
 

Version 3, November 2025 

OFFICIAL 

  



 

Version 3, November 2025 

OFFICIAL 

Employer – How to Sign a Training Plan 

Items required to complete this activity: 
• Log in access to Ready Skills 
 
1. Either open the email from TAFE SA titled Action Required: Training Plan Agreement and click on 

the purple button Go to Training Plan or log in to Ready Skills using your username and password 
(these were sent in a separate email titled Your Ready Skills Account), click Sign in. 

 

                       
 
2. Click Training Plan to access any/all training plans for any/all apprentices/trainees associated 

with you as an Employer. 
 

 

3. Click the arrow at the end of the profile line to open the Training Plan. 

 

4. If you as the Employer wishes to print and/or save a copy of the Training Plan, navigate to the 
bottom of the page and click View PDF. This will open a version of the Training Plan as a PDF that 
can then be printed or saved.  
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5. If you, as the Employer, are happy with the Training Plan as presented, navigate back to the top of 
the page, click Certification & Signatures.  

 

6. When the Certification & Signatures page opens: 
a. Read the Employer disclaimer 
b. Click the box where it says I agree to the above Obligations and Undertakings  
c. Using your mouse or finger, digitally sign the document. 
d. Enter your Position title 
e. Click Agree & Submit 
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7. Scrolling to the bottom of the Certification and Signatures page will also show the Agreement 
Status for the current Training Plan, including the date each party signed the training plan or if a 
stakeholder signature is outstanding.  
 
Please note that the Employer is always the first signature on a training plan and the RTO is always 
the last signature. 

 

 

8. When all stakeholders have signed the Training Plan, you will receive a notification via email that 
the RTO has signed the Training Plan off as the final signature. 


