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SeCOMiNg an APArencice or Trainee in
Ghe AUSGfdlian APPrENGICeshiPS SYSGEM

Welcome to Australia’s national system of training for apprentices and trainees — often
referred to as the ‘Australian Apprenticeships System’. Your apprenticeship or traineeship
will develop skills for your chosen career, give you quality training and a qualification that
meets national standards.

You'll be keen to get started. Before you do, check that you understand what’s involved.
You will need to know who looks after your apprenticeship or traineeship and where you
can go for advice.

Take the time to ask questions now. A representative from an Australian Apprenticeships
Centre (see page 13) will guide you through the sign-up process. They are there to give
you the answers. Being clear about everything at the start will help your apprenticeship or
traineeship to run smoothly.

When you become an apprentice or trainee you will need to sign a training
contract. A training contract is a legally binding agreement between you
and your employer to achieve the qualification stated in the contract.
Before you sign the training contract make sure you understand your
responsibilities for the duration of the training contract and what

training you will be undertaking.



How to Become an Apprentice or Trainee

Becoming an apprentice or trainee is easy if you follow these steps:

Find an employer willing to employ you. You can approach an employer, answer

an advertisement or obtain a position through a Job Network organisation* or a
Group Training Organisation (see page 13).

You and your employer then choose a relevant apprenticeship or traineeship and
select a Registered Training Organisation (see page 13) which can provide the
training

You and your employer contact an Australian Apprenticeships Centre which will guide
you through the sign-up process and assist you to complete the training contract
Commence your apprenticeship or traineeship

Complete a training plan with your Registered Training Organisation.

*Job Network is a national network of private and community organisations dedicated to
finding jobs for unemployed people, particularly the long term unemployed. For more
information call 13 62 68.

When You are an Apprentice or Trainee

You promise to:

stay with your employer for the duration of the training contract
work towards the agreed qualification

complete all the training required

meet your responsibilities as an employee.

Your employer promises to:

meet their responsibilities as your employer

keep you employed for the duration of the contract

provide you with appropriate supervision and support your training both at
work and with your Registered Training Organisation

pay you correctly and adhere to formal conditions of employment

provide a safe working environment.



The PUrPESE OF Ghe TraiNiNg CONGraCu

An apprenticeship or traineeship is confirmed by a legally binding training
contract, which is signed by both the employee and employer. The training
contract has to be approved by the Tasmanian Training Agreements Committee
(TTAC) (see page 12) before it has any legal effect.

The training contract contains:

= obligations of the employer and apprentice or trainee

= contact details of the employer and apprentice or trainee

= the qualification to be obtained

= the duration of the training contract

= details of the Registered Training Organisation which will deliver the training

= industrial arrangements under which the apprentice or trainee will be
employed

= information for national statistical purposes

= employment arrangements (full-time, part-time or school based)

= previous qualifications of the apprentice or trainee.

Probation Period

A probation period applies to all training contracts. Make sure that you are
aware of what probation period applies when you sign the training contract. The
probation period gives you and your employer time to work together and decide
whether to continue with the training contract. The probation period may be
extended provided application is made before expiry of the probation period.

The training contract may be cancelled by either you or your employer during the
probation period. Your employer is required to follow normal industrial relations
practices if he or she wishes to terminate your employment.



Changes to the Training Contract

If you want to change your training contract in any way you should apply to the
Tasmanian Training Agreements Committee (TTAC) for approval to do so. Changes may
include:

cancelling your contract

suspending the contract due to sickness or work shortage

choosing a different qualification to something more appropriate to your workplace
completing your contract early.

Remember, you should not leave your employment without
receiving TTAC approval to cancel or early complete
your training contract.

Your Australian Apprenticeships Centre
will assist you to complete the required
application forms.



Wages

You can obtain information on employment conditions and rates of pay for state
industrial awards by phoning Workplace Standards Tasmania on 1300 366 322. You
will need to provide them with details of your apprenticeship or traineeship such as
qualification and nominal term.

If you are employed under an Australian Workplace Agreement (AWA), queries should be
directed to the Workplace Infoline on 1300 363 264.

Australian government allowances and payments

Contact your Australian Apprenticeships Centre for information about living away from
home allowance (LAFHA). This is payable to apprentices and trainees who need to
move a significant distance from home to take up employment and helps to cover rental
eXpenses.



Whe 4085 What in the AUSGralian
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The Tasmanian Training Agreements Committee

The Tasmanian Training Agreements Committee (TTAC) is a committee of the Skills
Tasmania Board, set up under the Vocational Education and Training Act 1994 to
manage training contracts between employers and apprentices/trainees.

TTAC has the power to:

= Approve, amend, transfer, suspend or cancel training contracts (also referred to as
Training Agreements) in accordance with the Vocational Education and Training
Act 1994.

= Resolve disputes that may arise between employers and apprentices/trainees.
Serious disputes may need to be resolved by a formally established TTAC Panel.

No changes can be made to a training contract without the approval of TTAC.

Skills Tasmania

Skills Tasmania is the government agency responsible for the administration of your
training contract. Skills Tasmania supports the Tasmanian Training Agreements
Committee.

Skills Tasmania:

Administers training contracts in accordance with TTAC guidelines and policies.
Provides notification of approval (or non-approval) of your training contract to you,
your employer and your Registered Training Organisation. You should receive this
letter within two months of commencing the training contract.
Approves any funding that may be available to meet the cost of training.
Pays travel and accommodation allowances to eligible apprentices and trainees as a
contribution to the cost of attending off-the-job training.

= Provides Training Consultants to assist with the resolution of difficulties which may
arise between employers and apprentices and trainees during the term of the training
contract.



Australian Apprenticeships Centres

Australian Apprenticeships Centres are contracted by the Australian Government to:

provide general information on apprenticeships and traineeships

market Australian apprenticeships

assist in completing and lodging training contracts

process applications and claims for Australian Government incentives and
allowances

= provide support to employers and apprentices and trainees to encourage successful
completion of the training contract.

Your Australian Apprenticeships Centre will forward the completed training contract to
Skills Tasmania on your behalf.

Registered Training Organisations 9

Registered Training Organisations are responsible for training delivery
and assessment of the qualification named in the training contract and for
issuing the qualification.

Group Training Organisations

Group Training Organisations employ apprentices and trainees and
place them with other enterprises (host employers) on a short or long
term basis. Group Training Organisations are required to meet
nationally agreed standards.

For further information about Group Training Organisations visit:
http://www.education.tas.gov.au/vet
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You should know who does what for your apprenticeship or traineeship, in case you need
to follow up on any area. Ask your Australian Apprenticeships Centre for contact details
for each of the following.

Australian Apprenticeships Centre

Australian Apprenticeships Centres can help with completion of your training contract
and provide you with ongoing support during your apprenticeship or traineeship.

Name of Australian Apprenticeships Centre:

Registered Training Organisation

This is the organisation that you and your employer have selected to be responsible for
the training.

Name of Registered Training Organisation:

Skills Tasmania

If you need assistance to resolve a dispute with your employer or have any problems with
your apprenticeship or traineeship contact a Skills Tasmania Training Consultant on
1800 655 846. You will be referred to a Training Consultant in your area.



