Email Template to Job Agent – Job Agencies Obligations  (jobactive)



To whom it may concern,


During a recent correspondence, I inquired why you have not been providing me with [INSERT JOB AGENCY SERVICE].

You responded by stating you are not obligated to provide that service to me.

After looking into this matter more closely, I have discovered that according to section B2 and B3 of the jobactive deed I am entitled to a range of services, some of which you are currently not providing to me.

[bookmark: _GoBack]Below is an excerpt from the jobactive deed:
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Additionally, you are required to meet the jobactive Service Guarantee and Code of Conduct as shown below:
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I would like an explanation from you for why you have not been providing me with these services, and a commitment that you will be providing me these services in the future.

I look forward to your written reply.

On a broader note, I am deeply concerned that you have tried to avoid providing these basic services which you are being paid to perform.

If you continue to not respect my rights under the jobactive deed, I will feel obliged to take further steps with your head office, the Department of Employment, the Commonwealth Ombudsman, my local member of parliament and the Australian Unemployed Workers’ Union.

Sincerely,

[INSERT NAME AND DATE]
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Initial Interviews

The Provider must, during the Initial Interview for each Stream Participant:

(a)
(b)
()
(d)

(e)

(f)
(g)

confirm the Stream Participant’s identity;
explain the Employment Provider Services that the Provider will provide to them;
identify their strengths and any issues they may have relating to finding Employment;

for Fully Eligible Participants (Mutual Obligation), explain their rights and obligations under the Social
Security Law and the consequences of not meeting their Mutual Obligation Requirements;

for Disability Support Pension Recipients (Compulsory Requirements), explain their rights and
obligations under the Social Security Law and the consequences of not participating in accordance with
their Job Plan;

prepare or update a Job Plan for them; and

otherwise comply with any Guidelines.

The Provider must ensure that each Initial Interview is delivered face to face, unless there are Exceptional
Circumstances, or the Department agrees otherwise in writing.

In addition to the requirements set out in clause 85.1, the Provider must:

(a)
(b)

at the Initial Interview; or

in the case of a Stream B (General) Participant and Stream C Participant, at such times as is deemed
appropriate by the Provider based on the person’s individual needs,

for each Stream Participant:

()

(d)
(e)

canvass with them the jobs that Employers have available in the local labour market;
84

refer them to suitable Vacancies in accordance with clause 91; and

provide Self-help Facilities in accordance with clause 86.1.
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Section B3 - Self-help Support for Stream Participants

86. Self-help Facilities
86.1 In accordance with Chapter 2, the Provider:

(a) must make available at each of its Sites, and provide advice on how to use, Self-help Facilities so as to
enable each Stream Participant to:

(i) access self-help tools made available by the Department or as otherwise identified by the Stream
Participant or the Provider; and

(ii) undertake active and ongoing job searching;
(b)  must provide to each Stream Participant:
(i) access to suitable Vacancies;
(ii) advice about the best ways to look for and find work;
(iii) advice about local, regional, or national employment opportunities;
(iv) assistance, as required, to apply for jobs;
(v) access to free Wi-Fi facilities at each Site; and
(vi) information about skill shortage areas; and

(c) where appropriate, assist Stream Participants to prepare a résumé and load the completed résumé
onto the Department’s IT Systems.

86.2  The Provider must establish and implement controls to ensure the appropriate use of Self-help Facilities by
Stream Participants, including with regard to the Commonwealth’s Cybersafety Policy.
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Service Guarantee for jobactive

This Service Guarantee for jobactive reflects the Australian Government’s expectations of jobactive providers. It sets
out the minimum level of service each job seeker can expect to receive, as well the requirements they need to meet

while looking for employment.

The Australian Government provides a range of services to help people looking for work. The Government delivers
jobactive through a national network of providers, and people who need assistance to find work can access a range of
help that's based on their individual needs. The main objective of jobactive is to promote stronger workforce
participation and help more job seekers move from welfare to work.

What you can expect from your jobactive
provider
Your jobactive provider will:

* work with you to develop your Job Plan. This
sets out the services you will receive and the
minimum requirements you need to meet while
you are on activity tested income support

« identify your strengths and any challenges you
face to increase your job readiness

« refer you to suitable jobs

* match you to a suitable Work for the Dole
placement (where appropriate)

* reassess your needs if your circumstances
change

* help you with wage subsidies or relocation
assistance (where appropriate)

* keep in contact with you and your employer
once you have started a job

* provide the services that are set out in their
Service Delivery Plan

« treat you fairly and with respect in a culturally
sensitive way.

What is expected of you

There are some things you need to do, including:

« do everything you have agreed to do in your Job
Plan

e accept any suitable job

* make every effort to get and keep a job

« do the required number of job searches in your
Job Plan

* meet your annual activity requirements—such
as taking part in Work for the Dole— as outlined
in your Job Plan

* contact your jobactive provider as soon as
possible if you are unable to attend an
appointment or do an activity

* notify your jobactive provider of any changes in
your circumstances.

If you fail to do any of the above it could affect your
income support payments.

Your personal information is confidential

Your personal information is protected by law,
including the Privacy Act 1988. Your jobactive
provider will only tell employers things about you
that relate to job opportunities or, with your
permission, your employment with them.

Your jobactive provider may also share information
with other government agencies if they need to, to
make sure you are getting the right level of support.
These agencies may contact your employer to
check that the information they have is correct.

You can ask to get access to any information your
jobactive provider holds about you, and have it
corrected if needed.
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Employment Services Code of Practice

Organisations contracted to deliver Australian Government funded employment services have
agreed and are committed to observe the Employment Services Code of Practice. This Code of
Practice sets out the principles and standards that underpin the delivery of employment services and
other services to increase employment outcomes and participation in economic activities in Australia

especially for disadvantaged client groups.

We commit to working with our clients,
employees, sub-contractors, and other Providers
to deliver quality employment services by:

Ensuring staff have the skills and experience they
need to provide quality and culturally sensitive
services to job seekers, employers and local
communities.

Working in collaborative partnerships with
stakeholders and communities to identify needs
and how they can be met.

Behaving ethically and acting with honesty, due
care and diligence.

Being open and accountable.

Avoiding any practice or activity which a Provider
could reasonably foresee could bring
employment services into disrepute.

Sensitively managing any information collected.

We commit to helping each job seeker find their
pathway into employment by:

Meeting the Service Guarantees.

Tailoring assistance to the job seekers’ personal
circumstances, skills, abilities and aspirations.
Using available Government funding
appropriately to support job seekers.

Treating every job seeker fairly and with respect.
Providing a fair and accessible feedback process.

We commit to assisting employers meet their
skill and labour shortage needs by:

Working with employers to identify job and
industry specific training needs and how they can
be met.

Referring the most appropriately qualified and
experienced job seekers available.

Providing a timely response to employer
inquiries.

The Australian Government will support
Employment Services Providers in a achieving
these standards by:

Evaluating and sharing best practice to enable
continuous improvement in the delivery of
employment services.

Providing a National Customer Service Line on
1800 805 260 (free call from land lines) for job
seekers who cannot resolve any concerns or
problems they have with their Provider. Clients of
Disability Employment Services can also contact
the Complaints Resolution and Referral Service
on 1800 880 052 (free call from land lines).
Providing an Employer Hotline on 13 17 15 (free
call) for businesses to access providers.





L ———

e

st

ooty et gt i e

e g
L




