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How to Extend a Training Contract or
Probation Period — User Guide — Employers

To submit a Training Contract Extension.

1. Log in to the WAAMS portal.
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2. Onthe WAAMS home page under My Permissions, check that you have
Training Contract Change (TCC) user access. This allows you to submit

training contract changes.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive

WAAMS Menu Options
The WAAMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu
options at the top of this page.

Organisation Tab
Create and edit your organisation’s details including assigning portal users and contacts, upload training plans and enralment evidence
(for organisations who are eligible for emplayer incentives), and manage Financial Administrator access.

Contracts Tab
training contracts, make training contract changes (TCCs) eg. update apprentice/trainee’s details, submit

View your organisation’s tra
cord change orksite locations

bility for employer incenti

suspensions, terminations, changes to R

approved incentive claims.

@ Employer £ Profile

My Permissions
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including any outstanding tasks/documentation reguired before you can claim your incentives; view and claim incentives; and view your

Organisation
Bulk Contract Change
Enrclment Evidence Upload

Manaee Financial Administrators |

*If there is a red cross next to this user type, rather than a green tick, you will need to
update your user access. Please refer to the WAAMS user access levels — User Guide
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https://www.jobsandskills.wa.gov.au/sites/default/files/uploads/documents/EMPLOYERS_section/jswa_employer_incentive_waams-user-levels-Feb20.pdf
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3. Click on the Contracts tab.

Organisation Contracts

Incoming Training Contracts

Employer Incentives

Reengagement Incentive

& AO Testing

® Logout

Home

‘\

WAAMS Menu Options
options at the top of this page.

Organisation Tab

The WAANS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu

@ Employer

My Permissions

+ Financial Admin

Create and edit vour organisation's details including assigning portal users and contacts, upload training plans and enrolment evidence

% Profile
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4. (a) Select the Training Contract you want to make changes to, by clicking on the
® icon on the left-hand side of the table.

*  How to Assign (transfer] your training Contract to
another employer

= How to Change Apprentice/Trainee Name

= How fo Change Attendance Type and Hours

*  How to Change Qualification and RTO

ng Training

.

[rhe following User Guides provide steps on how to make training contract changes:

How to Extend your troining contract or Probation
period

*  How to change your Employment Arrangement

Haw to Terminate
How to change Other Controct Information

Employer Ince

@ Employer

&5 Profile

®  How to Change Worksite Location

View all Training Contracts

Active Training Contracts

Column options and reports view all Training Contracts

StartDat_. L YT Expiry Date T EndDate T

sha Bella-Rose Quinn MecDonald’s Australia Ltd{S0820 21 jul 2022 21 jan 2024

(b) You can also search for a training contract by the apprentice/trainee’s name or
Training Contract ID number.

Start by clicking on the filter icon T and then type the apprentice/trainee’s name or
Training Contract ID number into the text box, and click Filter.

Active Training Contracts View all Training Contracts

Column options and reports View all Training Contracts

Drag a column header and drep it here to group by that column

Contract ID Status
] m

Y Apprentice Y StartDat. $ Y Expiry Date Y EndDate g

f’RTO

Show items with value that:

[
Is equal to v

[i] Active
o Active
Li] Active And v
o ALuvE: Is equal to -
L] Active
(i} Active
Filter Clear
[i] Active s eTETE A usu ana L suos ()
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5. From the Training Contract Changes menu on the right-hand side of the screen,
click on Contract and Probation Extension.

Contract Parties
Contract Changes
Assignment of Contract
i Change of Apprentice/Trainee Name
Contract Details
Change of Attendance Type and Hours
Training Contract ID Change of Qualification and RTO

Change of Worksite Location

Employer Incentive Eligibility Status Contract and Probation Extension

Employment Arrangement

Notice To Terminat
Defence Industry Incentive Eligibility Status otiee fo ferminate

Other Contract Information

Reengagement Incentive Eligibility Status Snenensianismd|line Tl S e

6. Click on Begin.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive Log out

Home ' Contracts ' Contract Details R H - - “ . - - J
@ Employer % Profile

[Extension of the training contract |

A training confract will expire if it reaches the nominal term stated on the training contract, and the apprentice or trainee has not completed the required on and off the job training;
lor the nominated registered training organisation has not notified the Apprenticeship Office that the apprentice or trainee has successfully completed their training contract.

If the apprentice or trainee and the employer agree that the apprentice or trainee requires more time to complete their training, either party can submit a request to extend the
raining contract.

Name

1171245T1-Kirsha Bella-Rose Quinn-Agostino Group Holdings Pty Ltd The trustee for Agostino Family, Trust
pL

Begin /

Back to your training contracts

7. From the drop-down menu, select the Extension Type.

Extension Type -

Training Contract A
Training Contract
Probation

sxtend the trawmine contract

N\ /)]
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8. (A) Use the arrow to enter the number of days you would like to extend the training
contract or probation period. (B) Alternatively, by using the calendar, you can enter
a new expiry date for the training contract or probation period.

Number of Days to ExtW

OR

New Training Contract Expiry Date e\

g ployer, apprentice and parent/guardian (if applicable) have agreed to the

13 14 15 16 17 18

20 21 22 23 24 25

27 28 29 30 31

9. Check the box indicating all parties agree to the extension to the training
contract or probation period.

* Please note: if the extension has not been discussed with all parties to the training
contract, please obtain consent before proceeding to make this change.

The extension request must be submitted prior to the training contract or
probation expiry date.

All parties agree to this change?
Yes
By selecting this check box, | verify that the employer, apprentice and parent/guardian (if applicable)} have agreed to the

wtension contract change.

i)

10. Click on Submit.

Submitted By (Portal)

Apprenticeship Office

T:131954

E: apprenticeshipoffice@dtwd.wa.gov.au
W: dtwd.wa.gov.au/apprenticeshipoffice
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