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Early Childhood Training And Resource Centre 
 
The Early Childhood Training And Resource Centre (ECTARC) is a community owned not for profit Registered Training       
Organisation (RTO).    
 
ECTARC is registered with the NSW Vocational Education and Training Board (VETAB), our National Training Information 
{ŜǊǾƛŎŜ όb¢L{ύ ƴǳƳōŜǊ ƛǎ флоомΦ  ±9¢!. ŎƻƴŘǳŎǘǎ ŀǳŘƛǘǎ ƻƴ 9/¢!w/Ωǎ ƻǇŜǊŀǘƛƻƴǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƛǘ ƳŜŜǘǎ ǘƘŜ !ǳǎǘǊŀƭƛŀƴ 
Quality Training Framework (AQTF) standards.  ECTARC is also a member of the Australian Council for Private Education &   
Training (ACPET) and participates in the ACPET Australian Student Tuition Assurance Scheme (ASTAS). 
 
ECTARC is managed by Illawarra Area Child Care Ltd (IACC). IACC also manages 10 community owned child care services in 
the Illawarra and Shoalhaven areas.  The close working connection between IACC services, IACC management and ECTARC      
ensures that  the training provided continues to meet the needs of early childhood sector and regulatory bodies. 
 
 

About the ECTARC Team 
 
ECTARC has a dedicated team of Training & Development Officers and staff who aim to provide a high quality training 
experience for every student, so they gain the required skills and knowledge to deliver high quality care and education to 
children in the workplace.  The Training & Development Officers are qualified and have many years experience working in 
the early childhood sector.  Training & Development Officers also hold qualifications in the Certificate IV in Training and 
Assessment. 

ECTARC Training & Development Officers are supported by committed administration staff who strive for excellence in 

Award Winning Training 
 
The NSW Training Awards are conducted annually by the NSW        
Department of Education and Training (DET) to recognise outstanding 
achievement in the vocational education and training sector.  ECTARC 
won the Innovative Business Award at the Australian National Training 
Awards in 2007.  ECTARC has also received the following awards: 
 

NATIONAL FINALIST  
2007 Australian Training Awards  
Small  Training Provider of the Year 
 

STATE WINNER - 2007 NSW Training Awards  
Small Training Provider of the Year  
 

STATE WINNER - 2006 NSW Training Awards  
Small Training Provider of the Year  
 

STATE FINALIST - 2005 NSW Training Awards  
Small Training Provider of the Year 
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What is a Traineeship? 
 
A Traineeship is a formal agreement made between the 
trainee, the employer, the Australian Apprenticeship 
Centre (AAC), and the Registered Training Organisation 
(RTO).  All parties entering into the traineeship are 
required to sign a formal training contract (where the 
trainee is under the age of 18, a parent or guardian must 
also sign as a party).  A traineeship consists of a 
combination of training and paid employment, under the 
N a t i o n a l  T r a i n i n g  W a g e . 
Please note: existing worker traineeships do not affect an 
ŜƳǇƭƻȅŜŜΩǎ ŎǳǊǊŜƴǘ ǎŀƭŀǊȅ ƻǊ ŜƳǇƭƻȅƳŜƴǘ ŎƻƴŘƛǘƛƻƴǎ 
during the course of the traineeship.   
 
Once completed, the contract is lodged with the 
Department of Education and Training (DET) for 
registration.  The Department of Education and Training 
is the only authority with responsibility to approve, 
refuse, amend, monitor and regulate traineeships in 
NSW.  This contract is legally binding and by signing all 
parties agree to abide by the conditions laid out in the 
Training and Employment Act 2000. 

 
4 types of traineeship 
programs 
 
ECTARC offers 4 different traineeship programs: 
 

1. /ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ  /I/олтлу 

2. /ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όhǳǘǎƛŘŜ ǎŎƘƻƻƭ 
hours care)  CHC41208 

3. 9ȄƛǎǘƛƴƎ ²ƻǊƪŜǊ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ  
(Early childhood  education and care) CHC50908 

4. bŜǿ 9ƴǘǊŀƴǘ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ 
childhood education and care)  CHC50908 

 
All   traineeship programs are delivered via distance study 
mode and can therefore be undertaken by staff at 
services throughout New South Wales.   
 
The traineeship programs can be commenced at any time 
of the year. 
 
See the table on page 6 for a brief overview of each           
traineeship program. 

 

How an employer can benefit from 
traineeships 
 
Subsidised employment  
The Australian government pays attractive financial 

incentives to employers of new entrant trainees studying 

ǘƘŜ /ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎΣ /ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ 

/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όhǳǘǎƛŘŜ ǎŎƘƻƻƭ ƘƻǳǊǎ ŎŀǊŜύ ŀƴŘ 

5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ŜŘǳŎŀǘƛƻƴ 

and care) traineeships. The state government pays 

ECTARC to deliver the training. Visit  

http://www.australianapprenticeships.gov.au/ and go to 

ǘƘŜ  ΨǇǳōƭƛŎŀǘƛƻƴǎΩ ƭƛƴƪ ƻƴ ǘƘŜ ǿŜōǎƛǘŜ ǘƻ ǾƛŜǿ ǘƘŜ ƭƛǎǘ ƻŦ 

incentive payments available.  To determine exactly what 

incentives you are entitled to, contact your local 

Australian Apprenticeship Centre on 1800 639 629. 

 

CƻǊ ǘƘŜ 9ȄƛǎǘƛƴƎ ²ƻǊƪŜǊ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ  

(Early childhood education and care) traineeship, the 

Australian government provides incentives to eligible 

employees for each existing worker trainee. Additional 

incentives may be available for those in rural and remote 

areas. The employers is responsible for the payment of 

fees as currently this pathway is not funded by state 

government; however, the employer incentive can be 

used to offset the payment to ECTARC for the training. To 

determine exactly which incentives you are entitled to, 

contact your local Australian Apprenticeship Centre on 

1800 639 629.  Occasionally ECTARC receives limited 

funding for existing worker traineeships.  Please contact 

ECTARC for availability and details. 

 

Additional support for your service 
 

If you employ a trainee (over the age of 18 years) as an 

additional staff member/floater above the regulated 

requirements, they would be available to cover for staff 

ǇǊƻƎǊŀƳƳƛƴƎ ǊŜƭŜŀǎŜ ǘƛƳŜΣ w5hΩǎ ŜǘŎΦ  

 

A worker that does not leave the centre 
for training 
 
ECTARC provides the trainee with nationally accredited 
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learning materials that include self help questions, case 

studies, activities and assessment tasks.  

 

It is strongly recommended that new entrant trainees 

ŜƴǊƻƭƭŜŘ ƛƴ ǘƘŜ /ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎΣ 

/ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όhǳǘǎƛŘŜ  ǎŎƘƻƻƭ ƘƻǳǊǎ 

ŎŀǊŜύ ŀƴŘ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ ŎƘƛƭŘƘƻƻŘ 

education and care), receive approximately 5 (five) hours 

per week off-the-job to study and complete learning 

materials, within the service.  The 5 hours can be 

allocated at intervals or in a block, to suit your staff 

roster.   

 

9ȄƛǎǘƛƴƎ ǿƻǊƪŜǊ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ 

childhood education and care) trainees do not require 

study time off-the-job, but are required to complete 120 

hours of Practical Learning Component (PLC) linked to 

units studied throughout the traineeship. This includes 

engaging in activities within the service and suggested 

research activities to enhance their learning in relation to 

planning and development and leading others.  

 

Training delivered by early childhood 
training specialists 
 

ECTARC specialises in the delivery of programs and 

workshops for the early childhood industry.  ECTARC 

Training & Development Officers are qualified and have 

many years experience in the early childhood field.  The 

ECTARC team works in conjunction with Illawarra Area 

/ƘƛƭŘ /ŀǊŜ ό9/¢!w/Ωǎ ǇŀǊŜƴǘ ƻǊƎŀƴƛǎŀǘƛƻƴ ǘƘŀǘ ŀƭǎƻ 

manages ten child care centres) to remain up to date 

with the training needs and demands placed on 

management and staff in services. Current information 

and extensive knowledge of the early childhood sector is 

how we stand out from our competitors. 

 

Contact visits by an ECTARC Training & 
Development Officer 
 

Each trainee will be allocated an ECTARC Training & 

Development Officer to support them throughout their 

traineeship.  Training & Development Officers will come 

to your centre to sign up the trainee and develop a 

training plan, in conjunction with the employer/director 

to suit the training needs of the individual and the 

environment they are working within. Throughout the 

traineeship the Training & Development Officer will 

support the trainee with contact visits. 

 

Free telephone support and easy email 
access 
 

An experienced, qualified ECTARC Training & 

Development Officer is only a phone call or email away at 

all times during business hours.  All trainees have access 

to the free call 1800 telephone number or their personal 

¢ǊŀƛƴƛƴƎ ϧ 5ŜǾŜƭƻǇƳŜƴǘ hŦŦƛŎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  !ǎ 

trainees work through the learning materials, questions 

can be answered and discussion can take place the 

moment it is required.  The Training & Development 

Officer will also make regular contact calls to the trainee. 

 

Skilled staff member with nationally 
accredited qualifications 
 

All traineeship qualifications offered by ECTARC are a 

nationally recognised qualification.  Your staff member 

will be offered the latest in early childhood curriculum 

designed for self study. 

 

 

Upskilling existing staff in your service 
 

Staff enrolled in the Existing Worker Diploma of 

/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ŎŀǊŜύ 

traineeship, will improve their skills and knowledge, thus 

enhancing service provision for children and their 

families, and increasing the number of qualified staff to 

assist with meeting licensing and accreditation 

requirements.  
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Type of Traineeships Eligibility Time it takes to 
complete the  
traineeship 

Fees 

Certificate III in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 
CHC30708 

must not have completed a qualification via a 
traineeship 
 

must not have worked 3 months full time or 
12 months part time in the early childhood 
service 
 

must be over 18 years of age to receive 
government funding 

12 months  
full time 

 
24 months  
part time 

Trainee is required to 
pay a tuition fee of 

$414.00. Exemptions 
may apply 

 
 

Certificate IV in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 
(Outside school  
hours care) 
CHC41208 

must not have completed a qualification via a 
traineeship 
 

must not have worked 3 months full time or 
12 months part time in the early childhood 
service 

 

must be over 18 years of age to receive 
government funding 

24 months  
full time 

 
48 months 
part time 

Trainee is required to 
pay a tuition fee of 

$414.00 for each year 
of training  

undertaken.  
Exemptions may  

apply 
 
 

Existing Worker  
5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ 
Services (Early childhood 
education and care) 
CHC50908 

must not have completed a qualification via a 
traineeship 
 

must have worked a minimum of 3 months 
full time or 12 months part time in the early 
childhood service 
 

must be over 18 years of age to receive 
government funding 
 

must have completed a Certificate III in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ƻǊ ŜǉǳƛǾŀƭŜƴǘ 

 

part time employees are required to 
complete a minimum of 21 hours per week at 
a service 

2 years 
 full time 

 
 

ECTARC charges 
$3,000.00 for this  

programτthis can be 
offset by the  

Commonwealth  
incentive payment 

 
The federal  

government provides 
funding for this       

program - please call 
ECTARC for availability 

 
 

New Entrant  
5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ 
Services (Early childhood 
education and care)  
CHC50908 

must not have completed a qualification via a 
traineeship 

 

must not have worked 3 months full time or 
12 months part time in the early childhood 
service 

 

must be over 18 years of age to receive 
government funding 

 

must have completed a Certificate III in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ƻǊ ŜǉǳƛǾŀƭŜƴǘ 

2 years 
full time 

Trainee is required to 
pay a tuition fee of 

$414.00 for each year 
of training  

undertaken.  
Exemptions may  

apply 
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How ECTARC will deliver the training 

 
 

ECTARC traineeship programs are delivered via distance learning via correspondence.   
 

Learning materials are designed for self study with all the information a trainee needs  
to complete their qualification. 

Sign up - an ECTARC Training & Development 
Officer (TDO) visits the trainee at the service for a 

comprehensive orientation meeting and       
provides study materials. 

Workplace Supervisor and Mentor - the employer 
will nominate staff members for these roles to 

assist and guide the trainee during the traineeship.  

Study Time - It is strongly recommended that new 
entrant trainees studying the Certificate III in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎΣ /ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ 

Services (Outside school hours care) or Diploma of 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ŜŘǳŎŀǘƛƻƴ ŀƴŘ 

care) have 5 hours off-the-floor study time per 
week, to complete learning materials.  This is to be 

allocated by the employer. 
 

9ȄƛǎǘƛƴƎ ²ƻǊƪŜǊ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 
(Early childhood education and care) trainees must 

complete 120 hours of practical learning 
component at their service. Employers do not have 

to allocate study time to existing workers. 

Traineeship Record Book (TRB) - as a  
trainee displays competencies, as per the 

learning outcomes of each unit, the Workplace 
Supervisor completes a TRB. 

ECTARC Trainee Support - an ECTARC TDO will 
telephone the trainee on a regular basis to support 

and motivate the trainee. If a trainee requires 
support at any time during business hours they can 

call an ECTARC TDO toll free or email questions. 

Centre visits - during the traineeship an 
ECTARC TDO will make contact visits to  

the trainee at the centre and  
deliver support materials. 

How assessment tasks are submitted - Completed written tasks can be emailed or mailed to 
ECTARC at no cost to the trainee using a special reply paid envelope.  Assessment tasks are marked 

and returned to the trainee by mail with constructive feedback to assist their learning.  This 
continues until all units are completed over the term of the traineeship. 
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/ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ 
Services Traineeship 

/ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ 
Services (Outside school hours 
care) Traineeship 

New Entrant Diploma of 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ 
childhood education and care) 
Traineeship 

A guide for employersA guide for employers  

Finding the right person 
 
The trainee is your employee; therefore the selection 

decision is yours.  To find your new trainee you could 

advertise in newspapers or register with an employment 

agency.   

 

Training Administration Charges 
 

Tuition Fee 

 

The NSW government has advised that trainees are 

required to pay an annual upfront tuition fee for each 

year of their traineeship program and have instructed 

Registered Training Organisations (RTOs) to collect the 

tuition fee.  Part time and Diploma trainees will be 

required to pay the tuition fee for each year of training.  

ECTARC can provide you with details about these tuition 

fees. 

 

Some trainees will be exempt; including existing worker 

trainees, school based trainees, Aboriginal and Torres 

Strait Islanders and those receiving an identified benefit.  

Contact ECTARC or your Australian Apprenticeship Centre 

for details. 

The Training Agreement 
 
As an employer your legal obligations include: 
 

employing the trainee for the agreed period of the 
traineeship 
selecting a training provider 
training the trainee as per the training plan 
provided by ECTARC 
ensuring the trainee receives the work-based 
training by providing all necessary facilities, 
resources and opportunities to acquire the skills 
and knowledge required, including the opportunity 
of workplace supervision and mentoring as per the 
training plan provided by ECTARC 
paying the correct wages, taxes and entitlements 
as per the relevant award 
discharging all legal obligations as an employer  

 
 
Commonwealth Employer Incentive 
 
Employers employing a trainee may be entitled to apply 
for and receive incentive payments from the federal 
government.   
 
1) Visit http://www.australianapprenticeships.gov.au/ 

to view the list of incentive payments available - go 
ǘƻ ǘƘŜ ΨǇǳōƭƛŎŀǘƛƻƴǎΩ ƭƛƴƪ ƻƴ ǘƘŜ ǿŜōǎƛǘŜΦ 
 
or 
 

2) Contact your local Australian Apprenticeship 
Centre (AAC) on 1800 639 629 to discuss what 
entitlements are available for your trainee. 

 
 
 
Orientation and the Training Plan 

 
An orientation meeting will be held at your child care 
service with the Director (or employer representative), 
trainee, guardian (if trainee is under the age of 18) and an 
ECTARC Training & Development Officer at the 
commencement of the traineeship.  This meeting is an 
opportunity for ECTARC to discuss the learning materials, 
clarify how the distance training process operates and 
answer any questions that arise. 

 

At the orientation meeting a Training Plan will be 
developed and learning materials given to the trainee.  
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 The Training Plan will detail the units to be studied and 
the time frame to successfully achieve the skills and 
competencies required for the traineeship qualification. 
 
The Training Plan is a contract where all parties agree to:  

1045 hours on the job training over the 
traineeship  (for details on Diploma hours please 
contact ECTARC). 
Qualified and experienced staff members to 
undertake the role of Workplace Supervisor and 
Mentor.  See page 10 for more information about 
Workplace Supervisor and Mentor roles. 
The understanding that it is strongly  
recommended that new entrant trainees receive 
up to 5 hours study time during paid work hours. 

 
 
Training begins! 
 
If you require assistance working through the study 
materials an ECTARC Training & Development Officer is 
available from 9:00am to 5:00pm weekdays on our free 
call 1800 678 336 number or via email 
info@ectarc.com.au.   

Existing Worker Diploma of   
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ     
childhood education and care) 
Traineeship 
 

Existing Worker Certificate IV in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όhǳǘǎƛŘŜ 
school hours care) Traineeship 
 

Existing Worker Certificate IV in                      
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όhǳǘǎƛŘŜ 
school hours care) Traineeship 

A guide for employersA guide for employers  

Are your existing staff members eligible? 
 
Any staff member in a service, who has worked for a 
minimum of 3 months full time, or 12 months part time 
at the service and who has completed the Certificate III in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴΣ ƛǎ ŜƭƛƎƛōƭŜ ǘƻ ŎƻƳƳŜƴŎŜ 
the traineeship.  Please note: the Certificate III in 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ƛǎ ƴƻǘ ǊŜǉǳƛǊŜŘ ǘƻ ǳƴŘŜǊǘŀƪŜ ŀƴ 
9ȄƛǎǘƛƴƎ ²ƻǊƪŜǊ /ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 
(Outside school hours care) traineeship. 
 
 
¢ƛƳŜ ŦǊŀƳŜ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ 
Services (Early childhood education and care) - Existing 
Worker Traineeship 
 
The traineeship is a 2 year full time contract. Part-time 
employees are required to complete a minimum of 21 
hours per week at the service. The length of the contract 
will be determined by the Australian Apprenticeship 
Centre (AAC). Should you complete and be competent in 
both the on-the-job and off-the-job components prior to 
your finishing date, then you may be able to apply for an 
early release from your contract provided all parties 
agree. 

mailto:info@ectarc.com.au
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The roles of Workplace Supervisor and Mentor 
 
Mentoring and workplace supervision are key elements 
of the training contract.  The employer needs to 
nominate a staff member as the Workplace Supervisor 
and is encouraged to appoint a Mentor who also offers 
support and guidance.    
 
 
The Workplace Supervisor must: 
 

be a staff member that holds a Diploma of 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ƻǊ ŀōƻǾŜΤ   
ensure the trainee is given opportunities to learn 
and practice skills through their on-the-job and  
off-the-job components to allow him/her to 
achieve the qualification; 
ƪŜŜǇ ǘǊŀŎƪ ƻŦ ǘƘŜ ǘǊŀƛƴŜŜΩǎ ǇǊƻƎǊŜǎǎΤ 
provide feedback and guidance to support the 
trainee to develop the necessary skills and 
knowledge against the key competencies; 
Report if a trainee is meeting requirements at a 
satisfactory level. 

 
¢ƘŜ aŜƴǘƻǊΩǎ ǊƻƭŜ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀƭ ǎǳǇǇƻǊǘ ǿƘƛŎƘ 
would involve guiding, encouraging and motivating the 
ǘǊŀƛƴŜŜΦ  LŘŜŀƭƭȅΣ ǘƘŜ aŜƴǘƻǊ ǿƻǳƭŘ ōŜ ǎƻƳŜƻƴŜ ΨǿƘƻΩǎ 
ōŜŜƴ ǘƘŜǊŜ ŀƴŘ ŘƻƴŜ ǘƘŀǘΩ ŀƴŘ Ŏŀƴ ƘŜƭǇ ǘƘŜ ǘǊŀƛƴŜŜ ǘƻ 
work through any issues.  A Mentor would take a 
personal interest, be an effective role model, 
communicate clearly and provide feedback to the 
trainee. 
 
NOTE:  It is recommended this is a different staff 
member, however, in some services this may need to be 
the same person. 
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Step 1 Select your new trainee, either through recruitment or ensuring your existing worker 

meets the eligibility criteria. Contact your nearest Australian Apprenticeship Centre 

(AAC) http://www.australianapprenticeships.gov.au, or call your local employment 

agency for assistance.    

 

 

Step 2 Contact the AAC in your local area to register a trainee and nominate ECTARC as your 

training provider.  A representative from the AAC will visit your child care centre, provide 

all the necessary documents to establish the traineeship and assist you to complete 

these documents. 

 

 

Step 3 If you wish to discuss the traineeship program contact an ECTARC Training & 

Development Officer on (02) 4223 1111. 

 

 

Step 4 An ECTARC Training & Development Officer will visit your child care centre for an 

ƻǊƛŜƴǘŀǘƛƻƴ ƳŜŜǘƛƴƎ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜǊ όƻǊ ŜƳǇƭƻȅŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƻǊ ŀǳǘƘƻǊƛǎŜŘ 

supervisor) and trainee.  At this meeting an individualised training plan will be developed 

and learning materials given to the trainee.   

 

 

Step 5 Training begins!  The trainee can commence study. 

 

 

Step 6 Payment of eligible Commonwealth incentives and allowances due to the employer can 

be claimed after the three month probation period.  Claim Forms are available from your 

local AAC. 

How to recruit and sign up a trainee 
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ECTARC Training Programs 

Traineeship & Traineeship &   

Apprenticeship Apprenticeship   

ProgramsPrograms  
 
 
New South WalesτDistance Study 
 
/ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ¢ǊŀƛƴŜŜǎƘƛǇ   
 
/ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ  
(Outside school hour care) Traineeship 
 
9ȄƛǎǘƛƴƎ ²ƻǊƪŜǊ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ  
(Early childhood education and care) Traineeship 
 
bŜǿ 9ƴǘǊŀƴǘ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 
(Early childhood education and care) Traineeship 
 
 
QLD ProgramsτFace to Face training in the service 
 
/ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ¢ǊŀƛƴŜŜǎƘƛǇ  
 
!ŘǾŀƴŎŜŘ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ¢ǊŀƛƴŜŜǎƘƛǇ  
 
5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όhǳǘǎƛŘŜ ǎŎƘƻƻƭ ƘƻǳǊǎ 
care) Traineeship  
 
5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό9ŀǊƭȅ ŎƘƛƭŘƘƻƻŘ  
education and care) Apprenticeship  
 
 

Distance StudyDistance Study  
 
 

Study from anywhere in Australia 
 
Commence at any time of the year 
 
 

/ŜǊǘƛŦƛŎŀǘŜ LLL ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 
 
5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ                        
(Early childhood education and care)  

 
!ŘǾŀƴŎŜŘ 5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ 

 
/ŜǊǘƛŦƛŎŀǘŜ L± ƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ           
(Outside school hours care) 

 
5ƛǇƭƻƳŀ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ                  
(Outside school hours care) 

 
Safe Food Handling 

 
Nutrition & Menu Planning 

 
Food Safety Supervisors Program 

 
Certificate IV in Frontline Management 

 
Certificate II in Community Services Work 


