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Guidelines for the creation of New Zealand Apprenticeships certificates and use of logo
NZ Apprenticeships:

· provide an entry point into an occupation setting a person up for a career in an industry

· meet any regulatory requirements for entry into an occupation

· contain a strong theoretical component to support further learning as well as a practical element.

NZAs Certificates upon completion 
1. TEC requires industry training organisations (and directly funded organisations) to award every New Zealand Apprentice with a certificate upon completion.  The design and format of the certificate is at the ITO’s or directly funded organisation’s discretion but it must include:
· the name of the apprentice

· the specific vocation in which the New Zealand Apprenticeship has been completed
· the New Zealand Apprenticeship logo

· the words “New Zealand Apprenticeship” in full not abbreviated 

· the qualification(s) completed through the New Zealand Apprenticeship
· the date the New Zealand Apprenticeship was completed

· the name of the organisation
· the name and signature of the organisation’s chair and 

· the name and signature of the organisation’s chief executive. 
2. The certificate is to be awarded for the completion of the New Zealand Apprenticeship.  The certificate must not award any other status to the apprentice.
3. Organisations have a responsibility to maintain accurate records of certificates issued.  An ITO must be able to confirm an apprenticeship was completed and issue replacement certificates when necessary.  Merged ITOs are responsible for the historical records of the dis-established ITO.   

Use of NZA logo

4. A distinctive New Zealand Apprenticeship logo has been designed and this must appear on all communications and publications associated with New Zealand Apprenticeships.  It must not be used in association with training that has not been approved by the TEC as a New Zealand Apprenticeship.  The aim is to ensure consistency of branding across the country in order to build the profile and value of NZAs.   

5. The New Zealand Apprenticeship may be used by industry training organisations and directly funded organisations.  Other relevant bodies and organisations may be granted permission to use the logo for certain publications or events (contact communications@tec.govt.nz).  The logo must not be used in any way that could mislead trainees, employers and the public or bring New Zealand Apprenticeships into disrepute.  Organisations using the New Zealand Apprenticeship logo must follow the New Zealand Apprenticeship visual identity guidelines available on TEC’s website. (PDF, 1 Mb)
6. The following requirements must be followed for the use of the logo:

· The logo must be used only to represent New Zealand Apprenticeships.  It cannot be used for any other type of apprenticeship (formal or informal) 

· The black and white logo is to be used if the context is about New Zealand Apprenticeships generically.

· The logo must be in the relevant Vocational Pathways colour if the context is a specific New Zealand Apprenticeship or New Zealand Apprenticeships within a sector (no other colours may be used).

· The logo must have adequate contrast with the background.

· The logo must not be distorted in height or width.

· The logo must not be altered in any way.

· The logo must not be used without the prior agreement of the TEC Communications team (email communications@tec.govt.nz).

7. Additional style and design guidance is provided in the New Zealand Apprenticeships logo guidelines (PDF, 1 Mb)

Use of “New Zealand Apprenticeship(s)” or NZA(s)
8. As the abbreviation NZA could stand for both New Zealand Apprenticeship and New Zealand Apprentice, considerable care must be taken.  The words New Zealand Apprenticeships must be always be used in full in headings, in conjunction with illustrations or the New Zealand Apprenticeship logo.

9. Only use the abbreviation ‘NZA’ in longer passages of text where the repetition of ‘New Zealand Apprenticeships’ becomes awkward for the reader.
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