EMPLOYER HANDBOOK
YOUR FIRST STEP IN EMPLOYING
AN AUSTRALIAN APPRENTICE

introduction

AATIS acknowledges and pays respect to the past, present and future Traditional Custodians
and Elders of this nation and the continuation of cultural, spiritual and educational practices of
Aboriginal and Torres Strait Islander peoples.
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Why hire an Australian
apprentice?
Taking on additional staff is essential to
the growth of a business. But rather than
hiring established workers, why not help
create a career opportunity for someone
who can learn the tricks of the trade in
your tailored way?

About AATIS
At AATIS, we love all things Apprenticeships and
Traineeships. We are funded by the Australian Government
to provide accurate and neutral information about Australian
Apprenticeships.
We hope that this handbook is a starting point to answer
any fundamental questions or remove any doubt you may
have about growing your business with the help of an
Australian Apprentice.

Helping you get started.

Australian Apprentices are generally
aspiring talents looking for guidance under
which they can succeed. Your business
can be the place in which their dreams are
built.
For the vital progression and innovation of
the Australian Vocational Education and
Training sector, we need tradespeople
and skilled professionals to pass on
their knowledge and skills to the next
generation.

If you have any further questions about Australian
Apprenticeships after using the Handbook, you can contact
us for a discussion with one of our helpful staff.
Phone: 1800 338 022
Email: contact@aatis.com.au
FAQs: aapathways.com.au/faq

Australian Apprenticeships offer you a way
to repay your community by giving a job
seeker an opportunity to enter or upskill in
the industry you are passionate about.
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How can your business
benefit from an
apprentice or trainee?
Your business can benefit from employing
an apprentice or trainee, as you train
someone in the needs and requirements
of your business. The apprentice or
trainee will bring in new skills and
experience through the training they do
as part of the qualification.
•

more than 70% of apprentices and
trainees stayed with their employer on
graduation

•

Almost 75% of employers are
satisfied with their training their
apprentice or trainee receives

•

There is support available for
employers of apprentices and trainees
in skills shortage areas

There is great value in teaching someone
your way, which can lead to a much
smoother integration with the business
itself. Bringing in new personnel to can
increase innovation and new ideas to
enhance the operations and processes in
your business. Apprentices and trainees
are ambitious, keen to learn and ready to
kickstart their career.

Your business can benefit from employing an apprentice or
trainee, as you train someone in the needs and requirements
of your business. The apprentice or trainee will bring in new
skills and experience through the training they do as part of the
qualification.
•

more than 70% of apprentices and trainees stayed with
their employer on graduation

•

almost 75% of employers are satisfied with their training
their apprentice or trainee receives

•

there is support available for employers of apprentices and
trainees in skills shortage areas

There is great value in teaching someone your way, which can
lead to a much smoother integration with the business itself.
Bringing in new personnel to can increase innovation and
new ideas to enhance the operations and processes in your
business. Apprentices and trainees are ambitious, keen to learn
and ready to kickstart their career.

1 NCVER Apprentice and Trainee Outcomes 2021:
https://www.ncver.edu.au/research-and-statistics/
publications/all-publications/apprentice-and-traineeoutcomes-2021
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What is involved in
hiring an Australian
Apprentice?
The process of hiring an Australian
Apprentice is similar to that of employing
any other employee. However, there are
a few differences that employers should
be aware of.
Australian Apprenticeships must include
a Training Contract that is approved by
the state or territory government. This
Training Contract includes rights and
responsibilities that vary compared with
other models of employment.
To make the process easier, AATIS has
compiled four easy steps that include
some of the details you should consider
before committing to employing an
apprentice or trainee.

1. Research
Before hiring any employee, an employer should be aware
of the responsibilities that come with doing so. Apprentices
and trainees must be employed either full or part time and
get minimum entitlements under the National Employment
Standards. They also require an extra level of supervision and
guidance until they are fully qualified.
When considering whether to take on an Australian Apprentice,
and who to take on, you should consider the overall
investment and return you will get across the duration of the
apprenticeship or traineeship.
You should consider whether the available qualifications meet
your business needs, and how you will integrate this with your
work. Make sure you understand the conditions of the training
in relation to the time spent on the job and in off-the-job
training.
It is also important to understand all parties that are involved
in the process and support services available to you. This can
include Australian Apprenticeship Support Network (AASN)
providers, Fair Work Australia, and State Training Authorities.
These bodies can assist you with any questions you may have
prior to signing the training contract, or throughout the duration
of the Australian Apprenticeship.

2 NCVER Employers’ use and views of the VET system
2021: https://www.ncver.edu.au/__data/assets/pdf_
file/0042/9669183/Employers_use_and_views_of_the_
VET_system_2021.pdf
3 Australian Government Department of Education, Skills
and Employment: https://www.australianapprenticeships.
gov.au/aus-employer-incentives
NCVER Apprentice and Trainee Outcomes 2021:
https://www.ncver.edu.au/research-and-statistics/publications/all-publications/apprentice-and-trainee-outcomes-2021
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2. Hiring
Part of the successful hiring of an apprentice or trainee is
finding the right candidate for your business. Do not rush
candidate selection and assess if they have the right attitude
for your business. This may not be a quick process and might
involve trialling the candidate to see how they fit in with the
company culture and to see if the career path is the right
decision for them.
A common problem employers face is not knowing where to
start to find an apprentice or trainee. Opportunities for school
leavers can be valuable, so be sure to be in touch with local
high schools about any potential career opportunities you
might have. There are several organisations that could also
assist in the candidate search process. AASN providers will
often have connector programs which involves finding suitable
apprentices or trainees and employers for each other. You
could also try engaging a Group Training Organisation (GTO)
who you can host an apprentice or trainee through.

website careers page if you have one. Many job seekers will
also find opportunities through social media, so consider
posting opportunities when they become available.
Australian Apprenticeship pay rates and financial incentives
acknowledge the training status and reduced productivity
of a staff member who is being trained, while also including
provisions for that training. The apprentice or trainee will
become more productive throughout the duration of the
Australian Apprenticeship.

Remember, Australian Apprenticeships are general
employment opportunities, so use online job search engines
such as Seek and Indeed, and remember to update your

Pay Rates

Modern Awards

Apprentice and trainee pay rates are contained
in enterprise agreements or modern awards.
Australian Apprentices must be signed up into an
approved training contract to get paid the rate for
an apprentice or trainee.

There is a modern award to cover every industry
sector. Generally, employers in the private sector
are subject to the conditions in the relevant
modern award.

Where an existing employee is converted to an
apprenticeship or traineeship, in some cases the
relevant agreement or award may require that their
pay rate does not change from their existing rate.

Under the Modern Award an apprentice or trainee
is classified as an employee who has a formal
training contract in place with their employer. The
training contract must be approved by a state or
territory training authority.

It is the responsibility of the employer to ensure the
Australian Apprentice is being paid appropriately.
The Fair Work Ombudsman website has useful
tools such as the Pay and Conditions Tool, and the
accounts section can be used to save information
specific to your workplace and to receive
notifications of changes when they occur.

Modern Awards are divided into sections covering
various topics such as:

For any questions around pay and conditions, you
should contact the Fair Work Ombudsman through
their website or call them on 13 13 94.

•

pay rates including classifications, allowances
and overtime

•

competency-based progression for pay

•

ordinary hours of work

•

public holidays

•

release for off-the-job training

•

responsibility for training costs

Modern awards may provide detail on the National
Training Wage and employment of school-based
apprentices and trainees.
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Do I need an AASN
provider?
The role of the AASN provider is to oversee
the relationship between the employer an
apprentice or trainee. They will organise
the sign up into the Training Contract
that is required to start an Australian
Apprenticeship.
Without an AASN provider doing the sign
up, and this being approved by the relevant
government authority, the employee is not
an Australian Apprentice. This means they
should not be paid as an apprentice or
trainee and are not eligible for incentives.

3. Sign Up
In order to formally sign up an Australian Apprentice you
must engage an AASN provider. The AASN provider is
responsible for ensuring the safety and wellbeing of the
working agreement ¬¬as well as ensuring all clauses in the
training contract are being met. Generally, AASN providers
are state or territory specific, and it is compulsory for the
employer to engage a provider that operates in their local
state or territory. During this process you are allocated
a field officer who will oversee the training contract and
check in on both the apprentice or trainee and employer to
ensure both parties are content with their progression.

Remember that there is normally more than
one provider in each state, and you can
change providers if you are not satisfied
with the level of service you are receiving.
Should you ever require a second opinion,
you can always consult your local State or
Territory Training Authority (see aapathways.
com.au/sps for contact details).
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Frequently Asked
Questions
Incentives
The Federal Government, state and territory
governments, and some industry organisations
provide financial help through incentives. Both
apprentices and employers can access this financial
support throughout the training period.
Incentives are designed to encourage more
employers to take on an Australian Apprentice, or
to increase the number of apprentices and trainees
the employer can support. There are also loans and
other support available for Australian Apprentices to
help them through training.
Incentives programs tend to change over time, so
it is important to check authoritative sources of
information regularly for updates. AASN providers
can also provide guidance on incentives programs
and eligibility criteria.

Federal Government Incentives
australianapprenticeships.gov.au/financial-programs
The Australian Apprenticeships Incentives
Program (AAIP) may be replaced or updated in
2022. The Australian Apprenticeships website has
information about the AAIP and a potential new
model for incentives, referred to as the Australian
Apprenticeships Incentives Scheme (AAIS).
Under the AAIP, incentives include:
•

Commencement incentive

•

Completion incentive

•

Rural and Regional Skills Shortage incentive

4. Ongoing support
The employer must provide ongoing support for the
apprentice or trainee throughout the duration of the Australian
Apprenticeship. This will help the apprentice or trainee develop
their skills, ensure they progress through their training, and
ultimately become a qualified tradesperson or professional.

Is there support for the employer?
The AASN provider will offer support in ensuring all aspects
of the training contract are being met as well as answer
any questions each party may have over the duration of
the apprenticeship or traineeship. The AASN provider
should allocate a field officer with whom you can develop a
relationship for ongoing support.
Within the duration of the apprenticeship or traineeship,
you can contact the AASN provider for assistance with any
questions or concerns, or for support if there are problems.
The employer, apprentice and trainee should all keep a copy of
their AASN provider’s contact details and make contact when
needed.
The AASN provider may check in with the employer and
apprentice or trainee at key points throughout the contract to
see how things are progressing. This is a good time to raise any
concerns with the AASN provider, or to ask any questions of
them that you may have missed during sign up. Some incentive
payments are also handled by the AASN providers, so they will
make contact at the points in which those payments are being
issued.
Australian Apprenticeships are designed to be a supported
employment pathway, and the AASN providers may provide
much of that support.
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•

Support for Adult Australian Apprentices

the following incentives:

•

Australian School-based Apprenticeship incentive

•

Boosting Apprenticeship Commencements

•

Supporting Apprentices and Trainees

•

Additional Identified Skills Shortage Payment

•

Support for Adult Australian Apprentices

Trade Support Loans
These incentives and loans all have eligibility criteria which
may include:
•

The qualification level being undertaken

•

Assistance for Australian Apprentices with disability

•

The occupational outcome for the Australian
Apprenticeship

•

Australian Apprentice Wage Subsidy

•

The date of commencement or completion

•

The age of the apprentice or trainee

•

The location of the employer

What financial incentives are available?
There are a range of financial incentives and allowances that
employers of Australian Apprentices may be eligible for. These
typically relate to the apprentice or trainee you take on, or the
occupation or industry you are employing them in.
Financial incentives are designed to give a boost to employers
who take on an Australian Apprentice. They should not be the
main aim for an employer, as these incentives and allowances
come with responsibilities and obligations.

Australian Apprenticeships
Incentives Program
The Australian Apprenticeships Incentives Program is run by
the Australian Government. It provides a number of incentives
to assist employers who take on an Australian Apprentice,
particularly where the Australian Apprenticeship is in an
occupation experiencing a skills shortage.
Visit the Australian Apprenticeships Incentives Program page
on the Australian Government’s website for information about

In addition to these incentives, employers may be eligible
for incentives for: commencement or recommencement of
an Australian Apprentice; commencement of a mature aged
worker, or Australian School-based Apprentice; retention of
an Australian School-based Apprentice; or completion of their
apprentice or trainee.
To find out whether you would be eligible for incentives when
taking on an apprentice or trainee, speak with an (AASN).

State and Territory Incentives and
Allowances
Some state and territory governments offer incentives and
allowances to eligible employers of apprentices and trainees.
These are typically in areas of priority within the state or
territory and may be in addition to Federal government
incentives. An AASN provider will be able to assist employers
with information about Australian, and state or territory
incentives.

How do I find a training provider?

A Registered Training Organisation (RTO) is required for
the delivery of the formal qualification part of the Australian
Apprenticeship. Your apprentice or trainee will have a training
plan that outlines what you and the RTO have decided they will
need to learn.
RTOs include TAFEs and private training providers, and are in
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every state. They generally don’t offer all courses, so you
may need to do some research to find one that offers the
qualification you’re after.

How can I end an apprenticeship or
traineeship?

AASN providers can assist in this process but it is up to the
employer to choose the RTO. If you’re not sure where to
start, AAPathways has a search function in which you can
filter through RTOs by state or territory. Another handy tip
is simply googling the qualification and you will often find
search results in your state.

You should discuss any concerns as soon as possible with
your AASN provider. If you have taken on an apprentice or
trainee through a Group Training Organisation you should
contact them to discuss handing back the apprentice or
trainee if you no longer wish to have them working for you.

What are my responsibilities as an
employer?
As an employer you are obligated to ensure you are fulfilling
the training contract agreements in accordance with the
Australian Government requirements. It is important that
the premises that you are providing for your apprentice or
trainee is safe and meets all occupational health and safety
requirements. This means ensuring that the apprentice or
trainee feels comfortable in their workplace and safe to
ask any questions or concerns that they may have without
feeling neglected or discriminated against.
Apprentices and trainees are there to learn from you, so
you have an obligation to provide them with knowledge
and opportunities to practice their trade or role so they
can satisfy their practical training competencies. You must
ensure that the apprentice or trainee is receiving their
entitlements in line with Fair Work Australia regulations

The Australian Apprenticeship training contract may
outline requirements for ending the apprenticeship or
traineeship after the end of the probationary period. These
requirements can vary between states and territories, so it
is best to check with your AASN provider about what they
may be.
In some states, there must be mutual agreement between
an employer and the apprentice to cancel the training
contract. Without mutual agreement, the state government
may mediate a resolution. Contracts for trainees typically do
not have these requirements.
As with other forms of employment, the apprentice or
trainee is usually entitled to notice of termination, unless
they’re being dismissed for serious misconduct.

My apprentice will only work for me four
days a week and goes to training one
day a week. Do I need to pay them a full
weeks’ wage?

The employer should be committed to the full Australian
Apprenticeship in the training contract. If you are unable to
offer the full range of training or the full contract period, you
should consider alternative recruitment options such as outof-trade apprentice or trainees, or using a GTO.

Yes, your apprentice going to training is a part of their
Australian Apprenticeship and they need to be paid for
the entire duration of their work and study time. For any
questions on pay and entitlements, please contact FairWork
Australia.

If you have any questions or concerns about your
obligations as an employer, or those of the apprentice or
trainee, you should talk with your AASN provider.

Unsure if you’re ready to take on a new apprentice or
trainee? Take our interactive Employing an Apprentice
Quiz to better understand how ready you are to employ
an apprentice or trainee.

The National Code of Good Practice for Australian
Apprenticeships is also an important resource for
employers and their apprentices or trainees, as a guide to
responsibilities during the term of the training contract.

Who can I hire as an apprentice or
trainee?
Apprenticeships and traineeships can be done on a full-time
or part-time basis by anyone who is old enough to work and
with eligibility for an Australian Apprenticeship. Australian
citizens, permanent residents, and some individuals on
visas are eligible. Apprenticeships and traineeships can’t be
done on a casual basis.
An adult apprentice or trainee is someone who starts their
apprenticeship or traineeship when they are 21 years old
or older. High school students can also do an Australian
School-based Apprenticeship or traineeship, which
combines work, training and secondary education. You can
find out more about these models of apprenticeships at
aapathways.com.au/about
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For more information contact:
Australian Apprenticeships & Traineeships Information Service
Phone: 1800 338 022
Email: contact@aatis.com.au
Website: aatis.com.au

If you have any questions about this handbook, please email us at contact@aatis.com.au
We are always seeking for ways to collaborate on and disseminate reliable Australian Apprenticeship
Pathways information. The best way to stay in touch is to subscribe to our newsletter through the contact-us
page on the website or by emailing us.
The Australian Apprenticeships and Traineeships Information Service is funded by the Australian Government
Department of Education, Skills and Employment.

