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At HIA, like you, we know that apprentices 
are the future of the building industry.  
We also know that the decision to hire an 
apprentice can feel complicated and 
time-consuming. But finding the right 
apprentice for your business doesn’t have 
to be. HIA Apprentices makes it easy. 

We help support apprentices on their career 
journey by proudly partnering with selected host 
trainers – just like you. 

HIA is a Group Training Organisation (GTO), a 
cost-effective and low-maintenance choice, 
designed to benefit both hosts and apprentices.

HIA takes care of the hard work too. We handle 
everything from recruitment and selection to 
training, mentoring and administration. All of 
which frees you from the burden of paperwork 
and payroll, and provides a safety net for you and 
your apprentice. 

Why HIA Apprentices?
We take a hands-on approach to the recruitment 
and selection process. We offer industry-led 
training, education and mentoring of our 
apprentices.

HIA Apprentices invests heavily in recruitment and 
screening processes to ensure we recruit the best 
available apprentices. We carefully select all 
apprentices, matching the right apprentice to your 
business; it’s not a one size fits all approach. Then, 
as the host trainer, you will be responsible for 
on-the-job training. 

The future of the 
industry is in 
your hands

We are committed to the development of our 
apprentices. We offer dedicated mentoring and a 
pastoral care service from experienced staff/field 
officers. Our apprentices learn skills and 
confidence, a strong work ethic, value for time and 
a growth mindset.

We not only support our apprentices to completion 
but beyond – assisting them in reaching their full 
potential.

How Group Training works
HIA Apprentices is structured to assist members in 
employing quality apprentices. We focus on 
training and welfare while you focus on developing 
their site skills. 

Designed so that HIA Apprentices remains the legal 
employer for the duration of their apprenticeship, the 
apprentice is then released to a ‘host’ trainer to 
carry out the on-the-job segments of their training.

Host trainers are invoiced weekly by HIA Apprentices 
for the hire of the apprentice.  The hourly charge-out 
rate and applicable allowances are billed based on 40 
hours per week.   

HIA takes care of all the administration that goes 
with the hire of an apprentice. You can leave the 
pay records, long service and leave calculations, 
payment summaries, training records and 
superannuation to us.

Best of all, by taking on an HIA apprentice, you 
gain the full support of HIA – the official body of 
Australia’s home building industry. HIA supports its 
members, unites the residential housing industry, 
and promotes industry standards.



Our services
HIA Apprentices provides many services to help 
you find your ideal apprentice. We understand that 
there are always risks when bringing a new person 
into your team and facing the potential non-
completion of an apprentice. 

There is also a risk for a new entrant to the 
workforce as they’re new to the working 
environment and need additional education and 
support.  Our program is aimed at reducing these 
risks and increasing the return on investment for all.

Host support
• Comprehensive recruitment and induction 

• Initial and ongoing complementary WHS site 
assessments to assist in WHS compliance and 
risk management

• Dedicated field officer to manage the 
apprentice’s apprenticeship including 
performance mentoring and pastoral care

• Dedicated administration, payroll, industrial 
relations, and compliance team

• Timesheet management and consolidated invoicing

• Flexible hire and apprentice rotation if work falls 
away or if skill development is required that can’t 
be obtained onsite

• Ongoing apprentice and host safety training, 
awareness and upskilling

• Maintenance of training register

• Accident investigation, reporting, and management

• Apprentice injury, injury claims, rehabilitation and 
return to work management

Starting an apprentice
To be able to hire an HIA Apprentice/Trainee  
you will need to:

• Before apprentice commencement on site

– Meet HIA Apprentices WHS pre-qualification 
requirements

– Sign an HIA Host Training Agreement
– Hold and supply a copy of a current Public 

Liability Insurance policy
– Complete a Direct Debit/Auto Credit Card 

request form
– HIA Apprentices staff will conduct an Initial 

WHS Placement Assessment of the site the 
apprentice will commence work on

• Comply with the WHS Act (systems and 
procedures)

• Have a current Builders License or current 
Contractors License (or have a relevant trade 
background where a license isn’t required)

On commencement of the apprentice HIA will  
email you:

• A copy of the signed host training agreement for 
your records

• Login and instructions for the online timesheet 
portal

• A copy of the Host Trainer Manual. Trainer 
manual is a comprehensive summary of how HIA 
Apprentices operates, detailing policies, 
processes, and procedures.

Please note: hosts must provide a minimum of one 
weeks’ notice if handing back an apprentice

Apprentice wages
HIA Apprentices are paid according to the industry 
award including all fares and allowances. If an 
Enterprise Bargaining Agreement (EBA), or other 
industrial instrument applies to your workplace, the 
apprentice will be paid the amount according to 
the agreement via an allowance indicated on their 
timesheet. 

We not only support our 
apprentices to completion 
but beyond – assisting them 

in reaching their full potential



For more information visit hia.com.au/apprentices or call 1300 650 620

Productive Onsite
Days (171) 55% 

Public Holidays (10) 3%

RDO’s (13) 4%

Sick Days (10) 3%

TAFE Days (36) 11%

Workers Compensation 3%

PPE 1% 
Employer Super Contribution 8% 

Annual Leave 
Days (20) 7%

Annual Leave Loading 1%
HIA’s Service Delivery 2% TAFE Fees/Text Books 1%

BREAKDOWN OF RATES

Invoicing
HIA Apprentices provide Host Trainers with one 
weekly consolidated invoice for all apprentices they 
hire, detailing the apprentice name and a table 
summary of charges for hours worked, overtime 
and allowances at the appropriate charge-out rate. 
Our terms are 7 days from the date the invoice 
was issued.

Please note: bricklayer rates are inclusive of 
ABBTF subsidy.

HIA’s preferred payment method is Direct Debit/
Auto Credit Card Payment.

Please note: apprentices may be immediately 
withdrawn as soon as an account exceeds 30 days. 
Host trainers will appreciate the need for prompt 
payment to ensure apprentices are paid on time. 

What you will be invoiced for:

• 40 hours per week 

• Travel and other applicable allowances 

• Downtime

• Overtime 

What you will NOT be invoiced for:

• Trade School

• RDO’s

• Annual leave

• Sick leave

• Workers compensation 

Placement fee
HIA is the apprentices’ legal employer. The apprentice 
has entered into and signed a Contract of Training 
with HIA, and this contract is legal and binding.

Should you wish to take over the employment 
responsibilities of the apprentice, HIA will arrange 
transfer of employment, and a placement fee 
equivalent of 8 weeks (clause 4(b) of the Host Trainer 
Agreement) at the current applicable apprentice 
charge-out rate will apply.

Please note: hosts must provide a minimum of one 
weeks’ notice if handing back an apprentice.

Breakdown of rates
The fixed costs of employing an apprentice are the 
same for HIA as they are with any employer. We 
understand the time investment in administration and 
paperwork. Our competitive rates mean the cost of 
using HIA is comparable to the administration cost if 
reconciled internally. There are no hidden charges or 
on costs. The chart below shows how our rates are 
calculated.

HIA’s service delivery percentage includes:

Recruitment • Administration • Wages

Trade school management • WHS

Training and mentoring • IR compliance

Pastoral care • Operational costs

V8 09/2020

All applicable incentives are applied to reduce the hourly charge out rate.


