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Supervision Guidelines for Apprentices and Trainees - Summary 
Overview 
 

This document outlines best practice guidelines for Host Employers supervising a BGSA Apprentice 
or Trainee. This ‘quick reference guide’ refers to government guidelines across NSW, QLD and SA and 
provides an overview of the duties and responsibilities associated with supervising an Apprentice or 
Trainee in the workplace. 
 

This summary details best practice supervision guidelines for an Apprentice or Trainee. Where a 
Host Employer has internal supervision policies and procedures that are more rigorous, the Host 
policies and procedures will apply. 
 

Types of supervision 
 

There are three general types of supervision for an Apprentice or Trainee: 
 

• Direct Supervision 
• General Supervision 
• Remote Supervision 

 

Direct Supervision Explained 
 

The Supervisor • Constantly monitoring the Apprentice or Trainee, reviewing their work 
practices and standard of work. This includes dedicated oversight of all 
activities performed by the Apprentice or Trainee. 

• Always readily available (in person and within visual range and/or 
earshot) at all times. 

The Apprentice • New to the task or has not demonstrated a consistent ability to 
perform the task. 

• Not completed theory-based training (via their RTO) to be competent 
in the task. 

The Task • Contains variations/elements to the work that are new to the 
Apprentice or Trainee. 

• Hazards and risks related to the task indicate direct supervision is 
appropriate. 

• Possibility for unplanned events beyond the Apprentices or Trainees 
current competency. 

 

General Supervision Explained 
 

The Supervisor • Regular face-to-face contact during the shift (is easily and quickly 
contactable for assistance or instruction). 

• Provides instruction and direction for tasks. 
• Supervisor performs progressive checks and relevant testing 

throughout the task. 
The Apprentice 
 
 
 
 
 

 

• Demonstrated ability to perform the task safely to minimum standards 
without intervention. 

• Demonstrated understanding of hazards and risks and ability to 
manage the risks/ hazards appropriately. 

• Clearly understands when and how to seek assistance and support, 
demonstrates willingness to do so. 
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• Appropriate knowledge and practical skill from on the job and theory-
based training (via RTO). 

• Demonstrated ability to respond to (or seek assistance with) 
unplanned events. 

The Task • Hazards and risks related to the task indicate General Supervision is 
appropriate. 

 

Remote Supervision Explained 
 

When an Apprentice or Trainee completes their training term, and is deemed competent and 
qualified, they are expected to work un-supervised, therefore, it is important they can work under 
remote supervision as they near the end of their Apprenticeship or Traineeship. Remote supervision 
is only suitable for Apprentices or Trainees who demonstrate the ability to work safely and 
autonomously. 
 

The Supervisor • Supervisor may not be physically present at the site where the 
Apprentice or Trainee works. 

• Remote supervision must be clear and regular via phone calls, video 
conferencing, and email. 

• Provide the opportunity for continued learning by including the 
Apprentice or Trainee in meetings that directly affect their work or 
meetings that give them opportunities to learn a new skill. 

• Consider how changes to tasks, organisation or arrangements may 
positively or negatively affect an employee’s well-being. 

The Apprentice • Demonstrated ability to perform the task safely and to a high 
standard, without intervention. 

• Demonstrated understanding of hazards and risks involved with the 
task. 

• Demonstrated ability to mitigate, assess and monitor hazards and 
risks involved with the task. 

• Clearly understands when and how to seek assistance and support, 
demonstrates willingness to do so. 

• Significant knowledge and practical skills from on-the-job and theory-
based learning (via RTO). 

• Demonstrated ability to manage (or seek assistance with) unplanned 
events. 

The Task • Hazards and risks related to the task indicate that only Remote 
Supervision is required. 

 

How to select the appropriate type of supervision 
 

The Supervisor of an Apprentice or Trainee must be qualified in the vocation of the apprenticeship 
or traineeship, meaning they have the Certificate of Proficiency for that vocation. 
 

The following should be considered: 
 

• Requirements of any legislation, regulations, duty of care responsibilities, or codes of 
practice. 

• The Supervisor’s assessment of the Apprentices or Trainees ability to perform tasks, 
including experience doing the same or similar work, quality of the work, and the level of 
support required previously. 
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• If a Supervisor is responsible for providing Direct Supervision to a 1st or 2nd year/stage 
Apprentice or Trainee, they may also provide General Supervision to any combination of up 
to four (4) Apprentices or Trainees who are in their 3rd or 4th year/stage. 

 

Supervision Ratio’s 
 

The following supervision ratios are a best practice guide to assist Host Employers ensure their 
Apprentices and Trainees are adequately supervised. 
 

Where a Supervisor is responsible for supervising multiple Apprentices or Trainees that require 
different levels of supervision, they should use the ratio that is higher. 
 

Example One 
 

If a Supervisor is overseeing a 1st and 3rd year apprentice and they are working on a high-risk 
activity, they should provide direct supervision ratio of 1:1 to the 1st year apprentice and ask 
another Supervisor to oversee the 3rd year apprentice. 
 

Example Two 
 

If a Supervisor is overseeing trainees studying Certificate III in Fire Protection and trainees studying 
Certificate III in Retail, they should provide the High supervision ratio of 1:3. 
 

Supervision Risk Matrix 
 

Supervision ratio’s using the below risk matrix should be based on the skills and experience of the 
Apprentice or Trainee. 
 

Risk Type Ratio Explained 
High Risk 1:3 A single supervisor should not supervise any more than 3 

Apprentices or Trainees at any one time. 
Medium Risk 1:6 A single supervisor should not supervise any more than 6 

Apprentices or Trainees at any one time. 
Low Risk 1:10 A single supervisor should not supervise any more than 10 

Apprentices or Trainees at any one time. 
 

Common Supervision Ratio’s 
 

Below are commonly used ratio’s for the supervision of Apprentices and Trainees. These examples 
are indicative only and not exhaustive. An assessment of the Apprentice/Trainees’ competency 
should be completed to ensure appropriate supervision. 
 

Industry 1st Year 2nd Year 3rd Year 4th Year 
Carpentry / Building & 
Construction 

Direct 
1:1 

Direct 
1:1 

General 
1:5 

General 
1:5 

Scaffolding Direct 
1:1 

Direct 
1:1 

General 
1:5 

General 
1:5 

Engineering (Mechanical) Direct 
1:1 

Direct 
1:1 

General 
1:5 

General 
1:5 

Business & Administration General 
1:5 

General 
1:5 

General 
1:5 

General 
1:5 

Mechanical 
(Light and Heavy Vehicle) 

Direct 
1:1 

Direct 
1:1 

General 
1:5 

General 
1:5 

Agriculture, Arboriculture etc. Direct 
1:1 

Direct 
1:1 

General 
1:5 

General 
1:5 
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