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Third-Party Arrangement Checklist.
Third-Party Details.
	Legal Business Name and Trading Name.
(if applicable)
	     

	ABN.
	     

	Services to be Offered.
	     

	Contact Number.
	     

	E-mail Address.
	     

	Address.
	[bookmark: Text5]     
[bookmark: Text6][bookmark: Text7]                                         STATE               POSTCODE      

	Contact Details for References.
(at least two must be provided)
	     





Items.
	Item Description
	Yes
	No
	Comments

	Can we undertake the services in-house
	|_|
	|_|
	     

	Consult with stakeholders
	|_|
	|_|
	     

	Undertake market research on suitable providers
	|_|
	|_|
	     

	Complete background check on potential provider
	|_|
	|_|
	     

	Only if applicable: Seek written approval from ASQA if the partnership involves the training and/or assessment for any ‘VET courses of concern’ 
	|_|
	|_|
	     

	Only if applicable: Where it involves the delivery of training and assessment by another RTO, ensure that the other RTO has the relevant qualification or course on their scope of registration
	|_|
	|_|
	     

	Only if applicable: Where we engage a non-RTO, they do not ‘use’ our registration to:
· Issue any Qualifications or Statements of Attainment in their name or with their logo included
· Offer, advertise, or provide a VET course in their own name or on their own behalf
	|_|
	|_|
	     

	Develop and implement sufficient strategies, mechanisms and resources to systematically monitor any services delivered on our behalf
	|_|
	|_|
	     

	Are the monitoring strategies, mechanisms and resources compliant with the Standards for RTOs
	|_|
	|_|
	     

	Negotiate terms, ensure they are:
· Ethical
· Responsible
· Focus on the best interests of our students and staff members
· Compliance with the Standards and the NVR Act
	|_|
	|_|
	     

	Item Description
	Yes
	No
	Comments

	Prepare agreement, ensure it:
· Is clear and concise
· Includes the nature of the arrangement
· Covers the scope of services to be provided
· Clearly details the costs involved
· Outlines the rights and responsibilities of each party
· Detail the monitoring and review of services and performance of the provider
· Includes any remedial clauses of action
· Contains termination clauses
· Complies that the services comply with the Standards at all times
	|_|
	|_|
	     

	Written agreement finalised, signed and executed
	|_|
	|_|
	     

	Written agreement safely and securely stored
	|_|
	|_|
	     

	Notify ASQA of the third-party arrangement within 30 days of entering into the agreement or prior to the obligations under the agreement takes effect, whichever occurs first
	|_|
	|_|
	     





	Item Description
	Yes
	No
	Comments

	Only if applicable: If third-party provider is to deliver any training and/or assessment services, agreement should include:
· Scope of training and/or assessment is provided by us and not the third-party provider
· The third-party provider cannot advertise any VET courses in their own name
· Students are enrolled as our students and not students of the third-party
· Qualifications and/or Statements of Attainment are issued in our name, not the third-party provider
· Clauses which sets out which party will provide the training and assessment materials, resources and facilities
· The mechanisms through which we will systematically monitor the third-party provider, such as:
· How we will ensure that the Trainers and Assessor provided by the third-party meet the requirements of the Standards for RTOs
· How we will review the training and assessment materials, resources and facilities (if provided by the third-party)
· Record-keeping procedures for enrolment information and completed assessments
· Details of which party will validate completed student assessments
· Clauses requiring the third-party provider to cooperate with ASQA and provide accurate and factual responses to information requests about the delivery of services and in the conduct of audits and the monitoring of its operations
· Any obligations relating to government subsidies or other financial support (if applicable)
	|_|
	|_|
	     




Declaration.
By signing this checklist, I certify that I have undertaken all of the listed activities above to the best of my abilities and with great diligence.
	Signature.
	

	Name.
	     

	Date.
	     




	Admin Use Only

	Name.
	[bookmark: Text15]     

	Position.
	     

	Saved to Third-Party Provider’s File. 
	|_|  Yes          |_|  No
Logged by:      
	Date 
	     

	CEO Signature.
	

	Date.
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