Australian Apprenticeships
Guide for Australian Apprentices and employers
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Who we are
MEGT (Australia) Ltd (MEGT) is an Australian not-for-profit organisation
that has been supporting employers, apprentices, trainees, job seekers
and students for over 30 years. Our experienced local consultants work
across every state in Australia, the ACT, and in the UK.
We are one of 11 Apprenticeship Network Providers contracted by the Australian Government and
the Department of Education and Training to provide Australian Apprenticeship Support Network
(AASN) services.
As the largest and only national Apprenticeship Network Provider (ANP), we are your local
apprenticeship experts.

We offer a FREE service, acting as the facilitator between the:
•

Apprentice or trainee

•

Employer

•

State or Territory Training Authority

•

Registered Training Organisation

•

Department of Education and Training

This means less stress for you and more time to focus on your future, or the future of your business.
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Our history

The MEGT difference

2015 We are awarded our latest contract by the Australian Government

We support you through the entire Australian Apprenticeship process, from recruitment
and advice to sign-up, registration and mentoring. Apprentices, trainees and employers
can all benefit from the MEGT difference.

2012 Our fifth apprenticeship services contract is awarded for the

Dedicated local presence

to offer what are now known as Australian Apprenticeship Support 		
Network (AASN) services. This contract covers 2015-2018 and allows
us to continue as the largest and only national Apprenticeship
Network Provider (ANP) in Australia.

2010's

period 2012-2015.

Our local consultants have the regional knowledge and industry expertise to provide flexible and personalised
assistance to apprentices, trainees and their employers face-to-face, by email or over the phone.

Backed by service you can rely on
2009 Our Indigenous Apprenticeship and Traineeship Network is 		
established.

2000's

2006

Our fourth apprenticeship services contract is awarded to 		

2003

We are awarded our third contract allowing us to offer 		
apprenticeship services until 2006.

cover the period 2006-2012.

2001 Melbourne East Group Training becomes MEGT (Australia) Ltd.

Our local administration teams process Training Contracts, Trade Support Loans, personal benefits and Government
incentive claim forms accurately and efficiently, continuously exceeding Government benchmarks for quality and
compliance.
This means apprentices and trainees can start training sooner and employers spend less time chasing forms and
payments and have more time to focus on business.

Information on demand
We provide apprentices, trainees and their employers with a free, secure online portal called MAACO to assist with
the management of their Australian Apprenticeship or apprentice and trainee records.

1999 Our first interstate offices are opened in NSW. We are awarded

1990's

our second contract allowing us to offer apprenticeship services
until 2003.

MAACO offers quick and easy access to the information you need when you need it, helping you track progress and
keep on top of incentive payments.

Experience and expertise

1998 OEGT becomes Melbourne East Group Training. New apprenticeship 		
arrangements are introduced by the Australian Government and we
are awarded our first apprenticeship services contract.

We provide expertise in the Vocational Education and Training (VET) sector and recruitment, mentoring and AASN
services that are backed by over 30 years of experience and know-how.

The best bit?

1980's
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1989

OEGAS becomes Outer Eastern Group Training (OEGT) 		
and now incorporates traineeships as well as apprenticeships.

1982

We commence operations as Outer Eastern Group 		
Apprenticeships Scheme (OEGAS).

We are contracted (paid) by the Australian Government to provide AASN services
at no cost to apprentices, trainees and their employers.
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Our services
At MEGT, we recognise that every apprentice, trainee and employer is different.
We deliver the following with a tailored, flexible approach that allows you to access our full range of services or just
the ones that are right for you.

Recruit
Our free online jobs board –
Gateway Services – was created
to bring the right apprentices/
trainees and employers together.

Manage
Our dedicated local account
managers are available face-toface, by phone or by email to
offer assistance throughout the
apprenticeship or traineeship.

Develop
Our personalised and confidential
mentoring program offers expert
support to keep you or your team
on the path to success.
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Australian Apprenticeship Support Network services
AASN services are personalised support services provided at no cost to apprentices,
trainees and their employers throughout the apprenticeship or traineeship and include:

Universal services

Targeted services

• Administrative assistance

• Online jobs board – Gateway Services

• Processing Government incentive
claim forms, personal benefits and
Trade Support Loans

• In-Training Services – mentoring and
additional support where required

• Regular contact

Kaitlyn’s floristry career
is blooming
MEGT apprentice florist Kaitlyn Schiltz impressed judges at
the 2016 Melbourne International Flower and Garden Show,
winning first prize in the advanced category.
A second-year apprentice at Jenny Burke Florist in Ballarat, she
used a variety of flowers and succulents to represent her coralthemed design.

How we deliver universal services

How we deliver targeted services

We take care of the following:

Online jobs board – Gateway Services

•

Information and advice to help you decide whether
an Australian Apprenticeship is the right choice for
you or your business

Our free online jobs board (Gateway Services) was
created to bring the right Australian Apprentices and
employers together.

•

Sign-up and registration of Australian Apprentices
with the relevant State Training Authority

•

Ongoing contact to support Australian Apprentices
and employers every step of the way

Job seekers can apply for apprentice and trainee
vacancies, complete aptitude testing and take the
MEGT Career Quiz to find suitable career options.

•

•

Kaitlyn also won the intermediate category at the 2015 show
and is already planning for the 2017 competition where she
hopes to be involved in creating some of the major designs.

Assistance with Government incentives, personal
benefits and Trade Support Loans that may
be available
Easy access to apprentice and trainee records via
our free, secure web portal (MAACO)

Employers can post job vacancies and review applicants
based on experience and optional aptitude test results.
In-Training Services – mentoring and additional support
Our mentors provide a personalised, confidential
service to give apprentices and trainees the best chance
at remaining in employment and completing their
training, including:
•

Development of a “stay at work” plan for an
Australian Apprentice who may be at risk of not
completing their training

•

Regular site visits or phone calls to discuss
challenges that may be impacting performance

•

Connection to professional support services

She has strong ambitions for her career in floristry, saying

“I would love to work with well-known and highly
regarded florists.”
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This service is available to apprentices, trainees and
their employers.
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Australian Apprenticeships

Who is involved

Becoming an apprentice or trainee is the best way to combine paid work with structured
training and gain a nationally recognised qualification.

A number of parties are involved in an apprenticeship or traineeship, with all of them
playing an equally important role in the process.

For employers, hiring a new apprentice or trainee means you gain a new worker who will learn your business your way
as they grow with your business.

Apprenticeship Network Provider (ANP)

Registered Training Organisation (RTO)

An organisation (such as MEGT) that is contracted by
the Australian Government to provide a free service to
apprentices, trainees and their employers to assist with
the sign-up, administration and management of an
apprenticeship or traineeship.

The RTO delivers formal training throughout the
apprenticeship or traineeship, conducting assessments
and issuing the nationally accredited qualification upon
completion.

An apprenticeship or traineeship is also a great way to upskill your existing staff. Providing accredited training to your
staff is not only a smart investment in the future of your business, but one of the most valuable ways to keep your team
engaged and focused.
So what’s the difference between an apprenticeship and a traineeship?

In our case, we also provide further tailored support
where required to assist our apprentices and trainees to
successfully complete their training.

Apprenticeships

Traineeships

How long does an apprenticeship take?
Between 36 to 48 months depending on
the qualification.

How long does a traineeship take?
Between 12 and 24 months depending
on the qualification.

Which industries offer apprenticeships?
Trade areas (including building and
construction), commercial cookery,
automotive, engineering, manufacturing
and more.

Which industries offer traineeships?
Service industries such as business, retail,
community health, childcare, hair and
beauty, financial services, and more.

The term Australian Apprenticeship is used to cover both
apprenticeships and traineeships. An Australian Apprentice
can refer to either an apprentice or trainee.
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Training may be undertaken on-the-job, off-the-job
or a combination of both, depending on the RTO, the
qualification, and the employer’s requirements.

Apprentice or trainee (Australian Apprentice)

State Training Authority
(STA – State Government)

An apprentice or trainee can be a new employee entering
the industry or an existing worker wanting to develop or
formalise their skills. There is no age limit.

Each State or Territory has a Government department
responsible for Vocational Education and Training (VET),
including Australian Apprenticeships.

The sole trader, business or organisation that employs the
apprentice or trainee and gives them valuable on-the-job
experience as they work towards their qualification.

STAs are responsible for approving, registering,
amending   , monitoring and regulating Training Contracts.
The STA can be contacted if you are having issues with
an apprenticeship or traineeship and require assistance
beyond the services we are authorised to provide.

Parent/guardian (if the apprentice or
trainee is under 18 years of age)

Department of Education and Training
(DET−Federal Government)

If the apprentice or trainee is under 18 years of age, a
parent or guardian must also sign the Training Contract.

DET is the Federal Government department responsible
for apprenticeship and traineeship policies and funding
throughout Australia, including administering Trade
Support Loans, apprentice or trainee personal benefits
and employer incentive payments.

Employer
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Is an apprenticeship or traineeship right for you?

Is an apprentice or trainee right for your business?

(for apprentices and trainees)

(for employers)

If you want to give your career a kick start, an apprenticeship or traineeship is a great
way to get ahead.

Staying ahead of the competition is easy when you have the right team with the
right skills.

As an apprentice or trainee, you get the benefit of structured and relevant competency-based training that teaches
you skills you can use straight away.

Providing training and development is one of the most valuable ways to ensure your workers are motivated and
engaged, with the skills and confidence they need to tackle any challenge and grow with your business.

You’ll also be working which means you’re getting paid while you complete your training, as well as gaining valuable
on-the-job experience.

As well as increasing staff performance and job satisfaction, there are also a range of financial incentives available
from the Australian Government when you employ an eligible Australian Apprentice.

Once you’ve completed your apprenticeship or traineeship, you’ll have the expertise, experience and qualification
you need to take the next step in your career or further your education.
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Benefits of becoming an apprentice or trainee

Benefits of hiring an apprentice or trainee

•

Earn while you learn

•

Gain an employee who will learn your business your way

•

Gain fundamental workplace skills leading to increased job opportunities and earning potential in the future

•

Increase productivity and skills in the workplace

•

Choose from a wide range of nationally recognised apprenticeship and traineeship qualifications across
all industries

•

Improve staff satisfaction, engagement and retention – a significant cost saving

•

Improve employee motivation and performance which in turn leads to an increase in customer satisfaction

•

Access potential Government financial incentives

•

Get the flexibility to train either on-the-job or off-the-job (or a combination of both)

•

Access potential Government financial support and personal benefits

•

Undertake competency-based training which means you may be able to complete your qualification faster
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How an Australian Apprenticeship works

How an Australian Apprenticeship works

(for apprentices and trainees)

(for employers)

Staying on course

Getting started
1 Use our free online jobs board to find

the job that’s right for you and start your
apprenticeship or traineeship.

5 Your MEGT consultant will contact you
to make sure everything is going well.
This will either be a phone call, SMS,
email or a visit to your workplace. We
will also keep you informed every step
of the way, providing you with up to
date information about AASN services
including any changes to personal
benefits or funding.

2 We will meet with you and your employer
to sign your Training Contract, as well as
your parent or guardian if you are under
18. At this stage, we can help you choose
the Registered Training Organisation
(RTO) that will deliver your training.

6 You may be required to complete claim

forms throughout your training if you
are eligible to receive personal benefits
or Trade Support Loan payments or if
your employer is eligible for Government
incentives. Claim forms are now
electronic SmartForms. You will be
emailed a link to access the SmartForm
when the claim is due.

3 We will register your Training Contract

with the relevant State or Territory
Training Authority (STA). The STA will send
you a confirmation letter once you are
registered as an Australian Apprentice.

4 Once you have received confirmation

from the STA, you and your employer
must ensure you are enrolled with
your chosen RTO so your training can
commence.
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7 As you continue working and training,

we will maintain contact with you if
required, depending on the level and
type of qualification you are completing.

Taking the next step
Upon successful completion of your apprenticeship or
traineeship, you will be awarded your qualification/certificate
from your RTO and be ready to take the next step in your career.
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Getting started
1 Post your vacancy on our free online jobs
board to find the right person for your
job and commence your new Australian
Apprentice.

2 We will meet with you and your new

apprentice or trainee (as well as their
parent or guardian if they are under 18)
to sign the Training Contract. At this stage,
we can help you choose the Registered
Training Organisation (RTO) that will
deliver the training.

3 We will register the Training Contract with
the relevant State or Territory Training
Authority (STA). The STA will send a
confirmation letter once your Australian
Apprentice is registered.

4 Once confirmation has been received from

the STA, you and your apprentice or trainee
must ensure they are enrolled with the
chosen RTO so training can commence.
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Staying on course
5 Your MEGT consultant will contact you
to make sure everything is going well.
This will either be a phone call, SMS,
email or a visit to your workplace. We
will also keep you informed every step
of the way, providing you with up to
date information about AASN services
including any changes to incentives
or funding.

6 If you are eligible for Government

incentives, you and your apprentice
or trainee will be required to complete
and sign claim forms for you to receive
these payments. Claim forms are now
electronic SmartForms. You will be
emailed a link to access your SmartForm
when your claim is due.

7 As work and training continue, we

will maintain contact with you and
your apprentice or trainee if required,
depending on the level and type of
qualification they are completing

Taking the next step
Upon successful completion, your apprentice or trainee will be awarded their
qualification/certificate from their RTO and be ready to take the next step in their
career. You will be able to claim any eligible Government completion incentives,
and you can use our online jobs board to find your next apprentice or trainee.
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Australian Apprentice and employer responsibilities

MEGT’s responsibilities

When you enter into a Training Contract, we’ll provide you with the National Code of
Good Practice for Australian Apprenticeships. This document will give you a detailed
and clear understanding of your obligations and expectations.

We are entering into this Training Contract with you, which means we also have
obligations and expectations.

In summary, these include:

Guarantee of service
As your ANP, we also have a guarantee of service that
we will always:

Australian Apprentice

Employer

• Be aware of and make a commitment
to fulfil work responsibilities

• Meet all legal obligations

• Be aware of and make a commitment
to fulfil training responsibilities

• Provide a safe working environment
• Support structured training
• Provide supervision and support
• Advise Australian Apprentices of their
rights and responsibilities

Training
The training undertaken as part of an Australian Apprenticeship will normally attract a fee. Determining who is
responsible for paying this fee is between the Australian Apprentice, the employer and the RTO delivering training.
This may depend on the Award or Agreement the Australian Apprentice is paid under, which can be confirmed by
contacting the Fair Work Ombudsman (see ‘Who to contact’ page for details).

Completion
Australian Apprenticeships are competency-based, which means completion can occur at any stage as long as all
parties agree that the required skills (competencies) have been achieved.
When the time comes to complete the Australian Apprenticeship, your local MEGT Apprenticeships Field Consultant
will be able to assist with this process.

Australian Government incentives may be available to assist
with the cost of training. Your local MEGT Apprenticeships Field
Consultant can help determine eligibility for financial assistance.
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•

Keep up-to-date with federal and state
requirements

•

Be prompt in our response to client enquiries
and needs

•

Actively support and promote the opportunities
provided through the AASN programme

Privacy and confidentiality

We will take all reasonable steps to ensure the
information we hold, use, and where appropriate
disclose to others about you is correct and current.
The accuracy of this information depends largely upon
you providing us with current details and ensuring you
let us know if there are any changes we need to make
to your personal information.
You have the right to access any information we
may hold about you, subject to some restrictions
listed in Federal Government Legislation. If you have
any questions relating to privacy or the storage of
information, please contact us (see ‘Who to contact’
page for details).

As well as adhering to the National Code of Good
Practice, we are also required to meet all legal
obligations regarding the privacy and confidentiality
of your personal information. These are outlined in the
Privacy Act 1988 (Privacy Act) and the Australian Privacy
Principles (APPs).
Information held by MEGT about you could include
your name, current and previous addresses, telephone
numbers, email addresses, as well as details of
transactions (claims) we have processed for you.
We will only disclose information about you to others
as per our Privacy Policy or where required by law.
These people or organisations may include:
•

Your authorised representative or legal advisors

•

Government and statutory authorities, where
required by law – for example: the reporting of
Government Incentives for a registered trainee

•

Third parties, such as MEGT agencies including
but not limited to research, data, digital and other
marketing and mail houses

19
1

Success stories
Local apprentice makes a world of difference

James has his eye on the prize

After completing his CPC30211 Certificate III in Carpentry,
Steven Jeffery jumped at the chance to work with his dad at
Jeffery Homes Quality Builders in Ringwood, Victoria. It was
during this time that Steven was named Victorian Apprentice
of the Year at the 2016 State Training Awards.

James Schifferle always had an interest in how things work so
it was no surprise to his family and friends when he decided to
take on ICA30111 Certificate III in Information, Digital Media &
Technology while he was still in Year 10 at Swan Hill College.
In Year 11, James was offered a School-based Apprenticeship
by the school and began working for Swan Hill College while
he studied. His hard work paid off and he was named Victorian
School-based Apprentice of the Year at the 2016 State
Training Awards.

But there’s more than meets the eye when it comes to this
23-year old apprentice. Steven has dyslexia but rather than
letting this hold him back, he believes it’s an opportunity for
him to push past his limitations. And push past them he has!

Liz gets the gold at WorldSkills national
competition
We are proud to congratulate third-year apprentice Elizabeth
Lilburn, who was awarded the gold medal in floristry after
her performance at the 2016 WorldSkills Australia National
Competition.
Over 500 apprentices and trainees from around Australia
represented their state and their trade at the national skills
competition where 159 gold, silver and bronze medals were
awarded to competitors across every trade – from cabinet
making and jewellery design to baking and welding.

Not only has he completed his apprenticeship qualification,
but he has also gone on to complete CPC40110 Certificate IV
in Building and Construction and will commence CPC50210
Diploma in Building and Construction (Building).
His achievements don’t stop there - in 2014, during two overseas
trips as a volunteer, Steven raised $25,000 towards building
materials for an arts centre in Kampot, Cambodia.
Steven is a fantastic ambassador for the building and
construction industry as well as for Vocational Education and
Training and we know his achievements will inspire others.

“This win will help me get my name out there and
promote my business and show I have real skills in
the practice of floristry” said Liz.

Award-winning pies and vanilla slices put The Elmore Bakery
on the map. Now the bakery, located in North-East Victoria,
can add award-winning staff to its list of achievements thanks
to the 2016 Bendigo Business Excellence Awards.
Long-serving employee Maree Laux was named Employee of
the Year and second-year MEGT apprentice Linette Moore was
awarded Apprentice of the Year. The Elmore Bakery co-owner
Nathan Bowes was thrilled by their success.

“The biggest thing I have learnt through my
apprenticeship is the importance of teamwork in the
workplace. Almost every day you find yourself looking
for a peer’s perspective and insight on an issue, trying
to find a different or more efficient solution,” he said.
After completing both year 12 and his apprenticeship in
2016, James plans to commence a Bachelor of Information
Technology at university in 2017.

Nathan said winning Apprentice of the Year was also a great
confidence boost for Linette, who has dyslexia. He also
noted that the awards were a win for the Elmore community,
attracting visitors to the bakery and to the town.

Liz was thrilled to be a part of the national competition
where she met and networked with people relevant to the
floristry industry.

Congratulations to Maree, Linette and all the team at Elmore
Bakery and here’s to many more future wins!

Success for Cowboys at Regional Training Awards
Cowboys Leagues Club (CLC), Townsville is passionate about
giving their staff the best opportunity to extend their careers in
hospitality and see apprenticeships and traineeships as the best
way to make this happen.
Their dedication to training has paid off as they were named
North Queensland Medium Employer of the Year at the 2016
Regional Training Awards.
Emma Brakels, Training and Development Coordinator at CLC
oversees the progression of the company’s trainees and apprentices.
Emma is thrilled that CLC’s training program has contributed to this
award, and knows the rest of the CLC team is too.

“It is a great feeling for the team knowing that all team
members have had a part in the training and in turn
the success we are having,” she said.

20

Elmore Bakery rises to the top

“It is good for two of our staff to get a mention
because without good staff we don’t actually have
a business. They both put in a tremendous amount
of work to make the bakery what it is.”

Currently completing SFL30115 Certificate III in Floristry with
Marjorie Milner College and running her own florist, Forgetme-not Floret, Liz’s win means big things for her small business.

As a WorldSkills gold medallist, Liz has now been offered the
opportunity to become a WorldSkills Ambassador, which she
has proudly accepted. She is now also considering applying
for a scholarship to England.

Elmore Bakery (L-R: Linette Moore – Apprentice of the Year,
Maree Laux – Employee of the Year.)

James says winning this award has given him the confidence
he needs to aim high, and that’s exactly what he’s doing ‒
his long-term goal is to gain employment in a large business,
potentially in the cyber-security field. He also believes his
apprenticeship has taught him valuable lessons he will take
with him into the workplace.

Culinary scholarship gives Samantha a taste
of things to come
Apprentice chef Samantha Fenech was awarded a culinary
scholarship in 2016 as part of employer Keppel Bay Sailing
Club’s annual staff awards.
The prize included four amazing culinary tours and Chef Master
Classes that allowed Samantha to work alongside professional
chefs to hone her skills and gain new culinary knowledge and
techniques.

“I feel so inspired, the whole trip was an eye
opener, from cooking techniques and plating to
the differences in restaurant theming,” she said.
During her trip, Samantha also got an insight into the way
restaurant décor can impact atmosphere and the guests’
overall dining experience. Samantha now has big plans to one
day put this new expertise to work in her own establishment.
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Who to contact
Contact your local MEGT office for Australian Apprenticeship sign-ups, information and advice.

13 MEGT (13 6348)
www.megt.com.au
If we are unable to assist with your query, we may direct you to contact one of the following.

State Training Authority
Each State or Territory has a Government department responsible for Vocational Education and
Training (VET), including Australian Apprenticeships.

ACT

TAS

Skills Canberra
13 22 81 or (02) 6207 5111
www.cmd.act.gov.au/skillscanberra

Skills Tasmania
(03) 6165 6075 or free call 1800 655 846
www.skills.tas.gov.au

NSW

VIC

Department of Industry Training Services
13 28 11 or (02) 9266 8450
www.training.nsw.gov.au

Victorian Registration and Qualifications Authority (VRQA)
1300 722 603
www.vrqa.vic.gov.au

QLD

WA

Department of Education and Training
1800 210 210
www.apprenticeshipsinfo.qld.gov.au

Department of Training and Workforce Development
13 19 54 (local) or (08) 6551 5499 (interstate)
www.dtwd.wa.gov.au/apprenticeshipoffice

SA
Department of State Development
1800 673 097
www.skills.sa.gov.au/apprenticeships-traineeships

Fair Work Ombudsman

Information about workplace rights and obligations including wages and penalty rates.
13 13 94
www.fairwork.gov.au
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MEGT acknowledges the traditional owners and custodians of the land we work on as the first people of this country.
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