


Table of Contents

PURPOSE ...ttt ettt et a e e bt e s at e et esat e e bt e sate e be e e ae e e a b e e saeeeabeeeabeeabeesabeeabeesaseeabeesabeenbeesaseabeens 3
SCOPE ...ttt ettt ettt b e a b e bt e h et e b e e e a e e e bt e ea b e e bt e eat e e beeeh bt e b e e eat e e bt e eh bt e beeeate e beeeateebeenareenne 3
SERIOUS IMISCONDUCT ...ttt ettt sttt st e st et e st e be e s aee e bt e s se e e aneesaneeabeesse e e s e e smneenneeaneeeneennneenne 3
AUTOMATIC WRITTEN WARNINGS ...ttt ettt sne e e s e saeeeneesmneeneesnneenneens 4
VERBAL WARNINGS. ... ettt ettt ettt s e st e b st e b e s s e s se e s bt e s seeeaseesseeeabeesneeeaneesnneenneesnneenneens 6
Delivering Verbal WarniNgS .......u.uiee ittt e e st e e e s stbe e e e s sabae e e s sabeeeeesasaeeeesnsseeeessnssaeeesns 6
WRITTEN WARNINGS ...ttt ettt ettt et e s at e bt e s at e e bt e s st e et e e s ate e bt e sabeebeesabeenbeesaeeebeesaeeenne 8
DeliVErING WIITEEN WAININGS ..eeiiiiiieiiiiieee ettt et e sttt e e e s rbe et e s sateeeessbbeeeesnsbaeeessabeeeesnssseeessnssseeessnsseeeennas 8
Final Written Warning, SUSPENSion OF TermMINAtioN.........uiiiviiieeiiiiiieeeeriree e eriree st e e srre e s rree e s seeaeeeenas 10
Delivering Final written warning, suspension, or termination MeetingS........cccovvvvereeeeeeieiiiieeeeeeeeeeerennnnee 10
LV g a1 T =T or=| =] 4 o] T TSP 12
DISPUTE RESOLUTION ...ttt ettt ettt sttt sttt sttt ettt e s e e b e s e e e seesmneeneesnneeneesmneenneennnes 13
RECORDS AND CONFIDENTIALITY ..ttt eteesiee sttt sttt st s s e sne e s e e e neesmneeneesnnes 13
RELATED DOCUMENTS ...ttt ettt ettt ettt et ettt et e bt e e st e bt e et e e beesabe e bt e sabeebeesabe e bt e easeebeesaseenneesanes 14
7AYo o 1=Ta Vo 1< G TP UP TP 15
Template — Verbal (But Documented) Warning .........coccueeeeieeeiiee et sree e sree e svee e sanee e 15
1Y o] o 1=Ta Vo 1 TP 16
Template - 15 Letter Of WarniNG... .o ee ettt eba e e e be e e sabe e e esbeeesabeeeeaaeeenes 16
TemMPIate — 2™ Letter Of WarNiNg ...c..ocveeeeeeeeeieeieteteeeesee et e e et et et et esaestestestesseeseessessessessesaessesressseneaseas 17
PN o] o<1 o LD TSRS RRRRR SRR 18
Template — 3" and Final Letter Of Warning.......cvoveeeeiieieeeieeeeeeeete st seesve st eeesessestessesaesnesressseneeneas 18
FAY o] o 1=Ta Lo 3 SRR UPPTP 19
Template — Termination LETEOr .. .. s s e st e e s s bae e e s snbeees 19
1Y o] o 1=T g Lo 3G T TP PP 20
Template — Termination MiSCONAUCT LTI ..uuvuviiiiiiiiiiieeiiee e e e e e e e e e eanraes 20
PN o] =T o LD SRR T SRR 21
Template — Abandonment of EMpPloymMeENnt LEtEer......ccuvvveeiieiiiiiiieeeee et e e 21
Template — Abandonment of EMpPloymMeENnt LEtEer......ccuvvveeiieiiiiiiiiieieee et 22
1Y o] o 1=Ta Vo 1 QTP UPORP 23
Template — Performance Improvement Plan (PIP).......ccuiiciieiiiieerie et 23

Version 1.5 Page 2 of 23



PURPOSE

Apprenticeships Are Us Ltd Apprentice Employment Managers are responsible for the monitoring, mentoring and
performance management of all apprentices/trainees employed by Apprenticeships Are Us Ltd. This process is
designed to provide clarity for Apprentice Employment Managers on the application of disciplinary processes,
ensuring Apprenticeship Are Us Ltd apprentices/trainees are treated fairly and equally, regardless of the

assigned Apprentice Employment Manager.

In addition to the requirements of the Vocational Education and Training Act 1996, the Department of Training
and Workforce Development’s Apprenticeship Policy, Apprenticeships Are Us Ltd, provides the following

instructions to assist Apprentice Employment Managers to address apprentice/trainee performance issues.

This policy also aligns with the requirements of the Fair Work Act 2009 and the Work Health and Safety Act 2024
to ensure that performance management processes comply with national employment standards, including

workplace safety, anti-discrimination, and employee rights during disciplinary procedures.

This policy operates as a controlled workplace relations and governance document within Apprenticeships Are Us
Ltd’s Quality Assurance Framework and is relied upon as evidentiary support during Fair Work audits, GTO

compliance reviews, Work Health and Safety inspections, and internal governance assurance activities.

SCOPE

Apprentice/trainee performance issues that are addressed by this procedure include, but are not limited to,
the following:

e lack of progress in off-the-job training (includes completion of competencies and profiling

requirements).

e Lack of progress in on-the-job training.

e  Failing to comply with Apprenticeships Are Us Ltd.’s Code of Conduct.

e  Failing to comply with Apprenticeships Are Us Ltd, Host Businesses and site safety rules.

e  Poor attitude, punctuality and attendance; and

° Misconduct.

Performance management actions will be proportionate to the nature and severity of the issue and applied

consistently, objectively, and in accordance with principles of procedural fairness.

SERIOUS MISCONDUCT

Conduct that is serious misconduct includes the following (from the Fair Work Regulations 2009 section 1.07):

1. Wilful or deliberate behaviour by an employee that is inconsistent with the continuation of the contract
of employment.

2. Conduct that causes serious and imminent risk to:
i.  the health or safety of a person; or
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ii. thereputation, viability, or profitability of the employer's business.

3. The employee, during the employee's employment, engages in:
i. theft; or
ii. fraud;or
iii. assault.

4. The employee being intoxicated at work.

5. The employee refuses to carry out a lawful and reasonable instruction that is consistent with the
employee's contract of employment.

6. Misconduct may also include misuse of digital assets or IT systems, including unauthorised access to
confidential information or breaches of the organisation’s data security policies. These actions will be

subject to disciplinary measures as outlined in the Privacy Act 1988 and the Cybersecurity Standards Act

2023.

7. Allegations of serious misconduct will be assessed promptly and may result in immediate suspension
pending investigation, where necessary to manage risk or protect health, safety, or organisational

integrity.

AUTOMATIC WRITTEN WARNINGS

While certain safety breaches may result in an automatic written warning, each matter will be assessed having

regard to the circumstances, contributory factors, and the apprentice’s right to procedural fairness.

Any apprentice/trainee who is injured in the workplace or involved in a workplace incident as a result of
the apprentice failing to comply with Apprenticeships Are Us Ltd, Host Businesses or site safety rules will result in a
written warning as a minimum. This includes but is not limited to:

e  Failing to wear uniform and PPE.

e  Failing to report an injury or incident within 24 hours.

All performance records and warnings must comply with the Australian Privacy Principles (APPs), ensuring that
sensitive employee information is securely stored and only accessible by authorised personnel. This guarantees

privacy and data protection in line with national standards.
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Automatic Written Warning Process
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VERBAL WARNINGS

An Apprentice Employment Manager may issue up to two Verbal Warnings to an apprentice/trainee for any of

the performance issues listed above during the Training Contract. Any issue considered by an Apprentice

Employment Manager to be a performance issue should be discussed with GTO Team Leader.

Delivering Verbal warnings

Must be in person, i.e., at the worksite or at the Apprenticeships Are Us Ltd Office.

Must allow the apprentice/trainee the right of reply to explain their account of events.

Where apprentices or trainees work remotely or in hybrid environments, verbal warnings may be issued
virtually, provided that the meeting is conducted via a secure and confidential platform. All digital
communication must comply with the organisation’s remote work policies and the Telecommunications
Interception and Access Act 2024.

May be accompanied by a probation extension if issued during the probation period; and

Must be recorded (see Appendix 1) by the Apprentice Employment Manager responsible for the Internal
Database.

Where appropriate, informal coaching or additional support measures may be implemented alongside

verbal warnings to address performance issues.
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Verbal Warning Delivery Process
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WRITTEN WARNINGS

An Apprentice Employment Manager may issue up to two Written Warnings (see Appendix 2) to an
apprentice/trainee for any of the performance issues listed above during the Training Contract. Any issue
considered by an Apprentice Employment Manager to be a performance issue should be discussed with the GTO

Team Leader.

Delivering written warnings

e You must bein person, i.e., at the worksite or at the Apprenticeships Are Us Ltd Office.

e  Must allow the apprentice/trainee the right of reply to explain their account of events.

e  Must be accompanied by a probation extension if issued during the probation period.

e  Must be signed by the issuing Apprentice Employment Manager or GTO Team Leader.

e  Should be signed by the apprentice/trainee.

e  Must be given to the apprentice/trainee, original and a copy returned to the Apprenticeships Are Us Ltd
office; and

e  Must be recorded (scanned, saved and linked) by the responsible Apprentice Employment Manager in the
Internal Database.

e  Written warnings will be reviewed periodically to assess improvement and determine whether further

action or support is required.
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Written Warning Delivery Process (AEM)
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Final Written Warning, Suspension or Termination

Any decision relating to suspension or termination must comply with the Fair Work Act 2009 (Cth), including

requirements relating to valid reason, procedural fairness, and protection from unfair dismissal.

If performance issues continue (or new issues arise) with any apprentice/trainee who has already received two
written warnings, they must be referred to the GTO Team Leader for a final written warning (see Appendix 3),
suspension or termination. Performance Improvement plan (see Appendix 7) should be considered to improve

performance.

All final written warnings, suspensions, or terminations related to workplace safety issues must comply with the
Work Health and Safety Act 2024. This includes reviewing any safety breaches and ensuring corrective actions are

documented and communicated to relevant stakeholders.

Delivering Final written warning, suspension, or termination meetings

e Are preceded by a briefing from the relevant Apprentice Employment Manager to the GTO Team Leader,
who is to be involved and should include a written summary of concerns and provide reasons for the
final written warning, suspension, or termination.

e Arearranged (time, date, etc.) by the relevant Apprentice Employment Manager.

e During final written warning, suspension, or termination meetings, consideration must also be given to
the mental health and well-being of apprentices or trainees. This aligns with the Workplace Mental Health
Standards outlined by SafeWork Australia, ensuring that employees receive appropriate mental health
support throughout the process. Reasonable adjustments and support options will be considered where
mental health factors are identified.

e  Mustinclude the apprentice/trainee and their parent/guardian (if applicable).

e  Mayinclude a support person for the apprentice/trainee (this should be offered prior to the meeting).

e  Must be in person at the work site or at the Apprenticeships Are Us Ltd Office.

e  Must allow the apprentice/trainee the right of reply to explain their account of events.

e Must include the relevant Apprentice Employment Manager who is to note all discussions,

actions, outcomes of the meeting, and any other information to be recorded in the Internal Database.

The decision for final written warning or an application being made for suspension or termination is at the sole

discretion of the GTO Team Leader in attendance.

Version 1.5 Page 10 of 23



Version 1.5

Process

Apprentice/trainee
has 2 written

A warnings OR new
serious
performance issue

AEM briefs
[ 610 Team
Leader

AEM
[:’é schedules
meeting

Pre-meeting
Z checks

ﬂ Conduct

meeting

% Provide right
of reply

Outcome
decision by
GTO Team

Leader?

A

Final Warning / Suspension / Termination Meeting

E\ Final Written
@ warning

Issue final
warning +
clear
improvement
plan +
timeframe

—

1

Record
everythin
= Tisaai

in Internal
Database

Final
E;w outcome
=@ issued and

Prepare
application/a
pproval steps

E‘é per State

Training
Authority
requirements

recorded

Page 11 of 23



Warning escalation
Unless it involves serious misconduct, warnings should escalate as follows:

e If two verbal warnings have been issued to an apprentice/trainee, the following performance issue will
result in a written warning.

e If one written warning has been issued to an apprentice/trainee, the following performance issue will
result in a written warning.

e If two written warnings have been issued to an apprentice/trainee, the following performance issue will
result in a final written warning, or an application being made for suspension or termination (see Appendix
3).

e If a final written warning has been issued to an apprentice/trainee, the following performance issue will
result in an application being made for suspension or termination (see Appendix 4 and 5).

e Ifanapprentice/trainee fails to communicate then an Abandonment of Employment letter should be issued
(see Appendix 6) by Apprentice Employment Manager or GTO Team Leader.

e Ifanapprentice/trainee fails to adhere to Apprenticeships Are Us Ltd Uniform and PPE policy, the Apprentice
Employment Manager is to issue the correct type of warning as per the above and will revisit this
apprentice/trainee within ten working days to confirm the apprentice/trainee complies with the policy. If
during this revisit the apprentice/trainee still fails to comply with the Uniform and PPE policy, a written
warning as a minimum must be issued. Nothing in this escalation framework limits management’s ability to

respond appropriately to serious misconduct or safety-related risks.

ARU Apprentice / Trainee Warning Escalation Framework
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DISPUTE RESOLUTION

Any disputes arising out of this Guide should be settled in accordance with the Apprenticeships Are Us Ltd

and/or the relevant State Training Authority.

Any disputes arising from performance management or disciplinary actions will be managed in accordance with
the Fair Work Commission’s updated dispute resolution procedures. Apprentices or trainees may seek third-party
mediation, and Apprenticeships Are Us Ltd must ensure compliance with any legal obligations related to dispute
handling. Where appropriate, disputes should first be addressed internally through ARU’s management and

governance processes prior to external escalation.

RECORDS AND CONFIDENTIALITY

All performance management records, warnings, and disciplinary documentation will be handled in accordance
with the Privacy Act 1988 (Cth), Australian Privacy Principles, and ARU’s Privacy Policy, with access restricted to

authorised personnel.
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Appendix 1

Template — Verbal (But Documented) Warning

PO Box 1456

Parramatta NSW 2124

| ) Telephone: 02 9891 6900
AUTOMOTIVE APPRENTICESHIP SPECIALIST — Fax: 02 9687 3069

ABN: 50 613 819 248 WWW.apprus.com.au

Letter of Concern Template

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

[Date]

[Apprentice’s Name]
[Apprentice’s Address]

Subject: Letter of Concern — Performance/Conduct Matter
Dear [Apprentice’s Name],

| am writing to formally raise a concern regarding your [conduct/performance] in your apprenticeship with Apprenticeships Are Us Ltd. This
is not a formal warning but serves as an official notification that your performance or behaviour requires improvement to ensure continued
success in your apprenticeship.

This letter is issued in accordance with Clause 1.3 of the National Standards for Group Training Organisations (GTOs), which requires
apprentices to meet their performance and training obligations, and section 387 of the Fair Work Act 2009 (Cth), which emphasizes
procedural fairness in employment matters.

Issue(s) Identified

We have observed the following concerns:

[Clearly outline specific conduct/performance issues, including dates, times, and locations]

[Reference feedback from host employers, trainers, or supervisors, if applicable]

As an apprentice, it is essential that you:
e Attend work and training regularly and punctually, in line with the expectations of your National Training Contract
e Adhere to host employer workplace policies and safety procedures
e  Engage in learning and training activities as required under your apprenticeship agreement

Next Steps & Support Available
To help you address these concerns, we will:
e  Provide guidance and support to help you improve.
e Monitor your progress over the next [timeframe, e.g., four weeks].
e Offer any necessary mentoring or training support to assist in meeting expectations.

If these concerns are not addressed within the agreed timeframe, further action may be required, which could include formal warnings in
accordance with section 387(d) of the Fair Work Act 2009.

| encourage you to take this matter seriously and take proactive steps toward improvement. If you wish to discuss this further, please feel
free to contact me. You may also have a support person present for any discussions regarding this matter, as outlined in section 387(d) of
the Fair Work Act 2009.

Please confirm receipt of this letter and reach out if you have any concerns or require assistance.

Yours sincerely,

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

Quality Apprentices and Traineeships, Recruitment and Monitoring
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Appendix 2

Template - 1%t Letter of Warning

PO Box 1456

Parramatta NSW 2124

| ) Telephone: 02 9891 6900
AUTOMOTIVE APPRENTICESHIP SPECIALIST — Fax: 02 9687 3069

ABN: 50 613 819 248 WWW.apprus.com.au

First Warning Letter

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

[Date]

[Apprentice’s Name]
[Apprentice’s Address]

Subject: First Warning Letter — Performance/Conduct Concerns
Dear [Apprentice’s Name],

| am writing to formally notify you of concerns regarding your [conduct/performance] in your apprenticeship with Apprenticeships Are Us
Ltd. This letter serves as a first written warning in accordance with section 387 of the Fair Work Act 2009 (Cth), which outlines procedural
fairness in disciplinary actions, and the National Standards for Group Training Organisations (Clause 1.3: Performance Management and
Monitoring).

Details of Concern
The following issues have been identified:

[Clearly outline specific conduct/performance issues, including dates, times, and locations]
[Provide any relevant Host Business feedback or supporting evidence]
Under your apprenticeship agreement and employment contract, you are expected to:

e Comply with Host Business workplace policies and procedures

e  Maintain acceptable levels of attendance, punctuality, and workplace behaviour
e Fulfill your learning and training obligations as per the National Training Contract
e  Required Improvement and Support Available

To address these concerns, you are required to.

[Outline specific improvement expectations]

[Set a reasonable timeframe for correction, e.g., four weeks]

[List available support mechanisms, e.g., mentoring, training, performance review meetings]

This warning will remain on your employment record, and failure to improve may result in a second warning or termination under section
387(d) of the Fair Work Act 2009, which considers whether an employee was warned about performance concerns before dismissal.

You have the right to respond in writing and request a meeting to discuss this matter. You may also bring a support person in accordance
with section 387(d) of the Fair Work Act.

If you have any questions or need assistance, please contact me.
Yours sincerely,
[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

Quality Apprentices and Traineeships, Recruitment and Monitoring
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Template — 2"9 Letter of Warning

PO Box 1456

Parramatta NSW 2124
Telephone: 02 9891 6900
Fax: 02 9687 3069

ABN: 50 613 819 248 WWwWw.apprus.com.au

Second Warning Letter

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

[Date]

[Apprentice’s Name]
[Apprentice’s Address]

Subject: Second Warning Letter — Ongoing Performance/Conduct Issues
Dear [Apprentice’s Name],

Following our first written warning issued on [date], | regret to inform you that your [conduct/performance] has not improved to the
required standard. This second written warning is issued in accordance with section 387 of the Fair Work Act 2009 (Cth) and the National
Standards for Group Training Organisations (Clause 1.3: Managing Performance and Compliance Requirements).

Continued Issues Identified
Since the previous warning, the following issues have been recorded.

[List specific incidents of non-compliance, including dates, times, and previous discussions]

[Reference any commitments made by the apprentice that have not been met]

As an apprentice, you are required to demonstrate competency and compliance with workplace and training standards. Failure to meet
these obligations affects your continued employment and training progression.

Required Corrective Actions
To avoid further disciplinary action, you must:

[Clearly define corrective actions]

[Set a final timeframe for measurable improvement]

[Specify available support and additional monitoring mechanisms]

If there is no significant and sustained improvement, Apprenticeships Are Us Ltd may proceed to a final written warning and potential
termination of your employment, in line with section 387(d) and (e) of the Fair Work Act 2009 (Cth), which requires an employee to be
given a chance to respond and improve before dismissal.

You are encouraged to provide a written response or request a meeting within [X days]. You may have a support person present during
discussions, as required by section 387(d) of the Fair Work Act 2009.

Please take this matter seriously. If you require further clarification, contact me directly.
Yours sincerely,
[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

Quality Apprentices and Traineeships, Recruitment and Monitoring
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Appendix 3

Template — 3" and Final Letter of Warning

PO Box 1456

Parramatta NSW 2124

| ) Telephone: 02 9891 6900
AUTOMOTIVE APPRENTICESHIP SPECIALIST —% Fax: 02 9687 3069
ABN: 50 613 819 248 WWW.apprus.com.au

Third and Final Warning Letter
[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

[Date]

[Apprentice’s Name]
[Apprentice’s Address]

Subject: Third and Final Warning — Risk of Termination
Dear [Apprentice’s Name],

Following the first and second written warnings issued on [dates], | regret to inform you that despite opportunities to improve, your
[conduct/performance] remains unsatisfactory. This letter serves as a third and final warning before possible termination of your
apprenticeship agreement in accordance with section 387 of the Fair Work Act 2009 (Cth) and the National Standards for Group Training
Organisations (Clause 1.3 & Clause 2.4: Apprentice Supervision and Compliance).

Ongoing Performance/Conduct Issues
The following continued breaches have been recorded:

[List specific instances with supporting evidence]
[Reference previous discussions, commitments made, and failures to comply]
Under your National Training Contract and workplace agreement, you are required to:

e  Demonstrate consistent performance and professional conduct

e Adhere to Host Business policies and GTO compliance requirements
e Fulfill your training and assessment requirements

e  Final Opportunity for Improvement

You are required to:

[List final corrective actions]

[Provide a last deadline for measurable improvement]

Failure to meet these requirements by [date] may result in termination of your apprenticeship in accordance with section 387(b) and (h) of
the Fair Work Act 2009 (Cth), which considers whether a dismissal is justified and procedurally fair.

ygztnf;?/pssubmit a written response or request a meeting within [X days] to present any mitigating circumstances. You also have the right to
bring a support person, as provided under section 387(d) of the Fair Work Act 2009.

If you have any questions, please contact me immediately.

Yours sincerely,

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

Quality Apprentices and Traineeships, Recruitment and Monitoring
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Appendix 4

Template — Termination Letter

PO Box 1456

Parramatta NSW 2124

| ) Telephone: 02 9891 6900
AUTOMOTIVE APPRENTICESHIP SPECIALIST —= : Fax: 02 9687 3069

ABN: 50 613 819 248 WWW.apprus.com.au

[Date]
Private and confidential

[Apprentice’s Name]
[Apprentice’s Address]

Dear [Apprentice’s Name],
Termination of your employment

| am writing to you about the termination of your employment with [insert Host Business Name] and Apprenticeships Are Us.

On <insert date> you met with <insert name of others at the meeting>. In that meeting, you were advised that <insert advice given to
employee regarding improvement of performance or conduct, for example any deadlines for improvement, new targets set etc>. You were
issued with a formal warning letter on <insert date>.

On <insert date> you had a second meeting with <insert names of other people at the meeting> and you were advised that your
<performance/conduct> had not improved to the level required. You were issued with a second <warning letter on <insert date>.

You also attended a meeting with <insert name of others at the meeting> on <insert date>. In that meeting you were issued with a final
warning letter. This letter indicated that your employment may be terminated if your <performance/conduct> did not improve by <insert
date>.

We consider that your <performance/conduct> is still unsatisfactory and have decided to terminate your employment for the following
reasons:

e <Insert reasons relating to performance or conduct>

e <Insert reasons relating to performance or conduct>

Your notice period is <insert number> weeks. Therefore, your employment will end on <insert future date to cover all of the weeks you
need to give notice>.

OR

Your employment will end immediately. Based on your length of service, your notice period is <insert number> weeks. In lieu of receiving

that notice, you will be paid the sum of $<insert amount>.

You will also be paid your accrued entitlements and any outstanding pay, up to and including your last day of employment. This includes
the balance of any time off instead of overtime accrued but not yet taken (paid at the overtime rate applicable when the overtime was
worked), and superannuation.

If you have been paid annual leave in advance, any amount of annual leave still owing will be deducted from your final pay.

You may seek information about minimum terms and conditions of employment from the Fair Work Ombudsman. If you wish to contact
them you can call 13 13 94 or visit their website at www.fairwork.gov.au.

Some termination payments may give rise to waiting periods for any applicable Centrelink payments. If you need to lodge a claim for
payment you should contact Centrelink immediately to find out if there is a waiting period.

Yours sincerely,

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

Quality Apprentices and Traineeships, Recruitment and Monitoring
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Appendix 5

Template — Termination Misconduct Letter

PO Box 1456

Parramatta NSW 2124

| ) Telephone: 02 9891 6900
AUTOMOTIVE APPRENTICESHIP SPECIALIST — Fax: 02 9687 3069

ABN: 50 613 819 248 WWW.apprus.com.au

[Date]
Private and confidential

[Apprentice’s Name]
[Apprentice’s Address]

Dear [Apprentice’s Name],
Termination of your employment

| am writing to you about the termination of your employment with [Host Business name] and Apprenticeships Are Us.

| refer to our meeting on [DATE] which was attended by you and [insert name of others at the meeting]. During the meeting we discussed
insert details of serious misconduct.

This meeting was attended by you and [insert names of people at the meeting], and we spoke about [insert details of the serious
misconduct incident, including the date it occurred].

As discussed during the meeting, your conduct during that incident:

[Samples below:

- caused a serious and imminent risk to the health or safety of a person.

- caused a serious and imminent risk to the reputation, viability or profitability of the Employer's business.

- was conduct in the course of your employment engaging in theft, and in the circumstances your continued employment during a notice
period would be unreasonable.

- was conduct in the course of your employment engaging in fraud, and in the circumstances your continued employment during a notice
period would be unreasonable.

- was conduct in the course of your employment engaging in assault and in the circumstances your continued employment during a notice
period would be unreasonable.

- was conduct in the course of your employment engaging in sexual harassment and in the circumstances your continued employment
during a notice period would be unreasonable.

- you were intoxicated at work, to the extent that you were so impaired that you were unfit to be entrusted with your employment duties.

- you refused to carry out a lawful and reasonable instruction that was consistent with your contract of employment, and in the
circumstances your continued employment during a notice period would be unreasonable.]

We consider that your actions constitute serious misconduct warranting summary dismissal.

You will also be paid your accrued entitlements and any outstanding pay up to and including your last day of employment. This includes the
balance of any time off instead of overtime paid accrued but not yet taken (paid at the overtime rate applicable when the overtime was
worked), and superannuation.

If you have been paid annual leave in advance, any amount still owing will be deducted from your final pay.

You may seek information about minimum terms and conditions of employment from the Fair Work Ombudsman. If you wish to contact
them, you can call 13 13 94 or visit their website at www.fairwork.gov.au.

Some termination payments may give rise to waiting periods for any applicable Centrelink payments. If you need to lodge a claim for
payment you should contact Centrelink immediately to find out if there is a waiting period.

Yours sincerely,

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

Quality Apprentices and Traineeships, Recruitment and Monitoring

Version 1.5 Page 20 of 23



Appendix 6

Template — Abandonment of Employment Letter

PO Box 1456

_— 1 Parramatta NSW 2124

APPRENTICESHIPS ARE US /7] Telephone: 02 9891 6900
AUTO}wﬂOIIVE APPRENTICESHIP SPECIAiIST S Fax: 02 9687 3069
ABN: 50 613 819 248 wWww.apprus.com.au

[Date]

[Apprentice’s Name]
[Apprentice’s Address]

Reference: Your Absence from Duty

Dear [Apprentice’s Name],

You have been absent from work at {{CLIENTNAME}} since (Date) without authorisation or explanation for this absence. We have
attempted to contact you by phone on a number of occasions to obtain the reason for your absence from you. However, you have neither
answered nor returned our calls.

If there is any reason that has prevented you from working or contacting us, or alternatively, you no longer want to work for
{{CLIENTNAME}}, you should advise us immediately. If you fail to contact myself within 14 days of the date of this letter and provide an
explanation about your absence that we regard as satisfactory, then we will have no option but to take further action. The further action
may include deeming that you have abandoned your employment. This means that by you not reporting for work you have decided to
terminate your employment with {{CLIENTNAME}} effective from (Date).

Apprenticeships Are Us Limited or {{CLIENTNAME}} regards this as a matter of urgency. As such, we ask that you contact (Name of AEM)

about the reasons for your absence, on (phone Number), as soon as possible and no later than 14 days from the date of this letter.

Should you not provide a response or contact apprenticeships Are Us Limited within 14 days of this letter or email we will be left with no
further option but to terminate your employment on the basis of Abandonment of Employment.

Yours faithfully,

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

(email of the signatory of the letter)

(physical signature)

Apprenticeships Are Us Limited

Quality Apprentices and Traineeships, Recruitment and Monitoring

Version 1.5 Page 21 of 23



Template — Abandonment of Employment Letter

PO Box 1456

—— Parramatta NSW 2124

APPRENTICESHIPS ARE US /[ ) Telephone: 02 9891 6900
AUTOMOTIVE APPRENTICESHIP SPECIALIST Fax: 02 9687 3069
ABN: 50 613 819 248 Www.apprus.com.au

[Date]

[Apprentice’s Name]
[Apprentice’s Address]

Reference: Abandonment of employment

Dear [Apprentice’s Name],

I am sending you this letter as we have reason to believe you have abandoned your employment with Apprenticeships Are
Us.

We have noticed that you have been absent from work since [first date of absence] and have not contacted us to explain the
reason for your absence.

Under your employment obligations, you are required to notify us if you are unable to attend work and to provide a valid
reason for your absence. At this stage, we have not received any communication from you.

We are concerned for your wellbeing and want to ensure you are safe. Please contact [manager/supervisor name] on [phone
number] or [email address], as soon as possible and no later than 14 days from the date of this letter to advise:

1. Thereason for your absence; and
2.  Whether you intend to return to work.

If we do not hear from you by the date above, we may consider that you have chosen to end your employment with
Apprenticeships Are Us and your employment may be terminated accordingly.
We encourage you to get in touch as soon as possible so we can discuss your situation.

Kind regards,

[Your Name]

Apprentice Employment Manager
Apprenticeships Are Us Ltd

(email of the signatory of the letter)

Quality Apprentices and Traineeships, Recruitment and Monitoring
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Appendix 7
Template — Performance Improvement Plan (PIP)

Performance Improvement Plan (PIP)

The purpose of this Performance Improvement Plan is to clearly identify areas where required
performance standards have not been met and to provide structured support and clear expectations to
assist you in achieving the required standard of performance in your role.

Position

Employee Name

Manager Position

Manager Name

Host Business Host Manager

Date of Plan Period of Plan

Interim Review Date Final Review Date

Apprentice Performance Improvement Objectives

Required Outcomes

Support

Responsibilities

Consequences

Apprentice
Signature: Signature:
Print Name: Print Name:
Date: Date:
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