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To access the RTO Engage stage tools please visit the RTO Toolkit. To access the Employer Engage stage tools please visit the Employer Toolkit.
	Role
	Suggested tasks
	Related tools

	RTO
	Create a project plan
☐ Develop a project plan that includes agreed actions, recommended tasks from checklists and timing
☐ Share plan with relevant internal stakeholders and employers to coordinate industry currency opportunities
☐ Use regular collaboration meetings with employers to make sure plan updated as needed
	RTO Engage stage | Create a project plan 

	RTO
	Develop industry currency schedule
☐ Confirm agreed industry currency opportunities with employers, including number of TTA participants, timing and other scheduling considerations
☐ Confirm what each TTA would like to access and whether they require any supports to fully participate
☐ Complete the currency schedule, including details of participating TTAs
☐ Set up regular check in meetings with TTAs
☐ Share with employers and work together to update the schedule as needed
	RTO engage stage | Develop industry currency schedule

	Employer
	Update industry currency schedule 
☐ Confirm agreed industry currency opportunities with RTOs, including number of TTA participants, timing and other scheduling considerations
☐ Receive completed industry currency schedule from RTOs 
☐ Receive employee information from RTOs 
☐ Work with relevant stakeholders to:
☐ identify staff who will support industry currency opportunities
☐ induction requirements
☐ communication plan 
☐ Set up regular meetings with staff as needed

	Employer Engage stage | Update industry currency schedule

	RTO
	Share relevant employee information
☐ Confirm employee information sheet tool includes everything employers need to know
☐ Ask TTAs to provide required employee information
☐ Share with relevant employers and update as needed
	RTO Engage stage | Share relevant employee information

	Employer
	Coordinate industry currency opportunities
☐ Attend collaboration meetings with RTOs 
☐ Work with relevant stakeholders to:
☐ communicate upcoming industry currency opportunities to staff and clients
☐ build staff buy-in and support for planned opportunities
☐ build client support for planned opportunities
☐ develop a client consent form
☐ Gain informed client consent 
	Employer Engage stage | Gain staff and client support

	RTO
	Define measurement approach
☐ Work with relevant stakeholders to draft, refine and finalise a standardised measurement approach including:
☐ volume and capability indicators
☐ reflection topics and questions
☐ application opportunities
☐ Create a concise summary for TTAs will use this summary to create their individual learning and reflection plans
☐ Create a concise summary for employers to help them confirm TTAs participation, support employers to engage in reflective discussions with TTAs if relevant and have visibility of how industry currency is translated within the RTO
	RTO Engage stage | Define measurement approach

	Employer
	Support industry currency measurement
☐ Receive measurement approach summary from RTO
☐ Work with relevant stakeholders to confirm TTAs participation and share this information with RTOs
☐ Engage in reflective discussions with TTAs if relevant 
	Employer Engage stage | View measurement approach

	RTO
	Reflect on partnerships
☐ Work with relevant stakeholders to:
☐ identify and discuss partnership progress, currency opportunities and possible improvements
☐ develop proposed improvements
☐ Share suggestions with employers in regular collaboration meetings
☐ Implement agreed improvements
	RTO Engage stage | Reflect on partnerships

	Employer
	Reflect on partnerships
☐ Work with relevant stakeholders to:
☐ identify and discuss partnership progress, currency opportunities and possible improvements
☐ develop proposed improvements
☐ Share suggestions with RTOs in regular collaboration meetings
☐ Implement agreed improvements
	Employer Engage stage | Reflect on partnerships
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