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Early Childhood Training And Resource Centre

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

{ SNDAOS 6b¢L{0O ydzYoSNJ Aa dnoomod +9¢! . O2yRdz00Ga I dzRAG A
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 lllawarra 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
STATE FINALIST
The NSW Training Awards are conducted annually by the NSW 2008 NSW TRAlNING AWARD

. .. . . 2008 Small Training Provider of the Year
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: STAT E WI N N E R y

2007 NSW TRAINING AWARDS
+ NATIONAL FINALIST 2007 NSW Small Training Provider of the Year

2007 Australian Training Awards
Small Training Provider of the Year

S
¢ STATE WINNERO0O7 NSW Training Awards ZSU-I;QLEWWRIA?INNEARW ARDS
Small Training Provider of the Year

20086 NSW Small Training Provider of the Year

¢ STATE WINNERO0O06 NSW Training Awards
Small Training Provider of the Year

AUSTRALIAN TRAINING
¢ STATE FINALISZ005 NSW Training Awards

Small Training Provider of the Year AWA B l‘))g/'/

Innovative Business Award 2007
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types of traineeships

the early childhood training specialists

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
National Training Wage.
Please note: existing worker traineeships do not affect an

How an employer can benefit from
traineeships

Subsidised employment
The Australian government pays attractive financial

incentives to employers of new entrant trainees studying
GKS /SNIAFAOFGS LLL AYy [/ KAfF
/| KAf RNByQa {SNIBAOS& 6hdziaiR:e
5ALIX 2YF 2F / KAfRNByQa {SNBAO
and care) traineeships. The state government pays
ECTARC to deliver the training. Visit

SYLX 28588Qa OdaNNByd &l NE mEtpd/wsnaustraBadalpteytiteshigd.goyat/fant @ty &

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:

iKS Wldzo £ AOIF GA2YaQ tAYy]l 2V
incentive payments available. To determine exactly what
incentives you are entitled to, contact your local
Australian Apprenticeship Centre on 1800 639 629.

C2NJ GKS 9EA&AGAY3T 22NJ] SNJ 5ALX
(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

1. / SNIAFAOIGS LLL Ay / KAf RNISG®3D 6295 Nudasiahdly ECTARCI récejvasTlimited
2. I SNIAFAOIGS L+ Ay / KAt RNEYPUY forexstingyopses Yaineeships s legsgcentad g 2 o |

hours care) CHC41208

ECTARC for availability and details.

3. 9EAAGAY3I 22NJSNI 5ALX2Y)F 2F  / KAfRNByQa {SNwAOSa

(Early childhood education and care) CHC50908

Additional support for your service

4, bS¢ 9YyUNIyld S5ALI2YF 2F / KAfRNByQa {SNJZ?\C)S& 09 NI @&

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.

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
LINEINI YYAYy3 NBtSFHasS GAYSS w5l

A worker that does not leave the centre
for training

ECTARC provides the trainee with nationally accredited

Early Childhood Training And Resource Centre
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general information

the early childhood training specialists

learning materials that include self help questions, case
studies, activities and assessment  tasks.

It is strongly recommended that new entrant trainees
SYNeftft SR Ay GKS [/ SNIAFAO
I SNIAFAOIGS L+ Ay [ KAt RNB)
OFNBOG YR S5ALX 2YlF 2F [/ KAf
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.

9EA&GAY T 62NJ SNI 5ALIX 2YL
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
I KAER [/ FNB 09/ ¢! w/ Qa LIN
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

2

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

¥ ﬁtﬁinee'splp Lthe Arafining/ &K De@gBd\thYA@fﬁcer {vifs NIDA O
/' Q suppdrtHdFainée with cofithedasitda A R S
RNByYy Qa

A0K22f
{ SNDAOSa 09 NI &
Free telephone support and easy email
access

An  experienced, qualified ECTARC Training &
Development Officer is only a phone call or email away at

&l s yrigo ueigess ours, Al (el accqsy | g

to the free call 1800 telephone number or their personal
CNFAYAy3a g 5S@St2LISyi

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.

5 yPSKIG eXISUNgsSialiyin YO SPIVIE 4 5

Staff enrolled in the Existing Worker Diploma of

/| KAf RNByQa { SNIBAOSa 069 NI &
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.

Early Childhood Training And Resource Centre
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traineeship overview

award winning early childhood training

Type of Traineeships Eligibility Time it takes to Fees
complete the
traineeship
Certificate Il in must not have completed a qualification via a 12 months Trainee is required to
| KAt RNBYy Q& traineeship full time pay a tuition fee of
CHC30708 must not have worked 3 months full time or 24 h $414.00. Exen|1pt|ons
12 months part time in the early childhood mo_nt S may apply
service part time
must be over 18 years of age to receive
government funding
Certificate IV in must not have completed a qualification via a 24 months Trainee is required to
| KAt RNBYy Q& traineeship full time pay a tuition fee of
;\Out&de school must not have worked 3 months full time or 18 A $414-0(]3 for_ e_ach year
ours care) 12 months part time in the early childhood mo_nt S oftraining
CHC41208 service part time undertaken.
Exemptions may
must be over 18 years of age to receive apply
government funding
Existing Worker must not have completed a qualification via a 2 years ECTARC charges
SALX 2YI 27 traineeship full time $3,000.00 for this
Sgr‘"c‘?s (Earc:y childhood must have worked a minimum of 3 months progr?fmT 'E)hlsr(]:an be
education and care) full time or 12 months part time in the early offset by t ?h
CHC50908 childhood service . Commonweat
incentive payment
must be over 18 years of age to receive
government funding The federal
must have completed a Certificate Il in government provides
| KAt RNByQa { SNBAOSa funding for this
. | ired program - please call
part time employees are require to ECTARC for availability
complete a minimum of 21 hours per week at
a service
New Entrant must not have completed a qualification via a 2 years Trainee is required to
S5ALIX 2YI 2% traineeship full time pay a tuition fee of

Services (Early childhood
education and care)
CHC50908

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 Ill in
/| KAt RNByQa { SNBAOSa

$414.00 for each year
of training
undertaken.
Exemptions may

apply

Early Childhood Training And Resource Centre
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the training process

commence at any time of the year

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 Mentcrthe 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 Ill in
Traineeship Record Book (TRBis a /| KA RNByQa { SNBAOSaz| /
trainee displays competencies, as per the Services (Outside school hours care) or Diploma of
learning outcomes of each unit, the Workplace | KAt RNBYyQa { SNIBAOSa o9 NI
Supervisor completes a TRB. care) have 5 hours off-the-floor study time per

week, to complete learning materials. This is to be
allocated by the employer.

9EA&GAY T 22N SNISALX 2YI
(Early childhood education and care) trainees must
complete 120 hours of practical learning

_ _ component at their service. Employers do not have
ECTARC Trainee Suppoan ECTARC TDO will to allocate study time to existing workers.
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

Centre visits during the traineeship an
call an ECTARC TDO toll free or email questions.

ECTARC TDO will make contact visits to
the trainee at the centre and
deliver support materials.

How assessment tasks are submitte@ompleted 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.

Early Childhood Training And Resource Centre
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employer guide

A guide for employers

./ SNIAFAOFGS LLL
Services Traineeship

./ SNIAFAOFGS L+

Services (Outside school hours
care) Traineeship

. New Entrant Diploma of
| KAt RNBYy Qa { SNI
childhood education and care)
Traineeship

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 programand 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.

new entrant traineeships

The Training Agreement

As an employer vyour legal obligations include:
A yemployinq@e;\tra@eq@rmﬁgrﬁedgyrgd of the
traineeship
. selecting a training provider
. training the trainee as per the training plan
Ay provided B EGTARR NSy Q &
. 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

A C) é)aﬁng thg')cogeqt whge§, 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
G2 0KS WLzt AOFGA2YyaQ
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.

Early Childhood Training And Resource Centre
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employer guide

existing worker traineeships

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
cal 1800 678 336 number or via emall
info@ectarc.com.au.

A guide for employers

Existing Worker Diploma of
| KAt RNBYy Q4
childhood education and care)
Traineeship

Existing Worker Certificate IV in
| KAt RNBYy Q4
school hours care) Traineeship

Existing Worker Certificate IV in
| KAt RNBY Q4
school hours care) Traineeship

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 Il in
/| KAf RNByQa {SNBAOSa

the traineeship. Please note: the Certificate Il in
/| KAt RNByQa {SNBAOSa Aa
9EAAGAY T 22NI SN / SNIATFA

(Outside school hours care) traineeship.

¢AYS FTNXYS G2 0O2YLX SGS
Services (Early childhood education and caregxisting
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.

Early Childhood Training And Resource Centre
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employers guide

existing worker traineeship

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
/| KAf RNByQa {SNBAOSa ljdzl t AFAOFIGAZ2Y 2NJ I 620ST
. 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;

. 1SSL) GNI O] 2F GKS GNXAySSQa LINRPINBaAAT

. 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.

¢tKS aSyd2Nna NRtS Aa (2 LINBOARS AYyF2N¥If &dzZJR NI 6KAOK
would involve guiding, encouraging and motivating the
GNI AySSo LRSIFHfftesx (4KS aSyi{2NJ ¢g2dZ R 06S a
0SSy GKSNB IyR R2yS (KIFIGQ FyR OFly KStL @
work through any issues. A Mentor would take a
personal interest, be an effective role model,
communicate clearly and provide feedback to the
trainee.

2YS2yS WgK2Q4&
KS GN}XAySS G2

NOTE: It is recommended this is a different staff
member, however, in some services this may need to be
the same person.

Early Childhood Training And Resource Centre Page 10 Www.ectarc.com.au



recruiting a trainee

commence at any time of the year

How to recruit and sign up a trainee

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

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.

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.

If you wish to discuss the traineeship program contact an ECTARC Training &
Development Officer on (02) 4223 1111.

An ECTARC Training & Development Officer will visit your child care centre for an
2NASYGF A2y YSSOAy3a gAGK (GKS SYLX 28SNJ 6
supervisor) and trainee. At this meeting an individualised training plan will be developed

and learning materials given to the trainee.

Training begins! The trainee can commence study.

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.

Early Childhood Training And Resource Centre Page 11 Www.ectarc.com.au



ECTARC TRAINING

the early childhood training specialists

ECTARC Training Programs

Traineeship & Distance Study
Apprenticeship
Programs

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

New South Wales Distance Study

« /I SNIAFAOIGS LLL AYy [ KAf
/| SNIAFAOFGS LLL Ay [/ KAf FVQN\B)/QSéA L{Jfézl\gq_}\ (32%5 /¢r4\'x]'txﬁ%/|\§ééyé§f<é7‘ L{'
I SNIAFAOFGS L+ Ay /KAt RNBy qakayeipppgdsdcation and care)

(Outside school hour care) Traineeship | ROGI YOSR S5ALE 2YF 2F [ KA

9EA&GAY T 22NJISNISALX2YF 2F /K RN‘_By_a“éNJZAé‘é \
(Early childhood education and care) Traineeship - '.\h’ ATA é% u 5{ L2 A [ KATE
(Outside school hours care)

bSé 9YGNIyld S5ALX2YF 2F / KAt RNE a, { SNIAOSE - .\ - y
(Early childhood education and care) Traineeship ' R(Soffs I?dgfefs%:goll hou?sN::r'zjre)/ KS}‘ t RNByQa {

OLD Progrants Face to Face training in the service Safe Food Handling

J SNIAFAOLGS LLL AY [/ KAf BRNBY PHUHONEMEN Ba8UNI ¢ N3 Ay §85a KA L
| RGO YOSR S5ALE 2YF 2F / KAt RNB yoPg SAEUSNPBUSHLEO0PING 4 vy § 84 K A
SALX 2YF 2F / KAt RNByQa { &nmpx dertfica | fufropting Manageagnb 5 ¢k 2 g

care) Traineeship Certificate 1l in Community Services Work

S5ALIX 2YF 2F / KAfRNBYyQa {SNBAOS&a 69FNIe& OKAfRK22R
education and care) Apprenticeship

NSW Head Office Queensland

Unit 2/210 Shellharbour Road 2A/67 Bellrick Street PO Box 372
Warrawong NSW 2502 Acacia Ridge GLD 4110 Browns Plains QLD 4118

P02 4223 1111 P|07 3345 8272
F |02 4223 1160 F |07 3345 3739
E | info@ectarc.com.au E | gld.ectarc@bigpond.com
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