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How to Change a Training Contract’s
Attendance Type and Hours of Work — User
Guide — For Employers

To submit a Change of Attendance Type and Hours of Work.
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.
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*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

3. Click on the Contracts tab.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive & AO Testing B Logout

@ Employer L Profile

My Permissions

WAAMS Menu Options

The WAAMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu + Financial Admin [i]
options at the top of this page. X Organis [i]
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Create and edit vour organisation’s details including assigning portal users and contacts, upload training plans and enrolment svidence

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

Incoming Training Contracts Employer Incentives Reengagement Incentive

@ Employer €5 Profile

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

*  How to Assign (transfer] your training Contract to *  How to Extend your training contract or Probotion
another employer period

= How fo Change Apprentice/Troinee Nome *  How to change your Employment Arrangement

= How te Change Attendance Type and Hours = How to Terminate

*  How to Change Qualification and AT *  How to change Other Controct Informotion

®  How to Change Worksite Location
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(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.
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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

5. From the Training Contract Changes menu on the right-hand side of the
screen, click on Change of Apprentice/Trainee Name.

Contract Parties
Contract Changes

Apprentice/Trainee Assignment of Contract

' Change of Apprentice/Trainee Name I

Employer / Change of Attendance Type and Hours
! ) Change of Qualification and RTO

Worksite

Change of Worksite Location

Contract and Probation Extension
R

gi ed Training Or
Employment Arrangement

Notice To Terminate
AASN Provider

Other Contract Information

et aardian Suspension and Lifting of Suspension

6. Click on Begin.

Name

/

7. The existing attendance type and hours for the training contract are displayed.

You can submit a change request for either the:
e hours of employment and training per week; or
e attendance type i.e., from full time to part time or vice versa, and hours of
employment

Existing Values
Attendance Type Hours Per Week
Part-time 25
Is School Based? Averaging Part-time Hours
No

8. If you want to change attendance type of hours of work for a School Based
Apprenticeship or Traineeship (SBAT), check the Is School Based? box to
indicate this.
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If the change is not for an SBAT, move ahead to Step 10.

New Values

Is School Based?

fes

o

9. Select the name of the School from the drop-down list and provide the
School’s Contact Details.

I School -

| .
(@) Required field. //I

School Contact Person *

School Contact Number -

(D Reguired field.
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10. Click on the New Attendance Type drop-down menu and select Full Time or
Part Time.

New Attendance Type *

| 7

Full-time

jo)

Part-time

11. (A) Enter the total number of hours the apprentice/trainee will be working each

week. (B) If the change is for a part time attendance type, indicate if part time
hours are being averaged.

Hours must align with the Public Register of class A and B qualifications (Below new hours worked). You can view the
Register of Class A and B qualifications through the Apprenticeship Office website via dtwd.wa.gov.au/classab

New Hours Per Week - ﬁ Mew Averaging Part-time Hours @\

l Na
Ty Reqairea neta.

Mew Training Contract Expiry Date

21 Jan 2024

12. Check the box indicating all parties agree to the change of attendance type and
hours.

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

All parties to the training contract have agreed to the change?

Yes

By selecting this check box, | verify that the employer, apprentice and parent/guardian (if applicable) have agreed to the
change of attendance type/hours.
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13. 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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