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[bookmark: _Toc210651345]Purpose
This policy outlines our approach to managing the transition of superseded equivalent and non-equivalent training products, and the removal or deletion of qualifications, skill sets, units, courses, and modules to ensure students receive current and relevant training aligned with the training product requirements.
[bookmark: _Toc210651346]Scope	
This policy applies to: 
· All staff, learners, and clients; and 
· The transitioning of superseded training products and its related business functions.
[bookmark: _Toc211507191][bookmark: _Toc210899221][bookmark: _Toc210898415][bookmark: _Toc212623519][bookmark: _Hlk211504895][bookmark: _Hlk217976299][bookmark: _Toc210651348]Software
· RTO Teams
Responsibilities
CEO 
· Ensures compliance with legislation, regulations and Standards for RTOs.
· Oversees the management and systematic transition of training products.
· Ensures compliance with the revised Standards and directives.
· Allocates resources for the development and implementation of updated training products.
· Approves all transition-related plans and materials.
Administrative & Support Staff 
· Manages administrative processes for transitions, including notifications to students.
· Updates systems and marketing materials.
· Assists in communication with ASQA regarding training product transitions, and scope additions or removals.
Trainers & Assessors 
· Reviews and documents change between superseded and replacement training products.
· Updates Training and Assessment Strategies (TAS) and training resources.
· Engages in stakeholder and industry consultation for revised training products.
[bookmark: _Toc210651349]General Principles
Training 2U is committed to:
· Monitoring the status of training products by subscribing to the National Training Register’s notification service to ensure we are delivering the most current outcomes to our learners by subscribing to the notifications on the TGA website for the relevant training package, qualification, accredited course units / modules, units of competency and/or skill sets;
· Transitioning the training products within the given timeframes:
· 1-year for superseded products (equivalent and non-equivalent training products);
· 2-years for deleted qualifications, and 
· 1-year for deleted units, skill sets, or modules;
· Notifying students enrolled in the affected training program in a timely manner;
· Supporting students to ensure they are able to complete their training or transition smoothly;
· Maintaining compliance with ASQA directives, including applying for non-equivalent products before delivery; 
· Ensuring all training and assessment materials for the new or revised training product are updated, approved, and implemented promptly; 
· Understanding that where a training product requires the delivery of a superseded unit of competency, the requirements to transfer learners into its replacement unit of competency is not applicable.
[bookmark: _Toc210651350]Equivalent Training Products
Equivalent training products are updated versions of existing training products where the outcomes, skills, and knowledge required for competency remain consistent with the superseded version. The changes made to the training product are minor, often involving updates to reflect current industry practices, terminology, or regulatory requirements, without altering the core competencies.
· Key Characteristics
· Transition period of up to 1-year.
· No significant change to the learning outcomes.
· Minimal changes to the structure, content, or assessment requirements.
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Automatically added to an RTO’s scope of registration by ASQA (if already on scope).
· Students can transition seamlessly without requiring substantial additional training.
· Examples
· Minor updates to unit codes, titles, or packaging rules.
· Updated industry-specific terminology in learning resources or assessments.
[bookmark: _Toc210651351]Non-Equivalent Training Products
Non-equivalent training products are revised versions of existing training products where substantial changes have been made to the structure, learning outcomes, or competency requirements. These changes result in the new training product being classified as not equivalent to its predecessor.
· Key Characteristics
· Transition period of up to 1-year.
· Significant changes to the content, structure, or competency requirements.
· New learning outcomes or significant shifts in the skills and knowledge required.
· Requires an RTO to apply to ASQA for the new product to be added to their scope of registration.
· Students transitioning from a superseded product to a non-equivalent product may need additional training to meet the requirements.
· Examples
· Adding or removing core units, altering the focus or industry context of the qualification.
· Introducing new competency standards or significantly revising existing ones.
[bookmark: _Toc210651352]Removed and Deleted Training Products
Removed or deleted training products refer to qualifications, skill sets, units of competency, accredited short courses, or modules that have been permanently removed from the National Training Register. These products are no longer recognised as current or relevant to the needs of industry or the vocational education and training (VET) system. Removal or deletion typically occurs when there is insufficient demand, significant changes in industry requirements, or replacement with a more suitable training product.
· Key Characteristics
· These training products are not superseded by an equivalent or non-equivalent training product.
· Teach out period:
· Qualification – students have up to 2-years from the removal or deletion date to complete training and assessment.
· Skill sets, units of competency, courses, and modules – students have up to 1-year from the removal or deletion date.
· RTOs must not enrol new students into a removed or deleted training product after its removal or deletion date.
· The training product is removed from the RTO's scope of registration by ASQA once the allowable teaching-out period expires.
· Examples
· Decline in industry demand for a specific qualification or skill set.
· Changes in regulatory or licensing requirements eliminating the need for the training product.
· Duplication of outcomes across multiple training products.
· Structural changes to the VET system aligning qualifications to broader industry needs.
[bookmark: _Toc210651353]Compliance
This policy aligns with:
· 2025 Standards for RTOs:
· Standard 2.1 – VET students have access to clear and accurate information, including to make informed decisions about the training product and the RTO, and are made aware of changes that affect them. 
· Compliance Requirements – Transition of training products.
· National Vocational Education and Training Regulator Act 2011.
Failure to comply with this policy can have serious consequences, including but not limited to:
· For the RTO – breaches of legislation or regulatory requirements may result in financial penalties, loss of registration, reputation damage, or regulatory enforcement actions.
· For Staff Members – staff found to have knowingly or negligently failed to comply with this policy and any associated legislative or regulatory requirements may face disciplinary actions, up to and including termination of employment.
· For Learners and Clients – non-compliance could lead to disruptions in training and assessment services, invalid qualifications or compromised learning outcomes, potentially affecting future employment opportunities.
[bookmark: _Toc210651354]Continuous Improvement
· Feedback from staff, learners, clients and industry stakeholders will be used to inform improvements to compliance processes and the effectiveness of our operations.  
· An internal audit is to be conducted at least once per year to assess our compliance with this policy and the relevant legislative and regulatory requirements. The audit schedule is outlined in our Continuous Improvement Schedule and areas for improvements are documented in our Continuous Improvement Register.
· Internal audit review questions for self-assurance purposes should include:
· Are we correctly subscribed to notifications from the TGA website for relevant training packages and products?
· Is our process for the transition of training products clear and logical?
· Are the processes for the transition of training products followed correctly?
· Are learners adequately supported to complete their current training and/or transition to the replacement training product?
· Are all transition plans, communications and approvals documented and stored appropriately?
[bookmark: _Toc210651355]Related Documents
· Continuous Improvement Register
· Continuous Improvement Schedule



[bookmark: _Toc210651356]Training Product Transitioning – Equivalent Training Product Procedure
1. Determine an action plan 
i. Once it is known that a training product on our scope has been superseded, the CEO is to prepare an action plan with the relevant staff members and a target date set. 
ii. The action plan must include steps for the two options available to learners – for them to either complete their studies and receive their certification before the 1-year deadline or be transferred into replacement products before the 1-year deadline, which could mean an extension to their enrolment. 
iii. This is to be done within 5 business days of the announcement that a training product on our scope has been superseded.
2. Cease enrolling new learners 
i. The course is to be removed from our website, the marketing materials cease to be circulated and the Administrative & Support Staff is to enter an ‘End date’ for the course in our Student Management System. The ‘End date’ should be recorded as 1-year of the revised training product’s publication date. This means that if the revised training product’s publication date is the 01 July 2025, the ‘End date’ should be recorded as the 30 June 2026. 
ii. Our website (including our online enrolment system) and marketing channels should also be updated to advise that we are no longer taking enrolments into the affected training program, explaining the transition that will be occurring. These tasks are to be completed within 10 business days. 
3. Learner notification 
i. Learners enrolled in the training product which has been superseded are to be notified within 5 business days. The Administrative & Support Staff is to prepare letters to notify the affected learners:
·  Learners whose training is due to be completed under 1-year:
· What the update is;
· Explain what is meant by equivalent training products;
· Why the training product has been superseded;
· How this update will affect them – frame this positively;
· Our legal obligations as an RTO;
· Advise that it will not cost them anything to transition to the new training product; and
· That should they require an extension to their course duration, they will have to transition to the new training product and may require additional training as a result.
· Learners whose training is scheduled to be completed in over 1-year:
· What the update is;
· Explain what is meant by equivalent training products;
· Why the training product has been superseded;
· How this update will affect them – frame this positively;
· What the timeframe and process for the transition will be;
· Our legal obligations as an RTO; and
· Advise that it will not cost them anything to transition to the new training product.
4. Update TAS and resources 
i. The TAS and our training and assessment resources and tools will need to be updated with a project timeframe of no more than 3-months to match the new training product and its requirements. To do this, Trainers & Assessors delivering the affected training program are to: 
· Review the differences between the superseded training product and the new training product.
· Document the differences clearly.
· Undertake round 1 industry engagement:
· Whether the selected elective units are suitable,
· Their input on the changes;
· Resource requirements – including human resource requirements; 
· Any specific requirements to be incorporated.
· Prepare a new TAS and revise the training and assessment tools where required, based on the first round of industry engagement. 
· Undertake round 2 industry engagement:
· Feedback on the updated TAS;
· Feedback on the updated training and assessment tools;
· Feedback on the allotted resources; and
· Feedback on the assigned Trainers & Assessors’ experience and PD.
· Update the TAS and training and assessment tools as required, based on the outcomes of the second round of industry engagement
5. CEO approval 
i. When TAS and training and assessment tools are ready, the CEO is to review and approve of them. 
ii. When approval is obtained, the Administrative & Support Staff are to make them available for access on our server. This must be completed no more than 5 business days from when the CEO approve of the new TAS and resources.
6. Update systems, website and marketing channels 
i. Our Student Management System will need to be updated with information about the new training program. 
ii. The Administrative & Support Staff is to create a new course, and add in the relevant units and information as outlined in the TAS. 
iii. The course information on the website is to be updated to reflect the new training program. Our marketing materials must also be updated and distributed to our marketing channels. This must be completed within 10 business days from when the CEO approves of the new training product.
7. Learner notification 
i. The Administrative & Support Staff is to prepare and send out a letter to the learners informing them that the new training product is ready and those who would like to or are required to transition can now do so. 
8. Issue Statement of Attainment 
i. Learners transitioning over to the new training product are to be issued with a Statement of Attainment of the units they have completed, and any eligible units of competency to be transferred to the new qualification. 
ii. They are also to be issued with a new CoE Training Plan document for the new course. 
iii. The affected students’ files are also to be updated, ensuring that there is an ‘Enrolment End Date’ entered for the superseded training program.
iv. A new enrolment with the ‘Enrolment Start Date’ and ‘Enrolment End Date’ entered for the new training program. 
9. Archival of superseded materials 
i. Training and assessment materials such as the TAS, the learning resources and the assessment tools are to be archived once all of the students have been transitioned over to the new training product. 
ii. Under no circumstances are these files to be deleted. 

[bookmark: _Toc210651357]Training Product Transitioning – Non-Equivalent Training Product Procedure
1. Determine an action plan 
i. Once it is known that a training product on our scope has been superseded, the CEO is to prepare an action plan with the relevant staff members and a target date set. 
ii. The action plan must include steps for the two options available to learners – for them to either complete their studies and receive their certification before the 1-year deadline or be transferred into replacement products before the 1-year deadline, which could mean an extension to their enrolment. 
iii. This is to be done within 5 business days of the announcement that a training product on our scope has been superseded.
2. Cease enrolling new learners 
i. The course is to be removed from our website, the marketing materials cease to be circulated and the Administrative & Support Staff is to enter an ‘End date’ for the course in our Student Management System. The ‘End date’ should be recorded as 1-year of the revised training product’s publication date. This means that if the revised training product’s publication date is the 01 July 2025, the ‘End date’ should be recorded as the 30 June 2026. 
ii. Our website (including our online enrolment system) and marketing channels should also be updated to advise that we are no longer taking enrolments into the affected training program, explaining the transition that will be occurring. These tasks are to be completed within 10 business days. 
3. Learner notification 
i. Learners enrolled in the training product which has been superseded are to be notified within 5 business days. The Administrative & Support Staff is to prepare letters to notify the affected learners:
·  Learners whose training is due to be completed under 1-year:
· What the update is;
· Explain what is meant by non-equivalent training products;
· Why has the training product been superseded;
· How this update will affect them – frame this positively;
· What additional support they will be provided with to ensure that they will be able to complete their course in a timely manner;
· Our legal obligations as an RTO;
· Advise that it will not cost them anything to transition to the new training product; and
· That should they require an extension to their course duration, they will have to transition to the new training product and may require additional training as a result.
· Learners whose training is due to be completed in over 1-year:
· What the update is;
· Explain what is meant by non-equivalent training products;
· Why has the training product been superseded;
· How this update will affect them – frame this positively;
· What the timeframe and process for the transition will be;
· What additional support they will be provided with to help them with the transition process;
· Our legal obligations as an RTO; and
· Advise that it will not cost them anything to transition to the new training product.
4. Update TAS and resources 
i. The TAS and our training and assessment resources and tools will need to be updated with a project timeframe of no more than 3-months to match the new training product and its requirements. To do this, Trainers & Assessors delivering the affected training program are to: 
· Review the differences between the superseded training product and the new training product;
· Document the differences clearly;
· Undertake round 1 industry engagement:
· Whether the selected elective units are suitable;
· Their input on the changes;
· Resource requirements – including human resource requirements; 
· Any specific requirements to be incorporated.
· Prepare a new TAS and revise the training and assessment tools where required, based on the first round of industry engagement. 
· Undertake round 2 industry engagement:
· Feedback on the updated TAS;
· Feedback on the updated training and assessment tools; and
· Feedback on the allotted resources; and
· Feedback on the assigned Trainers & Assessors’ experience and PD.
· Update the TAS and training and assessment tools as required, based on the outcomes of the second round of industry engagement.
5. CEO approval 
i. Once the TAS and training and assessment tools are ready, the CEO is to review them and approve of them. 
ii. When approval is obtained, the Administrative & Support Staff are to make them available for access on our server. This must be completed no more than 5 business days from when the CEO approve of the new TAS and resources.
6. ASQA application 
i. Apply to ASQA to deliver the new training product. This must be completed no more than 10 business days from when the CEO has approved of the new TAS and resources.
7. Update systems, website and marketing channels 
i. Our Student Management System will need to be updated with information about the new training program. 
ii. The Administrative & Support Staff is to create a new course, and add in the relevant units and information as outlined in the TAS. 
iii. The course information on the website is to be updated to reflect the new training program. Our marketing materials must also be updated and distributed to our marketing channels. This must be completed within 15 business days from when the CEO approves of the new training product.
8. Learner notification 
i. The Administrative & Support Staff is to prepare and send out a letter to the learners informing them that the new training product is ready and those who would like to or are required to transition can now do so.
9. Issue Statement of Attainment 
i. Learners transitioning over to the new training product are to be issued with a Statement of Attainment of the units they have completed, and any eligible units of competency to be transferred to the new qualification. 
ii. They are also to be issued with a new CoE Training Plan document. 
iii. The affected students’ files are also to be updated, ensuring that there is an ‘Enrolment End Date’ entered for the superseded training program.
iv. A new enrolment with the ‘Enrolment Start Date’ and ‘Enrolment End Date’ entered for the new training program. 
10. Archival of superseded materials 
i. Training and assessment materials such as the TAS, the learning resources and the assessment tools are to be archived once all of the students have been transitioned over to the new training product. 
ii. Under no circumstances are these files to be deleted. 


[bookmark: _Toc210651358]Training Product Transitioning – Removed or Deleted Training Product Procedure
1. Determine an action plan 
i. When it is announced that a training product will be removed or deleted from the National Training Register, the CEO is to prepare an action plan with the relevant staff members. 
ii. The action plan must include steps to assist the learners in completing their training and assessment to receive their certification before the 2-years deadline after a qualification is removed or deleted, or the 1-year deadline after a skill set, unit of competency, accredited short course or module is removed or deleted from the National Training Register. 
iii. This is to be done within 5 business days of the announcement that a training product on our scope has been removed or deleted.
2. Cease enrolling new learners 
i. The course is to be removed from our website, the marketing materials cease to be circulated and the Administrative & Support Staff is to enter an ‘End date’ for the training product on the Student Management System. The ‘End date’ should be recorded as 2-years after a qualification is removed or deleted, or 1-year after a skill set, unit of competency, accredited short course or module is removed or deleted from the National Training Register. This means that if the revised qualification’s publication date is the 1 July 2025, the ‘End date’ should be recorded as the 30 June 2027, and if the revised skill set, unit of competency, accredited short course or module’s publication date is the 1 July 2025, the ‘End date’ should be recorded as the 30 June 2026.
3. Learner notification 
i. Learners enrolled in the training product which has been removed or deleted are to be notified within 5 business days. 
ii. The Administrative & Support Staff is to prepare a letter informing them of: 
· What the update is;
· Explain what is meant by the removal or deletion of training products;
· Why has the training product been removed or deleted from the National Training Register;
· How this update will affect them – frame this positively, including that they will have to complete their training within 2-years (for qualifications) or 1-year (for all other training products) from the date the announcement that the training product would be removed or deleted from the National Training Register;
· What additional support they will be provided with to ensure that they will be able to complete their course in a timely manner;
· Our legal obligations as an RTO, and
· No extensions of course duration will be granted.
4. Update systems, website and marketing channels 
i. Our website (including our online enrolment system) and marketing channels should also be updated to advise that we are no longer taking enrolments into the affected training product, explaining that relevant training product has been removed or deleted from the National Training Register. These tasks are to be completed as soon as possible, no more than 5 business days from when the announcement that the training product would be removed or deleted from the National Training Register. 
5. Archival of superseded materials 
i. Training and assessment materials such as the TAS, the learning resources and the assessment tools are to be archived once all of the students have completed their training program. 
ii. Under no circumstances are these files to be deleted. 
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[bookmark: _Toc210651359]Training Product Transitioning – Equivalent Training Product Process Flow-Chart

Notification received of superseded training product
Determine action plan
Archive superseded materials
Review and revise TAS and training and assessment resources
Gain CEO approval of new TAS and training and assessment materials
Publish approved resources on our server
Update our website and marketing channels
Transition students to new training product within 1-year
Issue Statement of Attainment

Update the student’s file

Notify learners and advise of the process and our obligations
Ensure no new students are enrolled



[bookmark: _Toc210651360]Training Product Transitioning – Non-Equivalent Training Product Process Flow-Chart

[bookmark: _Hlk50381749]Notification received of superseded training product
Notify learners and advise of the process and our obligations
Determine action plan
Archive superseded materials
Review and revise TAS and training and assessment resources
Ensure no new students are enrolled
Gain CEO approval of new TAS and training and assessment materials
Apply to ASQA to deliver new training product
Update the student’s file
Transition students to new training product within 1-year
Issue Statement of Attainment
Receive confirmation from ASQA for new training product
Update our website and marketing channels



[bookmark: _Toc210651361]Training Product Transitioning – Removed or Deleted Training Product Process Flow-Chart

Notification received of removed or deleted training product
Notify learners and advise of the process and our obligations
Determine action plan
Archive superseded materials
Ensure no new students are enrolled
Ensure all students complete training program within 2-years for qualifications, and 1-year for all other training products
Update systems and marketing channels
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