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Disclaimer 

This guide contains information that is correct at the time of printing. Changes to legislation and/or 
products and services may impact on the currency of information included.  

Coast Wide Training Solutions reserves the right to vary and update information without notice. 
Readers are advised to seek any changed information and/or updates. 

Any queries can be directed to:  

 

Coast Wide Training Solutions 
1/45 Blackhill Road, 
Black Hill, NSW 2322 
E: jodie@coastwidetraining.com.au  
W: www.coastwidetraining.com.au  

© Coast Wide Training Solutions, September 2021 

 

Version Control 

Version: Date: Details of Changes: 

1 18/06/2019 Initial Publication 

2 09/09/2019 Package Revision 

3 15/09/2019 Package Revision 

4 03/10/2019 Package Revision 

5 26/05/2020 Additional Process information 

6 23/04/2021 Review 

7 24/09/2021 Review 

8 04/07/2022 Update to ASQA Fees and Charges 
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RTO Registration Start-Up Guide 

The thought of managing your RTO through a registration process can be daunting, but 
you are not alone! This registration package, along with my compliance support, will 
provide you with everything you need to know to gain and maintain training company 
registration. 

Introduction 
Vocational education and training in Australia is vital for our economy. It provides our 
students with the opportunity to make a productive contribution to the national workforce 
through the acquisition of knowledge and skills. 

Every Registered Training Organisation (RTO) must comply with a set of mandatory 
requirements that aim to ensure training and assessment activities continue to be 
delivered to a high standard. 

When you apply for registration, expect a rigorous assessment that aims to ensure your 
organisation is fully prepared to start operating as an RTO and that it meets the required 
standards. 

What to Consider… 
There are a number of things you must consider before taking the steps to become an 
RTO. For example, what type of business structure will you have? Can you assure the 
financial viability of your operations? What qualifications will you offer and who will you 
offer them to? In what ways will you deliver training and what resources and equipment 
will you need? Who will deliver and assess the qualifications? What about insurance? 
Accounting? Facilities? Will you take online enrolments, or paper-based? Do you want a 
website? Will your Student Management System be linked to your website and learning 
platform? 

Through all of these considerations, Coast Wide Training Solutions will help you decide 
which road to take based on what you feel is best for you and your RTO. You don’t need 
to do it alone. 

Allow Sufficient Time 
Only when all of the necessary decisions have been made, the actions have taken place, 
and the documentation collated, can you submit your application to become an RTO. 
Once submitted, it can take ASQA up to six (6) months review your application, conduct 
an initial assessment of your operations and grant your registration.  



 
Coast Wide Training Solutions 

 

© 2022 Coast Wide Training Solutions | CWTS RTO Start-Up Guide V8.0-21 4 

RTO Registration Start-Up Guide 

The Application Process 
When Coast Wide Training Solutions support your application to become an RTO, you will 
undergo a four (4) stage process, with as much or as little support as you require. Your 
staff will be involved and will undergo professional development and training to ensure 
that, once registered, you can continue to maintain a complaint RTO. 

Stage 1 – Application Preparation 
Helping you prepare your business structure, liaising with the necessary external 
parties, such as accountants and business advisors, developing your quality 
management system, supporting your Student Management System and Website 
developer, preparing your marketing strategies, developing your delivery programs 
and training, learning and assessment materials, sourcing suitable trainers and 
assessors etc. 

Stage 2 – Application Submission 
Compiling your evidence and submitting your application. 

Stage 3 – Audit Preparation 
Reviewing compliance, preparing and conducting a mock audit, supporting you 
throughout the audit process, rectifying areas as required. 

Stage 4 – Registration After Care 

Coast Wide Training Solutions will continue to support you and your RTO once your 
registration has been granted and your students begin enrolling into their courses. 
You can choose the length of support as it suits your needs. 

 

Together, we will devise a package that suits your individual 
needs, and you will be guided through the process from start to 

finish – or even longer!  
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ASQA’s Review Process 

1. Prepare Application 

When you submit your application, you are declaring that your organisation is ready to 
deliver training immediately. Before applying, you will need to complete several compulsory 
steps: 

• Familiarise yourself with the requirements of the national VET system. 
o View the videos and webinars 
o Read the slides and handouts 

• Demonstrate your organisation's financial viability. 
o Commence the FVRA Tool 

• Complete a self-assessment 
o Coast Wide Training Solutions will commence this 

• Make fit and proper person declarations 
o For all owners, executives and managerial agents 

 

2. Submit Application 

Before applying to become an RTO, make sure you have completed all the required 
submission evidence and are comfortable with your application. 

• ASQAnet Portal Login 
• Pay Initial Lodgement Application Fee online - $600.  

Once you have submitted your application, you will receive an initial invoice for a lodgement 
fee of $600. This fee covers the processing and assessment of your application. ASQA will 
not begin processing your application until you pay the lodgement fee in full, and this fee is 
non-refundable in the event ASQA reject your application. 

MAKE SURE YOU HAVE PREPARED ALL INFORMATION AND SUPPORTING EVIDENCE. 

 

3. Application Completeness Check 

ASQA will then conduct a completeness check to ensure all necessary documents and 
information have been included. You will have five working days from being notified to 
provide any requested information or additional supporting evidence. 

ASQA will then begin the risk assessment process to check: 

• All required documents are present 
• FVRA tool appears meets requirements and includes supporting documentation 
• Fit and proper person declarations are supplied 
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4. Application assessment 
• Pay Initial Registration Assessment Fee invoice - $8,000 
• ASQA to review over 6 months 

o Desk Audit (Online) 
o Validation (onsite, phone, email or Skype) 

Once you have paid your initial assessment fee, ASQA will begin the assessment process. 
This process includes checking that you have met all requirements for registration. 

Initial registration applications undergo rigorous assessment to ensure applicants are able to 
meet all required standards and obligations.  

Your initial application registration will be finalised within six (6) months.  

Audit site visits 

Some audits may involve a site visit to one or more training venues. You will be contacted if 
a site visit is necessary. The site visit will include: 

• Confirm evidence is complete and accurate 
• Assess the suitability of facilities and resources and to confirm all are available for 

training and assessment. 

 

5. Application outcome 

You will be notified by ASQA of the outcome and provided with a copy of the audit report. 

If ASQA approves your application, you will be issued with: 

• A two-year registration 
• A certificate of registration 
• A letter outlining your organisation’s obligations 
• Confirmation of your registration period 
• Details of any special conditions which apply to your registration. 

If ASQA rejects your application, they will notify you of the reasons for this decision, and you 
may have an opportunity to have your application reviewed. 
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Frequently Asked Questions 

How much does it cost to set up an RTO? 

Prices will vary depending on the qualifications you wish to offer, the size of your RTO and the 
systems you choose to implement. Roughly, you can expect to incur the following costs*: 

Accounting fees    $3,000 to $5,000 
- Business structure set up and registration 
- Financial Viability Risk Assessment 
- Ongoing accounting support 

Insurance     >$1,000 

RTO Consulting Fees    from approximately $50,000 
 Business Plan 
 Quality Management system 
 Training and Assessment Strategies 
 Training, learning and assessment materials 
 Compliance implementation 
 system implementation 
 RTO Management implementation 
 Professional development 
 Audit support 
 Advice, guidance and support 

Website related Fees    $2,500 to $10,000 
 Development and hosting 

Student Management System   $7,000 to $20,000 

Learning Management System   >$6,000 

Hardcopy resources    >$2,000 per unit of competency 

Financial Management System   Up to $5,000 

Trainer/Assessor Recruitment   Expect a trainer/assessor to be worth around $75/hour 

Facility hire/purchase    Varies 

Materials and equipment   Varies 

ASQA fees and charges   $8,600 
- CRICOS Fees and Charges At least $8,600 

Ongoing ASQA Fees and Charges 
- Annual registration   From $1,500 
- Registration renewal  From $320 

*all costs are estimated and may or may not be supplied or provided by Coast Wide Training Solutions 
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Can a person own more than one RTO? 

Yes—the National Vocational Education and Training Regulator Act 2011 does not limit the number 
of registered training organisations (RTOs) that a person can own. 

However, the application requires you to disclose any current, past and pending RTO ownership 
and RTO associations.  

Can I apply for RTO registration if I have been convicted of an offence against the law, previously 
had my RTO registration cancelled or suspended or become bankrupt? 

The Fit and Proper Person Requirements ensure that key RTO personnel have the characteristics 
and principles necessary to ensure the delivery of high-quality vocational education and training. 

While answering ‘yes’ to any of these questions will not preclude you from applying for RTO 
registration, it will be a factor that is taken into consideration along with the other information 
submitted. 

Does my organisation have to be an Australian company to be an RTO? 

Your organisation must have a valid ABN in order to be eligible for registration. 

The Australian Securities and Investments Commission (ASIC) advises that companies registered 
under the Corporations Act 2001 and business entities carrying on an enterprise in Australia are 
entitled to an ABN if they apply. 

Can I include TAE40116 Certificate IV in Training and Assessment to my scope when I apply for 
registration? 

NO – Training products from the Training and Education (TAE) Training Package are not accepted 
at initial registration. RTOs may apply to add Training products from the Training and Education 
(TAE) Training Package after it has held at least two (2) years of continuous registration. 

How long will it take for my application to be processed? 

ASQA will finalise initial registration applications within six (6) months of accepting a properly 
completed and fully compliant application. ‘Finalise’ means that ASQA has decided and advised 
the applicant (not that any review process has been completed). 

How long is a period of RTO registration? 

The period of registration for a new RTO, in most cases, will be two (2) years. At the time of 
renewal of registration, ASQA may grant registration for a period of up to seven years. 

Can I deliver courses overseas as an RTO? 

Yes—RTOs are registered to deliver AQF qualifications, and these can be delivered in Australia 
and offshore. If you are applying for initial registration and you want to deliver courses overseas, 
you must include the intended offshore delivery locations in the initial registration application. 
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Registration Tips! 

 Know the qualifications and the units of competency you wish to offer – and keep 
it modest 

 Collect the necessary resources for each unit of competency 
 Source the equipment and facilities required to deliver the qualifications (training 

rooms and/or online learning platform) 
 Source the trainers and assessors who are prepared to deliver the qualifications. 

Prepare them by collecting their qualifications, licenses and resumes. 
 Obtain the services of an independent and qualified accountant to help you 

commence the development of the Financial Viability Assessment. 
 Follow the advice given and don’t take short cuts! 

 

Exclusions and Additions 

*Package excludes: 

• Business Registration costs 
• AVETMISS compliance Student Management System costs 
• Website development and associated hosting costs 
• Independent and qualified Financial Accountant and Business advisor fees 
• Relevant Insurance policies 
• Learning, training and assessment tools or LMS platform costs 
• ASQA fees and charges 
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Jodie Almond 
Vocational Education and Compliance Consultant 

 
Coast Wide Training Solutions 

1/45 Blackhill Road, Black Hill, NSW 2322 
P: 0425 353 277 

E: jodie@coastwidetraining.com.au 
W: www.coastwidetraining.com.au 

ABN: 3776 4517 692 
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