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GTO Training Plan Change Procedure 
Overview 
 

The purpose of this procedure is to outline a compliant process for changing or cancelling a Training 
Plan or Registered Training Organisation (RTO) associated with an apprentice or trainee’s Training 
Contract. 
 

This procedure ensures all variations meet Training Services NSW (TSNSW) requirements, maintain 
Smart & Skilled funding compliance and protect the apprentice/trainee’s training continuity. 
 

Scope 
 

The procedure applies to: 
 

• All apprentices and trainees employed by BGSA 
• All host employers 
• All RTOs delivering training to BGSA apprentices/trainees 
• All BGSA staff involved in onboarding, monitoring, and compliance 

 

Responsibilities 
 

Field Officer: 
 

BGSA Field Officers are responsible for overseeing the Apprentice/Trainee Training Plan, 
employment and any variation that may need to be made to the Training Plan. Responsibilities 
include: 
 

• Identify issues requiring a Training Plan or RTO change 
• Consulting with all parties involved in the Training Plan 
• Collect evidence and complete variation documentation 
• Monitoring the transition to a new RTO or variations made to the Training Plan 

 

Compliance/Training Coordinator: 
 

Training Coordinator responsibilities include: 
 

• Reviewing variation requests  
• Ensure documentation meets TSNSW and Smart & Skilled requirements 
• Submit Training Contract variations 
• Maintain audit‑ready records 

 

Apprentice/Trainee: 
 

Apprentice/Trainee responsibilities include: 
 

• Participate in the consultation process 
• Provide evidence as requested to accompany variation requests 
• Sign variation documentation as required 
• Attend training with the new RTO (if applicable) 

 

Host Employer: 
 

Host Employer responsibilities include: 
 

• Participate in the consultation process 
• Support training delivery  
• Sign variation documentation 
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Change Procedure 
 

1. Identify the need for change 
 

BGSA Field Officers must endeavour to identify and support any need for variations to 
Apprentice/Trainee Training Plans. An active effort should be made at each contact with the 
Apprentice/Trainee, Host Employer and RTO including during performance appraisals and mentoring 
sessions throughout the duration of the Apprenticeship/Traineeship.  
 
Some of the triggers that may require a variation to a Training Plan include: 
 

• the RTO no longer delivering the qualification 
• the Apprentice/trainee not progressing 
• a Host employer changes the scope of work or Apprentice/Trainee duties 
• the Apprentice/Trainee requests a new RTO 
• the RTO loses scope or changes delivery mode 
• Qualification no longer aligns with job role 

 

Action 
 

• Field Officers must document any issues within their case notes on the BGSA CRM system 
• Gather evidence (emails, monitoring notes, RTO communication) to support with the 

consultation process and any variation request to be submitted. 
 

2. Consult with all parties 
 

The consultation process is an important step in this process. BGSA Field Officers must consult with 
all parties named on the Training Plan and if the Apprentice/Trainee is under the age of 18, a 
parent/guardian must be involved in the consultation process. 
 

The consultation process must involve: 
 

• the Apprentice/Trainee 
• the Host Employer 
• the current RTO 
• a parent/guardian (if under the age of 18) 
• BGSA internal staff 
• Compliance/Training Coordinator 

 

Action 
 

• Explain reasons for the proposed change and provide any evidence gathered 
• Confirm suitability of the qualification and delivery mode 
• Document all discussions in case notes on the BGSA CRM system and/or meeting minutes 

 

3. Assess Training Contract Implications 
 

A thorough review of the Training Plan and implications that any variation may have must be 
undertaken to ensure that any variation remains relevant to the Apprentice/Traineeship. 
 

A collective effort must be made during the consultation process to determine whether the change: 
 

• requires a Training Contract Variation  
• impacts nominal duration  
• changes qualification code  
• requires new enrolment paperwork 
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Action 
 

• Compliance/Training Officer reviews the requirements 
• Confirm correct variation type  

 

4. Select and Confirm New RTO (if applicable) 
 

If a change to the RTO delivering the qualification is required, the new RTO must: 
 

• hold scope for the qualification  
• have capacity to deliver required training  
• provide a compliant Training Plan  

 

Action 
 

• Obtain RTO quote/enrolment form  
• Obtain draft Training Plan 
• Verify delivery schedule 

 

5. Complete Training Contract Variation 
 

If a variation the Training Contract is required, a formal variation request must be submitted to 
Training Services NSW (TSNSW) via: 
 

• eBusiness, or 
• TSNSW Variation Form (can be downloaded from the Training Services NSW website) 

 

All variation requests must be acknowledged and signed by: 
 

• the Apprentice/Trainee 
• the Host Employer 
• a BGSA representative 

 

Action 
 

• Submit variation request including any supporting evidence gathered 
• Await TSNSW variation request approval 
• Save all documents and approvals into the candidate record on the BGSA shared drive 
• Record case notes and upload documents to the BGSA CRM system 

 

6. Update the Training Plan 
 

Once a TSNSW variation request approval has been received and in consultation with all parties, 
Field Officers must: 
 

• develop a new Training Plan with the new RTO (or existing if there is no change to the RTO) 
• ensure that units, timelines and delivery modes are correct  
• Obtain signatures from all parties 

 

Action 
 

• Save old and new Training Plans into the candidate record on the BGSA shared drive 
• Record case notes and upload new Training Plan and information to the BGSA CRM system 

 

7. Smart & Skilled Compliance (if applicable) 
 

If the qualification is Smart & Skilled funded, Field Officers must: 
 

• Update Notification of Enrolment (NoE) if required 
• Ensure new RTO issues a Provider Calculator 
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• Confirm student fee status 
• Ensure new RTO uploads training activity to STS Online 

 

Action 
 

• Document all updates for audit evidence in the BGSA CRM system 
 

8. Update Internal Records 
 

Field Officers must ensure that all records are up to date including: 
 

• the Apprentice/trainee file 
• BGSA CRM notes 
• Monitoring schedule 
• Host employer placement notes 

 

Action 
 

The following attachments must be including when updating Apprentice/Trainee records: 
 

• Consultation notes 
• Variation approval 
• New Training Plan 
• RTO enrolment documents 

 

9. Communicate Outcome to All Parties 
 

Field Officers must send written notification to all parties including: 
 

• the Apprentice/Trainee 
• the Host Employer 
• the new RTO 
• a parent/guardian (if under the age of 18) 

 

Action 
 

The following information must be included when sending notifications: 
 

• Start date with new RTO 
• Training schedule 
• Attendance requirements 
• Contact details 
• A copy of the new approved Training Plan 

 

10. Monitor Transition 
 

Field Officers are responsible for monitoring the Apprentice/Trainee under the new Training Plan 
and must within the first 4-6 weeks of commencement under the new Training Plan: 
 

• Confirm training has commenced 
• Check attendance 
• Confirm host employer support 
• Document monitoring activities 

 

Cancellation Procedure 
 

A training contract may be cancelled by the mutual and voluntary agreement of both BGSA and the 
Apprentice/Trainee (the parties to the training contract). Before agreeing to a mutual cancellation, 
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the parties should be encouraged to seek advice and assistance from an Industry Training Officer 
with Training Services NSW (TSNSW) on the cancellation procedure. 
 

An Application to Cancel an Apprenticeship or Traineeship by consent form, provides a means by 
which the parties may formally cancel a training contract and meet their obligations under Section 
22 of the Apprenticeship and Traineeship Act, 2001 (A&T Act) by notifying the Commissioner. 
Applications to cancel should not be made until some attempt has been made to consider options to 
continue the training arrangement. 
 

Both parties should sign the form to indicate their consent to the proposed cancellation, where it is 
not practicable for the parties to use the same form, the parties may prepare a similar advice 
provided all necessary details required to legally cancel the training contract are included in such 
notice prepared by the parties. 
 

If one party is unavailable to sign, the form may be submitted with only one signature. In such cases, 
the reasons for the absence of the other party’s signature must be clearly stated in the comments 
section. 
 

If either party does not agree to the cancellation of the training contract they should seek immediate 
assistance from TSNSW. Neither party should be forced to agree to the cancellation of the training 
contract as a result of undue pressure or coercion. 
 

Note: An incomplete, or illegible, form lodged by either party to a Training Contract is not acceptable 
as notice of cancellation under Section 22 of the Apprenticeship and Traineeship Act, 2001 and will 
be returned for completion by Training Services. 
 

Cancel during probation period  
 

All apprenticeships and traineeships have a probationary period which varies from 1 to 3 months 
depending on the relevant Vocational Training Order, Vocational Training Guideline or Industrial 
Agreement. 
 

If the Apprenticeship/Traineeship is still in the probation period:   
 

• Either BGSA or the Apprentice/Trainee can withdraw from the Training Contract by 
informing the other party in writing. 

• BGSA or the Apprentice/Trainee must notify Training Services in writing as soon as possible. 
 

Cancel after probation period  
 

To cancel a Training Contract after a probation period, a request must be submitted to Training 
Services with the action taken dependant on who has consented to the cancellation: 
 

If both parties mutually agree: (without any coercion taking place) 
 

• A Cancellation of an apprenticeship or traineeship by consent application form must be 
completed. 

• BGSA and the Apprentice/Trainee (and a parent/guardian if they are under 18) complete and 
sign the form. 

• The completed form is sent to Training Services NSW (TSNSW). 
• BGSA and the Apprentice/Trainee will get a letter from TSNSW confirming the Training 

Contract is cancelled, stating the cancellation date.   
 

If only BGSA consents: 
 

• BGSA will put our request for cancellation in writing to TSNSW. This will include details of 
the Apprenticeship/Traineeship, why the Apprentice/Trainee disagrees, and the contract 
identification number.   
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• TSNSW will send a formal request to the Apprentice/Trainee. 
• If the Apprentice/Trainee replies and agrees, the cancellation will go ahead.   
• If the Apprentice/Trainee doesn't reply within 21 days, the cancellation will proceed.  
• If the Apprentice/Trainee replies and disagrees, TSNSW will contact BGSA and the 

Apprentice/Trainee to arbitrate.   
• If the parties still don't agree, the Commissioner for Vocational Training will review and 

decide on the matter. 
 

If only the Apprentice/Trainee consents: 
 

They'll follow a similar process to previous step. 
 

Transferring or Suspending a Training Contract 
 

Instead of cancelling a Training Contract, an application can be submitted to transfer the Training 
Contract to a new employer. This sometimes occurs when employers run out of suitable work or 
their business closes. 
 

An application can also be made to suspend a Training Contract for a period of time if needed, such 
as situations where the Apprentice/Trainee is sick and unable to go to work. 
 

Training Course 
 

Cancellation of the Training Contract does not stop an Apprentice/Trainee from continuing their 
Apprenticeship/Traineeship with another employer. The Apprentice/Trainee should continue to 
attend their off-the-job training program while there is a possibility that they will enter into a 
training contract with a different employer. 
 

Trainees And Apprentices in the Construction Industry 
 

A “trainee apprentice” in the construction industry is in a different situation to other Apprentices 
and Trainees. They still have a Training Contract, but it is only binding on the Apprentice/Trainee and 
BGSA while they’re employed. 
 

Once the Apprentice/Trainee ceases employment with BGSA, the Training Contract is no longer in 
force. However, the Apprentice/Trainee or BGSA should notify TSNSW immediately that they have 
ceased employment so that the Apprentice/Trainee’s record can be amended, otherwise the 
Apprentice/Trainee may experience delays if they re-commence their training with a new employer. 
 

Section 12 of the Apprentice and Traineeship Act requires NGSA to notify TSNSW of the termination 
of employment within 14 days. 
 

Record Management 
 

The following documents must be stored in the Apprentice/Trainee file: 
 

• Consultation notes 
• Training Contract Variation 
• TSNSW approval 
• Old and new Training Plans 
• RTO enrolment documents 
• Smart & Skilled updates (if applicable) 
• Communication records 

 

All records must be legible, dated, signed where required and stored in accordance with BGSA 
record‑keeping policy. 
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Further Information & Assistance 
 

Further information regarding these processes can be found on the TSNSW website: 
 

https://www.nsw.gov.au/departments-and-agencies/department-of-education/training-services 
 

Additional information and support can be provided by contacting Apprenticeship Support Australia 
on 1300 363 831, by sending an email to mentoringsupport@apprenticeshipsupport.com.au or by 
visiting their website: https://www.apprenticeshipsupport.com.au/ 
 

Audit Requirements 
 

Certified Group Training Organisations are required to undertake periodic audits in order to maintain 
their certification. It is important to ensure that all records are kept up to date, saved in the correct 
locations, all information is included and that all recorded information is accurate. During a GTO 
audit, auditors will expect to see: 
 

• Evidence of consultation 
• Evidence of the reason for change 
• Signed variation documentation 
• TSNSW approval 
• Updated Training Plan 
• Smart & Skilled documentation (if applicable) 

 

Following this procedure will ensure that all required evidence is required for certification and 
compliance. 
 

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 TSNSW or Smart & Skilled requirements change. 
 


	GTO Training Plan Change Procedure
	Overview
	Scope
	Responsibilities
	Change Procedure
	Cancellation Procedure
	Transferring or Suspending a Training Contract
	Training Course
	Trainees And Apprentices in the Construction Industry
	Record Management
	Further Information & Assistance
	Audit Requirements
	Continuous Improvement


