Process for Informing an Apprentice of D&A testing and a Positive result when attending Off-Job Training (OJT)

Key: Training Advisors

TA informs both Employer &
Apprentice of the Health &
Safety at Work Act 2015
responsibilities, as listed on
the BCITO TAG at signup.

Apprentice needs to attend
Off- Job Training (OJT)

Apprentice

Administrators External Provider

Business Support sends
BCITO OJT information letter
to Apprentice and Employer,

at least 6 - 8 weeks in
advance of course date,
highlighting drug & alcohol
testing and consequences
for positive results.

On the visit prior to
attendance at OJT, TA will
remind the Apprentice and
Employer of Drug & Alcohol

testing at the OJT and
consequences of positive
results.

Apprentice reads,
understands and may have
to sign the provider's Drug &
Alcohol Policy and Code of
Conduct at the start of day 1
OJT.

Apprentice may be selected

for a drug and alcohol test

which results in a POSITIVE
(failed test).

OJT Manager informs

Training Advisor, Area
smmrd  Manager and Employer of
failed test and breaching

OJT provider informs BCITO
OJT Manager of Apprentice's
failed test and breaching
Code of Conduct.

Code of Conduct.

Apprentice may be stood
down and sent home at own e
cost.

BCITO OJT Team contacts TA
with re-scheduled dates for

OJT and the number of days
required.

OJT Team sends an email to the
Employer, Apprentice and TA:

1. Rescheduled OJT dates &
number of days required
2. Travel is to be arranged and
paid for by Apprentice, arriving
the day before the course starts
3. Course fees to be paid again at
Apprentice or Employers cost
4. Information re: OJT will be
received from BCITO as per usual
administration process

TA contacts Apprentice and
Employer about re-
scheduling OJT attendance at
their own cost



