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Disclaimer

This document is intended as a GUIDE ONLY and should be read in conjunction with the Queensland 
Government Building and Construction Training Policy, your agency’s procurement policies and 
procedures, and any other relevant documents.

The Department of Energy and Climate disclaims all liability that may arise from the use of this document. This 
guide should not be used as a substitute for obtaining appropriate probity and legal advice as may be required. 
In preparing this document, reasonable efforts have been made to use accurate and current information. It 
should be noted that information may have changed since the publication of this document. Where errors or 
inaccuracies are brought to attention a reasonable effort will be made to correct them.

https://desbt.qld.gov.au/training/employers/trainingpolicy
https://desbt.qld.gov.au/training/employers/trainingpolicy


NEW PLATFORM FOR TPAS

Please be advised that the Training Administration System (TPAS) is undergoing significant 

upgrades, including migrating to a new platform. 

To ensure the migration is as seamless as possible, organisations will progressively receive 

emails from the DESBT Training Policy team. 

Further updates on the migration process will be emailed in due course and if your contact details 

are in TPAS against your organisational projects you will be advised when the new TPAS platform 

has gone live and provided with access at this time.

For queries regarding the TPAS migration contact:

Training Policy Administration System (TPAS)

Email: TrainingPolicy@desbt.qld.gov.au 

Phone: 1300 369 935

mailto:TrainingPolicy@desbt.qld.gov.au


Queensland Government Building & 
Construction Training Policy

The Buy Queensland Audit Unit provides audit and investigation service support to the 

owners of the Queensland Government Building and Construction Training Policy (Training 

Policy) for the Department of Employment, Small Business and Training (DESBT). 

The Training Policy has two main priorities to:

• support employment opportunities and skills development in Queensland’s building 

and construction industry, and to 

• increase the economic independence of Aboriginal and Torres Strait Islander 

Queenslanders in the industry.

The policy requires contractors to employ new apprentices and trainees (60% minimum) 

and undertake other workforce training as mandated components of being awarded work on 

eligible Queensland Government projects.



Queensland Government Building & 
Construction Training Policy

The Auditor will verify:

1. Contract Agreed Hours and Actual Achieved Hours recorded against the Training Policy 

Administration System (TPAS) record for New Entrants Training and Other Workforce 

Training reconciled against the evidence provided by the Principal Contractor.

2. Where applicable, that a fully executed Indigenous Economic Opportunities Plan (IEOP) 

with outcomes, and signatory page for Achievement of outcomes against the agreed 

IEOP (signed by all three parties) has been uploaded to the TPAS record. 

3. Where applicable (for projects over $100 million) that a Skills Development Plan has 

been uploaded to the TPAS record, and that a Training Coordinator has been nominated 

and entered, into the TPAS record.



Case study example

TPAS: 9999

Project Name: Tafe A Block Repairs

Contract Reference: 123456

Actual Commencement Date: 01/01/2021

Actual Completion Date: 29/03/2021

Contracted Agreed Hours

New Entrant: 600

Other Workforce: 400



TPAS New Entrant Record – Case Study



New Entrant Hours (Apprentices & Trainees)

This person:

• has NOT been employed by the employer detailed on the training contract continuously 

for more than three months full-time or 12 months casual or part-time 

• will remain a New Entrant under the Building and Construction Training Policy until they 

complete their apprenticeship or traineeship

• apprentice/trainee’s state registration number is required for TPAS

Further information can be obtained:

Queensland Government Building and Construction Training Policy - Policy statement 

(desbt.qld.gov.au)

https://desbt.qld.gov.au/__data/assets/pdf_file/0023/8339/qg-building-construction-training-policy.pdf
https://desbt.qld.gov.au/__data/assets/pdf_file/0023/8339/qg-building-construction-training-policy.pdf


New Entrant Hours (Apprentices & Trainees)

On-site labour hours and off-the-job training hours are compliant

• Timesheets (most common form of validation)

• Site sign in sheet/attendance register

• System generated report (i.e. payroll system, labour costing report, etc.)

• Subcontractor submissions

Acceptable evidence for onsite labour hours

• Training must be completed during duration of project or just prior and must be 
verified:
o Training Plan

o Training Record book

o Off-the-job training schedule

o Off-the-job training attendance records

o Correspondence from RTOs with off-the-job training attendance confirmation

Acceptable evidence for off-the-job training



New Entrant -Timesheets

Should include

✓ Employee details

✓ Project name or ID

✓ dates worked on project

✓ Daily start and finish 

times

SHOULD include… WILL NOT be accepted..

✓ Employee name

✓ Project name and/or ID

✓ Dates worked on the project

✓ Daily start and finish times

✓ Where there are multiple sites / 

projects on the same timesheet the 

different sites and projects must be 

clearly identified together with the 

time worked at each site / project.

 Travel time can not be included

 Leave and lunch breaks can not be 

included



Example #1: 
New Entrant – 

Sample Timesheet 

If the document is system 

generated, a full extract, report or 

screenshot of the software or 

application used will be required to 

verify its authenticity.



Example #2: 
New Entrant – 

Sample Handwritten 
Timesheet 



New Entrant - Sign in Sheet/Attendance Register

A hand-written or electronic record is acceptable if it contains at a minimum: 

• Employee name/ID - if signature only, must be authenticated with a document linking 

signature to name 

• Dates visited site/work performed on-site 

• Site entry and exit time 

• Location or project code - if project code used, must be authenticated with a document 

linking code to project name. 

NOTE: 

• Electronic reports must contain a reference to the application used to generated the 

report (extract of the application used). The system used to provide the information will 

be reviewed by the auditor to validate the information.

• Handwritten Sign-in Sheets/Attendance Registers MUST BE legible.



Example #3: New Entrant – Electronic Site 
Register report

Full extract, report or screenshot of the software or application used will be 

required to determine its authenticity.



Example #4: 
New Entrant 
– 
Handwritten 
site sign in 
sheet 



New Entrant - Payroll/Labour Costing Report

A payroll/labour costing report or similar report is acceptable evidence of hours worked by an 

employee if it contains at a minimum: 

✓ Full extract, report or screenshot of the software or application used (to determine its 

authenticity). 

✓ Should include: 

• name of or project ID 

• name of contractor 

• name of employee 

• dates and hours worked on-site. 

Note: Payroll/labour costing report or similar reports must be evidence of hours actually worked on 

a project and not a proposal or forecast of labour hours allocated to a project.



Example #5: New Entrant – Payroll Report



Example #6: 
New Entrant – 

Labour Costing 
Report



New Entrant – Subcontractor Submission

If information is provided by a subcontractor (as per example #2), there are further 

subcontractor submission requirements:

✓ Screenshot or full description of system that generated any supporting documentation (i.e. 

excel spreadsheets, system generated reports, etc.)

✓ The full communication thread (email or otherwise), or other evidence that identifies a 

request for information from a principal contractor to a subcontractor and their response. 

For example, email correspondence, reports or other evidence of communication 

between - subcontractor HR – to Project Manager – to principal contractor.

✓ Subcontractor submissions should also contain evidence - spreadsheets, PDF documents 

or other relevant source data that should display: 

• project name   • service provided 

• employee name  • dates worked on the project 

• daily start and finish times 

 
 



Example #7: New Entrant 
– Subcontractor Submission

NOTE: 

System generated reports must contain a 

reference to the application used. The system 

used to provide the information will be 

reviewed by the auditor to validate the 

information.



Example #8: New Entrant 
– Off-Site Training Attendance
Evidence Type Example - Correspondence from RTOs 

with off-the-job training attendance confirmation. New 

Entrant apprentice and trainee off-the-job training hours can 

be recorded as compliant hours in TPAS and are recorded 

against ‘Record Training New Entrants’ as accredited hours.

Training hours will be accepted if:

✓ Training hours can be verified against the off-the-job 

training attendance hours.

✓ Training is completed during the duration of the project.

Evidence in support of the training should include:

• name of employee

• details of RTO or training provider

• details of the training being undertaken

• date/s of off-the-job training

• start and finish times of off-the-job training.



TPAS Other Workforce – Case Study



Other Workforce audit review

During the audit, there are three main elements that will be reviewed. 

 What evidence confirms the worker was working on-site on the project - 

 for example, timesheets/site register? 

 Does the evidence show details of the training being undertaken (including type, 

date and duration)?

 Was the training related to the Building and Construction Industry and did it 

benefit the project?

 Lastly is the training considered accredited or non-accredited training? 

Note:
If the individual identifies as an Aboriginal and/or Torres Strait Islander worker only on-site labour 
hours is required. 



Other Workforce – Accredited Training Hours 

• Registered Trade Skills Pathway participant 

• Higher education/ tertiary training 

• Vocational education and training (VET) course

• Qualification

• Student

• Undergraduate

• Cadet

Acceptable training type 



Example #9: Other Workforce - Registered Trade 
Skills Pathway

Registered Trade Skills Pathway participant 

on-site labour hours and off-the-job training 

hours can be recorded as compliant hours 

in TPAS and are recorded against ‘Record 

Training Other Workforce’ as ‘accredited’ 

hours. 

The State Registration Number for a 

Registered Trade Skills Pathway participant 

contains QLD and 8 digits and begins with 

the year the participant commenced in the 

program (e.g. QLD20180106). 

The example also shows on-site training 

with an employer is a requirement of the 

course. 



Example #9: Other Workforce - Registered Trade 
Skills Pathway

Evidence of on-site hours and 

the training plan signed on the 

final page is required. 

 

This is reflected in TPAS as either 
Tradesperson or Non-Tradesperson



Example #10: Other Workforce - Qualification

Training hours will be accepted if: 

✓ Training hours can be verified against course attendance hours. 

✓ Training is completed prior to (after the tender was awarded) or during the project. 

✓ Training is related to licensing, regulatory or safety requirements of the building and 

construction industry and other relevant accredited industry training. 

Evidence in support of the training should include Statement of Attainment or similar 

Statements, which includes: 

• details of RTO or training provider 

• name of employee 

• date/s of training 

• detail of hours of training duration. 

On-site and/or off-site training hours can be recorded as ‘accredited hours’. Proof of on-site 

hours after the training date must be provided.

Note: See examples on following slide

 
This is reflected in TPAS as either Tradesperson or Non-Tradesperson



Example #10: Other Workforce - Qualification



Example #11: Other Workforce – Student

Student engaged on the project 

undertaking training that is delivered 

by an RTO and which leads to a 

nationally recognised qualification 

utilised in the building and civil 

construction industry. 

A Structured Workplace Learning 

(SWL) placement or industry 

placement with an employer is a 

compulsory requirement to meet their 

course requirements. 

 
This is reflected in TPAS as 
Pre-Vocational Student (SWL)



Example #11: Other Workforce – Student

The work placement hours connected 

with the training where the student is on-

site on the project can be recorded as 

compliant hours in TPAS and are 

recorded as ‘accredited’ hours. 

Evidence of enrolment in a relevant 

training course and evidence that on-site 

work placement hours as a compulsory 

requirement is required. 

 

Evidence of on-site hours required and 

final signature page. 

This is reflected in TPAS as either Tradesperson or Non-Tradesperson



Example #12: Other Workforce 
- Undergraduate

Undergraduate student engaged on the project 

undertaking higher education such as TAFE, College or a 

University that is related to the building and construction 

industry and Industry, work placement is a compulsory 

requirement to meet their course requirements. 

Work placement hours connected with the training where 

the student is on-site on the project are recorded as 

‘accredited’ hours. 

On-site and/or off-site training hours can be recorded in 

TPAS as accredited compliant hours. 
 



Example #12: Other Workforce
 - Undergraduate

Undergraduate qualifications include qualifications 

from AQF level 5 (Diploma) to level 8 (Bachelor 

Honours Degree). 

Evidence of enrolment in a relevant undergraduate 

qualification and evidence that on-site work 

placement hours as a compulsory requirement to 

obtain the qualification. 

Evidence of individual working on-site on the project 

is also required. 

 

This would be reflected in TPAS as Undergraduate



Example #13: 
Other Workforce – Cadet

If engaging a Cadet to undertake a cadetship that is 

related to the building and construction industry. Only on-

site labour hours on the project can be recorded in TPAS 

as compliant hours and are recorded as ‘accredited’ 

hours. 

At minimum evidence should include: 

✓ Documented evidence of the business’s cadetship 

program and / or letter of appointment. 

✓ Proof of site attendance e.g. sign in records, 

timesheets, labour costing reports (as listed above). 

 

This is reflected in TPAS as Cadet



Other Workforce – Non-Accredited Training

On-site and/or off-site training hours can be recorded in TPAS as compliant hours and are recorded 

as ‘Non-accredited’ hours. 

Upskilling through industry recognised non-accredited training:

• Structured in-house training delivered by the company, third party, product supplier or on-line.

• Must be directly related to the project and be delivered to an existing worker where upskilling is 

a requirement for them to be able to perform their role on the project.

Will be accepted if… WILL NOT be accepted..

✓ training hours can be 

verified against attendance 

records or certificate of 

attainment

✓ training completed just 

prior or during project

 company or site inductions

 toolbox talks

 site meetings

 unstructured instruction on 

how to do a job



Example #14: Other Workforce – Non-accredited 
Training Attendance Sheet

An example from a Company Learning 

Management System Report displaying 

• Email confirmation of course completion

• Online course details and duration. 

• Dates of completion. 

Further training program details 

may be requested. 

Proof the individual worked on site 

after completion of training is also 

required. 



➔



What happens next?

Once BQAU is provided with the evidence from the Principal Contractor, the auditor will review 
the evidence against the TPAS data and establish the initial audit findings. 

An Evidence Review Meeting with the Principal Contractor will be arranged. The purpose of 
this meeting is to discuss the findings and evidence provided, to clarify information and identify 
any additional evidence that the Principal Contractor may be able to provide. 

The Evidence Review Meeting will have one of the following outcomes:

• Compliant no actions required

• Compliant TPAS updates required

• Non-compliant with further evidence required, an extension may be provided to the 

Principal Contractor to allow time to supply documents to assist them to achieve a 

compliant outcome 

• Non-compliant 



Variations to Calculated Deemed Hours

Prior to advertising a tender, the Principal Procuring Agency is responsible 

for assessing a project's capability to adhere to the deemed hours 

requirements of the Training Policy. 

If during the audit process it becomes apparent that the project cannot 

deliver on the contracted deemed hours requirements it is the Principal 

Contractor’s responsibility to initiate the contract variation process. 

Requests to vary deemed hours on projects are treated individually, 

ensuring the facts of each case are given careful consideration. Scenarios 

that may warrant a variation request include:

• tight project timeframes

• specialised or restricted works

• an excessive materials-to-labour ratio

• need for specialised and highly-skilled labour to deliver the project.

Guidelines for contractors - Queensland Government Building and Construction Training Policy (desbt.qld.gov.au)

https://desbt.qld.gov.au/__data/assets/pdf_file/0016/10573/training-policy-guidelines-contractors.pdf


Variations to Calculated Deemed Hours

Variations are considered on a case-by-case basis and any variation to the deemed hours must 

not compromise the intent of the Training Policy.

• If a project is assessed as unable to meet training hours a revised requirement must be 

approved by DESBT.

• Contractors must first gain support from the Government Principal Procurement Agency who 

will then recommend the variation for consideration to DESBT by submitting a variation form.

• If the variation is approved, the deemed hours requirement will be adjusted by DESBT.

• The auditor will consider the revised deemed hours requirement against evidence provided to 

determine the final audit outcome.

As variations following contract acceptance are only considered in extenuating circumstances it 

is recommended that principal contractors tendering for projects identify and address any 

potential need for a variation prior to the contract award.



Links to further information

DESBT information

• Queensland Government Building and Construction Training Policy | Department of Employment, 

Small Business and Training (desbt.qld.gov.au)

• Queensland Government Building and Construction Training Policy - Policy statement 

(desbt.qld.gov.au)

• Guidelines for contractors - Queensland Government Building and Construction Training Policy 

(desbt.qld.gov.au)

• DESBT - Training Policy System | Sign In (csq.org.au)

Procurement Compliance Branch information

• Procurement compliance: audit, complaints and investigation | Department of Energy and Climate 

(epw.qld.gov.au)

https://desbt.qld.gov.au/training/employers/trainingpolicy
https://desbt.qld.gov.au/training/employers/trainingpolicy
https://desbt.qld.gov.au/__data/assets/pdf_file/0023/8339/qg-building-construction-training-policy.pdf
https://desbt.qld.gov.au/__data/assets/pdf_file/0023/8339/qg-building-construction-training-policy.pdf
https://desbt.qld.gov.au/__data/assets/pdf_file/0016/10573/training-policy-guidelines-contractors.pdf
https://desbt.qld.gov.au/__data/assets/pdf_file/0016/10573/training-policy-guidelines-contractors.pdf
https://tpa.csq.org.au/_layouts/15/Login/Login.aspx?ReturnUrl=%2f_layouts%2f15%2fAuthenticate.aspx%3fSource%3d%252F&Source=%2F
https://www.epw.qld.gov.au/about/strategy/buy-qld/compliance-complaints
https://www.epw.qld.gov.au/about/strategy/buy-qld/compliance-complaints


Questions
Contact information:

Buy Queensland Audit Unit

• Email: BuyQLDAudit@epw.qld.gov.au

• Phone: 1300 105 030, option 2

Training Policy Administration System (TPAS)

• Email:  TrainingPolicy@desbt.qld.gov.au 

• Phone: 1300 369 935

• Website: desbt.qld.gov.au/training/employers/trainingpolicy 

mailto:BuyQLDAudit@epw.qld.gov.au
mailto:TrainingPolicy@desbt.qld.gov.au
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