed, a commitment to proper practice 
and doing the right thing must also be embedded in the culture of the organisation - in the hearts and minds of its 
people.  

A compliance culture requires every person in the business to adopt the values of the organisation, understand the 
requirements of their role, and have the skills, knowledge and motivation to fulfil it.  

Why onboarding of new staff is critical
It is not enough to develop policies and procedures and expect new staff to read and follow them. Chances are 
they won’t.  Traditional induction training with its mandatory compliance presentations may improve general under-
standing but unfortunately often turn into tick-a-box exercises that fall short of influencing how staff act and behave.

To produce job-ready staff, prepared and committed to fulfilling all aspects of their role, RTO’s need a well crafted 
onboarding program for their trainers and assessors.

Training and Assessor Onboarding Checklist - What to include
Onboarding starts with the initial contact with an employee and unfolds over the first 6 - 12 months of service.  As 
discussed in Cognology’s Guide to a Great Onboarding Process onboarding equips staff with the competency and 
confidence to not only do their job, but to do it well.   

Onboarding is a more interactive and experience based process than traditional inductions, so new hires achieve 
a deeper and more hands-on appreciation of what their job requires.  Consisting of performance building activities 
such as goal setting, training, mentoring, coaching and feedback, and enriched by social interactions, networking 
and buddy and peer support programs, onboarding immerses new staff into a culture of compliance right from the 
start.  

A core feature of onboarding is that regular monitoring and feedback become part of the normal day to day activity.  
This means that any compliance related performance issues are more likely to be resolved as soon as they arise.
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RTO Onboarding Checklist

Employee Welcome Pack

Socialisation and Culture

Preboarding welcome

Employment Checks and Documentation

Provisioning

Welcome message

Confirm start date and time, parking and dress code

Staffing announcement

Employment contract

Bank account details

Fair Work Information statement 

Job description

Tax file number declaration

Choosing a super fund form

Medical check

Validation of industry experience (reference checks)

Validation of vocational/industry qualifications (provider checks)

Validation of trainer/assessor experience (reference checks)

Validation of industry association membership (confirmation of member organisation)

System access

Keys/security passes

ID photo

Staff handbook

Introductions - site visit

Support Mechanisms

Meeting with Supervisor

Meet the leaders

Introductions to team

Introduction to buddy

Tour of the facilities 

Intranet profile

Buddy system

Professional mentoring program

Peer support networks

Online resources
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Working Arrangements

Social

Rosters

Breaks

Absences

Timesheets/Sign-in and Sign-out procedures

Resources and general supplies

Social club activities

Birthdays and anniversaries

Special events

Industry events/groups

Team building events

Strategic Framework
Vision and mission

Values

Core philosophies

Code of conduct

Communication
Weekly notices

Emails

Intranet

Online collaboration

Peer networks and collaboration

Meetings

Video conferences and calls

Staff directory and phone numbers

Surveys

Performance

Onboarding plan
Review and refine onboarding plan with supervisor

Set check-in dates

Training
Computer based modules

Professional development opportunities

Applications for external training/seminars

Study support
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Performance Management
Clarification of expectations and responsibilities 

Goal setting

Probation review

Ongoing performance management

Career development discussion

Disciplinary procedures

Professional Development Plan
Recognition of prior learning

Mapping competencies

Meeting ongoing vocational and industry training requirements

Courses, workshops, seminars, and conferences

Learning networks

Publications / industry information

Participation in validation or moderation activities

Shadowing other trainers’ and assessors’

Evidence of capabilities

Compliance

VET Quality Framework
(National) Standards for RTO’s 2015 (Regulated by Australian Skills Quality Authority)

(Victorian) Guidelines for VET Providers 2016 (For RTO’s that only provide courses in Victoria and are regulated by the 
Victorian Registration and Qualifications Authority)

Australian Qualifications Framework  

Health and Safety Framework

Health and Safety Requirements

Work health and safety policy

Work health and safety system 

Health and safety committee

Health and safety representative

First aid officers

Fire/emergency wardens

Risk assessments

Accident and incident reports

Non-conformance reports

Notification of communicable diseases

Hazard reporting

Workers compensation claims
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Location of Emergency Facilities and Equipment
Fire extinguishers, hoses and blankets

First aid facilities - first aid kit and room

Hazard Specific Training
Manual handling techniques

Use of fire equipment

Employee Policies and Procedures
Smoke-free workplace

Alcohol and other drugs

Prevention of workplace bullying and harassment

Use of information and communication technology (including mobile phones)

Social media

Discrimination and sexual harassment

Diversity 

Staff grievance procedures

Student behaviour management

Student use of technology

Student attendance

Student assessment and reporting

Enrolments and administration 

Workplace rehabilitation

Risk assessment procedures

Emergency plan including assembly points, exits and procedures

Provision of first aid

Serious incidents and life threatening medical emergencies

Use and control of hazardous substances



take your onboarding to the next level.
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