


PRIVACY STATEMENT
Important information for apprentices and trainees

Personal information collected by the Department of Employment 
and Training related to your apprenticeship and traineeship will 
be used for registration; planning; preparing statistics; reporting; 
program administration; monitoring; evaluation; for calculating 
incentives and allowances paid to employers and apprentices 
or trainees; and to prevent dual payments. You may also be 
contacted to help ensure that you successfully complete your 
apprenticeship or traineeship.

Your personal information may be disclosed:

• to your parents or guardians if you are under 18 years of age

• to your supervising registered training organisation, Australian 
Apprenticeships Centre and employer 

• if you are a school-based apprentice or trainee, to the relevant 
education sector, your school and the Queensland Studies 
Authority

• to the Queensland Tertiary Admissions Centre

• to the relevant licensing and regulatory bodies such as the  
Plumbers and Drainers Examination and Licensing Board  
and the Electrical Safety Office

• to the relevant group training association, group training 
organisations, industry training advisory bodies and/or host 
employers for the purposes of identifying future employment 
opportunities

• to other supervising registered training organisations in the 
event of transition

• to the Building Construction Industry Training Fund as 
replaced from time to time 

• to the Department of Education, Science and Training and 
other state and Australian education or training agencies and 
authorities

• to funded organisations or contractors for the purposes of 
implementing the training and employment programs of the 
Department of Employment and Training. 

No further access to your personal information will be provided to 
any other organisation or persons without your consent or, unless 
authorised or required by law, in accordance with the Information 
Privacy Principles in Information Standard 42. 
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How to use this guide

What type of apprentice or trainee are you?

Turn the page to find out about information in this guide that’s just for you.

When you receive this guide you should already be employed  
by a business, government agency or group training organisation 
to undertake an apprenticeship or traineeship. 

At this time, you should have also chosen the type of 
apprenticeship or traineeship you want to do. If you haven’t 
chosen an apprenticeship or traineeship read Choose the  
right apprenticeship or traineeship on the next page.

This guide will take you through the information you need  
at each stage of your apprenticeship or traineeship:

• Getting started
• Training
• Work
• Advice and assistance
• Completing the apprenticeship or traineeship
• What’s next

This guide also contains information about what to do if you 
have a problem during your apprenticeship or traineeship.

Within the guide you will also find definitions of common words 
you may come across during your apprenticeship or traineeship 
plus some useful contact numbers to help you find more 
information when you need it.

To keep the important information about your apprenticeship  
or traineeship in one place, fill in My apprenticeship or 
traineeship details on the inside back cover.

This guide is just for you. Keep it handy and use it when you  
need it to make sure you get the most out of your apprenticeship 
or traineeship.
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What type of apprentice  
or trainee are you?

In different sections of this guide you will find  
specific information for the different types of  
apprentices and trainees. 

Full-time apprentice or trainee
Your apprenticeship or traineeship sees you work and train 
full-time which is usually between 36 to 38 hours a week.

Part-time apprentice or trainee
Your apprenticeship or traineeship sees you work and train  
no less than 15 hours each week over a four week cycle.

School-based apprentice or trainee
You are undertaking an apprenticeship or traineeship  
as part of your high school studies.

Apprentice or trainee employed by a group training 
organisation
Your employer is a group training organisation and you are 
placed with host employers to get on-the-job experience.

Existing worker employed as an apprentice or trainee
You commenced an apprenticeship or traineeship after  
working with your employer longer than three months  
full-time or 12 months part-time or casual.

You and your employer will need to choose an apprenticeship  
or traineeship.

For some jobs this will be easy. For example, to train as a 
carpenter you choose a carpentry apprenticeship. But for 
others, there could be a range of different apprenticeships  
and traineeships to choose from.

You and your employer must make sure that the apprenticeship 
or traineeship that is chosen suits both of your needs.

To view the different apprenticeship and traineeship types,  
go to www.qtis.trainandemploy.qld.gov.au or call the 
Department of Employment and Training on 1300 369 935.

Choose the right apprenticeship  
or traineeship
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Getting started
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The apprenticeship or traineeship starts on the day agreed by you and your employer.

what when more information

Start probation. 

(Probation is normally 90 days for a full-time apprenticeship and 30 days for a 
full-time traineeship and can be extended if required.)

on the day you and your employer 
agree to start the apprenticeship or 
traineeship

page 6  - probation

Discuss the requirements of the apprenticeship or traineeship with your 
Australian Apprenticeships Centre. 

during probation

Page 11 - Australian 
Apprenticeships Centre

Discuss the training to be undertaken as part of the apprenticeship or traineeship 
with your training provider to make sure you understand what you will be doing in 
the apprenticeship or traineeship.

page 10 - training provider

If you think you already have skills related to the apprenticeship or traineeship, 
discuss recognition of prior learning with your training provider.

page 15 - recognition of 
existing skills

Work with your employer and your training provider to draw up your training plan. page 15 - training plan

When you and your employer are ready to fill in the training contract, contact your 
Australian Apprenticeships Centre. 

page 14 - training contract

Go through the induction information with your Australian Apprenticeships Centre 
and your training provider.

during probation and before you sign 
the training contract

page 7 - induction

Information for school-based apprentices and trainees
Draw up an Education, Training and Employment Schedule with the support of 
your school, your employer, your parent or guardian and your training provider.

during probation and at the same 
time the training contract is signed

page 14 - Education, 
Training and Employment 
Schedule

Fill in and sign the training contract. during probation page 14 - training contract

Ensure your employer has forwarded the completed training contract to your 
Australian Apprenticeships Centre.

within one month after the probation 
period has ended

page 14 - training contract

* If you are under 18 years of age, your parent or guardian will need to be involved in getting your apprenticeship or traineeship started.

What you need to do and when* 
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What your employer  
needs to do

 Choose an Australian Apprenticeships Centre.
 Choose a training provider.
 Go through the induction information with the Australian 
Apprenticeships Centre, training provider and yourself.

 Sign the training contract.
 When the training contract has been completed and  
signed by all parties, send it to your Australian 
Apprenticeships Centre.

 Work with the training provider to ensure:
 -  the workplace has the range of work and facilities  

required to train you
 -  there is an acceptable number of tradespeople  

or qualified persons in the workplace
 -  you will be adequately supervised when you are  

in the workplace.
 Work with you and the training provider to draw up your 
training plan.

Probation is a period of time when an apprentice or trainee works 
and trains with their employer before each decides whether to 
continue with the apprenticeship or traineeship. 

Probation begins on the day you start the apprenticeship  
or traineeship. 

Probation can vary for each apprenticeship or traineeship but 
usually lasts 90 days for an apprentice and 30 days for a trainee. 

Before the end of probation, you and your employer must both 
decide whether you want to continue with the apprenticeship or 
traineeship and complete the training contract. If you both decide 
to continue, you and your employer agree to work together for  
the length of the training contract. If not, you can terminate  
the apprenticeship or traineeship by giving one week’s notice.

If you need more time to decide if you want to continue with  
the apprenticeship or traineeship, you can extend the probation 
period. You must contact the Department of Employment and 
Training on 1300 369 935 before the end of the probation period 
if you want to do this.

You and your employer must make sure you do everything  
that needs to be done during the probation period. For more 
information refer to What you need to do and when on page 5.

Probation
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At the commencement of your apprenticeship or traineeship, 
you will go through an induction with your employer, your 
training provider and your Australian Apprenticeships Centre. 

An induction is an introduction to the apprenticeship or 
traineeship and outlines everything you will need to know  
about your training and working arrangements.

As part of your workplace induction your employer should:

 outline what your job is and your specific duties
 outline what the business does and how your job fits into  
the overall picture

 discuss your starting and finishing times, when you can take 
breaks and how you will record the time you have worked

 outline what, when and how you will be paid
 discuss leave and other employment conditions and arrange 
your superannuation contributions

 take you on a tour of the workplace, introduce you to your 
work colleagues and show you lunch, toilet and other facilities

 provide you with access to uniforms or discuss dress 
standards

 go through workplace health and safety information (for more 
information on what an employer needs to cover, refer to 
Safety at work on page 22).

Induction
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Off-the-job training— the training you get when you are away  
from work or removed from routine work duties. This training  
can take place either in the workplace or at a training venue.

On-the-job training— the training you get while you are working 
and the tasks you do to practise your skills at work. On-the-job 
training is sometimes called workplace delivery.

Probation— a period of time at the start of an apprenticeship  
or traineeship which allows the employer and the apprentice  
or trainee to make sure they have made the right decision  
about entering into the apprenticeship or traineeship.

School-based apprenticeships and traineeships— allow year  
11 and 12 students to achieve a Queensland Certificate of 
Education (senior certificate) while they work and train in an 
industry area to complete an apprenticeship or traineeship and 
achieve a nationally recognised qualification. 

Traineeship— a structured training and paid employment 
arrangement which involves a contract between the employer  
and the trainee. Traineeships vary in length from 12 months  
to three years.

Training contract— a legally binding contract for training and 
employment between the employer and the apprentice or  
trainee (and parent or guardian if the apprentice or trainee  
is under 18 years of age).

Training plan— outlines the training and assessment to be 
undertaken.

Training record— records the progress and achievement of 
competencies by the apprentice or trainee as outlined in the 
training plan. 

.

 
The language of apprenticeships and traineeships can sometimes 
be a bit confusing. Below are explanations of some common words 
you may come across.

Apprenticeship— a training arrangement between an employer  
and an apprentice that combines structured training with paid 
employment. Apprenticeships usually take four years to complete 
with training taking place at the workplace and with a training 
provider.

Block release— where the apprentice or trainee goes to the 
training provider to undertake training for a block of time (for 
example, full-time for three weeks).

Competency— is a statement outlining a key function of a job  
(for example, work effectively in a business environment). To 
successfully complete a qualification, students must be able to 
demonstrate that they can perform all the competencies that  
make up that qualification.  

Competency-based training— places primary emphasis on what  
a person can do as a result of their training and experience. This 
means that the time required to complete a competency-based 
apprenticeship or traineeship is flexible. For time-based 
apprenticeships and traineeships, the training contract operates  
for a specified term.

Day release— where the apprentice or trainee goes to the training 
provider to undertake training on scheduled days (for example,  
one day a week over six months). 

Australian apprenticeships— is the name given by the Australian 
Government to apprenticeships and traineeships. In Queensland 
they are referred to as apprenticeships and traineeships.

Words you need to know
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Who might be involved in your 
apprenticeship or traineeship

 

 
 
 

 
.

 

 
 

 
 

 

DEPARTMENT OF EMPLOYMENT AND TRAINING
The department oversees and administers the apprenticeship and 
traineeship system and provides advice and assistance to everyone  
involved in the apprenticeship and traineeship.

HOST EMPLOYER
If you are employed 
by a group training 
organisation, you will 
be placed with a host 
employer to get work 
experience.

EMPLOYER OR 
GROUP TRAINING 
ORGANISATION
Where the group 
training organisation 
is your employer, it will 
pay you and organise 
your training.

APPRENTICE OR 
TRAINEE

PARENT OR 
GUARDIAN
If you are under 
18, your parent or 
guardian will need 
to be involved at 
different stages of 
the apprenticeship or 
traineeship.

SCHOOL
If you are a school-
based apprentice or 
trainee your school 
must give approval for 
you to participate in 
the program.

TRAINING  
PROVIDER
The training provider 
will manage the 
training for your 
apprenticeship or 
traineeship.

AUSTRALIAN 
APPRENTICESHIPS 
CENTRE
An Australian 
Apprenticeships 
Centre may work 
with you and your 
employer to get the 
apprenticeship or 
traineeship started. 
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Department of Employment and Training
(also referred to as the department or DET)

The Department of Employment and Training is part of the 
Queensland Government and has offices throughout the state  
to provide you with assistance and information on all aspects  
of apprenticeships and traineeships, including:

 registering, changing, extending, cancelling or completing  
the training contract

 your rights and obligations 
 accessing travel and accommodation subsidies
 solving problems between you and your employer 
 tool entitlements
 recognition of prior work or training.

Officers from the department may visit your workplace to  
check the progress of the training and assist you with any  
issues you may have.

Upon completion of your apprenticeship or traineeship,  
the department will issue your certificate of completion.

If you need advice about your apprenticeship or traineeship  
call the Department of Employment and Training  
on 1300 369 935 or visit www.trainandemploy.qld.gov.au

Group training organisation  
(also referred to as a group scheme or group training company)

Group training organisations employ apprentices and trainees 
and place them with host employers on a short or long-term 
basis to develop skills in the workplace. 

If you are employed by a group training organisation it will:

 handle the administrative requirements of the apprenticeship 
or traineeship 

 pay your wages and entitlements (for example, leave and 
superannuation)

 arrange the off-the-job training component of your 
apprenticeship or traineeship with a suitable training provider.

 For more information about group training organisations call 
1800 819 747 or visit www.gtaltd.com.au

Host employer 
If you are employed by a group training organisation you will  
be placed with host employers to develop the skills necessary 
for your apprenticeship or traineeship.

Training provider 
(also referred to as a registered training organisation, RTO, 
supervising registered training organisation or SRTO)

A training provider could be a TAFE institute or other training 
organisation. It will work with you and your employer to develop 
a training plan and will train you either at work or on campus.

It will:

 ensure you are provided with induction information
 ensure your employer is able to provide the facilities and 
expertise to train you and that you will be adequately 
supervised in the workplace

 ensure the qualification is the most suitable for your needs
 give you a training record and any materials (for example, 
work books) you need for your training

 train you and make sure the training is completed on time
 regularly make contact to check the progress of the training
 organise learning support if required (for example, help with 
maths, reading or writing)

 give you information about any student fees or charges you 
may have to pay

 provide advice on travel and accommodation subsidies
 at the completion of your apprenticeship or traineeship,  
issue your nationally recognised qualification (for example, 
Certificate III in Hairdressing).

After induction and the development of the training plan, your 
training provider will make contact with you at least four times  
in each year of the apprenticeship or traineeship to monitor the 
training and provide support.

For more information about training providers, talk to your  
Australian Apprenticeships Centre or contact the Department  
of Employment and Training on 1300 369 935.
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Australian Apprenticeships Centre 
(previously known as a new apprenticeships centre)

An Australian Apprenticeships Centre will help you and your  
employer get the apprenticeship or traineeship started. 

It can:

  give you general information about apprenticeships  
and traineeships

  give you information about suitable training providers

  help you and your employer complete and lodge the  
training contract

  make regular contact with you and your employer to check  
on the progress of the apprenticeship or traineeship. 

If your employer is not already working with an Australian 
Apprenticeships Centre, they can find one in the local area  
by calling 1800 639 629 or at  
www.australianapprenticeships.gov.au

Parent or guardian
If you are under 18 years of age when you enter into an 
apprenticeship or traineeship, your parent or guardian will  
need to do the following:

 sign the training contract
 ensure you fulfil all of your responsibilities under the 
apprenticeship or traineeship

 if you are a school-based apprentice or trainee, support the 
Education, Training and Employment Schedule.

Once you turn 18, your parent or guardian ceases to be a legal 
party to the training contract and is no longer responsible for 
your apprenticeship or traineeship. 

School
If you are a school-based apprentice or trainee your school  
will need to be involved in your apprenticeship or traineeship. 

It will:

 give approval for you to participate in the school-based 
apprenticeship or traineeship as part of your school studies.

 develop and support the Education, Training and Employment 
Schedule which outlines when you are at school, at work  
or training

 help you to modify your school timetable to include time  
for working with your employer and training with the  
training provider

 provide support to you throughout your school-based 
apprenticeship or traineeship.



Training
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Your apprenticeship or traineeship is made up of a 
combination of work and training. This training can 
take place while you are at work, with a training 
provider or using other training delivery methods.

You must:

 attend training either at work or at another training venue
 undertake assessment with the training provider
 keep the training record and ensure it is regularly signed by 
your employer and your training provider (at least every three 
months)

 pay tuition and student fees to your training provider  
(your employer may pay these on your behalf).

Your employer must:
 provide the facilities, range of work and supervision required 
to train you as outlined in the training plan

 deliver training to you as outlined in the training plan
 release you from your work duties to take part in training 
delivered by the training provider as outlined in the  
training plan

 ask you to produce the training record to have details of the 
training you have completed recorded in it. 

Information for apprentices and trainees employed  
by group training organisations

If you are employed by a group training organisation, it will 
arrange the off-the-job training component of the 
apprenticeship or traineeship and ensure your host employer 
provides you with appropriate training in the workplace. Your 
group training organisation will also ensure your training record 
is regularly updated.

Training provider

At the commencement of your apprenticeship or traineeship, 
you and your employer will have chosen a training provider. 
Once you have chosen a training provider, it will be referred  
to as your supervising registered training organisation in the 
official paperwork.

Your training provider will work with you and your employer  
to manage and provide your training as part of your 
apprenticeship or traineeship. 

Refer to page 10 to find out what your training provider will  
do during your apprenticeship or traineeship.

You and your employer can change training providers during  
the apprenticeship or traineeship. 

The training provider being replaced must provide you with a 
statement of attainment to confirm the training that has been 
completed. This must be provided on or before the 
replacement date.

Your new training provider will need to develop a new training 
plan with you and your employer.

For more information about changing training providers, call the 
Department of Employment and Training on 1300 369 935.

When you commence the apprenticeship or traineeship, you 
will complete and receive copies of the following documents 
related to your training:

 training contract
 Education, Training and Employment Schedule  
(for school-based apprentices and trainees only)

 training plan
 training record.

Read pages 14 to 16 for more information about these 
documents.

13
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Training contract 

A training contract legally binds you and your employer. It is 
signed by you and your employer and your parent or guardian  
if you are aged under 18. It records your details, your employer’s 
details, the name of your apprenticeship or traineeship, the 
commencement and completion date and the name of your 
training provider.

The training contract must be completed during the probation 
period and given to your Australian Apprenticeships Centre 
within one month after the probation period ends.

If you do not do this, your apprenticeship or traineeship may  
not be registered.

The training contract is a legal document. Make sure you 
understand and check the information on the training  
contract before you sign it. 

Information for school-based apprentices and trainees
If you are a school-based apprentice or trainee, you must 
negotiate an Education, Training and Employment Schedule with 
the support of your school, your employer, your training provider 
and your parent or guardian. This must be done at the same 
time as you sign the training contract. This schedule outlines 
how your day is allocated over school, work and training. 

Education, Training and Employment Schedules can vary from 
student to student and may involve working or training:

 one to two days a week, attending school on the remaining days
 for blocks at a time in the workplace
 on weekends, school holidays or after school.

Your employment and/or training arrangements must impact  
on your school timetable for your apprenticeship or traineeship 
to be considered school-based.

Education, Training and 
Employment Schedule
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You, your employer and your training provider need to develop  
a training plan for your apprenticeship or traineeship.  

This outlines:

 your current skills
 what training you need to do
 who will deliver the training
 when and where the training will be delivered
 how long the training will take
 when and how the training will be assessed and monitored
 what qualification will be issued on completion
 any special training needs. 

Your training plan must include details of training delivered  
off-the-job. This is training that takes place outside of your 
normal work duties.

The training plan is to be completed and signed by you, your 
employer, your training provider and your parent or guardian if 
you are under 18. This must be done before the end of the 
probation period. Three copies must be kept: one by you,  
one by your employer and one by your training provider.

Recognition of existing skills
If you have been working in an apprenticeship occupation  
for a significant period of time (at least six years full-time  
after you turned 21 years of age), you may be eligible to  
have your existing skills recognised. This process of  
recognising existing skills is called recognition of work  
or training or trade recognition. 

If you think you may be eligible, this process should be 
undertaken prior to entering into an apprenticeship.

For more information about trade recognition, contact the 
Department of Employment and Training on 1300 369 935  
or visit www.trainandemploy.qld.gov.au.

If you are not eligible for trade recognition or you are a trainee, 
once you have entered into your apprenticeship or traineeship 
you should discuss the skills you already have with your training 
provider. Getting your skills recognised this way is called 
Recognition of Prior Learning. 

For more information about Recognition of Prior Learning,  
talk to your training provider or the Department of Employment 
and Training on 1300 369 935 or visit  
www.trainandemploy.qld.gov.au.

Training plan
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Within 14 days of the training plan being developed and signed, 
your training provider will give you a training record. A training 
record can be in the form of a book, on CD-ROM or in another 
format. It will be used to record when you achieve the 
competencies outlined in your training plan.  

You are responsible for looking after the training record. As  
each new skill is learnt, your employer and your training provider 
should complete the relevant section.

This record belongs to you and can be used to:

 demonstrate what training has been completed
 gain credit or exemptions in other training courses
 show that you have achieved competency
 assess when you move to the next wage level (if applicable)
 confirm completion of the training program
 assess skill levels.

Your training record must be regularly updated and signed  
by your employer and your training provider (at least every  
three months).

The way you receive training will depend on the apprenticeship 
or traineeship, your employer’s business needs and your 
learning style. All types of training delivery require you to  
be withdrawn from routine work to undertake structured  
training and assessment.

Classroom delivery sees you removed from routine work duties 
to undertake training in a classroom environment. This can take 
place as block release or day release at the training provider,  
or in a classroom environment at your workplace or similar 
training venue. 

Flexible delivery sees you removed from routine work duties  
to undertake training using distance, correspondence, online  
or Internet training tools combined with instruction delivered 
using face-to-face, video link or teleconferencing methods.

Work-based delivery sees you develop the knowledge and  
skills required in the workplace. Training is delivered by  
your employer with guidance and support provided by the 
training provider. 

You will discuss how you will receive training with your  
employer and your training provider when you formulate  
the training plan. At this stage your training provider should  
also work out if you need any special training such as extra 
help with maths or reading.

Training record Training delivery
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Other costs of training
During your apprenticeship or traineeship you may also have to 
cover the costs of:

 uniforms and equipment
 text books and other study materials
 parking or transport costs (to attend work or training)
 travel and accommodation to attend training at your training 
provider, if it is a considerable distance from your home. 

When you and your employer first talk to your training provider, 
ask about the costs of the training and any additional fees  
it may charge.

Your employer may be eligible for a variety of financial incentives 
to help meet the costs of employing and training you. For more 
information about incentives, your employer should talk to their 
Australian Apprenticeships Centre or call 1800 639 629.

Information for school-based apprentices and trainees

Training providers that receive funding from the Queensland 
Government must provide training for all school-based 
apprentices and school-based trainees at a reduced cost.

Your employer has the option of selecting a training provider that 
receives government funding or can choose another training 
provider to deliver the training on a fee-for-service basis.

Most school-based apprentices and trainees are exempt from 
paying 75 per cent of tuition or student fees to the training 
provider. However, ask your training provider about its fees and 
charges before you commence your training.

Information for existing workers employed as apprentices  
and trainees

If you are an existing worker undertaking an apprenticeship you 
may be eligible to receive funded training from those training 
providers that receive funding from the government. 

However, the majority of existing workers undertaking a 
traineeship will not be eligible for funded training from these 
training providers. There are some exceptions to this policy. For 
more information contact the Department of Employment and 
Training on 1300 369 935.

Training costs

Your training provider will advise you of the costs of the training.

Some training providers are funded by the Queensland 
Government to provide training for all apprenticeships, and 
some traineeships, at a reduced cost.

You and your employer have the option of selecting a training 
provider that receives government funding to deliver your 
training, or you can choose to pay for training delivered by 
another training provider.

If your employer chooses a training provider that receives 
government funding and it runs out of funds, you can choose to 
stay with the provider and pay for the training or transfer to 
another government funded training provider (including a TAFE 
institute) to complete the training.

Your employer is not obliged to pay for your training. However, a 
large number of employers cover the costs of training as an 
investment in the workforce of their business and industry. 

Tuition and support services fees 
Regardless of the training provider chosen, if you are 
undertaking a certificate III qualification or higher you may have 
to pay tuition and support services fees to your training provider. 

Tuition and support services fees are your contribution to the 
cost of the training. The maximum tuition fee that your training 
provider can charge is $776.75* (in each 12 month period) 
and the maximum support services fee is $187.10* (in each  
12 month period).  

Some exemptions do apply so you are not financially 
disadvantaged.

Your training provider should provide you with details of its fees 
and charges before you commence your training. Your employer 
may choose to pay the tuition and support services fees for you.

*These fees were correct at the time of printing. You  
should contact your training provider for the most up-to-date  
fee information.
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Your apprenticeship or traineeship is made  
up of a combination of work and training. 

You must:

 attend work. If you are unable to go to work, advise  
your employer as soon as you can

 arrive on time for work
 follow all reasonable and lawful instructions given  
by your employer

 behave in a courteous and professional manner
 dress suitably for the job (wear safety equipment if required)
 follow the conditions of the relevant employment agreement  
or award (refer to Conditions of Employment on page 21 for 
more information)

 obey safety rules and ensure quality standards are met
 understand that all materials given to you by your employer  
as a result of the apprenticeship or traineeship,  remain the 
property of your employer (except for your tools if you are  
an apprentice, any safety equipment, your training record  
and your completion and qualification certificates) 

 understand that all information provided by your employer  
in confidence must be kept confidential and not used or  
told to any other person without your employer’s approval.

If you are under 18, your parent or guardian who signed the 
training contract must ensure that these responsibilities are met.

Your employer must:
 pay you wages and provide entitlements as outlined  
in the relevant employment agreement or award

 provide safe working conditions and safety equipment
 not expose you to unnecessary risk during your employment 
and compensate you for any injuries suffered as a result  
of their failure to protect you (workers’ compensation)

 repay or cover you for money spent as part of your job (for 
example, spending your own money to buy materials for work). 

Information for school-based apprentices and trainees

If you are a school-based apprentice or trainee, your employer 
must provide a minimum of 48 days full-time paid employment 
for each year of the apprenticeship or traineeship.

If you are a school-based apprentice undertaking an 
electrotechnology apprenticeship, you must work a minimum  
of 80 days full-time paid employment for each year of the 
apprenticeship. You must also work a minimum of 15 hours 
each week (when not on block release).

Information for part-time apprentices and trainees

If you are a part-time apprentice or trainee, you must work  
a minimum of 15 hours per week, which includes the time 
spent training at work and with the training provider. This  
must be averaged over each four week period for the duration  
of the apprenticeship or traineeship.

As a part-time apprentice or trainee, you must be rostered  
to work on a regular and continuous basis.  

19



20

If your employer is a corporation

For information about wages and employment conditions for  
your apprenticeship or traineeship contact Wagenet (Office of 
Workforce Services) on 1300 363 264 or visit www.wagenet.gov.au

If your employer is not a corporation

For information about wages and employment conditions  
for your apprenticeship or traineeship contact Wageline  
on 1300 369 945, the Fair Go Queensland Hotline on  
1300 737 841 or visit www.wageline.qld.gov.au

Following is some basic information about how apprentices and 
trainees can be paid which should be used as a guide only.

As a minimum, you must be paid a training wage as outlined 
in an industrial award, Order or registered agreement for your 
occupation, industry or place of employment. 

The wage you are paid will depend on your apprenticeship or 
traineeship and the progress you make. 

For most apprenticeships and traineeships the wage is 
calculated as a percentage of the wage paid to qualified workers 
and depends upon the year or level of the apprentice or trainee.

When you have achieved the competencies required for your 
current level (or after the end of a period of time, usually 
12 months) you can progress to the next wage level of your 
apprenticeship or traineeship.

If you have already completed some of your apprenticeship 
or traineeship with another employer (or completed a relevant 
prevocational course), you must be paid at the correct rate for 
the competencies you have achieved.

You must be paid for the time you spend undertaking 
any training that is delivered by the registered training 
organisation, regardless of how it is delivered. This does not 
apply to school-based apprentices and trainees.

Wages

In some industries minimum wages apply for adult apprentices 
and trainees. The age when an apprentice or trainee is 
considered to be an adult may differ from industry to industry.

In many industries, employers are prohibited from reducing the 
wages of established existing workers when they become an 
apprentice or trainee.

Information for school-based apprentices and trainees

Your wage will be a percentage of the relevant full-time apprentice 
or trainee wage and will be calculated on the number of hours 
you work each week.

School-based apprentices and trainees do not receive 
entitlements to sick leave, recreation leave (holidays) or public 
holidays. However, you will be paid an extra amount on top of 
your wage to make up for not receiving these entitlements.  

As a school-based apprentice or trainee you will only be paid  
for the time spent at work. You will not be paid for the time  
spent undertaking training at school or another institution or  
any off-the-job training.

You must work and be paid for a minimum of 48 days in each 
year of your school-based apprenticeship or traineeship.

Information for apprentices and trainees employed by group 
training organisations

If you are employed by a group training organisation, it will usually 
pay your wages and provide your entitlements.
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The conditions of employment for apprentices and trainees, 
including hours of work, overtime, holidays, sick leave, 
superannuation and other penalty provisions are outlined in the 
relevant award or agreement. 

Unless otherwise provided for, apprentices and trainees receive 
all award entitlements due to other employees working in similar 
occupations.

Tools
For some apprenticeships your employer must provide you  
with tools. 

The Queensland Government offers up to $300 in start-up 
assistance for eligible apprentices and trainees. This is to help 
apprentices and trainees buy equipment such as tools and 
protective equipment (not uniforms). For more information 
contact the Department of Employment and Training on  
1300 369 925 or visit www.trainandemploy.qld.gov.au

In addition, the Australian Government’s Tools For Your  
Trade Initiative provides up to $800 for the purchase of  
trade tools for eligible apprentices and trainees. More 
information is available from the Tools For Your Trade website  
at www.toolsforyourtrade.com.au or 1800 557 875.

Workers’ compensation
As an apprentice or trainee you are entitled to workers’ 
compensation in the same way as other employees.  
For information contact WorkCover Queensland on  
1300 362 128 or visit www.workcover.qld.gov.au

Superannuation
Your employer must pay superannuation into an approved  
fund for you. You should be provided with the appropriate 
superannuation paperwork upon commencement. If are under 
18 years of age and not working more than 30 hours a week, 
the employer may not need to pay superannuation for you. 
Contact the Superannuation Hotline on 13 10 20 for further 
information. 

Fair treatment 
As an apprentice or trainee you should be treated the same  
as any other employee. Just like other employees, you can  
take action if you feel you have been bullied, harassed, 
discriminated against or your safety has been put at risk.

What is bullying?
Bullying is behaviour that intimidates, offends, degrades  
or humiliates a worker, possibly in front of co-workers, clients  
or customers. Bullying behaviour may be accepted as part of 
the workplace (for example, initiation ceremonies), but if the 
behaviour offends, upsets or harms you, then it is not 
appropriate and you should tell someone about it.

What is harassment?
Harassment can include workplace bullying; sexual, racial  
or religious harassment; ridicule (for example, name calling, 
racist jokes); physical and emotional intimidation (for example, 
physical threats or abuse, display of threatening or offensive 
slogans) or restricted access to services and facilities.

All types of harassment are unacceptable in the workplace.

If you feel you are being bullied or harassed you need to do 
something about it.

 Keep a diary of the times you feel you have been bullied or 
harassed. Write down as much as you can about what happened 
and the names of people who would support your claims.

 Approach the person, tell them you don’t like their behaviour 
and ask them to stop.

 Find out if your workplace has someone who is the contact 
person for bullying or harassment issues. They can help you 
address the problem.

 If you are under 25, contact the Young Workers Advisory 
Service on 1800 232 000 or visit www.ywas.org

 Talk to your union. Unions work to ensure workers are  
treated fairly in the workplace. For information about how  
to join your industry’s union, contact the Queensland Council 
of Unions on 07 3846 2468 or the Australian Workers’ Union 
on 1800 671 449.

If you would like advice about how you are being treated in the 
workplace, call the Department of Employment and Training on 
1300 369 935.

Conditions of employment
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Your employer is responsible for your health and safety while 
you are in the workplace. However, under workplace health and 
safety legislation, you also have responsibilities, including:

 complying with health and safety instructions
 using the personal protective equipment provided by your 
employer

 not wilfully or recklessly interfering with or misusing health 
and safety provisions

 not wilfully placing at risk the health and safety of others
 not wilfully injuring yourself.

Your employer must:

 give you an introduction to the workplace which covers hazard 
identification and risk prevention

 provide you with training in safe work practices
 provide initial and ongoing supervision
 give you personal and protective equipment including 
instructions on how to properly use and wear equipment

 guard hazardous plant and machinery
 prevent and minimise the risk of exposure to hazardous 
substances and manual handling injuries.

For more information about safety at work, call the  
Department of Industrial Relations on 1300 369 915  
or visit www.dir.qld.gov.au/workplace/index.htm

You must be supervised in the workplace. As a general rule, 
there should be a person nominated to train you. This person 
needs to permanently work in the same workplace as you and 
be predominantly employed during the same working hours.

As you develop more skills you won’t need to be supervised  
as closely as you are when you start your apprenticeship or 
traineeship. However, a tradesperson or qualified person  
should always be close enough so you can ask them for 
assistance if required.

Strict supervision requirements are placed on employers  
of electrical apprentices and trainees.

If you feel you are not being properly supervised, call  
the Department of Employment and Training on  
1300 369 935.

Safety at work Supervision
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During your apprenticeship or traineeship your employer may 
experience changes to their business which could affect their 
ability to employ and/or train you. 

What to do if business is slow 
There are a number of options available if your employer is 
temporarily unable to train you because business is slow.

 If you are employed through a group training organisation, 
contact it to arrange placement with another host employer.

 You can be temporarily assigned to another employer for a 
maximum period of six months. At the end of the assignment 
you must return to your original employer. 

 You may be able to attend off-the-job training with your 
training provider on a full-time basis during the slow period.

 You may be able to take annual leave during the slow period. 
 Your employer can apply for a temporary stand down of the 
apprenticeship or traineeship until their ability to train 
improves. Temporary stand down is basically unpaid leave, 
and can also include employing you for less than the full 
working week. You may also be able to do unrelated work 
during the stand down period. The maximum period of a 
stand down is 30 days.

 As a last resort, cancellation of the apprenticeship or 
traineeship may need to be considered.

It is recommended that you and your employer contact the 
Department of Employment and Training on 1300 369 935 
before pursuing any of these options.

What to do if your employer’s business is sold
When your employer’s business is sold and the new owner 
agrees to continue your apprenticeship or traineeship, your 
training contract is transferred to the new owner. 

If the new owner does not want to keep you on, you can be 
placed with another employer who will then take responsibility 
for the training contract. 

As a last resort if you are unable to be placed with another 
employer, the training contract may need to be cancelled.

What to do if your employer’s business partnership is 
dissolved
If you are employed by a business partnership your training 
contract is with all owners of the business. If the partnership is 
dissolved and one or more of the owners continue the business, 
your training contract is assigned to the remaining owner(s).

If the business is not continued, the Department of Employment 
and Training should be advised so that the training contract can 
be cancelled.

Changes to your employer’s business
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Just like any job, you may come across some problems at work.

It is best if you try and work out the problem with your employer 
first. However, don’t wait until you have had enough and are 
ready to give up before seeking help.  

The Department of Employment and Training provides mediation 
services to help you deal with problems at work. In most cases, 
involving someone outside of the workplace is the most effective 
way to solve the problem. For advice and assistance call the 
Department of Employment and Training on 1300 369 935.

If you are under 25, the Young Workers Advisory Service can also 
provide you with advice about work-related matters. For more 
information call 1800 232 000.

Misconduct and discipline
If you do not do the right thing, your employer can do something 
about it.  

Your employer can take disciplinary action if you:

 fail to carry out a reasonable and lawful instruction, in line with 
the training contract

 are absent from work without approval  
 fail to attend training required under the training plan
 do not participate in training provided under the training plan
 do not keep a training record or fail to produce it when 
requested

 fail to make reasonable progress in your training
 cause serious damage, or risk of serious damage, to your 
employer’s business or business reputation.

Depending on the situation, a range of actions may be taken  
by the Department of Employment and Training including:

 a reprimand
 a fine
 written direction to follow the training contract
 suspension without pay
 cancellation of the training contract.

Serious misconduct
You can be immediately suspended for serious misconduct. 
Serious misconduct includes:

 theft, assault and fraud
 being under the influence of drugs or alcohol at work
 causing risk of serious bodily injury, work-caused illness or a 
dangerous event

 behaving in a way that means the training contract can  
not continue.

Your employer must advise you in writing of the suspension and 
why you are being suspended within one working day of the 
suspension occurring. Your employer may apply to the 
Department of Employment and Training to have your training 
contract cancelled.

For more information contact the Department of Employment and 
Training on 1300 369 935.

Cancelling the training contract
The training contract you have entered into with your employer is 
legally binding. As a result, to cancel your training contract before 
completion of the apprenticeship or traineeship, you and your 
employer must follow a set process.

If you or your employer are considering cancelling the training 
contract due to a communication problem or misunderstanding, 
you should seek help to see if you can solve the problem and 
continue with the training. Cancellation of a training contract 
should only be considered as a last resort after everything has 
been done to solve the problem.

You or your employer can cancel the apprenticeship or 
traineeship during probation by giving a week’s notice.  

If you wish to cancel the training contract after the probation 
period, it is important that you contact the Department of 
Employment and Training on 1300 369 935 for assistance. 

Problems at work
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Officers from the Department of Employment and 
Training may assist you or refer you to specialist 
services, to address the following issues:

 communication problems or disagreements in the workplace

 absences or behavioural issues

 learning difficulties or problems with reading, writing or maths

 support for apprentices and trainees with a disability

  support for apprentices and trainees who are not making 
reasonable progress.

For more information, contact the Department of Employment 
and Training on 1300 369 935.

Seek assistance early. The earlier you deal with a problem,  
the more likely it will be worked out. Then you can get on  
with the training.

Vocational Education and Training Disability  
Support Service
The Department of Employment and Training operates the 
Vocational Education and Training Disability Support Service, 
which provides off-the-job support for eligible apprentices and 
trainees with a disability. The service includes assessment of a 
student’s support requirements and adaptive equipment to 
assist students to undertake training.  

You should contact the disability officer at your training provider 
who can provide more information on this service.

Disabled Australian Apprentice Wage Support
If you have a disability that would prevent you from starting  
an apprenticeship or traineeship then the Disabled Australian 
Apprentice Wage Support program may be for you.

Under the program your employer would be eligible to receive 
an incentive to accommodate your physical employment needs 
by providing modifications to the workplace to enable you to 
fully undertake all training and work experience required under 
the apprenticeship or traineeship.

For more information about the Disabled Australian  
Apprentice Wage Support program contact an Australian 
Apprenticeships Centre on 1800 639 629 or visit  
www.australianapprenticeships.gov.au

Support for apprentices and trainees  
with a disability
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Assistance for apprentices and trainees whose 
training contract has been cancelled
If your training contract has been cancelled, you should 
consider continuing your apprenticeship or traineeship  
with another employer. To increase your chances of finding 
another employer to take you on as an apprentice or trainee, 
you might decide to continue the off-the-job training for your 
apprenticeship or traineeship with your training provider.  

When you complete the off-the-job training, your training 
provider will give you a statement of attainment for the 
competencies you have achieved. You will still need to  
complete your on-the-job training with a new employer  
to obtain your qualification and certificate of completion  
for the apprenticeship or traineeship. 

For more information about continuing your apprenticeship  
or traineeship training, contact your training provider or the 
Department of Employment and Training on 1300 369 935.

Assistance from Centrelink
While you are completing your apprenticeship or traineeship, 
you may also be eligible for Youth Allowance or similar 
assistance. As part of this assistance, you may be eligible  
for a Health Care Card which may entitle you to a reduction  
in some of the costs of your training. 

Contact Centrelink on 13 24 90 or visit the Centrelink  
office in your local area for more information.

Start-up assistance
A subsidy of up to $300 is available to apprentices and trainees 
employed in identified skill shortage industries to purchase 
equipment such as necessary tools and protective equipment 
(excluding uniforms). 

For more information, call the Department of Employment  
and Training on 1300 369 925 or visit  
www.trainandemploy.qld.gov.au

Travel and accommodation assistance
Apprentices and trainees who have to travel to attend a  
training provider for their training may be eligible for a travel  
and accommodation allowance. The allowance is paid to the 
apprentice or trainee after each block of training with the 
training provider.

If you live more than 50 kilometres one way from where the 
training provider delivers the training, you may be eligible. 
The distance is measured from your usual place of residence. 
This may not be a home address if you usually live away from 
home to attend work.

For more details or to get an application form, talk to your 
training provider or the Department of Employment and 
Training. School-based apprentices and trainees will need  
to contact their school to access travel and accommodation 
assistance.

Australian Government incentives and assistance
Apprentices and trainees may be eligible for financial incentives 
and assistance from the Australian Government including:

• Commonwealth Trade Learning Scholarship provides two tax 
exempt $500 payments to eligible apprentices and trainees 
undertaking qualifications in the skill needs trades with a 
small/medium enterprise or group training organisation

• Tools for Your Trade Initiative provides up to $800 for the 
purchase of trade tools for eligible apprentices and trainees

• Youth Allowance (including Austudy for over 25s and ABSTUDY)
• Living Away From Home Allowance
• Apprenticeships incentives for existing workers. 

For more information contact an Australian Apprenticeships 
Centre on 1800 639 629 or visit  
www.australianapprenticeships.gov.au 

Financial assistance and allowances
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You can do a number of things if you have a major problem  
with your apprenticeship or traineeship or you wish to make  
a complaint about a decision that has affected your work  
or training.

You can: 

 request a review by your local Department of Employment  
and Training office 

 contact the Training Ombudsman
 lodge an appeal with the Queensland Industrial Relations 
Commission.

For more information about making a complaint, contact the 
Department of Employment and Training on 1300 369 935.

Can I transfer to another employer? 
You may move from one employer to another if you, your current 
employer and your new employer agree. First, you will need to 
cancel the training contract you have with your current 
employer. To cancel a training contract you and your current 
employer must agree to the cancellation in writing (if you are 
under 18 your parent or guardian must also agree). 

Once cancelled, you will need to sign another training contract 
with the new employer. You will also need to complete another 
period of probation and develop a training plan with your new 
employer and training provider.

What happens if I don’t make reasonable progress in 
my apprenticeship or traineeship?
Your training plan outlines what competencies you are to 
achieve and the timeframe for you to achieve them. If your 
employer feels you are not making reasonable progress in the 
training or you have failed to achieve a competency more than 
once, they can notify the Department of Employment and 
Training. The department will investigate the claim and work 
with you and your employer to help you successfully complete 
the apprenticeship or traineeship or take disciplinary action.

How do I cancel my apprenticeship or traineeship? 
Cancellation of a training contract should only be considered as 
a last resort once all efforts have been made to resolve the 
issues that threaten the apprenticeship or traineeship. Specialist 
officers from the Department of Employment and Training are 
available to help work through any issues you and your employer 
may have.

You, your employer and your parent or guardian (if you are 
under 18) may agree in writing to cancel your training contract 
at any time. 

You may also apply to cancel your training contract if you are 
unable to fulfil your obligations. For example, your employer’s 
business may relocate to a place where it is not practical for you 
to travel, or you may no longer be able to perform the work 
because of a physical condition. 

Making a complaint Frequently asked questions



To cancel your training contract you must apply in writing to 
your local office of the Department of Employment and Training. 
The department will review your application and advise you and 
your employer if the application for cancellation is approved.  
If approved, you should also inform your training provider that 
your apprenticeship or traineeship has been cancelled.

What happens if I move interstate during my 
apprenticeship or traineeship?
If you move to another state during your apprenticeship or 
traineeship but are still employed by a business in Queensland, 
you can just continue on with your apprenticeship or 
traineeship. However, you will need to advise the Department  
of Employment and Training of your new home address.

If your move to another state also sees you move to an employer 
whose place of business is in that state, you will need to cancel 
your training contract, enter into a new training contract and 
have that contract registered by the state’s training authority.

You may also need to change training providers, so make  
sure you receive a statement of attainment from your current 
training provider outlining all of the modules you have 
completed to date.

For more information, contact the Department of Employment 
and Training on 1300 369 935.

What happens if I leave school before completing  
my school-based apprenticeship or traineeship?
School-based apprentices and trainees who do not complete 
their apprenticeship or traineeship while at school are required 
to convert to a full-time or part-time apprenticeship or 
traineeship when they leave school.  Once converted to full-time 
or part-time arrangements, normal wages and employment 
conditions apply.

You and your employer (and your parent or guardian if you  
are under 18 years of age) may agree in writing not to continue 
the apprenticeship or traineeship. If this happens, you should 
contact the Department of Employment and Training on  
1300 369 935. 
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When you and your employer agree that all the 
training is complete and all the competencies  
have been signed off in your training record,  
you need to do the following:

1. Within five days of the training being completed, you and  
your employer must sign a written statement that you have 
completed the training.

2. Within 10 days of the training being completed, notify  
your training provider in writing.

3. Your training provider will confirm that all the training  
is complete and then provide you and your employer with  
a completion agreement to sign. You will be provided with  
a copy of this agreement.

4. Within 21 days of signing this agreement, you will be given  
a qualification or statement of attainment by your training 
provider. Your employer will receive advice from the training 
provider when this happens.

5. The Department of Employment and Training will then issue  
a certificate of completion to you and advise your employer  
in writing that this has been provided. 

The actual date of completion is the date on which you,  
your employer and your training provider sign the  
completion agreement. 

When the apprenticeship or traineeship ends, your wages will 
change to the appropriate rate for qualified workers in your 
occupation. 

For more information about completing your apprenticeship or 
traineeship, call the Department of Employment and Training on 
1300 369 935.

Information for school-based apprentices and trainees

School-based apprentices and trainees who do not complete 
their apprenticeship or traineeship while at school are 
required to convert to a full-time or part-time apprenticeship 
or traineeship when they finish school.  Once converted to full-
time or part-time arrangements, normal wages and employment 
conditions apply. 

Completing your apprenticeship or traineeship early 
If your employer, your training provider and you agree that you 
have achieved all the competencies before the end date 
recorded on your training contract, you can complete your 
apprenticeship or traineeship early.

Will you require a work licence?
If you are undertaking an electrical apprenticeship (fitter, 
mechanic, linesperson or jointer) or a plumbing and draining 
apprenticeship, you will need to apply for a work licence  
before the end of your apprenticeship. 

For more information about licences for electrical workers 
contact the Electrical Safety Office on 1300 650 662 or visit  
www.dir.qld.gov.au/electricalsafety/training/licences/

For more information about licences for plumbers contact  
the Plumbers and Drainers Examination and Licensing Board  
on 07 3235 4149 or visit www.lgp.qld.gov.au

If you are planning to work in the construction industry,  
you may need a licence for your particular occupation.  
Contact the Queensland Building Services Authority (BSA)  
on 07 3225 2855 for information on licensing in the 
construction industry.

Would you like to be rewarded for your hard work?
Once you have completed your apprenticeship or traineeship you 
are eligible to nominate for the Queensland Training Awards. As 
well as being rewarded for your hard work, you could win great 
prizes and you’ll have an impressive award to prove to your 
employer and future employers that you are good at your job.

To find out more, call 1800 660 207 or visit www.qta.qld.gov.au



What’s next
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When you have successfully completed your 
apprenticeship or traineeship, you have a  
number of pathways you can take on the way  
to a rewarding career.

COMPLETED APPRENTICESHIP OR TRAINEESHIP

ONGOING 
EMPLOYMENT

A JOB WITH 
ANOTHER 
EMPLOYER

STARTING YOUR 
OWN BUSINESS FURTHER STUDY CHANGING CAREERS



If you have been happy working with your current employer  
and they are willing to keep you on, you can become a  
full-time or part-time employee.

Upon completing your apprenticeship or traineeship, your 
wages will need to change to the appropriate rate for qualified 
workers in your occupation.

However, your employer is not obliged to offer you ongoing 
employment unless you were employed by them prior to 
entering into the apprenticeship or traineeship.

You can use the skills you have acquired through your 
apprenticeship or traineeship to get a job with another employer. 
Your training record and the qualification you obtained through 
completing your apprenticeship or traineeship, can be used as 
evidence of your skills and knowledge when applying for jobs.

Following are some tips to help you find a job. 

Be prepared
When applying for a job you need to make a good impression. 
An up-to-date resumé that is professional and free of errors  
is a must. If you are invited to an interview, you will need to 
make sure you arrive on time, are well presented and have  
a good idea of what you are going to say.

Search these websites for tips on how to get a job:

www.trainandemploy.qld.gov.au 
www.jobjuice.gov.au 
www.thesource.gov.au/find/career/getting_that_job.asp

Finding a job
Search the Internet - these days more jobs are advertised  
on the Internet than anywhere else. Some sites to try include:

www.seek.com.au 
www.careerone.com.au 
www.mycareer.com.au 
www.jobsearch.gov.au 
www.jobnetwork.gov.au 
www.jobs.qld.gov.au

Apply for jobs advertised in the newspaper – search the 
careers or jobs section of your local newspaper.

Contact employers directly – you can do this either in person  
or through a letter. 

Use personal networks – talk to your family, friends or teachers 
to see if they know anyone who has a job vacancy.

Contact a Job Network member – these organisations can 
provide you with a list of job vacancies in your local area.  
Call 13 62 68 or visit www.jobnetwork.gov.au
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Starting your own business Changing careers

You may decide that the field of work that you completed your 
apprenticeship or traineeship in is not for you. 

Often the biggest challenge is working out what job you want to 
do. You need to think about what you want from a job and more 
importantly, your life. You also need to work out what your skills 
and abilities are.

The following websites are a good starting point if you are trying 
to find the job or career that is right for you:

www.myfuture.edu.au

www.jobguide.dest.gov.au

www.jobjuice.gov.au

www.thesource.gov.au/find/career/getting_that_job.asp

You can choose to complete another apprenticeship or 
traineeship. However, if you have already completed a 
traineeship and choose to undertake another one in the same 
occupation area, you may not be eligible for funded training. 
This does not apply if you completed your traineeship as a 
school-based trainee.

For more information about entering another apprenticeship  
or traineeship, contact the Department of Employment and 
Training on 1300 369 935. 

Upon completion of an apprenticeship, some qualified 
tradespersons choose to set up their own business and work  
for themselves. Those people who have completed a traineeship 
also have the option of using the skills they have acquired to 
start their own business.

It is important to be aware of your legal, regulatory and financial 
obligations when starting a business. It is a good idea to get 
specialist advice and training in the day-to-day operations of  
a business including record keeping, sales and marketing,  
and managing staff. 

Useful information is available from SmartLicence, the 
Queensland Government’s one stop shop for people intending  
to start a business. SmartLicence will provide you with all the 
government licences and permits required to operate a business 
in Queensland, including business name registration. 

For more information, call SmartLicence on 1300 363 711  
or visit www.sd.qld.gov.au/dsdweb/htdocs/slol/

Further study

Upon completion of your apprenticeship or traineeship, you  
will have received a certificate level qualification (for example, 
Certificate III in Commercial Cookery). You can use this 
qualification to help you go on to further study by gaining  
credit towards a higher level certificate or diploma course.

Your record of skill development and work experience may  
also help you if you apply for a university level course.

To search for information about certificate and diploma  
level courses, at www.ntis.gov.au

For information about the certificate and diploma level  
courses offered by TAFE institutes, call 1300 308 233  
or visit www.tafe.qld.gov.au

For information about how to apply for university courses, 
contact the Queensland Tertiary Admissions Centre (QTAC)  
on 07 3858 1222 or visit www.qtac.edu.au
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obtain appropriate professional advice relevant 
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All rights are reserved by State of Queensland 
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2006, however the copyright owner permits 
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PERSONAL DETAILS

My name

Qualification name

Registration number

Date I started my apprenticeship or traineeship

My probation is for   days and will finish on

Date I expect to complete my apprenticeship or traineeship

I have a copy of my training contract Yes No

I have received a copy of my training plan from my training provider Yes No

I have received my training record from my training provider Yes No

If you have not received a copy of these documents, talk to your employer or training provider.

EMPLOYER DETAILS HOST EMPLOYER DETAILS (if your employer is a group training organisation)

Business name Business name 

Supervisor name Supervisor name

Address Address

Telephone Telephone 

TRAINING PROVIDER DETAILS AUSTRALIAN APPRENTICESHIPS CENTRE DETAILS

Provider name Centre name

Trainer name Field officer name 

Address Address

Telephone Telephone

TRAINING AND EMPLOYMENT CONDITIONS

My employment award or agreement is

I attend work on these days

I attend training on these days 

I get paid $   per hour

If I work on public holidays I will be paid at  time (for example, double time)

If I work on weekends, is my pay different? Yes No

I will accrue days of annual leave per year

I will accrue days of sick leave per year

My apprenticeship or traineeship DETAILS


