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Using these templates
	Form
	Used for
	Completed by
	When

	1
	Attendance, credential check and declarations
	Lead validator (chair)
	At the start of every meeting

	2
	Pre-use review checklist (sections A to I) and decision record
	Each panel member (individual notes); the lead records the panel decision
	Notes before the meeting; decision at the meeting

	3
	Sample selection sheet
	Lead validator
	When the post-use sample is chosen

	4
	Validation record: 4A tool after use; 4B judgement and evidence; 4C assessment practice
	Each panel member (individual notes); the agreed record by the panel
	Notes before the meeting; agreed record after it

	5
	Recommendations and action plan
	Panel; signed by the lead (and the external validator for post-use validation)
	At and after the meeting



1. Work from the documents in the Academy SharePoint validation folder. Do not print them, copy them to personal devices or email them outside SteelRiver (SRA-RTO-004 section 9).
1. Refer to learners only by sample code. If you find identifying information in a sample, tell the lead at once and do not copy or forward it (SRA-RTO-004 section 11).
1. Developers and assessors may explain their work but do not decide on it. Where the lead's own work is sampled, the external validator chairs that item (SRA-RTO-004 section 5).
1. Completed forms are kept in the validation folder until the training product is next validated and reported to the Quality Committee (SRA-RTO-004 section 10).
	1
	ATTENDANCE, CREDENTIAL CHECK AND DECLARATIONS



	Validation (pre-use review or post-use validation); units and tools
	

	Date, time and place (Training Room 1; Teams for anyone not in person)
	

	Chair (and chair of any item on the lead's own work)
	



	Name and position
	Role in validation
	Training and assessment credential (Credential Policy 3A held?)
	Industry competency and current industry practice
	Interests declared and how managed
	In person or Teams

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Panel check (Standard 1.5; Credential Policy 3A)
	Yes / No

	The panel collectively holds industry competencies for the training product
	

	The panel has a practical understanding of current industry practice
	

	At least one member holds a Credential Policy 3A credential
	

	No outcome is decided only by a person who designed or delivered the training or assessment being validated
	


	2
	PRE-USE REVIEW CHECKLIST AND DECISION RECORD



	Tool (document number, title, version)
	

	Unit and release
	

	Developer
	

	Reviewer (or "self-review" by the developer) and date
	

	Pack received: tool, mapping (SRA-RTO-026), development log, trial record, self-review
	



	SRA-RTO-028 pre-use review checklist (v2.0, 1 January 2026): sections
	What the reviewer checks
	Yes / Partly / No
	Findings (where in the tool) and change required

	A. Unit requirements
	Current release used; every element, PC, PE item, KE item and assessment condition mapped; volumes met ("on at least one occasion")
	
	

	B. Principles of assessment
	Fair (adjustment and customisation guidance, LLN appropriate); flexible (methods and timing); valid (assesses what the unit requires, in the right context); reliable (specific criteria and model answers so assessors agree)
	
	

	C. Rules of evidence
	The tool collects valid, sufficient, authentic and current evidence, including from third parties
	
	

	D. Instructions
	Clear candidate and assessor instructions; time allowed realistic
	
	

	E. Context and resources
	Workplace or justified simulation; resources and current SteelRiver procedures (with versions); WHS controls
	
	

	F. Industry relevance
	Subject matter expert input recorded; reflects current Perth DC practice
	
	

	G. Legal and ethical
	Copyright and licence terms met; no personal or customer-confidential information; privacy of evidence
	
	

	H. Document control
	On SRA-RTO-025; version, date and version history; mapping on SRA-RTO-026
	
	

	I. Trial
	Trialled with a colleague; second assessor marked independently; feedback addressed
	
	

	Decision
	Approved, approved with changes, or not approved; signed by the Quality and Compliance Coordinator
	
	


Decision record (panel)
☐ Approved     ☐ Approved with changes     ☐ Not approved
	Agreed change (what, where in the tool, why)
	Made by
	Checked by
	Due (before first use)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Developer's points and the panel's response
	

	Unresolved items
	

	Changes checked before issue (by, date); version issued
	



	Role
	Name
	Signature
	Date

	Quality and Compliance Coordinator (lead)
	
	
	


	3
	SAMPLE SELECTION SHEET



	Validation date and units
	

	Period the sample is drawn from
	

	Risk rating of each unit (SRA-RTO-031) and why it affects the sample
	

	How the sample was chosen (random; at least one judgement from each assessor who used the tool where possible; at least one complete unit evidence set for a High-risk unit)
	



	Unit
	Population (completed assessments in the period)
	Sample size
	Assessors who used the tool

	
	
	
	

	
	
	
	

	
	
	
	



	Sample code
	Unit and tool version
	Assessor
	Learner code
	Judgement or complete evidence set
	De-identified copy checked (initials)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Performance data with the sample (results extract SRA-RTO-033, tool feedback log, SRA-RTO-030 summary)
	



	Role
	Name
	Signature
	Date

	Lead validator
	
	
	


	4
	VALIDATION RECORD



	Validation date; panel member (individual notes) or agreed record
	

	Item and chair of the item
	


4A. Tool after use
	Tool (number, title, version) and mapping version
	

	Data reviewed (results, candidate and assessor feedback, tool feedback log, procedure and product changes, mapping)
	



	Source of the finding
	Finding
	Principle, rule or requirement
	Recommended change

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Fit for use until revised? Why?
	


4B. Judgement and evidence
	Sample code, unit, tool version, assessor (role only)
	



	Check
	Finding

	Observation checklist (items, sources, timing)
	

	Knowledge questions
	

	Supervisor or third party report
	

	Assessor note (if any)
	

	Validity
	

	Sufficiency
	

	Authenticity
	

	Currency
	

	Record and sequence (notice, briefing, customisation, Competency Judgement Record, feedback, results)
	

	Judgement supported? Action (an unsupported judgement is reported to the assessor and the Academy Manager within 2 business days, SRA-RTO-004 section 8)
	


4C. Assessment practice
	Practice reviewed (for example notice and briefing, customisation, interpreters, observation, use of third party evidence, recording, feedback, moderation)
	What the evidence shows
	Principle, rule or requirement
	Recommended change

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	5
	RECOMMENDATIONS AND ACTION PLAN



	No.
	Finding (what the evidence shows)
	Recommendation (what should change)
	Action
	Owner
	Due date
	Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Reported to the Quality Committee (date); actions entered on the continuous improvement register (SRA-RTO-002)
	

	Feedback on participation requested by panel members (SRA-RTO-004 section 12)
	



	Role
	Name
	Signature
	Date

	Lead validator
	
	
	

	External validator (post-use validation)
	
	
	


Document history
	Version
	Date
	Summary of change
	Approved by

	2.0
	1 January 2026
	Reissued for the Registration Standards 2025 (Standards 1.3 and 1.5; Credential Policy 3A) with SRA-RTO-004 v2.0. Pre-use review checklist set out in sections A to I with a decision record; attendance and credential check with declarations; sample selection sheet with de-identified sample codes; validation record for tools after use, judgements and practice; recommendations and action plan with owners and due dates.
	Gemma Whitfield

	1.0
	March 2022
	First issue on initial registration.
	Gemma Whitfield
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