Quick Reference Guide — Employer Endorsement of Competency for Apprentices and Trainees within
SAM/OLS

Apprentices & Trainees — Obtaining Employer Endorsement via SAM/OLS
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What’s new / changed?

The key changes can be summarised as follows: ~ Action Edit Query Block Record Field Help Window

{2 ENMARKSF - Subject Marks - PREP (MDINTIGNANA@OTEN) -0l x|
e New subject marks status of “Employer Subject: | | Ed:[ | Offering Period: 2] Location: 3
Endorsement”, which (see diagram): SAM ID: TAFE ID: 332882511 First Name: Surname: |
o Stops SAM Sending a SUbjeCt mark Course: g Teaching Section: g Mark: Calc Type: ﬂ Status: |Pending g

to EBS until employer
endorsement is obtained; and

Course

Pass SAM EBS CalculatiIn Mark

Tri rs the n “Empblover Location Subject No Ed Client Hame SAM 1D TAFE ID Mark Mark Mark Ch Type Status rainee Ho
© IBEErs the new ploy loten  [aHcecmaoz 2 IF wark status x|| [P [ac  [system] [empioyer Endorse: &|fFrainee  [anc21016-01 -
Endorsement of Competency [oTEn  [aHCWRK209 2 [ | [P [ac [system]l [ZEERE _A|frainec  |aHC21016-01
Email” to be sent. [ [ Bl Findl 1 1 11 U———— |
| | L = i | 1) |
e The “Employer Endorsement Email” can I I II: — | —I F I I %I I
also be triggered manually by the | | [ [} |Pending | 1 1 11 | 3l |
teaching section via Client > Client | [ [ [ Rejected I [ 1) |
Details > Employer (see Appendix A). | ! N 11} ! | |
| | T oa| [ ok | canca| [ | 2 |
| [ [T - == I [ 3 |
e Employer provides electronic | [ [ | | T | 3 |
endorsement by clicking on the link in the I I FI I I ”:I I': I I %I I
Emp!?yer Endorsemen.t of Competency | | ml | | 1 11 i | |
Email”. SAM records this endorsement | [ l | | 1 11 | | |
and converts the subject mark status | [ [ | | | 1 11 | 3 | |
from ”Employer Endorsement” to Create New Manual Mark | Delete Mark LI—I ﬂ
“Approved”, thus then releasing the _ _ _ _
subject mark (unit outcome/result) to MM Save Client Contact | Progress | Calculation Details | Bulk Approval | M
EBS (see Appendix B).
e New Employer Endorsement for Apprentice and Trainee Mail Merge (see Appendix C):
o Allows teaching sections to follow up any outstanding employer endorsements; and
o Meet our compliance requirements of maintaining appropriate evidence of endorsement.
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Client Statistics Contacts Help Window
'@CLMCLPDF - Client Details - PREP (MDINTIGNANA@OTEN)

SAM ID: |N1016892 TAFE ID: | 332882511

First Name: |[BRADEN Middle Name: |GLEN

Postal Address ] Residential Addres= | Phones and Emails ] Intro to teachers Employer l

Appendix A: The Employer Tab within the =10l x]

SAM Client Details Screen

This screen has been updated to allow teaching sections
to: |

General

USI: |FWPQGJJQRR Disability Help: |

Surname: [FITZZGERALD

Other Details

e See when the last Employer
Endorsement Email was sent.

NOTE: Teaching sections should refer
to Client > Events History > Events
for a full history of emails sent and
employer endorsements received.

e Generate a new email to be sent,
either because:
o A previous email was
misplaced;
o The email needs to be sent to
an alternative person/email
address.

NOTE: An Employer Endorsement
Email can only be sent if:

e The “Contact Person” and
“Email Address” fields are
populated; and

e There is a pending subject
mark status of “Employer
Endorsement”.

Action Edit Query Bl

Employed as: |HEW ENTRANT TRAINEE - PART TIME

Employer Name: |TAFE Digital - Entertainment Unit

@CLE\I"H ISF - Client Ewt

Enrol Form No: | 10158

=

First Name: |SCO

B

Course No: |UE!

Events

Contact Perzon: |Magic Mike

Contact Phone: 0403 123 123 Contact Fax: |0403 123 123
Address: |51 WENTWORTH ROAD
Locality: |STRATHFIELD ﬂ
State: |NSW Postcode: 2135 g Country: |AUSTRALIA g

5

te
2021
2021

Subj
Empl

g

Email Address: |magicmike@tafedigital.com.au

10312021
2021
2021

Employ:
Subj
Subj

g

Generate Hew Email

Employer Endorsement Emails

Last created on: [10403/2021 14:06:05 To: |magicmike@tafedigital.com.au

2021 s
2021 |Re

L

.

2021 |Re

09/03/2021 |Result 5

R

Hew Query| Print Barcode |

Print Employer's Address Delete Employer

Save |Qanoe|| Close |

[09/03:2021 [Result Siip Result Entered |Subject: UEENEEC020B, Result Slip: 52053514, Result: |MARIA DINTIGNANA
|09103/2021 |Result Slip Result Entered | Subject: UEENEEC020B, Result Slip: $2053511, Result: § |MARLA DINTIGNANA
|09/03/2021 |Result Slip Result Entered | Subject: UEENEEC020B, Resuit Slip: 52053500, Result: § [MARIA DINTIGNANA
[09/03/2021 [Result Siip Result Entered |Subject: UEENEEC020B, Result Slip: 52053480, Result: S [MARIA DINTIGNANA
[09/03/2021 [Result Siip Result Entered |Subject: UEENEEC020B, Result Slip: 52053477, Result: § [MARIA DINTIGNANA
[09/03/2021 [Subject Status Changed to Completed |Subject No: UEENEEG102A previous status was Enralied. [sAM GENERIC

0910312021 |Employer Endorsement Received for UOC

|Su bject(s): UEENEEG102A; Maria Diggy, maria@activefireservices.com.au

|wBoLs

|09.|'0.11'2021 |Empkryer Endorsement Requested for UOC

|Employer Endorsement of Units(s) of Competency - Subject({s): UEENEEG102A; email |MARIA DINTIGNANA

New Query

Find

Cancel | Close |
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Quick Reference Guide — Employer Endorsement of Competency for Apprentices and Trainees within
SAM/OLS

Appendix B: MATE e-correspondence emails for Employer Endorsement

An “Employer Endorsement of Competency Email” can be generated 2 ways:
e Automatically by SAM every time a subject mark converts to “Employer Endorsement” status (process run every hour); and
e Manually by the teaching section via Client > Client Details > Employer screen within SAM (see Appendix A above).

There are 2 types of “Employer Endorsement Emails”:

e Like any other e-correspondence that is sent via IDM, EBS or SAM/OLS, you can view these emails and the conditions under which they are sent via the
MATE microsite.

https://sam.oten.tafensw.edu.au/otenweb/mate/

m INTRODUCTION [> MATE TIMELINE B SHOW ME &

DIGITAL

Pre-enrolment v
Fees and payments v
Enrolment and on-boarding (from enrolling to completion of first unit) v
VSL - Vet student Loan W
Progresslon through course units W
Tralneefapprentice >

Employer Endorsement of Unit(s] of Competency &
Employer Endorsement of Competency (Qualificotion] &5

Nearing completion v
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Upon completion of each unit of competency

Upon completion of last remaining unit (+
qualification endorsement)

NOTE: Every time an email is sent, it will list all outstanding units that need endorsement!

Employer Endorsement of Unlt(s) of Competency & Message type: Emall

Employer Endorsement of competency (Qualification) &  Message type: Emall

Explanartion: VIEW EMAIL
Reguesting the employer ta confirm that their treinee/apprentice’s skills are competently applied inthe

workplace

Conditions:

& Tothe employer of o trainee/opprentice.

a

B Sentevery time a troineefapprentice completes all assessments within o vnit and a subject mark is calculated.
9 Reguesting employer’s endorsement of on-the-job competency for each unit.

= Unit outcomes/results cannot be sent to EBS until endarsement is received.

Explanatior: m

Reguesting the employer to confirm that their troineefopprentice is competent to industry
stondards and thot they support the issue of the qualification by TAFE NSW.

Conditions:

a
-

To the employer of a traineefapprentice.

Sent when atrainee/apprentice completes their last unit of competency and may be eligible to receive their
qualification.

e Requesting employer’'s endorsement of the troinee‘sfapprentice’s competence to industry standards.

=+ Qualification cannot be finalised in EBS and testamur connot be issued until endorsement is obtained.

Example of emall sent to students

Example of emall sent to students

Employer Endorsement of Unit(s) of Competency

Dear "Employer Contact Person,

We are writing to you in regards to your "Student Type”, "Student Name™ and their enrclment in “Course Mame"
"Course Nomber” ending on "Frrofment End Date™

‘Your #TRAINEE has recently completed a unit of comp y.

To finalise the result of a completed unit, as the nominated contact person you are required to confirm that the

skills gained by "Student Nome" during formal training with TAFE NSW (RTO Code: 90003) are competently
rkpl . This is a requi t of their Training Plan.

applied in the

What you need to do:

# Review the Elements ond Performance Criteria for each unit by clicking on the link(s) in the toble.

Employer Endorsement of Competency

Dear "Empioyer Contact Person”,

We are writing to you in regards to your “Student Type®, “Student Nome™ and their enrolment in “Course Name*,
"Course Number® ending on “Enrolment End Dote™

Your "Student Type" has recently completed their last unit of competency and may be eligible to receive their
qualification.

To issue the qualification, TAFE NSW (RTO Gode: 90003), as a regi fraining , must obtain the

employer's endorsement of the "Sfudent Type™s competence to industry standards.

What you need to do:

« Review the Elements ond Performance Criterio for each unit by clicking on the links in the table.

| Unit Nomber | Unit Name | Elements and Performance Criterig | Unit Qutcome | Date Achieved |

“Unit Number® | "Unit Name® | “Unit URL" “Unit Qutcome” | "Outcome Date”

# Endorse the on-the-job competency for each unit by clicking on the green button.

| provide my Employer Endorsement

If you wish to discuss any aspect of this email, please contact us on "Teaching Secfion Phone Number®,
"Teaching Section 1300 Phone Number®, "Teaching Section Email” .

Thank you.

‘ Unit Nomber ‘ Unit Nome ‘ Elements and Performance Criteria ‘ Unit Outcome ‘ Date Achieved

"Outcome Date"

“Unit Number® | *Unit Name® | “Unit URL" “Unit Outcome”

» Endorse the on-the job competency for eoch unit and that “Student Name"is o industry
the nominated vocation [ "Covrse Name", "Covrse Number™ by clicking on the green button below.

this t, | "Employsr Contact Person®, acting as the employer
representative of "Employer Name"™

= | confirm my “Student Type™s competence and support the issue of the qualification by the RTO; and
* | may be cbliged to pay a higher rate as a result of the gualification being issued (check award

1 d that by providi

requirements); and
= landior my "Student Type”can seek to complete the "Student Type "ship before the nominal completion
date OR continue the "Student Type"ship up to the nominal completion date.

I provide my Employer Endorsement

If you wish to discuss any aspect of this email, please confact us on "Teaching Secfion Phone Number”®,
"Teaching Section 1300 Phone Number"®, "Teaching Section Email” .

Thank you.

TAFE NSW — TAFE Digital
Modified: 23/02/2022

QRG_EmployerEndorsementProcess SAM&OLS_v1.docx
Page 5 of 6
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Appendix C: Employer Endorsement for Apprentices and Trainees Mail Merge
The purpose of this report (ENEMPENM: Employer Endorsement for Apprentices and Trainees) is to help teaching sections to:
e Identify situations where SAM was not able to send an Employer Endorsement email (e.g. a contact person and/or email address is missing), thereby
requiring teaching section action to update the employer's details and generate a new email via the Client > Client Details > Employer screen).
e Follow up any outstanding employer endorsements requests.
e Meet our compliance requirements of maintaining appropriate audit evidence (e.g. append an extract of this report to the students Training Plan on TPL
to demonstrate we have obtained electronic endorsement from the employer).
This report can be run via Reports > Reports Gateway in SAM.  Action Edit Query Biock Record field Help Window

& SERPGWYF - Reports Gateway - PREP (MDINTIGNANA@OTEN) (Ol
Module Category
Action Edit Query Block Record Field Help Window Module Type: [MAIL MERGE J Privileges: |l Can Run - Gateway Module: |Yes = el
¢ SEREQMMF - Request Mail Merge - PREP (MDINTIGNANA@OTEN) In Sub System: |[ENROLMENT J Description: [Enrolment
Roles
Sub System: |Enrolment ﬂ =
Run wnen:|ln Business Hours ﬂ |ALL-QueryAccessmr Support Staff
Module Name: |ENEMPENM ﬂ :._ ployer Endor: t for App i and Traine |FAC _ Busi Line i
Template?: |No = |FAC - Head Teacher Role
|FAC - OLP Clerical Role
* Open Output in the Browser |FAC - Supervisor of Clerical OLP j
" Save Output to CATEMPIOUTPUT .otn (for Excel Templates only) Module Details

Current Status: Module Name: |ENEMPENM J |Employer Endorsement for Apprentices and Trainees Template?: |No hd
Parameter Name Mandatory Value Parameters: |P_LOCATION_NO [M], P_PENDING_MARKS_ONLY [M], P_CE_END_FROM_DATE, P_CE_END_TO_DATE, P_FACULTY, &
|Lomtion No. W lm— P_TEACHING_SECTION, P_FUNCTIONAL_T5, P_COURSE_NO, P_TAFE_ID =
|Pﬂndinn Subject Marks Only (YiN} [+ N Output Fields: |Teaching Section, Course No, Course Name, Trainee/Apprentice, TAFE ID, SAM ID, DEC USER ID, Student Firstname, Student =+
|Course Enrolment End From Date - Surname, Course Start Date, Course End Date, Course Enrol 5tatus, Subject No, Subject Ed, Subject Name, Subject Status,
| - I— EBS Mark, Date Awarded, Mark Status Date, Subject Mark 5tatus, Email Sent, Email Date, Email Address, Uoc Endorsed By,
Course Enrolment End To Date Uoc Endorsed Date, Qualification Endorsed By, Qualification Endorsed Date
|Facu|ly r
|Teaching Section r =
|Func1ional Teaching Section code r Sort Order: [ENROLMENT FORM NUMBER, MARK STATUS DATE, SUBJECT ENROLMENT SEQUENCE NUMBER o
|course No r -
|Tafe 1d r i

Description: [An apprentice or trainee will appear on this report as soon as they are captured by the "Employer Endorsement” process i‘

| r (e.g. a subject mark is calculated and fl d for "Employer Endorsement”). Until then, they will not appear on this report.
[ r
i S The purpose of this reportis foelp teaching sections o B -
[ - Y
| r New Query Find Preview Save | Cancel | Close
[ r
| ro 3 3

1
New Query| Find Mail Merge | Cancel | Close
1 :
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