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[bookmark: Training_Agreement]Education, Health, and Community Industry Skills Board trading as Careerforce
	Trainee Information – Trainee to complete. All information required is mandatory unless specified

	First name(s)
	     
	Last name
	     

	Middle name(s)
	     
	Preferred Name
	     

	Previous name(s)
	     

	Home Address
	     

	City
	     

	Postcode
	     
	Date of Birth
dd/mm/yy
	           /     /     

	Email Address (please print clearly)
	     

	Phone Number
	     
	Gender
	|_|    Female
	|_|   Male
	|_|   Gender Diverse

	NSN (if known) 
	     
	A National Student Number (NSN) that has previously been verified may be used as a form of ID



	Proof of Identity – verified documents will be required, confirmation of Citizenship is compulsory

	What is your current residency status?
	|_|      New Zealand (NZ) Citizen
	|_|     Australian Citizen

	
	|_|     NZ permanent resident
	Country of Citizenship:      

	
	|_|      Australian permanent resident
	Country of Citizenship:      

	
	|_|      Other overseas 
	Country of Citizenship:      

	New Zealand or Australian Citizen
	New Zealand or Australian Permanent Resident

	If you are a NZ or Aus citizen, you must provide a verified ID of one of the following
	|_|
	Copy of your current NZ passport
	If you are a permanent resident, you must provide verified copies of both of the following
	|_|
	Copy of your current passport

	
	|_|
	Copy of your NZ Birth certificate (issued after 1 January 1998)
	
	|_|
	Copy of your residence Visa

	Accredited Employer Work Visa (AEWV)
	All other visa types (International fees will apply)

	If you have an AEWV, you must provide verified copies of both of the following
	|_|
	Copy of your current passport
	If you are on any other type of Visa verified copies of both of the following
	|_|
	Copy of your current passport

	
	|_|
	Copy of your Accredited Employer Work Visa
	
	|_|
	Copy of your current Visa

	Expiry Date of Visa
dd/mm/yy
	     /     /     










	Ethnicity 

	Is English your second language?
	   |_|     Yes
	|_|    No

	  Please tick up to 6 ethnicities you relate to:
   
   

	  |_|    NZ European/Pākehā
	|_|   Niuean
	|_|   Other Pacific people
	|_|  Filipino

	  |_|   NZ Māori*
	|_|   Samoan
	|_|    Indian
	|_|   Chinese



	  |_|    Cook Islands Māori
	|_|   Tokelauan
	|_|   African
	|_|   Middle Eastern


	  |_|   Tongan
	|_|   Fijian
	|_|   Australian
	



	Other please specify: 
	     

	* If you are of NZ Māori descent, please list the iwi with which you are affiliated, if known. 
You can provide up to 6 Iwi and 1 Hapu.

	Iwi:      



 
     

	     
	Hapu:      



	
Employment / Education 

	As at 1 October last year, what was your main activity prior to this enrolment?

	|_|  Secondary student
	|_|   University Student
	|_|   Overseas

	|_|  Non-employed or beneficiary
	|_|   Polytechnic Student
	|_|   Private Training Student

	|_|   Wage or Salary Worker
	|_|   College of Education Student
	|_|   Wananga Student

	|_|  Self-employed
	|_|   House-person or retired
	



	Previous Education 

	Last Year in Secondary School
*Required Information
	
[bookmark: Text4]        /      /       
	School Name
(provide country if not NZ)
	
                         

	What is your highest school qualification (tick one)

	|_|   14 or more credits at any level
	|_|   NCEA L3 or Bursary or Scholarship
	|_|   University Entrance

	|_|  NCEA L1 or School Certificate
	|_|   No formal secondary qualification
	|_|   Overseas qualification

	|_|   NCEA L2 or 6th Form Certificate
	|_|  Not known
	|_|   Other

	What is the highest qualification you achieved after leaving school (tick one)

	|_|   L1 Certificate
	|_|   L5 Diploma / Certificate
	|_|   Master’s degree

	|_|   L2 Certificate
	|_|  L6 Grad. Diploma /Certificate
	|_|   Doctorate degree

	|_|   L3 Certificate
	|_|   Bachelor’s degree, L7Dip/Cert, Grad Dip
	|_|   No Qualification

	|_|   L4 Certificate
	|_|   Postgrad. Dip/Cert. Bachelor Honours
	

	Was your highest qualification achieved in the English Language?
	|_|     Yes
	|_|     No

	First year of Tertiary Education (NZ or overseas)
*Required Information
	[bookmark: Text1]          /          /           





	Learning Support (This information allows Careerforce to understand, and provide additional learning supports)

	Do you identify as having a learning support or disability need?
	|_|    Yes
	|_|    No
	|_|    Prefer not to say

	Please state what support you require (at least one must be selected if you answered yes to the above question)

	|_|           No, I do not need support at this time.
|_|           Access to assistive technology (e.g. reading, writing, communication)
|_|           Mobility and Transport (e.g. Mobility Carparks or Personal emergency evacuation plan when on our sites)
|_|           NZ Sign Language Interpreter
|_|           Accessible format resources for course content
|_|           Support with reading, writing and communicating (in learning sessions or for assessments)

	Other learning or disability support – please provide full details
	     

	Have you accessed disability services 
	|_|    Disability services accessed
	|_|    Disability services not accessed

	Would you like us to contact you about the available support services we can provide or connect you with?
	|_|   Yes
	|_|   No




	Recognition of Prior Learning (RPL)

	Have you completed any prior study related to the programme which you are enrolling in, within the last two years?
	|_|    Yes
	|_|    No

	

If Yes:
	Provider Name
	     

	
	Programme Name
	     

	
	Transcripts and Certificates required:
|_|      If requesting RPL, please attach a copy of all relevant official transcripts and certificates with this Training Agreement



	Employer Information – Employer to complete. All information required is mandatory unless specified

	Legal Business Name
	     

	Trading Name
	     

	Branch
	     
	Careerforce Account Number
(if known)
	     

	Key Contact (best contact for this training agreement)
	     

	Key Contact Email
	     

	Key Contact phone number
	     
	

	Trainee work status
	[bookmark: Check83]|_|   Paid employee
	[bookmark: Check84]|_|   Voluntary/Unpaid with work agreement

	Trainee Job Title
	     

	Purchase order number (if required)
	     





	Name of Assessor - All Training Agreements must have an Assessor 

	[bookmark: _Hlk64486744]Type of Assessor:
	 |_|  Employer-Led
	Assessor Name:
(if known)
	     

	
	 |_|  Full-Service Contract
	
	



	Qualification Selection – Employer to complete

	Name of the qualification your trainee is enrolling in: 

	Qualification title:
	     

	Level:
	     
	Strand (if applicable):
	     

	For Level 4 and above only

	Specialisation:      



	[bookmark: _Hlk64470971]Training Programme (for this qualification) – Employer to complete

	Compulsory units: The trainee will automatically be enrolled in the compulsory units for the qualification.
Elective units: If the qualification has electives, select one of the options below, otherwise leave this section blank


	[bookmark: Check87]  |_|  Option 1: Where specified electives have been pre-selected for this programme by the employer.

	[bookmark: Check88]  |_|  Option 2: Individualised programme of electives (please list below).

	[bookmark: Check89]  |_|  Option 3: List up to 3 unit standards to complete a New Zealand Qualification. A certificate will be issued, and the qualification will be awarded.

	Unit standard number
	Level
	Credits
	
	Unit standard number
	Level
	Credits

	     
	      
	      
	
	      
	      
	      

	     
	      
	      
	
	      
	      
	      

	     
	      
	      
	
	      
	      
	      

	     
	      
	      
	
	      
	      
	      

	[bookmark: Text2]     
	[bookmark: Text3]      
	      
	
	      
	      
	      

	     
	      
	      
	
	      
	      
	      

	     
	      
	      
	
	      
	      
	      

	     
	      
	      
	
	      
	      
	      

	For a full list of available elective unit standards, please contact your Careerforce Regional Workplace Advisor.
	Total credits:
	     

























	 Fees payable – Confirmed by Employer and Trainee

	Who will pay Careerforce the enrolment fee, if applicable
	    |_|    Employer
	     |_|  Trainee 
	|_|    Other (e.g. Grant or scholarship)  

	If you selected other above, please specify: 
	     

	IRD Final-Year Fees Free:
|_|     Please indicate here if you believe you are eligible for Final-Year Fees Free.
(NOTE: Full fees are to be paid on enrolment by the above payee)
To check your eligibility, visit: https://www.ird.govt.nz/fees-free
If eligible, you must complete the IRD Number Collection Form during the enrolment process to provide us with your IRD number. This will assist your application for a refund through myIR on Inland Revenues website upon completion of your programme. Access the form here: https://www.careerforce.org.nz/fees-freeIRD 

	The payee will be invoiced directly by Careerforce. By submitting this training agreement to Careerforce, the payee agrees to pay the enrolment fees for this programme. 
*Standard payment terms are the 20th of the following month from the date the invoice is issued




	Trainee Agreement Signatures – ALL parties must sign this document

	By signing this agreement, you acknowledge
· All information provided is true and correct
· You have read, acknowledge and agree to the Terms and Conditions listed below

	Trainee Signature
 
	Date:      /     /     

	Employer Signature
 
Name:      
Role:      
	Date:      /     /     

	Training start date:      /     /     

	Once you have completed this agreement, please return it to Careerforce alongside verified ID and visa information.
iportal: Our preferred method to receive documents is via iportal. If you do not have iportal access please contact your Careerforce representative, or our Support Centre on 0800 277 486
Email/Scan: info@careerforce.org.nz

	If you have any questions or require support, please call our Support Centre on 0800 277 486

	






	Acceptable forms of Identification (TEC requirements)

	Either: 
	A National Student Number (NSN) that has already been verified can be used as a form of identification. The number must be stated on the Training Agreement, and all names and date of birth must match.

	OR:
An original or certified copy of a current passport.
	[image: þÿ]A Current NZ Passport

	[image: A close-up of a passport

AI-generated content may be incorrect.]A Current International Passport


	OR:
An original or certified copy of one or more of the following documents.
	[image: þÿ]NZ Birth Certificate (issued after 1 January 1998*)

	[image: þÿ]Certificate of Identity


	[image: þÿ]NZ Citizenship Certificate

	[image: þÿ]Expired Passport (NZ or International) that has not been cancelled

	
*Birth certificates issued prior to 1 January 1998 are not acceptable
Does the trainee name on this Training Agreement match the name on the above ID?
YES - No further information is required.
NO – Please attach one of the following supporting documents listed below to show the legal name change:


	· NZ Marriage Certificate
· NZ Civil Union Certificate
· Change of Name by Deed Poll
	· NZ Divorce Papers/Dissolution of Marriage
· Certificate of Annulment
· Change of Name by Statutory Declaration

	
	

	Identity and Verification Requirements

	To be accepted as verified you must get copies of your document(s) signed and dated (preferably with an official stamp) by a person authorised to take declarations. 

This could be a: 
· Justice of the Peace (JP)
· Lawyer
· Barrister
· Notary Public
· Court Registrar or Deputy Registrar
· Member of Parliament

What the person authorised to take declarations must do:
· Identify their official designation on the front of each page of the copy (preferably with an official stamp)
· Sign and date the copy
· Write the following words (or words to the same effect); ‘This is a true copy of an original document that I have sighted.’

All other pages of the verified copy must be initialed by the person signing.

	







	

Terms and Conditions – Employer and Trainee to read

	If you are a trainee or an employer, when you sign up to a training agreement with Careerforce, you agree to abide by the terms and conditions listed below. (Conditions are subject to change).

Training agreement terms
a. This training agreement intends to set out the relationship between the parties arising from the Education (Vocational Education and Training Reform) Amendment Act 2020. It forms part of the employment agreement between the employer and the trainee and is valid for as long as you remain in paid employment with your current employer.
b. Nothing in this training agreement will detract from or otherwise affect the operation of the provisions of the Employment Relations Act 2000, relating to personal grievances or to the enforcement of employment agreements between the employer and the trainee.
c. Enrolment begins when a correctly completed and signed training agreement, and trainee identification is received by Careerforce. The training start date will be the date entered into the training start date field. If unknown, the date the employer has signed the training agreement will be used.
d.  If payment is not received by the due date, access to training materials may be restricted. Ongoing non-payment may lead to the termination of this agreement, and referral to a debt collection agency. Certificates may be withheld until all outstanding fees and associated costs are fully paid.
e. A minimum three-month enrolment period applies to any programmes (including Limited Credit Programmes) leading to the awarding of a New Zealand qualification or apprenticeship.
f. This training agreement will cease for any of the following reasons:
1. On the completion of the training plan.
2. On termination of the employment agreement between the trainee and employer.
3. If either the employer or employee request that this training agreement be terminated.
4. A trainee fails to meet reasonable credit achievement milestones and/or completion is overdue.
5. A trainee has engaged in severe academic dishonesty; this includes but is not limited to the presentation of assessment evidence obtained by deception or using a paid assessment service. 
g. Careerforce cannot register credits after this training agreement has ceased.
h. Request for the withdrawal of the training agreement must be received by Careerforce within one month of the termination date.
i. Enrolment fees will be refunded (if applicable) if the trainee terminates within 3 months, and Careerforce has been advised within 4 months of the training start date.
j. Training agreements cannot be transferred to another trainee.

Trainee Obligations
By signing this Training Agreement, you the trainee, acknowledge that the information supplied is correct to the best of your knowledge. You have read and agree to the terms and conditions, and the responsibilities listed below.

a. I declare that I am the owner of the National Student Number (NSN) entered on page 1.
b. I understand that Careerforce will collect, use, and store my personal information in the manner set out in the terms and conditions of this agreement.
c. I agree to:
· Actively participate in training and make consistent progress by regularly achieving credits until the programme is completed.
· Produce, generate, and supply all my own evidence in assessments.
· Take part in the Literacy/Numeracy Assessment programme if required.

d. I understand that if I do not make sufficient progress or achieve credits, my training agreement may be placed on hold or withdrawn.
e. I will advise Careerforce if I:
· need to place my training agreement on hold
· change my employer, or
· if any of my details (including contact information) change

f. I will not share my Careerforce passwords with others (this includes but is not limited to Aka Toi and iportal). 
g. I acknowledge that I will not engage in Academic Misconduct. I will not use Generative Artificial Intelligence (Gen AI) tools or directly copy from any source such as Careerforce learning materials, books, printed material, the internet, or another person when answering assessment questions.
h. If applicable, pay the required enrolment fees to Careerforce by the due date.
i. I have read, and agree to abide by the Careerforce Learner Code of Conduct.

Employer Obligations
By signing this Training Agreement, you the employer, acknowledge that the information supplied is correct to the best of your knowledge. You have read and agree to the terms and conditions, and the responsibilities listed below.

a. The person identified in this training agreement has a current employment agreement (consistent with the provisions of the Employment Relations Act 2000) with my organisation.
b. All trainees who have not completed a tertiary qualification at Level 3 or above in the English language, must complete a literacy and numeracy assessment.
c. Careerforce may communicate directly with the trainee, unless explicitly agreed otherwise with the employer.
d. I will provide workplace support to the trainee of a type and level appropriate to the nature/scope of this training.
e. I will advise Careerforce if the training agreement is to be placed on hold, or if the trainee leaves the employment of this organisation.
f. Where the trainee is employed on an Accredited Employer Work Visa, the training meets the conditions of the Visa (i.e. the study is required as part of the employment).
g. Have a suitable person available to supervise and support the trainee to complete assessments and observations. 
h. Notifying Careerforce of the termination of the employment agreement between the parties (resulting in termination of the agreement) within 14 days of such termination.
i. If applicable, pay the enrolment fees to Careerforce by the due date.

	

	Privacy
What information do we collect about you?
· Personal information that you provide on your training agreement such as your name, date of birth, address, phone number, nationality, ethnicity, place of work and email address.
· Personal information that you submit through Aka Toi, such as your username and password, assessment, or answers.
· Assessment results that the assessor provides.
· Literacy and numeracy results submitted through the Literacy Assessment tool.
· Other electronic and written communications between Careerforce and you, such as emails.
· Aka Toi uses web cookies where required for a particular feature to work. A cookie is information that a website stores on your computer and allows that website to recognise you and keep track of your preferences.

How do we store information about you?
· Personal information collected by Careerforce is stored on secure Careerforce servers.
· Information collected through Aka Toi is held on our behalf by a third-party contractor. They will not share or disclose this information with anyone else except Careerforce.

Who do we share your information with?
· Education, Health, and Community Industry Skills Board.
· The New Zealand Qualifications Authority (NZQA), to officially register your credits.
· The Tertiary Education Commission (TEC) who funds Careerforce and reports on population statistics and trends.
· Training providers who may be arranging part, or all, of your training.
· Iwi authorities for reporting on population statistics and trends.
· Graduation ceremony organisers such as the Mayoral Taskforce for Jobs.
· Your employer and your assessor.
· Other organisations as required by law, official government requests, or to develop our services or protect our rights.

How do we use your information? 
· Your assessment evidence is used as part of Careerforce and NZQA’s moderation, evaluation, and quality control systems. 
· For research purposes, continuous improvement and general statistics on performance. 
· Your email address and mobile phone number are used to communicate with you about information relevant to your training. 
· Your email address is used to provide you with other material (including promotional material, news, and event information). 
· When required, we share your National Student Number (NSN) and NZQA Record of Achievement with your employer or assessor. 
· We act in accordance with the Privacy Act 2020 and the Unsolicited Electronic Messages Act 2007. 

You can access and update your personal information at any time by calling Careerforce Support Centre on 0800 277 486 or email info@careerforce.org.nz 
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