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Quality Assessment Instructions Measure 
3.1 Individualised Job Plans 

V 1.1 

Disclaimer 
This document is not a stand-alone document and does not contain the entirety of Disability Employment 
Services Providers' obligations. It should be read in conjunction with the Disability Employment Services Grant 
Agreement and any relevant guidelines or reference material issued by the Department of Social Services 
under or in connection with the Disability Employment Services Grant Agreement. 
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Quality Assessment Instructions - Measure 3.1 Individualised Job Plans 
 

Document Change History 

Version Effective Date End Date Change & Location 
1.1 3 December 

2018 
 Updated DES Grant Agreement clause reference. 

 
Removed reference to the Drug testing trial. 

1.0 1 July 2018 2 December 
2018 

Original version of document. 

 

Background  

The assessment of Disability Employment Services (DES) Providers’ Job Plans is a key component of the 
Department’s assessment of a DES Provider’s performance against Key Performance Indicator (KPI) 3 for 
Quality. It is crucial that the agreed Job Plan includes the activities and assistance that the Participant can 
expect to receive, in order to become work ready or maintain sustainable employment. At a minimum Job 
Plans must include activities to allow Participants to meet their Mutual Obligation or compulsory 
participation requirements. 
 
The legal framework around DES Providers and their involvement in developing Job Plans is governed not 
only by the contractual terms between the Department and DES Providers but also by legislative provisions 
in the Social Security Act 1991, the Social Security (Administration) Act 1999 and principles of administrative 
law. This document will address the DES Grant Agreement terms between the Department and DES 
Providers only. If there is any inconsistency between this document and the aforementioned legislative 
provisions, the legislation takes precedence. 
 
As described in the Job Plans Guidelines, the Job Plan underpins the provision of Services by a DES Provider 
to a Participant. The Job Plan is recorded on the Department’s IT Systems and sets out an individualised 
pathway to employment for each Participant. Each Job Plan will outline the agreed activities to be 
undertaken to gain or maintain sustainable employment. 
 
For Participants with Mutual Obligation Requirements or Disability Support Pension Recipient compulsory 
participation requirements, the Job Plan must include mandatory requirements the Participant must 
undertake to satisfy those requirements under Social Security law and may include voluntary terms. For all 
other Participants (i.e. those not subject to Mutual Obligation or compulsory participation requirements), 
the Job Plan must contain only voluntary terms. The DES Provider must review and, where necessary, 
update the Job Plan regularly throughout the Participant’s Period of Service, and if relevant, while in 
Ongoing Support. 
 
The Social Security Act 1991 requires some Participants to enter into a Job Plan and sets out particular 
consequences if they do not do so or if they fail to comply with its terms. The DES Provider must ensure 
that, at all times, each Participant has a current Job Plan. 
 
When developing, reviewing and updating a Job Plan, the DES Provider should have regard to the 
Participant’s vocational and/or non-vocational barriers. Vocational and/or non-vocational barriers will 
generally be identified by an Employment Services Assessment (ESAt) or a Job Capacity Assessment (JCA), 
and DES Providers should ensure that activities used to address barriers are included in the Job Plan. 
 
The Department understands that a comprehensive and detailed Job Plan may not be possible at the Initial 
Interview because it may take time for DES Providers to build trust and rapport with the Participant. 
 
As the DES Provider becomes aware of additional vocational or non-vocational barriers to employment, a 
Participant’s Job Plan should be updated over time with activities and forms of assistance tailored to 
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address these barriers. It is expected that the Job Plan outlining a plan for the Participant will be in place as 
close to the initial interview as possible. 
 

Disability Employment Services Grant Agreement Clauses: 

Clause 106 – General requirements for a Job Plan 
Clause 155.2 c (i) - Performance Assessments 
 

Reference documents relevant to this guideline: 

Job Plans Guidelines 
Mutual Obligation Requirements Guidelines 
Disability Support Pension recipients under 35s Guidelines 
 

Explanatory Note: 

All capitalised terms have the same meaning as in Disability Employment Services Grant Agreement. 
In this document, “must” means that compliance is mandatory and “should” means that compliance 
represents best practice. 
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Quality Assessment Instructions- Measure 3.1 Individualised Job Plans 

Scope 

Job Plan assessments will be conducted for Providers that have been randomly selected as part of the DES 
Revised Assurance Program (RAP) for checking the validity of the claims for Service and Ongoing Support 
Fees. 
 

General Job Plan Sampling  

All Job Plans sampled will be from the DES Provider’s Commenced caseload at a point in time. The samples 
used for Job Plan assessments will include Job Plans for both Participants with Mutual 
Obligations/compulsory participation requirements and voluntary Participants, but with a higher focus on 
Participants with Mutual Obligations/compulsory participation requirements. 
 
DES Participants with less than six weeks of Service with the DES Provider (except for new DES-DMS and 
DES-ESS Providers) and Participants Suspended in their Period of Service at the time that the sample is 
taken will be excluded from the sampling. 
 
If the Department becomes aware during a later performance period of poor quality Job Plans, which were 
not part of the sampled Job Plans for that performance period, the Department may select additional Job 
Plans that were current during that previous performance period to increase the total sample. If this 
reveals a significant variation to the original assessment of a DES Provider’s Job Plans, the Department may 
in exceptional circumstances change the formal result originally recorded against that performance period. 
 

Targeted Job Plan Sampling  

The Department may target particular cohorts for Job Plan assessments as priorities arise. Targeted Job 
Plans are sampled in addition to the number of general Job Plans assessed (as indicated above) and may be 
included in the overall score for this KPI 3 measure. 

Assessment 

The quality of a DES Provider’s Job Plans1 will be assessed against the criteria set out in Attachment A. All 
criteria must be met in order for an individual Job Plan to be considered to be of sufficient quality under 
this sub-measure. 
 
A DES Provider who is considered by the Department to have a high percentage of Job Plans that do not 
meet the assessment criteria, as detailed in these instructions, may be subject to further remedial action to 
rectify the breach under the DES Grant Agreement. If the breach is not rectified to the Department’s 
satisfaction, the Department may, by providing Notice to the DES Provider, immediately impose one or 
more remedies set out in the DES Grant Agreement, such as suspending referrals and/or imposing 
additional performance reporting requirements. 
 

Data Availability  

Each DES Provider will receive data at the end of a performance period, summarising the percentage of Job 
Plans that met the assessment criteria in the previous performance period. To support a constructive 
feedback process between the Department and the DES Provider and to help foster continuous 
improvement, details of the Job Plans assessed will be progressively fed back to DES Providers. In addition, 
a report on the Job Plan assessment results is available for DES Providers on the Department’s IT Systems 
via the ES Reporting portal. 

                                                           
1 Refer to Job Plans Guidelines on the DES Provider portal. The Job Plans Guidelines outlines the Providers’ 
responsibilities and required actions about creating and updating Job Plans for Participants. 
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The following information will also be made available to each DES Provider as part of their six monthly 
assessments under this measure: 

 the average result for all DES Providers in the Labour Market Region (LMR);  

 the top percentage achieved in that LMR;  

 the DES Provider’s rank in the ESA; 

 the DES Provider’s organisation average (TBC);  

 the national average; and  

 the top percentage achieved nationally. 
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Attachment A – Criteria for Assessment of DES-Job Plans  

Job Plans must reflect a Participant’s individual circumstances at the time of assessment[1]. Job Plans will be 
assessed to ensure that they contain: 

Criterion 1 

Evidence that the Participant’s individual circumstances and Mutual Obligations/compulsory 
participation requirements are referred to and outlined, as stipulated in Social Security law and 
the Job Plans Guidelines. The evidence must include: 

 Assistance and activities that are specifically tailored to the Participant’s individual circumstances and 
which address the Participant’s disability, vocational and non-vocational barriers to employment, 
including any ESAt identified barriers. 

 The activities which a Participant needs to undertake to meet their Mutual Obligation/compulsory 
participation requirements, to become work ready or to maintain employment. 

To pass this criterion, the Job Plan must meet the above standards. 

The Participant’s individual circumstances will be reflected in the information contained in the following 
places within the Department’s IT Systems: 

 Program Lifecycle 

 Comments 

 JCA/ESAt, capability interview or capability assessment (where one exists and in particular ESAt barriers 
identified). The interventions recommended by the Assessor should be considered and included in the 
Participant’s Job Plan as appropriate. 

 Intervention Management Tool (if applicable and recorded)  

 JSCI 

 Participation profile: 
- Participation Requirements 
- Meeting Mutual Obligations/compulsory participation requirements 
- Nil allowance rate 
- Vulnerability indicators 
- Principal carer parent 
- Work capacity 
- JCA/ESAt details 

Departmental staff will refer to these places on the Employment Services System when undertaking 
assessments. Departmental staff will also check the Job Plan contains obligations relevant to the 
Participant's circumstances, including participation to meet their Mutual Obligations/compulsory 
participation requirements as appropriate under Social Security law. 

For voluntary Participants the obligation referred to in the Job Plan must be voluntary, not compulsory, in 
order to pass this criterion. Legislation also states that ongoing medical, psychiatric and psychological 
treatment cannot be included as a compulsory item in the Job Plan of any Participant. This will also be 
taken into account when Departmental staff are making assessments under this criterion. 

                                                           
[1] The assessment will involve the ‘practicality’ test e.g. if a Participant has recently returned to service following a 
Suspension and has not yet had an appointment with the Provider (and one is scheduled for the future), the Job Plan 
would not necessarily be expected to have up-to-date activities. However, where the Participant has had a contact 
with the Provider, it is expected the Job Plan will be current and up to date. 
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Criterion 2 

Details of defined activities and/or assistance, which relate to the Participant’s primary goal to 
gain and maintain employment as outlined in the Job Plan. 

This criterion is seeking evidence that the DES Provider has included at least one defined tailored activity or 
form of assistance to address the Participant’s barriers to employment that relates in some way to the 
Participant’s primary goal to gain and maintain employment. This activity can be either vocational or non-
vocational. 

This activity or assistance may include but is not limited to: 

 forms of assistance and obligations that address the Participant’s individual circumstances (e.g. 
identified vocational and/or non-vocational barriers to gaining or maintaining employment); or 

 development opportunities, such as study, training or work experience as a stepping stone to 
employment, which relates to the Participant’s primary goal to gain and maintain employment. 

To pass this criterion, the Job Plan must include evidence of at least one clearly defined activity or 

assistance that relates to the Participant’s primary goal to gain and maintain employment. 

Criterion 3 

Dates and milestones. 

Departmental staff will assess the following standards: 

 Regular future appointments throughout the DES Participant’s Period of Service are contained within 
the Job Plan and while in Ongoing Support, if relevant. Regular future appointments for Ongoing 
Support Participants must include the mode of contact; 

 For Participants in Employment Assistance and Post Placement Support, the details of the assistance 
provided by the DES Provider is updated in the Job Plan at least quarterly as the Participant progresses 
along their employment pathway or to reflect other changes in their circumstances; 

 For Participants in Ongoing Support, the details of the assistance provided by the DES Provider is 
updated in the Job Plan at least every six months or when a change of circumstances occurs, whichever 
occurs earlier; 

o For Participants receiving Moderate Ongoing Support or High Ongoing Support, the details of the 
assistance provided by the DES Provider is updated in the Job Plan at least every six months; 

o For Participants receiving Flexible Ongoing Support, except in the circumstances where no instances 
of Flexible Ongoing Support have occurred, the Job Plan is updated every six months or as required, if 
earlier. 

 The Job Plan includes activities of some kind, which will occur in the future. 

 The Job Plan includes DES Provider assistance, including assistance purchased internally and externally 
(refer to the Ongoing Support Guidelines) and for purchases that will occur in the future and throughout 
the DES Participant’s Period of Service and, if relevant, while in Ongoing Support. 

To pass this criterion, the Job Plan must meet the above standards. 

The Job Plan must at all times contain activities and other requirements that will help Participants meet 
their Mutual Obligation or compulsory participation requirements under Social Security law. However, it is 
not necessary or expected that a Job Plan at any given time will simultaneously address all of a Participant’s 
barriers and circumstances. Assessments under this sub measure will not be made with that expectation in 
mind. It is expected, rather, that the items included in a Job Plan will change as the DES Provider builds a 
relationship with the Participant and becomes more aware of the individual’s personal circumstances and 
barriers and as those barriers are addressed. 
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Only current activities can be taken into account when assessing whether the items in a Participant’s Job 
Plan are sufficient to satisfy Mutual Obligation/compulsory participation requirements at the time of the 
assessment. 

While it is best practice for items to be specified in detail, so they are clear to the Participant, and can 
underpin Participant compliance and will withstand scrutiny at the Social Security Appeals Tribunal (SSAT), 
the wording of the items is not assessed under this sub-measure. 

 


