
 

 

 

FACT SHEET 

Update employer’s ABN or business 
structure on a training contract (excluding 
new employer or sale of business) 

 

An employer’s Australian Business Number (ABN) or business structure may change during 

the term of a training contract. The Apprenticeship Office must be notified when this occurs. 

 
If there has been a business restructure or if the apprentice is moving to a subsidiary 

company, the employer representative (the owner of the business or person with authority 

to act on behalf of the organisation) should complete the Updated of Employer ABN training 

contract change available in the WAAMS Portal. 

 
Note: Where the training contract is being transferred to an entirely new employer the training 

contract must be assigned (transferred) to the new employer. This assignment process is 

also available through the WAAMS Portal. 

 
Updates to an employer’s details cannot be considered for training contracts where the 

contract has ended (for example; expired, cancelled, completed or terminated). 

Submitting update to employer ABN requests 

Employers must log in to the WAAMS portal and submit an Update of Employer ABN 

change for all applicable training contracts. The Apprenticeship Office will then review the 

application and may request supporting documentation. Please refer to the step-by-step 

guide below for further instructions. 

The date of change cannot be retrospective to other transfers or change of ABN or business 

structure that have already taken place against the training contract. 

Updating the employer details on a suspended training contract 

A suspension of a training contract continues where the new ABN is associated with the 

current employer (i.e. the same employer). The employer and the apprentice are required to 

submit a suspension lift notice to the Apprenticeship Office if they wish to cease the existing 

suspension arrangement. 

*The term ‘apprentice’ includes apprentices, trainees, cadets and interns 

 
 
 
 



 

To submit an Update of Employer ABN 
 
1. Log in to the WAAMS portal. 

 
2. Click on the Contracts tab. 

 
 

3. Select the Training Contract you want to make changes to, by clicking on the  icon on 
the left-hand side of the table.  

 
 

4. From the Training Contract Changes menu, click on Update of ABN. 

 
 
 

5. Complete the form and submit. 
• Date of Employer ABN Change and New Employer ABN are mandatory fields.  
• If applicable, confirm the New Employer Arrangement Type and New 

Agreement/Award as optional fields. 



 

 
 
If the new ABN already exists in WAAMS, you will be prompted to select the New 
Employer and confirm the New Worksite from the drop-down menus on this page. 
 

 
 

Once submitted, the application will be assessed by the Apprenticeship Office, and 
additional supporting evidence may be requested. 
 
 
 
 

Apprenticeship Office 
T: 13 19 54  
E: apprenticeshipoffice@dtwd.wa.gov.au  
W: dtwd.wa.gov.au/apprenticeshipoffice 


