




Attachment A Job Seeker Workshop Locations 
The 40 participating JSW locations are: 

New South Wales 

Nowra  

Wollongong  

Mt Druitt  

Blacktown  

Ringwood  

Charlestown  

Northern Beaches 

Chatswood  

Bankstown  

Coffs Harbour  

Queensland 

Biggera Waters 

Browns Plains  

Mt Gravatt  

Mitchelton  

Toowong  

Toowoomba  

Ipswich  

Maroochydore  

Caboolture  

Cairns (Aplin St)  

Townsville (Aitkenvale) 

Nerang  

Palm Beach  

Victoria 

Dandenong  

Cheltenham  

Fountain Gate  

Greensborough 

Sunshine  

Epping  

Ballarat  

Moreland  

Watergardens  

Geelong  

Werribee 

South Australia 

Salisbury  

Noarlunga  

Western Australia 

Cannington  

Morley  

Joondalup  

Tasmania 

Hobart 

FOI/LEX 84964 - Page 3 of 34









Contents

1. Executive summary .......................................................................................................... 5 

2. Project background .......................................................................................................... 5 

3. Key dates and impacts ..................................................................................................... 6 

3.1 Summary ....................................................................................................................... 7 

3.2 Staff impacts ................................................................................................................. 7 

4. Training ............................................................................................................................. 7 

5. Implementation................................................................................................................. 8

5.1 Key implementation stakeholders, roles and responsibilities ....................................... 9 

5.2 Network pre-implementation milestones and timelines ............................................. 10 

5.3 Communication matrix (Implementation issues) ....................................................... 10 

6. Contingency arrangements ........................................................................................... 10 

7. Risk assessment and treatment ..................................................................................... 12 

8. Post implementation review .......................................................................................... 13 

FOI/LEX 84964 - Page 7 of 34



1. Executive summary

From 5 March 2012, Job Seeker Workshops will commence t roll out in 40 locations across 
Australia. Roll out of all 40 sites will be completed by 1 July 2012. The Workshops aim to 
assist recently unemployed, job-ready job seekers to return to the workforce, reducing the risk 
of long-term unemployment for these job seekers. 

This plan documents the implementation strategy for the Job Seeker Workshops initiative. 
The plan was developed in consultation with key stakeholders, including the Participation 
Coordination Branch and the Participation Service Delivery Branch. 

This plan will: 

• provide information about the service delivery impacts of the Job Seeker Workshops
initiative

• identify key implementation stakeholders, and their roles and responsibilities
• summarise actions and expectations of the service delivery network in relation to

service delivery
• summarise key implementation milestones and related actions
• provide a Job Seeker Workshops implementation checklist (Attachment A) to guide

the network through the implementation phase.

The intended audience for this plan includes: 

• National Manager, Participation Coordination Branch
• National Manager, Participation Service Delivery Branch
• National Manager, Participation and Education Programs
• National Manager, Education and Employment Branch
• National Manager, Centrelink Call
• Zone Service Leaders
• Participation Service Delivery Branch Directors
• Zone Region Managers
• Director, Front of House Operations Team
• Project Manager, Job Seeker Workshops
• Project Director, Job Seeker Workshops
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2. Project background 
 
As part of the Building Australia’s Future Workforce package announced in the 2011-12 
Federal Budget, ‘Job Seeker Workshops’ will replace up to three Personal Contact Interviews 
for job ready (Stream 1) job seekers within the first thirteen weeks of unemployment. This 
will occur in 40 sites. 
 
Job Seeker Workshops are scheduled to commence from 1 July 2012, and will run for three 
years until 30 June 2015. To reduce the number of initiatives being implemented as part of 
the June 2012 IT release, it was decided to bring forward the IT release for Job Seeker 
Workshops to the March 2012 release. Consequently, has been decided to commence 
workshops earlier in most sites. 
 
This initiative targets job seekers who are recently unemployed, and are job ready job 
seekers. The job seeker will participate in interactive group discussions with other job ready 
job seekers and discuss topics such as: 
 

• local labour market opportunities; 
• job search techniques; 
• out of area opportunities; 
• in demand skills; 
• further appropriate training options such as the Language, Literacy and Numeracy 

Program; 
• other services such as the Australian Apprenticeships Access Program; 
• participation and reporting requirements; and 
• obligations while receiving Newstart or Youth Allowance. 

 
Job Seeker Workshops will complement existing arrangements, with job seekers attending a 
combination of Personal Contact Interviews and Job Seeker Workshops over the first 13 
weeks of unemployment. 
 
Job Seeker Workshops began trials in eight sites in March 2011, with seven sites still 
conducting workshops. These sites will continue under the new arrangements, with another 
33 to be added to bring the total to 40. 
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3. Key dates and impacts

3.1 Summary 

The system changes to support Job Seeker Workshops are scheduled for the March 2012 
major release. This means they will be available from 5 March 2012. 

The Job Seeker Workshops initiative is required to be implemented by 1 July 2012. The early 
system release provides us with a significant degree of flexibility in the rollout schedule, 
allowing for a ‘soft’ rollout between 5 March and 1 July 2012. 

The key dates to commence implementation are: 

13/14 & 20/21 February 2012  TrainerFamiliarisation conducted 

5 March 2012 System release and trial sites commissioned 

March – June 2012 Zone training of facilitators and site rollout 

1 July 2012  All 40 sites operational 

3.2 Staff impacts 

The level of impact on staff will vary across the network. It is expected that a major impact 
will be felt by: 

• Service Centre staff delivering Job Seeker Workshops

• Service Centre staff delivering Access Services in JSW sites

It is expected that a moderate impact will be felt by: 

• Call Centre staff

• Service Centre staff delivering Access Services in other (non-JSW) sites

• Support staff for Service and Call Centres eg Help Desk

It is expected that a minor impact will be felt by: 

• All other customer service staff
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4. Training

Training for JSWs will be in a stepped approach, with each step tailored according to the 
level of impact on staff. 

Step 1: Building Australia’s Future Workforce overview training 

All impacted staff will first be required to complete overview training of the Building 
Australia’s Future Workforce package, and information (questions and answers, factsheets, 
presentations, etc) will be available on the intranet site as they are produced. 

Step 2: Job Seeker Workshops overview training 

All impacted staff will be required to complete the e-learning overview package for Job 
Seeker Workshops. Questions and answers, factsheets, presentations, etc will be available on 
the intranet site as they are produced. 

Step 3: Staff conducting Job Seeker Workshops will be provided with a two day training 
package that covers both facilitation skills and Workshop content. There will be at least one 
trained facilitator per site. Larger sites may have more. 

To build ongoing capacity within the Zones to train more JSW facilitators as required, each 
Zone will be asked to nominate one trainer per Zone, who will then train the site JSW 
facilitators and any backups. 

Training workshops will be held in Brisbane and Melbourne. Where possible this will be 
arranged to keep travel costs to a minimum. Costs for one person per Zone, and one from 
each of the seven trial sites, to be met by project funds. Zones will be requested to cover costs 
for any additional trainees they choose to send. 
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6. Contingency arrangements 
 

Since March 2011, seven sites have been conducting Job Seeker Workshops under trial 
arrangements. Though manually intensive in parts, the arrangements have worked 
successfully enough that they could continue to be used if required. 

The early IT release, and the planned ‘soft’ rollout, means that we have almost four months to 
resolve any IT issues should they arise, and prepare alternative processes if required. During 
this period there is another major release scheduled should this be necessary. 

To minimise any potential impact on the network, the following arrangements will be put in 
place: 

• Only the seven trial sites will be commissioned immediately upon system release. 
 

• Other sites to come on line only when this can be done with confidence, and following 
the completion of the implementation checklist. 
 

• In the event of partial system functionality, any workable elements to be utilised by 
trial sites pending full functionality. Further sites would be only be considered for 
rollout pending an assessment of the level of functionality available, and the impact 
on the network. 
 

• In the event of nil system functionality, existing arrangements to be maintained by 
trial sites. 
 

• Trial sites will continue to use existing SAS runs to identify eligible Job Seekers. 

Where required, any forms, fact sheets, etc, will be made available via the JSW Wiki page, 
for sites to download and provide to job seekers. 

In the event of ongoing system failure, all options to be considered in conjunction with all 
stakeholders and DEEWR.  
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regularity, and 
format 

Failure to deliver 
operational 
expectations 

Sites unable to 
effectively 
implement initiative 

Support sites via 
timely delivery of 
products and support 
services e.g. 
Comms, Wiki 

JSW project team; 
Participation Service 
Delivery Branch 
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8. Post-implementation review 
 

A post implementation review plan is being developed separately to this document. It will 
detail the target areas to be reported under the proposed review, including: 

• Strategic alignment 
• Project planning and methodology 
• Project management and performance 
• Project team 
• Benefits realisation 
• Communication 
• Project implementation and impact 

The Job Seeker Workshop evaluation plan will provide further insights into the 
implementation of this initiative. 

The PIR proposal will be forwarded for NM approval when completed. 
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Attachment A 

Job Seeker Workshops 

Service Centre Implementation Checklist 

 

� All access staff have completed e-learning JSW package   
 

� Nominated facilitator(s) have attended 2 day training course 
 

� Appropriate area for workshop has been identified and set up with necessary 
equipment, pamphlet stocks, etc. 
 

� Local workflows have been agreed and communicated (recording job seeker arrival, 
attendance, booking next appointment, etc) 
 

�  Current workshop profiles have been end dated from 3 March 2012 (trial sites only) 
 

� Job Seeker Workshop CAS profile has been established  
 

 
� Go live date has been agreed with JSW project team and Participation Service 

Delivery 
 

� Discussions have taken place with local Job Services Australia providers, and 
participation encouraged 
 

� Local employment opportunities and networks have been researched and documented 
for discussion with job seekers 
 

�  Update  if required. See attached template 
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Attachment B 

Job Seeker Workshops 

template 

'This Service Centre is conducting Job Seeker Workshops.'  

Or, where job seekers are being referred to another site to attend a JSW: 

' Some job seeker’s from this site are being referred to XXXX Service Centre to attend Job 
Seeker Workshops' 

Each Service Centre should also include information on their warm hand off process for 
when a customer contacts. At a minimum it should include:  

'A warm hand off is required where: the appointment has previously been rescheduled, the 
appointment is being rescheduled for more than one week into the future and/or where the 
customer needs urgent assistance.' 
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From:  on behalf of 
To:
Cc:
Subject: FW: ACTION REQUIRED - Co-location arrangements Rockingham LCTW [DLM=For-Official-Use-Only]
Date: Friday, 27 September 2013 4:41:45 PM
Attachments: Copy of Zone WA Rockingham LCTW 2013 Shared.xlsx

Hi Approved
 
 
Regards

Service Leader  Zone WA
s

@humanservices.gov.au

OUR PEOPLE, OUR FUTURE
 
 
 

From:  
Sent: Thursday, 26 September 2013 5:53 PM
To: 
Cc:  
Subject: FW: ACTION REQUIRED - Co-location arrangements Rockingham LCTW [DLM=For-Official-
Use-Only]
 
 
Hi 
 
Apologies for delay in getting this to you.  The attached list fine to go off to NSO for approval via
the Shared Premises mailbox below.
 
I have already discussed with and , that our locally based centralised register of
shared premise contracts does not have as many organisations on it  for Rockingham as this list
does.  There will I suspect be some we don’t have current contracts for.   is visiting them
next week so she can make sure to discuss the process required for all future contracts and
reviews.
 
Thanks
 
 
 

Region Manager North & Participation Portfolio
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M: 

From:  
Sent: Saturday, 14 September 2013 7:53 PM
To:
Cc: ; 
Subject: ACTION REQUIRED - Co-location arrangements Rockingham LCTW [DLM=For-Official-Use-
Only]

Dear 

The Department of Human Services enables shared premises arrangements with Government and
Non-Government Organisations allowing them to deliver their services from DHS Service Centres for
the benefit of mutual customers. As part of the Local Connections to Work (LCTW) program, service
providers are invited to co-locate on a rostered basis, offering face to face services to address
customer barriers, within the DHS office.  

The attached spreadsheet lists all providers that we believe are co-locating at the LCTW site in your
Zone. (Rockingham)  The process for approving co-location arrangements has recently changed as
part of a departmental wide review of co-location arrangements. Approval requests and renewal of
agreements for co-location arrangements are now put through an approval process using a
consistent methodology.  In order to ensure the Department adheres to its legal obligations
associated with co-location arrangements we require the following steps to be undertaken: 

1. Region Managers (RMs) to confirm the details in columns A-E in the attached spread sheet are
accurate.  NOTE - Only providers currently using DHS premises on a rostered basis as part of
the LCTW program should be on the list. Please add or remove providers if necessary.

2. RMs to arrange for columns F-H in the attached spreadsheet to be completed.
3. RMs to arrange for Service Leaders to approve the co-location arrangements providers.  This

can be in the form of an e-mail to the mailbox stating “Co-location
arrangements within the attached spread sheet are approved”.  To ensure the Shared
Premises national team is able to progress to the next stage we request that this e-mail is
received by COB Friday 20 September 2013.

4. Once approval from your Service Leader is received, the Co-location Branch will arrange for
Licenses (contracts) to be sent to each provider.

Co-location arrangements are managed by the Co-location Branch and questions regarding co-
location may be directed to the mailbox.

Alternately,  feel free to contact me or  from the Co-location Branch on 

Kind Regards

Assistant Director

Intensive Services Branch 
Disability, Carers and Older Australians Division 
Aus ent of Human Services
W:
M: 
F: 
Postal Address: 
e-mail: humanservices.gov.au
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Provider ABN Site Contact Address

Type of organisation (eg: 
Commonwealth Agency, State 
& Territory agency, Local 
Government, Not for profit org, 
Employment Service provider 
eg DES or JSA, or commercial 
enterprise.)

Have other organisations which provide a 
similar service been given the 
opportunity to participate? (Answer 
should be YES if community forums took 
place) Name of staff from this organisation who are 

working in the DHS Service Centre.

Kirana Training Pty Ltd 55 141 200 357 Rockingham
Martin Leavesley State Manager 1300885791: 
email martin.leavesley@kirana.com.au Unit 3,9 Boag Rd WA Morley  6062 NGO YES Debbie Wood

South Metopolitan Youth Link 
Inc (trading as both South 
Metro Youth Link & SMYL 
Employment & Training) 53 843 734 425 Rockingham

Semeh Gowagti :CEO  (08) 94304921 email 
Samg@SMYL.com.au

Head office : 21 Beale Way, Rockingham 
WA 6968 RTO YES Kendal Drew
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From:  on behalf of 
To:
Subject: Shared Premises organisations and Service centres [SEC=UNCLASSIFIED]
Date: Friday, 27 April 2012 11:24:09 AM
Attachments: SP sites and organisations.xlsx

Hi 

As requested, please find a list of the Organisations sharing premises in the DHS Service Centres

If you require further information, please dont hesitate to call

Thanks

 Shared Premises Team
@centrelink.gov.au

 Department of Human Services, Co-location Branch
 
********************************************************

Assistant Director

roject Officer
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