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Dear 

On behalf of Joblife Employment I would like to welcome you to our Disability Employment Service. 
I am confident you have made the right choice. 

Your Joblife Employment consultant shares the vision of Joblife: A Job For Everybody. They have 
a proven track record in understanding the needs of people with disability, illness or mental health 
condition, and are in an exceptional position to support you. 

At Joblife we believe that everyone in the community can participate in a stronger, resilient and more 
connected society through a strong set of values and principles: 

• People focused We put people at the centre of everything we do, building trusted relationships.
• Courageous We welcome innovation and strive to continuously improve, no matter how big

the challenges are.
• Respectful We genuinely care and support and treat people with dignity and respect.
• Responsive We continually adapt to the needs of our customers and partners.
• Empower We support, encourage and empower our staff and customers to learn and grow.

Our ongoing promise to you is to: 

• Partner with you to transform your life
• Put you at the centre of all our activities
• Deliver you positive outcomes
• Provide opportunities for you to participate in meaningful activities
• Offer a range of ways for you to speak up and provide feedback
• Exceed your expectations

Our genuine care and support approach under-pins all that we do. If at any time you would 
like to contact someone about the services provided to you please call 1800 319 502 or email 
team@joblifeemployment.com.au 

Thank you for choosing us and welcome to Joblife, we are truly looking forward to working 
with you on your journey to Empowerment.  

Warm regards, 

Nunzia Confessore 
Chief Executive Officer, 
Joblife Employment 

mailto:team@joblifeemployment.com.au


Best of all, our services are free.
You’ll have exclusive access to our unique app, 
Joblife, to search for work, manage your 
appointments and stay connected to your 
employment consultant around the clock. 

We’ll actively promote you across our strong 
network of employers and companies and work 
with them so they have a clear understanding  
of your strengths and skills and ability to fill  
their vacancy.

Looking  
for work?

Would you like individual, tailored 
assistance to find work?

At Joblife we are committed to providing the 
support you need to meet your career goals 
and become financially independent. 

Your dedicated Joblife Employment Consultant 
will take the time to understand your personal 
circumstances, learn about the barriers you face 
to employment, and work with you to develop 
a personal plan to help you find real jobs and 
support you to stay in employment.

We focus on your ability and connect you with 
local employers who are looking for people with 
your skills and background.

And, if you are a student or a member of 
the armed forces we make it easy for you to 
transition into open work.

Once you’ve started your new 
job, our commitment doesn’t 
end there. We’ll provide all the 
support you need, including 
regular contact to see how you 
are going and if there is anything 
else we can do to help you.



How we get you ready for work

Help you stay connected through smart-
phones, apps and free WiFi in our offices

Develop your job plan with you

Resume preparation

Job search

Work experience to build confidence

Interview skills and techniques

Access to training and courses

Financial support to buy clothes so you 
look your best

Once you’ve got the job we’ll

Keep in contact with you to make sure you 
are going OK

Discuss and resolve issues you may be 
experiencing at work

Identify and fill any gaps in skills and 
training 

Celebrate your achievements

Want to switch providers or register 
with Joblife Employment?  

Just call us on 1800 319 502 or email us 
at contact@joblifeemployment.com.au

Visit our website 
to find your local 
Joblife Employment 
office and learn 
more about our 
services.

contact@joblifeemployment.com.au

1800 319 502 

Joblife Employment

joblifeemployment.com.au



From your first contact with Joblife 
Employment we want to develop a relationship 
built on trust, honesty and transparency:
•  We prepare you for work or education based on your

needs, strengths and goals
•  We support and encourage you every step of the way
•  We champion and promote you to suitable employers in

a job that interests you
•  We assist you to access community services that provide

additional support
•  We help remove barriers that prevent you from achieving

your dreams

Our promise to you: 
•  Partner with you to transform your life
•  Put you at the centre of all our interactions
•  Deliver positive outcomes for you
•  Provide opportunities for you to participate in

meaningful activities
•  Offer a range of ways for you to speak up and provide

feedback
•  Exceed your expectations throughout your journey with us

Your responsibilities – what this means: 
•  Respect: Treat others with respect including Joblife

staff, clients, their family, carers, advocates and visitors.
Be considerate and make sure your behaviour does not
adversely affect others. Any kind of violence, harassment
or abuse towards staff or others is not acceptable.

•  Safe environment: Respect the rights of staff to work in a
safe environment.

•  Information: You can assist us with providing requested
information and returning phone calls from Joblife to allow
us to support your journey to employment in a timely
manner and assist you as quickly as possible.

Your rights - what this means:
I have the right to:

• Exercise control and choice when I use services or
supports

• Participate in my chosen community

• Decide how I have contact with family, friends and
community

• Freedom to give positive and negative feedback about all
aspects of my supports and services

• Independent advice and support to provide feedback or
make a complaint when I need it

• Access services based on fair and equal and transparent
criteria, and support for referral when a service is not
available

• Services and supports that are effectively managed,
regularly reviewed, accountable and contemporary

Our Service Charter
Our vision is “a job for everybody”
At Joblife Employment we believe that everyone in the community 
can participate in a stronger, more resilient, more connected society.

Our service charter is in line with our core values:

People Focused Courageous Respectful Responsive We Empower

joblifeemployment.com.au

If at any time you would like to discuss our 
services you are encouraged to contact  
us in the following ways: 

 Speak with one of our  
Regional Team Leaders 
Call 1800 319 502
Email team@joblifeemployment.com.au 



1 The term ‘Job seekers’ also refers to participants as may be applicable 

Disability Employment Services – Code of Practice 

DISABILITY EMPLOYMENT SERVICES CODE OF PRACTICE 

Organisations contracted to deliver Australian Government funded Disability Employment Services (DES) 
have agreed, and are committed, to observe the DES Code of Practice. This Code of Practice sets out the 
principles and standards that underpin the delivery of DES and other services, to increase employment 
outcomes and participation in economic activities in Australia especially for disadvantaged client groups. 

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

 Ensuring staff have the skills and experience
they need to provide quality and culturally
sensitive services to job seekers1, employers
and local communities

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

 Behaving ethically and acting with honesty, due
care and diligence

 Being open and accountable

 Avoiding any practice or activity, which a
provider could reasonably foresee, that might
bring Disability Employment Services into
disrepute

 Sensitively managing any information collected

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

 Meeting the Service Guarantees

 Tailoring assistance to the job seekers’ personal
circumstances, skills, abilities and aspirations

 Using available Government funding
appropriately to support job seekers

 Treating every job seeker fairly and with respect

 Providing a fair and accessible feedback process

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

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

 Referring the most appropriately qualified and
experienced job seekers available

 Providing a timely response to employer
inquiries

The Australian Government will support Disability 
Employment Services providers in achieving these 
standards by: 

 Evaluating and sharing best practice to enable
continuous improvement in the delivery of DES

 Providing a customer service line, free call
1800 805 260, for job seekers to raise any
concerns or problems they have with their
provider

 Also providing a Complaints Resolution and
Referral Service, free call 1800 880 052, an
independent complaints resolution services for
people using Australian Government funded
disability employment and advocacy services.
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DISABILITY EMPLOYMENT SERVICES - SERVICE GUARANTEE 

Disability Employment Services – 
Your Service Guarantee 
As your Disability Employment Services Provider: 

 We will clearly explain to you what services you
can receive, what we will do for you, and what
you have to do, including how often we will meet.

 We will provide help for you to find and keep a
job including contacting employers directly on
your behalf about suitable jobs. This includes
giving you ongoing support once you get a job, if
you need it.

 We will treat you fairly and with respect, in line
with the National Standards for Disability Services.

 We will be sensitive to your individual needs
when helping you, including any impact that your
disability, injury or health condition might have on
your ability to find and keep a job. This could also
include any parenting or caring responsibilities
you might have.

 We will deliver services that are culturally
appropriate.

What help can I expect? 

We will work with you to agree on a plan with 
assistance and activities to help you find and keep a 
job. This is called your Job Plan. 

We will work with you to help you deal with any 
issues that might be making it hard for you to look 
for work. Some of the ways we might do this include: 

 looking at what work you have done before, and
what work is available in your area

 looking at what skills and education you have and
what skills and education might help you get work

 working with prospective employers to match
your skills to their needs

 providing you with help which may include
training, work experience or services to help you
overcome any issues that are making it difficult
for you to find and keep a job

 helping you to be ready for a job

 helping you to access other support services you
may need

 helping you to write a résumé

 providing you with advice on the best ways to
look for work

 providing you with information about computer
and internet facilities relevant to helping you to
find and keep a job, including access to the
employment services jobsearch website and the
JobAccess website

 providing you with access to an interpreter if you
need one

 checking that work is suitable for your condition
or injury.

Once you have a job, we will continue to support you 
and will develop a plan with you to help you keep 
your job. This may include: 

 support to help you settle into your job

 on-the-job training

 information, support and training for your
employer and/or co-workers

 help to resolve any problems you may have at
work

 ongoing support appropriate to your needs, which
may include meeting with you regularly, or giving
you more intensive support when you need it.

Depending on your circumstances, we can also help 
you and your employer access a range of other 
support services which may include: 

 modifications for your work area

 help to purchase specialised technology

 financial help for other services, available through
a fund called the Employment Assistance Fund

 access to extra help if you are at risk of losing your
job.

For Aboriginal and Torres Strait Islander 
Peoples 

We will deliver services and engage with Aboriginal 
and Torres Strait Islander participants in a way that 
acknowledges and respects these cultures. 

We will ensure that staff are appropriately trained 
and that this organisation is committed to getting the 
best employment opportunities for Aboriginal and 
Torres Strait Islander participants.   

http://www.jobsearch.gov.au/
http://www.jobaccess.gov.au/
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What are my responsibilities? 

If you can’t do an activity listed in your Job Plan, or 
can’t attend an appointment that has been arranged 
for you, contact us as soon as possible. If you do so 
we may make another time for you to attend your 
activity or appointment. If you don’t contact us 
beforehand when you are able to do so, your income 
support payment may be suspended even if you have 
a good reason for not being able to attend. Your 
payments may also be reduced or cancelled if you do 
not attend several appointments or activities without 
a good reason.  

To make sure you get the right support, you should 
let us know if something in your life changes, like 
your health, your parenting responsibilities, whether 
you’re doing voluntary or paid work or undertaking 
education, or if you experience a personal crisis. 

What if I receive Newstart Allowance, Youth 
Allowance or Parenting Payment (with 
participation requirements)? 

If you are receiving support from DHS through 
Newstart Allowance, Youth Allowance or Parenting 
Payment (with participation requirements), there are 
some extra things that you will have to do. If you 
want to keep receiving income support, you need to: 

 make every effort to get a job, and accept any
suitable job you are offered

 do your best at every job interview

 do everything that you have agreed to do in your
Job Plan. This includes going to all appointments.

What happens to the information I tell you? 

We will collect information about you for the 
purpose of providing disability employment related 
services to you. We will keep all information about 
you in accordance with the Privacy Act 1988 (Cth). 

If you ask, we will usually be able to show you the 
information we hold about you. If you have any 
concerns about the way in which information about 
you is being managed, you can discuss your concerns 
with us.  Complaints about acts or practices in 
relation to the use and disclosure of your personal 
information can also be investigated by the 
Information Commissioner. 

More information about the Privacy Act 1988 (Cth) 
and the powers of the Information Commissioner can 
be found on the Office of the Australian Information 
Commissioner’s website at www.oaic.gov.au 

National Standards for Disability Services 

The National Standards for Disability Services set out 
the quality of services we will deliver to you. We will 
let you know about these standards, and they can 
also be found online on the DSS website 

All Disability Employment Services Program Providers 
have been assessed by independent auditors as 
meeting the National Standards for Disability 
Services. 

Connections for Quality 

Choosing a provider to help you find work is an 
important decision. 

To assist you, information about providers in your 
local area can be found through Connections for 
Quality on the employment services jobsearch 
website or the JobAccess website. When you are 
looking for a provider, Connections for Quality 
information about the services they provide is 
available on each Provider Site Detail page. This 
information will answer your questions about who 
will work with you and how they will help you find 
employment. 

What can I do if I’m not happy with the service I 
receive? 

If you think you aren’t receiving the right help, you 
should first try to talk to us. We will provide a 
feedback process which is fair and we will try to 
resolve your concerns. 

If you feel you can’t talk to us about your concerns, 
or you are still not happy, you can access the 
National Customer Service Line on 1800 805 260 
(free call from land lines). 

If you think that a provider is not complying with the 
National Standards for Disability Services, you can 
call the Complaints Resolution and Referral Service 
on 1800 880 052 (free call from land lines), or on the: 

 TTY number: 1800 301 130 (free call from land
lines)

 The National Relay Service: 1800 555 677 (free
call from land lines)

 Fax: 02 9318 1372

http://www.oaic.gov.au/
https://www.dss.gov.au/our-responsibilities/disability-and-carers/standards-and-quality-assurance/national-standards-for-disability-services
http://www.dss.gov.au/our-responsibilities/disability-and-carers/standards-and-quality-assurance
http://www.dss.gov.au/our-responsibilities/disability-and-carers/standards-and-quality-assurance
http://www.dss.gov.au/our-responsibilities/disability-and-carers/standards-and-quality-assurance
http://www.jobsearch.gov.au/
http://www.jobsearch.gov.au/
http://www.jobaccess.gov.au/


Standard 6: Service Management
Disability services should be managed well.

Standard 5: Service Access
Finding and using services is fair. You can access the 
services you need.

Standard 4:  Feedback and Complaints
You can tell people what you think about the services 
you receive.

Standard 3: Individual Outcomes
Your service supports you to make choices about what you 
want to do. You can work toward your goals.

Standard 2:  Participation and Inclusion
You can take part in the community and feel included when 
you use disability services.

Standard 1: Rights
You have the right to be treated fairly when you use 
disability services.

National Standards for Disability Services
Making sure that people with disability receive good quality services. 

dss.gov.au



Disability advocacy 
What is disability advocacy and why is it important? 

Disability advocacy is acting, speaking or writing to promote, protect and defend the human 

rights of people with disability. The Australian Government, and some state and territory 

governments, fund independent advocacy to help people with disability who face complex 

challenges or are unable to advocate for themselves, and do not have family, friends or 

peers who can support them as informal advocates, to access advocacy support. 

An independent advocate, in relation to a person with disability, means a person who: 

(a) is independent of the organisations providing supports or services to the person with

disability; and

(b) provides independent advocacy for the person with disability, to assist the person with

disability to exercise choice and control and to have their voice heard in matters that

affect them; and

(c) acts at the direction of the person with disability, reflecting the person with disability’s

expressed wishes, will, preferences and rights; and

(d) is free of relevant conflicts of interest1.

Why does independence matter? 

A disability advocate must be independent and act solely in the interests of the person with 
disability who they are supporting. An advocate cannot be independent if they, or the 
organisation they work for, might benefit in some way from influencing the outcomes of the 
advocacy – this would be a conflict of interest. 

A conflict of interest can happen in many situations, for example, a support worker helping 

a person with disability to resolve a complaint about the disability service that employs the 

support worker. 

Government-funded independent advocates can act solely on the side of the person with 

disability and without a conflict of interest. This differs from National Disability Insurance 

Scheme (NDIS) Local Area Coordinators, for example, whose role is to link people with the 

NDIS and to provide information and support in their community, but not to act as 

advocates. It also differs from NDIS Support Coordinators who have an interest in 

1 National Disability Insurance Scheme Amendment (Quality and Safeguards Commission and Other Measures) Act 

2017 (Cth) s9. 



maintaining services and/or funding relationships and have restrictions on how much they 

can support the direct wishes of the person with a disability. 

We have the NDIS now. Do we still need independent advocacy? 

Yes. Independent advocates assist people with complex, specialised and often serious 

issues that can include supporting them: 

 to understand their rights and responsibilities;

 through discrimination, criminal and child protection cases;

 within mental health facilities and through the mental health review tribunal;

 to resolve issues about government benefits, payments, pensions and support

services;

 through tribunals for guardianship, tenancy and consumer affairs;

 to access housing, education or other state systems;

 to resolve complex service provision or complaints issues, especially where it is

difficult for the person to speak up for themselves; and

 to leave domestic violence situations.

None of these activities are available as NDIS-funded supports. 

Approximately 460,000 Australians with profound disability will receive individual NDIS 

funding. However, there are another 3.9 million Australians who identify as having a 

disability who may also require access to independent advocacy, if the need arises.  

The NDIS will fund some forms of decision-making support and capacity building through 

Individual Funded Packages for NDIS participants and through activities funded by the 

Information, Linkages and Capacity Building program. Examples of these supports and 

services include:  

 assistance to coordinate NDIS supports;

 support to develop skills for decision-making to exercise choice and control;

 supports that help people to develop their knowledge and skills for making choices

and decisions and standing up for their rights;

 information and training about how to make complaints; and

 information about where to make complaints.

Although advocacy organisations have supported people with disability in similar ways, 

NDIS-funded supports are not the same as independent advocacy support and will not 

replace the role of independent advocates. 

How do I find an independent advocate? 

To find the locations and contact details of government-funded independent advocates 

near you, go to http://disabilityadvocacyfinder.dss.gov.au. 

http://disabilityadvocacyfinder.dss.gov.au/


Link Australian JobSearch to your myGov account 

Step 1: 

Go to myGov and sign in. 

Click: 

• Services from the menu bar, or
• Link your first service

Step 2: 

Select Australian JobSearch from the list of services. 



Step 3: 

You will be redirected to the jobactive website. You will have to answer some questions to set up 
your account. 
It should take less than 5 minutes. 

Sign in to your job seeker account on the jobactive website 

Option 1: 

jobactive (Australian JobSearch) will appear in Your services next time you sign in to myGov. 
Click it to sign in to your job seeker account.  



Option 2: 

You can also sign in straight from the jobactive homepage. 
Click Sign in / Register and select Job seeker.  



From 1 July 2018 there will  
be a new compliance system. 

You need to know about these changes if you have 
mutual obligation requirements in jobactive, 
Disability Employment Services and ParentsNext.

There are some key changes
  You will get demerits if you don’t meet your

requirements and you could lose some or all
of your payments.

  A new online dashboard will help you manage your
requirements in your Job Plan or Participation Plan.

From 1 July 2018, three images on your online 
dashboard will show you where you stand:

What to do next

Talk to your provider about the new compliance 
rules and get help to access the dashboard.

It’s important you understand:

  what your requirements are and how to meet them
  when and how the new system is applied
 

Want more information?
  Go to jobactive.gov.au
  Call the National Customer Service Line

on 1800 805 260

Do you need help with this information?

If you need an interpreter, please call the Translating  
and Interpreting Service (TIS) on 131 450* and ask for 
the Employment Services Information Line on *.

If you are deaf, or have a hearing or speech impairment, 
you can use the National Relay Service. For more 
information, visit relayservice.com.au*

*  Note that call charges apply for calls to ‘13’ and ‘1800’ 
numbers from mobile phones.

Your online dashboard– 
know where you stand.

From 1 July 2018, you can use your online dashboard to 

keep track of your mutual obligation requirements:

  Record the jobs you have applied for.

  Check your To-Do list.

 

that you attended.

 

reasons for getting them.

Online dashboard 

You can link Australian JobSearch to your services in 

myGov to access the jobactive website. You can also 

download the jobactive Job Seeker app to your device 

or phone.

Login to myGov then click on the ‘Australian 

JobSearch’ button.

If you can’t see the ‘Australian JobSearch’ button click ‘link 

to another service’ and select ‘Australian JobSearch’.

Follow the prompts to set up an account.

Meeting your requirements

Warning  
You have demerits.

Financial Penalties 
You have not met your requirements and 
have more than 5 demerits. You will start 

your payments.

5 section indicator based on original 

5 section indicator based on original 

Talk to your provider if you don’t have a computer 
or the internet. They will help you record your 
requirements.



You will see this on your dashboard when you have 

moved to the Penalty zone. 

In this zone, you will get financial penalties if you 

don’t meet your requirements.

z The first time you fail to meet your requirements

you will lose 1 week’s pay.

z The second time you fail to meet your requirements

you will lose 2 weeks’ pay.

z The third time you fail to meet your requirements

your payment will be cancelled and you will have

to wait 4 weeks before you can re-apply.

Important! 
You have to meet all your requirements for 3 months 

to move back to the Green Zone.

It’s time to take control. You will see this on your 
dashboard when you have not met your requirements 
and you have demerits.

You will receive demerits if you don’t have a valid 
reason and you do not:

z Agree to your Job Plan or Participation Plan.
z Complete your Job Search.
z Attend or behave appropriately at appointments

with your provider and other organisations.
z Attend or behave appropriately at your activity.

Each demerit lasts 6 months and then expires. 

If you miss a requirement your payment will be  
suspended until you re-engage with your provider. 
But you will not lose payments.

Important! 
To move back to the Green Zone, you have to meet 
all your requirements until your demerits expire. 

You will see this on your online dashboard when you 

meet all of your requirements, like attending your activities 

and appointments, doing your job search, and attending 

job interviews.

z Use the dashboard to record the jobs you have applied for.

z Check your To-Do List.

z Confirm the appointments, activities and job

interviews you have attended.

If you miss a requirement your payment will be  

suspended until you re-engage with your provider and 

you may get a demerit. But you will not lose payments.

Important! 
Stay in the Green Zone - tell your provider ahead of time 

if you can’t meet your requirements. 

5 section indicator based on original 5 section indicator based on original 

Meeting your 
requirements 

Warning 
(1 to 5 demerits)

Financial 
Penalties

Provider and Centrelink reviews 

In the warning zone,  if you get 3 demerits you will have a 
Capability Interview with your provider. If you get 5 demerits 
you will have a Capability Assessment with Centrelink. 

You will have a chance to discuss the reasons you haven’t 
met your requirements, identify issues, and review your  
Job Plan and make sure you can meet your requirements.

If Centrelink decides at a Capability Assessment you can meet 
your requirements, you will move to the Penalty Zone where you 
will lose money if you do not meet your requirements.

Check your status – what do the symbols mean?

Payment cancelled anytime, 4 week wait to re-apply if you… 
fail to accept or start a suitable job or if you leave a suitable job or are dismissed for misconduct without a good reason. 
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This document is confidential and remains the intellectual property of Joblife Employment 

This document is uncontrolled if printed 
Issued 5/12/2019 

We Welcome Your Feedback 
Your feedback is important to us. If you would like to lodge a complaint or would like to 
give us feedback in relation to the services we provide to you as a Disability Employment 
Service provider, please fill in the details below. 

We ask that you fill out this form and place it in the box provided for submission.  
You may choose to omit your name and contact details if you would like to make an 
anonymous complaint or suggestion. However, if you would like us to follow up this 
complaint or feedback with you please provide your contact details below. 

The Feedback Process – for complaint resolution: 

• Step 1: Speak with your Employment Consultant at the site who will endeavour
to resolve the matter immediately.

• Step 2: If unresolved speak with the Regional Team Leader within your area
who can be contacted on 1800 319 502.

• Step 3: If unresolved speak with the National Employment Services Manager,
Emma Callahan on Ph. 0427 804 163 who will listen to your concerns and
attempt to resolve the matter within 5 working days.

• Step 4: If you are unhappy with the resolution, you can contact the Customer
Service Line on 1800 805 260 or the Complaints Resolution and Referral Service
on 1800 880 052.

Name ___________________________________ 

Job seeker ID _____________________________ 

Address 
___________________________________________________________ 

Phone Number ____________________________     Date  /  / 

Please list your feedback, complaint or suggestion: 



JL-DES-QA-FRM-003 V5            DES We Welcome Your Feedback Form 
This document is confidential and remains the intellectual property of Joblife Employment 

This document is uncontrolled if printed 
Issued 5/12/2019 



JL-DES-OP-FRM-004 V1  DES Participant Nominated Advocate Form 
 This document is confidential and remains the intellectual property of Joblife Employment 

 Issued 1/7/2018  Uncontrolled if printed or downloaded 

DES Participant Nominated Advocate 

You may wish a family member, friend or carer to accompany you during your interviews with Joblife or 
act on your behalf during your time with our Disability Employment Service.   

To protect your privacy, discussions regarding your information and the delivery of Joblife Employment 
services can occur with specifically nominated parties whose details appear below only after written 
permission is granted by you. 

Advocate Name  

Advocate Date of Birth 

Phone   

Declaration by Participant 

By signing below:  

I give consent for Joblife Employment Disability Employment Service to contact my nominated Advocate 
for the purposes of employment-related services.  

I acknowledge that my personal information may be discussed with my Advocate to assist in improving 
my employment and related services.  

Participant Name . 

Signature   Date 

Office Use Only  JSID 



Suite 501, Level 5, 10 Bridge Street, Sydney 2000 

1800 319 502 

contact@joblifeemployment.com.au 

joblifeemployment.com.au 

PARTICIPANT AUTHORITY TO DISCLOSE 

Participant Name ___________________________________________________ 

Address __________________________________________________________ 

JSID _________________________    Start Date ____________ 

I would like Joblife Employment to assist me obtain employment and, when successful, ensure 

my job remains safe and secure. To assist in the process, Joblife Employment may obtain oral 
or written information about relevant employment or training from my employer, registered 

training organisation, government departments or external services providers as required.  

This may include (but is not limited to): 

• Details of wage/ earnings

• Confirmation of employment dates

• Any training program and/ or certificate completion

• My attendance records

• Any medical records or practitioner information

• Release of my resume to potential employers

• Participation required in other government programs

• Sharing of my details between Department of Jobs and Small Business and other
government departments or external service providers as required.

I understand that the information obtained will be kept confidential between myself and Joblife 

Employment and that it is to assist with progress towards reaching goals and objectives 

discussed with Joblife Employment. 

I understand that copies of any written reports relating to the above information can be provided 

to me on request. 

Participant Signature _____________________________ Date _________ 

Joblife Staff (Print Name) ___________________________ Date _________ 
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Disability Employment Services Privacy Consent Form V1.3 

Privacy and Your Personal Information 

Your personal information is protected by law. Under the Privacy Act 1988 (Cth) (Privacy Act), the Department of 
Social Services (the Department), its employees, agents and contracted service providers — including your Disability 
Employment Services (DES) Provider — is regulated in the ways they collect, hold, use and disclose personal 
information. 

Your personal information is collected by your DES Provider on behalf of the Department, which is obligated under 
the terms of its DES Grant Agreement to comply with the Privacy Act when collecting, using and disclosing your 
personal information. Your personal information is collected for the purposes of administering DES and providing 
you with employment services and assistance, including to: 

• determine your eligibility for participation in DES, including to assess your work environment requirements;  

• assist you to find a job, which is undertaken by DES Providers on behalf of the Department; 

• provide you with employment, education and training opportunities;  

• assist you, where necessary and appropriate, to obtain specialist DES services;  

• evaluate and monitor the programs and services provided to you by DES Providers, the Department and 
other contracted providers including third party providers; 

• contact you about your participation in the DES program, and if applicable, your mutual obligation 
requirements;  

• if necessary and appropriate, contact potential and actual employers on your behalf to negotiate your 
employment conditions and any specific requirements to ensure your work environment can accommodate 
your circumstances; 

• ensure compliance by DES providers with their obligations under the DES Grant Agreement, including by 
contacting your employer if you are successful in finding work to verify any claims related to your 
employment submitted to the Department by your DES provider; 

• help to resolve complaints made by you or your DES Provider; and  

• include you in surveys conducted by the Department or on behalf of the Department.  

If you do not provide some or all of your personal information, the Department may not be able to provide you with 
appropriate employment services and assistance. 

For the purposes of administering DES and providing you specialised disability support services, your personal 
information may be collected from, and given to, third parties, including:  

• DES Providers;  

• the Department of Social Services, Services Australia, the Department of Education, Skills and Employment, 
the Department of Home Affairs, the Department of the Prime Minister and Cabinet and their respective 
contracted service Providers, and other Commonwealth agencies or entities as necessary or required;  

• contracted providers of other government agencies where those providers are delivering services to you;  

• parties who deliver employment services to you; or 

• actual and potential employers.  

Your personal information will be disclosed between DES Providers in the event you transfer to a different Provider, 
regardless of the reason.  
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Your personal information may also be used by the Department or given to other parties where you have agreed, or 
where it is otherwise permitted, including where it is required or authorised by or under an Australian law, such as 
social security law, a court or tribunal order, or where a duty of care exists. 

Department of Social Services’ Privacy Policy 

The Department’s Privacy Policy contains more information about the way the Department will manage your 
personal information, including information about how you may access your personal information held by the 
Department and your DES Provider, and seek correction of such information. The Department’s Privacy Policy also 
contains information on how you can complain about a breach of your privacy rights and how the Department will 
deal with such a complaint. 

The Department’s Privacy Policy is available on the Department’s website at https://www.dss.gov.au/privacy-policy. 
You can also request a copy from the Department via email at DESadmin@dss.gov.au. 

Collection of sensitive information 

In order to provide you with appropriate employment services and assistance, your provider may also collect 
sensitive information, which is a type of personal information. Sensitive information may include details of your 
cultural or linguistic background, any criminal record, health and medical information, and membership of a 
professional or trade association. 
 

Declaration by Disability Employment Services (DES) Participant1 

I agree to the collection of my personal information and sensitive information in accordance with this Privacy 
Notification and Consent form. 

Name of person making the declaration:  

Signature:  Date:  

Declaration by Legal Guardian or Administrator of Participant (if applicable)2  

I am the appointed legal Guardian or Administrator of the Participant and as such, I am authorised to sign this 
declaration for and on behalf of the Participant (please tick box)  
 Yes  

Declaration by Disability Employment Services (DES) Provider 

I am an authorised DES Provider and I declare that I have discussed this form and explained to the Participant the 
reasons why their personal information and sensitive information will be collected, and the purposes for which their 
personal and/or sensitive information may be used and disclosed in accordance with this Privacy Notification and 
Consent form. 

Name of person making the declaration:  

Signature:  Date:   

Name of DES Provider (Organisation Name):  

 
1 Note: Participants under the age of 18 years can sign this declaration as long as they do not have a legal Guardian or Administrator appointed. 
2 Note: Where the Participant has been appointed a legal Guardian or Administrator, that person must sign this declaration in place of the 
Participant and check the applicable tick box. 

https://www.dss.gov.au/privacy-policy
mailto:DSSfeedback@dss.gov.au
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