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Chapter 1: Overview

1.1. Introduction andPurpose

1.1.1. The Australian Governmef(the Governmentgstablishesviemoranda of Understanding (MOUSs)
with each of thenine ©) Pacific Island countries and Tirdoeste that participate in thedeific
AustraliaLabourMobility scheme (the SchemeJhe MOUs and the Implementation
Arrangements which sit under therset out the responsibilities of the Government and the
Participating Countries to mitigate risks and ensure the objectives dbthemeare met.

1.1.2. TheseApproved EmployeGuidelineqGuidelinesare issued by the Department Employment
and Workplace Relation®épartment Us Ouror We)under the Pacifiéustralia Labour Mobility
Scheme Approved Employer Deed (the Dgehd must be read in conjunction with the Deed
document executed bthe Approved EmployeiYoy. All references in these Guidelines to a
clause 'of the Deed' is a reference to a clause in that Deed docueeotited by You

1.1.3. These Guidelines form part of the Deed (see clause 2.2(b) of the Deed), and the clauses in the
Deed documentake precedence to the extent of any inconsistency with the provisions in these
Guidelines.

1.1.4.  Youacknowledge that the references provided in these Guidelines to specific Deed clauses are for
information purposes only and do not limit or otherwise aff¥dur broader obligations under the
Deed

1.1.5. These Guidelines will be reviewed from time to time and will be made available on the PALM
website: https://www.palmscheme.qgov.au/resources

Information on using these Guidelines

1.1.6. These Guidelines include hyperlinks to relevant content contained elsewhere @uidelines
Hyperinks(links)are shown irunderlined blue text

(@ Tousel f Ay TtriQLINS/ERIicKdi tBeylink with the mouse.

(b)  Links to relevant websites are also providhtbughout these Guidelingsthese are
hyperlinkedwith footnotes contairing the full linkfor those using a print copy of these
Guidelines.

Department's ITSystens

1.1.7.  Youwill be provided with access to thigepartments IT Systemsa digital platform that will allow
Youto submit documents and manage various aspectgaf participation in theScheme

1.1.8. Youmustusethe Department's IT Systents submit information toUsunlessotherwise specified
in the Deed, including these Guidelines.

1.1.9. You must email the Department immediately if You consider Yaatare unable to accesbe
Department's IT SystemBepending on the circumstances, the Department may specify a
temporary, alternative method for providing information to the Department while the relevant
issue is resolved.

1.1.10. Online formswill be available inhe Department's IT Systemiscludingfor the Accommodation
Plan Welfare and Wellbeing Plaand Transport Plan.

Managing Contractor

1.1.11. Wemay appointa Managing Contractor, to assist in delivering and/or managing aspects of the
Scheme
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1.1.12. Details of an appointed Managing Contractor will be providedadain writing via the
5 S LI NJi IY §stehgd@other means including the PALM Update.

1.1.13. The Managing Contractdrasauthority to act asOur agent in relation tahe day-to-day
managemenbf matters related tathe Deed Consistent witlthe Deed the Managing Contractor
may alschave authority to exercise Our rights underefeed and to act on Our behalfth
respect to those rights

1.2. Definitions and Interpretation

1.2.1.  Unless otherwise specified

(a) capitalisedterms in these Guidelines have the meaning giveridnsel.l ofthe Deed or
otherwise in accordance withable landTable 2below. Asthese Guidelineform part of
the Deed, theyare to be interpreted in accordance withause 2.1 of th®eed and

(b) areference in these Guidelines tdsaction or a 'Chapterls a reference to a sectiar a
Chapter, respectivelyf these Guidelines

Table 1:Gossary
(Acronyms/ Abbreviations/ Initialisations)

Term Description

ABF Australian Border Force

ATO Australian Taxation Office

DEWRthe Department) Department of Employment and Workplace Relations
DFAT Department of Foreign Affairs and Trade

FWO The Office of thé-air Work Ombudsman

Home Affairs Department of Home Affairs

LMT Labour Market Testing

LSU LabourSndingUnit (in Participating Countries)
MOP Mandatory Offshore Period

OAIC Office of the Australian Information Commissioner
OoE Offer of Employment

PPE PersonaProtective Equipment

TAS TemporaryActivities Sponsor

VEVO Visa Entitlement Verification Online system

WHS Work health and safety

Table 2:Defined Terms

Term Definition

Arrival Briefing A faceto-face briefingYoumust provide to Workers on arrival in Australia
accordance wittsection8.3.

Arrival Report Areport submitted by You to Us in accordance vgdttion13.6

Continuing Approved An Approved Employer whteld a Pacific Labour Scheme Deed and/or
Employer Seasonal Worker Programme Deed and enters into a PALM Deed.
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(Onlyrelevant to
transitioning Approved
Employers)

T ! WbSy ! LIWINRPGSR wSONHA GYSYyGQ 1
Approved Employers means a Recruitment Application submitted
Continuing Approved Employer for approval under the Deed and tt
has been approved by the Department.

Departure Briefing

A faceto-face briefingYoumust provide to Workers before they depart
Australia to assist them on their return to theédome Country in accordance
with section12.3

Departure Report

Areport submitted by You to Us in accordance vatttion13.7.

Home Country

In relation to a Worker, the country in which the Worker usually resides.

LongTerm Placement

APlacement for a Longierm Worker.

LongTerm Worker

A Worker who holds the relevant Visa and is employed in a contract of lon¢
term (nonseasonal) work for up to 4 years.

Net Financial Benefit

TheNet Financial Benefgained by Workerduring their Placement by
considering various factors, including:

(@) the hours of work You will offer Workers, noting the minimum hours
requirements as per sectioh 7,

(b) the likely duration of the Workers' stays in Australia,
(c) expected net earnings aftéax anddeductions, ad

(d)  ensuring a minimum net pay guarantee for Workers after tax and
deductions of $200 a week (debt repayment can be extendsd)er
section5.1.7.

Notice to Report

Arequest issued unddbeedclause46 andas described isection13.9.

PALM Recruitment
Approval Letter

A letter from Us that confirms approval for an Approved Employer to
dzy RSNIiF 1S + NBONMzZA GYSyild yR 6KAOK
application.

Pieceworker

Has the meaning given in section 21 of the Fair Work Act.

Portability
Arrangement

An arrangementinder which a Worker has multiple Placements with differet
Approved Employey;, or anApproved Employesind a Host Organisation,
during their stay in Australia

Port of Arrival

The place where a Worker enters Australia for immigration purposes.

Port of Departure

The place where a Worker departs Australia for immigration purposes.

Pre-Departure Briefing

A briefing provided to Workers before departing their Home Country to trav
to Australia to work as part of the Scheme. Your responsibilities and obliga
with respect to PreDeparture Briefings are set out at sectior?.

Retaliatory Action

Action against a Worker that includes:

(@) any form of discrimination against, or bullying or harassment of, the
Worker,

(b) threats related to adverse immigration consequences, such as reporti
Worker to immigration authorities or threatening to withhold essential
information needed for a future visa application,

(c) reduction in the Worker's working hours,
(d) change to less favourable working conditions for the Worker,
(e) refusal to employ the Worker at any time in the future, or
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(H  threatening or organising to take any of the above action.

Scheme

The Pacific Australia Labour Mobility scheme.

SchemeEligibility
Requirements

The requirements an individuadust meet to be a Worker under the Scheme.
Refer to sectior?. .

ShortTerm Placement

A Placement for a Shoefterm Worker.

ShortTerm Worker

A Worker who holds the relevant Visa and is employed in a contract of-sho
term work for up to 9 months.

Statement of

A statement setting out information regarding deductions made from a

Deductions Worker's wage, including the information specifiedsaction5.1.14
Us or We The Department of Employment and Workplace Relations (the Department
Visa The Temporary Work (International Relations) visa (subclass #ag)fic

Australia Labour Mobility stream (or such other visa category as may be
Notified by Us), under which the relevant Worker may be employed.

Workplace Induction

An induction Youmust provide to Workers following arrival in Australia in
accordance witlsection8.6.

You

The Approved Employer.

1.3. Notices and Contact Details

1.3.1. Clause 8of the Deed sets out requirements relating to how Notices must be given for the
purposes of the Deed, including these Guidelines

1.3.2.  Ourcontact details and those of the Managing Contractarge set outin Table 3below. Qher
useful information andcontacts relating tdhe Scheme are set ouniTable 4below.

Table 3:Scheme contacts

Description

Contact Details

Department of Employment

Refer to contact details on th® ALM websité.

and Workplace Relations

Managing Contractor

(Pacific Labour Facility)

Phone:(+61 7 3557 7550) between 9 am and 5 pm AEDT disiptio
Friday.

Emergency24-hour PALM Support Service Line (1800 51 51 31)
Email:enquiries@pacificlabourfacility.com.au

Emergency Emaikupport@pacificlabourfacility.com.au

Website: https://www.pacificlabourmobility.com.au/

Table 4:0Other Useful Information and Contacts

Description

Information/Contact Details

Department's IT Systems Youwill be given access to tHeepartment's IT System%his will allow

Youto submit documents and manage various aspectgaf
participation in theScheme

1 PALM scheme Contact:https://www.palmscheme.gov.au/contact
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Description Information/Contact Details

The Office of the~air Work Visit theFair Workh Y 6 dzR & YFW@)&bsitéor free information,

Ombudsman interactive online tools, begpractice guidesindfactsheets on
workplace rightsand obligations, tailored t@mployers employeesand
G KSANJ NBLINB & S yRALNM ki@ 8avebpage@tails? h
dedicated information and resources for PALM schemgployers and
participantsincludingfactsheets andtoryboards(short video3,
translatedin Pacificand Timoresdanguages.

¢ KS CHohidl&re Showcasds a virtual hub of workplace

information and resources for employers and employees in the
horticulture industry.

¢ KS C3malMBasiness Showcéapeovides tailored information and
useful resources to help small business employers meet their workp
obligations.

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

PALM scheme webpageéttps://www.fairwork.gov.au/findhelp-
for/visa-holdersmigrants/pacificaustralialabourmobility-scheme

Phone:13 13 94(for translation services and language assistance, ce
131 450)
8:00 am to 5:30 pm Monday to Friday (except for public holigays

Submit an online enquiryhttps://www.fairwork.gov.au/about
us/contactus/online-enquiries

Department of Foreign

Affairs and Trade Email:pacificlabourmobility@dfat.gov.au

Department of Home Affairs Visitthe Home Affairs website fageneral information abouthe
Temporary Work (International Relations) visa (subclass @Bakific
Australia Labour Mobility (PALM) streaand sponsorsip.

Home Affairs website page:
https://immi.homeatffairs.gov.au/visas/getting-visa/visa
listing/temporarywork-403/pacificlabourscheme

ImmiAccount Youmustuse ImmiAccount to:
1 lodge sponsorship and visa applications,
1 check the progress of a sponsorship or visa application, or
1 update Home Affairs when certain situations change.
TAS information is also available on the website.
Website: https://www.homeaffairs.gov.au

TAS informationhttps://immi.homeaffairs.gov.au/visas/employing
and-sponsoringsomeone/sponsoringvorkers/becominga-sponsor

For guidance on lodging a visa application, providing updates and
documents or technical support, refer to the information and tip shee
on the ImmiAccount website page:

ImmiAccountwebpage:http://www.homeaffairs.gov.au/immiaccount

2ZFWQ PALM scheménttps://www.fairwork.gov.au/findhelp-for/visa-holdersmigrants/pacificaustralialabourmobility-scheme
3FWQ Horticulture Showcaséittps://horticulture.fairwork.gov.au/
4FWQ Small Business Showcaképs://smallbusiness.fairwork.gov.au/
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Description Information/Contact Details

Visa Entitlement and To check visa details and Worker conditiovisucan use the Visa
Verification Online (VEVIO Entitlement and Verification Online (VB) system:

VEVOwebpage:https://immi.homeaffairs.gov.au/visas/alreadyavea-
visa/checkvisadetailsand-conditions/checkconditionsonline

Chapter 2: Recruiting Workers from Participating
Countries

Mandatory Requirements Overview RecruitingWorkers for participation in the scheme.

This chaptesets out the process forecruiting Workerandidentifies the decisioneadyinformation Youmust
provide Us.

2.1. Recruitment Requirements

Deed claus®, 10and 11

2.1.1.  Youmustonly recruit Workers for participation in th®chemen accordance with th®eed,
including these Guidelinesr asNotified by Us Youmust only recruit Workers
(a) from Participating Countries,
(o)  who meet the Scheme Eligibility Requirements

()  hold or obtain a valid passport for the duration of the contract or be able to obtain
one

(i)  be physically fit and healthy for theork specified

(i)  have no criminal recordNorkers who have lived in a foreign country for 12 months
or more after the age of 16, or worked on a foreign ship for 12 months or more,
require a police check from that country)

(iv) be of good character

(v) have the right qualifications and/or work experience required by employers

(vi) demonstrate a positive attitude to work and a willingness to learn and commit to the
SYLX 2e SNRa @I f dzSa

(vii) have an intention to return to theiHomeGountry

(viii) be over 21 years of age

(ix) have a reasonable standard of English [fmmgTerm Workers only)

(c) andwho:

()  holda Temporary Work (International Relations) visa (subclass-408jific Australia

Labour Mobility streanfor such other visa category as mayNwetified by Us)

2.1.2.  Without limiting You obligations under the Deed,oumust only recruit Workers in accordance
with the requirements of theelevant LSU.
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2.1.3.

2.1.4.

2.1.5.

2.1.6.

2.1.7.

Youmustonly recruit Workers to work in eligible postcodes as advised othieVi scheme
website® at the time of submitting the relevant Recruitment Application to Us for approval

Youmust onlyrecruit Workers towork in:

(a) roles that are unskilled, lowkilled, andsemiskilled and

(b)  sectors whereYouhave identified a labour shortage through Labour Market Testigfgr
to section3.3.

Workplaceand other relevantiaws

Youmust engageeachWorker asan employee in accordance witlll relevantiaws,includingby
ensuringthat:

(@) You comply with any relevant Fair Wanlstrument, and all WHS Laws and the Fair Work
Act,

(o) the Worker hold anylicernce or registration that is mandatory for the performance of the
specific work they will perforrfor Youin Australia

(c) taxinstalments are deducted from Worker wages and are paid té\tistralian Taxation
Office(ATQ in accordance with Australian taxation laws,

(d) payment of superannuatiofor Workersare maden accordance withhe Australian Super
guaranteé, as defined by théTOandlegislated under th&uperannuation Guarantee
(Administration) Act 1992

() Workers are provided with at least tlapplicable minimumrate of pay as well aheir
minimum entitlements under the\ational Employment StandarftéNES). An enterprise
agreement or other registered agreement or employment contracts cannot provide for less
than the NES or exclude them.

()  Youcomply withYourobligationsin respect toworkplacediscrimination, underelevant
(i) CommonwealtHegislation, including the Fair Work Act and adiicrimination
legislation, and
(i)  State and Territory legislatioand

(g9 Workersknow how toreport an issueo the FWO? if they have any concerris the
workplace.

Federal laws to protect people from discrimination and from breaches of their human rights are
administeredby the Australian Human Rights Commisgfon

Protected attributeswith respect to discriminatiomayvary underSate andTerritory legislation.
Refer toYou relevantSate/ Territory legislation for further information refer to Table 5below:

Table 5:State/Territory Discrimination Legislation

State / Territory Legislation

Australian Capital Territory  Discrimination Act 1991
New South Wales Anti-Discrimination Act 1977

Northern Territory Anti-Discrimination Act 1996

5 PALM scheme websiteeligibility: www.palmscheme.gov.au/eligibility

8 ATO website Super for employershttps://www.ato.gov.au/business/supefor-employers/

" Federal Register of LegislatioSuper Guaranteenttps://www.legislation.gov.au/Series/C2004A04402

8 FWQ National Employment Standardsitps://www.fairwork.gov.au/employmeniconditions/nationalemploymentstandards
9FWQ Report a Workplace Issukettps://www.fairwork.gov.au/aboutus/contactus

0 Australian Human Rights Commissibtips://humanrights.gov.au/owwork/legal/legislation
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Queensland Anti-Discrimination Act 1991

South Australia Equal Opportunity Act 198#hdRacial Vilification Act 1996

Tasmania Anti-Discrimination Act 1998

Victoria Equal Opportunity Act 201dhdRacial and Religious Tolerance Act 2(
Western Australia Equal Opportunity Act 198hd Criminal Code

2.1.8. Youmustnot takeRetaliatoryAction against a person who is an employee or prospective
employee, including refusing to employ someone, because of the following attributes:

(a) race ()  marital status

(b)  colour ) family or carers responsibilities

(c) sex (k)  pregnancy

(d)  sexualorientation ()  breastfeeding

(e) intersex status (m) religion

® gender identity (n)  political opinion or

(9) age (o) national extraction or social origin.

(h)  physical or mental disability
2.1.9.  Further information can be foundn the FWOwebsite
(@ Workplace discriminatior

(b) Protections at work

(c) Pay & wagées
(d) Employment condition'$

(e) Hiring employe€s.

Temporary Activities Sponsaequirements

Deedclause7.4(a)
2.1.10. Youmustcomply with althe obligationsspecifiedin You TAS approval letter from Home Affairs.

2.1.11. Further information is available on the Home Affairs welsif®onsorship obligations for
Temporary activity sponsHr

2.1.12. Approved Employes who wish to sponsdort-Term Workers for a multiyear visa will be the
sponsor for the full validitperiod of the PALMstreamvisa.

(a) A multiryear visaenables Short-Term Workersto return each season for up to 4 years
without the need to submit a new visa applicationisa conditions appl. For each Shott
Term Worker,Youmust have an Approved Recruitmeatvering the subsequent

LFWQ Workplace Discriminatiorinttps://www.fairwork.gov.au/toolsand-resources/facisheets/rightsand-obligations/workplacediscrimination

RFWQ Protections at Workhttps://www.fairwork.gov.au/toolsand-resources/factsheets/rightsand-obligations/protectionsat-work

BFWQ Pay and wagestttps://www.fairwork.gov.au/payandwages

YEFWQ Employment Conditionsittps://www.fairwork.gov.au/employmervconditions

SFWQ Compliance and Enforcemeritttps://www.fairwork.gov.au/aboutus/complianceand-enforcement

6 Home Affairs website Sponsorship Obligationkttps://immi.homeaffairs.gov.au/visas/employirand-sponsoringsomeone/existing
sponsors/tassponsorshipobligations

7 Underthe Migration Regulation4994 visa conditiorB576will beimposed on &hort Term Worker This means that the Sheffterm Worker
must not stay in Australia for more than 10 months in any period of 12 months
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2.1.13.

2.1.14.

2.1.15.

2.1.16.

2.1.17.

2.1.18.

2.1.19.

2.2.

2.2.1.
2.2.2.

Placement othe Workerprior to the Workermreturning to Australia to work in that
subsequenflacement

(b)  ShortTerm Workersnustdepart Australia at the end of thefup to) 9-month work
contract, but no later than 1@nonths pending flight availabilifyo meet ther visa
conditions.

(c) IfanyShortTerm Workerceases to be employed Mouor is unable to return to Australia
for asubsequenPlacementyoumustimmediatelynotify Home Affairs.

For more informatioron PortabilityArrangements (transfeyf Workers efer to section8.77.
LabourHire Organisatios

Deed clausé.4(e)

If Youare a Labour Hir®rganisatiorlY oumust comply with any applicable labour hire licensing
laws in Australia, includingnderrelevantSate andTerritory legislation

Youmust, in each Recruitment Application submitted to Us in accordance seittion3.1 and
under Deed claus®:

(a) identify anyConflict (of interesf) in the provision of services as a Labour Krganisation
including in relation to the nomination of a third party as a Host Organisgditch

(b)  outline howYouwill manage anguchConflict.
Insurance requirements

Deed claus®&3
Youmust hold insurances iraccordance witltlause 8 of the Deed.

Cultural competencyapplicable from 1 January 2024)

If You are &NewApproved Employemrior to recruiting any WorkeYoumust, including Your key
Personnel and Manageasid Welfare and Wellbeing Support Persolifgplved in the Scheme,
demonstrateculturalcompetencyrelated to theParticipating Guntry/ies that You ar@roposing
to recruit Workersfrom.

If You area ContinuingApprovedEmployer,Youmust, if We direct Youjemonstrateto Us
knowledgeof, or undertake trainingn, the culture and protocols of thParticipating Guntry/ies
from which You are seeking to recruMiforkers from

Youmust, in each Recruitment Application submitted to Us under claudefthe Deed,
demonstrate Youculturalcompetencyof the relevant Participating Country

Recruitment methods irParticipating @untries

Youmust use the recruitment method specified by the Participating Country to recruit Warkers
There are 3 recruitmenmnethodscurrentlyavailableunder theScheme

(a) work-ready pool,

(b) direct recruitment, and

(c) agent recruitment.
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For further information omecruitment methodsallowedin eachParticipatingCountry refer to
PALM websit,

2.2.3.  For all recruitmentsyoumust:

(a) ensurethat candidates are registered with the L8kt are included in the workeady pool
database

(b) alertthe LSUmmediately afterYouprovide a candidate with an Offer of Employment
(OoE) This enables the L3t be able to supporYou recruitment and

(c) prepare selected Workers for deployment to Australia, including providirg-®eparture
Briefing (PDB) in accordance wihction6.2.

2.3. Pay Parity

2.3.1.  Youmustpay Workerghe same full rate of pay attached to the relevant classification in the
applicable Fair Workstrumentif workers are performing the same type of work and engaged at
the same site as other employees.

2.3.2.  Youmustalso consideany other requirements specific to your industry outlined in the relevant
industry factsheets available on theALM websit¥,

2.3.3.  The full rate of pay is defined in section 18 of the Fair Work Act and includes the base rate of pay,
incentivebased payments, loadings, monetary allowances, overtime and penalty rates, and any
other separately identifiable amounts.

2.3.4.  We willconsiderthe full rate of pay invour Recruitment Application. We will not consider
conditions that seek to compensate or balance lower pay rates.

2.3.5.  When You submit any Recruitment Application to Us, rdast declare You will comply with
sections 2.3.1 and 2.3.2 and include information demonstrating(thésuding as part of Your
draft OoE). You are responsible for identifying the relevant rate ofrpayFair Work instrument
for anyemployee performing the same type of waakthe work site anansuringthe payrate
You provide to a Workeligns. This evidence is determined by Your entity type:

(@) Direct Employersg evidence of the relevant rate of pay the applicable Fair Work
instrument that would apply to any other employee outside of the PALM scheme.

(b) Labour Hire Companiesevidence of the relevant rate of pay in the applicable Fair Work
instrument that would apply to an employee engaged directly by the Host Organisation to
perform the same type of work at the same work site as the Worker, and a statement
countersigned byhe Host Organisation and Labour Hire Company agreeing to maintain pay
parity for the duration of the Placement.

2.3.6.  You must maintain compliance with sections 2.3.1 to3f@&: the duration of Workers'
placement

18 PALM scheme Countrieshttps://www.palmscheme.gov.au/countries
Y PALM website Resourcesattps://www.palmscheme.gov.au/resources
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2.4. Net Financial Benefit

Deed clause 11

2.4.1.  Youmustdemonstrate to Us that Workers will gain a reasonable Net Financial Benefit during
their Placement

(@ Youmustdemonstrate this through information provided ¥ou Recruitment Application.

(b)  If Youare unable to demonstrate tt Workers will receive a reasonable Net Financial
BenefitWe may, aOurabsolute discretion, not approvéou Recruitment Application

2.4.2.  We will determine whether You hawmonstrated in Your Recruitment Application that Workers
will gain a reasonable Net Financial Benefit during their Placelmweobnsidering variousctors
including:

(a) the hours of workyouwill offer Workers notingthe minimumhoursrequirementsas per
section3.7,

(o) the likelyduration ofthe Workers'staysin Australia

(c) expectednetearnings aftetax anddeductions and

(d) ensuring a minimum net pay guarantee for Workers after tax and deductions of $200 a
week (debt repayment can be extended), as outlined in seéian

Chapter 3: Recruitment Application

Mandatory Requirements Overview Completing YouRecruitment Application

This chapter outlines what information Yowst provide Us when submitting Your Recruitment Application.

3.1. Recruitment Application and related matters

Deed claus®

3.1.1.  Any Recruitment Application submitted bgu to Us under clause 9 of the Deed mit
submitted via the Department's IT Syste(naless otherwise directed by Umd include:

(a) Completed template formsYoumust complete and submit each template form identified
in the Department's IT Systems as a form to be included in any Recruitment Application. We
note Your obligation under clause 24.1 of the Deed to ensure that all information provided
to Usistrue, accurate, and complete at the time of its provision.

(o)  Labour Market TestingYoumustinclude Labour Market Testing that sets out/includes the
information specified in sectioB.3andcopies of the advertisementf®r the employment
positions thatYou proposed Workers will be employedamdinformation on any response
You received to that/those advertisement/s
()  whereYouplacedeachadvertisement,

(i)  the dateson which each advertisement was published
(iif)  the number of applicantsand
(iv) the number ofAustralianpeople recruited

Note: Youmay commencé&’ou Recruitment Application while undertaking Labour Market Testing and submit the
outcome when finalised.
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3.1.2.

3.1.3.

3.14.

3.15.

() Gompleted Approved Employedeclaration You must include anpfsrovedEmployer
declaration, the template for which is provided in the Department's IT Systems.

(d) Placementgroup: You must includeletails ofthe Placemengroupof each Worker

proposed to be recruitedincluding

()  the number offemaleWorkersand the number of male Workers in the grqup

(i)  the duration ofthe Placements of th&Vorkerin the group

(i)  the HomeCountry/ies ofthe Workersin the group,

(iv) the location at which the Workers in the group will be working, including the details
of any Host Organisation that they will be Working for, and

(v) adescription of the ole that the Workers in the group will be undertaking as part of
their Placement.

(e) Welfare and Wellbeing PlariYoumustinclude a Welfare and Wellbeing Plan that sets out
the information specified isection9.5.

()  Accommodation PlanYou musinclude an Accommodation Plan that sets out the
information specified in sectioh0.2.

() Transport PlanYou must include @ransport Plahat sets out the information specified in
section10.11.

()  Contingency PlanYoumustinclude aContingencyPlan that sets out the information
specified in sectiol.4.

@ Draft OoE:Youmustinclude a draft OoE that sets out the information specified in section
3.6.

0)] Pay Parity:You must include the information specified in sectibg

WhereWe have previously approved a Recruitment Application including particular Plans, and

You propose to use one or more of those Plans for another Recruitment Application, You do not

need to resubmiany ofthose approved Plans for the purpose of that other Recruitment

Applicationif they are still compliantHowever Youmust inform UswhenYou intend to include
those Plans as part afRecruitment Application

Youmust ensure that all forms lodgeas part of a Recruitment ApplicatibnNGS W RSSO ARRBAR Y
and are lodged no later thanweeks prior to arrival date of Workers into Australitis meansill
the documents and attachments submitteaust be:

(a) valid,meaning that they meet the relevant requirements of the Deed, including these
Guidelines,

(b) complete, and

(c) correct.

IfYouF I Af (2 &adxoSvARIR Q¥ RReR@eledidugpycassing o ou application.Refer

to the PALM websit® for information on steps and timelines associated with the recruitment of

Workers as part ahe Scheme

Youmust not offer employment to Workersr commence the recruitment procegwrior to
having an Aproved Recruitmenthat permits You to employ the relevant Workers

20 pALM website Recruitmenthttps://www.palmscheme.gov.au/recruitment
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3.2.

3.2.1.

3.2.2.

3.23.

3.24.

3.25.

3.3.

33.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

Recruitment Aoproval

Deed clauses 9 and 10

If We approve d&ecruitment Applicatiominder clause 9 of the Deetbuwill be Notified vighe
Department's IT Systems

Youmust comply with any request from Us for additional information in respect of any
Recruitment Applications.

WhenWe approve a Recruitmerpplication,We will notify the relevant LSU(s), FWnionsand
other relevant personsiathe 5 S LJ- NI YSstdme@a L

Once We have approved a Recruitment Application submitted byordsYoumust, before
recruiting any Workers under the Approved Recruitmeottact therelevantLSU(s) directly to
discuss their preferred approach for recruitmehbr example

(a) virtual interviews,
(b) in-country recruitment,or
(c) skills assessmemequirements

You obligations regarding Worker briefings prior to mobilisation to Australia are set out under
section6.2.

Labour Market Testing

Deed claus®

Youmust not recruit any Worker to fill an employment position unless You have fithtertised
that particularemployment positiorin Australiain accordance with the requirements of this
section anchavedemonstratel to Usthat Youcannot fillthat positionwith a localworker.

Youmust:

(a) placeeachadvertisement foran employment position in accordance with the requirements
set outbelowundersection3.3.6

(o)  consider all the applicants who apply for the advertised posiindoffer employment to
localworkerswho are suitabldor that position and

(c) provide evidence and outcomes of the Labour Market Testing process when submitting a
Recruitment Application to Us

We note Your obligation under clause 24.1 of the Deed to ensure that all information provided to
Us is true, accurate, and complete at the time of its provision.

You may submitabour Market Testingonducted in accordance with thégection3.3with any
relevant Recruitment Application(8r up to 12 months after theelevantadvertisement close
date.

Youmust not employ more Workers than the number of vacancies advertisesl any filled
vacancies as a result of the relevant Labour Market Testing.

Labour Market Testing requirement@dvertisements)
The advertisementnust:

(@) run for a minimum of 14 calendar days,

(b) state the number of vacancies to be filled,

(c) state the locatioregion of work,
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3.4.

3.4.1.

3.4.2.

3.4.3.

3.4.4.

3.4.5.

3.4.6.

3.4.7.

3.4.8.

3.4.9.

(d) state when work will commence and the number of months work will be available,

(e) state the type of work available and characteristics andyfptitudesthat are required to do
the work,

()  not request applicants possess skills in the indysiryholdany sortof work-related
certificate, permit orlicence,

(9) state if there is potential to upskill or provide training for applicants,

(h)  provide information about hours afiork, pay and conditions and any other relevant
information,and

@) ©6S LI I OSR 2y W&l8orchRugSINyrSBatd@iarvest Trail
website??

Note: TheOKSYS Aa ! dzZAGNF € AF Q& LINAYFNE GSYLRZNINE YAINIGAZY LI
workforce shortages primayiin rural and regional Australia

Note: The Fair Work Ombudsman has downloadable templates for job advertisements and job descriptions on
Templates Fair Work Ombudsmarmhe templates include a reminder that job ads are prohibited from including pay
rates that would breach the Fair Work Act or a Fair Work Instrument.

Contingency Planning

Deed claus®

Youmustincludea Contingency Plain each Recruitment Application to cover situations in which
Youare notable to meetYou obligations undelfou employment contractwith Workers

Youmust obtain Our approval of the Contingency Plan under Deed clause 9.

The Contingency Planust provide details on how ouwill ensure thatshould the Contingency
Plan be requiredyouwill continue to meetYourrequirements under the Deed, including te
Guidelines

Youmust ensure any changes to employment conditi@pecified in the Contingency Pladhere
to the Fair Work Acand any relevanFair Workinstrument

At all times and despite the contents of any Contingency Rlpproved by UsYoumust work
with Us and provide possible solutions whety®lacement has becomenavailable

Nothing inany Contingency Plaapproved by Usimits or otherwise affects Our rights &ou
obligations under the Deed or otherwise at law.

Forreporting requirements relating t&ou obligations and notifying Us in the caseadforce
Majeure Eventefer to section13.5

Youmust Notify Us as soon as practicable, but no later than the next Business Day, if You become
aware of any matter likely to result in Your Contingency B&ingenacted.

The Contingency Plan approved by Us is valid for the duration oékeantApproved
Recruitment

21Workforce Australia websitehttps://www.workforceaustralia.gov.au/businesses/
22 Harvest Trail websiténttps://www.workforceaustralia.gov.au/businesses/help/hire/harvest/advertisiobs
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https://www.workforceaustralia.gov.au/businesses/help/hire/harvest/advertising-jobs

3.5.

3.5.1.

3.5.2.

3.5.3.

3.5.4.

3.5.5.

3.5.6.

3.5.7.
3.5.8.
3.5.9.

Recruitment Caps

Deed clausd 0

If You are a Nevkpproved Employer and a Direct Employer, and(our application to
participate in the Scheme, You specified that You employ less than 200 wof&arsRecruitment
Cap isup to 40 Workergqor unless otherwise determined by Us)

If You are a New Approved Employer and a Direct Employer, and, in Your application to
participate in the Scheme, You specified that You employ 200 or more wovkensRecruitment
Cap isup to 80 Workerdqor unless otherwise determined by Us).

If You are a Newpproved Employer and a Labour Hire Organisaifang Recruitment Caps up
to 80 Workers(or unless otherwise determined by Us)

Youmay, in accordance with these Guidelinequestthat Wereview YouRecruitmentCap
when You can demonstrate Us thatYou havesuccessfullyand without incident withinYou
control, recruitedthe number of Workers that i¥ourRecruitmentCap (or close tahat numbe)
for at least 4 months. This allows You time to demonstrate Your ability to meet Your obligations
under the Deedvith anincreasedRecruitmentCap.

To request a review of YoBecruitment Capyoumust:

(a) complete and submit the Recruitment Cap Review faxmilable in the Department's IT
Systems

(b)  provide Workerspay data for the first 4 months of Your Approved Recruitment/s from the
date of their arrivaland

(c) update Your Welfare and Wellbeing Plamoutline how any additional Workers will be
supportedby Yowinder Youmelfare and wellbeingbligationsoutlinedin the Deed and
Guidelineq(if required)

Adecision by Us under clause 10.4 of the Deed to vary a Recruitment Chpmwibeon a case

by-case basigaking into account the followintactors

(a) the pay data that You have providedth the relevant Recruitment Cap Review form,

(b)  Your performance and compliance withe Deed includingthese Guidelines,

(¢)  Your compliance with workplace laws,

(d) whetherYou can providéhe appropriatesupport for the number of Workergou propose
to be Your new Recruitment Cagnd/or

(e) any otherrelevant information as determined bys
We will not increase Yourecruitment Capo more thandouble Your current Recruitment Cap.
Your current Raaitment Cap applies until We notifyouthat We have varied it.

If We have imposed a Recruitment Cap on You due to performance condéngill Notify You
whenWe consider thalYou carrequestto have it reviewed for an increase.
Note: RecruitmeniCaps will also apply to existirgeasonal Worker Prograne (SWBR and Pacific Labour SchemeL($

TransitioningApprovedEmployers who aréransferring to the PALMchemeDeed that had aecruitmentcap in place
under their SWP or PLS Deeds, or both.
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3.6. Offer of Employmeni{OoE)

Deed clauss9.13-9.15

3.6.1. In addition to the details referred to in sectiénG.3 Youmustinclude in eachdraft OoE
submitted by You under clause 9.1 of the Dessimuch information as possible to support
Workersto understandthe key elements of their Oolfcluding

@)

(b)
(©

(d)

anexample and explanation @f payslip, includingdetails that must be displayed under
Australian workplace laws (such@sductions superannuation, tax, gross amet pay,
casual loadingif applicabl@,

provisions for paid and/or unpaid leave thatorkersare entitledto,

other conditions such asrdinary hours of work, rest and meal breaks, provisions for
overtime ortime-off-in-lieu, piece rateq(if applicable)Yensuring You consider pay parity
requirements) and

what regular educationcommunicatiors and employment information will be provided
and how this will balelivered

3.6.2. Youmustensure that each OoE submitted by You under clausgéd.the Deed is consistent with
all lawsrelating to whatis permitted tobe included in an offer of emplayent. Theterms and
conditions of employmentffered must meetthe minimum requirements under thEair Work
Act, aswell as the requirements set out in the Deed and these Guidelines.

3.6.3. Youmustensure thateachOoEsubmitted by You under clause 8.4f the Deedcontains, as a
minimum, the following detalils:

@)
(b)

(©

(d)

(e)

®
9

(h)
@

Description of main duties such adeeding and watering stock, cleaning
Environmental conditionsof workt such agemperatures, outdoor/indoosetting heavy
lifting, manual labournoise geographic sing,

Modern Award or enterprise agreement or other registered agreemerdetails ofthe
Fair Workinstrumentthat will apply to the Worker,

Employment conditions such asninimumpayratesand/or piece ratesandother
applicableconditions of employmentinderthe relevantFair Workinstrument

Engagement Detaits such agob title for the role,details as to whether the relevant
Workers will be Bort-Term Workers(employed inseasonalvork forup to 9 months) or
Long-Term Workers(employed for 1-4 years)andthe commencement date and length of
the employment

Employment typet full-time, parttime, or casual

Hours of employment working hoursmust conform with the minimum hour

requirementsfor the relevanttype of Worker(i.e., Short-Term Workeror LongTerm

Worker) specified insection3.7,

Management structure who the Worker will be reporting to in the workplace,
Visarequirementst notification that employment is subject tine Worker candidate being
successful in their application for a Temporary Work (International Relations) visa (subclass
403)- Pacific Australia Labour Mobility streaor such other visa category as may be

specified in these Guidelines on the PALM website

ZFWQ NEShttps://www.fairwork.gov.au/employmeniconditions/nationalemploymentstandards
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() Workplace details t 2 OF GA2Yy FyR 02y al OG0 RSOFAfa , 2F GK
(k)  Welfare and wellbeing suppornt information about

()  the supportYouwill providein accordance with the relevant Welfare and Wellbeing
Plan andsection9.6, and

(i)  community contacts and opportunities for recreation and religious observaaee
the locationof their accommodation and workplac

0] On-arrival financial assistance specific information abouvhat Youwill provide in the
form of a cash advance to assist the Worker satt] and how thiswill be recovered
through short-term deductions See sectiord.1 below for the requirements relating to the
payment of a cash advance

(m) Deductiong anitemised breakdowrof all deductionsYoupropose to make from the
2 2 NJ S NXI(doteduhledSaddeduction is allowed by a law, court or Fair Work
Commission order, or under the applicable Fair Work instrunedhtieductionsnust be
principally fori K S 2 2bbidef aniDid subject to their writteagreement) and

(n)  Privacy Notice and Consent FoInS ELJt  Ayad K2g 22N] SNEQ t SNEZY
handled intheSchem& 455148 22NJ SNBEQ SELINB&aa Oz2yaSyd
information and consent to the disclosure of their Personal Information overseas. The
Privacy Notice and Consent Form also informs Workers of:

(i)  the identity and contact details of the Department,

(i)  the purpose for which the Department and its agents collect Personal Information
and

(i)  the consequences for the Worker if all or some of their Personal Information is not
collected by theDepartment.

(o) Terminationt specify the terms under which the employment may be terminated, whether
that be initiated by You or the Worker, including relevant notice periadd

(p)  Other informationt asNotified to Youby Us.
3.6.4. Youmustensure thatin addition to the list above, the OoE for each Worker includes:

(a) changes to anproposeddeductiors, and reason fothe change(e.g, the Worker declined
cash advance assistaricproposed deduction removed, airfdi@ccommodation
changed deductionamount amendedrom $X to $X per wegk

(b) details of travel arrangements for the Worker, including:
(i)  proposedtravel dates,
(i)  Port of Arrival, and
(i) domestic transfer arrangements
(c) details of their compulsory health insurance (including details of coverage),
(d) detailsincluding cosbf the accommaodationYouare offering to Workers,
(e) detailsincluding cosbf the transportarrangementdo and from work, and

() information about community contacts and opportunities for recreation and religious
observancenear the location of the Worker's accommodation and workplace

3.6.5. Youmust notoffer an OoE to mor&/orkersthan the number ofemploymentpositionsspecified
in therelevantApproved Recruitment.

3.6.6.  Youmustnot offer Workers any inducement other than:
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(@  what will be provided under the terms of thgpprovedOoE, and
(b) the assistanc& oumust provide to Workers under the DegihcludingtheseGuidelines.

3.6.7. Youmustmake all OoEs to Workers in writing, and electronically if requesyatie Worker with
sufficient time for consideration by Workensut no less than €alendardays(unless there are
exceptional circumstances, in which Youst Notify Us)

(a) Where the OoE relates to the transfer of a Worker, Wwst provide the Worker with no
less than 2 calendar days to consider the OoE.

3.6.8.  You must submit the draft OoE as part of each Recruitment Application You submit to Us.

Fair Workand Casual Employmenihformation Statemens

3.6.9.  Youmustprovide a copy of thé&air Work Information Stateme#tto all Workers in accordance
with the Fair Work Act

(@) Youmustensurethat a copy of tle Fair Work Information Statement is provided to
Workers prior to commencement or as soon as possible after commencement of
employment.

()  Youmay enclose it with the final OoE sent to the Worker to sign, or
(i)  make a copy made availakie Workersduring theArrival Briefing
(b)  The Fair Work Information Statemeistavailable in 9 Pacific and Timorese langu#prs
GKS Cc2hQa ¢So0aArids
3.6.10. In addition to the Fair Work InformatioBtatement,Youmust also provide a copy of tHewO

TranslatedCasual Employmemnformation Statemerf® to Workers who are beingffered
employmenton acasuabasisbefore, or as soon as possible after, they start their new job.

(@) Youmustensure a copy of the Fair WoBlasual Employmemnformation Statement is

provided to Workers prior to commencement or as soon as possible after commencement

of employment.
(i)  You may enclose it with the final OoE sent to the Worker to sign, or
(i)  Make a copy available to Workers prior to or during thedbrival Briefing.

()  The Casual Employment Information Statemisrtvailable in 9 Pacific and Timorese
language¥2y G KS C2hQa 46So0ariasSo

3.7.  Minimum Hours

Note: The Department may, under clause Jof the Deed, suspend Your obligations under this se@id@nwhere
there is a Force Majeure Event (such as a natural disasteadogshfire or flood).

24 FWQ What is aFair Work Information Statemeniittps://www.fairwork.gov.au/employmeniconditions/nationalemploymentstandards/fair
work-information-statement

25 FWQ What is a Fair Work Information Statemeritps://www.fairwork.gov.au/employmeniconditions/nationalemploymentstandards/fair
work-information-statement/translatedfair-work-information-statement

26 FWQ What is aCasual Employment Information Statemeinitps://www.fairwork.gov.au/employmeniconditions/nationalemployment
standards/casuaémploymentinformation-statement

27 FWQ Translated Casual Employment Information Statemetifis://www.fairwork.gov.au/employmeniconditions/nationalemployment
standards/casuaémploymentinformation-statement/translatedcasualemploymentinformation-statement
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Deed clausd1.1(c)

ShortTerm Placementgup to 9 months)
3.7.1.  Youmustoffer to each Shorerm Worker at least the following number of hours of work

(@) From the commencement of Your Deed to 31 December 2023 (incju¥iwemust offer to
each ShorTerm Worker at least 30 hours per week averaged tive? 2 NJ Blac&nent
until 31 December2023.

(b)  From 1 January 2024 to 30 June 2024 (inclusive)mstioffer to each Shorferm
Worker at least 30 hours per week averaged ovaretks during the Worker's Placement.

() From 1 July 2024,oumust offer to each ShorTerm Worker at least 30 hours per week
every weelkduring the Worker's Placement
LongTerm Placemens (1-4 years)
3.7.2.  Youmustoffer to eachLongTerm Workerfull-time hours of work
3.7.3.  If You are Continuing Approved Emplayer

(a) For Transition Recruitmentsydm the commencement of Your Deed to S88ptember 2023
Youmust commence transitioningach Longlerm Worketo full-time hours From 1
October 2023Youmust meet 3.7.2.

Limits on deductions where Workers offerddss than 20 hours work in a week

3.7.4.  For any week in which You offer less than 20 hours of Wotknust coverthe costof the
Worker's accommodatioandtransportfor that week(debt cannot be accruedyee sectiord.3.

Transition Arrangements for Continuing Approved Employers

3.7.5.  For Continuing Approved Employers, from 1 October 2023, or from the date of new Worker
Arrivalsunder New Approved Recruitments and Transition Recruitméntsichever is earliestpr
any week in which You offer less than 20 hours of worknYast cover the cost of the Worker's
accommodation and transport for that we€#lebt cannot be accrued$ee sectiorh.3.

Shutdowns

3.7.6.  Where aFair Workinstrumentapplying toanyLong-Term Workerallows forplanned annual
closures gite shutdownor closedowr), Youmust:

(@ meet any requirements undehe relevantFair Workinstrumentto paythe Worker during
the shutdown or

(o)  where the relevantair Workinstrument allowsYoumay direct the Worketo take annual
leave

3.7.7. If there is no requirement to pagWorkerunder the relevantair Workinstrumentduring
shutdown andthe Workerdoesnot havesufficient leave to cover the shutdown peripdou
must:

(a) providethe Worker withat least 4weeks advance notice odnyshutdown and ensureghat
they understandanyimpacts on paysuch aoptions forhalf pay leav€if the shutdown
period is not paid antbave balanceare insufficient to cover full periodjinancial support
andtemporary pause on remittansg

(b) cap the length oshutdowrs for the Workerto a maximunperiod of 4-weeksper year, and

(c) if the Worker may be without pay for the shutdown periguipvidethe Workerswith
financial support in the form of weeklyadvanceduring the shutdown period. The advance
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3.7.8.

3.7.9.

3.7.10.

3.7.11.

3.7.12.

3.7.13.

3.7.14.

mustbe no less than theveeklyminimum net take home wagsgpecifiedin section2.4.2
You must payhe advancen a weekly basi6.e.,not asa lump sunpaymen) to ensure
the Workerhassufficient fundgo support themselvedluringthe shutdown. You may
recover he advancehroughdeductions from the Worker's pawfter the shutdownin
accordance wittChapter 5

Standdowns

Youhave the right toestanddown Workersunderthe Fair Work Actif the Workerscannot usefully
be employed for reasons outsid# You control, such as equipment breakdowratural disasters
severe or inclement weathendindustrial action

Subject to anyrovisions undethe relevantFair Work InstrumentWorkersmay notbe entitled
to paymentor access paid leawduring a standdown. If no¥oumust Notify Us and

(@) offer the Workeralternate similay safeduties andpaythem the equivalenof their
standard hourof work (as specified in their OoE)

(b) if no othersimilar, safevork is availablestanddown the Worker witlpay equivalent to
their standard hours of workas specified in their OoE),

(c) enactrelevant provisionsinderYou Contingency Plgror

(d) enactaTemporary Portability Arrangemerif possible; refer to section8.7for further
information.

Refer tothe FWOwebsite?® for further informationon shutdowns andstanddowns

Leave and minimum hours

Youmustnot usea? 2 NJ BBEIRdve entitlemer? either paid or unpaidwvhere Youhave
directedthe Workerto standdown You must providéeaveto Workers during a standdown in the
form of miscellaneoustanddownleaveto meet therequirements undesection3.7.9

WhereWorkers are paid standard houfsr the period of the standdownthis will counttowards
the minimumhour requiremens specified in sectiof3.7.

For the avoidance of doubthis requirementdoes not apply in the situation wherender the
applicable Fair Work Instrumentouare able to direct a Worker to takmid or unpaideave
duringa shutdown. Refer tgparagraph 3.7.4 of these Guidelines

Fair Work Instruments

If any Fair Work Instrument applies to a Worker, and the terms of that Fair Work Instrument
impose a higher number of minimum hours than those specified in this settipthe minimum
hours imposed by the Fair Work Instrument will apply.

28 FWO- Shut downsand Standdownshttps://www.fairwork.gov.au/toolsand-resources/library/K600633 Differendsetweenstand-down-
unpaidleaveshutdown#:~:text=A%20shut%20down%20is%20also,by%20an%?20award%200r%20agreement

29 FWQ¢ National Employment Standardstips://www.fairwork.gov.au/employmeniconditions/nationalemploymentstandards
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Chapter 4. Changes tAApprovedRecruitments and
Employment Conditions

Mandatory Requirements Overview Changes tdApprovedRecruitment and Employment conditions

This chapter outline¥ou responsibilitie®f what Youmustdo whenYouneed to make a change & Approved
Recruitmentincluding any changes to any Plan forming part of an Appr&®eztuitment or the terms in any QoE

4.1. Changes tApprovedRecruitments

Deed clauss9 and 10

4.1.1.  Subject to sectiod.1.2 Youmust not implement any proposed change to an Approved
Recruitment, including any proposed change to a Plan or OoE forming part of an Approved
Recruitment, unless We have given Our prior written approval.

4.1.2.  Anexceptionto the obligationto obtain Our prior written approval referred to this section
4.1.1is whenYouneedto relocate Workers due to urgent and unforeseeable circumstanire
which casenly verbal approvarom Usis requiredg refer to Chapter 13or further information
on Reporting requirement©Other exceptions tahe obligationin sectiond.1.1are specified in
Table below.

4.1.3.  Where the Departmenapprovesa change to an ApprovegecruitmentOoE(such as a change to
the Worker's conditions oémployment) Youmust ensure that anysuchchangeis genuinely
agreed toin writing by eachrelevantWorkerbeforethe changds implemented Your attention is
drawn to clause 9.5 of the Deed aldu continuing obligation to comply with Australia's
workplace laws.

4.1.4. Any dhangedo a Worker's conditions of employmentust be communicated to thenby email, if
requestedby the Worker

4.1.5. Youmustadhere to the requirements of thEair Work AcandYou obligations undeany
applicableFair Workinstrumentwhen implementing &K | y3S Ay (GKS GeLS 2F ¢

4.1.6.  Youmust consult withthe relevantWorker's and genuinely consider any feedback providbgd
them before implementinga change to the type of worthey perform.

417. !''yeé OKIy3aSa G2 I 2 2 NJmiskddhere © the raquifedent® of theFAiy 2 NJ R
Work Actand applicable Fair Work Instrument regarding the provision of training and skills
progression, and where applicable, increases to minimum rates of pay and entitlements.

4.1.8. You legalobligations maylsochangewhere there is a change to the type of work performed by
a Worker,such aobligations relatingo work health and safetyequirements and/or provision of
trainingto ensure Workers holthe necessary skills/certification to undertake the duties

4.1.9. Youmustserd details of anxhanges to any Approved Recruitment (including any proposed
changes to any Plans or OoEs forming part of the Approved Recruittodsgyiathe
Department's IT Systems
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Table 6:0Overviewof requirements relating to proposed changes to an Approved Recruitment (including
any proposed changes to any Plans or OoEs forming part of the Approved Recruitment)

Type ofchangeto Approved Requirements for the change Approvalby Us required prior

Recruitment to implementation (Yes or No)

Increasethe number ofWorkers ~ When requestingdurapproval for he proposed Yes
permitted to berecruited under  change YoumustincludeLabour Market
the Approved Recruitment Testingin accordance with these Guidelines

Change to the arrival/departure  Youmust Notify Us through the Arrival Report No

date of Workers or Departure Reporif the changeo the arrival
Lesthan (<) 2-weeksof the date ~ OF departure dates within2 weeks of the dates
approved specifiedin the relevantRecruitment Plathat

has been approved by Us

Change to tharrival/departure Youmust Notify Us and seek Oapprovalif the  Yes°

date of Workers variation to the arrival or departure datess
2-weeks or greater thathe date ~ changedr is likely tochangeby more than2
approved weeksof the datesspecified in theelevant
Recruitment Plathat has been approved by Us
Change to the work See sectiog4.1.1and4.1.2for requirements Yes
location/Host Organisation for regarding changes to any Approved Plan (sucl
Workers(mustbe inline with as a Recruitment Plan or an Accommodation
relevant Labour Hire legislation  Plar). See sectioné.1.3to 4.1.9for
and requirements) requirements regarding changes to any OoE.
Where the change is n@iready  Youare responsible for paying the faibsts of
allowed undetthe relevant relocating Workers from one work location to
Recruitment Plan another.
Changeof Worker Youmust Not Youdo not need to seek
Accgmmodatlon Notify Us within 5 Business Dagfer Ourfurther approvalfor
In circumstances where the new the move accommodation thats already
accommodatiorhas been approvedby Usunless therehas

1 Prior to the moveclearly explairany
change ilmccommodatiorcoststo the
Workers includinganyincidental
costssuch as gardening, cleaning Yes for any change to any Oot

previouslyapprovedby Usas part
of an Approved Recruitment

beena changeof the type
referred insection10.8

meals and In the case oAnurgent and
1 comply with section!.1.3with respect Unforeseen accommodation
to any proposecthanges to move refer to section10.9.

deductions related to accommodatior
costs specified in the OoEs for any
relevant Worker, and oncapproved
by Us, provide a new or amended Oc
to the Worker and receive their signe
agreement prior to the move

30 Youmust Notify Us as soon a$oubecome awarghe change has occurred or therdilely tobe achange, or by 5.00 PM (AEST/AEDT) the next
Business Day, at the latest.
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Type ofchangeto Approved Requirements for the change Approvalby Us required prior

Recruitment to implementation (Yes or No)
Changeof Worker You must submit an updated or new Yes
Accommodation Accommodation Plan. See sectiéri.land
In circumstances where: 4.1.2for requirements regarding changes to ar
Approved Plan (such as a Recruitment Plan ol
1 the new .
. Accommodation Plan).
accommodationhasnot
beenpreviously Youmust
approvedby Usas part 1 Notify Us at leasB calendar days
of an Approved before moving the Workers
Recruitment or f  Prior to the moveclearly explain any
9 the previously approved change in accommodation costs to th
accommodation has Workers including any incidental
changedas desched in costs such as gardening, cleaning,
section10.2 meals, and
1  comply with sectiont.1.3with respect
to any proposedhanges to
deductionsrelated to accommodation
costsspecified in the OoEs for any
relevant Workerand once approved
by Usprovide a new or amended Ool
to the Worker and receive their signe
agreement prior to the move
If requested by Us, Yauustprovide Us with a
copy of the Workers written agreement to the
move.
Change of Worker Subject to the following provisiofY,oumust No
Accommodation Notify Usat least14 calendardaysprior to a
Accommodation where the Worker vacating accommodation that has bee
Worker chooses to arrangeir ~ @rranged or provided by You aagproved by
own accommodation. Us.
If the Workerdoes not provideY ou with14
calendaRl 83 Q y2GA0S8 27F
to their own arranged accommodation, then
Youmust notify Uswithin 7 calendar days ahe
Worker vacating Youapproved
accommodation.
Change in the type of work Youmust Yes
performed (including promotion Notify Us Zcalendar daysrior to
or any upskillingof an existing implementing the proposed change
Worker)

1  Provide Us with relevant Labour
Market Testing in accordance with
section3.3, and

If the work differs from the type
of work specifiedin the relevant
Approved Offer of Employment
1 comply with the requirements in
sections4.1.1t0 4.1.9
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Type ofchangeto Approved Requirements for the change Approvalby Us required prior

Recruitment to implementation (Yes or No)
Change to the Welfare and Youmust: No
Wellbeing Support Persds) f  ensure Workers are provided with the

contact details for the new support
person, prior to or immediately
following the change, and

1 Notify Us of the change as soan
reasonably practicable, but within 7
calendar days of the change occurrin

Reduction in rate of pay You must Yes
. 2dz OFyy2id NBRd f  comply with the requirements in

rate of pay without their section4.1.3 noting that a reduction
agreement and written consent. in pay is a change to the OoE, and

If the Worker does not agree to 1 discuss and explain to the Worker the

the reduction in payate, and You reason for the proposed reduction.

pay the Worker less than the rate Note: Any reduction in paynust:
set out in the approved Oaénd it

is less than the minimum
applicable pay rateYou will be in

breach of the employment
contract. 1 meet the minimum pay requirements

under the relevant Fair Work
Instrument andbe compliant with the
Fair Work Act.

meet the minimum hour requirements
as set out in the Deed, including thes
Guidelines,

Increasein hoursof work Workers may be provided with additional hour: No
of work, provided those hours are in accordan:
with the relevant Fair Work Instrument, and Yc¢
otherwise comply with the requirements under
the Fair Work Act relating to entitlements, suct
as overtime, penaltyates and rest breaks.

Decrease in hours of work Youmust meet You minimum hoursobligations  Yeg if Worker hoursof work
undersection3.7. are reducedo less tharthose
specifiedinfi KS 2 2NJ S

Change to deductions All deductionsnustbe: No
(other thandeductions for 1 made in accordance with
accommodatiorcostg requirements under the Fair Work Ac
Increasinggecreasingor new and applicable &r Work Instrument,
deductions that differ from including authorised by the employee
deductionsspecified in an in writing and be principally for their
Approved Offer of Employment benefit
https://www.fairwork.qov.au/pay i be reasonable in the circumstances
andwages/deductingpay-and and not directly or indirectly benefit
overpayments You andneet You obligations under

the Deedand Chapter Bf these

Guidelines

T ! 2 2 NyrileNIEyéeementmust

be genuine. Workers must not be
forced to agree to new or changes to
deductions
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4.2.1.  Subject to the Deed, including these Guidelines, You may, while the relevant Worker is in
Australia,subject to relevant Participating Country advio#er:
(@) alongTerm Placement ta ShortTerm Workeyor
(b) an extension of the Longerm Placement ta LongTermWorker.

4.2.2.  You may only make an offer under sectiof.1if:

(@) the role being offered is a genuine, yaaund, ongoing role (i.enot consecutive seasonal
ShortTerm Placements) and it has an equivalent or higher skill level as compared to the
skill level of the role that the Worker is currently working in,

(b)  Youcomplywith section4.1, including sectiod.1.3in particular, in relation to the change
to the relevant Approve®oE and

(c) the total duration of the Worker's stay in Australia, if they accepted the offer, would not
breach their visa conditions.

t NEOSaa (2 GNIyaAadAaAzy 2N SEGSYR | 22N)] SNDa tf
4.2.3. Before You make an offer under secti®2.1, Youmust:
(@) submit a new Recruitment Application reflecting the proposed change to the OoE through

the Department's IT Systems in accordance Wittapter 3, and include the following
information:

() the nature of the proposed change to the original Placement (BliprtTerm
Placemento LongTerm Placement, or extension of a Lehgrm Placement)
(i)  the Worker's total length of stay in Australia if they accept the offer,

(i) the proposed commencement date of the Lefigrm Placement, if this is being
offered to a ShorHTerm Worker, and
(iv) acopy of the proposed new OoE,
(b)  receive Our written approval of the Recruitment Application, and
(c) assist the Worker tapply and receive approval for a new Temporary Work (International
Relations) visa (subclass 4@3acific Australia Labour Mobility stream or other relevant
visa subclass under the PALM stream (refer to se@itifor further information on
assisting Workers with their visa applications).
Note: Recruitment and visa processing times may vary, it is recommended that You start the process of transitioning or
extending a Worker Placement at le@s12 weeks prior to the Workers visa expiry date to avoid the Worker having to
return to their home country or becoming unlawful.
Transitioning a Worker from a Shoifferm Placement to a LoAgerm Placement (Onshore in
Australia)

4.2.4.  When You offer a Shefiierm Worker a Lonrgerm Placement, th®1OPmaynot apply between
those Placements.

4.2.5. Inrelation to any transition by a Sheferm Worker to a Longerm Placement Yanustensure
that:

(a) the Recruitment Application relating to the Lofgrm Placement is approved by Us before
0KS 2 2NJ SN derdRMIBN i du¢ t Geakh, and that the Ebeign
Placement commences immediately following the end of $t@rtTerm Placement
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4.2.6.

4.2.7.

4.2.8.

4.2.9.

4.2.10.

4.2.11.

4.2.12.

4.2.13.

(b) approval has been provided by Home Affairs for Tleenporary Work (International
Relations) (subclass 403Pacific Australia Labour Mobility stream visa for the Edagn
Placement, and

(c) the total period that the Worker will be in Australia (being the combined period of the
ShortTerm Placemerand the Longlerm Placement) does not exceegdars.

In relation to any transition by a Shererm Worker to a Longlerm Placementyoumust provide

the Recruitment Application approval number to the Worker and assist them to complete their
visa application for the LorGerm Placement (refer teection6.1 for further information on visa
applications).

Youmustexplain to the Worker any change to tax rates and other tax related matters, such as the
requirement to lodge an annual tax return as a Ldmgm Worker due to their extended stay in
Australia and advise the Worker that:

(@) further information relating to Workers and tax can be found on #¥eOwebsite:ATO:
PALMschemé?, and

) F 22N] SNR&a 3IdzARS A& | @ Af |l oflSdogdg/a Taxkedifat | [ a

Where any ShofTerm Worker does not consent to transferring to a L-gegm Placement that

You have offered the Worker, the Worker will continue to be employed irSthatTerm
Placemenuntil their OoE ends.

Extending a Lond erm Placement while onshore in Australia

You may offer to extend the employment contract of a L-diegm Worker provided the total
Placement period will not be more than 4 years.

If the offer of extension is accepted, the Worlevisa may need to be extendetidtstay period
granted is generally the same length as the original OoE in Australia)

If a visa extension is required, Yimwst provide the recruitment approval number to the Worker
and assist them, if needed, to complete their visa application (refeettion6.1 for further
information on visa applications).

Recruitment by a different Aproved Employe(Onshore in Australia)

If You have identified a Worka&tou would like to employ bwutho currently works for another

Approved Employetbeforeofferingthat Worker an OoE You must fibtain Our approval for
the relevantOoE under clause 9 thgeed anccomply with all other relevant provisions of the
Deed, including these Guidelines. See, in partic@lbapter 3andthe sectionsn Chapter 4itled:

(a) Transitioning a Worker from a Sheferm Placement to a Lofigerm Placement (Onshore
in AustraliaYsee sectiong.2.4onwardg, or

() Extending a Lon@erm Placement while onshore in Austrgbae sectiont.2.9onwards).

You must:

¢

(a) completethelLINR OSaa G2 OKLI y 3 Sbefore givihgNd VorkE whot £ | OSYSYy

currently works for anotheApproved Employean OoE, and

31 ATO website PALM schemeénttps://www.ato.gov.au/Individuals/Comintp-Australiaor-goingoverseas/Comindo-Australia/PacifieAustralia
LabourMobility-scheme/

32 PALM scheme Resources/Lodging a Tax Returtips://www.palmscheme.gov.au/resources/lodgifex-return
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(b)  only recruit the Worker with their agreement and upon completion of their current
Placement with the otheApproved Employemnless an earlier time is agreed to by the
Worker and the other pproved Employer

4.2.14. If there is a gap between the Worker ceasing employment with the oNpgroved Employeand
commencing employment with You, You must ensure tgproved Employerthe gap does not
exceed 7 calendar days. You and the othpproved Employewill share any costs associated
with the change in the Worker's employer, including the costs for any relocation of the Worker.

Chapter 5: WageDeductions

You must ensure that amdeductions that You make from a Worker's wages:
1 are in accordance with the requirements of:
0 any relevant law, including the Fair Work Aamd
o0 the Deed, including these Guidebnand
1 do notinclude any part of Your related costs, such as costs associated with:
the selection, recruitment and arrangement of accommodation and transport for Workers

o travel to Participating Countries
0 obtaining a licene to recruit from a Participating Countigr
0 using a recruitment agent to recruit on behalf\afu

5.1. What s covered byfou

51.1. Youmustl aaAad &AGK RANEB O iéparturd dng oreyrieh ofsts (iAcRdinyS NB Q L.
providing financial advances to Workers) in order to meet Our minimum standards of Worker
support requirements.

5.1.2.  Youmustoffer each Worker a cash payment that will be made prior to the Worker starting work
(a 'cash advance’) to assist the Worker with their-geparture and orarrival costsThe cash
advance that You offer to each Workeaust not beless than AUD $200.

5.1.3. Ifthe OoE provided to a Worker specifies that You will provide a cash ageamtt@at Youwill
deduct this from the Worker's pay Youwstchange the deductions specified in the relevant OoE
if the Worker declines the cash advance.

5.1.4.  Youare responsible foensuring thata deduction is permittedinderthe Fair Work Actincluding
underan applicabld=air Work Instrument

5.1.5.  Whether a deduction ipermitted under the Fair Work Act depends:
(a) what the deduction is fqr
(b) the individual circumstances of each Workand
() what Workers may have already paddarranged themselves

Note: Youcannotmake a deductionrbm a Worker pay if they have alreaggidfor andmadetheir ownarrangements

5.1.6. Deductiongnay include:

(a) airfares for travel taand fromAustralia
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5.1.7.

5.1.8.

5.1.9.

5.1.10.

5.1.11.

5.1.12.

5.1.13.

(b) the cost of travel from the Port of Arrival in Australia to the locatirerethe Worker will
be accommodatedr to the work site

(c) costs associated with the vipaocessing requiremeniand working in Australisuch aghe
cost of obtaining healtinsurance, health checkgrays, police and/or character checks in
Australia and home countries

(d) costs associated witassising Workers with the purchase of necessary personal effects
(e.g., bedding, food, and/or costs associated with the establishment of appropriate and
necessary telecommunications.§.,purchase of mobile phone/SIM cajd)

(e) anycash advancthat the Workeraccepts (see sectidghl.2regarding Your obligation to
offer each Worker a cash advangce

() clothes and shoethat are not considered Personal Protective Equipment (PPE) under WHS
Regulationsbut whichare necessary foorkers and

() any otherdeductionthat is authorised by lawnder section 324 ahe Fair Work Act othe
applicableFair Work Instrumenandis agreed to by Us.

Minimum net pay guarantee

Youmust ensure a minimum net pay guarantee for Workers after tax and deductions of $200 a

week (debt repayment can be extended).

End of Placement debt

Any outstanding debt cannot be carried over after the Worker has completed their Placement in
Australia and returned to theifome @ dzy G N2 6 A ®dSodx y2i SEGSYRSR (2
in Australia).

How to deduct

Youmay recovelany costsYouincur in relation to aVorkerthat are deductions permitted under
clause 11.1(d) of the Deexver a minimum period of 1@&eeks via deductions from thé&/orkers

pay.
Youmust not recover these costs over any period less thamweeks unless
(a) the Approved Recruitment is less thand2eks, or

(b) itisrequested by the Worken writing andthe net take home wage for th@/orker after
tax and deductions is no less than $200.00 per week

In addition to the other requirements set out in this secti®d, Youmust ensure that any
deductions that You make from a Worker's wages

(a) areexplainedto the Worker, and argenuinelyagreed to in writing byhe Worker(without
coercion)before the deduction is made

(b) relate to items that are principally for the Worker's benefit,

(c) only relate to expenses that represent value for money. This means that, when You have
the option of purchasing two or more items of similar type and quality, nfost only
purchase the least expensive item, and

(d) areaccuratereasonable and at cost

If the Worker withdraws their consefidr one or moredeductiors (except where ordexd by a
courtor the Fair Work Commissifry oumust ceasethe deduction andnust resolvethe dispute
prior to further deductiors being maddrom the Worke@ wages.

Disputes generally occur:
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(@) where the deduction has not beappropriatelyexplained and/or

(b)  Youhave not provided sufficient evidenseich asa Satement of Deductions to the
Worker.

5.1.14. You must ensure thain relation toany deduction from a Worker's wages, the deduction is
explained in the Worker's pay slip, ioraSatement of Deductions provided to the Worker
including the following information

(@) whether the deduction i®ngoingor is ashortterm deduction,

(b)  whateach deductions for(i.e., each deduction must be itemised)

(c)  show theinitial amount owed(i.e., the total cost of the deduction)

(d) identifywhendeductionsoccur (veekly/fortnightly) andthe duration over which
deductionsfor particular items will be madand

(e) showthe balance owing

5.1.15. Youmustonly providea Worker with the information referred to in sectidn1.14electronically
(e.g, by email)if the Worker requests thisand the Worker is able to receive the information in
this way.Otherwise, You must provide that information to the Worker in hard copy.

5.1.16. Youmustensure that all information that You provide to any Worker, in any form and by any
means, is true, accurate, and complete at the time of its provision to the Worker, including any
information relating to deductions for their wage.

5.1.17. InformationaboutResolvingWorkplaceDisputes® and EffectiveDispute Resolutiolt can be
found on theFWOwebsite.

5.1.18. Disputesnustbe resolved in accordaneeith schedules.1 of theFair WorkRegulationsor the
dispute resolution clause undéhne relevantFair Work Instrument

5.1.19. For more information on howoumust manage Worke(Grievances refer t@ection9.12

5.1.20. Inrelation to any deduction that is for an item or service tNatupurchased You must ensure
that the deduction isat cost', which means that

(a) the deduction reflects theactualamountpaid byYoufor the relevant item and

(o)  does notinclude any profit margin, generat administrative expenses, any othermark-
up or additional cost
Note: In general, any charge above a cost recovery charge vimeuidcontravertion of the requirements of the
Fair Work Act
5.1.21. WhereYou become aware that the actual cost for a particular item differs framathount
estimated for that itemin the ApprovedOoEYoumust, in addition to complying with all other
requirements set out in this Chapter i relation to changes to

(a) inrelation to changes to accommodationssts,provide a new Ookb Us for approvahs
soon as possible aftéfou become aware diie change thasets outthe updated costs and
deduction amountsor

33 Fair Work OmbudsmanResolving Workplace Disputéstps://www.fairwork.gov.au/toolsand-resources/lanquag@elp/english/issuesn-the-
workplace/resolvingwvorkplacedisputes

34 Fair Work OmbudsmanEffectiveDisputeResolution https://www.fairwork.gov.au/toolsand-resources/bestpracticequides/effectivedispute:
resolution
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5.1.22.

5.1.23.

5.1.24.

5.2.

5.2.1.

5.2.2.

5.3.

53.1.

5.3.2.

(b) in relation to changes to costs other than accommaodations costs éeofpange in air
fares),useYou own template or a variation lettemotifyingthe Workerof the change and
seektheir written agreement to recoup the actual cost incurred.

Youmust provide RecordsasDocumentary Evidende substantiate deductions, such as rental
agreements and utility invoices, tmyWorkeror their nominated advocatandor Us when
requested.

We may request evidence of wage deductions for monitoring requirements and to ensure that
deductions are being made in accordance with the Deedudingthese Guidelines and relevant
workplacelaws

Refer toChapter 14or more information abouSchemeAssurancéictivitiesand monitoring
requirements.

Education on deductions

Youmust:

(@) provide training to each Worker regarding the information on their pay slips, including
information related to any deductions and/or Statement of Deducti@ighe nextfaceto-
face meeting withthe Welfare and Wellbeing Support Personwithin calendarl4 days
after the day on which any Worker is first paid ¥gu(whichever is soonerpnd

(b)  provideeach Worker with information on thexpecteddate that anyshortterm
deductions are deto cease, sthe Workerhasarealistic expectation of when their
disposable income will increaséou must provide this information to the Worker on the
first pay slip that covers the relevant shéerm deduction or in a Statement of Deductions
provided to the Worker at the same time as that pay.slip

A factsheeto assistYouto explain payroll deductions @vailable on the?ALM scheme website
under Resourcés

Unauthorised deductions

Youmust not make adeducion¥ N2 Y 2 2 NJ SNA Q ¥Wdudik&tly orindiredthiandisS y S ¥ A
unreasonable in the circumstances.

In addition to the restrictions on deductions You may makecified in claus&l.1(d) of the
DeedYoumust not chargeanyWorker, or deduct fromthe Workers wage

(a) any expenses that are incurred lpuin meetingYou statutory obligations andou
obligations under the Deed. Such expenses include expenses in relation to:
(i)  welfareand wellbeing costs, unless expressly authorised under these Guidelines,
(i)  uniforms or any branded clothing and/or apparel,
(i)  training and PPE for WHS,
(iv) vaccinations required for employmef(g.g.,Q Fevey, or

(v) administrative expenses incurred NMpuin relation to participation in th&cheme
includingadministration time spent arranging paslips, briefings, dispute resolution
and community engagemeifior Workers

35 PALM scheme websitéPayroll DeductionExplainedhttps://www.palmscheme.gov.au/resources/payraleductionsexplained
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(o) any amount in respect of any of the Worker's accommodation or transport costs for any
week in which You offer the Worker work fless thar20 hours in accordance witB.7.4

(c) any amount less than $2CG% per the minimum net pay guarantes
(d) any amount owed by the Worker to You relating to a previous Placement.

5.4. Record keeping

Deed clauss1l.1(e) and 46

5.4.1.  Youmustmaintain true, accurate and complete recor@s Documentary Evidencdthe hours
worked by Workersincluding where Workers have declined hours offeredrbydue to iliness,
leave or any other reason provided by the Worker

5.4.2.  Youmustkeepthe following records in relation to each Workfar 7 years:
(a) pay details, includindeductions and evidence to support the deductions,
(b)  hours of working, including any overtimagnalty payments and casual loading,
(c) leave,including leave taken and balancesd

(d) superannuatiorcontributions including amount paid, pay period, date(s) paid fund
details.

5.4.3.  Youmustadhere tospecificrecord-keeping requirement#f Youemploy pieceworkersRefer to
Fair Work Ombudsman websitéiecework record® for more information

5.4.4.  Workerrecords are private and confidentj@nd You must ensure théttey are only accessed by:
(@ You
(b)  You payroll staff,
() the Worker, and
(d) authorised individuals, such as an accountavitere there is a need to know

5.4.5. If aWorkerasks to see theirecords,Youmust make them availablen accordance with clause34
of the Deed This includes aftehe Workerhas ceased employmemtith You

Note: You must comply with Your obligations in relation to the handling of Personal Information such as Worker Records,
including obligations relating to the use and disclosure of Personal Information, in accordance with Chapter 15 of these
Guidelines anection C1.7 of the Deed.

5.4.6. If appropriate records are not kept or are found to be incorrect, Fair Work Inspectyssue
Youwith a fine, called amfringement noticé’.

5.4.7. Refer to theP/VOwebsite®® for more informationon recordkeeping requirements

5.4.8.  Note that the requirement to keep records is set out in the Fair Work Act, and these Guidelines
only provide a brief overview of these obligations. You are required to familiarise Yourself with all
obligations under the Fair Work Act and may be subjegrtsecution or penalties for nen
compliance with record keeping requirements in the Fair Work Act.

6 FWQ Piecework recordshttps://horticulture.fairwork.gov.au/pieceworkecords
S"FWQ Infringement noticeshttps://www.fairwork.gov.au/aboutus/complianceand-enforcement/infringementnotices
38 FWQ Recordkeepinthttps://www.fairwork.gov.au/payandwages/payinewages/recordkeeping
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5.5. Pay andpay slips

Deed clause 11.1(c)
5.5.1.  Youmustensure thatWorkers:
(@) are employed for at least the minimum working houaad
(b) receive at least the minimum rates of pay,
either:
(c) specified in these Guidelingsr
(d) as required by law, including the Fair Work Act,
whichever is higher.

5.5.2.  Youmustprovidea payslip toeachWorker within 1working day of paymentf the relevant
paymentbeing madeeven if a Worker is on leave.

5.5.3.  Youmusthelp Workers understand how to correctly read amttlerstandtheir pay slifs. This
includes

(@) the difference between gross and net pay as reflected on theyrslips
(b)  how the tax amount withheld was calculated,
(c) overtime penalty, and casual loadipgyments and

(d) deductions, ensurinthe Worker understands thpurpose and reason for each deduction,
and cumulative totals ahort-term deductionssuch asnobilisation costs.

5.5.4. Youmustensure that Workergay slig meet the requirementsnder theFair Work Act. Without
limiting You obligations at law with respect to Workemay sligs Youmust ensure that eaclpay
slipthat Youprovide to a Worker clearlyets out the following amounts

(a) the grossand netpaythat the pay slip relates to

(b) anydeductionsfrom the Worker's paysee sectiorb.1.14),

() thetaxdeduction

(d) the superannuatiorcontributionspaid by You into the Worker's superannuation accqunt
(e) the Worker'sordinaryhourly rate, and

(f)  any loadinggincluding casual loadingallowancespenalty rate etc.

5.5.5.  Youmustensure that all information that You provide to any Worker, in any form and by any
means, is true, accurate, and complete at the time of its provision to the Worker, including
information set out in any pay slip.

5.5.6. Refer to theFWOwebsite:Pay slig*® for more information

Note: Youmust maintain true, accurateand complete Recordggardingpay and conditions, work history and pay
slips. The obligation to create and maintain Records about the hours worked by Workers includes hours worked by
Workers to which a Piece Rate agreement applies (Deed clduiée).

S FWQ Pay slig: https://www.fairwork.gov.au/payand-wages/payingvages/payslips
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Chapter 6: Worker VisaApplicationand Predeparture
Preparations

Mandatory RequirementsOverviewc Worker Visa Applicatiorand Preparations foPre-departure of Workers

from their Home Country

This chapter outline¥ou responsibilitiesn relation tothe preparationsYouneed to make priorta2 2 NJ S N
departure from their Home Countty Australia.

6.1. Visa Application
6.1.1.  Youmust pay for the following costs on behalf of each Workanless the Worker already has a
visa)
(a) the initial costs othe Worker'sapplicationfor the visa that the Worker is required to have
to participate in the Schemand

(o) anyother costsrequired to be paido secure the visa, including the cost of health checks
and police checks.

6.1.2.  The costseferred to in sectiort.1.1may be recovered by Ydhrough pay deductions in
accordance wittChapter 5

6.1.3. To be granted a visa each applicatronst have a PALM Recruitment Approval Letter attached to
the application. This is to veritizat:

(@) the PALM Recruitment Approval number entered in the visa application form aligns with
the Recruitment Approval Number in the PALM Recruitment Approval Letter

(b)  the number of applications lodged/granted does not exceed the number of positions
specified in the relevant Approved Recruitment,

(c) the details in the visa application reflect thge of Placemenin the relevant Approved
Recruitment(i.e., a ShortTerm Placementor a LongTermPlacement) Thisensuresthe
correct visa period and conditiomse applied to each visa graed, and

(d) Yourinformationin the relevantApprovedRecruitment aligns with the TAlgtailsattached
to the visa application

6.1.4.  Youmustensure that all visa applications lodged are comp#gid decision readynd Youmust
ensure there is a minimurdweek period between the visa application and the Worker
mobilisation date This meansall the information provided in the application is correct aaid
requireddocumenttion is attachedand is

(a) valid,

(b) clear,

() complete and

(d) submittedon behalf ofthe correct applican{Worker)

6.1.5. Home Affairs commits to timely and efficient processing of visa applications on the basis that visa
applications are completéf Youfail to submita decisiorready application this will delay
processing othe application.

6.1.6. If there is a need to request additional informati¥oeuwill be notified by Home Affairsll
requesst should be actioned promptly to avoid lengthy delays in procesbimgpplication.
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6.1.7. Requests to complete an Immigration Medical Examination should be arranged as soon as
possibleafter being notified of the requirement

6.1.8.  Rder to the Home Affairs website for the latest information regarding visa requirements:
Temporary Work (International Relations) visa (subclass 403) Pacific Australia Labour Mobility
streant®.

6.1.9.  To help ensure timeframes for recruitment are mggushould
(@) planahead forYou labour needs,
(b)  submit decisiorready visa applicationsnd
(c) allow adequate time for visa applications to be processed.

Important: Visa applicationsnust be lodged at least4 daysprior to proposed travelApplications will be processed as
soon as possiblédowever,Home Affairs cannot guarantee outcomes of applications lodged outside of this timeframe
or wherethe applicationis not decisionrready when lodged

6.1.10. The visa application procefs the Workeris You responsibility including monitoring the
progress othe application.

6.1.11. For each Worke¥oumust submitto Us a copy of any documents providedYou by Home
Affairs confirming that the Worker's visa has been grantedether witha copy otthe OoE
signed by the Worker

6.1.12. If a Worker has a pending visa application that is no longer requff@amust:
(@ withdrawthe visa application within 1Business Days Youbecoming aware it is no
longerrequired, and
(b) advise Us in writing dhe withdrawalof the visa application
Important: We willnot considerreimbursenent of costs related to upfront travel whergéouhave purchased flights
prior to the visa application being finalised and approved by Home Affairs.

Workers who have a visa issued and did not arrive in Australia

6.1.13. If aWorker has been granted a visgquired for them to participate in the Scherbet has
decidednot to participate in the Schemeor did not arrive in Australia for some other reaséou
must notify Home Affairs through ImmiAccount. Refer to the Home Affairs website for
information regarding all obligations that apply to temporary activities sponsors.

6.1.14. If under any Approved RecruitmeNbu have arranged for Workers to travel to Austradiad
fewer Workers tharthe number ofemploymentpositionsspecified irthe relevantRecruitment
Planarrive in Australia

(@) Youmust Notify Usimmediatelyand, if You wish to recruit more Workers than the number
that arrived in AustraligprovideUs withan updatedRecruitment Applicatiofior approval

(b)  Youmust notlodge the visa applicatiafor any new Workersntil We haveapproved the
updated Recruitment Applicatioand

(c) if We approve the updated Recruitment Application You must only recruit the new Workers
within 6 months of the date of arrival specified in the original Approved Recruitment.

6.1.15. To be granted a PALMreamvisg eachnew applicationmust have an amended PALM
Recruitment Approval Lettaattached

40 Home Affairs PALM stream visattps://immi.homeaffairs.gov.au/visas/getting-visa/visalisting/temporarywork-403/pacificaustralialabour
mobility-stream
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6.1.16.

6.2.

6.2.1.

6.2.2.

6.2.3.

6.2.4.

6.2.5.

6.2.6.

Lodginga visaapplication without thePALMRecruitmentApprovallLettermay delay the
processing of the visa application.

Worker Pre-Departure Briefing (PDB)

The Managin@ontractor and/or the relevant Participating Country LSU will provide Workers with
a comprehensive PDB to help them understand and prepare for life and work in Australia.

YoumustensureYou recruitment and mobilisation timeline allows Workers to attend a PDB
before departing theiHome Country.

In each Recruitment Application th&busubmit to Us for approvaloumust providea copy of
any materialsthat Youintend to be provided to Workers éie PDB You must ensure that those
materials includenformation about:

(@  You place of employmenand the type of workWorkerswill be doing

(b) transportation arrangements anatho Workerscan expect to meet them on arrival in
Australia

(c) accommodation arrangements that have been made for Workers while they are in
Australia,

(d) what Workers can expect in Australia, suchitaslocal area where they will be livingpe
climate local sporting clubs, churches, other Pacific Island or Hiresite diaspora groups
in the area,

(e) expenseghat maybe deductedfrom theirwages, in accordance with requirements under
Australian workplace laws

(f) arrangements for Worker international flights and transfer from the airport to the work site
or accommodationand

(9) arrangements for Worker movements betweépprovedEmployers, if applicablgrefer to
section8.7).

If Youare a Labour Hir®rganisationYoumust, before providing the information referred to in
section6.2.3to Us,obtainrelevantinformation fromeach relevanHost Organisatioso as to
ensure that the information provided tos undersection6.2.3is accurate

PALM resources are available to assist all stakeholders in the preparation of material that will be
provided to Workers during their PDB
Information for Workers and LSUs prior to departure froome Country

Foreach Worker departing their Home Country to travel to Austrfalighe purposes ofhe
SchemeYoumust forward the following documentszgarding the Worketo the LSU:

@ F O02Lk¥ 2F (KS 22NJ] SNRa @Gral
b F O02LkR 2F (KS 22NJ]SNRa FtA3aKAG GdA01SGa IyR (
© Fyeé AaLISOATAO GNIyaTFSNI Ay T2 NYlindluding/aitimetaN) (G KS 2
travel costsandairport meeting details,
@@ F O02LkR 2F (GKS 22NJ] SNNRa KSFIfGK AyadaNI yOS Ayi
(e) the deductions guideline factsheet (refer to the PALM scheme website under resources:
Payroll deductions Guide for PALM scheme work#)s

4 PALM scheme Resourceshttps://www.palmscheme.gov.au/resources
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6.2.7.  Inrelation to each WorkelYoumust:
@ a4SYR AYRAGARdZ t FtAIKG GAO1SGa YR FAYI f
departurefrom their Home Country to travel to Australia to participate in the Schéahe
least5 calendar daysJNA 2 NJ (12 G KS pahdi] SNRA& RSLI NI dzNB

(o) upload a copy of these documents to the Department's IT Systems at least 5 calendar days
LINK2NJ G2 GKS 22NJ] SNDa RSLI NI dzNB o

Chapter 7: International Flights and transfers

Mandatory Requirements Overview: International Flights and Transfers

Youhave a range of responsibilitiésat Youmustfulfil to ensure the safty andintegrity of Worker travel and
transfers from their Hom&ountry to Australia andon their departurdrom Australia to their Hom€ountry at the
conclusion of theiPlacement

7.1. Generalconditions

7.1.1. Inrelation to each Workelyoumust:
(@) Youmustorganise and pay for travel costs for each Worker (unless the Worker elects to
pay for the cost themselves)

(b)  book flight tickets taand fromAustralia(unless the Worker elects to pay for the cost
themselves) Youmusttake reasonable steps to ensure that all Workers employed under a
particular Approved Recruitmeitavel on the same flight($dr arrivals and departures

() when booking those tickets, onthoose airfares that provide the best value for moaeyl
Youmust comply with thelnternational Airfares and Domestic Transportation Matriand

(d) advisethe Worker of alttravel coststhat will be the subject of deductions in accordance
with Chapter Horior to their departure from theiHome Country andfrom Australia(as
relevant)

Further detailon Your requirements relating to international flights and transfersWorkers
can be found in Chapter 8 ai@hapter 11

7.2. Arrivals

7.2.1.  Youmustorganise and pay upfront for theavel costdor each Workefunless the Worker elects
to pay for the costhemselves)including theinternationalairfaresand the domestic transport
costsfor the Worker's transporfrom the Port of Arrival (usually an airport) to théorker'swork
location or accommodatian

7.2.2.  You
(@) must, subject to sectioff.4.1, contribute $300 to the total flight cost @fach W& NJsS NI
flights (return international flights and domestic transfers)

(b)  must notdeductthe whole orany part of tke $300contribution (orthe amount of the
contribution You make in accordance with sectibd.l) from the Workers wageor
otherwise seek reimbursement tfie whole or any part athis amount from the Workeor
Us and
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accordance witlfChapter 5

7.2.3. ForeachLongTerm Worker Yowmust purchase a onavay international flight and transfer¥ou
must purchase departure flights 12 weeks before the end of the expected departure

7.2.4.  For ShodTerm Workers Yomust purchase return flights and transfers.

7.2.5.  Youmustnot arrange travel to Australia for any Workers until Home Affairs has confirmed in
writing that the Worker's visa (required for the Worker to participate in the Scheme) has been
granted.

Information for Workersand LSUs prioto departure from Home Gountry

7.2.6.  Youmust providethe followinginformation anddocuments to theaelevantLSU:

(@) acopy of Workeés flight tickets and costs (including invoice cafyinimum of 5 calendar
days prior to departure)and

(o) transfer information for Worker'sleparture fromAustralia, that includes itinerary, transfer
costs, airport meeting details

7.2.7. For each Workeryoumust:
(@) send individual flight details to thelevantLSU and

(b) upload a copy of these documents to tBepartment's IT Systenas least 5 calendadays
prior to the Worker's departure.

7.3. Departures

7.3.1. For each Longerm Worker Yomust, at least 12 weekprior to the date on which they are
scheduled to depart Australipurchase ane-way flight for their travel from Australia to their
Home Country.

7.3.2.  You maynly deduct the cost of a Loxigerm Worker's flight from Australia to their Home
Country, and the cost of any associated transfers from their work location or accommodation to
the Port of Departure:
(@) in accordance with Chapter 5, and
(b) over a period of no less than 12 weeks of the Worker's Placement.

7.3.3.  You may allow any Worker, if they have sufficient savings, to elect (voluntarily) to pay for their
return flight cost upfront.

7.3.4.  Youmustwhen assisting each Worker to book their flight from Australia to tHeime Country,
ensure that the date on which the flight departs is prior to the date on which the Worker's visa
expires.

Information for Workers prior to departure from Australia

7.3.5.  Youmustprovide to each Worker, at least 5 calendar days prior to their departure from Australia
to travel to their Home Country, the following documents/information:

(@) flight tickets, and

(b) itinerary and details of transfer costs, airport meeting arrangeméniduding invoice
copy).
7.3.6.  Your obligations regarding WorkBemobilisatiorand Departure are set out in Chapter 12.
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7.4. Flights and Transfers for Workewith Multiple Placements

7.4.1.  If a Worker has multipl®lacemens with different Approved Employerduring their stay in
Australig otherwise known as a 'Portability Arrangemettitie non-deductible cost of $30will be
sharad between theApproved Employer; each payingreequalshare of the nordeductible cost

7.4.2.  Where a Portability Arrangement applies in relation to any Warker

(a) if You are theApproved Employehat will first employ the Worker when they arrive in
Australia, Younust make arrangementfor the Worker's arrival in Australia accordance
with sections/.1and7.2, and

(b) if You are theApproved Employethat will last employ the Worker before they depart
Australia, Younust make arrangementfor the Worker's departure from Australia
accordance wittsections/.1and7.3.

7.4.3.  For further informatiorand definitions of terms usefbr Portability Arrangementefer to section
8.7.

7.5. Reimbursement of Travel Costsr ShortTermWorkers

Deed clauss20, 27and 28
7.5.1.  For the purposes of the Deed, 'Travel Costs' do not include any amounts that You:
(@) must contribute under sectiori.2.2,
(o)  have recovered through deductions from thelevantWorker's wageor
() any amountYouhave been reimbursedr creditedthrough insurancer flight credits
7.5.2.  All requests foReimbursement offravel Costwill be assessed on a caBgcase basis, based on
(a) the individual circumstances of threlevantRecruitment
(o)  Your compliance with aldeedrequirements, and
() Our assessment of the menf the DocumentaryBvidence tosupport Your claim.

7.5.3.  If You seek a Reimbursement under clause 20 of the Meadust provide to Us, if requested,
the followingDocumentaryBEvidence
(a) proof of purchase (tax invoice),
(o)  proof of You nondeductible contribution,

(c) proof ofanydeductions/payments recovered frothe relevantWorkers wagesn the form
of either or both a copy of the Worker's

(i)  Statement of Deductionsor
(i)  pay slipsshowing the total cost, deductionand balance owing,

(d) a statutory declaration stating the reason wkguare unable to recover the travel costs
from the Workerdue to circumstances beyond Your control

(e) atax invoicdor the amountYou are seeking asReimbursementand
()  any other information We request to assldsin assessinyou claim.

7.5.4.  Forfurther information regarding th@rocess for claiming Reimbursement, reféo the PALM
website.
Important: Travel costsnust be madein line withthe Deed, including thes@uidelines. Applicationwill be processed

as soon as possible howevee cannot guarantee outcomes of applications lodgedimeframesshould the
application not be decisicready when lodged.
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Chapter 8: Mobilisation of Workers

Mobilisation(Arrival) of Workersincludes all the steps that are required to bring Workers from thaine Country
to Australia, and make sure they are settled comfortably into their wevkplace, accommodatiqmand
community.

8.1. Arrival of Workers

8.1.1. Youmust notarrange travel to Australia faWorker until Home Affairs has confirm@dwriting
that the Workerhasbeen granteda Temporary Work (International Relations) visa (subclass 403)
¢ Pacific Australia Labour Mobility stream

8.1.2. Youmust

(a) arrange thetransferof each Workefrom the Port of Arrival to the location where the
Worker will be accommodated or to tHelacemenwork site

(o) arrange for each Worker to be met on their arrival in Australia, unless they have previously
participated in the Scheme, in which casisipreferablefor Youto arrange for the Worker
to be met ontheir arrival in Australia

(c) ensure thattachWorkerhassufficient information and support tensure theysafely and
efficientlyreach their accommodatigror the Placementvork site

(d) providetransport for Workers to travel tand fromtheir accommodatiorand the
Placement work siteunless otherwise agreed with the relevant Wor{sgrand

(e) submit anArrival Reporin accordance witlsection 13.6

8.2. On Arrival

8.2.1. YoumustassisttachWorker toobtainthe followingwithin the first 5 Business Dag#ter their
arrival:
(a) Bank accountsTo the extent permitted by lawfoumust:
(i) facilitate access to personal banking &ach Worker, including helping them to set
up an Australian personal bank accouand
(i)  help Workers choose a bank that is in the local community or as close by as possible
and help Workers to access and set up online banking.
(b) Tax file numbers (TFN) and superannuatiofoumust assist each Worker to
() apply for a TFN with the Australian Tax Office (ATO)
(i)  establish a superannuation account
Youmust alsoprovide eachWorker with informationto assist them to understan@iFNs
and superannuation.

ImportantY |, 2dz Ydzali y20G RA@Gdz 3S 2N O2YYdzyAOFGS | y2{iKSNJ LIS
section 15.5 of these Guidelines.

(¢) Mobile phones:Youmust:

(i)  assist each Worker tobtaina mobile phone andn Australian mobile phone
number as soon as is practicably possiblging thatsomeWorkers may already
have theirown phonesand may just require an Australian Sladhd
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(d)

(i)  provideeachWorkers phone number to Us via thHigepartment's IT Systems

Note: If Youare providingvork phoneso Workers this is a business cosbd cannot be deducted from
Workerd Wages. IfYouare assisting Workers to purchase a personal mobile &M they must be affordable
and practical, any costs paid Bpumay be deducted from the 2 NJ Sdg&sudtil repaid.Deductions must be
made in accordance with requirements set out un@rapter 5:

MyGov:Youmust supporteachLongTermWorker to set up a MyGov account.

8.3.  Arrival Briefing

8.3.1. Youmustprovide a faceo-faceArrival Briefing foreach group oWorkerswho arrive in Australia
within 7 calendar dayafter their arrival including providing easy to understand information to
helpthe Workers settle in.

Arrival Briefing material

8.3.2.  EachArrival Briefing must cover:

(@)

(b)
(©)
(d)
(e)

®
9

(h)

informationonthe2 2 NJ] SNBE Q I OQ2hva¥ 2RI GA2Yy X

(i) toilet andbathroomfacilities

(i)  clothes washing and drying facilities

(i) food storage and cooking facilities

(iv) cleaningarrangements

(v) cost and payment arrangemeniscludingbond andutility bill arrangements
(vi) fire evacuation procedurs

(vii) any accommodation rulesand

(viii) what to do if the Workers would like to make alternative arrangements for
accommodation

employmentarrangementsincludinghours of work andates ofpay,

wages deductions and understandimgay slipgincluding tax and superannuatign)
22N] SNEQ NARIKGE YyR NBalLRyaroAtAlASa
essentiakontacts includinghow to contacttmergency=rvices, the FW&ndthe PALM

Support Service Linandwho the AoprovedEmployer24/7 contactis, andwhat to do in an
emergency

introduction of the Welfare and Wellbeing Support Perdonthe Workers

transportarrangementsand advice omwhat to do if the Workers would like to make
alternative transportation arrangements

localand regional orientation information, including the location of:

()  shops medical and health facilities

(i)  banking and financial institutions

(iif)  religious centresand

(iv) recreation and community facilities (such as the library and sports cntres

healthinsurance Youmust assist theNorkers to understand their healtimsurancecover
and the process for making any claifieumust:

(i)  providethe Workers with any information/materials the healthsuranceprovider
KI & &dzLJLX A SRlanguAgeli KS 2 2 NJ SNAQ
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(i)  letthe Workers know if they can request to speak to a person in language when
calling the healthinsuranceprovider, and

(ii)  refer tosection9.3for more information on health insurance

Factsheets in languatfecontaining a health insurance basic checklist and how to make a ataiavailable on the
PALM website

1) recordkeeping includingthe importanceof Worketrs keepingtheir Personallnformation
andemploymentrecordssomewhere safesuch agheir Australian TFNDoE pay slips
health insurancend visanformation,

(k)  howWorkers can remit moneljome, such as using Send Money Paeificomparel to
moneytransferproviders and the importance of retaining enough morteycover their
living expensewhile they are in Australija
()  distributionof PALM resourcesncluding providing the Workers withformation on:
()  communicating with people at home
(i) 'dZAGNIEAlLY gAfTREATS yR LI Iyida NBfSGFyl
(i) Australian law and cultural differences
(iv) fatigue and the importance of taking breaksd
(v) Australian weather and the importance stiying hydrateddrinking watej,
(m) FWOresourcesand informationprovided toYouby Usto distribute, includinginformation

abouttheir workplace rightsaand protections and how to contact the Fair Work
Ombudsman.

() Information andresourcedranslated in Pacific and Timorese languages are available
2y (KS C2 hR4MRERwWebpagés R
8.3.3.  Youmust confirm thatYouhave completed the Arrival Briefing in accordance with the Arrival
Report requirements set out isection13.6.
Attendees atArrival Briefings
8.3.4.  Youmustinvite the following peopleto addresghe Workers ateachArrival Briefing:
(a) arepresentative fronthe relevant union,

(i) If You are a Continuing Approved Employer,Ti@nsition Recruitments, by
1 October 2023 Yomnustinvite representatives from a relevant union to address
Workers that have not previously been invited to be addressed by such
representativesand Notify Us

(o) arepresentative fronthe FWO,

(i)  If You are a Continuing Approved Employer,Ti@nsition Recruitments, by
1 October 2023 Yomnustinvite representatives from FWO to address Workers that
have not previously been invited to be addressed by such representangeblotify
Us

(¢) the Welfareand Wellbeing Suppoferson,

(d) anyother relevant personsuch asemployee organisations, church, Country Liaison Officer
andor community representativesand

42 PALM scheme Resourcefhealth Insuance:https://www.palmscheme.gov.au/resources/healihsurance
L FWQ Resourceshttps://www.fairwork.gov.au/findhelp-for/visa-holdersmigrants/pacificaustralialabourmobility-scheme#Ouresources
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(e) if Notified by Us, Our Personnel
8.3.5. Youmustuse reasonable endeavours

(@) to accommodate the attendance of thepresentatives from th&WO andarelevant union
at eachArrival Briefing, and provide them with at least 7 calendart &éti€, in writing,of
the proposed date of thévrrival Briefing, and

(b) to accommodatdhe attendanceof such representativethrough virtual means (for

example, ensuring a stable internet connection, and device(3)fkersto watch the

representativé®) & LINB 3§ iStheliepréskraivés arenable to attend an Arrival

Briefing inperson

(i)  If either representative isinable to attengarrangean alternative time withirl5-
calendar days of the Workers commencing work in Austratia time otherwise
agreed betweerYouandthe relevanta representative

(i)  If the FWO is unable to attend an arrival briefingp@rson, youmust use reasonable
SYRSI@2dzNE G2 | O002YY2RIGS GKS Cc2hQa FddG$s
example, ensuring a stable internet connection, and device(s) for employees to
g GOK (GKS C2hQa LINBaSyidalFdAazyoo

(iii)  If the union if unable to attend an arrival briefingperson, younust use reasonable
SYRSI@2dzNE G2 | O002YY2RIGS GKS dzyAzyQa | i
example, ensuring a stable internet connection, and device(s)) or provide an
alternative opportunity for union engagement with Workers.

8.3.6. Youmustallow Us appropriate access to Workévsprovidethe Arrival Briefingf We request
this, or to be jointly involved withYouin the delivery ofthe Arrival Briefings

8.3.7. Unless otherwise agreed by U&umust:

(a) provideUsappropriateaccesgo eachWorkerwithin 15-calendar days after the Worker
arrives in Australigand

(b) allow the Arrival Briefing to be provided to all Workerso arein Australia anadtovered by
the same Approved Recruitmeat the sametime.

8.4. Work health andsafety

Deed clause 15
8.4.1. Youmust
(a) provide Workers with a safe workplace
(b) ensure up to date payment of all statutory costs/charges You must pay in relation to
22Nl SNEZ AyOfdzRAY3I 22NJSNBRQ O2YLISyaldAizy Ay
(c) as far as reasonably practicable, ensure Workers understand and comply with the

requirements of their job to achieve expected and safe standards by using effective,
culturally appropriate communication techniques)d

(d) meet Your obligations under relevant work health and safety (WHS) laws.

Note: You may have additional consultation duties with Workers who have health, safety, and welfare issues in
the workplace. These consultation requirements fall under state or territory work health and safety laws.
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Links to relevant State and Territory work health and safety bodies can be found Safta&/ork
I dz& G NI £ A |\@-6 reg SmisIhng Siworities contact informafihn

8.5. Risk Assessment

Deedclause 16
8.5.1. Youmustundertake, as per clause 16 of the Deed:
(a) aPlacement Risk Assessment of every Placement before the start of the Placement, and

(b) a Worker Risk Assessment for each Worker, with regard to their potential participation
any such Placement, before their commencement in the Placement.

8.5.2.  You must retain records in relation to the Assessments noted above in accordance with clause 16.

8.5.3. As Approved Employei®u are a person conducting a business or underta@@BU) under
work health and safety laws. WHS laws require PCBUs to manage risks to work health and safety
by eliminating health and safety risks so far as is reasonably practicable, and if it is not reasonably
practicable to do so, to minimise those rigiasfar as is reasonably practicable. You are expected
to manage WHS risks for your workers under the work health and safety laws that ajply in
Sate or Territory.

8.5.4. You are required to eliminate or mitigate both physical and psychological risks.

8.5.5.  Safe Work Australia provides useful guidance for PCBUs on its website. However, it is not a
regulator and does not provide assistance to PCBUs.

8.5.6.  YourSate or Territory WHS regulator will be able to provideu with further guidance and
advice where needed.

8.5.7. 2dz Oy FAYR FTANIKSNI AYTF2NNIGA2Y 2y {FFS 22NJ

regulators and workers compensation authoritiesvour jurisdiction.

8.5.8. If You are sendingVorkersto a Host Organisation special considerations will apply ¥ou and
the following guidancenaybe useful:
https://www.safeworkaustralia.gov.au/system/files/documents/1908/labehire-duties-of-
personsconductingbusinessundertaking.pdf

8.5.9. In addition to eliminating or minimising WHS risks so far as reasonably practoabétso have
other duties under WHS laws including:

(a) Duties to consult, cooperate and coordinate with other WHS duty holders.

8.6. Workplace Induction

Deed clause 11.2

8.6.1.  Youmust provideeachWorker with aWorkplace Inductiomelevant totheir workplacethat
meetsthe requirements of wrk health andsafety legislation andanyother relevant legislation
AWorkplace Inductiomay be provided to multiple Workers at the same time.

8.6.2.  As part of eacWorkplace InductionYoumust:

(@) explain theworkplacedetails tothe Worker(s), ensuring the language usedn be
understood by a nomative speakerand

44 Safe Work Austratia WHS regulators and workers' compensation authorities contact informatitns://www.safeworkaustralia.gov.au/law
and-requlation/whsregulatorsand-workerscompensatiorauthoritiescontactinformation
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8.6.3.

8.6.4.

8.6.5.

8.6.6.

8.7.

8.7.1.

8.7.2.

(b)  highlight key issugsuch asow to use any relevargquipment, tasksand safety
requirements

Without limitation, Youmust ensurethat each Workplace Inductiotovers:

(a) the conductYouwant to seefrom each Workerandthe responsibilitiesof each Worker
especially in relation to attendance, punctuality and wheomtactif they are sick,

by 2 2NJ] SNEQ O2 Y LIS ywhithdokersWorkergifahesNshiffgr@drk-related
injury or illness,

(c) any signs or symbols warning of different hazards, enswéot\Worker understand what
they mean and what the dangersaybe,

(d) any PPEequirements andexplain wherand whyit is necessary to wear.iThis includes
requirements such as

(i)  sunscreen and hat®r outside Workerandthe need toreguarly reapply sunscreen,

(i)  wearing safety equipment such asggtes, mask$ace shidds, respiatory
protection, protective eye wearear plugs, hairnetdpng sleeve shirtqoots,gloves
(including stainless steel chain mesh glowesvlarcut resistant gloveand
disposble chemical resistant gloveand

(e) the importance of staying hydratetfYoumust provideeach Worker witraccesgo drinking
water, includingthe ability torefill water bottles.

Youmust confirm thatYouhave completed théVorkplace Inductiorin accordancevith the
Arrival Reportequirements set ouin 13.6.

Commencement of Work

Youmust minimise he time betweenwvheneachWorkerarrives in Australimndwhen they
commence work to ensurgouare meetingYou requirements regardingninimum hours

Refer tosection3.7 for minimum hours requirements

Portability Arrangements andNVorker conditions
Deed clause 11.2

Definitions

A Portability Arrangemenefers toan arrangementinder which a Worker has multiple
Placements with different gprovedEmployers, or with anApprovedEmployerand a Host
Organisationgduring their stay in Australialhese arrangements anmet initiated by the Worker.

The followingdefinitions apply to theerms usedn thissection8.7:
Table 7:Portability Arrangements Defined terms

Term Definition

Transferring fproved The Aproved Employethe Worker is currently employed with

Employer

ReceivingApproved The AprovedEmployerthe Worker will transfer tainder thePortability
Employer Arrangement

Host Organisation Means an organisation that hosts Workers and provides them with wor}

accordance with a Host Organisation Arrangement with You. The Host
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Organisation may, or ay not be an pprovedEmployer, and in either case
You retain responsibility for thé/orker.

8.7.3.  There are three types of Portability Arrangements:
Table 8:Types of Portability Arrangements

Arrangement Type Description

Offshore Portability Apre-arrangedarrangement made while the Worker is offshore and prio
to the Worker travelling to Australia to work with approvedEmployer.

Onshore Portability Anew arrangement made while the Worker is onshameAustralia.

Note: this may include an arrangement which was contemplated while the Work
was offshore but was not finalised prior to mobilisation of the Worker and arriva
Australia

Temporary Portability An unplannedshortterm transfer toa Host Organisatioar another
Approved Employer

General conditions
8.7.4.  Youmustonly make Portability Arrangements
(a) in accordance with the conditions set out ingtsection 87, and
(b) if the Worket
(i)  will not be disadvantaged by the Portability Arrangement,

(i)  is suitable for the work to be conducted at the Host Organisation or Receiving
Approved Employerand

(i)  has providednformedwritten consent prior to the Portability Arrangement being
finalised by the relevam\pproved Employerand/or Host Organisatian

8.7.5. If YouareaTransferring Approved Employer @Receiving Approved Employer, Yoay only
enter into aPortability Arrangementif it isapproved by UsA change to a Portability Arrangement
is a change to an Approved Recruitment. Séapter 4 for requirements relating to changes to
Approved Recruitmenigogether with section§.7.8and8.7.10Q

8.7.6.  TheTransferringApproved Employeandthe ReceivingApproved Employemust comply with
requirements under workplace laws and the applicable Fair Work instrument in relation to
commencing or ending an employee engagement including

(a) notification periods, cashing out any annual leave; paying out any accrued TOIL as
overtime; and providing &air Work Information Statememind Gisual Employment
Information StatementSeeNotice & final payor more information.

(i)  The department may request Documtary Evidence of Workers being paid all
applicable entitlemerdg for ending employment from the Transferringpproved
Employer.

(b) new or updated Recruitment Plan witm ®0E from the Receiving Approved Employer,
confirming compliance witthese Guidelines, in particulaections 8.7.% 8.7.8 for
Offshore Portability Arrangement and with $ems 8.7.98.7.11 for Onshore Portability
Arrangements.
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Offshore Portability Arrangement

8.7.7.  Without limitation, for ary Offshore Portability ArrangemenY,oumust:

@)

(b)

(©

(d)

(e)

()

if Youare the Receivingpproved Employeron and from the date the Work@ommences
their Placement with Ygudully comply withYou obligations under the Degéihcluding
these Guidelinegn respect of that Worker,

if You are the Transferring Approved Emplogaisure that the Worker's existing health
insurance arrangements witfiou are maintained by You (under the cost sharing
arrangement, refer to sectioB.7.7(f)(iii) or if possible, are moved to the Receiving

Approved Employer. Alternatively, You must ensure that the Receiving Approved Employer
obtains equivalent or better health insurance coverage for the Worker (without incurring
waiting periods), provided that thWorker is not disadvantaged by the change,

provide theassistance to the Worker as required under the Deed, including these
Guidelines

ensure that any deductiorfsom the Worker's wageomply withthe Fair Work Acand
Chapter 5of these Guidelines.

ensure that the Worker is not charged fanyrelocation costassociated with the transfer
of the Worker from Transferringpproved Employetio the Receivind\pproved Employer

and thatYoushare these costs with the otheApproved Employefwhether a Transferring
Approved Employeor Receiving\pproved Employéyand

enter into a binding agreement with the othépproved Employefwhether the
TransferringApproved Employeor the Receiving\pproved Employérprior to the Worker
commencing with the Receivipproved Employemwhere such agreememhustdescribe
the arrangements fothe transfer of the Worker, including:

(i) transferred obligations of the Transferridgpproved Employeunder the Deed
including theseGuidelinesto the Receivind\pproved Employer

(i) the Receiving LILINE @S R 6bNghibra rSvsliaré and wellbeing, including
health insurance arrangementand

(iii)  cost sharing between Transferridgproved Employeaind the Receivingpproved
Employer including for any relocation costs.

8.7.8.  Without limitation, for any Offshore Portability Arrangement Youst ensure that

(a)
(b)

(©)
(d)

the Worker will not have more thanBlacemens in a 9month period

the TransferringApproved Employeaind the Receivingpproved Employehnave jointly
submitted a Recruitment Application that includes proposed move dates, accommaodation
and transport arrangements, and all other information that is required in the Recruitment
Plan and OoE in accordance with the DdaadludingChapter 3of these Guidelings

We have gprovedthe relevant Recruitment Application

in relation to any proposed changes to thecommodation in theelevant Approved
Recruitment:

(i) if the accommodation of the Worker will change, the Recei¥ipgroved Employer
must haveOur approval for tB change oAccommodation, or
(i)  if approval has not been obtained, the Receiviaproved Employemust obtain an

exemption from Us in writing to provide the updated Accommodation Plan no later
than 2 weeks prior to the proposed datetble Workerscommencement
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Onshore Portability Arrangement

8.7.9.  Without limitation, for ary Onshore Portability ArrangemeiYoumust comply with the
requirements as set out if.7.6relating to Offshore Portability Arrangememindin addition:

(@) where there isagapbetweenPlacemens, thatgapperiod betweeni KS 2 2 NJ SN &
Placement must not exceed talendardays

(b)  Youmustcontinue to meetYou obligations under the Deedhcludingthese Guidelines
during thisgapperiod (whetherYou arethe Transferrig Approved Employeor the
ReceivingApproved Employgrand

(c) enterinto a binding agreement with the oth&pproved Employefwhether the
TransferringApproved Employeor the Receiving\pproved Employégrduring thisgap
period. Thisagreement should describe the arrangements for transfer of the Worker,
including cost sharing betweehe TransferringApproved Employeaind the Receiving
Approved Employerincluding for any relocation costs.

()  We may request a copy of thisnding agreement as a Documentary Ewice that all
arrangements for transfer of the Worker are fully compliant with requirements of the
Deed and Guidelines,

8.7.10. Without limitation, for any Onshore Portability Arrangentéfoumust ensure that
(a) the Workerwill not have more than Placemens in a 9month period, unlesapprovel to
by Us, and

(b) the TransferrincdApproved Employeaind the Receivingpproved Employenave each
submitted, and had approved by UsRecruitment Applicatiorin accordance with
Chapter 3of these Guidelineghat includes
() the proposed move dates,

(i) accommodation and transport arrangements, and

(i)  all other information that is required in the Recruitment Application and O0E in
accordance with the Deethcludingthese Guidelines.

8.7.11. Workers are only permitted to transfer to anothApproved Employewhile they hold a valid
Temporary Work (International Relations) visa (subclass @Bakific Australia Labour Mobility
stream, not a bridging visa (being a temporary visa that allows a person to stay in Australia after
their substantive visa ceases antile their new substantive visa application is being processed).

Temporary Portability Arrangement

Conditions for Temporary Portability Arrangement
8.7.12. Without limitation, for any Temporary Portability Arrangementoumust:
(@) remain the employer of the Worker throughout the secondmeartd

(i) areresponsible for Worker welfare, wagesntitiements, health insuranceandmust
maintain accurate records to ensure these requirements are being met and will
provide these records of requested by Us,

(i)  facilitate ongoing consultation and coordination with the Host Organisation on
respective WHS duties,

(i)  otherwise continue to fully comply witifou obligations under the Deechcluding
these Guidelinesn respect of that Worker
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(b) ensureYouobtain and maintain all necessary accreditatiditgnces registrations,
approvals and permits requireay law to place the Worker on the secondment, including
those required fowhere You are LabourHire Organisation

() comply withYou obligations under the Deeéhcludingthese Guidelingsn respect of Host
Organisations, including by entering a Host Organisation Arrangewitinthe relevant
Host Organisation

(d) providea copy otfthe relevantHost OrganisatioArrangemento Us if requested

(e) ensure that any Worker remaining at their current accommodation does not incur
additional transportation costassociated withravelling to theHost Organisation's
worksite(e.g, where the Worker is required to travel a longer distatceet to work)

(H  ensure thatwhere there igyapbetween theW2 NJ S N & with YoDebdtieif
Placement with the Host Organisatiathisgapdoes not exceed 7 calendar days

(9) ensure that any Worker moving to new accommodationthe purposes of their
Placement with the Host Organisatiannot charged twice for accommodatiah any time
(e.g.,while they are living at the new accommaodatipnpr charged &igherrate for the
new accommodation than is approved in the approved Accommodation BRieh

(h)  not charge the Host Organisation any fee or request any payment in respect of the
Temporary Portability Arrangement.

8.7.13.  Without limitation, for any Temporary Portability Arrangement Youst ensure that:

(a) the Placement with the Host Organisatidoes not exceed a maximum period of 6 weeks,
unless a longer time is approved by Us in writing,

(o) there is only one Placement with a Host Organisation

() You havesubmittedto Us at least 2 weeks prior to the proposed commencement date of
the Placement with the Host Organisaticarequest to changéhe relevantRecruitment
Plan thatprovides details ofhe proposed Placement with the Host Organisatioriuding
(i) the length ofthe Placementand

(i)  whether the Worker will be remaining in the accommodatspecified in the
relevant Approved Recruitmenbr the duration of thePlacement with the Host
Organisationand

(d) if You areseeking to move the Worker to unapproved accommodatiaring their
Placement with the Host Organisatidoumustsubmit an updated Accommodation Plan
to Us and obtain Our approvia writing for thenew accommodatiobefore the Placement
with the Host Organisation commences
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Chapter 9: Enhancing WorkeYVelfare, Wellbeing, and
Capacity

Mandatory RequirementOverview. Enhancing WorkewWelfare, Wellbeing, andCapacity

Worker welfare and wellbeing is critical to the success oSttteeme

We recognise Worker welfare and wellbeing is a joint effort betwémnUs, LSUand communitiesWe will
provide resources to supporbuto deliver onYou Worker welfare and wellbeing responsibilities

9.1. You WorkerWelfare Responsibilities

Deed clausd 4
9.1.1. Tocomplywith Your key welfare obligations, Yowst:

(a) provide Workers with an emergency contact number on which they can contact one of Your
appropriately trained Personnel 24 hours per day, 7 days per week, who will provide or
arrangeemergency assistancélote that You may have more than one emergency contact
number, depending on the different locations (e giates, territories, town®tc.) that You
recruit Workers in,

(b) update the relevant Welfare and Wellbeing Ptarreflect any new emergency contact
numberif any emergency contact number changes,

(c) ensure that, if at any time a Worker calls the emergency contact number referred to above
in paragraph (a), it is answered immediately by one of Your appropriately trained
Personnel, and they promptly provide or arrange appropriate emergency assistance,

(d) assist Workers with accessing medical and allied health services in accordance with section
9.4

(e) appoint a Welfare and Wellbeing Support Person in accordance with séc@iarho:

(i) is located within 200km of each Placement and available to provide Welfare and
Wellbeing support to Workersinless otherwise agreed by Us,

(i)  is accessible having regard to Your Welfare and Wellbeing Plan and the total number
of Workers,

(i) conducts at least fortnightly meetings fate-face with Workers to check their
progress and enable them to raise any concerns, and

(iv) keeps Records of these meetings, @nievances raised, and actions taken to resolve
(referto section9.12).

() take all reasonable steps to address and, where possible, resolve any issues relating to the
welfare and wellbeing of any Worker as soon as practicable,

(@) monitor the progress, Placement, and wellbeing of all Workers on a regular basis,

(h)  ensure that each of Your Personnel and each individual who is involved in the Supervision
of any Worker is available on a regular basis to discuss employment progress, settlement,
and other matters with Us,

@ permit access to any Worker, their worksite and accommodation when requested by Us
(i.e., for site visits and welfare checks),

0)] report any concerns, incidents and issues to Us in accordance with Notification and
Reporting requirements under Deed clauses 15, 17 and 44, and at Chapter 13,
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(k)  conduct regular facéo-face, inperson discussions with Workers to build trust, establish
rapport and manage everyday issues (this helps keep communication channels open and
provides opportunities for issues to be identified and resolved early beforegbeglate)
and

0] build relationships with Country Liaison Officers, including supporting their engagement
with Workers.

9.1.2.  Youmustcommunicate regularly with Us to ensure any welfare or wellbeing issues are resolved
quickly and efficiently. Communication can be made through:

(@) calling the 24/7 PALM Support Service Line on 1800 515 131, or
(b) via email at support@ pacificlabourfacility.com.au.

9.1.3. Youmustalso ensure Workers are aware of the 24/7 PALM Support Service Line and can make
contact with Us if needed.

9.2. CulturalGompetency andHfective Communication

Deed clause 18.3

9.2.1.  Youmust provide information, instructions, training, and supervisioreaxhWorker in a format
and language that can be easily understood by thBwn example

(@) in their first languaggor
(o)  using English that can be understood by a-native speaker.

9.2.2.  From 1 January 2024oumust ensure key staff (supervisors, team leaders and managers) obtain
necessargulturalcompetencieNB f  § SR G2 G KS 2 2tdljoikNERdiveadddzy (i NEB
appropriatelywith Workers.

9.2.3. If requested byJs,Youmust complete relevant online or fae®-face training as endorsed by Us.

9.2.4. If You are a Labour Hire Organisatignumust, if requested by Ugnsurethat each Host
Organisation completes relevant online or faioeface training as endorsed by Us.

9.3. 2 2 NJ Badlh Dsurance

9.3.1. Youmustensure that each Worker is covered by appropriate health insurance to meet their visa
obligations.

9.3.2. Youmust:

(a) organise or purchase health insurance for each Worker appropriate to meet their visa
obligations prior to their arrival in Australia,

(b) ensure that each Worker has (and maintains) health insurance appropriate to meet their
visa obligations during their period of stay in Australia, and

(c) ensure that the health insurance for each Worker covers repatriation for serious injury or

death.
933. ,2dz YI& YI1S RSRdzOGA2ya F2NJ KSIFHfGK AyadzaNI yoS
accordance with Chapter 5.
9.3.4. YoumustLINE @ARS | O2Lk 2F SIOK 22N] SNRa KSFIfdK Ay

Australia and provide them with the related information and assistance in accordancé.@ith

9.3.5. If, in relation to any Worker, the date of their arrival in, or departure from, Australia changes after
health insurance coverage has been arranged for the Workerm{sticontact the relevant
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insurer and have the policy dates adjusted to align with the Worker's actual dates of arrival
and/or departure, free of charge to the Worker.

9.3.6. Youmustalso:
(a) ensure that each Worker has or is provided with their health insurance membership details
in writing,
(o)  help each worker to understand what is included and excluded from their insurance policy,
including explaining any waiting periods that may apply,
(¢) help each Worker to understand how to make a health insurance claim, including:

(i)  explaining that they may need to make anupnt payment and claim
reimbursement from their health insurance provider, and/or
(i)  may need to make a econtribution to the cost of treatment,
(d) if any circumstances arise in which a Worker may be entitled to coverage under the health
insurance, assist the Worker to make a claim under that insurance,
(e)  provide information about theCcommonwealth Private Health Insurance Ombudsftan

each Worker, and help them understand when and how they can lodgenplaint or ask
for help regarding any issu@sth their insurance provider,

(f)  inform each Worker that they have the option to upgrade their health insurance policy to
one that may be more suitable for their individual needs and support them to do so if
needed, and

(9) ensure that, for each Worker, their health insurance premium payments are made in
I O02NRIyOS gAlGK (KS NBfSOFyld KSFfGK AyadzNT y
there is no lapse in health insurance coverage while the Worker is in Australia.
9.3.7. Where any Worker abandons their employment with You, Mot ensure that payment of the
2 2N] SND&a KSIfGdK Ay adzNInyindrem phINGB of Redaléridar Gefsftér A v dzS a
the Worker abandons their employment with You to allow reasonable time fengagement.

9.3.8.  For the purpose of sectig®.3.7,a Worker does not abandon their employment with You where
they take a period of approved leave or rest.

93.9. YoumustSy adzNB GKIFG LI &@YSyd 2F @dmidiksconBinids@ingai KSI f
periods of approved absence by the Worker.

9.3.10. Where You terminate the employment of any Worker, YustS y & dzNS LI @ YSy 4 2 F |

health insurance premiums such that the Worker continues to be covered by the insurance for a
minimum period of 2&alendar days, or when they leave the country (whichever is earlier)

Note:! y& 1 LJAS Ay | 22N] SNR& KSIf UK Ayabaathgf@d8rvisaK At S (GKS& |
conditions, and Your obligations under tBeed, including these Guidelines

9.4. Medical care

9.4.1. Youmust, in relation to each Worker

(a) assist the Worker to promptly access medical and allied health services when needed
and/or requested by the Worker,

(b) provide a reasonable level of assistance to the Worker if the Worker is unable to afford
medical treatment, or in circumstances where there is a risk to the Worker's welfare and

45 Commonwealth OmbudsmanContact ushttps://www.ombudsman.gov.au/contact

PALM scheme Approved Employer Guidelines
Version 1.3 1 25 August 2023 57


https://www.ombudsman.gov.au/contact
https://www.ombudsman.gov.au/contact
https://www.ombudsman.gov.au/contact
https://www.ombudsman.gov.au/contact

wellbeing relating to a medical issue, and the Worker is not able to afford adequate medical
treatment to remove that risk, and

(c) ensure that the assistance provided is fair, transparent, and agreed to by the Worker.
9.4.2.  Youmust, in relation to each Worker
(a) explain to the Worker their options available for accessing medical care in Australia,
including possible out of pocket or upfront expenses, noting the following:
()  for routine medical treatment in Australia, ooff-hospital treatment from a GP is
normally the most coseffective solution, and

(i)  explaining when to see a GP (remergency conditions) and when to go to the
hospital (emergency conditions) can help avoid expensiveobpbcket costs for the
Worker.

(b) encourage the Workers, if appropriate for the type of service required, to use virtual health
services available through their health insurance provider if they are at no additional cost,
(c) provide the Worker with the contact details of a local GP clinic for general health
assessments and ongoing remergency medical needs,
(d) show the Worker how to attend the GP clinic independently, and help the Worker to attend
that clinic if they have problems attending the clinic due to:
(i) transport issues/distance,
(i)  being unsure of their location, or
(i)  requiring any other support to attend the clinic or communicate with health workers,
(e) provide information to the Worker on how to use their health insurance and remind them
to have the necessary documentation with them when they present at the local GP clinic,
(f)  discuss the use of sick leave with the Worker, including any requirement to obtain a
medical certificate. If sick leave is not an entitlement under the Worker's employment
conditions, Younust ensure that the Worker is aware that they are not entitled to
payment of wages if they are sick, but that it is still okay to not attend work if they are
unwell, and
(9) advise Us of any medical issues or concerns with any Worker in accordance with the
reporting and notification requirements under the Deed and at Chapter 13.

Important:2 2 N] SNEQ YSRAOIE AYTF2NXIGA2Y A& PO&YAMIBENBER aSya.
must be handled in accordance with Your obligations under clause 41 of the Deed and Chapter 15 of these
Guidelines.

9.5. Welfare and Wellbeing Plan

Deed claus®

9.5.1. By 1 October 2023/oumust submit a new Welfare and Wellbeing Plan to Us in accordance with
these Guidelines.

Transition Arrangements for Continuing Approved Employers

9.5.2.  For Transition Recruitments, by 1 October 2028umust submit a new Welfare and Wellbeing
Plan ¢r updatean existing Welfare and Wellbeing Plan approved under an SWP Deed) to Us in
accordance with these Guidelines, which outlines the approach to be fully compliant by 31
December 2023.
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Welfare and Wellbeing Plan

9.5.3.  Youmustreview each Welfare and Wellbeing Plan that has been approved by Us, and in relation
to which You continue to employ Workers:
(@) annually, or
(o) if Your circumstances change and that impacts on the approved Welfare and Wellbeing

Plan (to ensure Your plan remainsftit-purpose for Your current operations), or

(c) if directed by Us,
and, following the review, submit an updated Welfare and Wellbeing Plan to Us for Our approval.
We may require You to amend the submitted Plan under clause 9.8 of the Deed.

9.5.4. We draw Your attention to Your obligations under clause 9.11 of the Deed in relation to any
changes to any Welfare and Wellbeing Plan that has been approved by Us.

9.5.5. Youmust ensure that:

(a) there are adequate arrangements in place to provide welfare and wellbeing support to
each Worker in accordance with these Guidelines (including by having Welfare and
Wellbeing Arrangements with a Welfare and Wellbeing Provider, where these are required
in order for You to meet Your obligations under these Guidelines), and

(b) these arrangements are consistent with:

() the relevant Welfare and Wellbeing Plan that has been approved by Us, and
(i)  the relevant Recruitment Plan and OoE that have been approved by Us.

9.5.6. Youmustensure that any Welfare and Wellbeing Provider (such as a community group) You
identify under any Welfare and Wellbeing Plaapproved by Uandaware that they have been
engagedo provide support to Workers.

9.5.7. Any Welfare and Wellbeing Providengaged by Yomay be contacted by Uf required).

9.5.8. Youmustensure that each Welfare and Wellbeing Psaibmitted by You to Us for approvadts
out specific information regarding the welfare and wellbeing support that You will provide to each
Worker, including details of:

(a) how You will ensure that each Worker has sufficient funds each week to meet reasonable
costs of living, having regard for the conditions setialChapters,

(b) the 24-hour per day,/ days per week emergency contact number for Workers to receive
emergency assistance in accordance with sectidnl(a)

() how You will support each Worker to engage in community activities such as sport or
religious observance,

d K2g L 2dz gAft FlFLYAEAFINRAS 22NJSNB 66K2 KI @S
R NJA @S NXwmith drivin@ éhyfoads within the local area and the driving conditions such
as:

(i)  ensuring Workers, know the road rules, including obeying speed limits, school and
pedestrian crossings, awareness of cyclists and motorcycles,

(i)  understanding driver safety on Australian roads, including driver behaviours such as
driving under the influence of alcohol or drugs including kava, wearing a seat belt,
and driving while fatigued, including general fatigue management,

(ii)  local driving to conditions such as driving on hipleed freeways or on narrow or
poorly maintained roads (sharp bends, and blind junctions), and
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9.5.9.

9.5.10.

9.5.11.

9.5.12.

(iv) road hazards such as railway crossings;wag bridges, road trains, slow moving
vehicles (tractors, harvesters), debris, culverts/shallow crossings, and wildlife dangers
(kangaroos, emus, cattle, sheep, etc),

(e) how You will ensure that each Worker receives appropriate sexual health advice, including
where Workers can go for sexual health advice in their local area, sucnasals
Practitioners and familyplanning clinicsand

Note: Resources are available on tRALM websit¢, including how to contact the 2dour PALM Support Service Line.
()  compliance with policies relating to alcohol and drug free accommodation and worksites,
and responsible consumption of alcohol in social settings.
()  Youmustexplain to Workers:

(@) the consequences of any breaches of these policies, including under Australian
laws and,

(b) outline this in Your respective employment conditions.

Note: Resources are available on tR&LM websit# , including how to contact the 2dour PALM Support Service Line.

Youmust:

(a) explain to each Worker the consequences of committing any breach of the policy(ies) and
any illegal activityncluding under Australian law, and

(b)  specify those consequences in the employment conditions in each relevant OoE that You
submit to Us for approval.

Youmustdeliver:

(a) the Arrival Briefing to each Worker in accordance \gitigtion8.3,

(b) areminder training session to each Worker at least 3 and 6 months following the arrival of
the Worker, and

(c) an annual reminder training session to each Worker thereafter for {Jamg Workers.

Reminder training sessions may be delivered to a group of Workersr(@ee than one Worker at

a time), andmustinclude:

(a) information regarding details of pay slips and deductions, in line with the information that
Youmust provide during the Arrival Briefing (see sectif),

(b) adiscussion of any issues or concerns identified by You or raised by any Worker since their
arrival in Australia, and

(c) information on any changes or expected changes in the workplace. See Chapter 4 in
relation to changes to employment conditions and other aspects of Approved
Recruitments.

Training sessions should not take away from ongoing conversations between You and each
Worker.

46 PALMscheme Worker Supporthttps://www.palmscheme.gov.au/workesupport
4"PALMscheme Worker Supporthttps://www.palmscheme.gov.au/workesupport
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9.6. Welfare and Wellbeing Support Person

Deed clausd 4

9.6.1. Byl October 2023Youmust as part of your Wikare andWellbeing Plamutline how You will
meet the requirements for a Welfare and Wellbeing Support Peirs@tcordance with these
Guidelines.

9.6.2. Froml January 2024Youmust be fully compliant with the Welfare and Wellbeing Plan approved
by Us, including the engagement of a Welfare and Wellbeing Support Person(s).
Welfare and Wellbeing Support Person

9.6.3. Youmust
(a) appoint a suitabléVelfare and Wellbeing Support Person to help and support Workers, and
(b)  nominate them in Your Recruitment Application.

9.6.4. Youmustensure any Welfare and Wellbeing Support Person appointed:

(a) is afit and proper person to be involved in the scheme, this includes appropriate
background checks (such as police checks and working with vulnerable people),

(b) is suitable to provide Welfare and Wellbeing Support to Workers,

(c) s located within a 200 km radius of each Placement of Your Workers (unless otherwise
agreed by Us),

(d) can respond quickly to any issues in person, when required,

(e) is aware of their responsibilitieshas an escalation process in place in the event of a
Serious or Critical issue/incident and the contact details for thé@4 PALM Support
Service Line,

() completes relevant Scheme online training/induction offered by Us and attendArtihel
Briefingin person, and
(9) has a suitable substitute Welfare and Wellbeing Support person, if absent (on leave).
9.6.5. Youmust notappoint a Worker or team leader as a Welfare and Wellbeing Support Person.

9.6.6. We will take into consideration Your Welfare and Wellbeing Plan, specific circumstances including
locations and tailor the ratio of Welfare and Wellbeing Support Person to Workers. Otherwise,
Youmust ensure an adequate ratio of Welfare and Wellbeing Support Person(s) to the number of
Workers recruited:

(a) An adequate ratio is considered 1 person per 120 workamtess otherwise agreed or
required by Us)

(b)  Youmuststill appointa Welfare and Wellbeing Support Person if Worker numbers are
below 120.

9.6.7. Youmustensure Your Welfare and Wellbeing Support Persons meet with Workers at least once
every fortnight as a minimum requirement. These meetings should bettatzce but may be
conducted virtually if required by health directions.

9.6.8. Youmustdocument the fortnightly discussions between Welfare and Wellbeing Support

t SNE2yoao yR 22N]SNE AyOfdzRRAYy3 lye | OlAz2ya
9.6.9. Youmustensure Workers know how to contact the Welfare and Wellbeing Support Person.
9.6.10. If You change Welfare and Wellbeing Persons,nYiast:

PALM scheme Approved Employer Guidelines
Version 1.3 1 25 August 2023 61



9.7.

9.7.1.

9.7.2.

9.7.3.

9.8.

9.8.1.

(@ Notify Workers and provide any new contact details prior to or as soon as possible after the
change taking place, and

(b) ensure any Worker who is receiving eol-one support at the time the change is occurring
is consulted individually, prior to the new Welfare and Wellbeing Person commencing.

(c) Notify Us within 7 calendar days of the change taking place.

Unforeseen events and financial support

Youmusttake any additional reasonable steps to ensure the welfare and wellbeing of all the
WorkersYouemploy, and where practicabland with the Workers agreemenprovide financial
support in the form of a pay advance, whiglbject to requirements under the Fair Work Act may
be recovered via deductions, if there is an unforeseeable reduction in working hours.

Youmust adviseall relevantWorkers about anypotential reduction invork hours as soon as
possible so Workersanprepareandensure theyunderstandwhen thereduction in hourswill
occur, the period of reduced hourand how this wilkffect pact their payand entitlements
(including any financial support)

Youmust also Notify Us of angeduction to workinghoursin accordance witlsection13.4.

Important Note: WhereYouintend to change regular rosters or ordinary hours of wédumust consult Workers
affected by the change first, in accordance with thesultation requirement® under workplace laws and/or the
relevantFair Work Instrument

Safety in the community

Youmust supportall Workers to remain safe whiliaey arein Australia byensuringYouhave

(a) provided them withall relevantemergency contact numbsy including the workplace
emergency contaadumber referred to in sectiof.1.1(a)the 24/7 PALM Support Service
Line (1800 51 51 31andthe contact number of the relevani/elfare and Wellbeing
Support Persofs),

(b) showedthem the location of key emergency facilities within the local community, e.qg.,
hospitals, medical clinicandpolice

(c) ondisplay in the workplace and at accommodation sites, information about calling 000 in a
format that is easy to understand and that Workers:
(i) knowwhatan emergencys,
(i)  how to contact 000and when this isequired, and
(i)  what information hey will need tgprovideto the operatorsuch as, whaservice they

require, where they are located, and what has happened

(d) provided basic fire safetynformation, andif they will be working or livingn areas prone to
natural disasters such &sishfires, floods, cyclones, information about what to do (or not
to do. i.e.,such as driving into flood water)

(e) providedinformationaboutrelevant local safety risksich asyenomous/dangerous wildlife
(including snakes and spiderkcal beaches/rivers/waterways, and

4 FWQ Consultation and cooperation in the Workplacéps://www.fairwork.gov.au/toolsand-resources/besipracticeguides/consultatiorand-
cooperationin-the-workplace
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9.9.

9.9.1.

9.10.
9.10.1.

9.10.2.

9.11.

9.11.1.

9.11.2.

()  providedinformationaboutconsent and healthy relationships, includiiggalbehaviar
and where people can get support if they need it.
Resources are available on tR&LM websit#, including how to contact the 2hour PALM Support Service Line.

Freedom of Movement in theGommunity

Youmust not restrict any Workersfreedom of movement outside of working houtsis is a
protection under Australia lawyoumust:

(@) allow Workerdo associate anthove freely and unhinderedbout the community

(b) clearly communicate any relevant company codes of conduct or dtbleavioural
expectations such as not wearingpmpany uniforms outside working houyendnot
engaging in conduct that coutdhuse reputational damage to the WorkerYou

(c) ensure any company codes of conduct that apply outside of business hours are consistent
with Australian laws and are clearly communicated in writingltdVorkers and

(d) ensure codes of conduct are applied equally torallr employees and are not
discriminatory.

Supporing Worker Community Engagement

Youmustidentify relevant community stakeholders and help Workieraccess opportunities to
engage positively with the local community outside of working hours. This may be through:
(a) recreation activities sporting teams, recreation clubs,

(b) involvement in community programs or projett$ommunity ConnectionsProgrant®, local
charities and councils, volunteer groups,

(c) religious organisatiorts churches, places of worship, and

(d) cultural groups multicultural associations, local Indigenous community members, Pacific
Island and TimeLeste organisations and diaspora groups.

You can contact Us through the 24/7 PALM Support Service Line on (1800 51 51 31), or email
support@pacificlabourfacility.com.&gar assistance and support.

Note: Under the National Employment Standards,eatiployees (including casuals) are entitled to unpaidnmunity
service leavé.

Skills development

Youmustidentify any opportunities to upskill Your Workers. This may include foundation,
vocational skills, and/or work health and safety training. Training may be accredited and non
accredited training.

You may be eligible to apply for funding to support training for Workers under the PALM Scheme
Skills Development Programefer to thePALM Scheme websbe

4 PALMscheme Worker Supporthttps://www.palmscheme.gov.au/workesupport

50 PALM scheme Community Connections Prografritps://www.palmscheme.gov.au/contact
S1FWQ Community service leavettps://www.fairwork.gov.au/leave/communityserviceleave
52PALM scheme Skills developmentittps://www.palmscheme.gov.au/skildevelopment
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9.12. Managing WorketGrievances

Deed clause 36

9.12.1. Youmust provide easy to understand information and explain to Workers how they can raise any
matter of concern or complaint (Grievance) with You, or Us.

9.12.2. If any Worker or any group of Workers raise any Grievance with YoumiYsisake reasonable
steps to resolve the matter in a timely manner.

9.12.3. Youmustmake Workers aware dfow they can raise a Grievance with You and how they can
escalate the Grievance to Us, includimgcallingthe 24/7 PALM Support Service Line (1800 51 51
31) orlodgingthe Grievance Lodgementdfm available on theALM websit©@ & 2 2 NJ SNAE LJF =
(https://wvww.palmscheme.gov.au/helvorkers)

9.12.4. Youmust

(@)  maintain a register (Grievance Register) of all Grievances raised by any \uitheir
advocatethat includes actions taken by You in response to each of those Grievances
(b)  providea copy of Your Grievance RegidtetJs on request

9.12.5. YoumustRecord the following information in the Grievance Register in relation to each
Grievance:

(a) who raised the Grievance,

(o)  whenthe Grievance was first raised (date),

(c) the nature ofthe Grievance (issues, concerns raised),

(d) steps/action taken to resolve the matter, including any involvement with FWO, union,
community liaison officer, Welfare and Wellbeing Support Person, community group or any
other relevant third party,

(e) any follow up actions that may be required,

()  who managed the Grievance, and

(9) when the matter was considered resolved/closed (datd)y the matter was considered
resolved/closedand how this outcome was communicated to the Worker (or their
advocate withi K S 2 2pBidniSsied) &

9.12.6. Youmust not take anyRetaliatoryAction against any Worker or group of Workers who have
raised a Grievance, including where the Grievance has been raised directly to Us or to any third
party.

9.12.7. You, or Workers can contact Us on the 24/7 PALM Support Service Line (1800 51 51 31) for

support and advice, or to raise a concern directly withWaerkers may also contact their country
liaison officer or labour attaché. Contact information is available orPtheM Websif®,

53 PALM scheme Contact Informationhttps://www.palmscheme.gov.au/contact
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Chapter 10: Accommodation for Workers

Mandatory Requirements Overview: Accommodation for Workers

Having affordable and sale 002 YY2 Rl i A2y (GKIFIG Aa NBFrazylofeée Of24

1 Youmustprovide accommodation for Workers in accordance with Deed clause 13 and this Chapter 1
1 If a Worker chooses to arrange their own accommodation, You are not responsible for the quality of
accommodation.

10.1. Your Accommodation Obligations
Deed clause 13

10.1.1. For each Worker, Yauust provide or arrange accommodation for the following durations in
accordance with clause 13 of the Deed and these Guidelines, unless the Worker chooses to
arrange their own accommodation (see clause 13.6 of the Peed
(a) for each ShorTerm Worker, for the full duration of their Placement, and
(b) for each Longrerm Worker, for the first 12 months of their Placement.

10.1.2. You must ensure that any accommodation You provide or arrange for any Worker is approved by
Us through Our approval of the relevant Accommodation Plan prior to that accommodation being
made available to any Worker.

10.1.3. Youmustmaintain true, accurate and complete Records about Worker accommodation locations.

10.1.4. If You are a Labour Hire Organisation, for any accommodation You provide or arrange under
clause 13 of the Deed, Yowstensure that the accommodation meets the requirements of:

(a) any relevant labour hire legislation, including any requirements specified by any labour hire
authority established under such legislation,

(b) any other relevant State or Territory legislation, and

(c) the Deed, including these Guidelines.

Accommodation Costs

10.1.5. Youmustensure that the accommodation costs are comparable to local market rates.

10.1.6. Where You permit any person other than a Worker to reside at the property in an area that You
own or lease, Yomust share the total cost of the accommodation equally between all persons
who reside at the property.

10.1.7. In each Accommodation Plan that You submit to Us for approvalmvistinclude a breakdown
of the anticipate accommodation costs for each of the relevant Workeesstt are only able to
be estimated, such as for utilities, We will consider reasonable estimates, but may request
evidence of actual costs at a later date.

10.1.8. Youmustretain detailed Recordas Documerdry Evidencef all accommodation costs that You
deduct from Worker's wages, and provide those Records to Us or any Worker, if requested.

10.2. Accommodation Plans
Deed clauses,90and 13
Transition Arrangements for Continuing Approved Employers

10.2.1. If you are a Continuing Approved Employer, Transition Recruitments:
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10.2.2.

10.2.3.

10.2.4.

10.2.5.

10.2.6.

10.2.7.

10.2.8.

(@ Fom the commencement of Your Deed to 31 March 20%5ommodation Plans approved
under an SWP Deedhich forms part of a Transition Recruitment will be deemed to
continue and be approved Bys unless a change occurs.

(o)  From 1 April 2024if a Transition Recruitmenapproved under the SWP Degslto
continue beyond this dateyoumust obtain Ourapproval for a new Accommodation Plan
prior to 1 April 2024, except where there is less than 4 weeksminingof the Placement.

ForNew RecruitmentsYoumust submitanew Accommodation Plan.

Accommodation Plan Requirements
Youmust:

(@)  submit, for Our approval in accordance with clause 9 of the Deed and sécticm
separate Accommodation Plan for each property that You intend to use to accommodate
any Worker,

(o)  when submitting any Accommodation Plan for Our approval, include recent photographs of
all rooms that will be used to accommodate any Worker. The photognaquiss:
()  reflect the current state of accommodation as it will iseed by Workers,
(i)  be taken within 6 months prior to the start of the recruitment, and
(i) demonstrate the setup of furniture required for living arrangements (such as beds,

tables, couches, etc.)

Note: Where there are multiple rooms that are identical in size and configuration, We may agree to You
including fewer photographs.

(c) prior to the relevant Workers travelling to Australia, provide Us with updated photographs
of any room that will be used to accommodate any Worker and that has or is proposed to
change since the taking of the original photographs that You provided tothlshei
relevant Accommodation Plan.

See sectiorl0.8for information on the circumstances in which a streamlined Accommodation
Plan may be submitted by You.

If approved by Us under clause 9.8 of the Deed, Your Accommodation Plan for each property will
be validfor 12 months from the approval dat@nless:

(a) the property, for whatever reason, no longer meets the accommodation minimum
standards as set out at sectidf).3 and/or
(b) the property has changed, and the information provided in the approved Accommodation
Plan is no longer accurate.
Where a change as describedpatragraphl0.2.2 (a) & (bpccurs, Younust advise Us by
ddzoYAGGAY 3 Yy dzLJRFGSR GKS 1 O02YY2RIFEGA2y tfly
our approval of the proposed new arrangements.

When You are submitting a Recruitment Application that proposes to use an Accommodation Plan
that has been approved by Us, Yioust confirm that:

(@) the relevant property continues to meet the accommodation minimum standards as set out
at section10.3 and

(b) the approved Accommodation Plan is still accurate, including by providing recent photos of
the relevant property in accordance with any request by Us.

Youmust declare any real or perceived Conflict of Interest relating to the accommodation of
Workers, including accommodation organised by You or arranged by the Worker.
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10.2.9. Without limiting claus&’5 of the DeedYoumustimmediately Notify Us of any Conflict relating to
any Accommodation Plan submitted by Yol® orapproved by Us. This means that Youst
immediately Notify Us if any property (that is the subject of any Accommodation Plan) is owned
by You or any related entity. In this section, the term ‘related entity' means:

(a) ‘entities connected with a corporation’ as defined in section 64B ofdbmporations Act
2001(Cth), with the word "You' substituted for every occurrence of the word 'corporation’
in that section,

(b) an entity that:

0] can control, or materially influence, Your activities or internal affairs,

(i)  has the capacity to determine, or materially influence, the outcome of Your financial
and operating policies, or

(i) s financially interested in Your success or failure or apparent success or failure,
(c) if You are a company, an entity that:

(i) is Your holding company,

(i)  is Your subsidiary,

(i) is a subsidiary of Your holding company,

(iv) has one or more directors who are also Your Directors, or

(v) without limiting paragraphs (c)(i) to (c)(iv) of this definition, controls You, or
(d) an entity, where a familial or spousal relationship between the principals, owners,

directors, officers or other like individuals exists between that entity and Your principals,
owners, directors, officers or like individuals.

10.2.10. When submittingan Accommodation Plan for Our approval, Yioust provide details of the
workplace and community facilitiesailable near the property.

10.2.11. Youmust, upon request, make any Accommodation Plan that has been approved by Us available
to any Worker that is accommodated in the relevant property.
Approval of Accommodation Plan

10.2.12. We will Notify You in writing when We approve the Accommodation Plan in accordance with
clause 9.8 of the Deed.

10.2.13. The types of conditions that the Department may impose under clause 9.3 of the Deed in relation
to an Accommodation Plan include that You may accommodate some or all the Workers at the
relevant property on the condition that You ensure that particular@ddiare taken by apecified
date.

10.2.14. Youmustreview each Accommodation Plan that has been approved by Us, and under which You
continue to accommodate Workers:

(@) annually,

(b) if circumstances change and that impacts on the approved Accommodation Plan, or

(c) if directed by Usand

(d) following the review, submit an updated Accommodation Plan to Us for Our approval. We
may require You to amend the submitted Plan under clause 9.8 of the Deed.

Changes to Approved Accommodation Plans

10.2.15. As perclause 9.11 of the Deed, Yowst not implement any proposed change to an
Accommodation Plan that has been approved by Us unless We give Our prior written approval by
Notice to You.
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See sectiod.1for additional requirements relating to changes to Approved Recruitments,
including changes to any Accommodation Plan forming part of an Approved Recruitment.

10.3. Accommodation Minimum Standards

10.3.1. Youmustensure that any accommodation You provide or arrange for any Worker:
(a) is safe and secure,

(o) is fit for occupation and use for each Worker who does, or who You propose will, reside in
the property,

(c) complies with any WHS legislation and state and territory government and local
government legislation and codes that may apply to such accommodation, and

(d) meets the Mandatory Accommodation Requirements under these Guidelines (as set out
below).

10.3.2. If You are a Labour Hire Organisation, ¥t comply with:

(a) the accommodation related requirements of any relevant labour hire legislation, including
any requirements specified by any labour hire authority established under such legislation
in the relevant State or Territory, and

(b) the Mandatory Accommodation Requirements under these Guidelines (as set out below).

Mandatory Accommodation Requirements
10.3.3. Youmustcomply with the following requirements set out in this section:
(a) Fair and good value,
(b)  Security bond,
(c)  Transparency of costs,
(d)  Fit for purpose and in good condition,
(e)  Accessibility, safety and security,
()  Suitable sleeping quarters and arrangements,
(9) Adequate bathroom facilities, and
(h) Leisure, social and telecommunication facilities.

Fair and good value

10.3.4. Rental arrangements and inclusiomsist be fair and provide good value for money for Workers.
2 KSYy O2yaARSNAYy3 QI tdS F2N Y2ySes 2SS gAft O2y
L2&adarofSd Ly (Kraa O2yGSEG WEALS F2NIEA1S8SQ YSI
facilities/amenties and condition of the property.

10.3.5. Adequate and decent housing should not cost Your Workers more than a reasonable proportion
of their income.

10.3.6. If We consider, in Our absolute discretion, that any amount that You have charged, or are
charging, any Worker for any accommodation You provide or arrange:

(@) does not represent value for money, or
(b) does not represent a reasonable proportion of the Worker's income,
We may direct You to:

(c) charge the Worker a lesser amount in relation to that accommodation, and/or
(d) credit the Worker for any amount that You have previously charged them,
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10.3.7.

10.3.8.
10.3.9.

10.3.10.

10.3.11.

10.3.12.

10.3.13.

10.3.14.

and You must immediately comply with any such direction.

Youmust notcharge any Worker any administration fees or additional charges for organising the
accommodatiorthe Workerresides in, and:

() any accommodation that You provide for any Workarst be provided at cost (see
Chapter 5 for additional requirements relating to deductions from Workers' wages),
and

(i)  any rental chargemustbe shared equally between the Workers who reside at the
property.
Rentmust notbe used to offset labour costs.
If services are included in accommodation costs, such as cleaning or caterimgi&tou
(a) clearly outline these in the Accommodation Plan,
(b)  provided these services to Workers at casid
(c) identify these charges separately from the rental payments when making deductions from

Worker wages. See Chapter 5 for additional requirements relating to deductions from
Workers' wages.

Where possible, Yomust permit Workers to opt out of these accommodation services.

Security bond

If You have paid a security bond upfront to rent a property that will be used to accommodate any
Worker, and it has been registered with the appropriate authority, ivay, recover the cost of

G6KS aSOdNAGe 62YyR GKNRddAK Of SINIé& ARSYGATASR
accordance with Chapter 5.

You must not deduct the cost of any security bond from any Worker's wages under section unless
You:

(a) identify this cost separately to any rental or services related deduction,

(b) equally share the cost between all the Workers who will reside at the relevant property,
with the total deductions from all relevant Workers being no more than the total cost of
the bond,

(c) cease the deductions immediately when the total security bond amount has been
recovered, and

(d) refund to each of the relevant Workers the total amount deducted from their wage to
O20SNJ GKS O2ai0a 2F (0KS &aSOdNRGe& o02yR |G GKS
NoteY ! WWiaSOdzNRGE o62yRQ A& | LIe&YSyd KStR Ay GNHzZAG 6A
is a payment that is normally paid in advance of tenancy commencing to cover any costs (damages) the tenant
may be liable for at the end of theitay.

You are entitled to retain the part, or the whole, of the total amount deducted from a Worker's
wage to cover the costs of the security bond at the end of the Worker's stay at the relevant
property where You have not been able to recover that amount ofseeurity bond You paid

directly due to the actions of the relevant Worker, provided that You are otherwise entitled under
the agreement with the relevant Worker, the Deed and the law to retain that amount.

Youmust:
@ SY&AdNB lyeé &aSO0dNRGE 62yR LI&avYSyld RSRAOGSR 1
appropriate authority,
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(b) explain to all relevant Workers in plain English, ensuring the information can be understood
by a nonnative speaker, the purpose of a security bond prior to any deductions being made
from the wage of any of the Workers,

(c) have a written agreement with each relevant Worker (in plain English, ensuring the
information can be understood by a narative speaker) that clearly specifies the
obligations and expectations of both You and the Worker if You intend to hold the Worker
liable for any potential costs incurred because of damage to the accommodation or
furnishings provided,

(d) not assert that any Worker is liable to You for any costs related to any damage to the
accommaodation they have stayed in unless You have, and are able to provide to Us and the
Worker, if requested:

(i)  evidence of the condition of the relevant accommodation or furnishings before and
after any damage has occurred,

(i) a Record clearly specifying the cost involved in repairing the damage
(labour/parts/replacement), and that cost is reasonable in the circumstances, and

(i)  evidence that the damage does not relate to general wear and tear of the relevant
accommaodation or furnishings,

(e) provide information in writing to all relevant Workers on how the bond will be refunded at
the end of their stay in the relevant accommodation, and

()  keep a Record of any bond cost, registration, deductions, and refund, and provide a copy of
these to Us and any relevant Worker, if requested.

10.3.15. Youmust not
@ AYO2NLIRZNIGS 2N IFRR I Wo2yR OKIFNHBSQ Ayid2 (KS
Worker, or

(b) make any deduction from the wage of any Worker in relation to the cost of any security
bond where the security bond is not registered with the appropriate authority.

Transparency of costs

10.3.16. A breakdown of inclusions of accommodation costsst be provided to Us in the
Accommodation Plan and evidence of these costs provided to Us on request.

10.3.17. If the property is commercially provided at ankly Of dzi A @S O2aid 6 adzOK | & o
where the cost includes both rent and utilities) and a breakdown is not availablensiset
this out in the Accommodation Plan and indicate what is included in the cost.

10.3.18. The cost of accommodatianust be communicated to Workers in the OoE with an explanation of
what is included (rent, utilities, cleaning, etc.) so that they understand what they are being
charged for.

10.3.19. All accommodation costs passed on to Workers (including for damage rapaishe at cost,
and receipts or proof of coshust be made available on request by Us, the Worlard/or their
nominated advocate.

Fit for purpose and in good condition.

10.3.20. Youmustensure that, at all times, any accommodation that You provide to, or arrange for, any
Worker:

(@) complies with relevant State, Territory and local government legislation, regulations, rules,
and codes (such as those relating to fire safety), including having the relevant council
approvals in place,
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(b) s fit for immediate occupation and use. This means there must not be any building or
appliance defects, outstanding maintenance work, or health and safety issues,
(c) is maintained in a good condition, noting that:

(i)  unless cleaning services are provided in the accommodation costiysiensure
Workers keep the property in a clean and sanitary condiéiod provide guidance to
do sq and

(i) You are responsible for ensuring that general maintenance and repairs are
undertaken,

(d) has an adequate water supply that is available continuously, and is safe for drinking,
cooking, bathing, and washing,
(e) has a functioning hot water service sufficient to accommodate reasonable usage by all

Workers who reside at the property,

()  provides all Workers who reside at the property with adequate heating, cooling and
ventilation, as required and having regard to the local climate,
(9) has adequate cooking and dining facilities, and thesist:

()  be suitable for the number of Workers who reside at the property,

(i)  not be makeshift kitchens and dining facilities,

(i)  always be (subject to paragraph (iv) below) either inside, or if outdoors, at a
minimum have sufficient cover that provides protection from various weather
conditions, and

(iv) not be outdoors if the overnight temperatures in the region are regularly below 15
degrees,

(h)  provides all Workers who reside at the property with adequate laundry facilities for
washing and drying their clothes, noting that if these facilities are not onsite (included in
the accommodation), Yonnust:

(i) identify this in the relevant Accommodation Plan that You submit to Us for Our
approval, and

(i)  provide details in that Accommodation Plan of alternate laundry facilities within
reasonable walking distance of the accommodation (including details of the cost of
using those facilities), and

(i)  provides each Worker who resides at the property adequate:

(i)  space to securely store their personal items and clothing,

(i)  space to store food safely, including access to a refrigerator/freezer,
(iif) access to cooking vessels and utensils,

(iv) crockery (plates, bowls, glasses, coffee cups) and cutlery, and

(v) access to cleaning, disinfection, and pesntrol products and supplies.

10.3.21. Youmustalso ensure that, when any Worker first arrives at any accommodation that You provide
or arrange for the Worker, the accommodation is clean and tidy.

10.3.22. Youmusthave in place an effective system to ensure faults are identified and repaired in a timely
manner. This means that Yowust, in relation to any accommaodation that You provide to, or
arrange for, any Worker:

(a) assoon as You become aware of any major faults (such as broken locks, broken appliances
and leaking roofs):
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(b)

(i) immediately take steps to ensure that those faults are repaired as quickly as
practicable, and

(i)  ensure that remedial measures are put in place if repair of the fault will take longer
than 24 hours, and

arrange the repair of any minor faults (such as dripping taps (due to faulty washers), a

broken cupboard or broken window furnishings or other faults that do not result in a
breach in a timely manner, but no longer thandalysafter You become aware of the fault.

Accessibility, safety, and security

10.3.23. Youmustensure that, at all times, any accommodation that You provide to, or arrange for, any
Worker:

(@)
(b)
(©)
(d)

(e)

()

(@)

(h)

(i)

0

is, subject to paragraph (b), lockable,

can be accessed by any Worker who resides at the property,

is safe and secure for all Workers who reside at the property,

cannot be accessed by anyone else who is not a Worker residing at property, unless such

access is permitted under the Deed, including these Guidelines, or the person accessing the
accommaodation is authorised to do so by law,

has separate sleeping and bathroom facilities for single men and women, except that a

couple may use the same facilities where they are married, infade relationship, or

consent to share facilities,

has lockable doors for separate sleeping and bathroom facilities, to ensure Worker's

privacy,

has appropriate window coverings in good working order in all sleeping and bathroom

areas to ensure Worker's privacy,

has a lockable door on each bedroom in which a single Worker resides on their own, or

with their spouse or ddacto partner,

haswelt AG | O0S&aa o0SisSSy aft SSLIAYy3 | NBFaszx fAQDA
safety, and

has storage for the belongings of each Worker who resides at the property, including
AYRAGARdzZLE t201Fr0fS &ad2Nr3S F2NJ SI OK 2 2NJ SN
and money.

10.3.24. Youmustensure that, in relation to any accommodation that You provide to, or arrange for, any
Worker:

@)

(b)

(©

where any person (including any of Your Personnel) requires access to the property for the
purposes oftarrying out maintenance, repairs, services or inspections, the Workers who
reside at the property are given prior notice of such access, unless:

() the person is invited onto the property by any of those Workers, or
(i) itis an emergency,
subject to paragraph (c), access to the property for the purpose of carrying out services,

repairs, maintenance or inspections is scheduled at a time agreed with Workers residing at
the property, and

a Worker who resides at the property, or their nominated representative (such as a
representative from the relevant union or other advocate), is permitted to be at the
property at the time of the access referred to in paragraph (b), if they request.
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Suitable sleeping quarters and arrangements

10.3.25. Youmustensure that, in any accommodation that You provide to, or arrange for, any Worker (in
addition to the requirements set owtbove:
(a) any sleeping quarters (bedrooms) are not overcrowded or set up in open living areas,

(o) there are an adequate number of beds that are an appropriate size and level of comfort for
each Worker who resides at the property to ensure decent, safe, and hygienic conditions
for rest and sleep. This means that each Worker must be provided with:

(i) aseparate bed with a base or bedframe (mattresses on floors, bed rolls, camp beds,
swags and the like are not acceptable), except that double or queen beds are
acceptable for spouses or dacto partners, provided this is advised and accepted
through therelevant OoE,

(i) acomfortable, clean mattress and pillow, and

(i) at least two sets of linen, and a doona or blanket that are clean and in good condition
(sleeping bags are not acceptapibis includes adequate beddirggppropriate tothe
weather/climate.

(c) there is reasonable walking space and distance between beds, fixtures, furniture and exits.

Note: Depending on the room sizes, We may impose limits on the number of persons that can occupy a room.
Spouses or déacto partners should be provided their own room.

10.3.26. The use of bunk beds should be minimised. If bunk beds are used in any accommodation that You
arrange or provide for any Worker, You must ensure that the relevant Workers will not sustain
any injury and that they will be comfortable, including by ensutirag there is enough clear
space between:

(a) the upper and lower bunks,
(b)  the upper bunk and the ceiling, and
(c) any fixtures, such as aonditioning units and fans.
10.3.27. Youmustensure that triple bunks areot used in any accommodation that You arrange or
provide for any Worker.
Adequate Bathroom Facilities
10.3.28. Youmustensure that, in any accommodation that You provide to, or arrange for, any Worker

(a) there are adequate bathroom facilities (toilets, baths/showers, hand basins) for the number
of Workers who reside at the property,
(o)  for every 10 Workers (or part thereof e.g., 35 Workersbathroom facilities) there is at
least:
()  one toilet (excluding urinals),
(i) ahand basin, and
(i) a shower, or bathtub with shower facilities.

Note: UrinalsdonotO2 dzy i Fa | Wi2AfS0Q F2NJ 6KS LldzN1L}R2&asSa 2F O f(
Workers.

(c) bathroom facilities are conveniently located and easily accessible by each Worker who
resides at the property, and wherever possible, attached to the living quarters. Note that:

(i)  transportable toilet blocks, such as dongas may be acceptable. You must ensure that
the relevant Accommodation Plan that You submit to Us for Approval clearly sets out
any such arrangements, and
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(i)  We do not consider portable toilets, such as patbos, to be adequate bathroom
facilities.
Leisure social and telecommunication facilities

10.3.29. Youmustensure that, in any accommodation that You provide to, or arrange for, any Worker, the
following is provided for use by all Workers who reside at the property:

(@) collective social and rest spaces across common areas, including:

(i)  sufficient comfortable seating for the number of Workers (i.e., one seat for each
Worker), and

(i)  furniture that is clean, safe and in good condition, and

(b) a means to communicate with their families and the outside world. This should be based on
the most affordable option available in the location such as:

(i) viatelephone (landline or mobile with international calling), or
(i)  online via the internet using a suitable social platform.

10.4. Accommodation rules

10.4.1. Youmust, in relation to any accommodation that You provide to, or arrange for, any Worker:
(a) not seek to impose:
(i) any rules on any Worker who resides at the property, or
(i)  any consequences for a failure to comply with any such rules,
(o) if imposing the rules or the consequences for failure to comply would:
()  be inconsistent with any provision in the Deed, including these Guidelines; or
(i)  breach any law, including any workplace, property, privacy or tenancy laws, and

(c) if You do seek to impose rules on the Workers who reside at the property and
consequences for neoompliance:

() clearly communicate those rules and consequences to all Workers who reside at the
property, and provide a copy of the rules to them in writing, and

(i)  provide procedural fairness to the relevant Worker(s) in the event of a suspected
non-compliance.

10.5. Accommodation arranged by Workers

10.5.1. We draw Your attention to clause 13.6 of the Deed.

10.5.2. Youmust notcoerce any Worker into arranging their own accommodation. If any Worker chooses
to arrange their own accommodation, this decision must be made under their own free will.

10.5.3. Youmust nottake anyRetaliatoryAction against any Worker who chooses to stay in their own
accommodation.

10.5.4. You may require any Worker to provide a notice period when moving out of accommodation You
have provided or arranged for the Worker. Any such notice pamadt:

(@) be compliant with any relevant laws,

(b) be communicated to the Worker when the Worker first moves into the accommodation
and by them agreed in writing (e,@n the relevant OoE or separately), and

() not be unreasonably onerous considering both:
i) GKS 22N]SNDa NRARIKG G2 RSISNN¥AYS gKSNB (K
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(i)  the cost incurred by You, and the obligations imposed on You, in arranging the
accommodation.

10.5.5. Youmust notseek to impose any rules relating to accommodation on any Worker who has
arranged their own accommodation.

10.5.6. Youmustcontinue to provide transport, in accordance with these Guidelines, for any Worker who
arranges their own accommodation, unless the Worker has also chosen (without coercion) to
organise their own transport.

10.5.7. Where the Worker has also organised their own transportation, then You (or Your appointed
Welfare and Wellbeing Support Person) must support the Worker to ensure transgaitable
(safe, reliable and affordabl&ectionl0.11.9provides further details on Your requirements when
a Worker chooses their own transport.

10.5.8. You must notify Us of any Conflict (of interest), in relation to the Worker arranged
accommodation.

10.6. Entering tenancy agreements on behalf of Workers (not including for
accommodation that Workers arrange for themselves)
10.6.1. When arranging accommodation for Your Workers, if You choose to enter into a rental agreement

with an Accommodation Provider for the provision of accommodation for any Worker on their
behalf, Younust:

@ KF@S GKS 22NJSNBRQ LISN¥YAaairzy G2 R2 az2:

(b)  provide a signed copy of the rental agreement to all Workers covered by it, which clearly
stipulates expectations of Workers and You,

() make copies of entry and exit inspection Reports available to Workers, upon request, to
demonstrate any costs incurred when exiting an Accommodation Arrangement, and

d LINRPGARS I 0O2Lk 2F (GKS NBydGrftf F3aINBSYSyYyd |yR
request.

10.6.2. Refer to Mandatory Accommodation Requirements under these Guidelines for further
information.

10.7. Feedback from Workers and repairs

10.7.1. If Workers have concerns related to the accommodation provided naitake reasonable and
prompt steps to resolve their concerns.

10.7.2. Refer to sectiori0.3.20for further information on repairs and maintenance.

10.8. Previously approved accommodation

10.8.1. You may submit a streamlined Accommodation Plan for Our approval, through the Department's
IT Systems, if You propose to use a property that has been previously approved by Us under the
Scheme for another gprovedEmployer.

10.8.2. When submitting a streamlined Accommodation Plan for Our approvalmystiprovide the
following information:

(a) details of the property and the relevapproved Employeiincluding information such as
the address of the property and the name of the relevApproved Employe{i.e., the
name of the legal entity) and the approximate date of Our approval of the property,
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10.8.3.

10.9.

10.9.1.

10.9.2.

10.9.3.

(b) confirmation that the property continues to meet all the requirements set ouhia
sectionand the basis upon which You are providing that confirmation,@uqugh a
recent site inspection),

(c) details of any changes to the property since We provided Our previous approval,

(d) the type of accommodation (such as a house or hostel), and whether the accommodation
will be available through a commercial or private arrangement,

(e) the name of the entity that owns the property, and whether the ownership of the property
gives rise to any Conflict (of interest) (note clause 75 of the Deed),

()  the number of Workers You propose will reside at pheperty. See sectioh0.3.28for the
maximum permitted ratio of Workers to number of bathroom facilities, in the property. You
propose that a greater number of Workers will reside at the property than that number
that We previously approved, We may request You provide additionahnaoon,

(9) details of any people, other than Workers during their Placement, who will reside at the
property while the Workers are there,

(h) the gender of the Workers who You propose will reside at the property, and the gender of
any other person(s) who will reside at the property while the Workers are there,

()  details of the sleeping areas available in the property, such as thistiedrdom house
with 2 single beds in each room,

() arecent external photograph of the property,
(k)  details of the proposed accommodation related cost per Worker, including:

() details of itemised components of the cost, such as the cost of rent and the cost of
any other services provided at the property, and

(i) if applicable, details of any security bond You intend to charge Workers, and
()  details of the workplace and community facilities available near the property.

Youmust ensure that any accommodation that You provide to, or arrange for, any Worker meets
the minimum standards at all times, irrespective of any prior approval of the property.

Worker accommodation relocations

Urgent and unforeseen moves

Workers may be moved to alternative accommodation without Our prior written approval in
urgent circumstances, such as where the approved accommodation has become unsafe due to
fire, flooding, or any other circumstance that may deem the property inhabitdideto damage

or safety concerns.

If Workers require immediate relocation (e.g., due to immediate threat to safety), You may
relocate the Workers prior to contacting Us. However, st

(a) contact Us immediately after relocating the Workers, and no later than 24 hours after the
Workers have been relocated, and

(b)  seek Our written approval by submitting an Accommodation Plan within 3 calendar days
after relocating the Workers if the accommodation is not already approved by Us.

Youmust contact Us by calling the 24/7 PALM Support Service Line (1800 51 51 31) Us as soon as
practicable, but no later than within 24 hours, if exceptional circumstance exists (such as
community emergency evacuation orders due to flooding or fire) to disceswifare of

Workers and the temporary accommodation arrangements (for example, where Workers will be
evacuated to).
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Other moves

If accommodation is already approved by Us

10.9.4. You may move Workers to accommodation that has already been approved by Us. In this
circumstance Our prior approval is not required unless there has been a chidmgever, You
must Notify Us via the Department's IT Systems of the change of accommodation @ithin
Business Days.

If accommodation is not approved by Us

10.9.5. If You are proposing to move Workers to accommodation that is not approved by Us (other than
in the circumstances covered by sectith 9Youmust ensure that any accommodation You
provide or arrange for any Worker is approved by Us through Our approval of the relevant
Accommodation Plan prior to that accommodation being made available to any Worker

10.10.{ dzLILI2 NI Ay 3 2 2NJ SNEQ dzy RSNE G yYRAYy 3 21
responsibilities
10.10.1. Where Workers find their own accommodation, Yaust support them to understand:

(@) that their accommodatiomust comply with relevant state, territory and local government
legislation, regulations, rules, and codes (such as fire safety),

(o) their tenancy agreements and obligations,

(c) the processes for escalating maintenance and repair issues to property managers and
landlords,

(d) that they can seek alternative lorigrm or private rental accommodation, if they choose,
and

(e) that theycan seek help from You with tenancy correspondence from property managers
and landlords, if needed.

10.10.2. Each State and Territory has consumer rights bodies and goverHomaaed services that may be
able to assist You and Workers with information about accommodation rights and dispute
resolution services.

10.11. Transport Plan

10.11.1. In accordance with sectioh 1.2, where We have previously approved a Recruitment Application,
including a Transport Plan, and You propose to use the Transport Plan for another Recruitment
Application, You do not need to resubmit the Transport Plans for the purpose of that other
Recruitnent Application. However, Yauustinform Us when You intend to include that
Transport Plan as part of a Recruitment Application

10.11.2. Subject to sectiori0.11.3 Youmustarrange transport for each Worker between their
accommodation and:

(a) the relevant worksite,
(b) local shops, and
() local recreational facilities.

10.11.3. You do not need to arrange transport in accordance with sectinfil.2where the Worker
chooses to arrange their own transport.

10.11.4. Youmustensure that any transport arranged by You for any Worker is appropriate, affordable,
O2YF¥2NI+otSY FyR alFFSd |, 2dzNJ C2NJ tAyla G2 NBES
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body/governmentfunded services refer tthe Australian Competition and Consumer Commission
website*,

10.11.5. In relation to any transport arranged by You, Youst ensure that any vehicle used to transport
any Worker meets the requirements of all relevant legislation, including in relation to:

(@) being roadworthy, registered and insured, and

(b) having sufficient seats and seatbelts (in working order) for every person travelling in the
vehicle.

10.11.6. Youmustinclude in each Transport Plan that You submit to Us under clause 9 of the Deed
information confirming that, in relation to transport arranged by You for Workers, all vehicles
meet the requirements of all relevant legislation, including in relation to:

(@) being roadworthy, registered and insured, and

(b) having sufficient seats and seatbelts (in working order) for every person travelling in the
vehicle.

10.11.7. Youmustonly offerz2 2 NJ ®aNsgpait which has been approved by Us through approval of the
relevant Transport Plan.

10.11.8. Youmustinclude in each Transport Plan that You submit to Us under clause 9 of the Deed the
following information:

(a) a breakdown of transport costs, including:

(i)  insurance costs,

(i)  fuel costs,

(iii) registration costs, and

(iv) any other costs associated with arranging transport for Workers,
(o) distances from the workplace to Workers' accommodation,

(c)  whether each Worker will have access to a car 24 hours a day, and 7 days per, week during
their entire Placement, and

(d) whether anyWorker will only be able to access transport at certain times or during certain
periods

(e) if you are using &ransport lPovider, details of the Provider and confirmation that you have
a formal Provider Arrangement in acdancewith clausel3.2 of the Deed

10.11.9. Youmust Notify Us when a Worker has arranged their own transport and provide us with
confirmation that You are:

(a) satisfied that the Worker arranged transportsigitable (safe, reliable and affordahlend
(b)  no longer deducting Transport costs from the Workeafs,
(c) that You arenot satisfied that the Worker arranged transportsigitable
10.11.10.L Y OA NDdzvadl yO0Sa 6KSNB ,2dz NB y2G alidArafFasSR
suitable then Younustarrange and provide transport for Workers.

10.11.11. If any Worker uses the transport You provide, and You intend to deduct any cost associated with
providing the transport from the Worker's wage, Yioust:

(a) provide a breakdown of the cost to the Worker, and

54 Australian Competition and Consumer Commissibvihere to go for consumer helpitps://www.accc.gov.au/consumers/probleiwith-a-
productor-serviceyou-bought/whereto-go-for-consumetrhelp
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(b)  ensure that the deduction is made in accordance with Chapter 5.

I f You give a Worker any driver duties, such as to drive other Workers to and from work, You
must:

(a) ensure that the Worker holds an appropriate licence to drive in Australia, and

(o) pay the Worker for those driver duties where this is a requirement under the Fair Work Act
and/or any applicable Fair Work Instrument.
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