Pacific
Labour
Scheme

Pacific Labour Scheme

Approved employer guidelines
Version 3 - April 2022




Revision history

Updates to:

Allow recruitment
from SWP in
specified
circumstances
Increase LMT
validity period from 6
to 12 months
Worker eligibility to
remove upper age
limit

Replace ‘Letter of
Offer’ with ‘Offer of
Employment’,
consistent with Deed
Include referenceto
postcode restrictions
for recruitment
Referto updated

PLS-30-AE-GL-001_2 approved employerguidelines

3 04/04//2022 visas DFAT DFAT
2 13/10/2021 Updated with PLF DFAT
document number
1 10/05/2020 Approved for use PLF DFAT
Version Date Description Prepared Approved
2




Contents

1. PURPOSE AND OVERVIEW

1.1 Introduction and purpose
1.2 Definitions and interpretation
1.3 Key contact details

2. PACIFICLABOUR SCHEME ASSURANCE FRAMEWORK
2.1 Assurance framework goals and scope

2.1.1 Guiding principles
2.1.2 Standards

2.1.3 Assurance activities
2.1.4 Risk-based approach

2.1.5 Corrective actions

3. APPROVAL TO RECRUIT PACIFIC LABOUR SCHEME WORKERS

4. SELECTING AND RECRUITING PACIFIC LABOUR SCHEME WORKERS
5. PRE-DEPARTURE FROM HOME COUNTRY

6. MOBILISATION OF WORKERS

7. ENHANCING WORKER WELFARE, WELLBEING AND CAPACITY

8. ACCOMMODATION STANDARDS

9. DEMOBILISATION OF WORKERS

ANNEX1: LISTOF ADDITIONAL DOCUMENTS AND FORMS
REFERENCED IN GUIDELINES

3

PLS-30-AE-GL-001_2 approved employer guidelines

10
10
11
12

22

34

39

42

49

54

59



Purpose and overview

Intent: This section provides an overview of the relationship between the memoranda of
understandingwith countries participating in the PacificLabour Scheme (PLS), the PLS Deed of
Agreement (Deed) between the Australian Government Department of Foreign Affairs and Trade
(DFAT) and approved employers(AEs), and these guidelines.

1.1 Introduction and purpose

The Australian Government has signed memoranda of understanding (MOUs) with each of the 10 Pacific
island countries participating in the PLS. These MOUs and the implementation arrangements which sit
under themset out the responsibilities of the Australian Government, the Pacific Labour Facility (PLF) and
each of the participating countriesto mitigate risks and ensure the objectives of the PLS are met.

The Deed and the AE guidelines reflect the requirements of these MOUs and the arrangements that have
been putin place to ensuretheyare implemented correctly.

The purpose of these guidelines is to provide information and guidance to AEs to enable their successful
participation in the PLS. They areintended to help employers understandand meet their obligations and
responsibilities as an AE, as detailed in the Deed. These guidelines form part of the Deed, as specified in
clause 2.2 of the Deed, and are a complementary, supporting document to provide clarity and assistance.

These guidelines will be reviewed annually and will be made available on the Pacific Australia Labour
Mobility scheme website! and via the PLF. AEs must adhere to their obligations under the Deed and these
guidelines.

1 https://palmscheme.gov.au
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1.2 Definitions and interpretation

TERM DESCRIPTION

ABF Australian Border Force

AEs Approved employers

ATO Australian Taxation Office

DESE Department of Education, Skills and Employment

DFAT Department of Foreign Affairs and Trade

FWO Fair Work Ombudsman

LSU Labour sending unit (in participating countries)

OAIC Office of the Australian Information Commissioner

PLF Pacific Labour Facility

PLS Pacific Labour Scheme

PPE Personal protective equipment

SWP Seasonal Worker Programme

TAS Temporary activities sponsor (see Department of Home Affairs website)
VEVO Visa Entitlement Verification Online system (see Department of Home Affairs website)
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1.3 Key contact details

Pacific Labour Facility

e Phone: (+617 3557 7550) between9 amand 5 pm AEDT, Monday to Friday

e Email: (enquiries@pacificlabourfacility.com.au)

e Emergency: 24-hourhotline (1800 5151 31) or email (welfare @pacificlabourfacility.com.au)
e Website:https://palmscheme.gov.au

Department of Foreign Affairs and Trade

e Email: (pacificlabourmobility@dfat.gov.au)

Department of Education, Skills and Employment

AEs, seasonal workers, community members and others with questions about the Seasonal Worker
Programme (SWP) can contact the Department of Education, Skills and Employment (DESE) throughthe
SWP information line or via email.

e SWPinformationline: (+61 2 62405234)9 amto 5 pm AEDT, Monday to Friday

e Email: (seasonalworker@dese.gov.au)

Fair Work Ombudsman

The Fair Work Ombudsman (FWO) website contains information on pay, awards and conditions and a
range of tools for employers, including storyboards or short videos on a selection of workplace topics that
are translated into several Pacific languages.

e Website: https://fairwork.gov.au

e Storyboardswebsite page: https://www.fairwork.gov.au/language-help/language-storyboards

e Phone: (1313 94)8 amto 5:30 pm Monday to Friday

e Email: (pacificlabourscheme @fwo.gov.au)

Department of Home Affairs

AEs can use an ImmiAccount to sponsor workers for a visa, check the progress of a visa application or
cancel avisa. Information on temporary activity sponsorshipis also available on the website.
e Website: https://www.homeaffairs.gov.au

To check visa details and worker conditions, AEs can use the VEVO (Visa Entitlement and Verification
Online) system.
e VEVO website page: https://immi.homeaffairs.gov.au/visas/already-have-a-visa/check-visa-
details-and-conditions/check-conditions-online

For guidance on lodging a visa application, providing updates and documents or technical support, refer
to the information and tip sheets on the ImmiAccount website page.
e ImmiAccountwebsite page: http://www.homeaffairs.gov.au/immiaccount

For general information about the Pacific labour visa stream, including informationfor sponsors, referto
the Department of Home Affairs PLSwebsite page.
e PLSwebsite page: https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/temporary-
work-403/pacific-labour-scheme
e For urgent matters please email (specialist.entry@homeaffairs.gov.au), noting this inboxis not
manned for visalodgement queries and updates.

6

PLS-30-AE-GL-001_2 approved employerguidelines


mailto:enquiries@pacificlabourfacility.com.au
mailto:welfare@pacificlabourfacility.com.au
https://palmscheme.gov.au/
mailto:pacificlabourmobility@dfat.gov.au
mailto:seasonalworker@dese.gov.au
https://fairwork.gov.au/
https://www.fairwork.gov.au/language-help/language-storyboards
mailto:pacificlabourscheme@fwo.gov.au
https://online.immi.gov.au/lusc/login
https://www.homeaffairs.gov.au/
https://immi.homeaffairs.gov.au/visas/already-have-a-visa/check-visa-details-and-conditions/overview
https://immi.homeaffairs.gov.au/visas/already-have-a-visa/check-visa-details-and-conditions/check-conditions-online
https://immi.homeaffairs.gov.au/visas/already-have-a-visa/check-visa-details-and-conditions/check-conditions-online
http://www.homeaffairs.gov.au/immiaccount
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/temporary-work-403/pacific-labour-scheme
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/temporary-work-403/pacific-labour-scheme
mailto:specialist.entry@homeaffairs.gov.au

Pacific Labour Scheme assuranceframework

Intent: The purpose of the assurance framework is to provide context and guidance to all stakeholders
of the PLS on how to deliver their collective responsibilities in accordance withlegislative and
program requirements. The assurance framework setsthe tone forhow the PLS operates and outlines
the spirit, intentand structure of the program.

A constructive and positive relationship between the PLFand AEs is central to the successof the PLS. This
strong relationship ensures open andtransparent communication that will enable the earlyidentification
and management of any potential issues, particularly those that may require further investigation by
government partneragencies.

The PLF recognises AEs are committedto the PLS and strive to meet their Deed obligations. Onoccasion,
however, Deedobligations may not be metdue to unintentional errors, oversight or some other reason.
Effective assurance mechanisms, including this framework, help us to manage risk and resolve matters
effectively, efficiently and consistently.

The PLF's role is to ensure AEs comply with the PLS Deed. If there are alleged breaches of relevant
legislation such as the Fair Work, Workplace Health and Safety or Migration Acts, the PLF will refer the
matter to the appropriate regulator. Assurance is the means through which the Australian Government
can be confident that PLS structuresand processes are designed, implemented and operating as intended,
and that there are effective and efficient controls in place to manage risks and achieve objectives.

2.1 Assurance framework goals and scope

The aim of the PLS assurance framework is to promote a culture of compliance and better practice by
equipping AEs with theinformationand support they need to meet their obligations underthe Deed. The
framework ensures robust protections are in place to safeguard workers’ employment rights, welfare and
wellbeing, while at the same time providing consistent processes for AEs to follow.

The PLS assurance frameworkis made up of 3 components:

e guiding principles
e standards
e assurance activities.
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Pacific Labour Scheme

ASSURANGE FRAMEWORK

LEADERSHIP

Leaders embrace a rights-based approach to labour mobility that benefits all partners,
including AEs, Pacific island countries, Timor-Leste and workers.

PROTECTIONS FOR ALL PERFORMANCE PARTNERSHIP
* worker protections monitoring * communication
* AE standards and support proportionality * transparency
* education consistency * collaboration

* procedural fairness continuous improvement * accountability

STANDARDS

(encapsulates the spirit of the program and defines best practice)

* ethical employment practices  * worker welfare * cultural competency

* health and safety * partnership with industry * operate in good faith

ASSURANCE ACTIVITIES

* information Deed of Agreement
* assessments legislation

* remedial actions rectification

consequences

governance (roles and responsibilities)
risk assessments and monitoring
proactive AE and PLF auditing activities
shared responsibility




2.1.1 Guiding principles
These principles inform the PLF's decision making andthe design and purpose of PLS assurance activities.

PRINCIPLES ACTIONS

Leadership e Embrace abetter practice approachto all activities.

e Uphold the spiritof the program, lead by example and listento the
concerns of workers, AEs and otherrelevant stakeholders.

e Ensure zero tolerancetowardany exploitation of workers.

e Champion arights-basedapproach to ensure fundamental rights, as
governed by Australian laws and community standards, will be upheld
for all stakeholders.

e Acknowledgethat migrantworkers are avulnerable cohort and commit
to providing safeguarding as necessary.

e Acknowledgethe rights and obligations of all stakeholders.

Protection forall e Allstakeholders recognise their protections and obligations covered by
law and ethical practices.

e Ensure aconsistentapproachand measurementtools are employed
when assessing any matter.

e Ensure the outcomeis proportionate to the conduct and the resulting
harm or potential harm.

Partnership e Build relationships with stakeholders and the community based on trust
and respect. Work with stakeholders to find opportunities to collaborate

and find solutions to issues.

e Harnessintelligence and insight fromarange of sources, including other
governmentagencies, to inform compliance and assurance activities.

e AEswill be afforded reasonable opportunity to respond to matters raised
before adecisionis made.
Performance e Acommitmenttoimproving processes, policies and practices through
stakeholderfeedbackand input.

e The PLFand DFAT will work to resolve matters as efficientlyas possible
to avoid delays and uncertainty for workers, AEs and other
relevant stakeholders.
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2.1.2 Standards

The standards outlined in the PLS assurance framework set the spirit of the program and are identified
throughout the guidelines as ‘better practice recommendations’. These better practice recommendations
have been developedto assist AEs in implementing quality policies and processes that promote fair, safe
and responsible employment practices. The better practice recommendations are not compulsory under
the Deed, and therefore AEs are not assessed or monitored for compliance against them. Standards and
better practice recommendations will be reviewed and updated annually.

2.1.3 Assurance activities

Assurance framework activitiesincorporate 3 key elements of assurance: education, riskand monitoring,
and compliance. The key monitoring and reporting activities under the PLS assurance framework include:

Education

Targeted, thematic campaigns to provide education, tools and activities, focusing on specific ele ments of
the program (i.e., accommodation arrangements, costs and deductions, high risk industries or locations,
etc.) and through collection of random samples acrossa range of AEs.

Close liaison with LSUs in participating countries and labour attachés and liaison officers in Australia to
identify and resolve existing and emerging issues.

Risk and monitoring

Review and analysis of scheduled employer reports to ensure AEs comply with PLS requirements. Reports
may include worker pay slips, timesheets, contract amendments and evidence to substantiate payroll
deductions.

Data collection and analysis to identify emerging risks and trends, monitoring visits of employers and
workers and response to feedback, and tip-offs and complaints.

Compliance

Information sharing between the PLF, DFAT and other government agencies to enable the timely
identification of potential non-complianceissues, i.e., the FWO, Department of Home Affairs, Australian
Border Force (ABF) and workplace health and safety (WHS) regulators. Potential non-compliance issues
shared will then be assessed by the governing body. Investigations will be conducted and outcomes
decidedin line with their priorities.

Compliance monitoring activities includingthe assessment of all recruitment requests and labour market
testing results, approval of proposed Offer of Employment (OOEs) and PLF monitoring of adherence to
the Deed.
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2.1.4 Risk-based approach

TYPES OF CONTROLS/TREATMENTS

PREVENTATIVE DETECTIVE REACTIVE

Reduce the likelihood Alert to a risk occuring Reduce the negative
of a risk occurring consequences of a risk

In taking a risk-based approach to assurance, the PLF considers 4 key values:

1. ldentifyrisks early: Thisis the key to effective risk management. By identifying and addressing
risks early it may be possible to remove or greatly reduce risks. Identifying risksearlyimproves
outcomes for all stakeholders.

2. Fitfor purpose: The approachto risk management must be fit for purpose —thatis, it should be
proportionate to the level and type of risk and adaptable to suit each individual circumstance. Risk
managementinvolves considering ways to minimise, avoid, share, or mitigate and accept risks.

3. Active management: Thisincludescommunication and discussion of risks with stakeholders,
regular monitoring, documentation and reporting to ensure controlsare in place and treatments
have been implemented effectively. Ongoing communicationand consultation enablesrisks to be
actively addressed, conversationsdocumented and any new or emerging risks identified.

4, Accountability: Itis expectedall stakeholders (including workers) will manage risk withinthe
scope of their PLS activities. Where required, risks and mitigation strategies will be escalated
(whetherthroughthe PLF, AE, LSU or other appropriate stakeholder) as part of a positive risk
culture. An active communication flow that supports both a bottom-up and top-down approach
is critical.

A risk-based approach is adopted to determine the PLF’s priorities for assurance monitoring activities.
Higher-level risks may undergo more frequentactivities, such as monitoring visits and reports. Many
factors are considered whenadopting a risk-based approach, including but not limited to industry,
location and type of work performed, previous compliance history, number of PLS workers and an AE’s
demonstrated capacity for management of the PLS.

The PLF will consider the following factors whendetermining the requirements for employer
monitoring activities:

e AEswho have returnedany potential non-compliance, reportable findings orissuesduring a
desktop audit

e employers with conditional AE status (such as restrictions on recruitment until satisfactory
reporting is completed)

e tips-offs, complaints or informal feedback received

e high-riskindustries and locations.

If non-compliance is identified during assurance activities or through other methods, a risk-based and
proportionate approach will be applied to any corrective actions or remedial treatments, including
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referral to the relevant agency where there is suspected non-compliance with a federal or state legal
requirement, e.g., the Fair Work Act 2009.

2.1.5 Corrective actions

The PLF will respond appropriately and in a timely manner to all instances of potential non-compliance
and will gather the necessaryavailable evidence priorto determining corrective actions.

The PLF will relay information to DFAT for consideration and action as required. The follow-up action will
be proportionate to the conduct.

TERMINATION OF DEED
OR NON-RENEWAL

HIGH RISK

ASSURANCE
RESOURCES

BREACH NOTICE

EDUCATION

LOW RISK

FRAMEWORK (DEED AND GUIDELINES)
ENCOURAGE COMPLIANCE

The actions outlinedabove are a general example of actions the PLF may take underthe Deed. They may
notbe taken sequentially — itdepends on the nature, severity and other factors of the matter, including
the urgencyofresponse.

The PLF’s roleis distinctly separate from the role of the FWO, ABF and other government partner agencies
in investigating alleged breaches of the Fair Work and Migration Acts, affording the PLF a ‘monitoring
rather than a ‘compliance’ role.
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Notice to Report

A Notice to Report will be issued where there are concerns that require aformal response from an AE. As
outlined in the Deed, a Notice to Reportrequires an AE to reportinformationto DFAT (via the PLF) within
5 business days, though the PLF may agree to extend the period based on the circumstances. The Notice
to Reportrequires an AE to provide specific information or evidence, as set outin the Notice.

A Notice to Report can be issued in a number of circumstances including where:

the PLF has become aware of a potentialinstance of non-compliance and further information or
evidence isrequired to determineif abreachof the Deed has occurred — this also allows an AE to

provide information relatedto the possible reported non-compliance that has been reported

anissue isidentified during a monitoring visit which requires written confirmation that the issue
has been resolved

a complaintis received from a workeror a third partyand specificinformationis required to
investigate the complaint.

A Notice to Reportenables DFAT and the PLFto:

collect preliminaryor further evidence to determineif abreach of the Deed has occurred
review the response of an AE before the PLF determines the appropriate outcomes oractions

confirm employer compliance and understandingof program obligations aftera breach notice
hasbeenissued.

A Notice to Reportisaformal proceduralprocess underthe Deed.

Itis not in itself acompliance action —it is a request for further information. However, it may be issued
in association with abreach or as a result of afailure to deliver a report.
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Notice to Report request

*A Notice to Report is a request for further
information. It is not a breach.

NOTICE OF A REQUEST TO

REPORT* ISSUED

Have you replied within 5 business days
(or time specified by the PLF)?

.

PLF will aim to provide Failure to respond is a
feedback within breach of the Deed.
10 business days.

ISSUE RESOLVED?

PLF will
advise if the issue
is resolved.

-

No further action Further compliance action
required. taken. E.g. education, issue
of Breach Notice.
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Education

Through education, the PLF reminds AEs about their obligations and how and when Deed requirements
must be met, and issues requests to take action to rectify early warningsigns of possible non-compliance.
Education may be provided through emailed AE updates, feedback through the monitoring of report
outcomes, or advice supplied by PLF team members.

Breach notice

A breach notice is issued where there has been sufficient evidence obtained to confirm a breach of the
Deed hasoccurred.

When issued to an AE, a breach notice:

e will provide aformal notification to the AE thatthey have committeda breach, and if the breachis
required to be rectified (including the expected timeframe in which it will be rectified)

e willclearly outline the specific breach committed by the AE and the clauses of the Deed that relate
to the breach

e will provide detail of consequences, which may involve risk mitigation strategiessuch as reducing
future recruitment numbers.

Breaches thatrequire urgentrectification are required to be addressed by the AE within 5 business days.

Conditions

There are a number of conditions that may be applied to an AE under the Deed to manage risk and
promote compliance.
Potential conditions include:

e increased monitoring or reportingrequirements

e acaponrecruitment numbers

e suspension of recruitment

e the removal of workers whoare in immediate risksituations.

Terminating the Deed

Depending on thelevel of riskinvolved andthe severity or cumulation of AE breaches, DFAT may exercise
its sole and absolute discretionto terminate the Deed.

Stepsto terminate the Deed mayinclude:
e consideration and management of the current PLS workersengaged by an AE
e a‘showcause’letter and aresponse to this letter

e provision of notice of termination.
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Guidelines and compliance criteria

REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)
2.2 Applying the The PLF will work with AEs to successfully engagein the PLS. This may include any interventions or responses

framework to potential or actual non-compliance, such as:

(Deedclause4) e the understanding demonstrated by AEs when issues are raisedfor resolutionand their willingness to

engage with the PLF about these

e the frequency with whichindividual issues needto be raised with each AE

e the nature of the issue being raised.
The framework will be appliedto support, educate and manage individual issues. If thereis a pattern of non-
compliance by an AE, it may indicate a lack of understanding of requirements, or in some cases may
demonstrate wilful non-compliance. This can influence the type of interventionapplied.
The PLF will always aim to engage with AEs to resolve any issues effectively and swiftly, with aview to
ensuring PLS workers are protected.

23 Maintaining Along with fulfilling all responsibilities in the guidelinesand Deed, there are 4 keyareas required to maintain
AE eligibility AE eligibility:
(Deed clauses6, e the AEmustbecome an approved temporary activities sponsor (TAS) and retain its TAS status with the
10,13,19) Department of Home Affairs

e ifthe AEisalsoa labour hire company, they must have, and retain, the relevant labour hire
licencing status

e the AEmusthave and maintain all necessary insurance policies as noted in clause 10 of the Deed

e the AE must maintain true, accurate and completerecords according to clause 13 of the Deed, and in
accordance with the law.

Documents showing these requirements have beenmet will be provided to the PLF at the application stage
to becomean AE. After this, the PLFwill implement periodic checks on maintaining validity. If thereisa
situation where one of these key areas is no longer going to be fulfilled, please notify the PLFimmediately.
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REFERENCE A SCOPEAND

NO.

24

2.5

DESCRIPTION

Subcontractors
and providers,
including
accommodation
providers

(Deed clause9)

Notifications to
the PLF

(further details
providedin
section 10)

(Deed clauses 4,
5,6,7,8,19
and 23)

COMPLIANCE CRITERIA

Subcontracts and providerarrangements, including accommodation, must be compliant with the Deed.
Enteringinto an approved subcontracting arrangement does not limit AE obligations.

These arrangements must be approvedin writing by DFAT or the PLF and the AE must clearly state the Deed
clausesthatare being subcontracted.

The AE may be asked for this informationthrough the life of the agreement, where an AE might subcontract
one partofthe compliance process.

If subcontractor conditions change, the AE should advise the PLF.
Accommodation providers must enterinto a written accommodation agreement and be informed that they:

e are accommodating PLSworkers
e needtocomplywithrelevantlaws and the Deed.

AEs are requiredto confirm with the PLF that this has beendone atthe time of their initial AE application
and/or mobilisation plan. Please keep the PLF informed of any changes to accommodation conditions

in advance.

AEs must notify the PLF on arange of matters underthe Deedand must ensureall information is true,
accurate and complete. Please see the PLFreporting and incident processdocument for more details.

AEs must notify the PLF via the 24-hour worker welfare hotline as soon as possible and no later than the next
24 hours, including outside of business hours, about:

e the death of aworker in Australia or overseas

e thecriticalinjuryorillness of aworker

e aworker beingarrested and/orcharged with a criminal offence

e anytime that a worker is admitted to hospital in an emergency, andisin aserious or
life-threatening condition

e anurgentrequestto move workers fromtheiremployer and/oraccommodation (due to safety or
welfare reasons)

e anytime a worker is the victim of a seriouscrime whilethey are in Australia

e anyincidence of domesticand/orother violence involving a worker, eitheras a victim or perpetrator
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

Reportinganincident tothe PLF
PDF document


https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Reporting%20an%20Incident%20Process.pdf

REFERENCE A SCOPEAND

NO. DESCRIPTION
2.6 Privacy
requirements
(Deed
clause 14)

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES

(CTRL+click on PDF/Word link)

e anyworkplace injuryresultingin time off workor awork cover claim.

Important: Where an AE becomes aware thatan incident has occurred with an absconded worker, thereis a
requirementto also pass on thisinformation.

Other notifications by the next business day include:

e anyworkplace injurythatresultsin a worker having time off work and/or a work cover claim

e anyincidentin whichpolice oremergency services are called but this did notresultin worker
hospitalisation or arrest

e aworker’svisanon-compliance.

Notify the PLF by phone oremail as soon as possible and no later than the next business day if:

e the AEis knowingly or unknowingly in breach of the Deed

e thereare changesinthe AE’s circumstances where theycan no longer fulfil their obligations

e anymatter orincident that has or may impact workers’ welfare or wellbeingand/or the reputation of
the PLS.

AEs are bound by the Australian Privacy Principles underthe Privacy Act and must comply with all
requirements regarding personalinformation collected and used in accordance with this Deed, e.g., AEs will
take reasonable steps to ensurethat PLS workerinformationis:
e securely stored to prevent misuse, unauthorised accessor loss
e as uptodate and as accurate as possible
e notdisclosed to third partiesin a way thata worker has not consented to or would not
reasonably expect.

Further informationcan be foundon the FWO website, including details about workplace privacy, best
practice and when to provide informationto third parties suchas FWO and government agencies.

FWO website: https://www.fairwork.gov.au/how-we-will-help/te mplates-and-guides/be st-practice-
guides/workplace-privacy
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REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

2.7 Monitoring visits Monitoring visits

(Deed clauses 4, The PLF will undertake monitoring visits to workers and AEs foranumber of key reasons:
8,15and 16)

Welfare of workers
1. Conductworkersupportservices: Face-to-face meetings and supplementarytelephone contact with
workersis part of assessing workers’ general health and wellbeing, their transition into employmentand
connection to theiremployers andthe broader community. The PLFworker welfare team (WWT) can
help AEs explain and discuss financial matters to workers, including their savings goals, remittances and
pay and conditions. The WWT can also provide additional advice, informationand educational resources
as required.

2. Employer check-in: To assess support services provided by the AE to the workers and the attentiongiven
to the health, safety and wellbeing of PLS workers. This will involve visiting the worksite where possible
and appropriate.

3. Quality assurance of accommodation arrangements: Ensuring the accommodation providedisin line
with the requirements outlinedin the approved recruitment plan/accommodation form (see section 8
for details).

Program assurance

1. To assist AEs to have a strongand functional understanding of Australian workplace conditions, workers’
rights and safety as they apply to Pacific workers (whoare subject to the same rights and entitlements
as Australian workers).

2. To undertakeafollow-upreview of the reporting evidence provided during a desktop audit (such as
payroll and pay rates, superannuation, etc.).

3. To ensure DFAT conditions relatingto recruitment or reporting are being met, and to provide circular
feedbackand take the opportunity to educate AEs on relevant program requirements.

4. To meetwith workersto understandissues raised relating to pay and conditions and provide
educational resources.

A risk-based approach (as per2.1.4) will be taken when planning assurance activities such as monitoring
visits. There may be times where the PLF conducts monitoring visits without notice. These may be related to
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REFERENCE A SCOPEAND

NO. DESCRIPTION

2.8 Engagementin
monitoring and
compliance
activities

(Deed clause 4)

2.9 Referral of
mattersto

other agencies

(Deed clauses 4,
17 and 19)

COMPLIANCE CRITERIA

actual or suspected breaches. The requirement for monitoringvisits without notice will be assessed basedon
perceived potential riskand conducted in alignment with the guidingprinciples (as per 2.1.1). The PLF will
endeavour to work with AEs to make appropriate arrangements for the visitand committo adhere to all

site protocols.

It is the AE’s responsibility to actively engage with the PLF for all monitoring and compliance activities by:

responding to requests in atimely manner
engaging cooperatively with the PLF team

providing requested documentation in alegible and understandable format and in a timely manner
approaching monitoring andcompliance activities in the spirit of partnership.

DFAT and the PLF administer the Deed with AEs, but neitheris aregulatory body. Where another agencyis
better placed to investigate a matter (i.e., an agency with a specific portfolio responsibility/regulatory power)
DFAT will refer that matter to the other agency and provide them with all relevantinformation.

Information sharing will comply with the Deed, the PLS worker privacy notice and consent form, and relevant
laws. The programrelies upondeterminations and findings made by other agencies, whichthen caninform
programactions and outcomes as well as future policies. In particular:
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(CTRL+click on PDF/Word link)

PLS worker privacy notice and
consent form
PDF document


https://palmscheme.govcms.gov.au/sites/default/files/2021-09/210118%20Privacy%20and%20consent%20form%20ENGLISH%20v2%20%286%29.pdf

REFERENCE A SCOPEAND COMPLIANCE CRITERIA
NO. DESCRIPTION

Department of Home Affairs/Australian Border
Force

e immigration matters

e employersponsorship obligations

e worker visaobligations

e temporary activitysponsor obligations.

Fair Work Ombudsman
e compliance with Australian workplace laws
e conducting proactive audits of PLSAEs
e investigating complaints or suspected
breaches of workplace laws, awards
and registered agreements
e WHS.

If a complaintisreceivedand isto be referred to anotheragency, where appropriate, the PLF will advise the
person or organisation making the complaint that their complaint has been referred and howthey can follow

up with that agency.

PLS-30-AE-GL-001_2 approved employer guidelines

Australian Taxation Office
e superannuation
e taxation.

Australian Federal Police or state/territory
police services

e criminal matters.
Safe Work Australia (and relevant state or
territory regulator)
Department of Education, Skillsand Employment

e where an AEisalso an AE of another government
employment program (SWP), informationrelating
to the performance under each program may be
shared betweendepartments.
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Better practice recommendations

AEs engage in proactive, open, timelyand transparent communication practices with DFAT and the PLF.
AEsimplementa policy statement about their commitment to professional and ethical business practices pertaining to employing PLS workers.

AEs provide training to supervisors, senior management, and otherkeystaff on their AE responsibilities underthe Deed and corresponding guidelines. They ensure everyone
understands how AE responsibilities under the Deed areimplementedin practice in their workplaces.

AEs provide training to key staff engaged by subcontractors or third-party providerson their responsibilities.
AEs strive to achieve industry body best practice standards. This includes actively participating in relevant industry auditing, monitoring or certification activities.
AEsimplementa policy and process that enablesworkers to anonymously raise concernsor grievances to be addressed by the AE.

AEs employ suitably trained and qualified workplace relations staff or third-party providers to support them in maintaining professional workplacesthat value cultural
competency, gender equality and other inclusive practices in the workplace, including meeting the reporting requirements set outin the Workplace Gender Equality Act (2012)
where applicable.

External support resources Monitoring and notifications

How to become a TAS: https://immi.homeaffairs.gov.au/visas/employing-and-sponsoring-someone/sponsoring-workers/becoming- AEs are to notify the PLF of any known
potential legislative and regulatory non-

compliance, or any reportableissues
with relevant government agencies as
soon as practical.

a-sponsor/temporary-activities-sponsor

Pacific Labour Scheme 403 Visa:
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/te mporary-work-403/pacific-labour-scheme

The Australian Privacy Act: https://www.oaic.gov.au/privacy/the-privacy-act/
The Australian Human Rights Commission cultural diversity tool: https://humanrights.gov.au/our-work/race-
discrimination/projects/workplace-cultural-diversity-tool

The Australian Human Rights Commission toolkits, guidelines and resources on diversity and inclusion in the workplace:
https://humanrights.gov.au/our-work/e mployers/toolkits-guidelines-and-other-resources

Workplace Gender Equality Agency: https: //www.wgea.gov.au/about-the-agency
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https://immi.homeaffairs.gov.au/visas/employing-and-sponsoring-someone/sponsoring-workers/becoming-a-sponsor/temporary-activities-sponsor
https://immi.homeaffairs.gov.au/visas/employing-and-sponsoring-someone/sponsoring-workers/becoming-a-sponsor/temporary-activities-sponsor
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/temporary-work-403/pacific-labour-scheme
https://www.oaic.gov.au/privacy/the-privacy-act/
https://humanrights.gov.au/our-work/race-discrimination/projects/workplace-cultural-diversity-tool
https://humanrights.gov.au/our-work/race-discrimination/projects/workplace-cultural-diversity-tool
https://humanrights.gov.au/our-work/employers/toolkits-guidelines-and-other-resources
https://www.wgea.gov.au/about-the-agency

Approval to recruit Pacific Labour Scheme workers

Intent: The first step in the process to recruit workers is to obtain approval to recruit underthe PLS.

‘
*PLS AEs conduct a labour market test (job advertisement) in their locality to
L ey illustrate that no Australian workers are available to meet their workforce needs.
testing J
\
eOnce the labour market testing is complete, the Approved Employer submits a
o] Recruitment Plan to the PLF for assessment and approval.
plan y
ﬂ
*The Approved Employer uses recruitment pathways in the participating
Pacific/Timor Leste country of their choice to recruit suitable workers.
J
™
*The Approved Employer works with the Labour Sending Unit to facilitate
recruitment activities, issuing Letters of Offer and confirming understanding of
employment opportunity. )
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REFERENCE A SCOPEAND

NO.

3.1

3.2

33

DESCRIPTION

Overview

of the
employment
process

(Deed clauses
3,4,19 and
Schedulel)

Labour market
testing

(Deedclause4
and ltem B
Schedulel)

Recruitment
plans

(Deed clauses
3,4andIltem B
Schedule 1)

COMPLIANCE CRITERIA

Before commencing the initial recruitment processes, the PLFwill provide AEs with all necessaryforms and
processinformation, including informationabout how to undertake labour market testing and how to
complete the recruitmentplan.

The flow chart on the previouspage sets out the step-by-step process required.

Workers from participating Pacificisland countries and Timor-Leste must be recruited according to the
processes approvedby both DFAT and the relevant labour sendingunit (LSU), as setoutin the PLS
implementation arrangements and facilitated by the PLF.

The worker recruitment process may vary depending on each country’s recruitment and selection processes
i.e., directrecruitment, work-ready pool or agent.

Important: AEs must not conduct recruitment prior to the approval of a recruitment plan.

The PLS puts Australian jobseekers first. AEs must advertise jobs in Australia and demonstrate that they
cannot fill vacancies with Australian workers before becoming eligible to access workers under the PLS. Refer
to the PLF labour market testing and recruitment plan process for detailedinstructions and templates. Key
stepsaround labour market testing are:

e AEplacingajob advertisementforvacancies (to the specified standards outlinedin the
supporting documentation)

e consideringall the applicants who apply for the advertised position

e providing evidence of this process when submitting a recruitment plan to the PLF.

Important: Labour market testing results remain valid for 12 months from the date of the advertisement
closing date. Itmustbe repeatedfor each new recruitmentrequest.

On conclusion of labour market testing, the AE provides the recruitment plan to the PLF with:

e copiesof the advertisement/s and its outcomes, including where advertising took place, dates, number

of applicants, number of peoplerecruited, and reasons candidates were not successful (allinformation is

captured on the labour market testing form)
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

PLS labour market testing and
recruitment plan process
PDF document | Word document

Includes:

e PLSIlabour market testing and
recruitment plan form
PDF document

e PLS Offer of Employment
(OOE) template
Word document

e Department of Home Affairs
online visa application guide

PLS labour market testing and
recruitmentplan process

PDF document | Word document

PLS labour market testing and
recruitment plan process
PDF document | Word document



https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS-labour-market-testing-and-recruitment-plan-form.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Letter%20of%20Offer%20Template%20May%202021.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.docx

REFERENCE A SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES

NO. DESCRIPTION (CTRL+click on PDF/Word link)
e the completedrecruitment plan form, including a signed AE declaration PLS labour market testing and
o the draft OOE recruitmentplan form

. . . . . N PDF document
In line with the PLF risk-based approach, whereitis deemed necessarythe PLFwill conduct a site visitto each
new location priorto recruitment plan approval.
When the PLF is satisfied the recruitment plan and associated documents meet the requirements, the plan
will be approvedand the AE notified via email. Withinthe email confirming approval of the recruitment plan,
the relevant LSU(s) will be included with instructions that outline the next steps forrecruitment.
AEs are encouraged to contact the LSU(s) directly on their preferred approachto recruitment, including
virtual interviews, in-country recruitment, skills assessments, etc.
Changes to approved recruitment plans
Once arecruitment plan has beenapproved, any material changes to the positions or conditions of
employment must be approved prior to implementation. This includes any change to hours of work, even
shortterm (min 30 hr/week), pay rate or classification, position types or duration of employment.
To seek approval for changes to recruitment plans, please send details of any amendments to the PLF via
email (recruitmentplans@pacificlabourfacility.com.au).

3.4 OOEs AEs must ensure the terms and conditions of employment contained in the OOE complywith the relevant PLS labour market testing and
(Deed clause 4 Australian workplace relations laws, as well as the requirements set outin the Deed. The PLF will review recruitment plan process
and ltem C OOEsto confirmthey satisfy PLSrequirements as per the Deedand the AE guidelines. PDF document | Word document
Schedule1) AEs can choose to use the PLS OOE template ortheir own contract of employment, howeverit mustinclude PLS OOE template

all points covered in the checklist as outlined in the template (which includes obligations underboth the Word document

Deed and implementationarrangements). The draft OOE will be reviewed and evaluated against the
following requirements:

Fair Work Information Statement
PDF document
e theinclusion of ‘employment subject to the candidate successfully obtainingthe 403 visa’

e |ocation of employment
e deductions

e worker wellbeinginclusion
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mailto:recruitmentplans@pacificlabourfacility.com.au
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS-labour-market-testing-and-recruitment-plan-form.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20labour%20market%20testing%20and%20recruitment%20plan%20process.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Letter%20of%20Offer%20Template%20May%202021.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/Fair%20Work%20Information%20Statment%20March%202021.pdf

REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

e traveland health arrival details
e healthinsurance inclusion

e accommodationdetails.

If AEs use their own contract, theymustalso include addendum A fromthe PLSOOE template forinformation
about PAYG, superannuation and deductions that may not be common knowledge for PLS workers. Further
information on using the AE’s own OOE template can be found in PLS OOE template.

Itis also a requirement of the Fair Work Act 2009 that all new employees be provided with the Fair Work
Information Statement. AEs must ensure a copy of this statementis providedto workers priorto
commencement or as soon as possible after commencement of employment. This may be enclosed with the
final OOE sentto the worker to sign, or a copy made available during the arrival briefing with workers.

3.5 Payand To ensure AEs are meeting their legal responsibilities, itis recommended they seek advice fromthe FWQOon PLS OOE template
payslips their obligations. Information about workplace rights is also available on the FWO website, including short Word document
(Deed clause 4 videos about basic workplace rights and entitlements in several Pacificlanguages. PLS AE reporting template
andltemE Workers must be provided with entitlements under the National Employment Standards (NES), any applicable | PDF document
Schedule 1) modern award or enterprise agreement, and any additionalor more generous entitlements as detailedin the

worker’s OOE.

Under the Deed, AEs are requiredto instruct workers on how to correctly readtheir payslips.

Workers must understand the difference between gross and net pay as reflected on their payslips and be
clear onthe purpose for each deduction.

PLS worker payslips need to include itemised deductions. Explaining the difference betweenshort-termand
fixed deductions will avoid uncertaintiesduring the initial weeks of employment.

Important: AEs must comply with Fair Work Act requirements regarding payslips, including whenand how
they must be issued and what must be includedon them.

The PLS AE reporting template is usedto verify pay and conditions match the original OOE and payslips and
meet compliance requirements, in particular that workers wage conditions are being metand that
deductions have been made in accordance with the signed OOE.
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https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Letter%20of%20Offer%20Template%20May%202021.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Approved%20Employer%20Reporting%20Template.pdf

REFERENCE A SCOPEAND COMPLIANCE CRITERIA

NO. DESCRIPTION

For thistemplate, AEs are requiredto collect data overthe first4 months of worker employment. This will be
reviewed by the PLF and reported to DFAT.

3.6 Payroll To support PLS workers with their ongoing expenses, AEs will deduct costs from their wages. All pay
deductions deductions for workers must be:
(Deed clause4 e lawfulandinaccordance with Fair Work act or relevantindustrialinstruments
and ltemE e permitted by the Deed
Schedule1) e beagreedtoinwriting by the workerand be forthe principal benefit of the PLSworker

not be more than the costincurred by the AE.

The PLF may request evidence of any payroll deductions for monitoring requirements and to ensure that
these criteriaare being met. The PLF should be notified of any changes to deductionamounts not reflectedin
a worker’s OOE.

As partof the OOE, a breakdown of payroll deductions is to be included. In addition:

Anticipated costs are to be includedin the OOE at recruitment plan approval stage andall efforts must
be undertaken to ensure their accuracy where possible.

AEs can deduct money fromworkers’ pay only whenagreedin writing. Where a deduction cost changes
fromthe approximatein the initial OOE, itis the AE’s responsibility to ensure amendments are agreed to
by workers in writing (including a decrease to deductions). AEs may use their own template, an amended
OOE, avariation letter or the PLF payroll deductiontemplate to seek worker written agreement to
recoup the actual costincurred.

To ensuredeductionsare accurate and understood by workers, written confirmation mustinclude what
the deductionis for, total cost of deduction, total duration of deductions, frequencyand amountto be
deductedfrom each pay.

AEs must ensurethatdeductions from pay do notresultin the PLSworker having insufficient netincome
for reasonable living expenses.

AEs are requiredto spreadinitial deductions overa minimum of 12 weeks for workers.
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

PLS OOE template (including
deductions information page)
Word document

PLS AEreporting template
PDF document

PLS payroll deduction
authority template
Word document

PLS payroll deduction guidelines
PDF document


https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Letter%20of%20Offer%20Template%20May%202021.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Approved%20Employer%20Reporting%20Template.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20payroll%20deduction%20authority%20template.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20payroll%20deduction%20guidelines.pdf

REFERENCE A SCOPEAND COMPLIANCE CRITERIA

NO. DESCRIPTION

A worker can withdraw their consent to deductions at any time and make alternative arrangements to pay
the expenses backin full. Where this occurs, the AE mustimmediately cease applying the deductions to the

worker’s wages.

Further informationrelating to costs that may be deductedfrom PLS workers’ pay areincluded in the PLS
OOEtemplate. A deductions guideline fact sheet has been created to assist all stakeholders. This is provided

to workers during their pre-departure briefingand AEs are encouraged to use it with their staff and workers.

Helpful tips for managing workers’ pay deductions

Prior to the first pay cycle, clarify any disparity in deductionamounts stated on the OOE, suchas
estimated flight costs, and have any changes agreedto by workers and signed in writing.

Provide training sessionsto discuss the details of payslipsand deductionsonce your workers have
receivedtheirfirst pay.

Provide a date for when short-term deductions will cease, so workers have realistic expectations of when
their disposableincome will increase.

Provide monthly deductionstatements to workers where possible or run monthly meetings to discuss
deductionbalances.

Ensure records to substantiate deductions, such as rental agreements and utility invoices, are available
to workers and the PLF when required.

3.7 WHS The AE must provide PLSworkers with a safe workplace andensure they meet their obligations under the

(Deedclause 8

relevant WHS legislation.

and ltems D Examples of howan AE can provide WHS support to workers include:

andE
Schedule 1)

providing aworkplaceinduction including safety requirements within the workplace

providing education to ensure workers can perform their duties safely, includingmonitoring licensing
requirements for equipmentand the performance of duties

providing personal protective equipment (PPE) when required
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REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

e promotinga positive and safe workplace including a reporting culture
e providinginformationrelating to workers’ compensation insurance.

Refer to relevant state or territory WHS legislation to confirm obligations under Australian workplace law.

3.8 Contingency The AE must provide a contingency plan shouldthey not be able to meettheirobligations of their PLS contingency plan request
plan employment contract with their workers. Should this occur, AEs should consult with the PLF to enact their emailtemplate
(Deed clauses contingency plan. While no further labour market testing or recruitment plan is required whenenacting a Word document
4,6andltemB contingency plan, it must firstbe approved by the PLF using the appropriate email template. Itis the AE’s
Schedulel) responsibility to ensure any change to employment conditions adhere to the Fair WorkAct.

AEs will have documented a contingency plan in their approved recruitment plan. The contingency plan
usually outlines the steps that the AE will take if a placement becomes unviable, e.g., if thereis adownturnin
available work, in the unfortunate event of a natural disaster, or where a labour hire company cannot
continue to place workers with a host employer.

The capacity of AEs to adhereto their contingencyplan will vary, however the AE must make all reasonable
efforts to find alternative work placements with another PLS AE, i.e., work closely with the PLF, utilise all
available employer hosts, transfer to a differentrole, etc.

While contingency plans may change by the time they are needed, AEs arerequired to be willingand able to
work with the PLF and provide possible solutions when a placement has become unviable. Unwillingnessto
consideralternative arrangements will be considered whenreviewing future recruitment requests for AEs.
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https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Contingency%20Plan%20Request%20Email%20Template.docx

Better practice recommendations

e AEstake all necessary steps to promote equal employment opportunity across hiring practices and ensure recruitment is based on the inherent requirements of the role.
e AEsactively and respectfully workwith the LSUs to adopt thorough recruitment and selection processes.

e AEsactively engage with the LSU to understandin-country processes, challenges, and timeframes. This includes planning early so recruitment and mobilisations are completed
ina timely manner.

e AEsactively engagein understanding cultural differencesand ensure staff complete cultural competencytraining programs to support workersin theirintegrationto
a new workplace.

e AEshave athorough understanding of theirresponsibilitiesas a TAS of PLS workers. This includes their ATO requirements whe n engaging PLS workersand pastoral care
responsibilities. Itisrecommendedtheseresponsibilitiesare reviewed and discussedregularly.

e AEsare mindful thatthe Australian workplace and employment conditions may differ substantiallyto conditions in sending countries. AEs provide as much information as
possible to support workerswith understandingkey elements of their OOE, payslips, annual leave, other conditions such as TOIL and deductions, and provide regular education
and communicationin various forms.

e AEsprovide education andinstructions on ‘how to read a payslip’. Payslips should be written in plain Englishthatis simple to understand and complies with
legislative requirements.

External support resources Monitoring and notifications

e Forarange of Fair Work Australiaresources: e AEswill provide the PLFwith the
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards results of labour market testing.

e Payguidesand up-to-dateaward information about pay and conditions: e PLS AE monitoring reports review and
https://www.fairwork.gov.au/pay/minimum-wages/pay-guides monitor the wage and employment

e Shortvideosabout basic workplace rights and entitlements in several Pacific languages: conditions of PLSworkers.
https://www.fairwork.gov.au/language-help/language-storyboards e The FWO has committed to complete

e FWO informationsheet— ‘Important message about the Pacific Labour Scheme’: random proactive compliance audits
https://palmscheme.govcms.gov.au/sites/default/files/202 1-09/FWO-message-to-PLS-employers-Jul18.pdf on PLS AEs.

e Listof PLS sending countries: https://palmscheme.gov.au/countries/ e ThePLFapprovesrecruitmentplans—

AEs must seek approval fromthe PLF
prior to implementing any material
changesto the positions or conditions
of employment.

e Fair Work payslip examples: https: //www.fairwork.gov.au/pay/pay-slips-and-record-keeping/pay-slips

e Fair Work templates: https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/templates
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https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.fairwork.gov.au/pay/minimum-wages/pay-guides
https://www.fairwork.gov.au/language-help/language-storyboards
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/FWO-message-to-PLS-employers-Jul18.pdf
https://palmscheme.gov.au/countries/
https://www.fairwork.gov.au/pay/pay-slips-and-record-keeping/pay-slips
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/templates

e Fair Workrequestfor records:
https://www.fairwork.gov.au/how-we-will-help/te mplates-and-guides/templates/request-for-records

e Fair Workresources for PLS workers:
https://www.fairwork.gov.au/how-we-will-help/helping-the-community/pacific-labour-scheme-resources-for-participants

e Australian Human Rights Commission — A guide to preventing discrimination in recruitment:
https://humanrights.gov.au/sites/default/files/GPGB_recruitment_guide.pdf

e Australian Human Rights Commission — A quick guide to discrimination law:
https://humanrights.gov.au/education/emplovers/quick-guide-discrimination-law
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https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/templates/request-for-records
https://www.fairwork.gov.au/how-we-will-help/helping-the-community/pacific-labour-scheme-resources-for-participants
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Selecting and recruiting Pacific Labour Scheme workers

Intent: Once the AE has approval, the next step is recruiting the right workers for roles and making sure they are provided with the correct informationabout their upcoming jobs.

REFERENCE | SCOPEAND

NO.

41

DESCRIPTION

How to recruit
(in country,
virtual, work-
ready pool,
direct
recruitment,
etc.)

(Deed clause 4
and Iltems
A,B,G
Schedulel)

COMPLIANCE CRITERIA

The recruitment options offered by each LSU is at its discretionand may change over time. Participating
countries may adopt more than onerecruitment option.

For all recruitment options, the LSU and AE must ensure that workers are registered with the LSU orincluded

in the work-readypool database (as appropriate). The LSU must have time to support an AE’s recruitment
and prepare selected workers for deploymentin Australia, including runninga pre-departure briefing (PDB).

Work-ready pool recruitment

The LSU will establish a work-ready pool of candidatesfrom which AEs can recruit. The LSU may use public
registration and/or identifyindividuals for the work-ready pool in consultation with stakeholders (such as
village councils, church representatives and other relevant community leaders). The LSU will assess

candidates againstthe PLSeligibility criteria.
AEs need to advise the LSU of any selection criteria relevant to the role, e.g., qualifications, work experience,
English language competencies, or fitness/strength requirements in line with the approved recruitment plan.

AEs may select workers from the work-ready pool with the LSU’s assistance, either from Australia or by
travelling to the participating country.

Wherean AE wishes to interview candidates, the LSU will facilitate (face to facein country, or via Skype or
other video platforms where travel is not possible). If extra criteria are required, e.g., specific fitness testing,
then the LSU can help to facilitate this with candidates.

32

PLS-30-AE-GL-001_2 approved employer guidelines

DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)



REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

Direct recruitment
Wherean AE wishes to recruit directly, they must notify the LSU of the name and contact detailsof
the candidates.

AEs must work with the LSU to ensure workers meet eligibility requirements and their detailsare entered in
the LSU’s work-ready pool database. If the selected candidatesdo not meet the eligibilityrequirements, the
LSU cannot provide written support of their recruitment and different candidates will needto be selected.

Agent recruitment

Wherea participating country opts to enable the agent recruitment model, AEs may undertake recruitment
via a recruitment agentlicensed by the nominated Ministry in the participating country(licensedagent). In
this case all selected candidates must meet the eligibility criteria and in many cases the LSU’s will require the
candidates to be addedto the existing work-readypool.

Note: Currently no participating country uses agent recruitment methods for PLS recruitment.

4.2 PLS worker The process of determining workers’ eligibility to participate in the PLSis managed by the LSU and supported
eligibility by the PLF. Once recruitment has occurred, LSUsmust confirm the eligibility of their candidates in writing to
(Deed clause 4 the PLF or via uploading the candidate data fromthe IRD to MIS. All PLS workers underthe PALMscheme will
and ltem 1 be requiredto provide details of their recruitmentapproval (including the endorsement number) to be

Schedule1) eligible to lodge a PALMstream visa application
To be deemed eligible to participate in the PLS, prospective workers must meet the following criteria:

Required skills, qualifications and experience: Workers must have the skills, qualifications and experience
required forthe role for which they are beingrecruited. Note that thisis notavisa requirementand mustbe
assessed by the LSU when confirming workers’ eligibility.

Good character: Workersmust be of good character and be able to substantiate this by presentingauthentic
documentationcertifying theydo not have a substantial criminalrecord.

Fit and healthy: Workers must be healthy and fit for the workspecified.

Age: Workers must have turned21 atthe time of visa application.
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REFERENCE | SCOPEAND

NO. DESCRIPTION
43 Making an
offer of

employment
(Deed clause 4
andItemC
Schedule 1)

4.4 Changesto
conditions of
employment

COMPLIANCE CRITERIA

Citizenship: Workers must be citizens of a participating country (and not of Australia) andresidein the
country atthe time of the initial visa application.

Identity: The LSU must verify, based on sufficientinquiries and evidence, that the stated identity of the
prospective worker is their real identity.

Intentions to return to the participating country: Workers must have a genuineintention to enter Australia
temporarily forwork and return to their participating countryafter their employment ceases.

English: Workers must have functional English language skills unless Australianlicensing mandates a
higher standard.

Meet mandatory offshore periods: If a worker has previously participatedin the PLS, they must have been
outside Australia fora minimum mandatory offshore period.

When an AE, supported by the appropriate LSU, has finalised their recruitment and selection processes they
must prepare individual OOEs for each candidate selected.

The AE will email OOEs to the LSU and alert the PLF mobilisation team via
(mobilisations@ pacificlabourfacility.com.au), with all the pre-employment paperwork needed by the AEs.

The LSU will:

e supportworkersto complete accompanying paperwork including visa-related documents, the PLF
privacy noticeand consent formand any AE-specificforms

e informworkersto completevisa required medical assessments and police clearances (if not
already completed)

e validate workers’ eligibility

e schedulePDBsessions.

The LSU will submit completed paperworkto the AE and the PLF to support the visa application process.

Changes to workers’ roles after commencement (change of conditions of employment)
Any change of employment conditions once the worker has signed the OOE is to be documented and

submitted to the PLF via email (recruitmentplans@pacificlabourfacility.com.au) for review and approval prior
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

PLS OOEtemplate
Word document

PLS worker privacy notice and
consent form
PDF document

PLS change of conditions (promotion
or upskilling) email template
Word document


mailto:mobilisations@pacificlabourfacility.com.au
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20Letter%20of%20Offer%20Template%20May%202021.docx
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/210118%20Privacy%20and%20consent%20form%20ENGLISH%20v2%20%286%29.pdf
mailto:recruitmentplans@pacificlabourfacility.com.au
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20change%20of%20conditions%20%28promotion%20or%20upskilling%29%20email%20template.docx

REFERENCE | SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES

NO. DESCRIPTION (CTRL+click on PDF/Word link)
(Deedclauses | to implementation, and will be usedas part of a consultation process with the worker. Itis the AE’s
4,5,6and responsibility to ensure any change to employment conditions adhere to the Fair WorkAct.
ltemB

Examples of changesto be submitted forapproval includereductionor increasein hours, change of pay rate

Schedule1) (outside of usual award or enterprise bargaining agreement conditions such as annual pay changesor
classification changes within an award), change of positionor promotion. The PLF is able to supportthe
discussion with workers and ensure thereis a mutual understanding of the changes.

Promotion or upskilling of an existing PLS worker:
Providing promotions or upskilling workers is a key benefit of the PLS and allowable under the PLS program.
In these circumstances thereis no needto conduct labour market testing or submita new recruitmentplan,
however, AEs must provide the followinginformation to the PLF (using the email template):
e workername
e currentjobtitle and duties
e currentpayrate
e newjobtitle and duties
® newpayrate
e startdate for the new position
e time remaining on the contract
e reasons for promotionor change
e change of employment letterto worker.
45 Extension of Where an AE wants to extend a contract (up to a maximum of 3 years for total time spentin Australia), a new
contract recruitment plan and labour market testing needsto be submitted and approved.

(Deed clauses | Advise the PLF mobilisations team via email (mobilisations@pacificlabourfacility.com.au) of the following
4,6and Item before applying forthe visa extension:
B Schedule 1)

e name and details of the worker—including copy of passport
e length of extension
e firstday of extension
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REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

e PLSnumber.

The AE will then be expected to:

e applyforthe worker’s visa extension via the Department of Home Affairs ImmiAccount website
e sendthrough the updated ImmiAccount grant notice to PLF mobilisationsteam when itis received
e sendnewsigned OOEs to the PLF mobilisations team (mobilisations@pacificlabourfacility.com.au).
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Better practice recommendations

AEs plan the recruitment experience. Considerwhich skills, competencies and experience are required for vacant roles and plan how these requirements will be evaluated
during the recruitment process.

Where possible, all AEs undertake at least the first recruitment activity in country and face to face. This assists in building relationships and growingthe capacity of the LSU, and
helps AEs develop a stronger understanding of theirsource country.

If AEs have notrecruited in a cross-cultural environment, they conduct research and seek advice from othersin their networks who are experienced in this area.

AEs become familiar with how to apply for worker visas. They make sure they have their TAS details readyand are familiar with the Department of Home Affairs ImmiAccount
platform and its processes.

AEs proactivelyresearch accommodation options, engage local real estate agents or ask the PLF for advice on sourcing appropriate accommodation. They should also
understandthe accommodation ortenancy requirements in their state or territory.

AEs explore community engagement opportunities for the workers—research and getin touch with any local cultural associations, diaspora, sporting, and religious
organisations that may be able to assist with settling workersinto theirnew communities.

External support resources Monitoring and notifications

e Forarange of Fair Work Australia resources, please visit: e LSUs mustconfirm the eligibility of their
o https://www.fairwork.gov.au/employee-entitlements/national-employment-standards candidates in writing to the PLF.
O httDS://WWW.faiI’WOI’k.EOV.aU/|aI’1EUaEE-he|D/|anguaEe-StOeroardS pre_e mployment paperwork to LSUS
o https://palmscheme.gov.au/sites/default/files/2021-09/FWO-message-to-PLS-small-business-e mployers-Jul18.pdf and the PLF.

e Australian Human Rights Commission: A guide to preventing discriminationin recruitment — e Anychange of employment conditions to

https://humanrights.gov.au/sites/default/files/GPGB_recruitment guide.pdf be submitted to the PLF for review and
e Australian Human Rights Commission: A quick guide to discrimination law — approval prior to implementation.

https://humanrights.gov.au/education/e mployers/quick-guide-discrimination-law

Workplace Gender Equality Agency: https://www.wgea.gov.au/about/workplace-gender-equality
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Pre-departure from home country

Intent: Once workers have beenrecruited the nextstep is to apply for their visas and prepare themfor their travel, work and life in Australia.

REFERENCE | SCOPEAND
NO. DESCRIPTION

5.1 Generation
of
endorsement
numbers

(Deed

clauses 4 and
ItemB

Schedulel)

COMPLIANCE CRITERIA

The PALM schemerecruitment endorsement number is unique to each PALM recruitment and is required by
the Department of Home Affairs whenlodging the visa application. AEs must enter the recruitment
endorsement number in the Department of Home Affairs ImmiAccount online system. The processis:

1.

When arecruitmentapplicationis approved by PLF, an endorsement numberand summarydocumentis
generated.

The LSU sends the PLF mobilisations team an email (mobilisations @pacificlabourfacility.com.au)
confirming the details and documents of each worker thatis using the recruitment endorsement number.
The AE and the PLF confirm receipt of the following documents:

signhed OOE

PLS privacy notice and consent form
eligibility confirmation Letter
passport

police clearance.

The PLF assigns each worker to the recruitment plan in the the managementinformationsystem. In
addition, mobilisation records for this workers are created. AEs must provide for each worker:

a. mobilisation dates
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

PLS worker privacy notice and
consent form
PDF document


mailto:mobilisations@pacificlabourfacility.com.au
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/210118%20Privacy%20and%20consent%20form%20ENGLISH%20v2%20%286%29.pdf

REFERENCE | SCOPEAND
NO. DESCRIPTION

5.2 Visa
application
document
collection

(Deed
clauses 4 and
ltems B and C
Schedulel)

COMPLIANCE CRITERIA

b. originand destination
c. if the mobilisationisacharteror commercialflight
d. thevisagrantnumber and expiry date the worker mobilised on

4. The PLFforwardsan email to DFAT, AEand the LSU outliningthe endorsement number to be used in order
to lodge the PLS403 visa.

Once arecruitment application is approved by DFAT or the PL, AEs commence lodging Temporary Work
(International Relations)visa (subclass 403), applicationunder the Pacific Australia Labour Mobility scheme

stream.

The visa application process is the responsibility of the AE. The LSU will have submitted the relevant paperwork
to accompany the signed OOE. If additionalinformation is required, the AE will contact the LSU.

AEs may assist workers with the initial costs of visa application charges and other costs incurred to secure the
visa, including the cost of health checks and police checks. These costs can be repaid through pay deductions as
per the deductionguidelines mentionedin the Deed Schedule E.1.

Local police clearance (in country)

The LSU will support workers to obtain the relevant police clearances required for the visa application. The
Department of Home Affairsrequire police clearances from any country a worker has spent 12 months or more
(cumulative) overthe past 10 years. Please note this can take some time to receive.

If a worker returns an adverse police clearance, the LSU will liaise with the AE to discuss their suitabilityand the
options available should the worker wish to continue with their application.

AFP clearance (in Australia)

If a worker has spent 12 months or morein Australia over the past 10 years, the worker may be requestedto
complete an AFP clearance. Furtherinformationcan befoundon the AFPwebsite:
https://www.afp.gov.au/what-we-do/services/criminal-records/national-police-che cks.

Medical assessments

Allvisa applicants must meet the immigrationhealth requirements in order to be granted a visa. These will vary
depending on the country the person is from, any significant circumstances relating to the applicant’s health,
and how long the visa may be granted for.
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)


https://www.afp.gov.au/what-we-do/services/criminal-records/national-police-checks

REFERENCE | SCOPEAND
NO. DESCRIPTION

5.3 Visa
application
process

(Deed clause
4andltemB
Schedulel)

5.4 Workerpre-
departure
briefing

COMPLIANCE CRITERIA

In many countries, prospective PLS workers will be requiredto undertake a medical examination and a chest x-
ray which mustbe undertaken at an approved radiology clinicor panel doctor. If workers require additional

health checks, AEs must liaise with the LSU to advise the worker how to complete the assessment.
Migration agent

If an AEis engaging a migration agentto complete their visa submissions, the AE is still responsible for ensuring
the correctforms are completed, noting that migration agent fees are notrecoverable fromworkers.

The AE (or migration agent) applies for the visa throughtheir Department of Home Affairs ImmiAccount (if the
AE does not have an ImmiAccounttheycan create one online).

The applicant will be requiredto provide details of their Temporary Activities Sponsorand recruitment approval
endorsement numberin the visa application. All documents must be in colourand available to upload.

Further informationabout visa and the step-by-step requirements can obtainedfrom the DHA website:
https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/te mporary-work-403

If any information is requiredfor the visa applicationthe Department of Home Affairs will contact the
Authorised Contactlisted in the visa application. Requests for information can also be accessed throughthe
application in ImmAccount. Applications must be lodged with sufficient time in the mobilisation process to
allow for the visa application to be assessed and finalised, including requests for Health, Character and other
information(Home Affairs recommends 10 working days prior to travel)

When avisa application has beengranted, a Visa Grant Letter will be sent from the Department of Home Affairs
to the email address of the Authorised Contactin the visa application. A copycan also be obtainedfromthe
application in ImmiAccount. Oncereceived, a copy of the Visa Grant Letter must be sentto the LSU and to the
PLF mobilisation team (mobilisations@pacificlabourfacility.com.au) to ensure the worker has a copy fortheir
arrival into Australia.

Important:itisthe responsibility of the AE to seek theirown immigration advice. The PLF is not aregistered
migration agentand is unable to provide legal and immigration advice.

The LSU provides all workers with a comprehensive PDBto help them understandand prepare for lifeand work
in Australia.
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

Department of Home Affairs online
visa application guide

PLS AE pre-departure briefing
template (pending)


https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-listing/temporary-work-403

REFERENCE | SCOPEAND
NO. DESCRIPTION

(Deed clause
—ltemG

Schedule1)

5.5 Health
insurancefor
workers

(Deed clause
—IltemsC, E
and F

Schedule1)

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

Once adeparturedate is set for the workers, the LSU will notifythe AE of the date of the PDB. Prior to this d ate,
the AEis requiredto contribute information and materialsthat will be relevant to the workers to be usedin

this briefing:
e accommodationdetails (videos or photos if possible)
e information aboutthe type of work theywill be doing (videos or photos if possible)

e anyrelevantinformationaboutthe town and theirworkplace, the weather, local sporting clubs, churches,
other Pacificislander diaspora groupsin the area, etc.

Thisinformation is to be provided when the recruitment plan is submitted.

Workers will not be covered by Australia's national health scheme (Medicare) and itis a condition of the 403 PLS AE worker mobilisation toolkit
visathat all PLS workers have private health insurance. PDF document

It is the AE’s responsibility to arrange health insurance for workers prior to their mobilisation. In mostinstances,
the employer will arrange health insurance and facilitate payment through a payroll de duction for the worker.
It is the AEs role to confirminclusions of private healthinsurance (including repatriation of remains cover)and
to educate workers.

The subclass 403 Temporary Work Visa has specific healthinsurance requirements that set out the obligations
for visaholders and insurance providers who offerinsurance products for temporary workers. It should be
noted thatinsurance products such as travel insurance do not meet these visa requirements.

For more information please visit the Department of Home Affairs — Adequate healthinsurance visa holders
web page:
https://immi.homeaffairs.gov.au/help-support/meeting-our-requirements/health/ade quate-health-insurance.

Preferred provider
Following an open procurement processnib-IMAN was selected as the preferred healthinsurance provider for
the PLS.

Use of the preferred nib-IMAN product offers significant benefits for both workers and AEs, however its
purchaseis optional. AEs and workers may choose whichever providertheywish that complieswith the visa
requirements.
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https://immi.homeaffairs.gov.au/help-support/meeting-our-requirements/health/adequate-health-insurance
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20AE%20worker%20mobilisation%20toolkit.pdf

REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

The selectednib Basic Visitor Cover product complies with the 403 visa requirements and represents
competitive value at $17.90/week ($77.57 per month). This price will be fixed until 30 June 2023.

In addition to its low cost, the productincludes the following benefits:

e asimple administration andinvoicingprocess

e expandeddirectbilling for claims to eliminate or reduce workers’ out-of-pocket expenses

e 100% coverage of worker hospital accommodation and treatment costs whenadmitted to hospital for
included procedures

e language and translation services available for workers whenthey call nib-IMAN — in-language factsheets
and health-focused educational resources.

For more information, please read the nib-IMAN basic visitor cover flyer: https://pacificlabourfacility.us3.list-
manage.com/track/click?u=5d7643f915e7d395d64690710&id=1b50945552 &e=b690a38865 and the fact sheet
for workers: https://pacificlabourfacility.us3.list-

manage.com/track/click?u=5d7643f915e 7d395d646907108&id=73339712e9&e=b690a38865.Neither AEs or
workers are mandatedto use this product or provider but are strongly encouraged to consider it.

Pre-mobilisation

Individual health insurance documents needto be sentto both the LSUs and the PLF mobilisation teamvia
email (mobilisations@pacificlabourfacility.com.au) prior to departure so workers have all this information when
theylandin Australia.

5.6 Flights and International flights PLS AE worker mobilisation toolkit
transfers In most situations, AEs will book the flight tickets to Australia for the group, ideally all on the same flight or PDF document
flights. Discuss flight options and mobilisation dates with the PLF mobilisation team and the LSU, who can also

(Deed clause
provide advice and assistance. Itis recommended AEs do not purchase any flights until visas have beenissued.

—ItemE
Schedule1) AEs may also assist workers with the costs of one-way flight tickets. These costs canbe repaid through pay
deductions as per Item E of Schedule 1 of the Deed.

Domestictransfers
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https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20AE%20worker%20mobilisation%20toolkit.pdf

REFERENCE | SCOPEAND

NO.

5.7

5.8

DESCRIPTION

Mobilisation
plan

(Deed clause
—IltemsF, G
and H
Schedule1)

Information
for workers
and LSUs
prior to
departure

(Deed clause
4—-ltem G
Schedulel)

COMPLIANCE CRITERIA

In most situations, AEs will provide domestictransferarrangements — flight tickets, trains, buses or private
transportfor the group. The AE can choose to covertheseinternaltransfer costs or add these to workers’

travel deductions.
If the second optionis chosen, workerswill needto be advised of all costs priorto departure.

Pre-mobilisation key points

Individual flight tickets needto be sentto the LSUs atleast 5 days prior to worker departure for theirtravel.
Costdocuments must be included so workers know the amounts they will need to reimburse.

Please copy the PLF mobilisation team via email (mobilisations@pacificlabourfacility.com.au) when the final
arrival details are confirmed so they canallocate a case managerto the group.

The PLF has createda mobilisation process to help AEs understandthe minimum requirements for the safe and
appropriate transition of workers into Australia. This includes a checklist of tasks or mobilisation plan forthe AE
to complete foreach mobilisation, and a schedule to assist with planning and timeframes.

Mobilisation plan key points:

The mobilisation plan must be submittedto the PLF mobilisations team via email

(mobilisations@ pacificlabourfacility.com.au)atleast 5 days before departure. For details of this plan, please
see the PLS AE worker mobilisation toolkit.

AEs must ensure the mobilisation timeline allows workers to attend a PDB.

AEs must forward the following documents to the LSU for workers’ pre-departure preparations:
Prior to departure, workers (via LSUs) needto have:

e acopyoftheirvisas

e acopy of their flight tickets and costs (including invoice copy)

e anyspecific transferinformationfor arrival in Australia —itinerary, costs, airport meeting details
e acopyoftheir healthinsurance information.
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PLS AE worker mobilisation toolkit

PDF document


mailto:mobilisations@pacificlabourfacility.com.au
mailto:mobilisations@pacificlabourfacility.com.au
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20AE%20worker%20mobilisation%20toolkit.pdf

Better practice recommendations

Mobilisation plan —travel costs are kept minimal for workersso booking in advance is preferred (although this is not recommendedbefore visas are approved).
Try to ensurethe most efficient flight route, date and costings are used, bearingin mind itis the worker who will eventually repay these costs through their deductions.
Explore appropriate healthinsurance options foryourworkers in advance of recruitment.

Deliver a presentation on health insurance for your workers to helpthem better understand the process and context. Furtherinvestigate whether there are any additional
materials provided by the insurance supplierin the PLS workers’ language and whetherthey canrequestto speak to a personin language when calling the insurer.

Plan and preparefor all activities from recruitment leading up to mobilising workers. All preparationthat can be done ahead of time will be benéeficial forthe AE, the workers
and the PLF.

External support resources Monitoring and notifications

N/A e If an AEis engaging a migration agent, they should inform the LSU to ensure the correct forms are completed.
e The AE mustsend the ImmiAccount grant notification informationto the LSU and the PLF.

e The LSU will notify the AE of the date of the PDB for workers. The AE is required to contribute relevantinformation and
materials to be used in this briefing.

e Workerhealth insurance documents must be sentto LSUs and the PLF priorto workers’ departure.
e Flighttickets need to be sentto the LSU and the PLF atleast 5 days priorto workers’ departure.
e The mobilisation plan must be submittedto the PLF atleast 5 days before workers’ departure.

e LSUsmustbe providedwith all worker pre-departure documents priorto workers’ departure.
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Mobilisation of workers

Intent: The mobilisation plan covers the many steps thatare requiredto bring workers from their home country to Australia, and make sure they are settled comfortably into their
new workplace and community.

REFERENCE | SCOPEAND

NO. DESCRIPTION
6.1 Arrival of
workers

(Deed clause
—IltemH
Schedule1)

6.2 On-arrival
briefing
(Deed clause
—ltemG
Schedulel)

COMPLIANCE CRITERIA

Details listing the arrival process for workersis located in the AE worker mobilisation toolkit.

Worker arrival key points
e Ensure an AErepresentative is atthe airportto meetthe workerswhen they arrive, or the appropriate
information has been providedor alternative arrangements made.
e The AEisto notify the PLF and the LSU of workers’ arrival within 5 days of the workerarriving in Australia.
e The AEshould send an email confirming the workers’ arrivalto the LSU representative, copyingin the PLF
mobilisations team (mobilisations@pacificlabourfacility.com.au).

The on-arrival briefing (OAB)shouldbe deliveredto workersin a group settingand in line with the worker
mobilisation schedule, creating smaller subgroups to allow for specific topics to be discussed only with men or
only with women as appropriate.

It is preferable thatthe OAB takesplace within the first few days, if not upon arrival, in order for the AE to pass
on any important messages and for the workers to ask questionsbefore theiremployment commences.

The assigned PLF case manageris available to discuss the delivery of the OAB with the AE. There are
two options:
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PLS AE worker mobilisation toolkit
PDF document

OABvideo (pending)

OAB sign-off sheet (included in the
PLS AE worker mobilisation toolkit)

PDF document


mailto:mobilisations@pacificlabourfacility.com.au
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20AE%20worker%20mobilisation%20toolkit.pdf
https://palmscheme.govcms.gov.au/sites/default/files/2021-09/PLS%20AE%20worker%20mobilisation%20toolkit.pdf

REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

1. Deliveredbythe PLF: If the OAB isto be conducted by the PLF thenthe AE mustallow appropriate access
to the workersto conduct the briefing.

2. Delivered by the AE: The AE must ensure the effective provision of the relevantarrival briefing
information and material to workers, as endorsed by the PLF.

All workers must sign the OAB sign-offsheet to confirm they have received the briefing. The sign-off sheet is
providedto the PLF once completed.

6.3 On-arrival The following tasks must be completed in the first 5 business days of the worker’s arrival in Australia. After PLS AE worker mobilisation toolkit
requirements = finalising these tasks, please senda confirmation emailto the PLF mobilisations team PDF document

(Deed clause (mobilisations@ pacificlabourfacility.com.au).

—ltemH and e Mobile phones: Workers will require an Australian mobile phone number as soon as is practicably possible.
I Schedule1) Please provide workers’ phone numbers to the PLFand the LSU immediately.

e Bank accounts: The AE must organise access to personal banking for each worker, including helping them
to setup an Australian personalbank account. Itis recommended that AEs help workerschoose a bank
that isin the local community oras close by as possible. Workers may also need help to access and set up
online banking.

e Tax file numbers and superannuation: AEs must also assist each workerto apply for a tax file numberand
establish a superannuationaccount. These will be new concepts to most workers, and while itis mentioned
in the pre-departure briefing, they will require furtherinformationto understand.

Note: Please ensure that the worker does not already have a tax file number orbank account before applying.

More informationabout on-arrival requirements can be found in the mobilisation process and will be reflected
in the mobilisation plan (as per reference number4.5).

6.4 Workplace AEs must ensure workers receive an induction before startingwork, including information on WHS PLS AE worker mobilisation toolkit
siteinduction = arrangements and skills training for each place of work. This process will be as per the AE’s standard PDF document

(Deed clause induction process.

8andlItemG Upon completion of these tasks, please send an email to the PLF mobilisations inbox
Schedule 1) (mobilisations@ pacificlabourfacility.com.au)as detailedin the PLS AE worker mobilisation toolkit.
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Better practice recommendations

AEsread and referto the PLS AE worker mobilisationtoolkit for further advice on mobilising PLS workers into Australia.

AEs assist workers from all diversities (men, women, people with disabilities, youth, cultures, etc.) to understand the health and essential safety services that are available to

themto meettheir specific needs.

AEs help workers with the following tasks, ideally in the first 5 business days aftera worker arrives in Australia:

o Findingsuitable clothing: Workers may need help purchasing clothes that are suitable for the Australian climate.

o Accessinglife skills support: Workers may need support with everydaytasks to support with their transitionto living in Australia.

o Settlinginto their accommodation: Workers may require support and advice around managing everyday tasks at the place theyare living.

External support resources

PLF mobilisations team: (mobilisations @pacificlabourfacility.com.au).

The easiest way to apply for a tax file number is by going to the
Australian Taxation Office website: https://www.ato.gov.au/. Onceon
the website, select the ‘apply for TEN’ option.

It is recommendedthat the AE supports theirworkers to setup an

accounton the myGov website: https://www.my.gov.au/. Once on the
website, select the ‘Create my account’ option.

Guidance on creating a superannuationaccount:
https://moneysmart.gov.au/how-super-works/choosing-a-super-fund

Healthdirect— Rural andremote health (national with state-basedlinks
and search engine):

https://www.healthdirect.gov.au/rural-and-remote-health

Women’s safety — crisis line numbers:
https://www.dss.gov.au/our-responsibilities/women/programs-
services/reducing-violence /help-and-support

PLS-30-AE-GL-001_2 approved employer guidelines

Monitoring and notifications

AEs are requiredto follow and complete the mobilisation plan whichthey thensubmit to the
PLF mobilisations team via email (mobilisations @pacificlabourfacility.com.au).

AEs are requiredto provide information about their workers’ mobilisation as outlined in the
PLS AE worker mobilisationtoolkit.

AEs are requiredto notify the PLFand the LSU of their workers’ arrival within 5 days of arrival.

The OAB sign-off sheet must be signed by all workers, and this sheet provided to the PLF
immediately once completed.

AEs are requiredto advise the PLF when the work induction process is complete for all
their workers.
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Enhancing worker welfare, wellbeing and capacity

Intent: The welfare of workers under the schemeis a collective responsibility between workers, AEs, LSUs, the PLF and the broader community. This collaborative approach underpins
the effective management of worker wellbeing. Better welfare practices can enhance worker self-agency and support their effective integration into Australian communities.

REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)
7.1 Whatis the The Deed provides information on the obligations of AEs and what must be providedin relation to the welfare

AFE’sworker and wellbeing support of PLS workers: see ltem F of Schedule 1.

welfare

AEs are required to communicate regularly with the PLF to ensure welfare issues are resolved quickly and
efficiently. The PLF WWT is contactable via the 24/7 worker welfare hotline (1800515 131) and email

(Deed clauses (welfare @pacificlabourfacility.com.au).
4,5, 6 and Item

F Schedule 1)

responsibility?

Each worker/worksite will be allocated a PLF case manager to assistin communication and dealing with all work
and non-workissues, or any questions that arise during the employment period.

Key welfare obligations for AEs include:

e ensuringrepresentatives (including supervisors, etc.) are available on aregular basis to discuss employment
progress, settlement, and other matters with the PLF

e supporting the welfareresponsibilities that are shared betweenworkers, AE, PLF and community
e assisting workers with accessing medical and allied health services as required

e permitting access to workers, worksite and workers’ accommodationwhen required by the PLF(i.e., for site
visits and welfare checks)
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REFERENCE | SCOPEAND

NO.

7.2

7.3

DESCRIPTION

Cultural
competency
and effective
communication

(Deedclause4
and ltemF
Schedule1)

Ongoing access
to health
insurance
(including
absconders)
(Deed clause—
Schedule1)

COMPLIANCE CRITERIA

e providing updatesto the PLFon workers’ progress and ongoing settlement through regular collaboration
with the PLF’'s WWT case managers.

AEs are requiredto provideinformation, instructions, training, and supervision to all workers in aformatand
language that can be easily understood by the workers.

The PLF will assist AEs (and host employers) to obtain the necessary cultural competencies in working with Pacific
island and Timor-Leste citizens to helpensure smoother communicationand working practices. This will include
online resources and factsheets, videos, learning modulesand training, and can also include support provided

by LSUs.

AEs must ensure key staff are assisted to improve cultural competencies in their workplace — supervisors, team
leaders and managers. For labour hire companies, thisis also relevant for hostemployers.

AEs need to purchase health insurance for workers prior to their arrival, and ensure workers have and maintain
appropriate arrangements for their health insurance during their period of stay in Australia.

As mentioned in guideline 5.5, workers must be provided with a copy of their health insurance policy certificate
before their departure fromtheirhome country. If necessary, contactthe insurer to have the policy dates
adjusted to align with workers’ actual dates of arrival, free of charge.

e Ensure workers have received membership cards fromtheinsurance provider.

e Help workers understand whatis included and excluded from their insurance policy, and any waiting periods
that may apply.

e Ensure workers know they canask for helpfrom the Private Health Insurance Ombudsmanor the
Commonwealth Ombudsmanif they have any issues with theirinsurance provider.

e Workers havethe optionto upgradetheirinsurance policy to one thatis suitable for their individual needs.
Once in Australia, workers can upgrade to a higher level of cover if required. AEs should suggest workers also
consider ‘repatriation of remains cover as an option.

e To avoid lapsing of workers’ health insurance policies, AEs must ensure all deductions collected from
workers for their health insurance are transferred to the healthinsurance provider in line with the provider’s
required paymentschedule.
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DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

Cultural competency
training (pending)



REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+clickon PDF/Word link)

e Anylapse inaworker’s health insurance while they are in Australia is considered a breach of their
visa conditions.

Insurance claims

e AEsshould help workers understandhow to make a health insurance claim either by completing a claim
form, or submitting a claim online or viaan app.

e Askthe workers insurance providers if they have any educationalresources that are suitable for policy
holders with lower levels of English.

e Helpful factsheetsand videos may be found on the insurer’s website that can be useful for inductions
or mobilisations.

e To reduce upfrontcostto workersand eliminate the needfor manual claim submissions, AEs should check
whether direct billing options canbe arranged by the insurer for frequently visited GPs, pathology, or
radiology clinics.

If a worker is without healthinsurance, or is likely to be without health insurance, the AEis requiredto advise the
PLF viathe 24/7 worker welfare hotline (180051 5131) or email (welfare@pacificlabourfacility.com.au).

Absconders

AEs must ensure payment of an absconded worker’s health insurance for a maximum period of 28 calendar days
or until the worker’s visa has been cancelled by the Department of Home Affairs. This provides an opportunity for
the worker to return to work and also protects both the workerand AE in the event the worker requires medical
treatmentduring this period.

7.4 Medical care AEs must assist workers to access medical and allied health services whenneeded. This may include transporting
(Deed clause— the worker to the medical clinic or hospital if required.
ltemF For routine medicaltreatmentin Australia, out-of-hospital treatment from a GP is normally the most cost-
Schedule1) effective solution. Workersshouldbe reminded not to attend work if they are unwell and refer to theiremployer

for notification processes.

Explaining when to see a GP (non-emergency conditions) and when to go to the hospital (emergency conditions)
can help avoid expensive out-of-pocket costs for workers.

Responsibilities of AEs:
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REFERENCE | SCOPEAND

NO. DESCRIPTION

7.5 WHS and
personal
protective
equipment

(Deed clauses
4,8 and Items
DandE
Schedule1)

7.6 Unforeseen
eventsand

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

e linkingworkersto alocal GP clinic for general healthassessmentand ongoing needs
e showingworkers how to attend the GP clinic independentlyif required, or helping workersif they have
problems attending a clinicdueto:
o transportissues/distance
o beingunsure of theirlocation
o requiring any othersupportto attend the clinicor communicate with health workers.

e providinginformationto workers on how to use their health insurance, reminding themto have the
necessary documentation with themto present atlocal GP clinic

e discussion of sick leave, if needed, with workers

e advisingthe PLF of any medical issues or concern to worker(s) as per reporting requirements in the Deed —
see incidentreporting sectionbelow.

If AEs would like advice on WHS obligationsincluding PPE, they should contact the work health and safety
regulator in theirjurisdiction. Contact details are available on the Safe Work Australia website:

https://www.safeworkaustralia.gov.au/.

WHS legislation: AEs must comply with, and assure workers comply with, all applicable WHS legislation and
approved code of practice or compliance codes relating to work health and safety.

AEs must also ensure all statutory costs in relation to the workers, including workers’ compensationinsurance,
are paid.

PPE: AEs must ensure theyprovide a safe work environment for all workers, including providing PPE.

Effective communication: Ensure, as far as reasonably practicable, workers understand and comply with the
requirements of the job to achieve expected and safe standards. Providing practical training for workers and
ensuring demonstrate they have understood this training is also a good idea when English is not their
firstlanguage.

The Deed stipulatesAEs must take any additional reasonable stepsto ensure the welfare and wellbeing of the
workerstheyemploy. This may include providing essential resources such as food and accommodation to
workers who are subjected to financial hardship due to unforeseen circumstances. Itis recommended AEs:
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REFERENCE | SCOPEAND
NO. DESCRIPTION

financial
support

(Deed clauses
4,5,6,23 and
temsE and F
Schedulel)

7.7 Safetyin the
community

(Deed clause—
ltemF
Schedulel)

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

e conductinformationsessions for workers about saving money for sudden unexpected events, such as
medical situations and workplace shutdown periods

e helpworkers set up savings accounts with their bank to plan for unforeseen events

e provide adviceto workers in writingand in advance about reducedworkhours and shutdown periods so
workers can prepare forthis. AEs are also required to notify the PLFWorkplace Relations Officer of any
upcoming impacts to workers’ contracted hours.

If a worker requires emergency cashassistance, it may be useful to consider doing a cash advancethatcan be
repaid via payroll deductions. This will need to be agreedin writing by both parties as per FWO requirements.

AEs are requiredto show workerswhere key emergencyfacilities are within the local community, e.g., hospital,
medical clinicand police station, alongwith ensuring workers understand when theyshould call emergency
services and thatthey know how to do so if required.

e AEsshould explainto workers what an emergency situation is, and what information theywill needto
provide if they needto call 000.

e Information on calling 000 should be prominentlydisplayedin workplaces and accommodationin easy-to-
understandlanguage. The addressof the property should be included so this can be clearly communicated to
emergencyservices.

e AEsare also encouraged to ensure workers know the international emergencynumber 112, especially when
livingin remote regions, as this will enable them to make an emergency call usingany available
carrierconnections.

e AEsshould provideinformation to workersabout basic fire safety, particularly in bushfire-prone areas of
Australia, both for their workplace and accommodation.

In their personal time, workers may venture to local beaches, rivers or otherareasthat can pose potential risks,
and they need to be made aware of these.

It is encouraged that AEs provide workers with key company representatives to contact whenany issues arise or
during emergency situations.

Workers and AEs can contact the 24/7 worker welfare hotline (180051 51 31)if supportis required in an
emergencysituation.
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REFERENCE | SCOPEAND

NO.

7.8

7.9

DESCRIPTION

Free
movementin
the community

(Deed clause—
ltemF
Schedule1)

In-Australia
skills training
for workers

(Deed clause—
ltemF
Schedulel)

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES

(CTRL+click on PDF/Word link)

The Deed mandates that an AE must notinfringe upon the workers’ lawful ability to associate and move freely
and unhindered outside of working hours.

If an employer has acompany code of conduct, this will only apply during business hours. Outside of work hours,
a worker’s rights to free movement will be governed by Australian laws (including visa requirements).

Any company rules which applyoutside of work hours must be clearly communicatedand agreedin writing by
the worker cohort, e.g., rules that restrict alcohol use at company accommodation shouldbe discussed with the
workers and informationshould be provided regarding the consequences for breakingtheserules. For
consistency, any accommodation rules must be applied equallyamongst all residents, including those who do not
have a PLS visa.

Workers are free to exit company accommodation and move into alternative accommodationon the proviso
there isreasonable notice shared between the parties. Whateverrules the AE intends to enforce about
movement of accommodation must be clearly stated to workerswhen they first move in, so they understand
the requirements:

e Timeframesregarding reasonable notice shouldbe agreedand detailedin writing (such asin an
accommodationagreement), e.g., 4 weeks’ notice may be a suitable written notice periodfor a worker
exiting their accommodation.

e Please note:if aworker changes theiraddress, AEs mustinformthe PLF via email
(welfare @pacificlabourfacility.com.au).

AEs are requiredto assist workers to participate in approved Australian Government-funded training (where
applicable) whilein Australia and allow workers to access and attend training sessions.

AEs are encouraged to have conversations with the workers on keytopics that will have a positiveimpact on their
work skills. This may include various job-readiness training subjects such as food handling, WHS, driver’s licenses
or forklift training. The requirements and funding optionsfor training will vary from job to job.

AEs are also encouraged to have discussionswith workers regarding their goals for returning home. Workers may
be interested in developing skills that can be appliedin their home countries. This may presentas a win-win for
both parties, as skills and self-confidence can also be applied in the workplace.
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REFERENCE | SCOPEAND
NO. DESCRIPTION

7.10 Support
workersto
engagein
religious and
recreational
activities
(Deed clause—
ltemF
Schedule1)

7.11 Community
engagement
and networks

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

AEs should additionally support workers to identify educational opportunitiesthat develop their leadership skills
and capacity. This may include offering leadership trainingopportunities to workers who display leadership

qualities or enabling themto take on additional leadership responsibilities within the company.

Workers with leadership skillsmay also be able to help communicate with the broader worker group and with
the PLF on various matters related to worker welfare.

Examples of leadershipskills include:

e clear and effective communication skills
e time managementand planning
buildingand leadingateam

e developing and maintaining workplace relations.

More informationcan be obtained by contacting the PLF In-Australia Skills Training Coordinator via email:
(welfare @pacificlabourfacility.com.au).

AEs must regularly helpworkers find opportunities for recreation and religious observance. This may include
linking workers to churches, sporting clubs or multicultural associations.

When suitable community stakeholders have beenidentified, the AE is encouraged to facilitate opportunities for
workersto build connections in the community.

The allocated PLF case manager and community engagement coordinator can provide advice and information
and advice regarding religious and recreational activities.

The PLS recognises the importance of local communities in sharing responsibility for the welfare of workers.
Facilitating the initial contacts between workers and community is a critical step in their settlement and ongoing
acculturationinto Australia.

AEsin partnershipwith the PLF should facilitate initial community connections which may include, but are not
limited to:
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REFERENCE | SCOPEAND

NO.

DESCRIPTION

(Deed clause—
ltemsCand F

Schedule1)

COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

e traditional owners—local Indigenous community members

e churchesor religiousplaces of worship

e local council

e sportingclubs

e Pacificisland organisations and diaspora groupsas approved by the PLF.

Better practice recommendations

Trustand transparencyare integral to the partnership approach between AEs, the PLF and other stakeholders. This includes stringentinformationsharing when managing

worker-related matters.

The PLF WWT works with the AE to ensure their welfare responsibilities and obligations under the Deed arefulfilled. Case managers oversee welfare processes and monitoring
activities to ensure the wellbeing, cultural adjustment and employment development needs of workers are being met.

AEs use cross-cultural communication techniques where possible, benefiting all stakeholders and mitigating issues around work performance, job satisfaction and productivity.
AEs also utilise cross-cultural communication techniques while managing disciplinary matters, absenteeism and risk of absconding.

AEs conductregularface-to-face, in-persondiscussions with workers to build trust, establishrapport and manage everydayissues. This helps to keep communication channels
open and providesopportunities for issues to be identified and resolved early before they escalate.

AEs help workers from all diversities (men, women, pe ople with disabilities, youth, culture, etc.) understand the health and essential safety services available to them, including
assistance around mental health, counselling, sexual and reproductive health, drug and alcohol abuse, etc.

AEs discuss with workers the importance of seeking medicaladvice as early as possible. Minor issues canbecome serious if not addressed properly.

AEs encourage workers to engagein self-care activities such as healthy eatingand exercise.

AEs provide basiceducation to the workers on the risks of excessive alcohol use suchas health impacts, potential injury and legaland financial implications.

AEs ensure workers cancontact theirfamilies in sending countries. This may include facilitating their access to the internet or phones.

External support resources Monitoring and notifications

e AEsarerequiredto provideinformation regarding the welfare of workers uponrequest.

e AEsaretoadvise the PLF shouldworkers’ hours be impacteddue to unforeseen events.
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e Departmentof Home Affairswebpage on adequate health insurance for e AEsare toadvise the PLF WWT when serious worker welfare concerns arise.
visa holders: https://immi.homeaffairs.gov.au/help-support/meeting-our-
requirements/health/adequate-health-insurance

e If a workeriswithout healthinsurance, an AEis requiredto advise the PLFimmediately.

e AEsare toadvise the PLF of all workplace-related injuries and if a worker’s insurance

e Privatehealth.gov.au —overseas visitors and overseasstudents: . S
compensationclaimisin process.

http://www.privatehealth.gov.au/health_insurance/overseas/index.htm

e Information on workers’ compensation insurance:
http://www.safeworkaustralia.gov.au/workers-compensation

e Health Direct— Ruraland remote health (national with state-based links
and search engine):

https://www.healthdirect.gov.au/rural-and-remote-health

e Women’s safety — crisis line numbers:
https://www.dss.gov.au/our-responsibilities/women/programs-
services/reducing-violence /help-and-support

e Health Direct—Women's Health:
https://www.healthdirect.gov.au/womens-health

e Headto Health —Supportingyourself — Women:
https://headtohealth.gov.au/supporting-yourself/support-for/women

e Headto Health Supporting yourself — Men:
https://headtohealth.gov.au/supporting-yourself/support-for/men

e Health Direct—Men’s Health:
https://www.healthdirect.gov.au/mens-health

e Health.gov.au—Whatare the effects of alcohol?:
https://www.health.gov.au/health-topics/alcohol/about-alcohol/what-
are-the-effects-of-alcohol

e Adjustmentsin the workplace for people with disabilities:
https://humanrights.gov.au/quick-guide/11931
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Accommodation standards

Intent: Workeraccommodation is to be provided by AEs in accordance with Schedule 1, B.3 of the Deed, the requirements as provided on the accommodationform and the following
principles. AEs are responsible for ensuring that they are aware of, and comply with, all relevant laws.

REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)
8.1 Employer Having affordable and safe accommodationthatis reasonablyclose to the worker’s place of employment PLS accommodation form
obligations is important. Word document
(Deedclauses9, Workers’ accommodation (fora minimum of 3 months) will be organised by the AE prior to arrivalin PLS OOE template (including
15and ltems Australia. Each worker will be requiredto pay for their own accommodation unless their employer has chosen | deductions table)
B,CandE to meetthe costof accommodation. Rent can be paid as a wage deduction throughthe AE (complying with Word document
Schedule1l) Fair Work Actrequirements) or paid directly to the real estate agent or landlord.

OOE — deductions
The cost of accommodation must be providedto workers in the OOE with an explanation of whatisincluded
in the cost (rent, utilities, cleaning, etc.) to ensure workers understand what they are being charged for.

e |tis understood thatin some casesthe costs can only be estimated, such as for utilities. In these
instances, reasonable estimates wouldbe considered acceptable.

e It should be documented (eitherin the OOE, payroll deductionor other signed agreement) when the
deductions billing cycleis expected and how the costs will be charged to workers.

e The AEshould notify the PLF of any disparities between the actual amounts and those stated in OOEs.

e |If servicesareincludedin the accommodation costs, suchas cleaning or catering, these should be
competitive and provided at cost.
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REFERENCE SCOPEAND COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

Support
The AE will supportworkers to:
e understandtheir tenancy agreements and obligations
e understandthe processes for escalating maintenance issues to property managers and landlords
e seekalternativelong-term or private rental accommodation, if required
seek help whentenancycorrespondence from property managers and landlords are not understood.

AEsshould seek independent legal advice about their obligations if they have entered into a rental agreement
with a third party or seek to implement an accommodation agreement with workers.

8.2 PLS The purpose of the PLS accommodationform s designed to ensure safe and reliable accommodation is .
. . . PLS accommodation form
accommodation providedfor PLSworkers. It forms part of the recruitment plan approval process, and AEs should note the
. - Word document
form following when filling out the form:
(Deed clauses9, e Evidenceof howthe proposed accommodation meets the minimum accommodation standards must
15 and ltems B,C be pro\”ded
andE e A monetary breakdown of inclusions in workers’ accommodation costs must be included.
Schedule1)

e Allaccommodationcosts passed on to workers (including for damage repairs) must be at cost, and
receipts or proof of cost must be made available on request to both the workersand the PLF.

e Anybond chargedto PLS workers must be registered with the appropriate authority and PLS workers
given informationon how the bondwill be refunded at the end of their stay.

e |If the propertyiscommercially provided at an all-inclusive cost (e.g., a backpackers’ hostel where the
costincludes bothrent and utilities) and a breakdown is not available, the AE must set this outin the
accommodationformand indicate whatisincluded in the cost.

e The AE mustprovide confirmation of their understanding that itis their responsibility to ensure the
worker accommodation provided in the first 3 monthsis fit for purpose and meets the relevant
statutory approvals.

The formis to be submitted to the PLF via email at (recruitmentplans@pacificlabourfacility.com.au) with
every recruitment plan foreach address where a PLS worker will be accommodated.
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REFERENCE A SCOPEAND

NO.

8.3

8.4

DESCRIPTION

Accommodation
rules

(Deedclauses 9,
15andltemsB, C
andE

Schedulel)

Accommodation
arranged by
workers
(Deedclause 2
andIltemAandB
Schedule1l)

COMPLIANCE CRITERIA

In some circumstances, accommodation arrangements are notfinalised until just prior to mobilisation. AEs
canrequestan exemption fromthe PLF to submit the form two weeks priorto the arrival date of workers.

Any rulesin AE-supplied accommodation needto be clearly communicated with PLS workers. A document
with these rules shouldbe signed by workersand a copy providedto them.

The PLF and LSUs can provide worker welfare support to assistin understanding of accommodationrules
by workers.

This document needsto ensure:

e houserulesarereasonableand non-discriminatory
e PLSworkers’ privacy mustbe respected in theirliving quarters
e proceduralfairness will be afforded to PLSworkers if house rules are broken.

If there are ongoing concerns relating to PLS workers adheringto house rules, please contact the PLF for
additional supportand guidance.

PLS workers may elect to arrange their own accommodation, in which case, AEs cannot make deductions
fromtheir wages.

e PLSworkers may chooseto arrange their ownaccommodation foravariety of reasons including costs,
condition of accommodation, privacy and links to the community.

e If a PLSworkerchooses to arrange their own accommodation, the AEis not responsible for th e quality of
that accommodation, however it does retain the responsibility of providing welfare assistance to
the worker.

e AEsmay require PLS workers to provide a reasonable minimum notice of theirintention to move to their
own accommodationto ensure they are ableto meettheirobligations under the rental agreement. This
notice period should be documented and agreed in writing with the worker.

e AEscannotimpose rulesrelating to accommodation if PLSworkers have arrangedtheir own
accommodationindependent of the AE.

If a worker wouldlike to explore otheraccommodation options, they can discussthis with the AE or their LSU
representative, or callthe PLFWWTon (180051 5131).
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REFERENCE A SCOPEAND

COMPLIANCE CRITERIA

DOCUMENTS AND TEMPLATES

NO. DESCRIPTION (CTRL+click on PDF/Word link)
8.5 Additional AEs should seek independentlegal advice if they are a party to the rental agreement on behalfof the
accommodation PLS workers.
agreement If an AEis to hold PLS workers liable for costs incurred for damage to accommodationor furnishings, a
(Deedclause 2 written agreement must be in place that clearly outlines the obligations and expectations of boththe AE and
ltemAandB the PLS workers.
Schedule1) PLS workers have theright to request copies of entry and exitreports fromthe AE to demonstrate any costs
incurred when exiting an accommodationarrangement.
Itis nota requirementfor AEsto provide a copyof the accommodation agreement to the PLF as the terms
stand outside of their OOE, howeverthey must provide a signed copyto all PLS workers covered by the
agreement. Either the AE or worker may request support from the PLF to confirm their understanding of
the agreement.
8.6 Feedbackfrom If workers have concerns related to the accommodation provided, theyare encouraged to speak directlywith
workers and the AEto rectify issues in the firstinstance. If concerns are not addressed or managedin areasonable
repairs timeframe, they may be escalatedto the PLF WWT by phone (1800 515131) or email

(Deedclause 2
ltemAandB
Schedulel)

(welfare @pacificlabourfacility.com.au).

AEs should have aclear process for workers to report any maintenance issues at their accommodation, e.g.,
contact with akey company representative.

Better practice recommendations

e Workergroups that consist of both males and females may preferto live in separate accommodation. Please check this with the workers before making these arrangements.
e Regular accommodation inspections are conducted to ensure damages and maintenance are reportedand standards are maintainedin line with statutory requirements.

e Clearly written houserules are created, discussed and agreed to by the worker group.
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e Whereworkersand AEs agree for workers to arrange their own accommodation after the initial 3 months, AEs provide education and support to workers to ensure a smooth

transition and workers understandtheir rights and obligations.

e Some worker groups may require support or education aroundsharing house choresand collectively purchasing groceries.

External support resources

Tenancy laws and dispute resolutions are managed by different bodies and differ foreach state or
territory. Tenancy authorities enforce theirindividualregion’s Tenancy Act on behalf of their state
or territory government. These organisations are responsible for the administration of the

Residential TenancyActfortheir state or territory:

e ACTResidential Tenancies Tribunal: https://www.acat.act.gov.au/case-types/rental-disputes

e New South Wales Consumer, Trader & Tenancy Tribunal:
https://www.tenants.org.au/factsheet-11-nsw-civil-and-administrative-tribunal

e Northern Territory Consumer and Business Affairsand NorthernTerritory Department of
Justice: https://consumeraffairs.nt.gov.au/for-consumers/residential-tenancies

e Queensland Residential Tenancies Authority: https: //www.rta.gld.gov.au/

e South Australia Residential Tenancies Tribunal:
https://www.agd.sa.gov.au/your-rights/tenancy-rights

e Tasmania Consumer Affairs and Fair Trading and the Residential Tenancies Commissioner:
https://www.gotocourt.com.au/civil-law/tas/residential-tenancies/

e Victorian Civiland Administrative Tribunal:
https://www.vcat.vic.gov.au/case-types/residential-tenancies

e WaesternAustralia Department of Mines, Industry Regulation and Safety:
https://www.commerce.wa.gov.au/consumer-protection/renting-home

62

PLS-30-AE-GL-001_2 approved employer guidelines

Monitoring and notifications

PLS AE monitoring reports — review and monitor payroll deductions
including evidence of costs passed onto workers.

Visits by the PLF or DFAT assessing againstapproved
accommodationdocumentation.

AEs to submitan accommodationformfor every new accommodation.
The AE will informthe PLF when accommodation concerns or disputes

have notbeen resolvedto the satisfaction of both the worker and AE
within 7 business days, including:

o when assistance with worker communicationis required, including
help with language translations

o when made aware of worker(s) intent to/have pursued private
residential tenancy options

o whenaccommodation provisions have been deemed unsafe, or
could pose significant risk to the worker(s) health or safety

o when welfare accommodation obligations under the Deed
cannotbe met.


https://www.acat.act.gov.au/case-types/rental-disputes
https://www.tenants.org.au/factsheet-11-nsw-civil-and-administrative-tribunal
https://consumeraffairs.nt.gov.au/for-consumers/residential-tenancies
https://www.rta.qld.gov.au/
https://www.agd.sa.gov.au/your-rights/tenancy-rights
https://www.gotocourt.com.au/civil-law/tas/residential-tenancies/
https://www.vcat.vic.gov.au/case-types/residential-tenancies
https://www.commerce.wa.gov.au/consumer-protection/renting-home

Demobilisation of workers

Intent: This section provides an overview of what happens when aworkerfinishes theirrole in Australia — either by ending their contract, termination or resignation.

REFERENCE | SCOPEAND

NO.

9.1

DESCRIPTION

End of
employment
(Deed
clauses 4,6

and ltem)
Schedule1)

COMPLIANCE CRITERIA

Ending the employment relationship may be initiated by eitherthe AE or the worker.
The Deed of Agreement requires AEs to notify PLF as soon as possible if:

e theyintend to terminatethe employment of aworker
e when they have terminated the employment of a worker
e aworker resignsfrom employment.

AEintends to terminate or has terminated aworker
The AEisresponsible for the decisionto terminate the employment of their PLS workers and ensure they comply
with Australian workplace laws and regulations.

There may be anumber of circumstances thatlead an AE to terminate the employment of a PLS worker. Examples
may include underperformance or breaches of company policies.

Termination process

AEs may terminate the employment of a worker before contract completion. Itis the responsibility of AEs to
ensure any termination, disciplinaryor performance management process is just and fair and complies with Fair
Work Actrequirements.

An employer’s obligationsin thisinstance are:

e The AE must notify the PLF if they have the intention to terminate the employment of a worker.
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PLS ending employment of
worker form
PDF document


https://palmscheme.govcms.gov.au/sites/default/files/2021-11/PLS-20-T-001_1%20Ending%20Employment%20of%20a%20PLS%20Worker.pdf

REFERENCE SCOPEAND | COMPLIANCE CRITERIA DOCUMENTS AND TEMPLATES
NO. DESCRIPTION (CTRL+click on PDF/Word link)

e The AE must notify the PLF by completing the ‘Ending employment of a PLS worker’ notification formand
submittingitto the PLF as soon as practicable.

e This notification requires the AE to provide a summary of the events leading to this decision and the steps
they have taken to mitigate termination (such as performance management, warnings, training, support
soughtfromthe FWO, the LSU or the PLF). This provides an opportunity for the PLF to work with the AEand
the worker to seekalternate actions and opportunities forimprovement.

e The AE must notify the Department of Home Affairs of the terminationto comply with TAS obligations.

e Changestoany deduction arrangements must be voluntarily agreed to by the resigning worker. A new payroll
deductionauthority must be signed (or other form of agreement that meets the Fair Work Act). The AE’s
obligations continue untilthe worker leaves Australia.

Worker resigns from their place of employment

Workers may choose to resign from their place of employment before contract completion. The worker’s
obligations in thisinstance are:

e The worker isrequired to give aminimum notice under the contract or the relevant award. The PLF will assist
with reaching an agreement on the final workingday.

e The worker mustrepay the AE all initial permissible costs associated with their arrival in Australiaand
onboarding. AEs may exercise their judgmentin waiving some costs in exce ptional, compassionate
circumstances, e.g., in the event of a significant healthissue or family tragedy.

Where aworker has ceased employment and lodges reasons for the resignation which involve allegations or
complaints relating to AE actions (i.e., allegations of mistreatment, underpayment), the matter will be reviewed by
the PLF. The PLF will considerall information and circumstances and determine whether further investigation or
referrals into AE conduct may be required.

9.2 Workerexit | Wheneverpossiblethe PLFWWT will conduct an exitinterview with the worker, ideally priorto the worker leaving
interview Australia, or upon the worker’s return to theirhome country (by the PLF labour mobility engagement managerin
that country). The purpose of the exitinterviewis to gather the worker’s perspective regarding the circumstances
of the termination. The following questions will be considered:

e Doesthe workerunderstandwhy they were terminated?
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REFERENCE | SCOPEAND

NO.

9.3

9.4

DESCRIPTION

Assistance
to workers
returning
home

(Deed
clauses4,6
and ltem)
Schedulel)

Departure
briefingand
checklist
(Deed
clause —
ltem)
Schedulel)

COMPLIANCE CRITERIA

e Whatsteps, ifany, were putin place to try and resolve the issue prior to termination?
e Didthe worker provide aresignationoutlining the reasons for leaving (if relevant)?

Financial matters
The AE’sresponsibilities include:

e checking with the worker to find out if they have enough moneyto return home

e helpingthe workerfind the most cost-effective flight home and a way to get to the airport

e arrangingfor final salary and deductions

e ensuringaworker does notshutdowntheir bank accountso they can access theirsuper and tax refund.

Accommodation
An AE may need to provide workers with support to pack up their accommodationand conduct the exit process
fromtheir property, e.g., bond returns, exit procedure with real estate, cancelling internet, etc.

e AEsare responsible for notifyingthe LSU of the completion date and return date/flight of workers.
e AEsmust provide workers with receipts for all on-charged costs (e.g., bond clean).
e AEsmust completethe ending of employment form as mentioned in reference no.9.1.

Superannuation

AEs must provide workers with details of their superannuation, including their superannuation fund name and, if
known to the AE, their member number and information on how to claim their superannuation payments once
they are back home and their visa has expired.

A face-to-facein-persondeparture briefing must be providedto workers before they leave Australia to helpthem
return to their home country. The departure briefing must cover the following matters, as per the Deed:

e recordkeeping

e banking

e redirecting mail

e taxation or superannuation
e paymentsand deductions

65

PLS-30-AE-GL-001_2 approved employer guidelines

DOCUMENTS AND TEMPLATES
(CTRL+click on PDF/Word link)

PLS worker de-mobilisation
checklist (pending)



REFERENCE
NO.

SCOPEAND
DESCRIPTION

COMPLIANCE CRITERIA

e savings

e healthinsurance

e resolving unpaid fines and the consequencesof not paying these
e mobile phones.

Better practice recommendations

AEs provide LSUs with brief summaries about each worker and if they would recommend them to other employers.
AEs copy PLF case managers and the PLFmobilisation team into communications with LSUs regarding demobilisation logistics.

AEs encourage workers to consider their plan to return home as early possible, including saving money or paying for theirreturn
flightvia agreed payroll deductions.

AEs provide assistance as neededto workers who are organisingtheirreturn home, helping them with booking flights, transfers
and accommodationfor theirtrip, whether online or via atravel agent.

AEs check with the relevant airline regarding baggage limits for workers' return flights, as some workers may need to purchase
extrabaggage.

AEs assist workers to finalise theirtax return or superannuation refund and encourage them to keep their Australianbank
accountopenuntil these matters areresolved.

AEs remind workersto keep some cash in theiraccounts to pay expenses during theirtransithome, e.g., food, extra baggage.

AEsremind workersto keep key phone numbers, e.g., for AE representatives or the PLF worker welfare hotline (1800515131)
handy for their transithome. They canthen callthe PLFif any substantial issues arise during their trip.
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Monitoring and notifications

AEs must notify the PLF if they intend
to terminate aworker.

AEs must notify the PLF if a worker has
finished employment for any reason.
AEs must forward end of employment
formsto the PLF upon the resignation
or termination of aworker.

AEs must notify the PLF if they want to
extend aworker’s contract.

AEs must confirm with the PLFthat
they have completed de-mobilisation
briefings with all workers.



Annex 1:

List of additional documents and forms referencedin the AE guidelines.

Document

PLS reporting an incident process

DFAT/PLS privacy notice and consentform

PLS labour marketing testingand recruitment plan process
PLS OOEtemplate

Home Affairs online visa applicationguide

PLS labour market testing and recruitment plan form
Fair Work Information Statement

PLS AEreporting template

Payroll deduction authority template
Deductionsguidelines

PLS contingency plan request email template

956/956aform

PLS change of conditions (promotion or upskilling) email
template

PLS AE pre-departure briefingtemplate
PLS on-arrival briefing template
PLS AE worker mobilisationtoolkit

Cultural competencytraining

PLS accommodation form
PLS ending employment of worker form

PLS de-mobilisation checklist
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Owner
PLF
DFAT
PLF
PLF
Department of Home Affairs
PLF
FWO
PLF
PLF
PLF
PLF

https://immi.homeaffairs.gov.au/form-

listing/forms/956.pdf

https://immi.homeaffairs.gov.au/form-

listing/forms/956a.pdf

PLF

PLF (pending)
PLF
PLF

PLF (resourcesanticipated forreleasein
Q4 of2021)

PLF
PLF

PLF (pending)


https://immi.homeaffairs.gov.au/form-listing/forms/956.pdf
https://immi.homeaffairs.gov.au/form-listing/forms/956.pdf
https://immi.homeaffairs.gov.au/form-listing/forms/956a.pdf
https://immi.homeaffairs.gov.au/form-listing/forms/956a.pdf

