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Principal Employer Organisation
Criteria for desk-based audit
Standard 1
Systems for principal employer services including management of hosting

	Standard
	Evidence
	Compliant (COM)

Not Compliant (NC)

	(1.1)
The PEO shall conduct an internal audit of its compliance with the Standards and the policies and procedures in sub-clause 1.3 at least annually, adopting a continuous improvement approach to the self- assessment.
	     
	     

	(1.2) 
The PEO shall have effective systems to demonstrate demand for its services, industry support and responsiveness to industry need, and to:
· manage and track hosting, including demonstrating how the host and the PEO will discharge their responsibilities for compliance with the Standards; 

· manage recruitment, placement, welfare and career support of apprentices and trainees; 

· rotate apprentices and trainees as appropriate; and 

· monitor training.
	     
	     

	(1.3)
The PEO shall document, authorise, implement and review policies and/or procedures as required by the Standards for ensuring quality services consistent with the PEO’s scale of operation.
	
	

	(1.4)
The PEO shall document in a publicly available code of practice or similar document the service level requirements for staff providing principal employer services to apprentices, trainees and employers, including information from its policy on complaints handling and resolution, and shall keep records of each complaint and its resolution and review.
	     
	     

	(1.5)
The PEO shall identify relevant principal employer operational data and shall be able to demonstrate how these data are used to plan and monitor performance of the principal employer organisation and in the improvement of services to employees, apprentices and trainees.
	
	

	(1.6) 
The PEO organisation shall collect and analyse stakeholder and client feedback and satisfaction data on the services as the basis for continuous improvement to its policies and procedures.
	
	


Standard 2
Compliance with Commonwealth, State/Territory legislation and regulatory requirements

	Standard
	Evidence
	Compliant (COM)

Not Compliant (NC)

	(2.1) 
The PEO shall have a documented process for:

· Identifying relevant Commonwealth, state and territory legislation and related regulations applicable to its operations;

· integrating these requirements, and changes to these requirements, into the PEO’s policies and/or procedures; and 

· ensuring that staff are made aware of their obligations, related to their duties, with other staff, apprentices and trainees, under such legislation and regulatory requirements, and for reviewing compliance.
	     
	     


Standard 3
The skills of PEO staff

	Standard
	Evidence
	Compliant (COM)

Not Compliant (NC)

	(3.1) 
The PEO shall develop, document and implement a policy and/or procedures for the:
· recruitment;

· induction; and

· ongoing development of its staff who is involved in the provision of any aspect of PEO service. 
	     
	     

	(3.2) 
The PEO shall ensure that staff recruited are competent to carry out the duties of the position they are employed to fill, or that they are provided with adequate training to fulfil these competencies. 
	     
	     

	(3.3) 
The PEO shall encourage and provide relevant opportunities for the professional development of staff on the vocational education and training system, with particular emphasis on the requirements of apprenticeships and traineeships, working with equity client and working with other local networks. 
	     
	     

	(3.4) 
The PEO shall maintain up-to-date records of qualifications, skills and experience of staff in management, payroll and field officer functions. 
	
	

	(3.5) 
The PEO shall monitor and provide feedback to staff on their performance. 
	
	

	(3.6) 
The PEO shall ensure that their staff are aware of or hold a qualification in Occupational Health and Safety (OH&S) principles. 
	
	


Standard 4
Ethical Practice

	Standard
	Evidence
	Compliant (COM)

Not Compliant (NC)

	(4.1) 
The PEO shall disseminate clear and accurate information about its services and operations to each host employer, apprentice and trainee.
	
	

	(4.2)
The PEO shall document, in a code of practice or similar, a statement on ethical practice within the organisation which has been approved by the by the board, council or advisory committee for its own conduct and for the conduct of its management and staff, in the provision of PEO services including in its relationships with other PEO’s and shall monitor compliance with the code.
	
	

	(4.3) 
The PEO shall ensure that clients and stakeholders have access to a document on how the PEO manages conflict of interest within its principal employer function and across other functions within the organisation or in related organisations.
	
	

	(4.4) 
The PEO’s marketing and advertising plans and/or materials shall be accurate, define how key stakeholder relationships are managed and demonstrate that permissions, conditions and copyright requirements have been met.
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