THE CIT Y OF
GREATER GEELONG

HIRING APPRENTICES
& TRAINEES
WHAT YOU NEED TO KNOW

Council acknowledges Wadawurrung,
Traditional Owners of this land, and all
Aboriginal and Torres Strait Islander people
who are part of the Greater Geelong
community today.
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INTRODUCTION

Apprenticeships and traineeships are a great recruitment option. By combining paid on-thejob training with formal study, your apprentice or trainee can be trained up in a way that will
best meet the needs of your business.
The purpose of this guide is to help small-to-medium
businesses operating in the Greater Geelong region
learn more about apprenticeships and traineeships and
how to attract candidates.
It has been divided into three sections so you can
choose the information that best suits you:

Part 1: About apprenticeships and traineeships
Some general information about apprenticeships and
traineeships.

Part 2: Finding an apprentice or trainee
The steps you need to follow to find an apprentice or
trainee, plus local organisations that can help.

Part 3: Managing your apprentice or trainee

Photo: RISE graduates Jaycob Marr
and Abbey McAlley.

Your responsibilities as an employer and support
services to help you.

BENEFITS OF HIRING AN
APPRENTICE OR TRAINEE

There is a list of contacts and resources under the
‘More information’ heading for each section.

• Support a young person in your community
by providing valuable experience and skills
• Bring new skills and knowledge into your
business
• Avoid skills shortages
• Access government funding, incentives and
rebates
• Train staff to suit your needs
• Support local growth and reduce
unemployment
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PART 1: ABOUT APPRENTICESHIPS
AND TRAINEESHIPS
APPRENTICESHIP OR
TRAINEESHIP – WHAT’S THE
DIFFERENCE?
Both apprenticeships and traineeships combine paid
on-the-job training with formal study at a Registered
Training Organisation. The differences are:

The industries and qualifications covered
• Traineeships cover hundreds of industries, including
business, fitness, retail, hospitality and tourism.
• Apprenticeships are generally limited to trades – for
example, carpentry, plumbing and hairdressing.

How long they take to complete

Training costs and textbooks are not the responsibility
of the employer, although some employers may offer
to help out or reimburse training fees at the end of the
traineeship or apprenticeship.
You do have to pay your apprentice or trainee to
cover the time they spend learning with their training
provider, as it forms part of their ordinary working hours.

Do apprentices or trainees have to be full-time?
Apprenticeships and traineeships can be either full-time
or part-time (minimum of 15 hours per week). Secondary
school students also have the option of combining
work, training and their secondary school education.

• Traineeships are typically 1–2 years.

They’ll need their own tools. Do I need to buy them?

• Apprenticeships take around 4 years.

While you’re not required to provide tools, it may take
some time for your new apprentice or trainee to get
what they need. Therefore, it’s probably worthwhile
providing them with a basic set of tools to get them
started.

Who can apply?
Anyone who is an Australian citizen or permanent
resident and old enough to work in Australia can
apply. This includes students, school-leavers and adults
looking to change careers, or return to the workforce.

How much does it cost?
Pay rates will vary depending on many factors such as
the industry or occupation, the age of the apprentice or
trainee, the qualification they’re studying and the year
of training. However, your business may be eligible to
access incentives to help cover the costs.
To help you work out the expected wage for
your industry, use the PACT online calculator (see
‘Employment and conditions and wages’ on page 5).
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Who pays for the training costs?

If this isn’t possible, apprentices can apply for a lowinterest government loan – called a Trade Support Loan
– to help them cover these costs.

Are apprentices entitled to sick pay and annual
leave?
Although they are still training, apprentices and
employees have the same rights as all other Australian
workers. Visit the Fair Work Ombudsman website for
more information (see ‘Employment conditions and
wages’ on page 5).

What are the incentives available to cover cost?

What if my business can’t cover all the skills or
hours the apprentice or trainee needs?

The incentives available vary depending on your industry
and what is available at the time you’re applying. For
more information, contact an Apprentice Network
provider (see ‘Apprentice Network providers’ on page 5).

You could consider using an apprentice or trainee
employed by a Group Training Organisation. The Group
Training Organisation acts as the legal employer for the
apprentice or trainee.

Using a Group Training Organisation takes a lot of
the hassle out of having an apprentice or trainee. As
they are the apprentice or trainee’s legal employer,
they’ll oversee recruitment, performance management,
payroll, superannuation and all the other administration
required. For more information, see ‘Group Training
Organisations’ on page 5.

MORE INFORMATION
General information about apprentices and trainees
Apprenticeship Support Australia
A service designed to help both apprentices and
employers starting out. P: 1300 363 831
www.apprenticeshipsupport.com.au
Australian Apprenticeships – Australian Government
General information about hiring an apprentice or
trainee. www.australianapprenticeships.gov.au

Apprenticeship Network providers
MEGT Geelong P: 5246 1111 E: anpinfo@megt.com.au
Sarina Russo P: 13 15 59 www.sarinarusso.com.au
Apprenticeship Support Australia (VCCI)
P: 1300 363 831 www.apprenticeshipsupport.com.au

Employment conditions and wages
PACT Calculator
An online calculator to help you work out the
apprentice or trainee award for your industry.
www.calculate.fairwork.gov.au
Fair Work Ombudsman
Information for employers and employees about
Australian workplace laws.
www.fairwork.gov.au

Group Training Organisations in Geelong
Gforce Employment Solutions
A community-based organisation operating in the
Geelong region.
P: 1800 436 723 or 5229 9144 www.gforce.org.au
Victorian Group Training
Support apprentices and trainees in Colac and Geelong.
P: 1300 158 100 www.vgtc.org.au
Westvic Staff Solutions - Geelong Office
A community-based training organisation that operates
in south-west Victoria.
E: info@westvic.org.au www.westvic.org.au

MAS National
John Bevans P: 0436 946 818 www.masnational.com.au
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PART 2: FINDING AN
APPRENTICE OR TRAINEE
While there are many different ways to take on an apprentice or trainee, here are some
suggested steps to get you started:
STEP 1:
FIND OUT WHETHER YOU’RE
RECRUITREADY
If you’re comfortable using online tools, you might want
to use the RecruitReady Diagnostic. It will help you
find out whether your business is ready to employ an
apprentice or trainee. As part of the process, you can
elect to have an industry consultant ring you or visit
your workplace.
Visit www.apprenticeshipsupport.com.au/RecruitReady
to get started.

STEP 2:
FIND A PROSPECTIVE TRAINEE
OR APPRENTICE
Your first point of contact about an apprenticeship or
traineeship in Greater Geelong should be one of the
following Australian Apprenticeship Support Network
providers (see ‘Apprenticeship Network providers’ on
page 7). They can:
• help you find an apprentice or trainee suitable for
your business
• assist with the training contract
• provide advice on financial incentives that might be
available for your business
• provide advice and support during the training period.
Other options for finding an apprentice or trainee
include word of mouth, advertising online, contacting
training organisations or using one of the contacts
listed below. However, you’ll still need to work with an
Apprenticeship Network Provider when finalising the
details of the employment arrangement.
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STEP 3:
SIGN AN AGREEMENT
A training contract is a legally binding agreement
between you, the trainee or apprentice and their
training provider. If they are under 18, it must be signed
by a parent or legal guardian.
Training contracts are important because they describe
everyone’s rights and responsibilities as part of the
apprenticeship or traineeship. Your Apprenticeship
Network provider will be able to take you through this
process.
Apprentices and trainees will also need a training plan.
This is slightly different to the contract as it describes
the mix of on-the-job and formal study the apprentice
or trainee will follow. It is also negotiated between you,
the trainee or apprentice and their training provider.

MORE INFORMATION
Apprenticeship Network
providers
MEGT Geelong
P: 5246 1111
E: anpinfo@megt.com.au
Sarina Russo
P: 13 15 59
www.sarinarusso.com.au
Apprenticeship Support Australia
(VCCI) P: 1300 363 831
www.apprenticeshipsupport.com.au
MAS National
John Bevans P: 0436 946 818
www.masnational.com.au

Registered Training Organisations

Other organisations that can help

Diversitat Training
Quality training and education in a
culturally welcoming and supportive
environment.
P: 5246 9600
www.training.diversitat.org.au

genU training
Deliver nationally recognised
qualifications and vocational short
courses.
P: 1300 582 687
www.genutraining.org.au

Geelong Industry Trade Centre
Training for secondary school
students in the northern suburbs of
Geelong.
P: 5224 9794
www.gittc.com.au

VFA
Deliver qualifications in health,
fitness and early childhood.
P: 1300 304 329
www.vfalearning.vic.edu.au

Encompass College of Education
and Training Geelong
Provide training programs in the
Geelong region.
P: 0400 583 536
www.encompass-cs.org.au/
education-training-geelong
Oxygen College
Offer nationally accredited
qualifications in creative arts
education.
P: 1300 195 303
www.oxygencollege.com.au

The Gordon
One of the largest TAFEs in Victoria
delivering study options and
vocational ‘hands-on’ training.
P: 1300 862 572
www.thegordon.edu.au
Westgate Community Initiatives
Group
Community-based organisation
providing practical responses to
unemployment and disadvantage.
P: 9689 3437
www.wcig.org.au

The Gordon Skills and Jobs Centre
A free careers service for the
Geelong community.
P: 5225 0700
www.thegordonskillsandjobscentre.com
Northern Futures
Tailored education and employment
opportunities for the North.
P: 5275 8124
www.northernfuturesgeelong.com
RISE Geelong
Connecting job seekers with
industry via training, recruitment,
mentoring and support.
P: 0407 545 040
www.risegeelong.com.au
GROW
Support seekers from target
communities to access education,
work training and ongoing support.
P: 5229 4364
www.grow.g21.com.au
Jobs Bank
Partner with employers to create
more opportunities for priority job
seekers. P: 9070 9858
www.jobsbank.org.au
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PART 3: MANAGING YOUR
APPRENTICESHIP OR TRAINEESHIP
YOUR RESPONSIBILITIES
Apprentices and trainees have the same rights as other
employees, such as the right to a safe workplace,
proper training and sick leave. However, as an employer
you’ll have some responsibilities that are different to
other employees. These include:
• being supportive of the study needs of the
apprentice or trainee
• making sure all information you provide to
apprentices is clear and easy-to-understand
• highlighting what is expected according to your
workplace policies, procedures and practices
• making time to give proper instruction and hands-on
training
• checking in regularly, providing regular feedback
and encouraging your apprentice or trainee to ask
questions.

IF SOMETHING GOES WRONG
Your apprentice or trainee has access to lots of support.
If your apprentice or trainee is struggling for any
reason, you should encourage them to get in contact
with their training provider, their Apprenticeship
Network provider or one of the services listed below.
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MORE INFORMATION
Legal advice
Barwon Legal Community Service
Free legal information and advice.
P: 1300 430 599
www.barwoncls.org

Counselling services
Head Space Counselling Service
Mental health services for people under 25 years.
P: 5222 6690
E: headspacegeelong@bcyf.org.au
Lifeline
24-hour crisis support service
P: 13 11 14
www.lifeline.org.au

Photo: RISE student Shannon Brown gaining skills for a career in construction.

9

NOTES
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NEED MORE HELP?
If you can’t find the information
you’re looking for, please contact:
Apprenticeship Support Australia
A service designed to help both
apprentices and employers starting out.
P: 1300 363 831
www.apprenticeshipsupport.com.au
Australian Apprenticeships and
Traineeships Information Service
P: 1800 338 022
www.aatis.com.au
Australian Apprenticeship Pathways
P: 1800 338 022
www.aapathways.com.au
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CITY OF GREATER GEELONG
PO Box 104
Geelong VIC 3220
P: 5272 5272
E: contactus@geelongcity.vic.gov.au
www.geelongaustralia.com.au
CUSTOMER SERVICE CENTRE
100 Brougham Street
Geelong VIC 3220
8.00am – 5.00pm
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