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About the Handbook

	Purpose of the Handbook
	This Handbook provides policy, process and procedural information on the National Indigenous Cadetship Project (NICP).

Note: The information provided is subject to change without notice.  See More information on NICP below.


	Target audience
	This Handbook has been developed for prospective and current employers and cadets.


	What the Handbook doesn’t contain
	This Handbook does not contain specific information on the following items, which are outside the scope of the NICP:

· Compulsory course or tuition fees for tertiary study, including TAFE fees and loans for university study under the Higher Education Contribution Scheme - Higher Education Loans Programme (HECS-HELP) or FEE-HELP scheme; and

· Centrelink payments.

However, students should note that:

· cadets undertaking studies in courses which are subject to HECS-HELP or FEE-HELP, are subject to the payment requirements of that Scheme/Programme; and

· students in receipt of Centrelink payments must advise Centrelink immediately when they commence their cadetship so that that agency can determine their continuing entitlement.  NICP cadets are not eligible for Abstudy payments.


	More information on NICP
	For more information on the NICP, employers and students may wish to do one of the following:


	If…
	Then…

	checking for updated policy information via the internet which may change the information presented in this handbook,
	visit the NICP internet at www.nicp.dewr.gov.au
Note: The information contained in this handbook is correct at the time of printing but is subject to change without notice.  Before making decisions about the programme, you should check the above internet site to ensure the information on which you are relying is still current.

	sending an email,
	write to nicp@dewr.gov.au 


Continued on next page

About the Handbook, Continued
	More information on NICP (continued)


	If…
	Then…

	calling the Indigenous Employment hotline,
	dial 1802 102 (toll free from a fixed line phone)

	posting correspondence,
	send it to:

The Manager

National Indigenous Cadetship Project
Indigenous Employment Programme Branch

Department of Employment & Workplace Relations

GPO Box 9879

CANBERRA  ACT  2601


	Other useful links
	The following are some useful internet links for information related to topics found in this Handbook:


	Subject
	Internet link

	HECS-HELP or FEE-HELP for full tuition fees.
	www.goingtouni.gov.au 

	Wages and conditions of employment
	www.wagenet.gov.au

	Taxation issues
	www.ato.gov.au

	Payments and services for Indigenous Australians
	www.centrelink.gov.au

	Indigenous Tutorial Assistance Scheme
	http://www.dest.gov.au/sectors/indigenous_education/policy_issues_reviews/indigenous_education_and_training_2005_2008.htm

	University course information
	www.goingtouni.gov.au 


	More information on workplace issues
	For more information on workplace issues, employers and cadets can visit www.workplace.gov.au





    








___________
About the NICP

	Introduction
	This section provides background information on the National Indigenous Cadetship Project (NICP).


	The NICP is an Australian Government funded programme
	The NICP is an Australian Government funded programme administered by the Department of Employment and Workplace Relations (DEWR).  In this Handbook, DEWR will be referred to as “the department”.


	NICP is part of the Indigenous Employment Policy
	The Indigenous Employment Policy was implemented in July 1999 in recognition of the particular disadvantage experienced by Indigenous Australians in the labour market and that special measures are required to secure improved outcomes.  The policy focuses on creating opportunities for Aboriginal and Torres Strait Islander people in the private sector and provides a flexible package of assistance including:

· the Indigenous Employment Programme;

· initiatives to support Indigenous business development; and

· measures to improve employment services and outcomes.

The NICP is an element of the Indigenous Employment Programme.


	Aims of the NICP
	The NICP aims to improve the professional employment prospects of Indigenous Australians by linking Indigenous students with employers in a cadetship arrangement involving full time study and work placements.


Continued on next page

About the NICP, Continued
	General Description of NICP
	Below is a general description of the NICP:

· The department, employer and student enter into an NICP Employer or Sponsor Agreement depending on the industrial instrument under which the cadet is engaged.  Once the agreement is signed, the student becomes a cadet.  (Employers/sponsors and cadets would also enter into a contract of employment which provides more specific details on the terms and conditions of employment or sponsorship over the duration of the cadetship.)
· The cadet undertakes full time study related activity totalling 40 weeks each year, during which the employer pays the cadet a study allowance.

· The employer provides the cadet with paid employment totalling 12 weeks, which is usually undertaken during the long break at the end of the academic year.

· The expectation is that the employer will retain the cadet when he or she has successfully completed their course of study.


	The department’s responsibilities
	The department is responsible for: 

· maintaining a cadetship database and assessing student eligibility;

· maintaining an employer database and assessing employer eligibility;

· marketing the NICP to Indigenous students and employers;

· helping employers to identify suitable candidates for cadetships;

· providing policy and other advice to employers and cadets; and

· making NICP payments to employers according to this Handbook.
The staff of the Indigenous Employment Programme Branch (IEPB), situated within the department, administer the NICP.


Taxation (including GST)

	Introduction
	This section provides information on Australian Government policy as it relates to the Australian Business Number (ABN) and registration for the GST.  It also provides specific information sourced from the Australian Taxation Office (ATO) about Pay-As-You-Go taxation issues for cadets under NICP Employer and Sponsor Agreements.


	Australian Government policy
	Employers participating in the NICP are required to provide an Australian Business Number (ABN) when submitting their proposed cadetship agreement to the department.  If you require further information about obtaining an ABN, see More information on taxation issues on page 6 for contact details.
If you do not provide an ABN, a portion of any payments may be withheld by the department at the top marginal tax rate and remitted to the ATO on your behalf.

Cadetship employers may also need to be registered for the GST dependent on the amount of cadetship funding which will be paid.  All applicants are advised to seek their own advice from a qualified professional on the taxation implications of payments made under the NICP.


	Payment of taxes
	There is a choice of two cadetship agreements available to an employer when entering into an agreement with a student.  In May 2004, the ATO provided the following advice for each agreement type:


	Agreement type
	ATO Advice

	Employer Agreement
	· This is used where there is an existing industrial award or other instrument that sets out the terms and conditions under which cadets are to be employed.

· Cadets covered by an Employer Agreement are employees for all 52 weeks of the year.

· All payments made by the employer to the employee are assessable income of the employee.  Tax should be withheld from these payments at the appropriate levels under the Pay-As-You-Go Withholding provisions of tax law.

· Employer superannuation support should be provided for all 52 weeks.

Note: See also Agreement types, page 18, for further information on NICP agreements.


Continued on next page

Taxation (including GST), Continued
	Payment of taxes (continued)


	Agreement type
	ATO Advice

	Sponsor Agreement
	· This is used where there is no industrial award or other instrument that sets out the terms and conditions under which cadets can be employed.

· During the 40-week academic year:

· the cadet is not employed;

· the employer still makes payments to the cadet.  These payments are assessable income and tax should be withheld at the appropriate levels under the Pay-As-You-Go Withholding provisions of tax law; and

· employer superannuation support does not have to be paid as the payments are not Ordinary Time Earnings of the cadet.

· During the 12-week work placement period:

· the cadet is employed in the business of the employer and is paid salary or wages.  Tax should be withheld from these payments at the appropriate levels under the Pay-As-You-Go Withholding provisions of tax law.

· employer superannuation support should be provided.

Note: See also Agreement types, page 18, for further information on NICP agreements.


	More information on taxation issues
	For more information on taxation issues, employers and cadets can:

· visit the ATO website at www.ato.gov.au, or

· call the ATO hotline on 13 28 61.


Information for Employers

	Introduction
	This section provides employers with information on how to participate in the NICP, and their responsibilities once they are registered with the NICP.


	More information
	Employers should refer to the NICP internet site at www.nicp.dewr.gov.au for:

· the latest version of this Handbook, and

· copies of agreements and the acquittal form.


	In this section
	This section contains the following topics:


	Topic
	See Page

	Employer participation in the NICP
	8

	Employer entitlements and responsibilities
	11

	Recruitment and work placement
	14

	Cadetship agreements and variations
	18

	NICP payments
	22


Employer participation in the NICP

	Process
	The following table outlines the ten stage process of employer participation in the NICP:


	Stage
	Who
	Description

	1. 
	Employer
	Registers with the NICP by submitting an online registration at the NICP website at www.nicp.dewr.gov.au.  See How to register with NICP on page 10.

	2. 
	Department
	Considers the application by assessing the employer’s: 

· ability to support the cadet during the cadetship;

· ability to provide paid work placements that would complement a prospective cadet’s course of study; and

· capacity to provide continuing employment on successful completion of the cadetship.

The department may also consider the financial viability of the employer and its ability to ensure regular and consistent cadetship payments are made to their cadet/s, in accordance with the Employer or Sponsor Agreement.

	3. 
	Department
	Notifies the employer in writing of the registration outcome:

· if approved, see Stage 4.

· if not approved, the process ends.

	4. 
	Employer
	· Accesses the NICP database containing current student applications for cadetships.  Student applications contain personal and sensitive information that is protected under the Privacy Act 1988 and is provided for NICP purposes only.  The use and disclosure of this information for any other purpose is unauthorised; and/or

· identifies prospective cadets via other means including advertising the cadetship vacancy, contacting the Indigenous community to identify suitable candidates, direct approaches from Indigenous students to employers.

	5. 
	Employer
	Begins the recruitment process by contacting and interviewing and/or otherwise assessing prospective cadets.

	6. 
	Employer
	Finds a suitable cadet(s) and offers a cadetship(s).

	7. 
	Cadet and Employer
	Complete and sign NICP Employer or Sponsor Agreement.

	8. 
	Employer
	Submits agreement to the Department for approval.


Continued on next page

Employer participation in the NICP, Continued
	Process (continued)


	Stage
	Who
	Description

	9. 
	Department
	Assesses the agreement and notifies the employer whether the agreement has been approved.

	10. 
	Employer
	If the agreement is approved, the cadetship commences and the employer:

· makes all necessary payments to the cadet;

· puts in place appropriate administrative arrangements to ensure the smooth operation of the cadetship; and

· provides the cadet with paid employment for the annual work placements.


Continued on next page

Employer participation in the NICP, Continued
	How to register with NICP
	An employer who wishes to participate in the NICP must register by completing the following 4-step procedure:


	Step
	Action

	1. 
	Visit the NICP website at www.nicp.dewr.gov.au.

	2. 
	Click on Employer > Register with NICP > OK.  

	3. 
	Complete all mandatory fields marked with *.

	4. 
	Click on Register to submit the form.


Employer entitlements and responsibilities

	Employer entitlements
	The employer is entitled to annual payments from the department for the study component for each cadet.  For more information, see NICP payments, page 22.


	Employer’s responsibilities to the department
	The employer’s responsibilities to the department are to:

· notify the department immediately of any changes in the cadet’s circumstances that may affect their eligibility for the cadetship;

· claim payment of funding under NICP by submitting a tax invoice to the department within 28 days of notification of approval of the Employer/Sponsor Agreement by the department; and

· account for all payments made under the cadetship by submitting a completed NICP Acquittal Form within 28 days of the anniversary of the cadetship and, within 28 days of the completion of the cadetship.


Continued on next page

Employer entitlements and responsibilities, Continued
	Employer responsibilities to the cadet
	The employer’s responsibilities to the cadet are to engage the cadet under an NICP Employer or Sponsor Agreement and:

· if the cadet is engaged under an NICP Employer Agreement, the cadet must also be employed under an appropriate industrial instrument for all 52 weeks of the year; 

Example: Australian Workplace Agreements, state and federal awards, Certified Agreements.

· if the cadet is engaged under a Sponsor Agreement, the cadet must be employed under an appropriate industrial instrument during the 12-week (or equivalent) work placement.  (Under the Sponsor Agreement, the cadet is not an employee during the full-time study component);

· provide the cadet with a paid 12-week work placement, or equivalent, for each full year of the cadetship, ensuring that the work duties complement the cadet’s course of study;

· make all necessary payments to the cadet (see NICP payments, page 22);

· provide reasonable assistance to ensure the cadetship’s success, including:

· providing a mentor (see Mentoring a cadet, page 13);

· maintaining regular communication with the cadet; and

· remind the cadet of his or her responsibility to:

· remain eligible for the cadetship, and to notify the employer of any change in circumstance that may affect his or her eligibility; and

· 
advise Centrelink of his or her commencement as a cadet if he or she is receiving any payments through that agency.

Note: “Appropriate industrial instrument” includes Australian Workplace Agreements, State and Federal Awards, and certified Enterprise Agreements.


Continued on next page

Employer entitlements and responsibilities, Continued
	Employer responsibilities to the cadet (continued)
	· make regular and consistent cadetship related payments to the cadet:

· some employers have different at work and at full time study rates of pay and make cadetship payments accordingly;
· some employers use a composite rate of pay which averages the cadet’s expected work placement wages and study allowance payments over the year, so that the cadet is paid the same amount for each pay period (eg weekly, fortnightly, monthly) over the entire year.

Note:
A composite approach is especially recommended where cadets undertake some of their 12 week work placement during the academic year and therefore have a number of weeks off over the Christmas/New year period.  An averaging approach facilitates the cadet’s budgeting and avoids peaks (eg where the cadet is attending full time study and working one day per week) and troughs (eg where the cadets is on an extended break over the Christmas period due to having undertaken a significant portion of their 12 week work placement during the year) in cadet earnings.


	Mentoring a cadet
	Mentoring is an important part of establishing and maintaining an effective relationship between the employer and employee.

Under the NICP arrangement, an employer must provide the cadet with a mentor who, for example:

· is someone working within the employing organisation;

· understands the aims and objectives of the NICP;

· can be a first point of contact if issues arise;

· is culturally aware;

· can be responsible for inducting the cadet into the employing organisation;

· can provide ongoing advice and workplace support, focusing on the cadet’s needs;

· has the relevant experience to facilitate communication between the cadet and the employer/supervisor, particularly during the study period; and

· can help the cadet access study assistance through the Indigenous Tutorial Assistance Scheme (ITAS, refer www.dest.gov.au and follow the student then Indigenous links).

The mentor and contact person within the employer organisation should maintain regular contact with the cadet.  If there are ongoing issues with a cadet’s performance the department should be advised.


Recruitment and work placement

	Overview of recruitment
	The employer is responsible for handling the recruitment process by contacting and interviewing prospective cadets.


	Recruitment of prospective cadets
	Recruitment of prospective cadets occurs in a variety of ways, including:

· employers advertising vacancies;

· employers contacting universities and institutes of technical and further education (TAFEs) or other registered training organisations (RTOs);

· students finding their own cadetships by contacting suitable employers directly; and
· employers searching the NICP database to find suitable cadets.

Students can register with the NICP at any time and employers can sign on a cadet whenever a suitable vacancy occurs.


	Awareness of student eligibility
	Employers should be aware of the eligibility criteria and exceptions for prospective cadets.  For more information, see Becoming a cadet, page 29.

Note: The department does not require evidence of full time enrolment, but the employer must copy the relevant documentation for their files and be satisfied that the student meets this requirement.  The department may request evidence of enrolment at a later date as part of its normal verification procedures.


	Interviewing prospective cadets
	The department recommends that an Indigenous Australian person be involved in the selection process for cadets to ensure appropriate consideration of cultural and related issues.


	Recruitment assistance
	With the exception of Commonwealth, state and territory government departments and agencies, the NICP may provide assistance through employers for some of the costs incurred by prospective cadets in attending cadetship interviews.

Examples: Costs for travel, accommodation, meals, transfers.

Commonwealth, state and territory government departments and agencies are responsible for funding their own recruitment for prospective cadets.


Continued on next page

Recruitment and work placement, Continued

	Process
	The following table describes the 8-stage process following the selection of a suitable candidate for a cadetship:


	Stage
	Who
	Description

	1. 
	Employer
	Makes an offer in writing directly to the candidate.

	2. 
	Employer
	Advises the department when the offer is accepted.

	3. 
	Employer
	Discusses with the department which of the available NICP agreement forms, Employer or Sponsor, is most appropriate for their organisation.

	4. 
	Employer and cadet
	Complete and sign the appropriate agreement form.

	5. 
	Employer
	Forwards the signed agreement form, in original, to the department for approval.

	6. 
	Department
	Approves the agreement and forwards two copies of the agreement form to the employer, one of which is for the cadet.

	7. 
	Employer
	Provides the cadet with written confirmation of employment, including a copy of the signed and approved NICP agreement form.

	8. 
	Department
	Begins payments to the employer upon receipt of a tax invoice, and the employer pays the cadet accordingly.


	Commencement of cadetship
	A cadetship can commence at any time during the year, subject to approval by the normal approval processes.


Continued on next page

Recruitment and work placement, Continued

	Work placement
	As part of the NICP, the employer must provide the cadet with a total of 12 weeks paid work for each full year of their cadetship.

During the 12-week work placement, the:

· employer provides the cadet with paid work that is relevant to their course of study; and
· cadet is paid in accordance with an appropriate industrial instrument.
Examples: Certified Agreements, Australian Workplace Agreements, state or federal awards.
Exception: If the employer offers the cadet ongoing employment at the end of their course of study, the cadet is not required to undertake the final cadetship work placement.

Note: Cadets usually undertake their annual 12-week work placement over the long break at the end of each academic year.  However for some employers, such as those that shut down briefly over the Christmas holiday period, or do most of their business during the year, it may not be optimal for the cadet to complete the entirety of their work placement during this time.  Similarly, some cadets may have family commitments that interfere with their availability at Christmas time, and/or prefer to fit some of their work requirements around their studies during semesters.  In such cases, the employer can negotiate different working arrangements with the cadet and the department prior to the start of the cadetship.  Various work placement scenarios are described below to demonstrate possible alternatives.


	Alternatives to standard 12-week work placement
	Employers, cadets and the department can negotiate and agree on an alternative arrangement for the work placement that is suitable to all and ensures the cadet undertakes an aggregate 12 weeks (60 days) of work during the year.

It is important that any alternative arrangement does not interfere with a cadet’s studies, especially with their preparation for and sitting of exams.  In most circumstances, it is expected that at least 6 of the 12 weeks work placements will be undertaken during the long break between academic years to ensure that the cadet is given adequate time to study during the semesters.  However, working arrangements need to be negotiated and can be adjusted to take into account business requirements.
Note: If an alternative arrangement is agreed with the department and the cadet, a composite approach to paying the cadet is highly recommended (see, Employer responsibilities to the cadet, page 12).  This approach avoids peak and troughs in cadetship payments and ensures that the cadet has a regular income during those times when he or she is neither studying nor working.


Continued on next page

Recruitment and work placement, Continued
	Possible Alternatives
	Details

	Example 1
	9 weeks of full-time work during the long break at the end of the academic year, along with 3 weeks of full-time work during the break between semesters 1 and 2.

Diagrammatic representation:
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	Key to above Examples
	w = each “w” represents one standard 5 day week worked.

d = each “d” represents one day per week worked.

J, F, M …..N, D = months of the year.

Semester 1 - usually around beginning March to mid June.

Semester 2 - usually around mid July to end November.


Cadetship agreements and variations

	Overview
	This topic covers:

· the types of NICP agreements available to employers;

· what each agreement type entails; and

· any variations to agreements.


	Agreement types
	An employer chooses one of the following two types of NICP agreements when signing on a cadet:

· Employer Agreement; or

· Sponsor Agreement.


	Obtaining an agreement
	Copies of the agreements can be obtained by:

· visiting the NICP website at www.nicp.dewr.gov.au; or

· contacting the Indigenous Employment helpline on 1802 102 (toll free).


	Submitting an agreement
	All agreement forms must:

· specify the proposed commencement and completion dates of the cadetship.  The cadetship completion date must be recorded so that sufficient time is provided for the final work placement.

Example: If it is anticipated that a cadet will complete their course on 1 December 2006, the completion date on the agreement should be recorded as being 12 weeks from this date, i.e. 23 February 2007.

· be submitted to the department for consideration and approval.  Advice of approval by the department must be received by the employer before the cadetship can commence.


Continued on next page

Cadetship agreements and variations, Continued
	Agreement types
	The following are the two NICP agreement types that are available, what each agreement entails, and when it would be appropriate to use each of them.


	When to use
	Under this agreement, the…

	Employer Agreement

	Use when the proposed cadetship is covered by an existing industrial instrument that specifies terms and conditions suitable for the employment of cadets.


	· cadet is engaged as an employee for the full 52 weeks of the year and accrues leave, superannuation and other entitlements according to the relevant industrial instrument;

· cadet is paid a wage consistent with the terms of the relevant industrial instrument;

· duration of employment and any cadetship termination are subject to the terms of the relevant industrial instrument; and

· department’s support of the cadet through the employer ends at the date specified in the agreement, normally when the cadet completes their studies and the final work placement.

Note: Most public sector cadets are engaged under an Employer Agreement.

	Sponsor Agreement

	Use when the employer does not have an appropriate award or industrial instrument with provisions suitable for the employment of a cadet.
	· cadet is not an employee of the employing organisation during the study period of the cadetship;

· cadet is paid a study allowance while studying full time;

· cadet undertakes 12 weeks’ paid work for each year of the cadetship (See Other useful links on page 2 for the Internet link for information on wages and conditions of employment);

· cadet accrues leave, superannuation and other entitlements during the 12-week work placement according to the terms and conditions of the relevant industrial instrument; and

· department’s support of the cadet through the employer ends at the date specified in the agreement, normally when the cadet completes their studies and the final work placement.

Note: See also Payment of taxes, page 5, for further information on NICP agreements.


Continued on next page

Cadetship agreements and variations, Continued

	Variation to agreement
	Occasionally, an employer or cadet may want to vary the agreement.  This may take the form of the:

· cadet wanting an extension of their cadetship;

· cadet wanting to resign from their cadetship; or

· employer wanting to terminate their cadetship.

The types of variations that could be introduced by an employer are covered in greater detail below.

For more information on agreement variations by a cadet, see Variations to cadetship agreement, page 34.


	Extension of cadetship
	A cadet may request an extension to the cadetship period due to extenuating circumstances in order to complete the course of study.  In this situation, the:

· cadet must discuss the possibility of an extension with the employer; and

· employer must submit a written request to the department outlining the reason for a cadetship extension and stating why the extension is supported.
Note: The department will consider all requests for cadetship extension on a case-by-case basis.  Extension requests will not be approved for part time study.


	Cadet resignation
	A cadet may resign from the cadetship at any time.  If this occurs, the employer must:

· (ideally) receive notice of resignation in writing from the cadet;

· write to the department immediately confirming the end date of the cadetship, and include a copy of the resignation letter together with any supporting documentation; and

· submit a completed NICP Acquittal Form to the department so that any unacquitted amounts can be returned.


Continued on next page

Cadetship agreements and variations, Continued

	Termination of agreement
	An employer may terminate a cadetship at any time, subject to the principles of natural justice.  Termination may be due to:

· a cadet’s unsatisfactory academic progress or work performance;
· a cadet’s non-attendance at study or work;
· the employer’s inability to offer ongoing work at the end of the  cadetship; and/or

· a change of the cadet’s course of study so that it no longer suits the employer’s needs.

An employer who decides to terminate a cadetship should:

· ensure that any termination follows normal workplace practices to address the issues that have arisen, including performance counselling and opportunities for the cadet to explain why their performance has not met expectations;
· consider any cultural issues that may have contributed to the reasons for termination; and

· consider the involvement of a mentor.

Note: Normal legal avenues such as unfair dismissal legislation are still open to the cadet if they are employed under an NICP Employer Agreement.


	Termination procedure 
	If an employer chooses to terminate a cadetship, they must:

· immediately advise the department in writing, including:

· the name, address and birth date of the cadet;

· the expected or actual cadetship cessation date;

· the reasons for termination;

· any remedial actions taken;  and

Example: Counselling,

· submit a completed NICP Acquittal Form to the department so that any unacquitted amounts can be returned.


NICP payments

	Overview
	This topic provides information on NICP payments that are made to employers for cadets.


	What NICP does NOT pay for
	The NICP does not reimburse:

· salaries for the cadet’s paid work placement(s); or

· Compulsory  University, TAFE or college fees, including costs under HECS-HELP or FEE-HELP.  Some employers may cover HECS-HELP or FEE-HELP costs in their cadetship arrangements, but NICP funds must be used for NICP purposes only, as outlined below.


	Changed payment arrangements from August 2005
	From January 2006, employers engaging cadets will be paid a single annual payment for their cadets of up to $15,400 GST inclusive.  Further information is provided below.
Note: In the past, DEWR has made payments of up to $7,700 per semester to employers for each cadet.  Employers with existing cadets may transition to new annual payment regime at the next anniversary of the appointment of their cadet.


	What the NICP pays for
	The department pays an employer up to $15,400 (including GST) per year for each cadet.  Subject to receipt of a correctly rendered tax invoice, this amount is paid as an advance at the start of the cadetship, and subsequently on the anniversary of the cadetship.  The breakdown of the payments and other related information are listed in the table below.  The first three items are listed as GST exclusive amounts and the fourth item is the maximum GST amount which could apply with respect to those items.

Note: The final cadetship payment may need to be a pro rata amount if the scheduled end date of the cadetship is less than one year.  This will usually be the case for cadetships which commence after the start of the academic year.


Continued on next page

NICP payments, Continued
	NICP Component
	Level of assistance.  Up to
	Recipient
	Disbursement

	Study allowance
	$12,000
	Cadet
	Paid as wage-like payments over each semester, during the period of full time study or as part of a composite arrangement.

	Books and equipment allowance
	$1,000
	Cadet
	Paid in full at the start of the year as an allowance for books and equipment for study related purposes.  Proof of purchase is not required.

	Administrative allowance
	$1,000
	Employer
	Retains this amount to cover administrative costs.

	GST payment
	$1,400
	Employer 
	Remits this amount to the ATO as part of normal business activity statement processing.


	Other NICP assistance
	The NICP also provides other forms of assistance to cadets.  For each of the forms of assistance listed below, the employer is responsible for providing the assistance to the cadet, and seeking reimbursement from the department by submitting a:

· correctly rendered tax invoice; and

· statement that provides details of the travel undertaken.


	Optional assistance
	Level of assistance
	When

	Recruitment assistance
	Depends on costs incurred by cadet when attending interviews
	If a prospective cadet attends selection interviews with employers, other than state/territory and Commonwealth departments and agencies, the potential employer can provide recruitment assistance to cover reasonable travel costs.  See Recruitment assistance (for non-state/ territory and Commonwealth employers) on page 24 for conditions.

	Fares assistance for study away from home
	Maximum 2 return trips each year
	If a cadet has relocated to undertake their studies, fares assistance is available on a case-by-case basis for return travel between the cadet’s permanent home address and place of study.  See Fares assistance for study away from home on page 25 for conditions.


Continued on next page

NICP payments, Continued
	Other NICP assistance (continued)


	Optional assistance
	Level of assistance
	When

	Fares assistance for work placement away from home base and study location
	Maximum 1 return trip each year
	If a cadet’s work placement is beyond reasonable daily travel from their home base and their study location, fares assistance is available on a case-by-case basis for travel between the cadet’s work placement location and permanent home address and/or place of study.  Conditions similar to Fares assistance conditions apply.  See Fares assistance for study away from home on page 25 for conditions.

	Accommodation assistance for work placement away from home base and study location


	Maximum $110 (GST included) per week
	If a cadet’s work placement is beyond reasonable daily travel from their home base and their study location, accommodation assistance is available on a case-by-case basis.


	Recruitment assistance (for non-state/ territory and Commonwealth employers)
	Assistance with the cost of a cadet attending a cadetship interview is available if the distance from the cadet’s permanent home address to the interview location is more than 1.5 hours travel by car or 90 kilometres each way.  The following conditions apply to recruitment assistance:

· surface travel is to be used wherever possible and practical;

· for air travel, only economy class fares using the most direct and cost effective route will be reimbursed;

· for travel using the cadet’s private vehicle, the department may reimburse costs in accordance with the rates specified in the current edition of the ATO Tax Pack in lieu of airfares, subject to prior discussion with, and approval by the department; and

· recruitment assistance is not provided for overseas travel.

Note: The department requires evidence of expenditure for any travel purchased for the student or, in the case of travel using the student’s private vehicle, a copy of the details of the travel and the calculations used to determine the payment.
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	Fares assistance for study away from home
	The following conditions apply to fares assistance for cadets who are studying away from their home base:

· the distance from the cadet’s permanent home address to the place of study must be beyond reasonable daily travel.  Reasonable daily travel is usually defined as more than 1.5 hours travel or 90 kilometres each way;

· for air travel, only economy class fares using the most direct and cost effective route will be reimbursed;

· for travel using the cadet’s private vehicle, the department may reimburse costs in accordance with the rates specified in the current edition of the ATO Tax Pack in lieu of airfares, subject to prior discussion with, and approval by the department;

· fares assistance for a cadet who chooses to study at a university, TAFE college or Registered Training Organisation (RTO) that is not the closest institution (offering an equivalent degree) to their permanent home address will be considered on a case-by-case basis; and

· fares assistance is not provided for overseas travel.

Note: The department requires evidence of expenditure for any travel purchased for the cadet or, in the case of travel using the cadet’s private vehicle, a copy of the details of the travel and the calculations used to determine the payment.


	Fares assistance for work placement away from home base and study location
	The following conditions apply to fares assistance for cadets who are attending their work placement which is away from their home base and study location:

· the distance from the cadet’s work placement and both their permanent home address and place of study must be beyond reasonable daily travel.  Reasonable daily travel is usually defined as more than 1.5 hours travel or 90 kilometres each way; and

· similar conditions as those described for Fares assistance for study away from home apply to air travel and use of the cadet’s private vehicle.  In addition, the conditions specified for cadets who have chosen to study at an institution that is not the closest institution to their home address, and overseas travel, also apply.

Note: The department requires evidence of expenditure for any travel purchased for the cadet or, in the case of travel using the cadet’s private vehicle, a copy of the details of the travel and the calculations used to determine the payment.
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NICP payments, Continued
	Payment process
	The table below provides an overview of the 6-stage NICP payment process:


	Stage
	When
	Description

	1. 
	After approval of the cadetship agreement
	The employer makes an initial claim for a 12 month advance payment by submitting a correctly rendered tax invoice.  The tax invoice must include the:

· employer’s name;

· cadet’s name;

· cadet’s commencement date;

· GST-exclusive amount; and

· GST amount.

Note: If reimbursement of fares and/or accommodation assistance is also being sought, employers must provide a detailed breakdown of costs.  Examples: airfares, bus cost, dates of travel.

	2. 
	Within 30 days of receipt
	The department pays the tax invoice.

	3. 
	At the end of each payment period
	The employer acquits advance payments by completing an Acquittal Form.  A copy of the Acquittal Form is available from the NICP website at www.nicp.dewr.gov.au.  See also Acquittal of advance payment below.

	4. 
	Coinciding with the anniversary of the cadetship
	The employer submits a tax invoice for subsequent claims for payment (less any unacquitted amount from the previous payment period).  The tax invoice can be submitted at the same time as the Acquittal Form for previous payments.

	5. 
	At the conclusion of a cadetship
	The employer:

· completes an Acquittal Form; and

· provides the department with details about the employment outcome of the cadetship.

	6. 
	On receipt of the final acquittal
	As relevant, the department recovers any unacquitted payments from the employer.


Continued on next page

NICP payments, Continued
	Acquittal of advance payment
	In completing the acquittal process, the employer is required to verify that the cadet is:

· continuing in full time study; and

· achieving satisfactory academic results in accordance with their course requirements.

The department may accept an unsigned Acquittal Form if it is satisfied that both the following conditions are met:

· an authorised officer of the employer has communicated the acquittal electronically; and

· the expenditure is accurately set out.

Note:
All NICP acquittals are to be completed on a cash basis.  That is, the employer should acquit only those expenses for the funding period that have been physically paid.


Information for Students and Cadets

	Introduction 
	This section provides prospective cadets with information on how to participate in the NICP, and their responsibilities once they become a cadet.


	More information
	A prospective cadet may also find it useful to refer to the section on Information for Employers on page 7 so that they are aware of the employer’s role within the NICP and how they would interact with the cadet.


	In this section
	This section contains the following topics:


	Topic
	See Page

	Becoming a cadet
	29

	Cadet eligibility, entitlements, responsibilities, recruitment and work placement
	31

	Variations to cadetship agreement
	34


Becoming a cadet

	Process
	The following is an overview of the 9-stage process of becoming a cadet:


	Stage
	Who
	Description

	1. 
	Student
	Registers with the department so that their eligibility can be assessed.  See How to register below.

	2. 
	Department
	Assesses the student’s eligibility and notifies the student of the registration outcome.  See Cadet eligibility, entitlements, responsibilities, page 31.

	3. 
	Department
	If the student’s registration is approved, includes the application in the NICP database, where employers can view it.

	4. 
	Student
	· Waits for interested employers to contact them,

· Views any cadetship vacancies lodged by employers at the NICP website, and

· Has the option of finding their own cadetship by contacting prospective employers directly, including those that are not yet registered with the NICP.  For help with finding an employer, students can call 1802 102 (toll free) or go the I am a student page at www.nicp.derw,gov.au to obtain a Self-Canvassing Kit.

	5. 
	Employer
	Contacts the student to arrange for an interview.

	6. 
	Employer and student
	Sign an NICP Employer or Sponsor Agreement that is then submitted to the department for approval.

	7. 
	Department
	Assesses and approves the agreement.

	8. 
	Student
	Commences officially as a cadet on the date specified in the agreement.

	9. 
	Employer
	Begins payments to the cadet.


Becoming a cadet, Continued
	How to register 
	Students can register with the NICP by using one of the following registration methods:

	If registering…
	Then…

	online
	· visit the NICP website at www.nicp.dewr.gov.au;
· click on Student > Register with NICP > OK;
· complete all mandatory fields marked with *; and
· click on Register to submit the form.

	using a paper form
	· call the Indigenous Employment Line at 1802 102 (toll free) to obtain a copy of the registration form,
· complete the form, and
· post the completed form to:

The Manager, National Indigenous Cadetship Project

Indigenous Employment Programme Branch

Department of Employment & Workplace Relations

GPO Box 9879


CANBERRA ACT 2601


Cadet eligibility, entitlements, responsibilities, recruitment and work placement

	Who is eligible
	To be eligible for a cadetship, a person must be:

· be of Australian Aboriginal and/or Torres Strait Islander descent; and

· identify as an Australian Aboriginal and/or Torres Strait Islander; and

· be accepted as an Australian Aboriginal and/or Torres Strait Islander in the community in which he/she lives, or has lived; and

· be enrolled for full-time study at a TAFE college, Registered Training Organisation (RTO) or university located in Australia; and

· be enrolled for a diploma, advanced diploma or their first undergraduate degree course; and

· be an Australian resident.

Note: A prospective cadet is also eligible for a cadetship if they satisfy the criteria above and are:

· undertaking a combined undergraduate degree course (Example: Bachelor of Arts/Law or Bachelor of Science/Economics);

· undertaking an Honours year as part of their undergraduate degree; or

· if in Year 12 at the time of application for a cadetship, intending to enrol in university.  However, commencing as a cadet would be subject to actual enrolment.
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Cadet eligibility, entitlements, responsibilities, recruitment and work placement, Continued
	Who is not eligible
	A student is generally not eligible for a cadetship if they:

· have previously completed a cadetship;

· had a previous cadetship terminated;

· resigned from a previous cadetship;

· are studying part-time, unless this is because of access and equity issues

Example: disability or other significant assess and equity issue;

· are studying for one semester only;

· are studying a foundation or bridging course;

· are undertaking a second degree;

· are undertaking post graduate studies;

· are undertaking long-distance study;

· are undertaking study overseas;

· are proposing to take longer to complete a degree than normal; or

· are studying under a block release arrangement where they attend intensive coursework over a shorter period of time.


	Exception
	A student who does not meet all eligibility criteria may still be considered for a cadetship on a case-by-case basis.

Example: A cadet who has completed a cadetship at the diploma or advanced diploma level will be considered for further assistance.

In such cases the employer and/or student must demonstrate why the application should be considered and provide relevant documentation to support the claim.


	Courses of study
	Cadetships can occur across a range of study disciplines, as long as the course is a diploma, advanced diploma or undergraduate degree.

Prospective cadets may be interested to note that in the past, the NICP has experienced unsatisfied employer demand for students in engineering and science courses of study.
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Cadet eligibility, entitlements, responsibilities, recruitment and work placement, Continued
	Entitlements 
	For information on NICP cadet entitlements, see:

· Employer entitlements and responsibilities, page 11, and

· NICP payments, page 22.


	Responsibilities
	The cadet is responsible for: 

· attending the work placement(s) provided by the employer and achieving a satisfactory standard of work performance;

· achieving a satisfactory academic results in accordance with his or her study requirements (students are expected to pass all subjects);

· providing the employer with copies of their academic records and evidence of full time enrolment each semester as they become available;

· notifying their employer immediately of any changes in their circumstances including change of personal details (eg home address, phone number, email address);

· responding promptly to employer initiated contacts such as telephone calls, emails and letters;

· payment of any HECS-HELP or FEE-HELP liability (unless their employer has agreed to cover these costs); and

· advising Centrelink when they commence their cadetship, if they are already receiving any payments through that agency.

Example: Abstudy, Youth Allowance


	Recruitment and work placement 
	For information on recruitment and the 12 week paid work placement, (including for alternatives to doing the full work placement during the long break at the end of the academic year), see Recruitment and work placement, page 14.




   _____________________________________________________________________
Variations to cadetship agreement

	Variations to agreement
	Occasionally, the employer or cadet may want to vary the agreement.  This may take the form of the:

· employer wanting to terminate the cadetship;

· cadet wanting to resign from the cadetship; or

· cadet wanting an extension to the cadetship.

The types of variations that a cadet could introduce are covered in greater detail below.

For more information on agreement variations by an employer, see Cadetship agreements and variations, page 18.


	Extension of cadetship
	A cadet may request an extension to the cadetship period due to extenuating circumstances in order to complete the course of study. In this situation, the:

· cadet must discuss the possibility of an extension with their employer; and

· employer must submit a written request to the department outlining the reason for a cadetship extension and stating why the extension is supported.

Note: The department will consider all requests for cadetship extension on a case-by-case basis.  However, extension requests for part-time study will not be approved.


	Cadet resignation
	A cadet may resign from their cadetship at any time by submitting their resignation in writing to their employer, together with any supporting documentation.

The employer will then write to the department to confirm the cadetship end date, and forward a copy of the resignation letter and any supporting documentation.
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Variations to cadetship agreement, Continued

	Cadetship transfer
	A cadet may seek to transfer their cadetship to another employer.  The following table outlines the 6-stage transfer process:


	Stage
	Who
	Description

	1. 
	Cadet
	Discusses the proposed transfer with their existing employer to determine whether the transfer is the most appropriate action.

	2. 
	Cadet
	Works out with their existing employer a suitable end date for the cadetship.

	3. 
	Cadet
	Writes to the department requesting a transfer and providing the reasons for it.

	4. 
	Department
	Considers the transfer request and notifies the cadet in writing of the outcome:

· if approved, see Stage 5.

· if not approved, the transfer process ends and the cadetship continues.

	5. 
	Cadet
	· Provides a formal letter of resignation to the existing employer, and

· Signs an agreement with the new employer.  The new agreement should have a start date the day after the termination date of the previous agreement.

	6. 
	Department
	Commences payments to the new employer as if the cadetship was a new one.


Glossary

	Acquittal Form
	An NICP Acquittal Form is used to acquit advance payments.  A copy of the form is available by following the employer links at www.nicp.dewr.gov.au


	Advanced Diploma
	An advanced diploma is a qualification that meets the Australian Qualifications Framework standards in the vocational education and training and higher education sectors.


	ATO
	ATO is the acronym for the Australian Taxation Office.


	Cadet
	A cadet is an Indigenous student who has signed an NICP Agreement with an employer, and who has been approved for Commonwealth funding assistance through the NICP.


	Commonwealth
	The Commonwealth refers to the Commonwealth of Australia.


	DEWR
	DEWR is the acronym for the Department of Employment and Workplace Relations, the Commonwealth department responsible for administering the NICP.  In this Handbook, DEWR is referred to as the department.


	Diploma
	A diploma is a qualification that meets the Australian Qualifications Framework standards in the vocational education and training and higher education sectors


	Employer Agreement
	An Employer Agreement is one of two types of NICP agreement available to an employer when they wish to sign on a cadet. 


	FEE-HELP
	FEE-HELP is a loan given by the Commonwealth Government to help domestic Australian university students pay part or all of their tuition fees when enrolled in units to which full tuition-fees apply. 


	GST
	GST is the acronym for the Goods and Services Tax.


	HECS-HELP
	HECS-HELP is the acronym for the Higher Education Contribution Scheme-Higher Education Loans Programme which has replaced the former Higher Education Contribution Scheme (HECS).  HECS-HELP is an education funding assistance programme administered by the Commonwealth Government.
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Glossary, Continued
	IEP
	IEP is the acronym for the Indigenous Employment Policy, a Commonwealth Government policy that was introduced to generate more employment opportunities for Aboriginal and Torres Strait Islander Australians.


	IEPB
	IEPB is the acronym for the Indigenous Employment Programme Branch, the section of the Department of Employment and Workplace Relations that administers the NICP.


	Indigenous Australian
	The term Indigenous Australian refers to as a person who is of Aboriginal or Torres Strait Islander descent.


	ITAS
	ITAS is the acronym for the Indigenous Tutorial Assistance Scheme.


	Permanent home address
	The permanent home address of a cadet is the place where the cadet is living at the time of the cadetship appointment and/or tertiary enrolment notice.


	Registered Training Organisation (RTO)
	A Registered Training Organisation includes TAFE colleges and institutes, adult and community education providers, private providers, community organisations, schools, higher education institutions, commercial and enterprise training providers, industry bodies and other educational organisations meeting the registration requirements.


	Semester address
	The semester address of a cadet is the place where the cadet is living while undertaking the study component of their cadetship.


	Sponsor Agreement
	A Sponsor Agreement is one of two types of NICP agreement available to an employer when they wish to sign on a cadet.


	TAFE
	An institute of technical and further education (TAFE) is a post-secondary educational organisation that provides a range of technical and vocational education and training courses.  Each state and territory in Australia has its own TAFE system.


	Tax invoice
	A tax invoice is a document prepared by the employer and submitted to the department seeking payment or reimbursement.


	Variation 
	A variation refers to any change to either the Employer or Sponsor Agreement signed between the employer and student.
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