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Apprentice/Trainee Rotation Policy 
Overview 
 

BGSA works hard to facilitate diverse learning opportunities for all Apprentices and Trainees 
employed with us. When facilitating varied learning opportunities, it may be necessary for 
Apprentices/Trainees to be rotated to different locations/workplaces with the same Host Employer 
or even between different Host Employers to ensure that Apprentices/Trainees have access to on-
the-job training that aligns with their Training Plan.  
 

Scope 
 

This policy outlines the guidelines and procedures for the rotation of apprentices with host 
employers, in accordance with the National Standards for Group Training Organisations (GTOs). 
 

The objective of this policy is to ensure that apprentices are placed in suitable host employers' 
workplaces to facilitate their training and skill development for the duration of their apprenticeship. 
 

Host Employer Selection Process 
 

BGSA will assess Host Employers in accordance with the Host Employer Onboarding Process. Host 
employers will be assessed their industry reputation, commitment to training and development, 
workplace safety practices and suitability for the apprentice's chosen trade or occupation. During 
this process, Host Employers will identify tasks to be undertaken by the Apprentice/Trainee that will 
be matched to the Training Plan to ensure that all aspects of on-the-job training can be 
accommodated in relation to the Training Plan and the trade/qualification. 
 

Support and Workplace Conditions 
 

BGSA will ensure that host employers provide a safe and healthy work environment for Apprentices 
and Trainees, including ensuring that workplace conditions comply with the Work Health and Safety 
Act 2011. Host employers will provide adequate training and supervision to apprentices, ensuring 
they receive practical on-the-job experience and guidance to develop their skills. BGSA will ensure 
host employers assign qualified mentors/supervisors who can guide and support apprentices 
throughout their placement, seeking regular feedback and performance evaluations to track the 
apprentice’s progress. 
 

Rotation Plan 
 

BGSA will work with the Host Employer to develop a Workplace Rotation Schedule if it is not possible 
to deliver all aspect of on-the-job training that is required to support your learning and the 
completion of your qualification in relation to your Training Plan. This rotation plan will outline 
workplace locations, rotation timelines and intended supervisors. Apprentices/Trainees will be 
consulted during the development of the Workplace Rotation Schedule and will be afforded the 
opportunity to provide input and feedback on the plan. A Workplace Rotation Schedule may be 
required when competency-based progression facilitates the need for additional skills development 
in relation to the Training Plan. 
 

As a hosted employee, Apprentices/Trainees can be rotated to another host employer if necessary 
to broaden their skills and experience and to meet their training requirements. When a rotation is 
likely or planned, BGSA will discuss the requirements with the Apprentice/Trainee prior to 
implementing any changes. 
 

A host employer has the right to return an apprentice or trainee to BGSA at any time. In situations 
where an apprentice or trainee has been returned to BGSA as the result of a shortage of work, a lack 
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of appropriate training opportunities, or another reason that has impacted on the Host’s ability to 
sustain their placement in the business, BGSA will make every endeavour to source the 
Apprentice/Trainee a suitable placement with another host employer in their relevant 
trade/vocation.  If the Apprentice/Trainee are returned to BGSA, they will be able to use any 
outstanding leave and then leave without pay, while we attempt to find an alternate employer.   
 

Unless there has been a serious breach of workplace behaviour warranting immediate cancellation 
of the training contract, the Apprentice/Trainee are entitled to receive one week’s notice (or one 
week’s pay in lieu of notice) in the event that they are being returned to BGSA by a host employer. 
 

Monitoring and Review 
 

BGSA will maintain regular communication with host employers and Apprentices/Trainees to 
monitor their progress and address any issues that may arise during the placement. Periodic reviews 
and evaluations will be conducted to assess the effectiveness of the placement and identify areas for 
improvement. 
 

Continuous Improvement 
 

Buildgroup Services Australia is committed to continuous improvement in our practices. This includes 
regular reviews and audits of this procedure and our practices to ensure that they remain effective 
and aligned with best practices and legal requirements. This procedure will be reviewed annually 
and when applicable legislation requirements change. 
 
 
 
 
 
 
 
 
              
Michele Hetherington - Managing Director    Date 
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