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PURPOSE

Apprenticeships Are Us Ltd (ARU) is committed to maintaining transparent, timely, accurate, and accountable
reporting of significant events that may affect its operations, governance, regulatory compliance, financial
sustainability, apprentice and trainee welfare, or ability to continue operating as a Group Training Organisation.

This Framework establishes ARU’s approach to identifying, escalating, assessing, documenting, and reporting
significant events to relevant internal decision-makers, the Board, regulators, funding bodies, and other authorities
where required.

As a registered Group Training Organisation, ACNC-registered charity, employer, and company limited by
guarantee, ARU recognises that certain events may trigger internal governance reporting obligations, external
regulatory notification obligations, or both.

The purpose of this Framework is to ensure that significant events are identified early, assessed appropriately,
escalated to the correct decision-makers, and reported within required timeframes where notification is legally,
contractually, or regulatorily required. This Framework supports ARU’s commitment to good governance,
regulatory transparency, apprentice welfare, workplace safety, financial accountability, ethical leadership, and
organisational integrity.

SCOPE

This Framework applies to all employees, executives, managers, Board members, contractors, consultants, and
other representatives of Apprenticeships Are Us Ltd (ARU) who become aware of, manage, investigate, assess, or
report significant events arising from the organisation's operations.

The Framework applies to events occurring within ARU operations, host business environments, apprentice and
trainee employment arrangements, governance activities, financial management processes, information
technology systems, workplace health and safety activities, regulatory compliance functions, and stakeholder
relationships.
This Framework applies to significant events that may impact:

e apprentice or trainee health, safety, welfare, or employment;

e employees or contractors;

e host businesses;

e organisational governance;

e financial sustainability;

e regulatory compliance;

e workplace health and safety;

e information security and privacy;

e organisational reputation;

e operational continuity;

e legal or contractual obligations.
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The Framework applies regardless of whether the event originates internally or externally and whether the event
arises from:

e operational activities;

e workplace incidents;

e governance matters;

e regulatory actions;

e cyber security events;

e financial events;

o employment matters;

e apprentice welfare concerns;
e host business issues;

e third-party supplier failures;

e environmental or external events.

This Framework operates in conjunction with ARU's broader governance, risk management, business continuity,
workplace health and safety, apprentice welfare, privacy, complaints handling, fraud and corruption, cyber security,
and incident management frameworks.

Nothing within this Framework limits ARU's obligation to make immediate notifications where legislation,
regulatory requirements, funding contracts, insurance arrangements, or law enforcement requirements prescribe
specific reporting obligations or timeframes.

This Framework is intended to provide a consistent organisational approach to identifying, assessing, escalating,
documenting, and reporting significant events while supporting compliance with legal, regulatory, contractual, and
governance obligations.

LEGISLATIVE AND REGULATORY FRAMEWORK

This Framework has been developed having regard to ARU's obligations as a Group Training Organisation, employer,
ACNC-registered charity, company limited by guarantee, and provider of employment and support services to
apprentices and trainees across multiple jurisdictions.

ARU recognises that certain events may trigger reporting, notification, disclosure, escalation, investigation, or
governance obligations under legislation, regulatory requirements, contractual arrangements, funding agreements,
insurance policies, or organisational governance frameworks.

This Framework supports compliance with applicable legislative and regulatory obligations including, but not
limited to:

e Education and Training Reform Act 2006 (Vic);

e Victorian Registration and Qualifications Authority (VRQA) requirements;

e National Standards for Group Training Organisations;

e Fair Work Act 2009 (Cth);

e Fair Work Regulations 2009;
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Work Health and Safety legislation and associated regulations applicable within jurisdictions in which ARU
operates;

Privacy Act 1988 (Cth);

Notifiable Data Breaches Scheme;

Australian Charities and Not-for-profits Commission Act 2012 (Cth);

ACNC Governance Standards;

Corporations Act 2001 (Cth);

State and Territory child safety legislation and standards where applicable;
Anti-discrimination, equal opportunity, and workplace relations legislation;

Industrial instruments, funding agreements, insurance requirements, and contractual obligations relevant
to ARU's operations.

ARU acknowledges that significant events may require notification to one or more authorities, agencies, funding

bodies, insurers, or stakeholders depending on the nature of the event and the obligations triggered.

Relevant notification recipients may include:

Victorian Registration and Qualifications Authority (VRQA);
Australian Charities and Not-for-profits Commission (ACNC);
Fair Work Ombudsman;

SafeWork or WorkSafe authorities;

Office of the Australian Information Commissioner (OAIC);
State Training Authorities;

Police or emergency services;

insurers;

funding bodies;

auditors;

other regulatory or government agencies.

Nothing in this Framework removes or delays any obligation to make immediate notifications where legislation,

regulatory requirements, or emergency circumstances require urgent reporting.

Where uncertainty exists regarding reporting obligations, ARU will adopt a precautionary approach and seek

appropriate legal, regulatory, governance, or professional advice to ensure compliance with applicable obligations.

This Framework should be read in conjunction with ARU's governance, risk management, workplace health and

safety, business continuity, privacy, cyber security, fraud and corruption, apprentice welfare, complaints

management, and incident management frameworks.
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DEFINITIONS AND CLASSIFICATION OF SIGNIFICANT EVENTS

For the purpose of this Framework, a Significant Event is any actual, suspected, or anticipated event, incident,
circumstance, change, failure, allegation, investigation, or occurrence that may materially impact ARU's:

e ability to operate as a Group Training Organisation;
e governance arrangements;

e financial sustainability;

e regulatory compliance;

e legal obligations;

e apprentice or trainee welfare;

e workplace health and safety obligations;

e information security and privacy obligations;

e reputation;

e stakeholder confidence;

e operational continuity.

A significant event may arise suddenly or develop over time and may originate from internal operations, external
parties, host business environments, regulatory actions, technology systems, financial activities, workplace
incidents, governance matters, or broader environmental factors.

The determination of whether an event is significant will consider:
e actual or potential harm;
e regulatory implications;
e financial impact;
e operational impact;
e legal exposure;
e apprentice or trainee impact;
e media or reputational risk;
e stakeholder impact;
e likelihood of escalation;

e reporting obligations.

Category 1 — Critical Significant Events

Critical Significant Events are events that present an immediate or substantial risk to life, safety, organisational
viability, regulatory standing, or legal compliance and require immediate escalation to the Managing Director.

Examples may include:
e apprentice, trainee, employee, or contractor fatalities;

e serious workplace injuries or notifiable incidents;
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e suicide or suspected suicide involving an apprentice or employee;
e serious child safety allegations;

e significant cyber security incidents;

e notifiable data breaches;

e major fraud, theft, or corruption events;

e insolvency risks;

e appointment of an external administrator;

e major regulatory investigations;

e criminal conduct involving organisational operations;

e events likely to result in significant media attention or reputational damage.

Category 2 — Major Significant Events

Major Significant Events are events that may materially affect ARU's operations, compliance obligations,
governance arrangements, financial position, or stakeholder confidence and require escalation to senior
management for assessment.

Examples may include:
e significant compliance breaches;
e serious apprentice welfare concerns;
e major workplace disputes;
e significant host business issues;
e serious misconduct allegations;
e major system outages;
e significant contractual disputes;
e substantial financial losses;
e Board or executive resignations;
e regulatory notices or warnings;

e serious complaints involving organisational conduct.

Category 3 — Reportable Significant Events

Reportable Significant Events are events that may not immediately threaten organisational viability but may require
notification to regulators, funding bodies, insurers, auditors, or governance bodies.

Examples may include:
e changes to key personnel;
e changes to governance structures;
e organisational restructures;
e changes to operational capability;
e material policy breaches;

e significant audit findings;
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e changes affecting regulatory approvals;

e events requiring disclosure under contractual or funding obligations.
Determination of Significance
Not all incidents or operational issues will constitute a significant event.
Where uncertainty exists, the matter should be escalated to the Managing Director or delegate for assessment.

ARU adopts a precautionary approach to significant event management. Where there is reasonable doubt regarding
the significance of an event or the existence of a reporting obligation, the matter should be treated as a potential
significant event until an appropriate assessment has been completed.

The classification of an event may change as additional information becomes available and events may be
reclassified where escalating risks, impacts, or regulatory obligations are identified.

REPORTABLE EVENTS MATRIX

The purpose of this section is to establish clear escalation and notification requirements for significant events and
to ensure that appropriate internal and external reporting occurs in a timely manner.

The reporting requirements outlined below are intended to support effective governance, regulatory compliance,
risk management, and organisational accountability.

The existence of an event within this matrix does not automatically require notification to an external authority.
The Managing Director or delegate will determine the appropriate reporting pathway having regard to legislative
obligations, regulatory requirements, contractual obligations, and the circumstances of the event.

Significant Event Reporting Matrix

MANAGING REGULATOR / TARGET
SIGNIFICANT EVENT BOARD CHAIR
DIRECTOR EXTERNAL AUTHORITY |[ESCALATION TIME
. . . . Immediate as required .
Apprentice or Employee Fatality Immediate |Immediate by | Immediate
y law
Serious Workplace Injury or Notifiable . Within 24 SafeWork / WorkSafe if .
. Immediate . Immediate
Incident Hours required
. . . . Within 24 . .
Serious Apprentice Welfare Incident ||Immediate H As required Immediate
ours
Suicide or Suspected Suicide Immediate |Immediate As required Immediate

Relevant Authority if

Serious Child Safety Allegation Immediate |Immediate . Immediate
required
N . . ) Within 24 OAIC and other )

Significant Cyber Security Incident Immediate o . Immediate
Hours authorities if required
Within 24

Notifiable Data Breach Immediate H OAIC if required Immediate

ours
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MANAGING REGULATOR / TARGET
SIGNIFICANT EVENT BOARD CHAIR
DIRECTOR EXTERNAL AUTHORITY |[ESCALATION TIME
Major Fraud, Theft, or Corruption . . Police, Insurer, or other .
Immediate |Immediate o ) Immediate
Matter authority if required
e . . . Within 24 . -
Significant Financial Loss Immediate H As required Within 24 Hours
ours
Insolvency Concern or Going Concern . . . .
Risk Immediate Immediate As required Immediate
is
Appointment of Administrator, . . . .
o ) Immediate |Immediate Relevant Authorities Immediate
Liquidator, or Receiver
Major Regulatory Investigation Immediate |lmmediate Relevant Regulator Immediate
o . . Within 24 Relevant Regulator if o
Significant Compliance Breach Immediate . Within 24 Hours
Hours required
o . Within 24 SafeWork / WorkSafe if .
Significant WHS Breach Immediate . Immediate
Hours required
. ) . . ] Within 5 Business
Board Director Resignation Immediate |[N/A As required b
ays
Managing Director Resignation Immediate Immediate As required Within 24 Hours
. . . . . Within 5 Business
Company Secretary Resignation Immediate Board Chair As required b
ays
Material Governance Failure Immediate |Immediate As required Within 24 Hours
Significant Reputational Event or . . . .
. Immediate Immediate As required Immediate
Media Exposure
. . . Within 24 . .
Major IT System Failure Immediate As required Immediate
Hours
. L - . Within 24 . -
Business Continuity Plan Activation Immediate H Generally, not required ||Within 24 Hours
ours
Significant Host Business Incident Immediate ||As required As required Within 24 Hours
L o . . . Within 5 Business
Significant Audit Finding Immediate |[Board Chair As required

Days
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Escalation Principle

Where uncertainty exists regarding the reportability or significance of an event, employees must escalate the
matter to their manager and the Managing Director as soon as reasonably practicable.

ARU adopts a precautionary approach to significant event management and encourages escalation where doubt
exists.

Multiple Reporting Obligations

Certain events may trigger multiple reporting obligations simultaneously.

For example, a serious cyber security incident may require notification to:
e the Managing Director;
e the Board Chair;
¢ the Office of the Australian Information Commissioner;
e insurers;
e technology providers;
e law enforcement agencies;

o affected individuals.

Similarly, a serious workplace incident may require notification to:
e the Managing Director;
e the Board Chair;
e SafeWork or WorkSafe;
e insurers;
¢ host businesses;
e other relevant authorities.

The existence of one reporting obligation does not remove the requirement to consider other applicable
notification obligations.

Regulatory Timeframes

Where legislation or regulatory requirements prescribe notification timeframes, those requirements take
precedence over any internal reporting timeframes contained within this Framework.

Employees and managers must not delay escalation while attempting to determine whether a formal reporting
obligation exists.

The priority is to ensure that potential significant events are identified and escalated promptly so that appropriate
decisions can be made regarding notification, investigation, response, and regulatory engagement.

INTERNAL ESCALATION AND ASSESSMENT PROCESS

ARU is committed to ensuring that significant events are identified, escalated, assessed, and managed in a timely,
consistent, and accountable manner.
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The purpose of this section is to establish a structured internal process for the escalation and assessment of
significant events and to ensure that potential reporting obligations are identified and addressed as early as
practicable.

All employees, managers, executives, Board members, contractors, and representatives of ARU have a
responsibility to report actual, suspected, or potential significant events as soon as they become aware of them.

Reporting Obligations

Any person who becomes aware of a potential significant event must promptly notify their manager, supervisor, or
the Managing Director.

Employees are not expected to determine whether an event meets a legislative, regulatory, or governance
reporting threshold before escalating the matter.

The responsibility of employees is to report concerns. The responsibility for determining significance and reporting
obligations rests with management.

Initial Assessment

Upon receiving notification of a potential significant event, the relevant manager or executive will undertake an
initial assessment to determine:

e the nature of the event;

e actual or potential impacts;

e risks to health and safety;

e apprentice or trainee impacts;
e operational impacts;

e regulatory implications;

e financial implications;

e reputational considerations;

e urgency of response requirements.

Where the matter appears capable of meeting the definition of a Significant Event, it must be escalated to the
Managing Director immediately.

Managing Director Assessment

The Managing Director is responsible for determining:
e the significance classification of the event;
e whether immediate intervention is required;
e whether the Board Chair should be notified;
e whether legal, regulatory, insurance, or specialist advice is required;
e whether external reporting obligations may exist;
e whether a formal investigation is required;

e whether activation of other organisational frameworks is necessary.
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The Managing Director may establish an internal response team or appoint responsible personnel to coordinate
management of the event.

Board Notification

The Board Chair will be notified where an event:

e may materially impact organisational operations;
e creates significant legal exposure;

e creates significant financial exposure;

e impacts organisational governance;

e may affect organisational viability;

e creates significant reputational risk;

e involves a major regulatory investigation;

e involves a critical incident;

e requires Board oversight or decision-making.

The Board Chair may determine that the matter should be escalated to the full Board where appropriate.
Regulatory Assessment

Following assessment, ARU will determine whether notification is required to:

e VRQA;

e ACNG;

e Fair Work Ombudsman;

e SafeWork or WorkSafe;

e OAIG

e Police;

e insurers;

e funding bodies;

e State Training Authorities;

e other relevant agencies.

Where reporting obligations exist, notifications will be made within applicable legislative, regulatory, contractual,
or policy timeframes.

Documentation Requirements

All significant events must be appropriately documented.
Documentation may include:

e incident reports;
e investigation records;
e correspondence;

e regulatory notifications;
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management decisions;
corrective actions;
Board communications;

supporting evidence.

Records must be maintained in accordance with ARU's privacy, confidentiality, governance, cyber security, and

recordkeeping requirements.

DEFINITION OF SIGNIFICANT EVENTS

Significant events that must be reported to VRQA and other relevant authorities include, but are not limited to:

Financial distress or insolvency risk, including significant changes in funding sources, financial
mismanagement, or budgetary constraints affecting operations.

Changes in key personnel, including the CEO, GTO Manager, Compliance Officer, or Board Members, in line
with ACNC Governance Standard 5 (Duties of Responsible Persons).

Legal actions or compliance breaches, such as Fair Work Act breaches, industrial relations issues, workplace
disputes, or WHS compliance failures.

Significant changes to the organisational structure or governance, including mergers, acquisitions, or
strategic shifts impacting service delivery.

Major operational disruptions, including IT system failures, cyber security incidents, data breaches (in line
with the Privacy Act 1988 (Cth), or workplace safety incidents requiring reporting under Work Health and
Safety laws.

Any event affecting ARU’s ability to meet its obligations as a GTO, including changes in training contracts,
partnerships, or host business arrangements.

Serious incidents involving apprentices, including workplace accidents, complaints related to harassment or
discrimination (as per the Equal Opportunity Act 2010 (Vic)), or failure to provide appropriate training and
supervision.

RESPONSIBILITIES

Managing Director (MD): Ensures overall compliance with VRQA reporting requirements and National GTO
Standards.

Compliance Manager: Oversees the notification process and ensures timely reporting of significant events
to VRQA, ACNC, and other regulatory bodies.

Financial Controller: Reports financial concerns that may impact the organisation’s ability to operate,
including compliance with ACNC financial management requirements.

Head of People and Culture: Notifies VRQA of key personnel changes and significant HR-related matters,
ensuring compliance with workplace relations laws.

Workplace Health & Safety (WHS) Officer: Ensures reporting of workplace incidents in accordance with WHS
regulations and Safe Work Australia requirements.
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NOTIFICATION PROCESS

1. Identification of a Significant Event: Any ARU employee who becomes aware of a significant event must
report it to the Compliance Manager immediately.

2. Internal Review: The Compliance Manager, along with relevant department heads, will assess the
significance of the event and determine the necessity of reporting to VRQA, ACNC, Fair Work Ombudsman,
or other authorities.

3. Formal Notification: If required, the Compliance Manager will draft a notification report, obtain approval
from the Managing Director, and submit it to the relevant regulatory body within 10 business days of the
event occurring.

4. Record Keeping: All notifications submitted to regulatory authorities must be documented and stored
securely for audit and compliance purposes.

5. Follow-up Actions: ARU will implement corrective actions, where necessary, to mitigate risks associated with
the event and ensure ongoing compliance.

Significant Event Notification Process Flowchart

[Identify Significant Event}

"
(Report to Compliance Manager|

L
[Internal Review by Relevant Departments]

»
(Is Notification Required?]

[Yes: Draft and Approve Notification] [Nu: Document and Monitor the Situaticn]

|5ubmit to Relevant Authorities (VRQA, ACNC, Fair Work, WHS, etc.]]

REPORTING MECHANISMS

e Written Notification: Formal letters or emails to VRQA, ACNC, Fair Work Ombudsman, or other relevant
regulatory authorities detailing the nature and impact of the significant event.

e Meetings & Updates: Scheduled updates with VRQA representatives and other regulatory bodies as
required.
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¢ Internal Reporting: Maintenance of an internal incident register to track reported events and responses.

e ACNC Reporting: Any significant governance or financial changes must be reported to ACNC in line with
charity reporting obligations.

e Fair Work & WHS Reporting: Serious workplace incidents, employment disputes, or breaches of employment
law must be reported to the relevant authorities as per legal requirements.

COMPLIANCE WITH THE NATIONAL STANDARDS FOR GROUP TRAINING ORGANISATIONS
(GTOS)

ARU will ensure compliance with the National Standards for Group Training Organisations, including:

e Standard 1 - Recruitment, Employment, and Induction: Ensuring all apprentices are appropriately placed
and supported.

e Standard 2 — Monitoring and Supporting Apprentices and Trainees: Implementing mechanisms to track
apprentice progress and report any issues to regulatory bodies.

e Standard 3 — GTO Governance and Administration: Maintaining compliance with regulatory reporting and
governance requirements.

e Standard 4 - Compliance with Legislation and Standards: Ensuring full adherence to all applicable laws,
regulations, and standards.

COMPLIANCE AND REVIEW

This policy will be reviewed annually or as required to ensure alignment with VRQA regulations, National GTO
Standards, ACNC requirements, WHS laws, and Fair Work regulations. The Compliance Manager is responsible for
policy updates and staff training on reporting obligations.

RELATED DOCUMENTS

e National Standards for Group Training Organisations
e Business Continuity Plan

e Incident Reporting Procedure

e Corporate Governance Charter

o Corporate Governance Statement

e Financial Management Policy

e Work Health & Safety Policy

e Privacy Policy
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APPROVAL AND IMPLEMENTATION

This policy is approved by the Managing Director and takes effect from the date of approval.

AUTHORISATION

Michael Wentworth

A=

Managing Director
Apprenticeships Are Us Limited

DOCUMENT CONTROL
Version Authorised by Authorisation Date Sections Amendment
1.1 M. Wentworth 04/04/2022 All N/A
1.2 M. Wentworth 05/03/2025 All Cover page, minor information
update
1.3 M. Wentworth 05/06/2026 All Information update
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