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Terminating a Training Contract — User
Guide - For Apprentice/Trainee and
Parent/Guardian (if applicable)

To submit a training contract termination.

1. Log in to the WAAMS portal.

Request an account

Email

Password

Remember me

access to data in the portal to any person otherwise

than as authorised by the terms and condition

vel of ac

arganisation has authorised

> When | cease to

presentative or employee of my

my organisation access is deactivated.

The Department is therefore entitled to assum nsaction

occurring in the Portal from an authori originates from that

e

authorised user and is a valid transaction or instruction which may not be

reversed.

However, artment understands that there may be a submission
made in error. If an incarrect submis: o tion or
individual user should contact the D immediately on 13 19 54 (for
callers outsi please call 08 85

——

2. Select the Training Contract you want to make changes to by selecting the @
icon on the left-hand side of the table.

Incoming Traini;

TAA Portal

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

How ta Change Apprentice/Trainee Nome

How to Change Attendance Type and Hours

How to Change Qualification and RTO

How to Change Worksite Locotion

PR

Active Training Contracts

Y Apprentice

Ariar

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

@ Learner

How to Extend your training contract or Probation
period

How to change your Emplayment Arrangement
How to Terminate

How to change Other Contract Information

View all Training Contracts

Employer Y StartDat.. 4 ¥ Expiry Date Y End Date Y
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3. From the Training Contract Changes menu on the right-hand side of the screen,
click on Notice to Terminate.

Contract Parties
Contract Changes

Apprentice/Trainee Assignment of Contract
Change of Apprentice/Trainee Name
Employer Change of Attendance Type and Hours
Change of Qualification and RTO
Worksite Change of Worksite Location
Contract and Probation Extension

Registered Training Organisation
Employment Arrangement

Notice To Terminate

Other Contract Information

AASN Provider

4. Select Begin.

Name

~

5. From the drop-down menu, select the Termination Type.

Termination Type *
| -

In Probation

With Apprentice Consent
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6. From the drop-down menu, select the Termination Reason.

Termination Type *

With Apprentice Consent v

Following the expiry of a training contract’s probation pericd, an employer cannot terminate a training contract without

the consent of the apprentice and parent/guardian (if applicable).

":rmination Reason

Business Downturn -
Career change / alternative employment bn
Deceased

Other

Performance / progression issues

Personal reasons / reasons unknown

7. Check the box indicating all parties agree to the termination.

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

Has the apprentice consented to the termination of the training contract?
| Yes | i——

By submitting this notice, | acknowledge that the apprentice and parent/guardian (if applicable) has consented to the
termination. | am aware that the record of the training contract will be administratively closed when this form has been

processed by the Apprenticaship Office.

8. Click on Submit.

Submitted By (Portal)

Apprenticeship Office

T:13 1954

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