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Course Code: 		
Course Name:     

Unit Code:				
Unit Name:

	Delivery Location:
	

	Program Director:
	

	Date:
	Delivery Preparation:                During Delivery:                          Post Delivery:



	Delivery Preparation

	Check
	Tick
	Items for Action

	Training materials are aligned with the requirements of the training product.
	o
	

	Lesson plans include objectives, pacing, and structure for effective delivery.
	o
	

	Required resources (e.g., tools, equipment, facilities) are prepared and accessible.
	o
	

	Training venues are compliant with WHS requirements and fit for purpose. (See separate WHS Inspection Checklist)
	o
	

	All trainers and assessors have the necessary qualifications and industry experience.
	o
	

	Stakeholders, including employers and industry representatives, are consulted.
	o
	

	Training modes (e.g., face-to-face, blended) are confirmed and appropriate for the cohort.
	o
	

	Timetables are developed, ensuring appropriate scheduling and pacing.
	o
	

	Work-integrated learning opportunities are identified and assessed for suitability.
	o
	

	Assessments are prepared and validated against training package requirements.
	o
	

	Industry-relevant examples and case studies are incorporated into training content.
	o
	

	LLND (Language, Literacy, Numeracy, Digital Literacy) support strategies are integrated into planning.
	o
	

	Feedback mechanisms for students are set up and communicated clearly.
	o
	

	Training environments are tested for accessibility and functionality.
	o
	

	Documentation for credit transfer and RPL is reviewed and prepared.
	o
	

	Trainers briefing exists on the specific needs of the cohort.
	o
	

	Compliance with industry licensing or regulatory requirements is ensured.
	o
	

	Online learning platforms are set up and tested for functionality.
	o
	

	Course delivery strategies are reviewed and approved by management.
	o
	

	Pre-assessment requirements and resources are communicated to students.
	o
	

	Quality assurance checks are conducted on course content.
	o
	

	Course Guides are updated with relevant course-specific details.
	o
	

	Student engagement strategies are outlined in training plans.
	o
	

	Consent forms for work placements or industry exposure are collected.
	o
	

	Resources for practical components of the training are organised.
	o
	

	Relevant stakeholders are informed of training schedules and delivery.
	o
	

	Emergency procedures for training locations are reviewed and communicated.
	o
	

	Contingency plans for disruptions in training delivery are prepared.
	o
	

	All pre-enrolment documentation is reviewed for accuracy.
	o
	

	Trainers and assessors have access to the latest policies and procedures.
	o
	



Comments:


	
During delivery

	Check
	Tick
	Items for rectification

	Attendance records are accurately maintained.
	o
	

	Students are engaged through interactive training techniques.
	o
	

	Trainers provide regular feedback and guidance to students.
	o
	

	Practical demonstrations are conducted as per the training plan.
	o
	

	Student progress is monitored and recorded throughout the course.
	o
	

	Training content is delivered in alignment with approved plans.
	o
	

	All equipment and tools used during training are safe and operational.
	o
	

	Students are encouraged to provide ongoing feedback during delivery.
	o
	

	Regular breaks are scheduled to support student concentration.
	o
	

	Assessment tasks are clearly explained and aligned with learning objectives.
	o
	

	Trainers address individual student learning needs promptly.
	o
	

	Student participation in group activities is encouraged and facilitated.
	o
	

	Compliance with WHS standards is monitored and maintained during training.
	o
	

	Industry representatives are invited to observe and provide feedback where relevant.
	o
	

	Any incidents or issues are logged and addressed immediately.
	o
	

	Students have access to necessary support services during training.
	o
	

	Work-integrated learning opportunities are closely monitored.
	o
	

	Students’ understanding is checked regularly through questioning and discussions.
	o
	

	Training delivery is adapted as needed based on student feedback.
	o
	

	Trainers ensure that all activities comply with training package requirements.
	o
	

	Online sessions are interactive and include opportunities for student engagement.
	o
	

	Student evaluations are collected to assess the effectiveness of delivery.
	o
	

	Trainers ensure all required documents are completed during training sessions.
	o
	

	Group and individual assessments are scheduled appropriately.
	o
	

	Evidence of student competency is gathered during practical assessments.
	o
	

	Trainers follow established protocols for managing student behaviour.
	o
	

	Visual aids and other teaching tools are utilised effectively.
	o
	

	Trainers maintain professional communication throughout the course.
	o
	

	Any deviations from the training plan are documented and approved.
	o
	

	Trainers monitor and manage student safety during all practical activities.
	o
	


Comments:

