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It is the employer's responsibility to establish and maintain adequate training and supervision arrangements for all Australian Apprentices (both Apprentices and Trainees) in the workplace.  The Department has a statutory responsibility to ensure the employer has adequate supervision arrangements in place at the time of approving a Training Contract, under which the employer must:

· provide the appropriate facilities and experienced people to facilitate the training and supervise the Apprentice/Trainee while at work, in accordance with the Training Plan, 

· make sure the Apprentice/Trainee receives on-the-job training and assessment in accordance with the Training Plan,  and

· provide work that is relevant and appropriate to the vocation and also to the achievement of the qualification referred to in the Training Contract

Generally, the minimum requirement under the Training Contract will be met if the Australian Apprentice is supervised by a suitably qualified person who is permanently employed at the same workplace and predominantly for the same hours as the Australian Apprentice.  

Trainee Supervision

For Trainees, a suitably qualified supervisor can be the employer or a staff member who already has the skills and knowledge that the Trainee is learning, which may have been gained through a variety of pathways, including on job experience.  Where a Trainee progresses to an Apprenticeship with the same employer who has not previously employed an Apprentice, the employer must provide evidence of the supervisor’s trade qualifications as described for a new employer below.  

Apprentice Supervision

For Apprentices, a suitably qualified supervisor can be the employer or another staff member who has an equivalent or higher level qualification in same field or trade to the one being undertaken by the Apprentice.  An employer of Apprentices must provide evidence (a copy of the supervisor’s qualification or trade licence) to the Department if they have not been registered as an employer of Apprentices previously.  Australian Apprenticeships Centres (AACs) are required to collect this evidence from new employers at the time of signup to forward to the Department with the original Training Contract.  

AACs must ensure that any new supervisors are correctly identified at Question 37 on further Training Contracts once employers are already registered in the system.  In addition, the Department updates its information on registered employers’ supervisors, and their qualifications, every two years.  

Employer/Supervisor Qualifications - Apprentices

If the employer or supervisor obtained their qualification as an Apprentice themselves in the ACT, AAC staff should attach a written note to the Training Contract on lodgement or email to apprenticeships@act.gov.au, advising the full name and date of birth of the qualified supervisor.  The Department can retrieve the qualification details from archives, and will advise the AAC if additional information is required.  

In some cases a statement (statutory declaration, references etc) by the employer giving background in the trade including related qualifications, knowledge and skills, and work history may be acceptable, on prior negotiation with the Department.  

There may be requirements about Apprentice/tradesmen ratios in industrial instruments to which employers are bound, and employers must make themselves aware if relevant.  

RTO Involvement

Registered Training Organisations are required to provide workplace support to employers and Australian Apprentices, including assistance with the scheduling of the on-the-job training, planning of the assessment process and monitoring progress.  The level of supervision provided should be aimed at facilitating the successful achievement of competencies for each individual Apprentice or Trainee.  

Employers must monitor the progress of each Australian Apprentice against the Training Plan and Training Record Book, and may need to reassess the level and quality of supervision to ensure each Australian Apprentice has the necessary support at work if steady progress is not being made.

Level of Supervision - Apprentices

Some industries publish standards or guidelines for the level of supervision of Apprentices, for example the ElectroTechnology Industry.  Where standards or guidelines exist, they must be followed in supervising Apprentices.  

In determining the level and pattern of supervision for an Apprentice in relation to work while in training, several factors are taken into account.  These are knowledge attained and the previous experience and training the Apprentice has had relative to each particular task, skill, or work function to be performed.  The pattern of supervision will typically be, direct, general or broad, and this pattern is generally recommended for Apprentices as they move through the stages (previously known as “years”) of an Apprenticeship.  

Direct/constant supervision (eg. Stage 1)

This means personal supervision at all times, on a direct and constant basis, within visual contact and/or earshot (audible range).  Constant basis refers to the continuous supervision of tasks being performed for the first time and until skill is demonstrated for the complexity of the task and work environment.

General intermittent supervision (eg. Stage 2-3)

This means the Australian Apprentice does not require constant attendance of the supervisor but requires personal contact on a recurrent (periodic) basis.  Periodic supervision means being under instruction and direction for tasks being performed.

Broad supervision (eg. Stage 3-4)

This means the Australian Apprentice does not require constant supervision but requires personal contact on at least a regular/occasional basis.  Occasional supervision means being under instruction and direction with checks being carried out on completion of tasks.

Employers have legal responsibilities to meet for Australian Apprentices as well as their other employees.  These include meeting Workplace Health and Safety requirements, providing protection from harassment and discrimination and common law matters such as fulfilling their duty of care.

For further information contact:

Training and Tertiary Education

ACT Department of Education and Training

Phone:  02 6205 8555

apprenticeship@act.gov.au
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