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WELCOME 

Congratulations on becoming an employee (hereinafter referred to as an Apprentice) with 
GetSet Group Training Services. 

 

In this induction manual we will provide you with valuable information on your employment 
with GetSet Group Training Services and explain the relationships between you, GetSet 
Group Training Services, your Host Employer and the Registered Training Organisation. 

 

We will explain what is expected of you during your Apprenticeship and give details of the 
assistance available to help you successfully complete your Apprenticeship. 

 

Throughout your Apprenticeship GetSet Group Training Services will be providing you with 
one on one mentoring with your Area Manager to further assist you in your workplace.  
This will also include a quarterly face to face meeting with both you and your Host 
Employer. 

 

GetSet Group Training Services will initially go through an induction process with you; you 
will receive a vast amount of information of which you are encouraged to contact your 
GetSet Group Training Services Area Manager should you need further clarification. 

 

Congratulations and best wishes for your future endeavors. 

 

 

Yours faithfully 

 

 

 

Frank Valenzisi 

Executive Officer 

 

 

 

 

 

 



Apprentice / Trainee Policy and Procedures Manual 

 

 

 

GetSet Group Training Services                                        Version Date   October 2017 5 

INTRODUCTION TO GETSET GROUP TRAINING SERVICES 

 

The GetSet Group Training Services (collectively known as GetSet) is a not for profit 
Organisation. 

GetSet exists within the context of building relationships with corporate Australia 
organisations, local businesses, communities and Australian society that leads to long 
term and sustainable employment outcomes. 

GetSet is a Group Training Organisation which employs Apprentices across regional 
NSW. GetSet Group Training Services prides itself on the support structure it provides to 
all stakeholders of the Apprentice program; it is through this support structure that GetSet 
Group Training Services aims to achieve a completion rate of 80% in respect to 
Apprentices.  

This support structure for the Apprentice is essential in ensuring the Apprentice is provided 
with the utmost support to ensure they feel comfortable and confident in the workplace 
environment.  In any situation or when conflict occurs they have a network which allows 
the Apprentice to develop self-coping strategies which allows them to become resilient,  

Self-actualised, confident people. 

GetSet is involved in establishing strong relationships which ensures continuity of 
traineeships/apprenticeships into the working environment, which will lead to capacity 
building for future generations of Australians. 
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GETSET GROUP TRAINING SERVICES’ ROLE AS YOUR 
EMPLOYER 

It is very important to recognise and remember at all times throughout your Apprenticeship 
that GetSet Group Training Services is your legal employer. You will be placed with a 
business that will be known as your Host Employer and enrolled to attend a Registered 
Training Organisation (RTO).  Your host employer and your RTO will play an important 
role in your training and development.  However, they are not your legal employer and in 
many cases cannot provide the information regarding your employment that GetSet Group 
Training Services can.  As a result of this, if you have any queries regarding your 
employment at any time, you must refer them to the staff at GetSet Group Training 
Services. 

As your legal employer, GetSet Group Training Services pays your wages, issues your 
payment summary (group certificate), registers your contract with the State Training 
Authority and monitors your progress on the job and at your RTO. If you experience any 
problems relating to your employment or training, these should be referred to GetSet 
Group Training Services as we can provide assistance in most cases to alleviate these 
issues and assist you in the successful completion of your Apprenticeship. 

Each Apprentice employed by GetSet Group Training Services has an Area Manager who 
is responsible for placing you with a suitable Host Employer, arranging your training at an 
RTO and monitoring your progress throughout all stages of your course. Your GetSet 
Group Training Services Area Manager is also responsible for managing the following 
three important points that may affect your apprenticeship; 

a)  Rotation from one host employer to another as required 

This is a process where you are re-hosted from one host employer to another due to 
various reasons from lack of work to personal issues. 

Should you not be able to achieve all of the competencies required in your chosen 
vocation whilst placed with your Host Employer, your Area Manager may discuss 
“Rotation” to another suitable Host Employer at a later date which will allow you to then 
complete any outstanding training 

b)  Suspension periods. 

Suspension is when your apprenticeship is put on hold for a certain period of time due to 
the rotation period and/or personal reasons. The time suspended may be added onto the 
end of your overall apprenticeship to satisfy the VTO. 

c)  Mutual cancellation of your apprenticeship.  

This process is when you and all parties concerned terminate your apprenticeship.  

To maintain consistence throughout your apprenticeship your GetSet Group Training 
Services area manager will visit you at least four times a year to check on your progress, 
however they can be contacted anytime on their mobile if need be. The Area Manager will 
follow your progress both on and off the job against the competency standards of your 
chosen vocation.  
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VOCATIONAL TRAINING ORDER (Training Contract) 

The contract you have signed is between you, the State Training Authority and GetSet 
Group Training Services. Your guardian/parent may also be party to the contract if you are 
under the age of eighteen [18] years. This contract includes a probation period of three [3] 
months.  (This may vary from an Apprenticeship to a Traineeship). 

The probationary period is an optional settling in period.  During this period both you and 
your employer have the right to terminate the employment without penalty. 

At the time of completion of your contract period, your qualification will be forwarded 
directly to you from the relevant State Training Authority and your Registered Training 
Organisation. 

The duration of your contract of training may range from one [1] to four [4] years. 

YOUR APPRENTICESHIP 

An Apprenticeship is a combination of both on the job and off the job training and 
education designed to provide the skills and experience required in your chosen vocation. 

The competencies you are required to demonstrate are set out in the relevant training 
package that you will work through with your RTO with the assistance of your Host 
Employer and GetSet Group Training Services.  A specific training plan will be developed 
in consultation with all parties and will be relevant to your job role.  Once you have 
completed the term of your Apprenticeship and successfully demonstrated the required 
competencies to the satisfaction of your RTO and GetSet Group Training Services, you 
will be eligible to receive a nationally recognised qualification.  

Off the job training is a work day like any other.  If you are unable to attend training for any 
reason, contact GetSet Group Training Services before 9:00am on the day concerned.  

RDO’s and Annual Leave days are not to be taken on training days. 

The RTO will advise you when you are required to attend training.  This may be either one 
day per week or one week at a time [block release]. 

You must successfully complete the prescribed course in order to receive a qualification in 
your vocation.  This document is the most important piece of paper you will receive at the 
end of your training.  Without it, you cannot rightfully claim to be a tradesperson or 
qualified in your vocation. 

 

  



Apprentice / Trainee Policy and Procedures Manual 

 

 

 

GetSet Group Training Services                                        Version Date   October 2017 8 

YOUR HOST EMPLOYER 

Your Host Employer is a business that has entered into a contract with GetSet Group 
Training Services to provide a work placement and training opportunity for you during your 
Apprenticeship.  

Whilst not your legal employer, your Host Employer is a vital participant in your 
Apprenticeship.  They provide you with the opportunity to work and give you the 
opportunity, guidance and supervision required to develop your skills. 

Your Host Employer will set your hours of work and assign the duties you will perform 
during these rostered hours.  It is expected that you will follow the instructions of your Host 
Employer and supervisors, perform your duties to the best of your ability and assist in any 
way to make yourself a valuable member of your Host Employer’s team. 

The following list includes some tips that will assist you in performing your duties at a high 
level: 

 Be Punctual   

Arrive on time or early for the commencement of your shift.  Attend all shifts as 
rostered or, if unavailable, provide your Host Employer with as much notice as 
possible of any absence, ensuring that this is no later than the scheduled 
commencement time. 

 Be Flexible   

Have a positive attitude and enjoy your work. 

 Ask questions of your supervisors   

Show your initiative and offer to do tasks.  Don’t wait to be asked.  When you’ve 
finished a task, go looking for another one.  Parts of your job may be boring or 
repetitive, but these are just as important as the challenging tasks. 

 Don’t use Mobile Phones 

Mobile phones are a distraction and should not be used during work time unless 
directed by the Host Employer or supervisor as part of the job requirements. 

If you have a problem in the workplace, discuss it with your supervisor as soon as 
possible. If you have a problem that cannot be resolved in the workplace, contact your 
GetSet Group Training Services mentor/ Area Manager for assistance. 
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CODE OF CONDUCT 

It is a requirement of your employment that you abide by GetSet Code of Conduct and 
failure to do so may result in the review of your Apprenticeship. 

At your induction our GetSet Code of Conduct will be explained to you, and you will be 
required to sign a copy of this code to state that you understand and agree to abide by its 
conditions. 

A copy of this code is included in the back of this manual.  If you have any queries 
regarding this code, please feel free to contact your GetSet Area Manager. 

It is important to note that the following conduct will be considered as a serious breach and 
may result in instant cancellation of your Apprenticeship.  These include: 

 

 Theft of any type from any party. 

 Violence or threats of violence directed toward any party. 

 Willful damage to property belonging to any party. 

 Harassment of any kind directed toward any party. 

 Any action that may cause injury to yourself or any other party. 

 Being under the influence of alcohol or non-prescription drugs in the workplace. 

 Refusal to comply with any reasonable request from your Host Employer, RTO or a 

representative of GetSet. 

 Any act that is considered to be illegal regardless of circumstances. 
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GETSET GROUP TRAINING SERVICES CODE OF CONDUCT FOR 
APPRENTICE / TRAINEE 

Each employee employed by Getset Group Training Services recognises and agrees to 
uphold the following standards in the performance of their duties and responsibilities to 
GetSet Group Training Services and their host employer. 

As an employee employed by GetSet Group Training Services, I fully accept that I must: 

 Comply with the Code of Conduct and any verbal instructions. 

 Provide accurate and complete information as required. 

 Place the company interest above any private interest in relation to the workplace. 

 Always act in accordance with the law and terms of this Code. 

 Always report instances of conduct in breach of this code or conduct that could bring 
the company into disrepute. 

 Always adhere to approved policies, rules and procedures in the performance of my 
duties.  

 Not discriminate against or harass co-workers, other staff members/workers, Host 
Employers or members of the public. 

 Always deal with issues consistently, promptly and fairly. 

 Assume responsibility for working safely to avoid risks to myself and others. 

 Not develop inappropriate relationships in the course of my employment, including 
social, financial or sexual relationships in relation to the workplace. 

 Not solicit or accept gifts or benefits and immediately report any offer of bribery. 

 Not misuse company property and resources for private purposes. 

 Not make any public comment about the workings of GetSet Group Training Services 
or your Host Employer without written permission from GetSet Group Training 
Services management. 

 Protect confidential information. 

 Be honest and truthful at all times. 

 Not unlawfully tamper with, erase, destroy or mutilate any record of the Host 
Employer, Employee or GetSet Group Training Services. 

 Always comply with any reasonable directions of GetSet Group Training Services 
and the Host Employer. 

If I fail to comply with this Code I may be liable to disciplinary action and/or review of my 
Employment 
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GETSET GROUP TRAINING SERVICES ADMINISTRATION 

Upon Induction and prior to commencing your Apprenticeship you will complete the 
following forms with GetSet Group Training Services: 

- Apprentice induction checklist 

- GetSet Group Training Services Data Sheet 

- TFN Declaration  

- Photo release form (optional) 

- Confidentiality agreement 

- GetSet Group Training Services Code of conduct agreement 

Upon commencement of your Apprenticeship you will complete the following form 
with your Host Employer, of which the original is to be sent to GetSet Group Training 
Services: 

- Apprentice WH&S and Injury Management Induction Checklist 

In order for you to receive your weekly pay, you will complete the following forms, 
arrange for your manager to sign it and fax it to the Leeton Office on 

02 6953 8856 each week: 

- Timesheet 

- Leave application form (if applicable) 
 

On a monthly basis GetSet Group Training Services will come and visit you and your 
host employer in which time the following forms will be completed by yourself, the 
host employer and GetSet Group Training Services: 

- Apprentice monthly monitoring reviews 

- Quality assurance survey (to be completed once per year) 
 

SICK LEAVE/CARER’S LEAVE/ PERSONAL LEAVE 

Full time employees are eligible to 10 days paid personal/carer’s leave per year and pro 

rata to part time employees. 

If you are off sick at any stage, please include a GETSET Leave Application form and 

Doctor’s certificate when submitting your timesheet.  

If at any stage you are off sick, please advise your Host Employer of your absence as 

early as possible and prior to your commencement time. This procedure is necessary to 

ensure the workplace is able to make arrangements if required. 

 

Sick leave is an entitlement that should not be abused. 
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ANNUAL LEAVE 

Full time employees are entitled to 20 working days [152 hours] annual leave each year. 

 

Part time employees are entitled to proportionate leave to hours worked. 

If annual leave is taken, it must be negotiated with your Host Employer and a GetSet leave 

application form must be accompanied when submitting your timesheet. 

FAMILY AND DOMESTIC VIOLENCE LEAVE 

As of 1 August 2018, provisions have been made to accommodate up to five (5) unpaid 

days leave a year for an employee (including casual) to deal with situations regarding 

family and domestic violence with the exception of employees working under Enterprise or 

State Reference Public Sector awards or Award and Agreement Free employees. GetSet 

take the safety of our employees very seriously and want to ensure that all of our 

employees understand the changes that have been made to accommodate leave in 

relation to family and domestic violence. 

In order to take family and domestic violence leave and employee must provide notice and 
evidence to support the absence. Types of evidence can include documents issued by the 
police service, documents issued by a court, family violence support service documents or 
a statutory declaration.  

GetSet also take the individual circumstances of our employees seriously and all 
communication with GetSet will be kept confidential in accordance with our workplace 
privacy obligations. 

TIMESHEETS 

Your pay is based on timesheets that you provide to GetSet. 

Timesheets list the hours you have worked over the previous weekly pay period.  Your 

Host Employer must authorise these timesheets and all breaks must be declared on the 

timesheet. 

We are unable to process your timesheet without the signature of your host 

employer. 

Your timesheet should be faxed to GetSet Group Training Services office by fax on  

02 6953 8857 every Tuesday by 5.00pm; alternatively you can drop them in to the office in 

person or email to grouptraining@getset.org.au 

It is important to follow the procedure of Timesheet submission weekly to enable efficient 

Payroll completion by the GetSet Group Training Services office.  If there are any 

concerns with this procedure you should contact GetSet Group Training Services. 

SUPERANNUATION 

An amount 9.5% is paid into your superannuation fund on a monthly basis. 

You should complete the Superannuation form enclosed if you wish to nominate a 
Superannuation Fund.  If you do not make a selection, your superannuation will be paid 
into the GetSet Group Training Services default fund. 

mailto:grouptraining@getset.org.au
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GetSet Group Training Services will pay your wages, make superannuation 
contributions on your behalf, issue you with group certificates and pay slips. 

If you have any questions regarding your pay, superannuation or leave entitlements 
if applicable, please contact GetSet Group Training Services on 02 6953 8856. 

 

EMERGENCY CONTACT INFORMATION 

All Apprentices upon commencement of employment must fill out a GetSet Group Training 
Services Data Sheet detailing contact information in case of an emergency situation.  
Copies of this form will be kept on file at the GetSet Group Training Services Office and 
the Host Employer.  GetSet Group Training Services or your Host Employer will contact 
your designated contact should such a situation arise. 

 

CHANGE OF PERSONAL DETAILS 

If you change any of your personal details e.g. address, phone number, banking details 
etc, please notify GetSet Group Training Services as soon as practicable. 

The payroll system can pay wages into more than one account.  If you wish to take 
advantage of this facility please notify your GetSet Group Training Services representative.  
Information required will be your Bank’s BSB and account numbers along with the amount 
you wish to have deposited into the nominated account. 

GROUP CERTIFICATES / PAYG PAYMENT SUMMARY 

Group Certificates / PAYG payment summaries are sent to your given address between 
30th June and the 14th July each year.  To ensure that you receive your Group Certificate / 
PAYG payment summary please notify the GetSet Group Training Services office of any 
changes to your personal address. 

TAX DECLARATION FORM 

Is a form required by the Australian Taxation Office stating your personal details and Tax 
File Number (TFN).  If you do not have a TFN you will need to apply for one through the 
Australian Taxation Office (applications forms are available on request).  You have 28 
days to supply your TFN to GetSet Group Training Services.  Failure to do so will result in 
$0.4650 in the dollar taken from your pay until such time as a TFN is supplied. 

APPRENTICE MONTHLY REVIEWS 

GetSet Group Training Services will facilitate a monthly monitoring visit / performance 
review with all stakeholders including the Host Employer, Apprentice, Australian 
Apprenticeship Centre (optional) and the parent/guardian (optional).  The monthly 
monitoring visit will be conducted in person to provide all parties the opportunity to discuss 
the Apprentice’s progress and to raise any concerns or issues which need to be 
addressed. 

QUALITY ASSURANCE REVIEWS 

The Quality Assurance surveys will be distributed to all Apprentices within the program for 
the duration of the Apprenticeship and should be completed once per year or as advised. 
The surveys are encouraged to be completed and will be on an anonymous basis.  
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It is anticipated that the information will be completed and complied within six weeks of 
distribution.  The information gathered will then be distributed to the GetSet Group Training 
Services board for comment. 

MEDIA POLICY 

All media statements made by the Apprentice in regards to the GTO must be authorised 
by GetSet Group Training Services and vice versa prior to being made. 

Apprentices are required to sign a photo release form should they wish to participate in 
any media being organised or sanctioned by GetSet Group Training Services. 

 

 

CONFIDENTIALITY 

The Apprentice is expected to sign a confidentiality agreement in respect to information 
obtained from being employed by GetSet Group Training Services and the Host Employer.  
It is the Apprentice’s obligation to ensure personal information obtained in respect to 
clients and intellectual properties of the host employer are not divulged to any third party. 

All agreements and personnel files are maintained in GetSet Group Training Services 
Leeton office in secure circumstances and not disclosed to any third parties. 

LOCAL ACCESS AND EQUITY 

GetSet Group Training Services is solely operated and managed by local people; the main 
objective of this target market is to address the current high unemployment rate and 
associated social and economic disadvantages as a means for substantive equality. 

GetSet Group Training Services works closely with local business to provide Traineeships 
and Apprenticeships for local people as a means to increase regional employment 
opportunities.  

GetSet Group Training Services seeks to employ the most appropriate person for the job 
and does not discriminate. 

GetSet Group Training Services will provide tutorial assistance for any Apprentice 
employed by GetSet Group Training Services in the areas of literacy, numeracy and other 
disabilities which may directly affect employment through the most appropriate provider. 

CONFLICT OF INTEREST 

It is the policy of GetSet Group Training Services that its staff and other relevant 
stakeholders acting on its behalf, have an obligation to avoid ethical, legal, financial, or 
other conflicts of interest & to ensure that their activities and interests do not conflict with 
their obligations to GetSet Group Training Services and its operations.  
 
Conflict of interest is considered to exist in situations where: 
 

 A GetSet Group Training Services Manager is related to a candidate for an 
Apprenticeship position they must remove themselves from the decision making 
process. They will transfer all responsibility to the CEO or nominated alternative 
Manager. 

 If any ethical, legal or financial conflicts of issues arise, they will be dealt with on an 
individual basis by the Financial Manager and/or CEO. 



 

  

 

WORK HEALTH & SAFETY (WHS) and REHABILITATION 

WHS POLICIES & PROCEDURES 

GetSet Group Training Services is committed to ensuring the health, well-being and safety 
of all employees, visitors and contractors in all work activities of the Organisation.  GetSet 
Group Training Services is obligated to bring about a culture of awareness and change in 
the people that work for the Organisation to meet the requirements and responsibilities 
outlined in the WH&S legislation and associated regulations, standards and codes of 
practice. 

Because our Apprentices are hosted by other employers, the WHS Act and Regulation 
acknowledges that the responsibility for health and safety in the workplace can be 
concurrent, i.e. both the Host Employer and GetSet Group Training Services have 
responsibility for consulting with the Apprentices on WH&S matters. Therefore, with the 
requirements of the Act, GetSet Group Training Services Apprentices will be directly 
involved in the WH&S consultation process of their Host Employer. 

RESPONSIBILITY FOR SAFETY 

It is everyone’s responsibility to identify and correct any obvious workplace hazards or 
potential dangers. 

 

If you as an Apprentice feel that you or another worker’s safety is at risk, inform your direct 
supervisor.  If the problem remains unresolved, contact your GetSet Group Training 
Services Area Manager.  GetSet Group Training Services will then assess the situation 
and resolve it on your behalf with the Host Employer. 

At no time are you required to continue working in a situation where you feel your safety is 
at risk.   

SAFETY PROCEDURES 

Personal Protective Equipment (PPE) 

Appropriate footwear must be worn for all working environments, for example: 

 Apprentices in office workplaces must wear closed in, non-slip shoes. 

 Apprentices in retail workplaces must wear closed in, non-slip shoes. 

 Apprentices in automotive or construction sites etc must wear steel cap boots  
 

Other PPE includes protective gloves, headwear, earmuffs and face shields where 
appropriate. 

If there is a requirement to wear PPE other than footwear, this will usually be provided by 
the Host Employer.  At any stage that the PPE is not adequate or being provided, contact 
your GetSet Group Training Services Area Manager. 

If there is a requirement to wear PPE other than footwear, this will usually be provided by 
the Host Employer.  At any stage that the PPE is not adequate or being provided, contact 
your GetSet Group Training Services Area Manager. 
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Manual Handling 

With any manual handling exercise, it is most important that you feel comfortable with the 
task you are required to complete.  If you do not feel comfortable with a Manual Handling 
exercise, you should let your Direct Supervisor know before you complete the task.  Where 
lifting equipment is provided, you will be provided with training to become familiar with its 
use, you will then be able to use the equipment in all appropriate handling tasks.  You may 
require supervision whilst using equipment, your Direct Supervisor will notify you of this if 
applicable. 

 

Hazard Symbols & Signs 

Hazard and warning symbols are another way of recognising potentially hazardous 
conditions.  All Apprentices are required to comply with the signs or symbols around your 
workplace that point out any potentially hazardous conditions; for example, a ‘Wet Floor’ 
sign. 

Risk Assessments 

Risk assessments that have been completed within your workplace will be communicated 
with the employees concerned.  If an Apprentice should be aware of any outcomes that 
may arise through the process of Risk Assessment, they will be notified and trained as 
required.  This will occur through consultation between the Host Employer, the Apprentice 
and where applicable, GetSet Group Training Services.  

Material Safety Data Sheets (MSDS) 

Before using any potentially dangerous or toxic substances, your Host Employer will 
provide training regarding the acknowledgement and referral to the relevant MSDS where 
required.  You should be aware of the guidelines set out in the MSDS and follow them 
whilst working with the substances. 

Safe Operating Procedures (SOPs) 

Where SOPs are required to undertake tasks in the workplace, you must become familiar 
with and follow these requirements.  The Host Employer will in most circumstances have 
SOPs posted at the relevant location in the workplace.  Your Direct Supervisor will provide 
training that follows the Standard Operating Procedure, if you require further assistance 
you should contact your Supervisor or your GetSet Group Training Services Area 
Manager. 

Machinery & Equipment Operators’ Certificates & Licenses 

You will not be required to operate equipment you are not qualified or licensed for.  If you 
are requested to do so, you should contact your Direct Supervisor or your GetSet Group 
Training Services Area Manager.  Use of equipment without appropriate qualification will 
constitute a major breach of the GetSet Group Training Services Code of Conduct.  If you 
have any doubts contact your Host Employer or GetSet Group Training Services. 

Danger Tags 

Never remove a Danger Tag that has been placed on a machine.  Never start a machine 
that has a Danger Tag attached.  Your Direct Supervisor will provide training regarding the 
correct procedure of the use of Danger Tags in the workplace. 
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Emergency Evacuation & Fire Protection 

It is important that you become familiar with your Host Employer’s Emergency Evacuation 
procedures.  You will be shown through the workplace and the Evacuation Meeting Points 
within your Induction Tour completed prior to the commencement of work. 

Reporting Accidents / Incidents 

You must report all Accidents/Incidents and Near Misses to the Host Employer that occur 
in the workplace. Accidents that occur to and from work must also be reported. 

As soon as possible and no later than 24 hours after the Accident/Incident occurred, you 
should report it to GetSet Group Training Services.  Failure to report an Accident/Incident 
could cause a claim for compensation to be delayed or denied by the Workers 
Compensation Insurer. 

Alcohol and drugs 

GetSet Group Training Services Staff that are involved in the GTO are required to 
complete a Drug and Alcohol awareness program.  Upon completion of this program it will 
be GetSet Group Training Services staff’s responsibility to educate the Host Employer and 
Apprentice in regards to the consequences of the use of drugs and alcohol in the 
workplace. 

Should such an incident occur GetSet Group Training Services will be notified.  Employees 
are not able to be under the influence of Drugs or Alcohol within the workplace.  Any 
incidence involving a GetSet Group Training Services Apprentice and Drugs and Alcohol 
in the workplace will be considered a major breach of the GetSet Group Training Services 
Code of Conduct. 

We encourage you to discuss any issues or concerns regarding this with your GetSet 
Group Training Services Mentor/Area Manager.  If you require professional support 
regarding Alcohol and Drug problems, please contact Relationships Australia on 1300 
364 227 or 69213597, or online counseling is available at 
www.relationshiphelponline.com.au. 

Working with children checks 

GetSet Group Training Services apprentices may be required to complete a ‘Working with 
Children Check’ depending on the Industry and Host Employer.  If this applies to your 
employment, you will be notified prior to the commencement of work. 

Please ask your GetSet Group Training Services Area Manager should you require any 
further information on this matter. 

Welfare and support 

Any trainee who requires welfare support for family breakdown, domestic violence, 
physiological abuse or physical abuse should contact their GetSet Group Training 
Services Area Manager or if you feel you cannot, go directly to Relationships Australia 
on 1300 364 227 or local call 02 69213597, or online counseling is available at 
www.relationshipshelponline.com.au.  GetSet Group Training Services has an agreement 
with Centacare so you can contact them if you wish on 6953 2988 for further support. 

 

 

  

http://www.relationshiphelponline.com.au/
http://www.relationshipshelponline.com.au/
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Management 
Level 

Responsibilities 

 

CEO 

 

Is responsible for WHS throughout the organisation. 

 

 

GetSet Group 
Training 
Services 
Managers 

 

Accountable to the CEO for WHS throughout the organisation. 

Responsibilities include but not limited to:- 

   Provide resources to initiate WHS Management System. 

   Have workers compensation insurance. 

   Provide WHSMS review. 

   Recognise legislative requirements/compliance. 

   Promotion of WHS system. 

   Track injury management data. 

   Monitor WHSMS. 

Accountable to the CEO for WHS within their areas of responsibility. 

Responsibilities include but not limited to:- 

   Ensure commitment from all staff towards WHS. 

   Have a return to work program in place. 

   Initiate responsibilities in regards to WHS. 

   Provide return to work coordinator. 

   Ensure appropriate induction & training for all staff including 
Apprentices. 

   Provide procedures for workers compensation & return to work. 

   Monitor WHSMS. 

   Maintain emergency evacuation procedures. 

 

GetSet Group 
Training 
Services Area 
Managers/ 

Mentors 

 

Accountable to the CEO for WHS 

   To develop and implement WHSMS. 

   Provide self auditing process. 

   Facilitate consultative process. 

   Provide reports for Executive team. 

   Maintain the WHS system. 

   Record and analyse injury management system. 

   Document and track WHS data. 

   Confirm our legal requirements. 

   Provide training, act on safety complaints, take remedial action or 
refer. 

   Supervise return to work on suitable duties. 
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   Investigate accidents or near misses. 

   Supply safety gear. 

   Ensure procedures are followed. 

   Provide WHS induction & training for Apprentices. 

   Liaison with Host Employers about health & safety of GetSet Group 
Training Services  Apprentices. 

   Participate in audit process. 

   Assess new host work sites. 

   Manage self-inspection system for Apprentices. 

   Prepare incident reports for WHS Manager. 

   Assess existing Host Employer health & safety systems on field 
visits. 

 

 

Apprentices/ 
Employees 

 

   Participate in GetSet Group Training Services & Host Employer’s 
WHS Induction Programs. 

   Follow GetSet Group Training Services & Host Employer’s OHS 
Policies & Procedures. 

   Work safely at all times. 

   Wear safety equipment (PPE). 

   Report accidents & injuries to GetSet Group Training Services & 
host organisation. 

   Report any changes in the workplace that effect WHS via telephone. 

   Identify risks in the workplace & report as required on any safety 
problems including Near Misses. 

   Participate in rehabilitation & return to work programs. 

   Participate in the consultative process. 

   Carry out risk assessments as required. 
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INJURY MANAGEMENT AND RETURN TO WORK PROGRAMS 

Introduction 

Under Work Health and Safety, Injury Management and Workers Compensation legislation 
an employer is required to: 

 Provide employees who have work related injuries with compensation to pay for 
absences from work, medical and related expenses; and 

 Return injured employees to work as soon as they are medically fit to do so by 
implementing a Return to Work Plan. 

Getset Group Training Services is committed to ensuring all employees, including 
Apprentices, work in a safe and healthy environment.  However, if injuries and illnesses do 
occur, Getset Group Training Services will support the injured employee in returning to 
work as soon as medically possible.  

Getset Group Training Services commitment to the Return to Work 
Program 

The company is committed to the rehabilitation of injured employees, this commitment is 
outlined by:- 

 Ensuring that a return to work, as soon as medically possible, is a normal practice 
and expectation; 

 Commencing the occupational rehabilitation process as soon as possible after a 
workplace injury; 

 Ensuring early access to rehabilitation services for all who need them; e.g. 
rehabilitation providers; 

 Maintaining the confidentiality of rehabilitation records; 

 Providing suitable duties, where reasonably practicable, for an injured employee as 
an integral part of the injury management process; 

 Consulting with employees and where applicable any industrial association / union 
representing them to ensure that the injury management and return to work program 
operates effectively; 

 Informing employees of their rights and obligations in relation to:- 

 The choice of treating doctor and accredited rehabilitation provider; 

 Providing access to interpreter services where appropriate; 

 Their right not to be dismissed within six months of injury, solely or principally due 
to the injury, unless permanently unfit to return to work; 

 Ensuring that participation in a return to work / injury management program will not 
of itself prejudice an injured employee; 

 Participation in an injury management plan or return to work program is voluntary, 
but non-participation may result in review of the Workers Compensation Claim. 

 Their nomination of a treating doctor, who is willing to participate in the 
development of and in the arrangements under an injury management plan; and 

 Being unable to change their nominating doctor unless under exceptional 
circumstances. 

 

 



Apprentice / Trainee Policy and Procedures Manual 

 

 

 

GetSet Group Training Services                                        Version Date   October 2017 21 

Confidentiality 

The confidentiality of rehabilitation records shall be maintained.  Access to Workers 
Compensation files is restricted to those directly involved in managing the case.  Reports 
and records will only be available on a "need to know" basis. 

Procedure when an injury occurs 

 If any work related injury or illness occurs it must be reported immediately to the 
Apprentice’s Direct Supervisor and Getset Group Training Services Area Manager. 
The Host Employer is responsible for ensuring that the injured person receives 
necessary First Aid and if required referral for treatment by a doctor as soon as 
possible. 

 An Accident & Incident Form must be completed and, where required, a Work Cover 
Medical Certificate must be obtained.  Both are to be forwarded to the Getset Group 
Training Services Leeton Office immediately.   

 

Follow up after injury 

In the case of a significant injury, where the worker is expected to be totally / partially 
incapacitated continuously for 4 days or more then Getset Group Training Services will 
notify the relevant Work Cover Insurer within 48 hours. 

The Getset Group Training Services WHS / Workers Compensation Manager will provide 
advice to the injured employee, assist in filling out Workers Compensation claim forms and 
explain rights, obligations, benefits and rehabilitation procedures. 

The Getset Group Training Services Leeton Office will lodge a proper claim on behalf of 
the injured worker within 7 days. 

The injured worker must nominate a treating doctor willing to participate in the 
development of and arrangements made under an injury management plan. 

Advice may be sought from the Treating Doctor on how Getset Group Training Services 
and, where necessary, the Host Employer can assist in the injured employee successfully 
returning to work. 

Providing suitable duties 

Identifying and providing suitable duties is an integral part of Getset Group Training 
Services Injury Management and Return to work Program. 

When the injured employee is, according to medical judgment, fit to return to work on 
suitable duties, the WHS / Workers Compensation Manager will discuss with the 
nominated treating doctor, and/or rehabilitation provider and the Host Employer whether 
suitable duties could reasonably be found at the workplace.  

Suitable duties shall be approved by the treating doctor and by the accredited 
Rehabilitation Provider in consultation with the injured employee. 
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GETSET GROUP TRAINING SERVICES WORKPLACE ACCIDENT/INJURY/ILLNESS 
REPORTING PROCEDURE 
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APPRENTICESHIPS GRIEVANCE AND DISPUTES HANDLING PROCEDURE 

The purpose of this procedure is to allow a formal and speedy process to enable 
Apprentices (if under 18 Parent/Guardian), GetSet Group Training Services Staff 
Members, Host Employers and other stakeholders bring a grievance to the attention of 
senior management and to assist in the resolution of such grievances. 

Procedure: 

1. The Apprentices should first raise the matter with their Direct Supervisor in order to 
resolve the matter immediately. 

2. If step 1 does not resolve the issue, the above parties need to raise the matter with 
their Manager, in order to resolve the grievance. 

3. If step 2 does not resolve the issue, a formal complaint may be made.  Any formal 
complaint must be made directly with the relevant Manager of GetSet Group Training 
Services.  

4. GetSet Group Training Services Manager will then liaise with all relevant parties 
named in the complaint within 5 working days of receipt of the complaint.  The aim of 
this initial contact would be to resolve the matter to the satisfaction of the complaint. 

5. If the complaint is not resolved by this stage, a meeting shall be arranged within a 
further 5 working days, on a date to be mutually agreed, with the individual parties 
separately.  If the outcome of those individual meeting is satisfactory to all parties, 
the matter will be deemed to be resolved. 

6. If not resolved at this point, the individual meetings should be followed as soon as 
practicable by a joint meeting of all parties and senior representatives of GetSet 
Group Training Services. 

7. If the matter is not resolved by this stage, it will go through the grievance procedures 
of the Host Employer. 

8. If the complaint is still not resolved, the complainant is entitled to approach 
Vocational Training Tribunal. 

 

HARRASSMENT AND BULLYING 

All harassment, which is sexual or sex-based, racial or relates to a person’s marital status, 
disability, age, pregnancy or sexuality is discriminatory and will not be tolerated in the 
workplace.  Most types of harassment are also against state and federal anti-
discrimination law and may also be an offence under the Crimes Act. 

Should you feel that you are being harassed or bullied in anyway, please contact your 
Direct Supervisor immediately, if the situation is not resolved please contact your GetSet 
Group Training Services Area Manager who will rectify the matter. 
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CODE OF PRACTICE 

GetSet Group Training Services service providers, commit to observe the highest 
standards of fairness and professional practice as we deliver the services and obligations 
outlined through our respective contracts with the Commonwealth Government; Corporate 
Australia; and other business partners. 

At all times our priority is to assist clients to achieve the best employment outcomes, 
through registered training, group training and employment services.  We will deliver 
services to clients (GetSet Group Training Services participants, employers, and other 
service providers) to the best of our ability and with adherence to contracted requirements 
and service guidelines. 

We operate our services in a manner that - 

1. Upholds the integrity and good reputation of our group training services by: 

 Acting with honesty, due care and diligence; 

 Behaving ethically and professionally and being openly accountable for our actions; 

 Avoiding any practice or activity which could reasonably be foreseen to bring GetSet 
Group Training Services into disrepute; and, 

 Complying with all relevant Australian laws and regulations 

2. Demonstrate our commitment to our employees by: 

 Being supportive and helpful in their pursuit of employment; 

 Focusing our assistance to achieve the best outcome; 

 Treating them fairly and with respect; 

 Addressing employee and Host Employers in a friendly, courteous and culturally 
sensitive manner; and 

 Considering employees individual circumstances and backgrounds. 

3. Is accurate and relevant by: 

 Providing on-going assistance for the duration of our service to them; 

 Providing information about programs or services that may assist in their job search; 

 Ensuring we have premises and facilities appropriate to deliver services with privacy 
and dignity; 

 Ensuring that the information that we collect about employees is relevant, necessary 
and is kept confidential; 

 Tailoring assistance to employees with consideration of their individual job search 
needs. 

4. Is communicated clearly and effectively by: 

 Ensuring that employees and Host Employers are aware of their rights and 
obligations; 

 Provide timely feedback and information to employees and Host Employers about 
decisions that we make that could affect them; and 

 Providing employees and Host Employers with access to relevant records we have 
about them, on request. 
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5. Encourages feedback without prejudice by ensuring that: 

 We have a complaints process of which employees and Host Employers are made 
aware of; 

 Staff seek and appropriately respond to employees and Host Employer feedback with 
the aim of continuously improving services; 

 Staff supports employees and Host Employers when resolving any issues or 
concerns they may have. 

Employees and Host Employers are encouraged in the first instance, to raise any 
concerns they may have with staff in their local GetSet Group Training Services Office.  If 
employees and Host Employers are dissatisfied with how we respond to their concerns or 
feel that they cannot discuss the issue with us, they can contact the CEO. 

ACTS & LEGISLATION 

To find Acts and Legislation relevant to your Apprenticeship employment please reference 
the following acts at www.skilling.nsw.gov.au 

Apprenticeship and Traineeship Act 2001 

Vocational Education and Training Accreditation Act 2005 

Board of Vocational Education and Training ACT 1994 

Industrial Relations Act 1996 

Workplace Relations Act 1996 

Occupational Health and Safety Act 2000 

Child Protection Act 1998 

Anti-Discrimination Legislation 1997 

Working Conditions 

Working conditions for Apprentices should comply with the national industrial requirement. 

 

State Training Authority Contacts 

Riverina: 87 Forsyth Street 

  WAGGA WAGGA NSW 2650 

  Ph: 02 6937 7600 

  Fax: 02 6921 0724 

NSW  Department of Education & Training 

  Industry Training Services Centre 

  Level 13 

  12 Help Street 

  CHATSWOOD NSW 2067 

  Ph:   02 9242 1700 

  www.skilling.nsw.gov.au

http://www.skilling.nsw.gov.au/
http://www.skilling.nsw.gov.au/
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APPRENTICESHIP DETAILS FORM 

Apprentice / Trainee Name: __________________________________________________________ 

Your Legal Employer:  GetSet Group Training Services  

Your Area Manager / Mentor’s Name: _________________________________________________ 

Your Area Manager / Mentor’s Phone Number: _________________________________________ 

GetSet Group Training Services Leeton Office      Phone: 02 6953 8727   Fax: 02 6953 8483 

Your Award / Classification:  ___________________________________________________________ 

Position / Title: _______________________________________________________________________ 

Award Hourly Base Rate:  Hrs per week: _________________________ 

Allowances:        Other: ____________________ 

Days per Week: ______________________________________________________________________ 

Your Host Employer is: ______________________________________________________________ 

Your Host Employer’s Phone:       Fax: __________________   

Your Host Employer Supervisor is: ___________________________________________________ 

Your Registered Training Organisation (RTO): ____________________________________________ 

Your Qualification: ____________________________________________________________________ 

Your RTO’s Address: _________________________________________________________________ 

Your RTO’s Phone Number: __________________________________ Fax: ____________________ 

Your RTO’s Contact is: ________________________________________________________________ 

The Day You Attend Training is: ________________________________________________________ 

Your Australian Apprenticeship centre (AAC) is: __________________________________________ 

Your ACC’s Phone Number:                   Fax: ______________________ 

Your ACC’s Contact is: __________________________________________________________________ 

I have read and discussed the above information during the induction process, by signing this form I identify 

that I have understood the above information. 

 

Employee Signature: ______________________________________ Date: _____________________ 

 

Authorised GetSet Group Training Services Officer: _______________________________________ 

 

Date: _____________________ 
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Apprentice Induction Checklist 

 

Apprentice Name:  

 

Host Employer: 

 

Host Supervisor:  

 

GetSet Group Training Services Area Manager:  

 

 

Instructions: This INDUCTION CHECKLIST must be completed by the Apprentice / Trainee with the 
Getset Group Training Services Area Manager and the Host Supervisor (or other nominated 
representative), upon the completion of the induction process.  All parties are required to sign. 

 

 

PART 1 – The Workplace 

 

Orientation to the Workplace: 

□ Building security procedures, access, vehicle parking, etc. 

□ Work environment - tools, machinery and equipment used for job. 

□   Wash room and toilet facilities. 

□   Dining facilities. 

□   Location of first aid facilities such as the first aid box / room. 

□   Location of emergency exits, fire extinguishers and assembly area(s). 

□   Allocation of locker (if applicable). 

 

Meet key people: 

□  Supervisor(s) 

□   Health and safety representative (if applicable). 

□  Staff Association/Union delegate (if applicable). 

□  First aid officer and fire warden. 

□   Co-workers 
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Health and Safety: (explained and sighted) 

Trainee/Apprentice Manual-  

□   Work Health and Safety Policy and Procedures. 

□   Role of the health and safety representative / health and safety committee. 

□   Health and safety consultation and communication processes. 

 

Workplace - 

□   Emergency procedures, including emergency exits and equipment. 

□   Information on manual handling, hazards present and risk assessments undertaken 
in the workplace and controls. 

□   Safe use and storage of personal protective equipment. 

□   Safe use & storage of hazardous substances, including material safety data sheets. 

□   Injury management policy and procedures, including workers’ compensation. 

□   Incident / accident reporting procedures, including the location of forms that need to 
be completed. 

 

Training 

□   On-the-job training in safe work procedures. 

□   First aid, fire safety and emergency procedures training. 

□   Hazard specific training, for example manual handling, use of lifting equipment, 
hazardous substances. 

□   Training specific to the job, such as if a license or permit is required. 
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Part 2 – The Trainee/Apprentice Manual 

 

Broad Information 

 Information about GetSet Group Training Services. 
 Information about the Host Employer. 
 Information about on the job training. 
 Information about off the job training. 
 Rotation / Re Hosting of Apprenticeship. 
 Suspension of Apprenticeship. 
 Mutual Cancellation of Apprenticeship. 
 

Conditions of Employment 

 Salary/ wages explained. 
 Timesheets explained. 
 Superannuation explained. 
 Annual Leave / Sick Leave entitlements. 
 Monthly Monitoring reviews explained. 
 Code of Conduct explained. 
 Confidentiality explained. 
 Conflict of interest. 
 Criminal history record check. 
 Grievance dispute policy and procedure. 
 Issues and complaint process explained. 
 Tax file form completed. 
 Australian Workplace Agreement or Vocational Training Order (VTO). 
 Copy of policies and procedures manual issued. 
 Next of kin, emergency and after hours contacts obtained.  
 Access and equity policy explained. 
 Specialised support explained. 
 

Part 3 – Induction Checklist Sign Off 

 

I certify that I have been fully inducted as per the GetSet Group Training Services 
Policy and Procedures Manual.  

 

 

Trainee / Apprentice Name Signature     Date 

 

I certify that I have conducted a workplace induction with 

 

(Apprentice name)____________________________________as per the GetSet 
Group Training Services Policy and Procedure Manual. 

 

 

 

Host Employer Name Signature Date 
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GETSET GROUP TRAINING SERVICES DATA SHEET 

 

HOST EMPLOYER: ___________________________  Location: ______________________________                                      

 

Position: __________________________ Commencement Date:  ______/______/______ 

EMPLOYEE DETAILS 

Given & Surname Names: _____________Date of Birth: ___/___/___ 

 

Address: Town/Postcode: _____________________ 

 

Postal Address ______________________________________Mobile Phone:  _____ 

 

Home Phone:  Email: ________________________________ 

 

IN CASE OF EMERGENCY: CONTACT DETAILS/ NEXT OF KIN 
Full Name: _______________________________________ Relationship to Employee: ________________ 

 

Full Address: _____________________________________________ State: _______ Postcode: ________ 

 

Mobile Phone: ________________ Home Phone: ________________ Email: ________________________ 

 

Doctor’s Name: __________________ Doctor’s Address: ________________________________________ 

 

Allergies: _______________________ Pre-Existing Illnesses/ Injuries: ______________________________ 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EMPLOYEE SIGNATURE ____________________________________ 

  

DATE  _______ / _______ / __________

LONG SERVICE BUILDING AND CONSTRUCTION (if applicable) 

Employee added Date: ______________________________________________________  

EMPLOYEE BANK DETAILS 

Account Name:   _______________________________________________________________  

BSB Number: _________________________________________________________________  

Account Number: ______________________________________________________________  

Branch Name : ________________________________________________________________  

Tax File Number :  

SUPERANNUATION FUND DETAILS 

GetSet Appointed Fund: □  Employees Existing Superannuation Fund: □ 

Fund Name:  __________________________________________________________________  

Address: _____________________________________________________________________  

Membership Number:  ___________________________________________________________  
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EMPLOYEE HEALTH DECLARATION  

As your employer, GetSet Group Training Services, is responsible for your health, safety and 

welfare whilst at work.  Therefore, it is important that we are aware of any condition, medical or 

otherwise, which may have an impact on you in the workplace.  This Questionnaire is not designed 

as a tool to discriminate, rather to create awareness and ensure you are properly accommodated in 

the workplace. 

Name:   

Phone:   

Please nominate the type of duties and employment you are applying for ie. Clerical, Labourer: 

  

  

 YES NO If yes, please comment 

Are you currently receiving treatment of any kind:    

 From a Doctor    

 From a Physiotherapist    

 From a Chiropractor    

 Other health practitioner (ie. Herbalist, Acupuncturist etc.)    

Have you:    

 Had any medical treatment in the last 6 months?    

 A current workers compensation claim?    

 Had a workers compensation claim in the last 2 years?    

 Been off work for longer than 1 month for an injury, 
accident or illness: 

   

 Ever been in hospital    

 Ever had an operation?    

 Had a ‘medical’ in the last 6 months and been refused 
employment? 

   

 Any medical condition you feel is relevant to your 
suitability for the type of work you are applying for? 

   

Have you ever had or currently have:    

 Heart disease or heart attack    

 High or low blood pressure    

 Asthma or other respiratory illnesses    

 Chronic bronchitis or emphysema    

 Fits or epilepsy    

 Depression/Anxiety or other mental illness    

 Neck/back pain, slipped disc or back surgery    

 Arthritis, soreness or injury to any joints or muscles    
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 Dermatitis, eczema, skin irritations    

 Diabetes    

 Dizzy or fainting attacks    

 Sleep related disorder    

 Medications (antihistamines, painkillers, sedatives)    

 Unusual muscle weakness    

 Have you had any allergy from or related to any antibiotics, 
medicine, drugs, insect bites, food or anything else 

   

Do you:    

 Take medicines, mixtures or tablets at present    

 Have any medical condition(s) that you feel should be 
noted 

   

 Have any medical condition(s) that would be identified if a 
medical conducted was conducted by a Doctor 

   

 Do you wear prescription glasses or contact lenses    

 Physical Abilities, can you:    

 Travel in small planes    

 Work in confined spaces or at heights    

 Run 100 metres    

 Climb a ladder    

 Walk over rough ground    

 Crouch and kneel    

 Lift 10kg without trouble    

 Use hand tools    

 Wear a respirator (protective equipment)    

 Wear protective spectacles    

 Wear a safety hard hat    

 Wear steel capped lace up safety boots    

 Do you have any restrictions that would stop you from 
doing your job adequately? 

   

 Sit or stand for long periods    

 Operate a keyboard for long periods (with adequate 
breaks) 

   

Other Information:    

 Do you have good peripheral (side) vision from both eyes?    

 Do you have normal hearing in both ears?    

 Do you drink alcohol? 

 If yes, please list standard drinks per week 

   

 Would you accept a temporary employment placement in a 
workplace where smoking is prohibited? 

   

    

  



 Apprentice/ Trainee and Procedures Manual  

GetSet Group Training Services                                        Version Date   October 2017 34 

What is the general state of your health? Please elaborate on any medical conditions we need to be aware 
of: 

  

  

  

  

 
  
 

 

WORKER’S COMPENSATION (Please circle the appropriate response) 

Do you have any pending Workers Compensation or any disability claims whatsoever? 

Yes No 

If yes to the above question, please specify details of the claim made and the expected timeframe 

for an outcome: 

Approximate 
Date 

Name of Employer Nature of the claim Duration 

      _____________________      

   _____________________      

   _____________________      

 

 I certify that all information provided by me is at the time of completion true and correct to the best of 

my knowledge.  Should any factors relating to my health and well-being change at any time in the 

future, whilst in the employment of GetSet Group Training Services, or my Host Employer, I agree to 

inform all relevant parties immediately and understand this may impact on the duties I am able to 

perfom in my employment. 

 I understand that failure to disclose any medical conditions or injuries may result in dismissal from my 

employment. 

 I also agree to report any incidents or injuries which occur in the workplace, immediately to the 

supervisor at my host employer and to GetSet Group Training Services, as required by legislation. 

 

Signature:  ______________________________________________________  

Printed Name:  ______________________________________________________  

Date:  ______________________________________________________  

If you have any questions or concerns relating to this Declaration, please contact GetSet 

Group Training Services on 02 6953 8727.
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LEAVE APPLICATION FORM 

To be faxed with Time Sheet upon EACH term of absence – 02 6953 8483 

 

  

Employee Name: 

 

Date: 

Position: 

 

Host Employer: 

 

Leave requested:  Annual Leave with pay............................................................................................ 

  Sick Leave ................................................................................................................

  RDO (please specify):.............................................................................................. 

 Other Leave please specify:.................................................................................... 

(Long Service, Parental, Study, Compassionate, Jury Duty, Special)   

 

Reason for Leave:.......................................................................................................................... .................................. 

Dates for Leave: 

Leave From Inc:  Number of Days off:  

Leave To Inc:  Less Public Holidays:  

  Total Days Required:  

Payment of Leave: 

   Paid as per normal  

   To be paid in advance  

Signed:............................................................................................................................ Date.......................................................... 

Attached:   Doctor’s certificate (sick two consecutive days)   

    Other support documentation, please specify:........................................................................... 

 

Host Employer Approval:                Approved                                              NOT Approved 

Signed:........................................................................................................Date:................................................................................... 

Comment:..........................................................................................................................................................................................................................

............................................................................................................................................................................................................................................

............................................................................................................................................................ 
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 6953 8483 

 Box 161 

58 Kurrajong Ave. 

LEETON NSW  2705 

E: admin@getset.org.au 

P:  02 6953 8727 

F:  02 6953 8483 

 

 

Register of Injuries   

 
To be completed by injured person and /or first aider. 

 

DETAILS OF INJURED WORKER 

 

Surname: ................................................................. First Name: ........................................................ 

Address: ................................................................................................................................................ 

 

DETAILS OF ACCIDENT 

 

Address where worker was injured: ....................................................................................................... 

Injury witnessed by: .............................................................................................................................. 

Injury reported to: ................................................................................................................................. 

Activity in which worker was engaged at time of injury: ........................................................................ 

.............................................................................................................................................................. 

Date of injury: ............ / ............ / ............  Time of injury: ...................................... am / pm 

Part/s of body injured: ........................................................................................................................... 

Nature of injury: .................................................................................................................................... 

.............................................................................................................................................................. 

Cause of injury: (Describe how the injury occurred) ............................................................................... 

.............................................................................................................................................................. 

.............................................................................................................................................................. 

First aid treatment given: ...................................................................................................................... 

Name of person rendering first aid: ....................................................................................................... 

Outcome:  (eg. Home, return to work, doctor, hospital) ........................................................................ 

Initial Classification:     □  Minor Injury □   Medical Treatment 

 

Signed: .................................................................................... Date:................................. 

 

mailto:admin@getset.org.au
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         GetSet Apprentice/Trainee Time Sheet

 Authorised supervisor should sign and fax timesheet through  NO LATER  than 5 pm on every Tuesday  of the pay period.

 For all pay enquiries, please call GetSet on (02) 6953 8727

Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7

Wednesday Thursday Friday Saturday Sunday Monday Tuesday

Date         /       /         /       /         /       /         /       /         /       /         /       /         /       /

Start : : : : : : :

Finish : : : : : : :

Total : : : : : : :

Start : : : : : : :

Finish : : : : : : :

Total : : : : : : :

Start : : : : : : :

Finish : : : : : : :

Total : : : : : : : Total Hrs  

Total Hours Claimed: : : : : : : : :

        

P/H : : : : : : : :

X1.5 : : : : : : : :

X2.0 : : : : : : : :

RDO : : : : : : : :

Fares : : : : : : : :

Sick : : : : : : : :

Annual : : : : : : : :

Loading : : : : : : : :

Employee Certification, I certify that the details on this form are correct. Overtime approved:  YES / NO   please indicate

Employee's Signature: ___________________________   Date: _____/_____/______ Signature of approving person: _________________________

Comments / Remarks:

Frank  0447 538 700

or email - grouptraining@getset.org.au
FAX Number: (02) 6953 8483

First Name: Surname: 

Host Employer: Pay Period From: _____ / ______ / _____

Pay Period To: _______ / ______/ ______

Morning

Afternoon

Evening

Overtime

Leave

OFFICE USE ONLY
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Fair Work 
Information  
Statement 

 
 

 

From 1 January 2010, this Fair Work Information Statement is to be provided to all new employees by their employer as soon as 

possible after the commencement of employment. The Statement provides basic information on matters that will affect your 

employment. If you require further information, you can contact the Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au. 

  The National Employment Standards 
The Fair Work Act 2009 provides you with a safety net of minimum terms and conditions of employment through the National 

Employment Standards (NES). 

A complete copy of the NES can be accessed at www.fairwork.gov.au. Please note that some conditions or limitations may apply 

to your entitlement to the NES. For instance, there are some exclusions for casual employees. 

If you work for an employer who sells or transfers their business to a new owner, some of your NES entitlements may carry over to the 

new employer. Some NES entitlements which may carry over include personal/carer’s leave, parental leave, and your right to request 

flexible working arrangements. 

  Right to request flexible working arrangements 

Requests for flexible working arrangements form part of the NES. You may request a change in your working arrangements, 

including changes in hours, patterns or location of work from your employer if you require flexibility because you: 

• are the parent, or have responsibility for the care, of a child who is of school age or younger 

• are a carer (within the meaning of the Carer Recognition Act 2010) 

• have a disability 

• are 55 or older 

• are experiencing violence from a member of your family or 

• provide care or support to a member of your immediate family or household, who requires care or 

support because they are experiencing violence from their family. 

If you are a parent of a child or have responsibility for the care of a child and are returning to work after taking parental or adoption 

leave you may request to return to work on a part-time basis to help you care for the child. 

    Modern awards 

In addition to the NES, you may be covered by a modern award. These awards cover an industry or occupation and provide additional 

enforceable minimum employment standards. There is also a Miscellaneous Award that may cover employees who are not covered by  any 

other modern award. 

Modern awards may contain terms about minimum wages, penalty rates, types of employment, flexible working arrangements, hours 

of work, rest breaks, classifications, allowances, leave and leave loading, superannuation, and procedures for consultation, 

representation, and dispute settlement. They may also contain terms about industry specific redundancy  entitlements. 

If you are a manager or a high income employee, the modern award that covers your industry or occupation may not apply to you. For 

example, where your employer guarantees in writing that you will earn more than the high income threshold, currently set at $142,000 per 

annum and indexed annually, a modern award will not apply, but the NES will. 

There are 10 minimum workplace entitlements in the NES: 

1. A maximum standard working week of 38 hours for full-time employees, plus ‘reasonable’ additional hours. 

2. A right to request flexible working arrangements. 

3. Parental and adoption leave of 12 months (unpaid), with a right to request an additional 12 months. 

4. Four weeks paid annual leave each year (pro rata). 

5. Ten days paid personal/carer’s leave each year (pro rata), two days paid compassionate leave for each permissible occasion, 

and two days unpaid carer’s leave for each permissible occasion. 

6. Community service leave for jury service or activities dealing with certain emergencies or natural disasters. 

This leave is unpaid except for jury service. 

7. Long service leave. 

8. Public holidays and the entitlement to be paid for ordinary hours on those days. 

9. Notice of termination and redundancy pay. 

10. The right for new employees to receive the Fair Work Information Statement. 
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   Agreement making 

You may be involved in an enterprise bargaining process where your employer, you or your representative (such as a union or other  bargaining 

representative) negotiate for an enterprise agreement. Once approved by the Fair Work Commission, an enterprise agreement is enforceable 

and provides for changes in the terms and conditions of employment that apply at your workplace.  

There are specific rules relating to the enterprise bargaining process. These rules are about negotiation, voting, matters that can and cannot be 

included in an enterprise agreement, and how the agreement can be approved by the Fair Work Commission. 

You and your employer have the right to be represented by a bargaining representative and must bargain in good faith when negotiating an 

enterprise agreement. There are also strict rules for taking industrial action. For information about making, varying, or terminating enterprise 

agreements visit the Fair Work Commission website, www.fwc.gov.au. 

   Individual flexibility arrangements 
Your modern award or enterprise agreement must include a flexibility term. This term allows you and your employer to agree to an Individual 

Flexibility Arrangement (IFA), which varies the effect of certain terms of your modern award or enterprise agreement. IFAs are designed to meet 

the needs of both you and your employer. You cannot be forced to make an IFA, however, if you choose to make an IFA, you must be better off 

overall. IFAs are to be in writing, and if you are under 18 years of age, your IFA must also be signed by your parent or guardian. 

  Freedom of association and workplace rights (general protections) 

The law not only provides you with rights, it ensures you can enforce them. It is unlawful for your employer to take adverse action against you 

because you have a workplace right. Adverse action could include dismissing you, refusing to employ you, negatively altering your pos ition, or 

treating you differently for discriminatory reasons. Some of your workplace rights include the right to freedom of associ ation (including the right 

to become or not to become a member of a union), and the right to be free from unlawful discrimination, undue influence and  pressure. 

If you have experienced adverse action by your employer, you can seek assistance from the Fair Work Ombudsman or the Fair Work Commission 

(applications relating to general protections where you have been dismissed must be lodged with the Fair Work Commission within 21 days). 

  Termination of employment 

Termination of employment can occur for a number of reasons, including redundancy, resignation and dismissal. When your employment relationship 

ends, you are entitled to receive any outstanding employment entitlements. This may include outstanding wages, payment in lieu of notice, 

payment for accrued annual leave and long service leave, and any applicable redundancy payments. 

Your employer should not dismiss you in a manner that is ‘harsh, unjust or unreasonable’. If this occurs, this may constitute unfair dismissal and 

you may be eligible to make an application to the Fair Work Commission for assistance. It is important to note that applications must be 

lodged within 21 days of dismissal. Special provisions apply to small businesses, including the Small Business Fair Dismissal Code. For further 

information on this code, please visit www.fairwork.gov.au. 

   Right of entry 

Right of entry refers to the rights and obligations of permit holders (generally a union official) to enter work premises. A permit holder must have a valid 

and current entry permit from the Fair Work Commission and, generally, must provide 24 hours notice of their intention to enter the premises. Entry 

may be for discussion purposes, or to investigate suspected contraventions of workplace laws that affect a member of the permit holder’s organisation 

or occupational health and safety matters. A permit holder can inspect or copy certain documents, however, strict privacy restrictions apply to 

the permit holder, their organisation, and your employer. 

 The Fair Work Ombudsman and the Fair Work Commission 

The Fair Work Ombudsman is an independent statutory agency created under the Fair Work Act 2009, and is responsible for promoting 

harmonious, productive and cooperative Australian workplaces. The Fair Work Ombudsman educates employers and employees about workplace 

rights and obligations to ensure compliance with workplace laws. Where appropriate, the Fair Work Ombudsman will commence proceedings 

against employers, employees, and/ or their representatives who breach workplace laws.  

If you require further information from the Fair Work Ombudsman, you can contact the Fair Work Infoline on 13 13 94 or visit 

www.fairwork.gov.au. 

The Fair Work Commission is the national workplace relations tribunal established under the Fair Work Act 2009. The Fair Work Commission is 

an independent body with the authority to carry out a range of functions relating to the safety net of minimum wages and employment conditions, 

enterprise bargaining, industrial action, dispute resolution, termination of employment, and other workplace matters.  

If you require further information, you can visit the Fair Work Commission website, www.fwc.gov.au. 

 

The Fair Work Information Statement is prepared and published by the Fair Work Ombudsman in accordance with section 124 of the Fair Work Act 2009. 

© Copyright Fair Work Ombudsman. Last updated: July 2017. 

 

 
www.fairwork.gov.au 
Fair Work Infoline 13 13 94 



 

GetSet Group Training Services                                        Version Date   October 2017 40 

 


