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1. PURPOSE

This Policy and Procedure establishes the framework by which Apprenticeships Are Us Ltd (ARU) ensures that all
superannuation obligations for apprentices and trainees are met accurately, consistently and in accordance with

applicable legislation, industrial instruments and regulatory guidance.

The policy forms part of ARU’s Quality Management System (QMS) and is designed to support governance

oversight, regulatory compliance, audit readiness and continuous improvement across the organisation.

2. SCOPE

This Policy applies to all apprentices and trainees employed by ARU and to all ARU personnel involved in
recruitment, onboarding, payroll, finance, compliance, quality assurance and host-employer engagement

processes.

3. POLICY STATEMENT

ARU is committed to meeting its superannuation obligations in full and on time, ensuring employees are afforded
a genuine choice of fund, complying with stapled fund requirements and using award-approved default funds only
where permitted. ARU further commits to maintaining accurate records, monitoring regulatory change, and
embedding robust internal controls through its QMS so that Host Businesses, apprentices and regulators can have

confidence in its systems and governance.

4. LEGISLATIVE AND REGULATORY FRAMEWORK

This Policy operates within the framework established by the Superannuation Guarantee (Administration) Act 1992
(Cth), the Superannuation Guarantee Charge Act 1992 (Cth), the Superannuation Industry (Supervision) Act 1993
(Cth), the Fair Work Act 2009 (Cth) and the National Employment Standards, together with all applicable modern
awards including the Vehicle Repair, Services and Retail Award 2020 (MA000089). It also reflects the Australian
Taxation Office's requirements for stapled funds and APRA’s MySuper performance test regime under the “Your

Future, Your Super” reforms.

5. DEFINITIONS
For the purposes of this Policy:

“Stapled Fund”

A stapled fund is an existing superannuation fund that has been identified by the Australian Taxation Office (ATO)
as belonging to an employee who has not nominated a superannuation fund upon commencement of employment.
A stapled fund must be used by ARU for superannuation contributions in these circumstances, regardless of

whether the fund appears in the applicable modern award, provided it is capable of accepting contributions.
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“Default Fund”
A default fund is a superannuation fund that is specified in the relevant modern award covering the employee and
may be used only where:

a) the employee has not nominated a preferred superannuation fund; and

b) The ATO has confirmed that the employee does not have a stapled fund; and

c) The fund is able to accept new members into its MySuper product and is otherwise eligible under

superannuation legislation.

“Superannuation Standard Choice Form”

The Superannuation Standard Choice Form is the Australian Government-approved form that allows employees to
nominate their preferred superannuation fund. The form must be issued to all new employees at commencement
and retained on file as evidence that the employee was offered a choice of fund in accordance with legislative

requirements.

“MySuper Product”
A MySuper product is a regulated default superannuation product authorised by APRA and designed for members
who do not actively choose an investment option. A MySuper product must be open to new members at the time

contributions are made in order to be used as an award default fund.

“Stapled Fund Request”
A stapled fund request is the formal enquiry submitted by ARU through the ATO’s online services to determine
whether an employee has an existing superannuation account that must be used for compulsory employer

contributions.

“Relevant Modern Award”
The relevant modern award is the industrial instrument that applies to the employee’s role and classification, and

which governs minimum employment conditions, including default superannuation fund provisions.

6. GOVERNANCE, ROLES AND ACCOUNTABILITY

Overall accountability for compliance with this Policy rests with the Managing Director. The Financial Controller is
responsible for operational oversight of payroll compliance and ensuring that contributions are calculated correctly
and paid within legislative timeframes. People and Culture staff are responsible for administering onboarding
processes, issuing choice forms and coordinating stapled fund checks. Payroll staff are responsible for implementing
fund selections, processing contributions and completing reconciliations. The Compliance or Quality function is
responsible for maintaining this Policy within the QMS, monitoring regulatory developments, conducting internal
audits and recording corrective actions. Apprenticeship Employment Managers are responsible for ensuring

onboarding documentation is complete and escalating any inconsistencies or missing information.
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7. OPERATING PROCEDURE

7.1 Onboarding of New Apprentices and Trainees

When a new apprentice or trainee commences employment with ARU, AEM staff must provide the employee with
the Superannuation Standard Choice Form and explain their right to nominate a preferred superannuation fund.

The date the form is issued and any response received must be recorded on the employee’s personnel file.

Where the employee nominates a fund, payroll must arrange for all contributions to be paid to that nominated

fund.

If the employee does not make a nomination within the required timeframe, ARU must initiate a stapled fund

request through the Australian Taxation Office.

7.2 Stapled Fund Enquiries

Stapled fund requests are to be lodged through the ATO portal by authorised payroll or HR staff, and the result is

to be retained on file as evidence of compliance.

Where the ATO identifies a stapled fund for the employee, all superannuation contributions must be directed to

that fund, regardless of whether the fund is listed in the relevant award.
Where no stapled fund is identified, ARU may proceed to apply the award default provisions.

7.3 Application of Award Default Funds

Before defaulting contributions, ARU must confirm the modern award that covers the employee and verify that the

proposed default fund is expressly permitted by that award and can accept new members into its MySuper product.

For employees covered by the Vehicle Repair, Services and Retail Award 2020, this may include Australian Super,

Team Super, CareSuper, Hostplus or REST, subject always to regulatory status at the time of onboarding.

7.4 Payroll Processing and Payment

Payroll staff must calculate contributions at the legislated Superannuation Guarantee rate and ensure payments
are made within statutory deadlines. Reconciliations must be completed for each pay cycle, and any discrepancies

must be investigated promptly.

7.5 Records Management

ARU must maintain comprehensive records to evidence compliance, including completed choice forms, stapled
fund enquiry results, payroll calculations, payment confirmations and award classification records. These
documents must be retained in accordance with ARU’s Records Management Policy and be readily accessible for

audit or regulatory review.
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8. MONITORING, AUDIT AND CONTINUOUS IMPROVEMENT

Superannuation compliance is included in ARU’s internal audit program and compliance calendar. Awards and
legislative settings are reviewed regularly, and this Policy must be updated following legislative amendments, award

variations, audit findings, or regulatory guidance.

Any improvement actions arising from reviews are to be recorded in the Continuous Improvement Register and

monitored through ARU’s governance framework.

9. NON-COMPLIANCE AND ESCALATION

Any suspected or actual non-compliance must be escalated immediately to the Financial Controller and Managing
Director. ARU will investigate the matter, implement rectification steps without delay, and report to regulators

where required by law.

10. TRAINING AND COMMUNICATION

All relevant staff must receive induction and refresher training on this Policy and associated procedures. Updates

will be communicated through internal channels and incorporated into QMS materials.
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