
 
 

 

 

Regional Traineeship Program 

Grant Guidelines 

  



 

page 2 of 10 

Regional Traineeship Program 

Grant Guidelines 

The Regional Traineeship Program, is a traineeship program for Western Australian 
Community Resource Centres (CRCs) and specified Local Government Authorities 
(LGAs). CRCs and LGAs will be referred to as applicants within this document. 

The Grant is to assist applicants to provide training, skills and employment opportunities 
for people to encourage them to stay and work in their local regional community. The 
traineeship is a vocational education pathway that is focused on the development of skills 
and knowledge that is based on business and industry needs. 

The Department of Primary Industries and Regional Development (DPIRD) recognises 
the value of this traineeship program within Western Australia and the economic and 
social benefits of providing skills and employment to encourage people to stay and work 
in their local community.  

IMPORTANT NOTE: Do not employ a Trainee prior 
to your Grant Application approval if employment 
is dependent on grant funding. 

Please talk to your DPIRD Project Officer before 
taking action to employ a trainee if you are unsure 
about any aspect of the Grant criteria. 

 

1. Grant Overview 

 This grant program is dependent on Royalties for Regions funding.  

 The grant is to provide a one off payment to subsidise the cost of employing a 

trainee and is not expected to fully pay for the cost of the employee. 

 Funding for the grant will be available through a competitive funding round 

process, managed by DPIRD.  

 The grant process will be annual. 

 The type of traineeship that can be considered for the grant is a Class B under the 

classification of prescribed vocational education and training qualifications, 

Vocational Education and Training Act 1996. 

 Applications that indicate opportunities to expand the trainee experience of 

working environments and tasks, to further increase their skills and employability, 
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will receive a higher consideration. 

 Applications that demonstrate that the type of certification to be undertaken by the 

trainee has employability in the regional area after the qualification is complete 

will receive higher consideration. 

 A philosophy of attracting trainees who are currently not in paid work and have 

been long term unemployed will receive higher consideration. 

 A second round of grant funding will be undertaken if funds are not fully exhausted 

through the first round of applications. Applicants who have been successful in 

the first round will be required to demonstrate the need for employing a second 

trainee, and the value to the community. 

 Funding per Traineeship will be to a maximum of $30k, per occasion. 

2. Grant Requirements 

 Only eligible organisations may apply for the funding – see Addendum 1 list of 

approved grant applicants 

 Applicants must lodge the Grant Application form with all required information on 

or before the closing date for the application to be deemed eligible. Applications 

and communication is to be sent to crcgrants@dpird.wa.gov.au email and a 

confirmation advice will be sent from this email address on receipt of your 

communication. 

 Trainees must be registered with the Department of Training and Workforce 

Developments’ (DTWD) Apprenticeship Office to undertake a traineeship that is 

in accordance with Part 7 of the Vocational Education and Training Act 1996 and 

associated regulations.  This registration is facilitated by your Registered Training 

Organisation (RTO) who will provide the assistance to register your trainee 

through the correct process.   

See https://www.dtwd.wa.gov.au/sites/default/files/uploads/class-a-b-register-
nov2018.pdf for the list of class B traineeships available. 
 

 Eligible trainees cannot be current permanent full time or part time employees of 

the applicant organisation and are to be employed for the purpose of undertaking 

the traineeship. 

 Only one traineeship grant per person is allowed.  

 Applicants must complete the grant acquittal within 30 days of the completion of 

the traineeship or within 30 days of the trainee leaving employment or withdrawal 

from the course, where the traineeship is not completed. 

mailto:crcgrants@dpird.wa.gov.au
https://www.dtwd.wa.gov.au/sites/default/files/uploads/class-a-b-register-nov2018.pdf
https://www.dtwd.wa.gov.au/sites/default/files/uploads/class-a-b-register-nov2018.pdf
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3. Recommendation for determining the need of a trainee 

Prior to determining what traineeship would be advertised and offered by the applicant, 
DPIRD recommends that the applicant engages with their business stakeholders, to see 
if the traineeship offered would be valued by the existing businesses in the regional area.  

If the applicant has already seen a particular set of traineeship skills are marketable in 
the regional area, then this may be enough for you to consider another trainee 
undertaking the same certification. 

 Trainees can be a large commitment for an organisation. The applicant needs to identify 
if it has the capacity to mentor and develop the trainee to be able to complete their studies 
within the timeframe of the traineeship. Please discuss with your Registered Training 
Organisation (RTO) what your responsibilities as an employer would be in managing and 
developing a trainee. You will also find useful information on the Jobs and Skills WA 
website: https://www.jobsandskills.wa.gov.au/resources-employers 

4. Grant payments   

If the applicant is advised that their application has been successful, the maximum grant 
payment of $30,000 will be quarantined and placed on hold until they are able to employ 
a trainee or up to the 30th of May of the financial year of the funding round.  On 
engagement of the trainee applicants will be asked to send through the following 
documentation for release of the grant funding: 

 A signed grant funding agreement 

 The Trainee Contract of Employment 

 A copy of the Apprenticeship Office Trainee Registration 

 A copy of the Traineeship Course Registration with a RTO 

 A summary budget of expenses that can be claimed for the life of the traineeship to 

determine grant payment amount. If claimable expenses are greater than $30,000 

the total grant amount will be paid. If expenses are less than $30,000 DPIRD will 

fund to the total amount of the claimable expense. 

4.1  DPIRD Contribution 

Applicants can access a maximum payment of $30,000 per trainee for the costs 
associated with the employment of a trainee.  
 

DPIRD Grant funded costs can include: 

 The wages of the trainee 

 The superannuation payments for the trainee 

 The course fees for the trainee 

https://www.jobsandskills.wa.gov.au/resources-employers
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4.2  Applicants contributions 

Any other associated costs are at the expense of the applicant or funding may be 
sought through other avenues by the applicant.  

 

5. Information that will assist in the assessment of your 
grant application 

Applications will request detailed responses to the following items: 

5.1 Organisational Capacity to Employ a Trainee. 

You will need to identify the capacity of your organisation to support a trainee for the 
life of the traineeship. You will need to provide details of: 

 Who will be supervising the trainee and what is their suitability to fulfil the role. This 

may be providing information about Staff qualifications and/or experience to manage 

a Trainee. You might want to provide information about the support networks you 

have in place for staff, such as peer mentoring support or similar. 

 A list of your organisational policies and processes that would relate to staff support 

and management. 

5.2   Community Consultation/Workforce Planning 

Workforce planning involves identifying the skills, capabilities and capacity of your 
current workforce and forecasting your future workforce needs, identifying any 'gaps' and 
developing strategies and actions you can take to fill those gaps. As the assessment of 
the grant is considering the future ability of the trainee to meet the workforce needs of 
the community, it is important that applicants have considered the broader future of how 
their trainee will fit into the workforce landscape of their region.  

It is expected that applicants will have considered consultation or mapping workforce 
needs with relevant stakeholders prior to engaging a Trainee. This will help identify the 
type of Traineeship that would be valuable for future employment possibilities within the 
Community.  

The grant application will ask you: 

 What stakeholders did you consult with to identify future employment opportunities 

in your community?  

 How did you identify the skills required in the community to meet future employment 

possibilities for the Trainee? 

5.3   A comprehensive traineeship experience 

The assessment team will be looking for evidence that the trainee has the opportunity 
to experience a range of tasks and responsibilities over the life of the traineeship. 

Some information that will assist in this assessment area is: 

 Have you identified opportunities for the trainee to have work experience in other 



 

page 6 of 10 

locations apart from the main work area during the life of the traineeship?  

 Can you provide examples of a variety of tasks and experiences that the trainee will 

receive while working for your organisation? 

 Is there the ability for the trainee to receive mentoring or development from a range 

of people during the life of the traineeship? 

6. Acquittal of the Grant Payment 

The applicant will be required to complete an acquittal at the end of the traineeship. This 
will include a declaration that the wages stated in the grant have been paid to the trainee 
as per the grant, a copy of the invoice/s for the payment of the course and relevant 
supporting documentation if required.  

The applicant will also be asked to provide a report on the traineeship, including advising 
if the applicant is aware of the trainee gaining employment following the cessation of their 
traineeship. The DPIRD will provide a template for applicants to acquit this grant. 

7. Frequently Asked Questions 

Question: Can I receive a grant for more than one trainee at a time? 

Answer: The grant is undertaken in rounds.  If all the annual budget is not 
allocated in the first round or other funding becomes available DPIRD 
may undertake a second round of grant funding for that year. 

 

Question: What if my trainee leaves? Do I have to pay the money back that has not 
been used to DPIRD? 

Answer: Yes you will need to acquit the funds within 30 days of your trainee 
leaving.  

 

Question: Can my organisation choose what our trainee studies, or do I need to 
consult with DPIRD about required courses? 

Answer:  DPIRD does not limit the type of traineeships and recommends you refer 
to the Class B register of traineeships provided by the DTWD which is 
available through this link: 
https://www.dtwd.wa.gov.au/sites/default/files/uploads/class-a-b-register-
nov2018.pdf 

DPIRD will be assessing what traineeships you stated in your grant 
application against the community need you identified as part of the 
competitive aspect of the grant. Applications that show a strong link 
between the type of traineeship offered, and the need for the skills in the 
community developed through that traineeship will have a competitive 
advantage in the assessment process.  

https://www.dtwd.wa.gov.au/sites/default/files/uploads/class-a-b-register-nov2018.pdf
https://www.dtwd.wa.gov.au/sites/default/files/uploads/class-a-b-register-nov2018.pdf
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The requirements are that the traineeship needs to meet the DTWD 
requirements, and your organisation has the skills to mentor the person in 
that field of study. You should discuss this with your RTO and also with 
relevant stakeholders prior to deciding on a course to offer.  

 

Question: Can the trainee do work at other workplaces and my organisation is still 
eligible for the grant payment? 

Answer: The trainee is employed by your organisation and your RTO will have 
requirements regarding supervision requirements of the traineeship. 
However the goal of the traineeship is to build the skills of the individual 
so they can gain further employment. If another organisation is willing to 
have the trainee in their place of work to gain additional skills then DPIRD 
would be happy to agree to this. In the case of CRCs that are run by 
Local Government Shires there is no impediment to the trainee spending 
part of the time in the CRC and part of the time in the Shire administration 
office, as this is the same employer. We would encourage applicants to 
look at opportunities to increase the trainees experience, this can be a 
day here or there or a more consistent arrangement.  

 

Question: I am concerned about my trainee not being covered by workers 
compensation if I have them at another workplace. Are they covered? 

Answer: WorkCover WA have advised DPIRD that if your employee is off site 
during working hours that workers compensation insurance will still be 
valid. If you have any concerns you can speak with your insurer or ring 
WorkCover WA on 1300 794 744. 

 

Question: The trainee is not working out, what do I do? 

Answer: In the first instance contact your RTO. You may also wish to consult with 
Linkwest if you are a CRC, who can provide you with some industrial 
relations advice and referral if necessary. LGA’s will need to seek their 
own industrial relations advice. 

 

Question: Why does DPIRD want to know personal information about the trainee? 
This is private information. 

Answer: This information allows DPIRD to report on the value the traineeship 
program offers State Government over a period of time. DPIRD will be 
looking at ways they can track the impact of the traineeship after it 
finishes and also have information that will assist in trending relevant 
demographics. This information will be kept on a secure State 
Government Records Management System and only used for the 
purpose of the traineeship research. 
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Question: Can I also receive other payments to help with the cost of a trainee? 

Answer: DPIRD has no other payment or grant that would assist you. There are 
other schemes to assist with the cost of employing a trainee. You can 
discuss this with your RTO. Some other useful links are listed below, you 
will need to do your own research to see if your employment 
circumstances will qualify you for the incentive schemes listed below. 

The Australian Apprenticeships Incentive Program information can be 
found here: 
https://www.australianapprenticeships.gov.au/publications/summary-
australian-government-australian-apprenticeships-incentives-programme 

The Australian Job Active Wage subsidy information can be found here: 

https://jobsearch.gov.au/content/documents/wage-subsidies-
employers.pdf 

 

 

  

https://www.australianapprenticeships.gov.au/publications/summary-australian-government-australian-apprenticeships-incentives-programme
https://www.australianapprenticeships.gov.au/publications/summary-australian-government-australian-apprenticeships-incentives-programme
https://jobsearch.gov.au/content/documents/wage-subsidies-employers.pdf
https://jobsearch.gov.au/content/documents/wage-subsidies-employers.pdf
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Appendix 1  

Schedule of CRCs/LGAs eligible to apply for this grant 

Community Resource Centre Locations 

Augusta Beacon Bencubbin 

Beverley Bidyadanga Boddington 

Boyup Brook Bremer Bay Bridgetown 

Brookton Broome Bruce Rock 

Brunswick Junction Coolgardie Coorow   

Corrigin Cue   Cunderdin 

Dalwallinu   Dandaragan Denmark 

Djarindjin Dongara Donnybrook 

Dowerin Dumbleyung   Fitzroy Valley 

Frankland River   Gascoyne Junction Gingin District 

Gnowangerup   Goomalling Greenbushes 

Halls Creek Harvey Hopetoun 

Hyden Irrunytju Jerramungup 

Jurien Bay Kalannie   Kalbarri 

Kalumburu Kambalda Katanning 

Kellerberrin Kondinin Koorda   

Kulin Lake Grace Lancelin 

Laverton Leeman Green Head   Leonora   

Manjimup Marble Bar   Meekatharra   

Menzies Merredin Mingenew   

Moora Morawa Mount Barker 

Mowanjum Mukinbudin   Mullewa 

Nannup   Narembeen Newdegate   

Noonkanbah Norseman Northcliffe 

Nullagine Nungarin Pemberton 

Perenjori   Pingelly Pingrup   

Pinjarra Quairading Ravensthorpe 

Serpentine - Jarrahdale Shark Bay Southern Cross 

Tambellup Tjuntjuntjara Tom Price  

Toodyay Wagin Walpole 

Wandering Waroona Wellstead 

West Arthur   Westonia Wickepin   

Williams Wongan Hills Wyalkatchem 

Wyndham Yarloop Yongergnow - Ongerup 

York   

*CRC names listed as per CRC locat ion not legal entity  
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Local Government Authorities 

Shire of Capel Shire of Carnamah Shire of Carnarvon 

Shire of Chapman Valley Shire of Chittering Shire of Collie 

Shire of Cuballing Shire of Dardanup Shire of Esperance 

Shire of Exmouth Shire of Kojonup Shire of Mount Magnet 

Shire of Murchison Shire of Narrogin Shire of Northam 

Shire of Sandstone Shire of Tammin Shire of Three Springs 

Shire of Trayning Shire of Victoria Plains Shire of Wiluna 

Shire of Woodanilling Shire of Yalgoo  

 

Important disclaimer 
The Department of Primary Industries and Regional Development and the State of 
Western Australia accept no liability whatsoever by reason of negligence or otherwise 
arising from the use or release of this information or any part of it. 

Copyright © Department of Primary Industries and Regional Development, 2018 

 

End of document  
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Regional Traineeship Program 

GRANT APPLICATION  

Funding Round 1 2019 – Applications close 25 February 2019 

 
Refer to the Regional Traineeship Grant Guidelines for eligibility criteria 

 
The Regional Traineeship Program Grant is a competit ive grant program. 

Successful applicants wil l be invited to enter a Funding Agreement with 
DPIRD for the period of the Trainee placement.  

Unsuccessful Applicants will be encouraged to apply for Trainee ship 
Grant funding in future funding rounds.  

 

NOTE:  If your employment of a trainee is dependent on 
obtaining this grant, do not take any action to employ 
a Trainee until you receive written confirmation of 
application success. 

If  you require assistance in completing this application, please contact 
one of the DPIRD Project Off icers on the phone numbers listed below.  

 
Amanda Fairhead 6552 2039 - Peel and Wheatbelt  
 
Max Betteridge 9690 2249 - Mid West, Kimberley, Gascoyne and 

Pilbara 
 
Sarah Klahn-Jolley  6552 2066 - Great Southern and South West  
 
Steve Nikola  6552 1837 - Goldf ields and Wheatbelt  
 
 

NOTE:  For application lodgement details, see the “Check 
List” at the end of this document. 
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Organisation Details 
 

Contact 
Name:  

      Position:       

Name of 
Organisation: 
(CRC or 
LGA) 

      Phone No:        

Email:        ABN:       

Regional 
Development 
Commission 
location of 
your CRC: 

      Registered for GST  Yes  No 

 

Has your organisation applied for funding through a DPIRD Trainee Grant 
Program previously? 
 
If yes, date last grant received:       
 
Were all grant funds fully acquitted? 
 

 Yes  No 

 Yes  No 
 
 
Amount     $      
 
 

Comments:       

 

Section 1 
1.1 Community Overview 

 

1. Please provide an overview of your community (snapshot of demographics, major employment fields, 
strengths in your community). 
 
      

 

2. What is your reason for wanting to employ a trainee within your organisation?  
 
      

 

3. What outcomes would you like to see occur from your employment of a trainee? 
         
      
 

4. What type of traineeship/s are you considering and why do you think these would be the best fit for 
your organisation and community need? Please provide the Certificate name as stated in the 
Department of Training and Workforce class a and b traineeship register. Provide up to 4 possible 
traineeship options. 
 

 
      



3 
Obj Ref A7023450 

Option 1 

Option 2 

Option 3 

Option 4 

5. This grant is an incentive to employ people who have not been in the active workforce for a period of 
time, and to provide an opportunity for those who have been long term unemployed or underemployed. 
Can you share your strategy to engage this demographic and encourage their participation in applying 
for the employment? 

   
      

 
Section 2  

 

2.1 Organisational Capacity to Employ a Trainee   

Refer to Section 4.1 of the Guidelines 
  

6. Where will the trainees primary place of work be located? 

e.g. Within the CRC, Within the Shire office, Parks and Gardens, Tourism Centre etc. 
 
             

7. Who will be the primary supervisor for your trainee? Why is this position/person relevant for 
this role? 

 
      

8. Please provide relevant examples of staff training and development you have offered to 
your employees in the last 12 months. (This could be formal qualifications, attending short 
courses, mentoring and development and staff development plans). 

      

9. Please provide a list of your organisations policies and processes that would relate to staff 
support and management. 

      

 

2.2 Community Consultation 

Refer to Section 4.2 of the Guidelines. 
 

10. Please outline the community consultation processes you have used to identify the possible 
future employment opportunities for the trainee. 

                

11. What work skills/qualifications were identified as needed in your community? 

      



4 
Obj Ref A7023450 

12. List the potential future employers you have consulted. 

      

13. How did this consultation occur? 

e.g. in person, networking event, survey etc. 

      

14. What employment opportunities exist within your organisation and/or community for the 
trainee, following successful completion of the traineeship with your organisation? 

                 
 

 

2.3 A comprehensive traineeship experience 
 

15. Has your organisation investigated opportunities for the trainee to work in locations other 
than the primary work environment for part of the traineeship? 

            Yes  No  

If Yes, what do you see as the benefits for all parties? 

      

 

16. If you answered yes to question 15, please list the organisations you have consulted with to 
identify work locations where your trainee could be placed. 

                
 

17. Can you provide examples of a variety of tasks and experiences that the trainee will receive 
while working for your organisation? This could be within your organisation or through work 
experience with other organisations. 

      

 

18. If you have opportunities for the trainee to receive mentoring or development from a range of 

people during the life of the traineeship, can you please provide an outline of your process to 

achieve this.  

      

 

  



5 
Obj Ref A7023450 

Section 3 
3.1 Communications and Marketing 

 

19. Please indicate how you will profile and communicate the success engagement of the 
trainee and/or funding sources. 

 
  Website  Facebook    Newspaper  Letterbox Drop  E-News 
 

 Community Newsletter    Community Event    Annual Report   Other  
 

 
Other – Please describe 
 
      

 
 

Additional Comments: 
 

      
 
 
 
 

  
 

Note:  Information pertaining to this grant, including the grant 
recipient, amount of grant and the purpose of the grant 
may be accessed by the public or tabled in the 
Western Australian Parliament.  
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Regional Traineeship Program 

GRANT APPLICATION 2018 
 

ACCEPTANCE OF GRANT CONDITIONS 

The Grant Application form must be signed by the Organisation Chairperson/CEO 
(or another Committee Member or LGA employee, formally delegated with such 
authority) of the Organisation that is making the grant application.  

I               certify that the application is in accordance with the criteria for accessing 
the Regional Traineeship Grant as outlined in the Regional Trainee Grant Guidelines and 
that all the information provided is true and correct. I give permission to the Department 
of Primary Industries and Regional Development to contact any person or organisation in 
the processing of this application. 

I have read and accept the conditions, criteria and policies as listed in the Regional 
Trainee Grant Guidelines, which apply to this application. 

Name of organisation applying for grant:       

 
Signed: …………………………                   Date:       

(Chairperson/ CEO/authorised Committee Member/authorised Shire employee) 
 

Name:                                                                 Position:       
 

 

Check List 
 

 Have you provided contact detai ls for the assessment team ? 
 

 Have you completed all three sections in the applicat ion , 
providing a level of information to assist the assessment panel to 
make a determination regarding your submission? 

 
 Have you had the grant applicat ion approved by an authorised 

off icer of your organisation with the delegation to approve the 
lodgement of this applicat ion? 

 

Please submit the completed application to crcgrants@dpird.wa.gov.au 
Application is to be submitted as one attachment, do not delete any 
sections of the grant application.  

Important disclaimer 
The Department of Primary Industries and Regional Development and the State of Western 
Australia accept no liability whatsoever by reason of negligence or otherwise arising from the 
use or release of this information or any part of it. 

Copyright © Department of Primary Industries and Regional Development, 2018 
 
  

mailto:crcgrants@dpird.wa.gov.au
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FOR OFFICE USE ONLY –  CORE PROGRAMS BRANCH 
 

Entered into Objective: 

Criteria Met: 

Recommended for approval:     

Yes  No 

Yes  No 

Yes  No 

Objective reference:   

 

 

A………… 

 
Signature: …………………………………Date:…………. 
  Project Officer 
 

Application Approved:               Yes   No     

………………………………………… Principal Project Officer / Manager Core Programs 
 
Signature: …………………………………Date:…………. 
 

 
Written advice of grant outcome sent  Yes   No Date: …………………… 
 
Written advice of grant Obj ref no: A……………….. 
 
Feedback on outcome requested on Date: …………………… 
 
Feedback provided on Date: …………………… 
 
File note on Feedback Obj ref no: A……………… 
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