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You are here: Accredited Employer > Job Check > Assess Job Check > Assess General Job C...

Assess General Job Check

When to use

When the employer holds an employer accreditation and submits a job check application with accompanying documentation. The immigration
officer is ready to assess the application.

Role

* Immigration officer

Prerequisites @ :E' @
* Employer holds employer accreditation with INZ %

¢ Employer has completed an online job check application form

Context

Job check applications will be case managed (rather than activity-b:
Checks will be undertaken by the system to ascertain whether
whether the NZBN is valid for the job checks they are subm
expire on 4 January 2023.

ole application for an empl
them to submit a job check an
s approved before 4 July 2022 will

The steps in this SOP include:

® assessing whether an employer meets t s for a job check, ag €T Nhe Joh check instructions

¢ escalating additional risks and se a & %

e guidance where decisions to by relevant =
The assessment inc %elevant infor '%nm ated by risk indicators raised by the ADEPT system and Business Rules Engint
(BRE).
Please f@% ate step(s) based nual intervention required.

S
1. b Check applicati u
not suspended
e This \t i

Olume. Standard accreditation allows an Employer to have up to 5 jobs associated to them.

ar
E ers cyhnot make a Job Check application unless they are accredited, and that accreditation is not suspended.

QY
If... Then...

The employer’s accreditation has expired e Contact the Employer and advise that they will need to reapply for accreditation
* Go to PPI SOP

The employer’s accreditation has been e Go to Postpone Job Check SOP

suspended

The employer’s accreditation has been revoked e Go to PPl SOP

They hold an accreditation which does not It may be that the employer is applying for more jobs than allowed under
allow for them to apply for the job checks they standard accreditation. If so, the employer will need to apply for an upgrade to
have applied for. High Volume accreditation if this is the case.

* Contact employer for more information

¢ Go to PPI SOP
e Where multiple jobs are included in the application and the employer decides to

JURSROURURN R O P TRy A S (U TR S S
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TEImove d Jun, 11, en process wie pdidiite vl uie Jops

The employer’s accreditation is still pending e Go to PPI SOP

e |f they hold interim accreditation continue processing application

The employer’s accreditation is under review e Go to PPl SOP

® Put Job Check on-hold until the employer is determined to meet the requirements,
until the employer’s accreditation is revoked.

2. Employer or key persons must not be on the Labour Inspectorate stand down list

* This activity will be triggered by ADEPT automatically checking the list of non-compliant employers for breaches of employment standards (the LI st:
down list), alerts or warnings, and/or the employer’s response on the application form.

* Ensure employer accreditation status is reviewed and postpone processing the job check as per the Postpone Job Check SOP.

e Refer to Assess Employer Compliance SOP. @
~ N\
AN\
If.. Then... «
®

A decision is made to continue * Continue processing job,
accreditation SN\
N

A O
A decision is made to revoke accreditation e PPljob ch(@ | \e; SOPs). (-\
. #@ O
W/

- \,4ve been impMSoneW for ain offences under the Immigration Ac

3. Employer or key persons must not be convicted, are subjec @\
2009 Q g i

* This activity will be triggered by ADEPT checking agai ration Offences, al@ 2s.6n the employer and key persons, and where the

(b) (i.e. the offences mentioned in the point above) and the penalty was a fine, the issue
adken sufficient steps to prevent it from happening again. These offences refer to those listed ii

o) it~ ust not have received a prison sentence for an offence under sections 343(1)(d) or 344(d) of the Immigratiot

o theem its\kg§ persons must not have been convicted at any time of an offence under sections 343(1)(a), 345, 348, 342(1)(b), 351 of t
Immig
% have committed these offences are either subject to a stand down period or permanently banned from gaining employer accreditat

%su mployer accreditation status is reviewed and postpone processing the job check as per the Postpone Job Check SOP.
@ efer to Assess Employer Compliance SOP.

If... Then...

A decision is made to continue ¢ Continue processing job check
accreditation

A decision is made to revoke e PPl job check (see PPl job check SOPs).
accreditation

4. Employer or key persons must not have been convicted under s98, 98C or 98D of the Crimes Act 1961
* This assessment will be triggered by the ADEPT system checking whether an employer or key persons has been convicted of an immigration offence
alerts or warnings, and where the employer indicates this on the application form.
* Ensure employer accreditation status is reviewed and postpone processing the job check as per the Postpone Job Check SOP until an assessment |
been carried out to establish whether the employer has been convicted under the Crimes Act 1961. Employers who have committed these offences
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be permanently banned from gaining employer accreditation.

e Refer to Assess Employer Compliance SOP.

If... Then...

The employer or key person is has e Continue processing job check
not been convicted under s98, 98C or
98D of the Crimes Act 1961, and a
decision is made to continue
accreditation

The employer or key person is has PPl job check (see PPl job check SOPs).
been convicted under s98, 98C or

98D of the Crimes Act 1961, and a
decision is made to revoke
accreditation

5. Employer or key persons must not have an active investigation or case pending that may result in 4 not being met

* This activity will be triggered by alerts and warnings, or where the employer indicates this on the

e Ensure employer accreditation status is reviewed and postpone processing the joC e
® Refer to Assess Employer Compliance SOP.
If'" Then @v «\
<\ pa \)
A decision is made to continue \)CGSSIHgJOb Ch b
accreditation T\

A decision is made to revoke @ Q * PPljob che%{(??\' e SOPS)
accreditation A v %}

6. Employer’s key persons' ot be prphibited from bek
rated body withjn

r the Postpone Job Chec OP.

yer accreditati atus is reb

Reéfer’to Assess Emplo % li OP.
/)“

Wed and postpone processing the job check as per the Postpone Job Check SOP.

\>\)
Then...
< is&e to continue e Continue processing job check
Q >&cision is made to revoke * PPl job check (see PPI job check SOPs).
accreditation

7. The Employer must be a viable and genuinely operating business or organisation
* This activity is triggered by the ADEPT system checking the NZBN for organisation insolvency, alerts and warnings and Business Rules Engine (BRE).

e Where the employer (organisation) is insolvent an assessment of whether the employer is viable and ongoing under the Employer Accreditation
Instructions will need to be undertaken.

* Ensure employer accreditation status is reviewed and postpone processing the job check as per the Postpone Job Check SOP.

o Refer to Assess Viable and Genuinely Operating Business/Organisation  SOP.

If... Then...
A decision is made to continue ¢ Continue processing job check
accreditatinn
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A decision is made to revoke e PPl job check (see PPl job check SOPs).
accreditation

8. The job must match the chosen ANZSCO (Australian and New Zealand Standard Classification of Occupations) code
* This activity will be triggered by the ADEPT or when an immigration identifies this while processing the job check application.

* Check whether the Australian and New Zealand Standard Classification of Occupations (ANZSCO) code provided by the employer matches the detail
the job provided in the proposed employment details, including the job check application, employment agreement, job advertisement and any othe
information provided by the employer about the job. This can include considering the:

o minimum qualifications,
o work experience,
o skills or

o other specifications identified by the employer

* Consider whether to refer to the qualifications described for the closest matching occupation in the SC @experience th A
indicates can substitute the required qualification.
™

. hen. A% N ~\ \¢

The ANZSCO code does not match a °
role or the proposed employment

cO code

fruction not being

e change requires
de assessment under the

€
ss Jrngployment is Acce § Employer has Advertised SOPs.
P

Q) N
The skill sets outlined in the \\) Go to Assess t yhent SOP, and Assess Employer has
application are in excess of tr&\ Advertise ﬁ
described by the new ANZSC{ (od /> Ki\\

\)

The salary is not com ; to \sdess AcLeptable Employment  SOP to assess market rate.
the new ANZS@?Z Y \
by the immigr '\

q
\\7 N N
Job specified ipthe Job MOn must match the proposed employment agreement

Check that the lo@%on eyployer has advised in the application is in fact the location of the job — check regions against regional council

boundaries ain€t city council boundaries to determine if the location specified in the application is correct.
e Check ent ment and advertising (if required) have the same location.
N
< A\
NS
The location in the employment e Continue processing the application

agreement is the same as at least
one job advertisement

The location in the employment e Goto PPISOP if they don’t meet instructions
agreement does not match at least

one job advertisement

10. No more than 5 jobs can be associated to the employer if the employer has Standard Accreditation
Note: High Volume Accreditation has no maximum number of jobs.

* This activity is triggered by ADEPT checking the job quota available to the employer.

* Jobs are associated to an employer when it is approved as part of a Job Check application. It remains associated until it either expires or is cancelled
the instance of an Accredited Employer Work Visa being varied to allow visa holder to work for a different employer.

If... Then...
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More than 5 jobs are associated to
the employer yet been processed by INZ (e.g. variation of conditions of an employee’s visa).

Check whether there are changes to the jobs associated to the Employer that haven’t

Contact the Employer to identify if there has been a change of work circumstances
with any of the employees, that has not yet been submitted to INZ. This could
include:

¢ Previous offer of employment being withdrawn; or

¢ an accredited employer work visa application that was made on the basis of an
approved job is being withdrawn; or

* An employee is leaving their job with the employer

Advise the employer that the change of employee’s circumstances needs to be
submitted to INZ before the job space can be made available to the employer

If there are more than 5 jobs go to PPI SOP , otherwise continue processing any
other jobs in the application.

po)
The Applicant advises that a previous e Check employee details in ADEPT for confirmation
employee has had a change of * Verify any details
circumstances * Advise the employer that the change of em es needs to be
submitted to INZ before the job space ¢ ade ilabYé to the emplo 9
e Update Notes (see the Employer Accreditatio Joli Check User Guide

Continue processing O

11. All jobs included in the job check application must be for the same:

location, an

minimum and maximum remuneration, and

type of agreement, AND

the same minimum qualifications ri knce, AND
the same job description,

the same employm

‘bcheck%j
WALW V.

aqdxity boundary maps

S N
© O
W

a¥®On have the same:

e at the minimum qualifications, work experience, skills or other specifications required for the job are all the same
eck that they all have the same job description
Check whether a labour market test is required (see WA3.20(a) of the Job Check instructions).

Check that the proposed employment agreement is included with the application.

If... Then...

Labour market test is required as e Check that the jobs are all included in the same set of advertising
per WA3.20(a)

Position details (as described e Goto PPI SOP
above) are different for multiple
jobs included in the job check
application

Multiple applications are required e Continue processing application for the number of jobs that meet the criteria

above

* Consider whether a waiver may be required — Go to Waiver SOP
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12. All jobs included in the Job Check application must be for the same proposed location
* This activity will be triggered by the employer’s responses on the application form or identified by an immigration officer processing the application

* The location of the job is the place where the work is entirely or principally carried out or based, as per the proposed employment agreement and
information provided in the Job Check application.

® Check whether all jobs included in the job check application have the same proposed location.

If... Then...
All jobs are for the same location e Continue processing the application
N
Al jobs are not for the same * Goto PPISOP for job(s) that are not in the same locafoxs

location ® Process application for the jobs that have the locatgogs

The Job Check does not include ¢ Continue processing application. (/%\) \b}
multiple locations n
Q QY

13. The proposed employment must be genuine

$

* This activity will be triggered by the employer’s responses on thea ahual processing as determined |

step 18 in the Assess employment is acceptable SOP and
application.

genuine when processing the

® Check that the proposed employment is genuine.

o whether the role is consisten i v employer operates, or

o Where tr; gi
S ral /4
h

¥d risks and adyise aNg’
alary is commegnsurate hy b description by searching for other jobs that are same or similar

ee
L]
%contract to identify Wwhatherthe job check application is for a family member of the employer who might be disadvantaged by that contrz

ere the pay rag@\s ed tbo 0 to $1.00 above the median wage, or where the pay rate is considerably higher than market rate for this occupz
consider:
o th% , e r, job/role and consider risk such as wage/role inflation, genuine job, etc.
he
o CM

af€ or Restaurant Manager (141111)

upation is one of the following roles:

© Cook (351411)
o Retail Manager (General) (142111)
o Retail Supervisor (621511)

o Hospitality, Retail and Service Managers nec (149999)

consider:

o the industry, employer, job/role and consider risks such as wage/role inflation, genuine job, etc.

® Check the Labour Market Test is met — See SOP.

If... Then...

the employment is genuine e Document in ADEPT notes (see the Employer Accreditation and Job Check User
Guide );
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® (onunue processing the application

the employment is not genuine e Go to PPI SOP

14. False or misleading information provided, or relevant information was withheld
e This activity will be triggered by alerts or warnings or where an Immigration Officer identifies this when processing an application.

¢ Information that is provided as part of an application for a Job Check must be genuine, accurate and true. An Immigration Officer may decline an
application for a Job Check if they are satisfied that an employer:

o Provided false or misleading information in support of the Job Check application, or

o Withheld relevant information that was prejudicial to approval of the Job Check application.

* Providing false or misleading information or withholding information from INZ can also affect an employer’s accreditation status.
* Ensure employer accreditation status is reviewed and postpone processing the job check as per the Postpone eck SOP.

® Refer to Assess Employer Compliance SOP.

If... Then... - \ N b

A decision is made to e Continue processngOb check @
continue accreditation /\
A decision is made to revoke e PPl job check (see PPI ps) U
accreditation

N

15. A viable and genuinely operating business or organisa s on &e if the emplq
must not be bankrupt or subject to a No AssexPTosgdure

* This activity is triggered by the AD

* Where the employer is a sole

® Ensure employ,

. Refer to Ass le\anyd Genuinely Ope

&zsmn is made %b\y’ Continue processing job check

continue accr

0 ke * PPl job check (see PPI job check SOPs).

$

Assess Job Check
Assess Risk
Assess Employment is Acceptable

Assess Employer has Advertised
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You are here: Accredited Employer > Job Check > Assess Job Check > Assess Employer has ...

Assess Employer has Advertised

When to use

When the employer holds employer accreditation, has completed a job check application and provided information as requested in the job
check application form. The immigration officer is ready to assess the application.

Role

* Immigration Officer

Prerequisites

e Employer holds employer accreditation with INZ

e Employer has completed a job check application form

* Assess employment is genuine

¢ General job check @
Context
Job check applications will be case managed (rather th ctiwth d) by immigration

employer. Most job checks will require some manual procgssi tivities. Any job
2023.

The steps in this SOP include:

* assessing whether an employer

* escalating additional risks §

. thejob check instructions

signed-off by refevgn agement.

The asse@lude view of releva% as indicated by risk indicators raised by the ADEPT system and Business Rules
Engine (

’ #the minimum requirements for the job must include the requirements on the list for that occupation

e occupation j G
* This actjyity chn be tr et by ADEPT, or employer responses on the application form.
cC e job check is listed on the green list, the occupation is exempt from having to carry out a Labour Market Test. It must,
, PRy Bt least the median wage (WA3.15.1) and meet the qualification, registration and wage requirements set out in the Green List

o |
h
ments from Appendix 13 in the INZ Operational Manual.
eck whether the occupation meets the qualification, registration and wage requirements set out in the Green List Requirements from Appendix

in the INZ Operational Manual.

* guidance where lops n&

* Consider whether you need to seek additional information from the employer (see RFI section in the Employer Accreditation and Job Check User
Guide ).

If... Then...

The employment specifications of the role do ¢ Continue processing application.
match the green list

The employment specifications of the role do e Go to PPI SOP
not match the green list

2. The job must have been advertised on a general national job listing

* This assessment will be triggered by responses from the employer on the job check application form.

P 1 A R TRV T S Y

inzkit/publish/globalprocessmanual/#77448.htm 1/6


https://mako.wd.govt.nz/otcs/llisapi.dll?func=ll&objaction=overview&objid=125214167

9/8/22, 10:01 AM Global Process Manual Global Process Manual

¥ JUD INuUsL rdve peer duverseu.

o on a general national job listing website where suitable New Zealand citizens or residents are likely to apply, or

o by other means (such as on an industry specific job website) that would be likely to attract suitable New Zealand citizens or residents.

* Consider requesting additional information from the employer (see RFI section in the Employer Accreditation and Job Check User Guide ).

If.. Then...
Advertising for the role was included on job * Note in ADEPT that the advertising is sufficient.
listing websites likely to attract New Zealand Continue processing the application.

citizens and residents:

* on a general national job listing website; and

or
e another suitable website (e.g. industry job @
website)
<\ \%\
Advertising for the role was not included on Go to PPI SOP
job listing websites likely to attract New
Zealand citizens and residents: b >

* on a general national job listing website; and

or : :g >
¢ another suitable website (e.g. industry job @
website) m
A <\ O\
N/ N

Suitable general national job listing websites include (this is ngt §n e\

* Seek

¢ Trademe

¢ Indeed

¢ Linkedin Jobs

* Yudu % @

* My Job Space

D the key terms and conditions which are consistent with the proposed employment
perience, skills or other specifications required

Consider requ ofd

rmation from the employer (see RFI section in the Employer Accreditation and Job Check User Guide ).

dd
e Considgg whether adVer§sthg meets the requirements set out in WA3.20. 1(d), the advertising must include:

jo detailing the key tasks and responsibilities, and

ded with the Job Check application, including:

key ¥rms and conditions of the employment, which are consistent with the proposed employment agreement and other information
i
= the minimum and maximum rate of pay or salary, and

= where a significant portion of the actual earnings are not guaranteed, the estimated actual earnings (for example what the piece rates

or commission rates are, or what the average bonuses are), and
= the minimum guaranteed hours of work, and

= the location of the job, and

o the minimum qualifications, work experience, skills or other specifications required for the job. These must:
= only include those necessary to perform the work on offer (WA3.20.5); and

= be the same as those listed on the application form.

If... Then...
Advertising included: Note in ADEPT that employer will not place AEWV holders with
PR S TR DR JUE SRPURI DT FONBRSN DU | nthor Aroanicatinnc
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¥ d JUD UESLIIPLUOIT ueLdilng tdsKs diu bt G - Mahibdah i
responsibilities, and

* key terms and conditions of employment, | Continue processing the application
including minimum/maximum rates of
pay, estimated or actual earnings,
minimum guaranteed hours, location of
job and minimum qualifications, work
experience, skills or other specifications
of the job

Advertising did not include: Go to PPl SOP

® ajob description detailing tasks and
responsibilities, and

e key terms and conditions of employment,
including minimum/maximum rates of
pay, estimated or actual earnings,
minimum guaranteed hours, location of
job and minimum qualifications, work

experience, skills or other specifications
of the job
<\ \%\

4. The minimum qualifications, work experience, skills or other specifications required for the job ly In¢Nde those necessar; er t
work, and must be the same as those stated in the application form

* This assessment will be triggered by responses from the employer on the job che

* Consider requesting additional information from the employer (see RFI sectj pra er Guide ).

* Consider whether minimum qualifications, work experience, skills 1 i i j tjont include those necessary tc

o The minimum qualifications, work experience,

= only include those necessary to perform t

perform the work ol ¢

= be the same as those stajed\i
* Determine whether mjni 1 s, work experi er specifications required for the job only include those necessary to
matehi

ng occupation in the Australian and New Zealand Standard Classification of

o referri the quali#tas i

Oggupa N \ e ANZSCO indicates may substitute the required qualification.

@M ns, work experience)\sNlINoNothef specification that are not described in the ANZSCO for the matching occupation, assess
et i f

e requiremenjys reasonab sary to perform the work on offer, taking into account the factors such as:
the roles ang\respdo\

here other skills or specifications are needed to perform the job that are not described for the matching occupation in the ANZSCO,
e remuneration offered must reflect those requirements by being above what would otherwise be the market rate for that job.

ote: Requiring a driver licence or vehicle cannot be a minimum requirement for the job unless operating a vehicle is necessary to perform the
work on offer. Being able to commute to the workplace is not part of performing the work on offer, so requiring a driver licence or vehicle for this
purpose is not acceptable.

If... Then...

the minimum qualifications, work experience, * Note this in ADEPT; and
skills or other specifications required for the job: ¢ Continue processing the application
¢ onlyinclude those necessary to perform the
work, and

e are the same as those stated in the application
form

the minimum qualifications, work experience, Go to PPI SOP
skills or other specifications required for the job:

® do not only include those necessary to perform
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the work, or

e are not the same as those stated in the
application form

5. The job advertisement must have been listed for at least 14 calendar days
e This assessment will be triggered by responses from the employer on the job check application form.
* Review the information provided with the application form, including the job advertising details.

e Check if the evidence of advertising provided by the employer meets the requirements set out in WA3.20(c)(i). It must include the content of the
advertisement, dates advertised, the duration and platform of the advertising.

e Consider requesting additional information from the employer (see RFI section in the Employer Accreditation and Job Check User Guide ).

e Consider whether the job vacancy was listed for at least 14 calendar days.

If... Then... “

/1
N/
The job advertisement was listed for at least 14 * Note this in ADEPT; and K
calendar days ¢ Continue processing the ap¥lic
T\ DA D>

The job advertisement was not listed for at least Goto PPISOP . O
14 calendar days /-\

* This assessment will be triggered by responses from the,

* Review the information provided with the applica or

® Check if the evidence of advertising provigedythe e

\%
e advertising is.within 9 * Note this in ADEPT; and
the job check app|| \ i e Continue processing the application.

e end date o ‘
days prlor to job ch lication being
subm}{a

advertlsed across multiple platforms, at least one job advertisement must meet the requirements of WA3.20.1

Go to PPI SOP

his assessment will be triggered by responses from the employer on the job check application form.
» One of the job advertisements must meet the requirements of WA3.20.1(d), and include:
o ajob description detailing the key tasks and responsibilities; and

o the key terms and conditions of the employment, which are consistent with the proposed employment agreement and other information
included with the Job Check application, including:
= the minimum and maximum rate of pay or salary; and

= there a significant portion of the actual earnings are not guaranteed, the estimated actual earnings (for example what the piece rates
or commission rates are, or what the average bonuses are); and

= the minimum guaranteed hours of work; and

= the location of the job; and

o the minimum qualifications, work experience, skills or other specifications required for the job

e Review the information provided with the application form, including the job advertising details.

e Check whether the advertlsmg is consistent across all ]Ob advertlsements and platforms where the job is advertised and that all the necessary
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components OT adverusing are included (as set out In WA3.20.1(qQ)).

* Consider requesting additional information from the employer (see RFl section in the Employer Accreditation and Job Check User Guide ).

e Consider whether the job advertisement was consistent across all platforms.

If... Then...
The job was advertised across multiple * Note this in ADEPT; and
platforms, and at least one job e Continue processing the application.

advertisement met all of the
requirements of WA3.20.1(d)

The job was advertised across multiple
platforms, and none of these job
advertisements met all of the
requirements of WA3.20.1(d)

Go to PPI SOP

8. The job advertisement must include the location which is consistent with the proposed employmen
Job Check application

* This assessment will be triggered by responses from the employer on the job check applie
one location.

Job advertisement key terms and conditions must be consistent with the pro ovided in the job

ym greement and other information

= the minimum guarark

= the location o

Consider whethe
\/
If, Then...
Pay
¢ \ v

o ertisement includes the * Note this in ADEPT; and

Q > tion, which is consistent with the e Continue processing the application.

pr¥posed employment agreement and
information included with the Job Check
application

The job advertisement includes the
location, but is not consistent with the
proposed employment agreement and
information included with the Job Check
application

Go to PPI SOP

9. The job advertisement location is not consistent with the proposed employment agreement and information included with the Job Check applicatior

* This assessment will be triggered by responses from the employer on the job check application form.

The location for the job provided in the job advertisement must be consistent with the proposed employment agreement and information provided
in the job check application. This includes where the job:

o can be carried out remotely, the job advertisement needs to reflect this.

a DauviAaurtha inh caduavkcanmaantl~) dtha neAanmaca A AmanlAiina A + AmrAAnAAn + Aand thA lnfavimmaatban mrmiddAd Tk A cannliaas Ak faviaa
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* Consider requesting additional information from the employer (see RFl section in the Employer Accreditation and Job Check User Guide ).

e Consider whether the location for the job provided in the job advertisement includes whether the job can be performed remotely.

If... Then...
The job advertisement location is ¢ Note this in ADEPT; and
consistent with the proposed employment ¢ Continue processing the application.

agreement and information included with
the Job Check application. The advertising
reflects when the job:

e can be performed remotely.

The job advertisement location is not Go to PPI SOP
consistent with the proposed employment
agreement and information included with

the Job Check application. The advertising

does not reflect when the job:

e can be performed remotely.

V
10. The employer must not have found suitable and available New Zealand worke ' @
* This assessment will be triggered by responses from the employer, plication form
* Immigration instruction WA3.20(b)(ii) states that, the labou \ % bfe and available New Zealand
workers for the job

® Review the information provide

e Consider whether the em

IR ol

tie €mploYerid Dot ﬁnd suitable and ¢ Note this in ADEPT; and
<;af alfe ealand workers pr e Continue processing the application.
e &mployer did fi uit ® Go to PPI SOP
ew Zealand o\t
Assess Job Check

Assess Risk
Assess Employment is Acceptable

Assess General Job Check
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You are here: Accredited Employer > Job Check > Assess Job Check > Assess Risk

Assess Risk

When to use

When the employer holds employer
accreditation, has completed a job check
application and provided information as
requested in the job check application form. The

immigration officer is ready to assess the
application.
Role

* |Immigration Officer %
Prerequisites @;3 @

e Employer holds employer accreditation with INZ @

¢ Employer has completed job check application

form ; E

Context

Job check applications will be case magagge

2022 will i
Th RS i

¥ whether an empl

irements for a j C eDNQUt i
Employer Accre on |
* Escalati itienl risks and seek advice
wh
%e re decisions need to be signed-off
v

ant management.

L]
o,
sessment includes a review of relevant

information, as indicated by risk indicators
raised by the ADEPT system and Business Rules
Engine (BRE).

Steps
1. Assess risk manual activities

* The system creates a risk assessment
activity when the BRE determines that the
application presents a medium or high
immigration risk based on the application
data. For system triggered immigration
risks, use the risk advice link displayed in
the risk section of the activity in ADEPT to
view more information about the
immigration risk and advice on how to
inzkit/publish/globalprocessmanual/#77445.htm 1/3
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mitigate the risk (see the Employer
Accreditation and Job Check User Guide ).

* |n addition to the system triggered
immigration risks, you can also create new
immigration risks if you have identified a
risk that has not been captured. This can be
done within an existing risk assessment
activity or if no risk activity exists, by
creating a new one.

e Where immigration risk is identified, the
Immigration Officer must consider whether
the risk can be appropriately mitigated in
the Accreditation gateway or whether it is
more appropriate to address it in a later

gateway.

* Refer to the Employment-Related
Resources section in the verification
toolkit to assist when assessing employer
risk.

e Where an alert or warning needs to be
raised against an employer this needs to be
actioned both in AMS and ADEPT. This
includes alerts and warnings for:

o employment stand downs (as per the
Labour Inspectorate stand down list)
© immigration stand downs and

convictions
o prosecutions, cases pendi
investigations undery a ro!

could result in convidt

-» ptors) offences
non-complianc
r Accreditaﬁo\

alerts abour Market

T
Ob proposed could be
ed suitable New Zealand citizen

esident

o whether the employer has a valid
accreditation an continues to meet the
requirements in the employer
accreditation instructions WA2

o migrant exploitation

© non-compliance with immigration law
o role inflation

o salary inflation

© non-genuine advertising.

* Consider alerts and warnings that have
been raised in other applications or post-
decision risk management activities, that
require action in the job check. These might
include:
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o Compliance of the employer with the
employment accreditation

o Employment conditions and safety of
an AEWV holder placed in a triangular
employment

o Whether the employer has an issue
that has been referred to the National
Prioritisation Programme (NPP)

o Employer warnings

o Information and character warnings on
visa holders employed by that
employer

o migrant exploitation

© non-compliance with immigration law

o role inflation

o salary inflation

© non-genuine advertising

© non-genuine job offer. @ @
END ;S@

%@@ @@@

Assess Employment is A

Assess General C %
Assess Eé% tised %
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You are here: Accredited Employer > Job Check > Assess Job Check > Assess Employment is...

Assess Employment is Acceptable

When to use

When the employer holds employer accreditation, has completed a job check application and provided information as requested in the job chi
form. The immigration officer is ready to assess the application.

Role

* Immigration Officer

Prerequisites @ :E' @
e Employer holds employer accreditation with INZ
e Employer has completed a job check application form @

Context @

Job check applications will be case managed (rather than activity-b: 1 ole application for an empl
activities will be automated and some will require manual asse! fori 022 will expire on 4 January 2(

The steps in this SOP include:

nstructions

® assessing whether an employer meets the requirgmeqts for

sk indicators raised by the ADEPT system and Business Rules Engint

e of the direct employer

ified by a processing officer.

Ch ether the empleyer 0
employer is defined in

e draft employment agreement is the same as the employer that hold accreditation and is applying for the job ch
employer accreditation instructions, and must be:

o Alegal a 'sons that comprise the employer organisation.

Note ‘ o are sole traders, partnerships or trusts the employer on the employment agreement must be the sole trader, partners or tru.
Q % Ccreditation will be held by the partnership or trust.

&r checking with the employer why the employer on the employment agreement is different to the employer that holds accreditation and is ¢

O b check (see RFI section in the Employer Accreditation and Job Check User Guide ).
If... Then...
The proposed employment agreement includes the name of e Continue processing application.

the direct employer

The proposed employment agreement does not include the * Note that the employer is not the same as that which holds accredi
applying for the job check.

* Go to PPI SOP

name of the direct employer

2. The proposed employment must not involve the employee being placed in a triangular employment agreement with another organisation unless the
holds High Volume Accreditation — Triangular Employment

* This activity could be triggered by the employer indicating that they want to place AEWV holders with other organisations on the job check applicati
the ADEPT system automatically checking whether an employer holds High Volume Accreditation — Triangular Employment. An immigration officer r
this while reviewing the proposed employment agreement.
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* Consider checking with the employer (RFl) whether they want to place an Accredited Employer Work Visa (AEWV) holder with other organisations a
they can only place AEWV holders with other organisations if they hold High Volume Accreditation — Triangular Employment (see RFl section in the |

Accreditation and Job Check User Guide).

* Determine whether the employer intends to place an AEWV holder in triangular employment arrangements without holding High Volume Accredita

Employment.

Then...

Employer will not place the employee with a
controlling third party

Note in ADEPT that employer will not place AEWV holders with other
organisations

Continue processing the application.

Employer does not hold triangular accreditation and

will place the employee with a controlling third party

Go to PPISOP . é
Pay

o)

3. The proposed employment must be for a single employer unless the employers are all New Zealand
b

This step is only required until Health New Zealand is established (at which point Health New Zeal

setting)

* This activity could be triggered by responses from the employer on the job chec

e Determine whether the employment meets the following requirements in W,

o employment is with multiple employers, and

o the multiple employers are District Health Boards (DHBs

o the employment is for a Resident Medical Hea

o the employment is covered by one proposed e

e Consider whether you need any adgity

Check User Guide ).

agteement.

3112) job, and

v
calt\Bdafds that hold Highf (olume A

single employer fo* b

253112) job, and
ent is covered by one proposed

& ployient agreement

either; \>
hy Pxg, employment is for credited
m
The proposed emRI§ ultiple
employer. ¢ prst Prealth Boards that hold

Or a Resident Medical Health

¢ Note this in ADEPT, and
* Continue processing.

A

accredited employer and

O

> e The proposed employment is not for a single

Health Officer (ANZSCO 253112) job, or

employment agreement

¢ not for multiple employers who are District Health
Boards that hold High Volume Accreditation, or
e the employment is not for a Resident Medical

¢ the employment is not covered by one proposed

* Note this in ADEPT, and
* Go to PPISOP

Note: Registered Medical Officer roles do not need to be
advertised because they are included on the green list.

4. The proposed employment must be compliant with all relevant NZ employment law in force

* This assessment can be triggered when the employer indicates this on the job check application, or by a processing officer.

* Review the employment agreement and other employment information provided with the job check application.

® Check whether the employment agreement includes:

o All mandatory causes required by employment law, such as:

= The name of the employer, and
= The job title, and

inzkit/publish/globalprocessmanual/#77446.htm
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5. The proposed

= A detailed job description, and

= The hours of work, and

= The duration and type of agreement (permanent or fixed term), and
= Details of pay and conditions of employment, and

= The place of work

= QOther requirements for employment agreements set out by employment legislation

* Check whether the employment agreement only includes clauses that comply with employment law.

* Check that the details provided with the application form and any other information submitted with the job check indicates that the employer is cor
employment legislation.

* Consider whether additional information is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior
User Guide).

* Consider when verification or advice is required from Risk and Verification. This could include whether infa
Inspectorate or for potential evident or employer non-compliance, migrant exploitation, holiday pay, gts
information.

D v
If... Then... ” O (&
\vg N~
e the proposed employment is compliant with all e N TN P Employer Acc] Weck User Guide) and
relevant NZ employment laws in force . r@ g the applicalm
N\ 3

N\
@\3”

Ppent agreement: https://www.employment.govt.nz/starting-

e the proposed employment is not compliant with
all relevant NZ employment laws in force

See links for more information:

o Compliant Employment agreeme

ust be full time (gt le rs guaranteed per week, for every week worked) for the duration of the employment pe
. j egsme e triggered whed Ye icates this on the job check application, or by a processing officer.
. ~ gposed employpaent agreeeNt information provided with the job check application.
(o] 76 I% is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

er Guide ). \
\)
x Then...

whether addi

If.
A\ po
o e N\
% proposed employment agreement is for e Note this in ADEPT (see Employer Accreditation and Job Check User Guide );
| time work (at least 30 hours guaranteed and
per week, for every week worked) for the « Continue processing the application.
duration of the employment period

O

¢ the proposed employment agreement is not
for full time work (at least 30 hours
guaranteed per week, for every week worked)
for the duration of the employment period

Go to PPI SOP

6. Payment for the proposed employment must be by wages or salary, except for any goods or services specified in the proposed employment agreeme
determined by an immigration officer to be reasonable deductions from the wage or salary

* This assessment can be triggered by the employer’s responses on the job check application, or when a processing officer identifies this.

* WA3.15(f) requires that payment for proposed employment must be by salary or wages, except goods and services that are specified in the agreem:
determined by an immigration officer to be reasonable. Reasonable deductions from salary or wages need to be specified in the proposed employn
and are set out in WA3.30(g). These include:

o for goods and services

o accommodation or an accommodation allowance.
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User Guide ).

Consider whether:

Deductions that are not considered reasonable include those set out in WA3.30(h) and WA2.10.10(l) and (m)

Review the proposed employment agreement and information provided with the job check application.

o the deductions are reasonable, taking into account market rates for accommodation for the location, whether the costs,

o any fees charged are lawful, as per WA3.30(h), WA2.10.10(l) and (m), and legal deductions

Inspectorate. To do this raise a risk assessment activity for R&V to verify information.

Consider whether additional information is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

Consider when verification or advice is required from Risk and Verification. This could include whether information needs to be verified with the Lak

Then...

Payment for the proposed employment is
not by wages or salary and

deductions for goods and services are
unreasonable

Note this in ADEPT (see the Employer
Guide )
* Go to PPI SOP

«wma

S

Payment for the proposed employment is
not by wages or salary and

deductions for goods and services are
reasonable

Note this in ADEPT (se&\t Accredltatlon se
Guide

Payment for the proposed employment is by
wages or salary, and

any goods or services specified in the
proposed employment agreemenj/Are
determined by an immigratiop/0§

q

deductions set out i
and fees set o

@ Mn ADEPT; and

0 step 15

uctions from

deductions to re uﬁ i
requlreme t

V\/

o PPI SOP

\

3 or t| posed employment is by
xed , and

services specified in the proposed
ployment agreement and are determined
an immigration officer to be unreasonable
deductions from the wage or salary, in that
deductions to remuneration do not meet the
requirements set out in WA2.10.10(I) and (m)

Ensure employer accreditation status is reviewed and postpone
. Then:

¢ |f a decision is made to continue accreditation go to step 15 of this SOP, or

processing the job check as per the Postpone Job Check SOP

¢ |f a decision is made to revoke accreditation go to the PPl Job Check SOP.

Please also see:
* Accommodation, goods and services in the agricultural industry

* Legal deductions

7. If the proposed employment agreement includes changing locations the terms and conditions regarding changing locations must not disadvantage ol

migrant

* This assessment can be triggered when the employer indicates this on the job check application, or when a processing officer identifies this.

e Where travel or changing locations is part of the proposed employment, as part of the job (e.g. an employer requires a worker to complete a projec
location) the terms and conditions of that travel or changing locations must:

o be set out in the employment agreement; and

o not have the potential to disadvantage the employee.

e Review the employment agreement provided with the job check application.

inzkit/publish/globalprocessmanual/#77446.htm
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* Consider whether additional information is required from the employer to make a decision about this (see RFI section in the Employer Accreditatior

User Guide ).
e Consider whether the terms and conditions of travel or changing locations:
o areincluded in the proposed employment agreement

o will disadvantage the AEWV holder employee. This might include consideration of whether:
= the notice period employees are given when being required to change location. This could include considering whether the notice perio
for the employee to provide notice on their existing accommodation, find accommodation at the new location, etc

= whether the level of compensation provided (if any) is reasonable, including for travel and accommodation costs

= what the process or outcome is when and employee is unable to change location or undertake travel, for example are there any other si
the employer could offer the employee, or is a reasonable period provided to the employee to find alternative work

= the requirements meet employment legislation

* Consider whether the terms and conditions of travel or changing locations: @
o areincluded in the proposed employment agreement.
N\ (\

PN

DX
RN R\ ¥

T~
Proposed employment agreement includes s Notet MADEPT Usergui “
travel or changing locations, and the terms e ConNpNe fig the applicatio %
and conditions regarding changing locations
do not disadvantage or exploit the migrant <\ /\«

AS) \J
Proposed employment agreement includes \@p sop .
travel or changing locations, and the terms
and conditions regarding changingloc&@' SQ
disadvantage or exploit the migran A @
v

Job check indicates change o

NP
however, proposed em
does not include tzave angi i ?
A iﬁﬂ <A
or the propo:

8. The ter d condiN S not be less than those of the NZ market for that occupation, including rate of pay and |
. t apPbe triggered by the em rYodicating this on the job check application form, or when a processing officer identifies this.

is,
Re'

e employmentag

o ndce periods (taking into consideration the length of service, how long it might take to replace the employee, the type of role and type of indu
between 2 to 4 weeks)

o proposed hours of work

* Consider terms and conditions that are offered in the NZ market for that occupation. This could include considering:
o the industry,
o occupation,
o whether the work is permanent or temporary
o the location of the job

o pay rates for similar jobs and locations, this could include checking the following (or similar) websites:
= trademe salary guide

= careers NZ
= Salary guide
= New Zealand PayScale

m Cool anido tn calariac
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e Consider whether verification or advice is required from Risk and Verification, particularly where there are concerns about whether the information
true representation of the job and roles that will be carried out. To do this raise a risk assessment activity in ADEPT (see Employer Accreditation and
Guide) for R&V to provide risk advice. Potential risks for advice include concerns about the Labour Market Test, job inflation, non-genuine job offer.

If.. Then...
The terms and conditions for the * Note this in the ADEPT assessment activity
proposed employment are not less than e Continue processing the application

those of the NZ market for that
occupation, including rate of pay and
notice periods

The terms and conditions for the e Go to PPl SOP
proposed employment are less than those
of the NZ market for that occupation,
including rate of pay and notice periods

9. Proposed employment must not be for:
o self-employment, or

o planting, maintaining or harvesting or packing crops in the viticulture or horti

* This activity will be triggered by the employer indicating this on ti

* Review the information provided with the job check appljca®
form.

employer’s responses on the job check

e Consider whether additional information is require t mployer to make isi is (see RFI section in the Employer Accreditatior

User Guide ).

/=)
7 \Y

Then... ﬁ
Mhe ADEPT assessment activity

%nﬁnue processing the application.
N

D <\
DL v
oposed employment e e Go to PPI SOP
N\

ployment

X)for e Go to PPI SOP
rvesting or Note:
the viticulture or
if employment is for:

e self-employment the employer/applicant will need to apply for the
appropriate visa type

¢ planting, maintaining, harvesting or packing crops in the horticulture or
viticulture industries the employer will need to apply for Recognised
Seasonal Employment under the or the Supplementary Seasonal
Employment Instructions (WH1).

10. Pay period must not be longer than one month
* This activity will be triggered by the employer indicating this on the job check application form, or by a processing officer.
* Review the information provided with the job check application, including the proposed employment agreement.

* Consider whether additional information is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

User Guide ).

If... Then...
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The employment does not propose a pay Note this in the ADEPT assessment activity
rate of longer than one month Continue processing application.
The employment proposes a pay rate of Go to PPl SOP

longer than one month

11. The remuneration for the proposed employment must be at or above the median wage, unless the proposed employment is for an occupation that it
the median wage threshold (Appendix 14 of the INZ Operational Manual)

* This activity will be identified by ADEPT and will be identified where the employer indicates this on the application form.

e WA3.15(b) requires that the remuneration for proposed employment must be at or above the median wage, unless the job is exempt from the med
threshold in Appendix 14 of INZ Operational Manual.

® Check information provided with the job check application form

e Consider whether additional information is required from the employer to make a decision about this (see RFI s n in the Employer Accreditatior
User Guide ).
* Consider whether advice is required from Risk and Verification where it is unclear about next steps \figate

\ ified.
N\

f.. Then... /\@ “ 7 QA \vp
D> N

Pay is either: Note this in the ADEPT assesse

e above median wage, or Outcomes include:
e the occupation is exempt from the e continue \ eJapplication (wherpyJy

median wage threshold .

tiv

go P e occupation isg€xeknpt

Pay is below median wage and the
occupation is not exempt from the
median wage threshold

12. Where the proposed employ
remuneration for the propose 2 3 Rr that occupation set out in WA3.15.1

an occupeftion that is included in Appendix 14 of the INZ Operational Manual and is part of the care workforce se
roposed remuneration meets the wage threshold for that occupation (and industry if relevant)

ation is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

Then...

* Rate of pay is below median wage, and | Note this in the ADEPT assessment activity

e QOccupation is exempt from the median
wage threshold, and

¢ Rate of pay meets the remuneration
threshold for this occupation

Continue processing the application

* Rate of pay is below median wage, and | Note this in the ADEPT assessment activity

e Occupation is exempt from the median
wage threshold, and Go to PPI SOP

e Rate of pay does not meet the
remuneration threshold for this
occupation

* Rate of pay is below median wage, and | Note this in the ADEPT assessment activity
e The occupation is not exempt from the
median wage threshold Go to PPI SOP
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13. The proposed remuneration must be calculated in line with WA3.30

* This activity will be triggered by ADEPT, where the ADEPT calculates the pay rate to be different to that provided by the employer on the application

processing officer identifies this.

* WA3.30 of the job check instructions states that, the proposed remuneration must meet the minimum pay threshold(s) required under Job Check in
(including WA3.15(b), and WA3.20(a)), and sets out the method of calculating remuneration.

® Check information (including the proposed employment agreement and pay rate) provided by the employer as part of the job check application forr

e Consider whether the proposed employment agreement:

o Includes details about paid leave entitlements, and

o Includes the maximum number of hours that they employee may be asked to work before being paid additional overtime rates, and details of tt

of pay, and

o Includes the maximum number of hours that the employee may be asked to work, including any hours paid at overtime rates, and

o Include the pay period

* Consider whether the deductions are reasonable, taking into account market rates for accommodatj

are unlawful.

e Consider whether additional information is required from the employer to make a decisig

User Guide). This information could include:

o Where the rate of pay specifies payment other than by hour (including b r

maximum number of hours.

® Calculate the remuneration for the role, referring to Job Che

* Consider whether advice is required from Risk and Verifica§o

Ins @.3

e no more th ethe

rangé of hours worke

atior

0.
unclearabouN mitigate risks identified.
AN
\/

calculated by ADEPT

AN

/)«-\\
N
Hourly rate matches the amo%
q
N

AN\

.
Request the em Qr d

nfirmation of the actual proposed hourly
g&

Hourly re®™g doe the amount
c ADE

Ql

N

&Ec hether the pay rate meets the job check requirements (set out in
of the job check instructions) that are relevant for that proposed role

D

Outcomes include:

* Pay rate meets the job check requirements that apply for the proposed role:

* note in ADEPT and

* continue processing the application

* Pay rate does not meet the job check instructions that apply for the proposed
role:

* note in ADEPT and
* go to PPISOP

14. For employment to be assessed as meeting a minimum pay threshold, the average guaranteed remuneration for each hour of work within a pay peri

any paid leave, must be at or above that threshold

* This activity will be triggered where the employer indicates this on the application form.

* Check information (including the proposed employment agreement and pay rate) provided by the employer as part of the job check application forr

* Consider whether additional information is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

User Guide).

* Consider whether advice or verification is required from Risk and Verification.

Note: this step is subject to step 19 below.

Then...

the average guaranteed remuneration for

inzkit/publish/globalprocessmanual/#77446.htm
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Continue processing application

Employer has not guaranteed that each
hour of pay will be at least the minimum
pay rate provided for each pay cycle
(including leave provisions)

Check whether the Step 19 is relevant (whether sleep over rates apply)

Re-assess the guaranteed hourly rate for each pay cycle (including leave),
taking into account sleep over rates

Outcomes include:

e step 19 is met (i.e. sleepover rates can be excluded from the calculation), and the
employer has still not guaranteed that each hour of pay, excluding sleepover rates,
will be at least the minimum pay rate provided for each pay cycle (including leave
provisions)

¢ Goto PPISOP

A

The average guaranteed remuneration for
each hour of work within a pay period,
including any paid leave, is below the
minimum pay threshold

ply)

eave),

Check whether the Step 19 is relevant (whether sleep oygr
Re-assess the guaranteed hourly rate for each C \n
taking into account sleep over rates

Outcomes include:

e step 19 is met (i.e.&
excluding sleepaye

e Goto PPl

ation]; and pay,

RO

15. Where variable hours are declared, an 10 may request evid

* Review the information provided with

mation could

number of hol
o\

A
4 Nt

t ployer to cal

rem

loyment agreement. Check:

d in the employ e n

eXation based on the maximum hours worked

n, or when a processing officer identifies this.

equiring the potential employee to have to work additional h

o whether the hours are varia {
to time
o the range of hoygsitha d, including the u r of hours to be worked.

gnal Tnformation is req

the employer to make a decision about this (see RFI section in the Employer Accreditatior

jac!
W€ Pate of pay specifies pa% r than by hour (including by salary), consider requesting evidence about the range of hours worke

Then...

itNeN
riable and the pay rate is by hour, or

idence of the range of hours has been
provided

5

Note this in the ADEPT assessment activity

Continue processing application

Hours are variable and the pay rate is not
by hour, and evidence of the range of
hours has not been provided

Go to PPI SOP

Hours are variable and the pay rate is by
hour

Note this in the ADEPT assessment activity

Continue processing application

Hours are variable and the pay rate is not
by hour, and the maximum hours have
not been used to calculate the pay rate

¢ Recalculate the pay using the maximum hours being worked
e Check whether the re-calculated pay rate meets the requirements in WA3.
e Outcomes include:

® Re-calculated pay-rate meets the requirements in WA3

* Go to PPI SOP
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16. Remuneration must exclude other employment related allowances, deductions, piece rates and bonuses

* This activity will be triggered where the employer indicates on the job check application form that proposed pay rate includes other employment re
allowances, deductions, piece rates and bonuses.

* Consider whether additional information is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

User Guide ).
* To meet the requirements in WA3.30(h) of the job check instructions, remuneration needs to exclude:
o employment-related deductions or allowances (for example tool, or uniform allowances); and

o piece rates, commissions or bonuses which are dependent on performance and not guaranteed, even if these are considered reasonable.

® Check whether employment-related deductions or allowances, piece rates, commissions/bonuses dependent on performance included in the pay r:
o not guaranteed and do not meet the relevant pay threshold (this won’t meet requirements in job check instructions, or

o guaranteed by employer as a top-up to met the relevant pay threshold required to meet job check instructions, i.e. where the employee doesn’
to meet a particular pay threshold. For example: if worker will be paid minimum wage plus $x for every carg

worker’s pay rate to ensure they are paid the median wage for every hour worked if the worker doesn’ S;
* Consider whether advice or verification is required from Risk and Verification.

D

rocessed, and the employer wi
ough carcasses to mee

ON
RN
NS~

If... Then...

g

Remuneration: Note this in the ADEE

¢ excludes employment-related
deductions or allowances (for example
tool, or uniform allowances); and

e excludes piece rates, commissions or
bonuses which are dependent on
performance and not guaranteed, even

if these are considered reasonable,

e includes piece rates, commissiq,

bonuses (that are reasonab, d >
dependent on performan th
employer guarantee «op u j

Calculate the salay,

the pay period {q me pay

ates and bonuses and
not

threshold
Av 1
Remuneggtion \clgdes r \“ecalculate the pay excluding these employment related allowances, deductions,
wances, \ piece rates and bonuses

¢ Check whether the re-calculated pay rate meets the requirements in WA3 (as per
step 15)
e Outcomes include:

® Re-calculated pay-rate meets the requirements in WA3 (see step 13)

* Go to PPISOP

PANNS
N

e\groposed employment requires the employee to work overnight, but allows them to sleep during this time, any hours spent sleeping may
the rémuneration calculation (WA3.30(c)), provided that:

1
@ . For any hours the employee is sleeping, they are paid at or above the minimum wage, and
* This activity will be triggered where the employer indicates on the job check application form that the proposed employment includes overnight we
processing officer identifies this.

b. For any hours the employee is required to perform their duties, they are paid at east their normal rate, and

c. The employee is guaranteed a minimum of 30 hours per week at their normal rate requirement by any minimum pay threshold under WA3 of th
instructions, and

d. The proposed employment is for a job in the Aged, Residential Care or Disability Care industry

* Consider whether additional information is required from the employer to make a decision about this (see RFI section in the Employer Accreditatior

User Guide ).
* Consider whether the proposed employment meets the requirements in WA3.30.5 of the job check instructions, including:
o any hours the employee is sleeping are paid at or above the minimum wage, and
o any hours the employee is required to perform their duties are paid at least their normal rate, and

o the employee is guaranteed a minimum of 30 hours per week at their normal rate required by any minimum pay threshold under the job check
and
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o the proposed employment is for a job in the Aged, Residential Care or Disability Care industry

* Consider whether advice or verification is required from Risk and Verification.

Then...

Proposed overnight and sleep hours
and pay rates meet requirement to

Note this in the ADEPT assessment activity

Continue processing application

be excluded from remuneration
calculation

® Re-calculate the pay including rates for sleeping hours and performing duties and
minimum pay threshold for a guaranteed 30 hours

® Check whether the re-calculated pay rate meets the requirements in WA3.

e Outcomes include:

Proposed overnight and sleep hours
or pay rates do not meet
requirement to be excluded from
remuneration calculation and their
inclusion would result in the
employer not meeting the
requirements in WA3.30

® Re-calculated pay-rate meets the requirements in WA

L N

* Go to PPISOP

18. Job does not require occupational registration
* This activity will be triggered by the employer indicating this on the job chec

e Review the information provided with the job check application, the jg
form.

* Consider whether additional information is required from.t t.

User Guide ).
e Consider whether the proposed employment meets ollgwling requirements i

d employment must be @t Qrab

o WA3.15(c) Where the
proposed employmen

ode all mandatory clauses required by law, and include paid leave entitlements, only
a m hours the employee will be asked to work and include the pay period (see step 4 in th

beYdll time (at least 30 guaranteed hours per week for every week worked) for the duration of the

Then...

e Carry out steps 4,5, 8,11, 12, 13 and 14 in this SOP

O,

The proposed job does not require
occupational registration

The proposed job does require e Continue processing the application.

occupational registration

19. Proposed employment must not be for foreign crew of fishing vessels
* This activity will be triggered by the employer indicating this on the job check application form, or by a processing officer.

* Review the information provided with the job check application, the job advertisement (if provided) and the employer’s responses on the job check
form.

* Consider whether additional information is required from the employer to make a decision about this (see RFl section in the Employer Accreditatior

User Guide ).

If... Then...
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The proposed employment is not for:
e foreign crew of fishing vessels

¢ Note this in the ADEPT assessment activity
e Continue processing the application.

The proposed employment is for
foreign crew of fishing vessels

e Goto PPISOP .
Note:

e ifemployment is for foreign crew of fishing vessels the employer will need to
apply under the Foreign Crew of Fishing Vessels Instructions (WJ).

End

Assess Job Check
Assess Risk
Assess General Job Check

Assess Employer has Advertised
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