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This apprenticeship contract template has been developed by the ILO to provide a model for policy makers, the private sector and vocational institutions in order to ensure that the rights of all the parties involved are respected (Employer, Training Institution and Apprentice). It is based on existing apprenticeship contracts from various countries worldwide (Germany, UK, Canada, USA, Denmark, Switzerland, Lebanon, Morocco and Botswana) and on a thorough review of relevant International Labour Standards. 
Even in countries where apprenticeship systems are not regulated by law, an apprenticeship agreement can become a legally binding document between the parties involved.  It could be considered also as an employment contract that gives the apprentice the status of “employee” (as opposed to a student status), in line with International Labour Standards.  
The articles presented in the template should be used as a model that may be adjusted as appropriate. For instance, a Government can decide to institute a national apprenticeship contract, based on consultations with employers and workers. Alternatively, the contract can be used as part of apprenticeship programmes agreed between employers and training centres. Elements may also be added depending on the local context, the work’s environment and the type of apprenticeship. 
Three copies of the contract should be prepared (one for each party). The contract should be signed by the apprentice, the employer and the training centre upon the beginning of the apprenticeship and remain valid for the whole duration of the training. 










Apprenticeship Employment Contract
	Article 1 - Signatories	



This employment contract is signed by three parties, hereinafter referred to as “the Employer”, “the Training Institution” and “the Apprentice”: 
a. First Party

Name of the Employer (company): 
Name and title of the signatory:
Address: 
Phone number: 

b. Second Party

Name of the Training Institution: 
Name and title of the signatory:
Address: 
Phone number: 

c. Third Party

Name of Apprentice: 
Date of birth: 
Sex: 
Address: 
Phone number: 
If below 18 years old*, name and contact details of the legally responsible parent/guardian: 
	
Emergency contact person (if different from Guardian): 
Highest diploma: 
*Should not be below the age at which school attendance ceases to be compulsory, which shall not be less than 14 years.
	Article 2 - Purpose of the Employment Contract	



The parties have agreed upon the following: 
“The purpose of the contract is the training of the apprentice in the following occupation: ___________, through an apprenticeship programme jointly implemented by the Employer and the Training Institution. 
For this contract, “apprenticeship” is defined as a unique form of vocational education, combining on-the-job learning and training with school based learning and training. The apprenticeship programme is designed specifically on defined skills, knowledge and competencies linked to occupational work processes. 
The apprenticeship programme is regulated by national law; namely the following laws / decrees: ___________________________________________________________________ that the present contract can in no case overrule. In addition, the following collective agreements also apply to this apprenticeship: ___________________________________ . 
It focuses on competencies previously agreed jointly by the Employer and the Training institution, which should be annexed to the contract. 
The duration of the apprenticeship (determined in advance) is the following__________(at least 1 year), with the following schedule:

On a weekly or monthly basis (please describe the exact arrangement): 

Time spent in the training institution: ______________________________________________ 

Time spent in the company: ____________________________________________________

Other: 




A probationary period of _________ (maximum 6 months) should also be predetermined. 
Any prior training undergone by the apprentice in a technical or vocational school should be duly taken into account. 
The on the job component of the apprenticeship programme will be implemented in no more than 40 hours per week. Apprentices under 18 years of age will not be allowed to learn and work overtime. The apprentice is entitled to sick leave, up to ___ days per year. The Employer provides the apprentice with regular leave on par with other workers, i.e. ___ leave days per year in addition to national holidays. 
If for extraordinary reasons, the apprentice was asked to work overtime, the maximum hours of work in the week may be so arranged that hours of work in any day do not exceed ten hours. The rate of pay for the additional hours of work permitted shall not be less than one-and-a-quarter times the regular rate. In addition, the apprentice should receive compensatory time off for the work done in overtime if he/she worked during the weekly rest period. 
This training includes a remuneration, to be paid by the Employer to the Apprentice, on a weekly / monthly basis for his or her time at the company and at the training institution. The remuneration shall increase by a previously defined percentage per year and move toward the wage of a regular worker; preferably close to the minimum wage (if in place) in the last year of the apprenticeship.
The remuneration is the following:
	Year 1
	Year 2
	Year 3

	
	
	



The apprentice will benefit from social protection at the same level of other workers, namely of the following insurances: ______________________________________________________
Other in-kind support provided by the Employer to the Apprentice will include the following (accommodation, transport, food): ____________________________________________	
A formal assessment of the apprentice’s skills and competencies will be jointly implemented by the Employer and the Training Institution at the end of the training; other parties might be involved such as employers and workers organisations. At the end of the apprenticeship programme the apprentice will be granted a certificate of achievement signed by Employer and Training Institution.
The Employer does not have an obligation to offer employment to the apprentice after the completion of the apprenticeship”.

	Article 3 - Roles and responsibilities of the Employer	



The Employer undertakes the following responsibilities:
· The Employer agrees to ensure that a certified master craftsperson is available to train the apprentice. In some cases, more than one master craftsperson might be responsible for the training of the apprentice. The responsibilities of the master craftsperson within the training programme are stipulated in his/her job description. The name and contact details of the master craftsperson(s)/supervisor(s): 
Name: 
Title: 

Name: 
Title: 

Name: 
Title: 


· The Employer agrees to provide a safe and healthy environment to the apprentice and to provide Occupational Safety and Health training relevant to the occupation.

· The Employer agrees to provide a suitable working environment and decent working conditions, which does not discriminate against anyone and is free of harassment. The Employer agrees to act immediately on harassment cases when they occur.

· The Employer provides the apprentice with the relevant clothes, equipment and tools required to perform his/her duties.

· The Employer agrees to pay the apprentice a fair compensation for the work done, as stipulated under article 2 of the present contract. The Employer will continue to provide the apprentice with this allowance in case of absence due to an illness or injury for the full period of allowed sick leave specified in article 2 above.

· The Employer agrees to release the apprentice for off-the-job learning in the Training Institution as established in the training schedule defined under article 2. Arrangements should be made to facilitate the transfer of an apprentice from one institution to another in cases where transfer appears necessary or desirable in order to avoid interruption of the apprenticeship or to complete the training of the apprentice or for some other reason.

· The Employer agrees to inform the training institution of any accidents or illnesses of the apprentice.

· The Employer agrees to ensure the apprentice will benefit from the relevant insurance policies like other workers.

· The Employer agrees to link with the training institution on a regular basis to jointly monitor the apprentice’s progress against the agreed elements and competencies annexed to this contract.

· Together with the Training Institution, the Employer agrees to facilitate the implementation of the learning process with other companies for learning activities it cannot directly handle. 

· The Employer agrees to contribute to preparing and implementing the final testing and certification.

· The Employer agrees not to demand payment from the apprentice for any material that he/she might have broken or damaged accidentally.

· The Employer agrees to accommodate the possible disabilities of the Apprentice through the following workplace arrangements and changes to the learning processes:

	Article 4 - Roles and responsibilities of the Apprentice



· The Apprentice agrees to come to the workplace on time, to respect and implement internal company rules and to comply with the instructions given by the Master craftsperson supervising him/her. In particular, the Apprentice agrees to comply with all regulations related to Occupational Safety and Health (e.g. wearing protective clothing and implementing safety measures).
· The Apprentice agrees to take care of materials, tools and equipment of the company he/she is using to ensure they will be neither stolen nor damaged.

· The Apprentice agrees not to share any confidential information he/she might have learned about during the course of the training. 

· The Apprentice agrees not to engage in other working/financial activities outside of the firm unless otherwise agreed with the employer.

· The Apprentice agrees to provide a certificate of Good Health to the Employer at the start of the apprenticeship. Where the work in view calls for special physical qualities or mental aptitudes these should be specified and tested by special tests. The cost of medical examination is on the charge of the Employer. 

· The Apprentice agrees not to miss days of work without a valid reason and to notify immediately the employer of any absence. In case of illness, the Apprentice agrees to provide a doctor’s certificate to justify his/her absence.

	Article 5 Description of the roles and responsibilities of the Training institution



· The training Institution agrees to nominate the following focal point for the implementation of this apprenticeship programme:
Name: 
Title: 

· The Training Institution agrees to provide the theoretical and practical learning components of this apprenticeship programme, to support the performance of the apprentice within the company. 

· The Training Institution agrees to review the progress of the Apprentice, together with the Employer on a monthly basis (at least) against the list of agreed competencies, and to keep the Apprentice informed of his/her performance and of areas that require improvements. 

· The Training Institution agrees to provide additional support, if and when necessary, to apprentices with disabilities.

· Together with the Employer, the Training Institution agrees to facilitate the implementation of the learning process with other companies for learning activities the Employer cannot directly handle. 

· The Training Institution agrees to fix the date and the location of the examinations.

	Article 6 Settlement of Disputes and Early Termination of the Contract	



· The three parties agree to attempt to settle possible disputes amicably. If a mutually agreeable solution cannot be found, a mediation process will take place between the opposing parties, managed by a mediator of their choice. Engagement of the mediation process shall not preclude resort by either party to judicial means if no solution can be reached by mediation. 

· The initial training relationship may be terminated without notice at any time during the probationary period by either the employer or the apprentice. After this period, the contract can be broken by either party only with a 4 weeks’ notice, and for valid reasons. Notice of termination must be given in writing and state the reasons for termination.

	Article 7 Testing and Certification	



· Unless nationally accredited assessors are available for the targeted competencies, the Employer and the Training Institution will select test designers and assessors for this process. 

· The test designers will be responsible for the test contents, based on the agreed competencies and national standards for testing and certification. The assessors will be responsible for the test implementation that the apprentice will undertake. 

· The practical part of the tests will be implemented within a standard work environment for all trainees. 

· The following specific accommodation will be made for the possible disability of the Apprentice: __________________________________________________________

· If the Apprentice fails the final test, he/she will be given the opportunity to try it again after a period of _____ months.

· The Training Institution shall prepare a personal file for every trainee enclosing all technical reports since joining the training institution until the end date of the training period. 

· The apprentice will either write down in a book his or her daily tasks and activities; or a checklist will be prepared by the Training Institution and the Employer to verify if the apprentice has learnt the skills and competencies. 


	Signatures 



By signing this contract, all parties accept its terms and conditions and agree to abide by them.
This contract is written from triplicate and each party receives a copy. 

Apprentice                                                                                                       Date

Employer                                                                                                         Date

Training Institution                                                                                          Date

The following institution / organization also signs as witness to this Apprenticeship Contract:

