Australian Government

Department of Home Affairs

Pacific Australia Labour Mobility
(PALM) visa stream

Online visa application guide for the PALM scheme
This guide contains the following information to assist Labour Sending Units (LSU) and Sponsors to lodge
accurate and complete Subclass 403 PALM visa stream applications:
1. Logging into ImmiAccount
2. Required documentation
Completing the application form

Submitting the application
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Helpful information to manage or update applications

Lodging a correct and complete application will assist to streamline the assessment and finalisation of the
visa application.

Timeframes

Visa applications should be lodged 14 days (10 working days) prior to proposed travel. While all applications
will be processed as soon as possible, the Department of Home Affairs cannot guaranteed outcomes of
applications lodged outside this timeframe.

Provide accurate information

Applications completed by a third party (for example a Sponsor or LSU) are being lodged on behalf of the
applicant. All responses provided in the application MUST be correct at the time of submitting the
application. Applicants who provide false or misleading information in their visa application including
answers to identity, health, character or general declarations (whether they are completed by the applicant
or a third party) may have their visa refused and could impact the outcome of future visa applications with
the Department.

Immigration Medical Examinations

PALM visa stream applications must be submitted to the Department to generate Immigration Medical
Examinations (IME) requirements and a HAP ID. Applicants require the HAP ID to organise an appointment
with a Panel Clinic and for the panel clinic to upload their results to their visa application.



Logging into ImmiAccount

ImmiAccount is the 'front door' to the Department’s online services. Individual applicants, authorised third
parties or agents must use ImmiAccount to:

apply for a Visa online

attach documents to an online

check the progress of an online application
update passport details online

change email and address details online

To access ImmiAccount and the services listed above, first time users of ImmiAccount will first need to create
an account or if you already have an account you will need to login through
https://online.immi.gov.au/lusc/login

NOTE: from the login screen if you do not already have an account, click on the Create ImmiAccount button.

| Create ImmiAccount | ©

Required documents

At minimum, applicants must attach a high quality scanned copy of the following documents to their online
PALM scheme application:

Passport biodata page: You must ensure that your name and date of birth entered in your
application match your passport EXACTLY. Your passport should also be valid for your period of stay
in Australia.

Police Clearance Certificate: If your total stay in Australia exceeds 12 months you must provide a
police clearance certificate(s) for any country you have resided for 12 or more months in the last 10
years, immediately preceding the application lodgement date. This will also include an Australian
Federal Police clearance if the applicant has spent more than 12 months in Australia in the last 10
years. Your Police Clearance certificate(s) must have been issued within the last 12 months. For
more information refer to https://www.homeaffairs.gov.au/trav/visa/char

DFAT PALM Visa Recruitment Endorsement Approval Letter: This letter must correspond to the
recruitment approval the worker has been employed under and match the PALM Recruitment
Approval number provided in your application form.

A signed copy of Form 956a — if the applicant has authorised a third party to complete the
application on their behalf.

Complete all required Immigration Medicals Examinations with a Panel Doctor.

Further visa information and eligibility for the PALM visa stream is available on the Department of
Home Affairs website — Subclass 403 PALM visa stream
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Completing the online application form

From the ‘My Applications’ page in ImmiAccount select ‘New Application’

There are several online application forms available under Temporary Work (Activity) forms. PALM scheme
applicants will need to select the ‘Temporary Work - International Relations Visa (403) ‘online form.

Application Context page

The first page of the ‘Temporary Work - International Relations Visa’ online form will direct the rest of the
form to collect the required information for the PALM visa stream.

Applicants are required to provide important pieces of information about their Temporary Activities
Sponsor, DFAT PALM Visa Recruitment Endorsement Approval Number, proposed travel dates,
employment position and selecting the Visa Application Charge (VAC)

The below screen shot has been provided to guide you through key information on this page.
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1- All applicants participating in the PALM scheme must select the stream — Pacific Australia Labour
Mobility Scheme from the drop down menu

2- To be eligible to lodge this visa (outside or in Australia) applicants must be sponsored by a
Temporary Activities Sponsor (TAS). Applicants will need to obtain the sponsor's TAS reference
number from the sponsoring organisation, provided to them by the Department. Applicants can
enter either the sponsorship TRN or the Application ID. The TAS reference number MUST match the
Sponsor named in the DFAT Recruitment Approval Letter.

3- To be eligible to apply for the PALM visa stream, applicants must be recruited under a PALM
Recruitment Approval approved by Department of Foreign Affairs and Trade (DFAT). Each
recruitment approval will be assigned a DFAT PALM Recruitment Approval Endorsement Number
which must be entered in the DFAT PALM recruitment approval number field. You will need to
ensure that you do not lodge visa applications in excess of the number of positions approved under
the recruitment approval. Additional applications may be refused.

4- The applicant’s Sponsor may have created a Group ID if they are travelling as part of a group. The
Group ID allows the application to be identified as part of a group and processed together. Each
recruitment group must have a different Group ID.

5- Applicants participating in the PALM scheme are not eligible for any VAC concession and must pay a
visa application charge (VAC) to lodge a valid application.
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Critical data confirmation

The applicant must check that all the details on this page are correct before confirming the information and
proceeding to the next page.

You MUST ensure that the names, dates of birth and passport number provided in the application and
generated on this data confirmation page match EXACTLY to the applicant’s passport. Any errors will result
in the visa being issued incorrectly and may cause the applicant to be refused boarding at the airport or
problems accessing VEVO.

Completing Health Assessments

The requirement to undertake an Immigration Medical Assessment (IME) is determined by the applicant’s
passport country, length of stay in Australia and answers to health declarations.

If the applicant is required to complete an IME for their PALM visa stream application, they will be sent a
prompt in ImmiAccount upon submitting the application.

Applicants will be alerted to the requirement through a link to organise their health examinations under the
PALM application ACTIONS menu as shown below. Accessing the link will provide the applicant with a HAP-ID
they will need to provide the Panel Clinic when they make their IME appointment.

Immigration Health Examinations completed in the last 12 months

If the applicant has completed a health assessment with a Department panel doctor in the last 12 months,
they can notify the Department of the details on page 3 of their online application. It is important that the
correct HAP ID of the completed medical examination is entered in the application form to enable the
medical results to be easily identified and linked to the application.
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Authorised recipient

Applicants can lodge their application independently, or authorise a third party to communicate with the
Department on their behalf. Applicants can nominate an authorised recipient at the below section of the
form.
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If a third party is nominated, the applicant will be requested to complete and attach form 996a at the end of
the application in ImmiAccount. This form MUST be completed correctly and signed by the applicant and the
authorised recipient. This authorises the Department to communication with only you during the processing
of the application.

Entry to Australia

Applicants need to enter their proposed length of stay in Australia under the PALM scheme in the
application. It is important that the dates in application match the dates in the worker’s employment
contract that has been signed in association to the DFAT Recruitment Approval.

Ensure that sufficient time (10 working days) has been considered between lodgement of the application
and the intended commencement date of the work contract to allow the visa application to be assessed and
finalised. Character and Health requirements may take some time to arrange.
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Visa options and period of stay

Short Term (seasonal) — Single Season Visa

Length of stay in Australia drop down should reflect ‘up to 12 months’. The Date from and Date to fields
should reflect the duration of the employment period (up to 9 months).

Note: All seasonal workers will be granted a visa with a stay period for the maximum of 9 months.

Short Term (seasonal) — Multi-Season Visa

Length of stay in Australia drop down should reflect the number of years of the visa validity (up to 4 years).
The years should reflect the number of seasons the Sponsor wishes to sponsor the applicant for (e.g. 2
seasons = up to 2 years. 4 seasons = up to 4 years).

The Date from and Date to fields should reflect the duration of the initial employment period for the first
season only (up to 9 months).

Short term (seasonal) multi-year visas will be granted a visa with condition 8576 that allows the applicant to
be in Australia a maximum of 10 months in every 12 month period. If the applicant exceeds this period on
any time in Australia they will be in breach of their visa conditions.
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Long Term (non-seasonal) Visa

Length of stay in Australia drop down should reflect the duration of the visa required. The Date from and Date
to fields should reflect the employment period of the signed Letter of Offer (LOO). The dates and period
should align with the DFAT Recruitment approval and dates of employment on the sighed Letter of
Employment.

The maximum period permitted on 1 or more PALM scheme (or combined PLS) visas is 4 years. Workers will
be required to have a mandatory offshore period (MOP) of 6 months after 4 years working under the PALM
scheme.

Activity Details and Addresses

On the Activity page applicants need to enter details of their position/role in the PALM scheme and
intended duties. The position details you provide within this section will be based on the DFAT
Recruitment Approval and position documented in the signed Letter of Employment.

In capturing the applicant’s occupation, the online form provides a drop down list of occupations. To find
the Occupation that matches your role, refer to this look up table of occupations - Australian and New
Zealand Standard Classification of Occupations (ANZSCO).
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Declaration pages

The declaration pages requires a ‘Yes’ or ‘No’ response to each question. Applicants need to read each
declaration carefully and respond according to their personal circumstances. This includes Health
declarations, Character declarations, General declarations (including arranging adequate health insurance
for the period of their intended stay) and the Values Statement.

If the application is being completed by a third party (for example a Sponsor or the LSU) they will need to
contact the applicant to ensure they provide an accurate response to all the declarations.

Applicants who provide false or misleading information in their visa application including answers to health
or character or general declarations may have their visa refused and could impact the outcome of future visa
applications with the Department.
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Providing supporting evidence

Applicants will be required to attach supporting documentation to the application in ImmiAccount. It is
essential that all applicants attach the correct documents. Any missing documents or incorrect documents
will cause delays in the finalisation of the application or possible refusal.

Note: Please check before submitting that you have obtained and attached the following documents:

e Passport biodata page: You must ensure that your passport is valid for your period of stay in
Australia.

e Police Clearance Certificate: If your total stay in Australia exceeds 12 months you must provide a
police clearance certificate(s) for any country you have resided for 12 or more months in the last 10
years, immediately preceding the application lodgement date. This will also include an Australian
Federal Police clearance if the applicant has spent more than 12 months in Australia in the last 10
years. For more information refer to https://www.homeaffairs.gov.au/trav/visa/char

e DFAT PALM Visa Recruitment Endorsement Approval Letter: This letter must correspond to the
recruitment approval the worker has been recruited under.

e Asigned copy of Form 956a — if the applicant has authorised a third party to complete the
application on their behalf.

e Complete all required Immigration Medicals Assessments with a Panel Doctor as soon as possible
after the application has been submitted and you have received your HAP ID.

If unable or exempt from attaching all documents, click on the ‘Next” button and on the pop up screen provide a reason

why the documentation has not been attached. You can now submit the application for processing but please note the

Department may make a decision on the information provided with the application so we recommend that you provide

the above essential documentation when submitting an application.

Submitting the application

After the applicant has attached the required documentation and completed the application form, the
application can be submitted. The applicant will be guided to the VAC payment page. The application
cannot be submitted until VAC payment has been successful. Applicants will be advised through
ImmiAccount when their application has been lodged successfully and received by the Department.

Applicants can monitor the progress of their application through ImmiAccount.
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If you identify that you have made a mistake in the application after you have submitted it do not lodge a
new application. Applicants can notify the Department using the Update Details link in ImmiAccount.

Helpful information to manage or update applications

1. While completing an online application, if

you need to take a break you can ‘Save’ the || <2 Previous | fd Save l &3 Print | 2> Go to my account |

application and exit back to your account.

These options are available at the bottom of the application form. Please ensure that the DFAT PALM
Recruitment Approval number is entered in the application form before you save it, as adding it at a later
time may generate a systems error. If this occurs you may need to delete the saved application and start
again.

Transaction Reference Number (TRN): EGOGCTESLS 2. Record your Transaction Reference Number (TRN)
and use this when communicating with the

Department about your lodged application.

3. Checking the status and processing timeframes of the application, additional requests for information,
providing documents and updating individual circumstances can all be facilitated through the
ImmiAccount used to lodge the application. Applicants will be sent an email to the email address
provided in the visa application, if additional information is needed to progress the application. These
notifications can also be viewed in ImmiAccount, under ‘Messages’.
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4. Delays in the finalisation of the visa application — delays in processing is generally due to an application
not being complete or the Immigration Medical Examination has not been finalised. Before you contact

the Department of Home Affairs please check:

e ImmiAccount ‘ Visa Application Status’ to see if the visa has been ‘finalised” . If so, the
Department sent a Visa Grant Letter to the email address provided in the application. You can
also obtain a copy of the Visa Grant Letter through the application in ImmiAccount.

e ImmiAccount ‘Messages’ to see if you have been sent a Request for Information. You will need to
provide the information before your application can be progressed.

e ImmiAccount ‘Health Assessment’ to confirm the status of your Immigration Medical
Examination. If the Health Status is not ‘finalised’ the Department cannot grant you a visa. In
these circumstances the Department recommends that you contact the Panel Clinic to ensure
your results have been cleared and uploaded. If they have been uploaded, please check
‘Messages’ to check if you have received any additional requests for Health information. These
requests will always be sent to your Authorised Email Address provided in the application.

5. If you have made a mistake or provided incorrect information in the application, applicants can notify the
Department using the Update Details link in ImmiAccount. You will need to do this BEFORE the
application is granted.

6. ImmiAccount provides a ‘copy’ function. This provides an opportunity to copy information from a
completed PALM visa stream applications into a new application of the same type. It does not copy all
information, just the information that will be the same for the whole group such as:

e Period and Purpose of stay; Group processing; Visa application charge; Authorised recipient;
Australian organisation including contact person; and Activity information.

Any of the copied information can be overtyped/edited to ensure that it is correct for the new application.

Please note: Information specific to the individual applicant that will not be copied includes, personal bio
data, passport details, and travel history as well as all answers to declarations.
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7. Share an application in ImmiAccount.
Share a visa application with another ImmiAccount for someone to:

e view your application
e attach documents to your application

You can only share an application with the status:

e Received

e Initial Assessment

e  Further Assessment
e Finalised

To share an application:
e login to ImmiAccount
e use the ‘+" icon to expand the application you want to share
e select 'Share'
e enter the email address and username for the ImmiAccount you want to share with
e select ‘Confirm’
8. Send an application to another ImmiAccount

You can send a visa application to another ImmiAccount for someone to:

e complete your application
e make a payment

You can only send an application with the status:

e Incomplete
e Ready to submit

To send an application:

e |ogin to ImmiAccount

e use the ‘+’ icon to expand the application you want to send

e select 'Send' from the list

e enter the email address and username for the ImmiAccount you want to send to
e select 'Confirm'.

ImmiAccount removes the application from your list after you send it.

9. For more information on creating an ImmiAccount, lodging and managing a visa application or technical

assistance, visit the Department of Home Affairs website - Applying online in ImmiAccount

(homeaffairs.gov.au)
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10. Withdrawing an application — if a worker no longer requires a visa to travel to Australia you must
withdraw the application. You can withdraw your visa application in ImmiAccount at any time before the
visa is finalised (granted or refused). Please note, you can’t get a refund just because your application is
withdrawn.

To withdraw you application you must complete Form 1446 Withdrawal of a visa application (338KB
PDF). Attach the form to your application in ImmiAccount.

Everyone in the application must sign the form. The application status in ImmiAccount will show as
'Finalised' once withdrawn.
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