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[bookmark: _Toc223420662][bookmark: _Hlk161045333][bookmark: _Toc99450905]Appendix 2: Application cover pages
	Section 1: Training provider details and approval type

	Name of organisation
	Click or tap here to enter text.

	ABN number
	Click or tap here to enter text.

	Is the organisation
	☐ A registered training organisation (RTO)
☐ Has a third-party arrangement with an RTO

	RTO details

	RTO number
	Click or tap here to enter text.
	ABN number
	Click or tap here to enter text.
	RTO status
	Click or tap here to enter text.
Notes: 
· Evidence of current RTO status is required.
· Evidence that the UoC being assessed must be within the scope of the RTO applying for approval or re-approval.  

	RTO address
	Click or tap here to enter text.
	RTO email address
	Click or tap here to enter text.
	RTO telephone number
	Click or tap here to enter text.
	Details of primary contact person within the applicant organisation

	Name
	Click or tap here to enter text.
	Organisational role
	Click or tap here to enter text.
	Type of application
	☐ Initial approval        ☐ Re-approval

	High voltage switching operations course

	Units of competency addressed
	Click or tap here to enter text.

[bookmark: _Toc99450906][bookmark: _Toc99450908][bookmark: _Toc99450981]

[bookmark: _Toc223420663][bookmark: _Toc99450994]Appendix 3: Statutory declaration for approval application
[bookmark: _Toc99450995]The following statutory declaration must be completed and signed by organisations seeking the regulator’s approval or re-approval of a training course for statutory appointments.
	[bookmark: _Toc218777228][bookmark: _Toc223420664]Declaration
[bookmark: _Toc99451000][bookmark: _Toc99451001][bookmark: _Toc99451002]I, on behalf of Click or tap here to enter text., sincerely declare that the responses to all items in attached documents are accurate, and the proposed training course(s) for statutory positions will be delivered as proposed.
[bookmark: _Toc99451003]This declaration is true, and I know that it is an offence to make a declaration knowing that it is false in a material particular.
[bookmark: _Toc99451004]This declaration is made under the Oaths, Affidavits and Statutory Declarations Act 2005.
[bookmark: _Toc99451005]At 	 Click or tap here to enter text.
[bookmark: _Toc99451006]On 	 Click or tap to enter a date.
By 	

[bookmark: _Toc99451007][Signature of applicant] 
[bookmark: _Toc99451008][Print name of applicant] Click or tap here to enter text.
[bookmark: _Toc99451009][Position of applicant] Click or tap here to enter text.
[bookmark: _Toc99451010]In the presence of


[bookmark: _Toc99451011][Signature of *authorised witness]
[bookmark: _Toc99451012][Name of *authorised witness] Click or tap here to enter text.
[bookmark: _Toc99451013][Qualification as such a witness] Click or tap here to enter text.
[bookmark: _Toc99451014]
[bookmark: _Toc99451015]*See full description of professionals to whom under the Statutory Declarations Act 1959 of the Commonwealth a statutory declaration may be made as authorised witnesses.

	For office use
Date of application received Click or tap to enter a date.


[bookmark: _Toc99450997][bookmark: _Toc99450998][bookmark: _Toc99450999][bookmark: _Toc99451016]

[bookmark: _Toc223420665][bookmark: _Toc99451021]Appendix 4: Application for approval template
[bookmark: _Toc99451022][bookmark: _Toc99451023]Completion of this checklist and declaration is required for the approval process.
[bookmark: _Toc99451024]Please ensure that each criterion is addressed and that an (x) is placed in the appropriate box.
	[bookmark: _Toc99451025][bookmark: _Toc99451026]Criteria checklist
	[bookmark: _Toc99451027]

	[bookmark: _Toc99451029]Training provider name Click or tap here to enter text.
	[bookmark: _Toc99451030]

	1.
	[bookmark: _Toc99451032]Organisations presenting the course must be an RTO
	☐

	2.
	[bookmark: _Toc99451035]Trainers/presenters are suitably qualified and experienced
	☐
	3.
	[bookmark: _Toc99451038]Intended participants are identified
	☐

	4.
	[bookmark: _Toc99451041]Open access and participation
	☐

	5.
	[bookmark: _Toc99451044]Overview of course content and structure
	[bookmark: _Toc99451045]☐

	6.
	Training and assessment methods
	☐

	7.
	Training resources and materials
	☐

	8.
	Assessment
	☐

	9.
	On-going monitoring and evaluation
	☐

	10.
	Copyright
	☐

	11.
	Duration
	☐

	12.
	Units of competence addressed
	☐

	13.
	Ongoing requirements
	☐


[bookmark: _Toc99451047]


[bookmark: _Toc218777230][bookmark: _Toc223420666][bookmark: _Toc99451048]Approval of training courses for statutory positions
[bookmark: _Toc99451049]Completion of this checklist and declaration is required for the approval process. Please place an (x) in the appropriate box.
	Name of organisation
	Click or tap here to enter text.
	ABN
	Click or tap here to enter text.
	RTO number
	Click or tap here to enter text.	RTO registration expiry date
	Click or tap here to enter text.


	[bookmark: _Toc99451060]Criteria
	[bookmark: _Toc99451061]Checklist

	[bookmark: _Toc99451063]Provider, trainers / assessors and participants
	[bookmark: _Toc99451064]Yes
	[bookmark: _Toc99451065]No

	[bookmark: _Toc99451067][bookmark: _Toc99451068][bookmark: _Toc99451069]1. Organisations presenting the course must be an RTO

	· [bookmark: _Toc99451071]RTO registration is current and unrestricted
	☐	☐
	· [bookmark: _Toc99451075]UoC are listed on the RTO’s scope of registration in Western Australia (WA)
	☐	☐
	· [bookmark: _Toc99451079]Proposed training delivery is conducted in-person
	☐	☐
	· [bookmark: _Toc99451083]Evidence of the RTO Status is attached
	☐	☐
	· [bookmark: _Toc99451087]Evidence that the UoCs to be delivered and/or assessed are on the scope of registration is attached
	☐	☐
	[bookmark: _Toc99451091][bookmark: _Toc99451092][bookmark: _Toc99451093]2. Trainers/presenters are suitably qualified and experienced

	· [bookmark: _Toc99451095]Trainers and assessors are suitably vocationally current and experienced to deliver the nominated UoC.
	☐	☐
	· [bookmark: _Toc99451099]Resumes for each proposed trainer, including details of the attainment of relevant risk management competencies and industry experience, are kept up to date and on file.
	☐	☐
	[bookmark: _Toc99451103][bookmark: _Toc99451104][bookmark: _Toc99451105]3. Intended participants are identified

	· [bookmark: _Toc99451107]Intended participants for the course have been clearly identified in course materials
	☐	☐
	[bookmark: _Toc99451111]4. Open access and participation
	[bookmark: _Toc99451112]
	[bookmark: _Toc99451113]

	· [bookmark: _Toc99451115]Training material uses gender-neutral language where possible
	☐	☐
	· [bookmark: _Toc99451119]Training material reflects gender balance and a diverse, multi-cultural society
	☐	☐
	Course overview

	5. Overview of course content and structure

	· UoC addressed by the course are identified
	☐	☐
	· Mapping documents for both training and assessment of each UoC are attached
	☐	☐
	· Detailed course structure and timetable are available to participants, and outline:
	
	

	· sequencing and timing of the course contents
	☐
	☐

	· session or lesson plans including details of where the required skills and knowledge have been covered
	☐
	☐

	· Course content is consistent with the philosophy of the legislation
	☐	☐
	6. Training and assessment methods

	· Course design utilises adult learning principles
	☐	☐
	· Assessment methodology includes access to operational mine site or simulated work environment
	☐	☐
	· Protection of participants’ health and safety during assessment is implemented
	☐	☐
	· Mechanisms exist for participants to obtain feedback on their performance
	☐	☐
	7. Training resources and materials

	· Detailed trainer’s notes/lesson plans include:
	
	

	· coverage of skill and knowledge requirements
	☐
	☐

	· activities and desired outcomes
	☐
	☐

	· examples of learning materials
	☐
	☐

	· assessment materials and methods
	☐
	☐

	· All course-related material is written in plain English
	☐	☐
	· Course materials are adaptable to suit specific industry contexts
	☐	☐
	· Learning materials and assessment tools are attached
	☐	☐
	· An explanation of the delivery and assessment of increasing sophistication of risk assessment methodologies with increasing Australian Quality Framework (AQF) level is attached
	☐	☐
	8. Assessment

	· Assessment processes are used throughout the proposed course to allow the RTO to monitor and assess its own effectiveness in developing participants’ skills and knowledge
	☐	☐
	9. On-going monitoring and evaluation

	· Mechanisms are in place to keep up-to-date with changes in legislation, codes of practice and guidance materials relevant to UoC being taught and assessed
	☐	☐
	· Time is allowed for a course questionnaire to be completed, seeking feedback from participants on the course and its delivery
	☐	☐
	10. Copyright

	· Learning materials and assessment tools are attached
	☐	☐
	11. Duration

	· The course duration is nominated and aligns with requirements of the UoC and/or training package
	☐	☐
	12. Units of competency addressed

	· UEPOPS116 Operate local H.V. switchgear
	☐	☐
	· UEPOPS117 Operate local L.V. switchgear
	☐	☐
	· UEPOPS021 Control permit to work operations
	☐	☐
	· UEPOPS036 Develop H.V switching programs
	☐
	☐

	· UEPOPS124 Perform switching to a switching program
	☐	☐
	· UETDREL005 Working safely near live electrical apparatus
	☐	☐
	· UETDRSB001 Perform substation switching operation to a given schedule
	☐	☐
	· UEPOPS022 Coordinate and direct switching program
	☐	☐
	· UETDRMP001 Apply access authority procedures to work on or near electrical apparatus
	☐	☐
	· UETDRMP002 ESI safety rules for work on or near in the vicinity of electrical apparatus
	☐	☐
	· UETDRIS021 Coordinate and direct switching programs
	☐	☐
	· UETDRIS022 Coordinate permit procedures
	☐	☐
	· UETDRIS023 Develop and validate high voltage distribution switching programs
	☐	☐
	· UETDRIS032 Solve problems in network equipment
	☐	☐
	13. Ongoing requirements

	· The RTO has committed to complying with the quality control processes, including:
· reporting changes to the course to the regulator
· submitting to the regulator random audits of the course
· evaluating course delivery
	☐	☐
	· The RTO will notify the regulator if there is any change in its RTO approval, such as a suspension or withdrawal of a UoC, that would impact on its eligibility to continue to deliver training courses for statutory appointments
	☐	☐

[bookmark: _Toc99451123][bookmark: _Toc99451124]

[bookmark: _Toc99451129][bookmark: _Toc99451209][bookmark: _Toc223420667]Appendix 5: Annual reporting
The regulator requires each approved RTO to submit an annual report. The report will detail the delivery of courses for the preceding year ending 31 December. The annual report should be submitted to the regulator by 31 July each year.
The first annual report may cover only part of the twelve-month period because a course may be approved in any month.
The information given in the annual report provides a profile of the statutory appointment candidates by role.
	[bookmark: _Toc218777232][bookmark: _Toc223420668]Annual report
(To be completed by the approved course provider)

	1. Name and postal address of course provider
	Click or tap here to enter text.
	2. Primary contact and email address
	Click or tap here to enter text.
	3. RTO number
	Click or tap here to enter text.
	4. Date of course(s) approval
	Click or tap here to enter text.
	5. Period covered by this report
	From Click or tap here to enter text. to Click or tap here to enter text. 

	6. How many candidates for the statutory appointment of a HVO were trained
	Click or tap here to enter text.
	7. How many candidates were issued a certificate of competency for the HV switching operations course
	Click or tap here to enter text.
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