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You are now a client of Y.E.S! 

Welcome and congratulations, you have just taken the next step in finding work. 

EMPLOYMENT WILL CHANGE YOUR LIFE!  And we will be here to support you all the way.   

At times, being successful in a hearing work place can be daunting, isolating and difficult.  
Y.E.S staff can help the employer and other workers learn about the Deaf community and 
Deaf ways, and barriers experienced by these who have a hearing loss.  We can help you fit 
into the hearing work place in a more comfortable and confident way. 

We can also access modifications in the work place to assist you, for example, flashing fire 
alarms, pager systems, communication tools, telephone adaptors to assist HOH, or any other 
modification, changes to your work or work place needs. Workplace Health & Safety is very 
important and we will assist you and your employer to make the work place safe for you. 

Our professional staff will support you with finding a job or study course that best suits you. 
We will interpret and assist you in communication when training, studying, looking for a job 
and, when necessary on the job. 

What is Y.E.S? 

Y.E.S means “Your Employment Success.”  Y.E.S is a specialist employment support 
service, providing a service for people who are Deaf or HOH.  

 

Y.E.S is part of a bigger organization called, SA Group Enterprises Inc.   

 

The staff at Y.E.S is fluent Auslan users, and has an understanding of Deaf Culture.  We also 
understand the difficulties faced by Deaf, HOH and people who have a hearing loss in finding 
and maintaining employment.  

 

We assist Deaf, HOH and people who have a hearing loss to recognize the skills they have 
already and the skills that they would benefit from improving, in order to be successful at 
work.   

 

We do this through Career Counselling, Career planning, job search, work experience, 
individual counselling, confidence building, resume writing, education pathways and 
employment and/or education support, both on job and off the job.  Our program is designed 
to suit the needs of the individual.  

 

We help Deaf and HOH to find a job that best suits their skills, personality and interests. 

 

Y.E.S can help you with gaining further education to get certificates, skills or licences to 
achieve your employment goal. 

  

We advocate for equality for Deaf and HOH. If you are a client of Y.E.S we will provide 
interpreting and support for any work related situations. 

 

If you are already employed and having problems at work Y.E.S can support you and assist 
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you to keep your job. This program is called Job In Jeopardy.  

Where do we get our funding from? 

Our funding money comes from The Commonwealth Department of Social Services “the 
Australian Government Department” in Canberra.  

 

Who Works in Y.E.S? 

 

The Manager: is responsible for the overseeing of Y.E.S, in particular the Manager of Y.E.S 
oversees the financial, planning and staffing side to ensure that Y.E.S runs well and always 
upholds our belief in equality and dignity of service for our clients. The manager is always 
available to discuss any difficulties or problems you are having.  

 

The Employment Coordinator: is also the assistant manager and is responsible for quality 
assurance, procedures and administration.  The Employment Coordinator is always available 
to discuss any difficulties or problems you are having. 

 

The Site Supervisor:  is responsible for the day to day running of our offices and 
supervising staff. The Supervisor is always available to discuss any difficulties or problems 
you are having. 

 

The Finance Coordinator: is responsible for financial and compliance (means that we follow 
the contract with the Government) matters. 

 

Employment Job Search Consultant: will assist you in finding a job and any pre-
employment needs you may have eg learning new skills or gaining relevant experience.  
They will supply work related interpreting and assist you in reaching your goals. 

 

Employment Consultant and Deaf Liaison Officer: will work with you in career planning, 
advice and help you find a job. They will also support you with working with hearing people in 
the work place.  

 

Employment Consultant: will support you on the job and will supply work related 
interpreting and assist you in reaching your goals. They will support you in your study or job.  

What happens now? 

• We will get to know more about each other. 

• We will talk about what sort of job or education you want. 

• We will talk about what the next step is to get that job, (training if needed or work 
experience etc.) 

• We will look at the work you have done before and the other life experiences you 
have had. 

• We discuss the employment market and skills shortage, so that you can get an idea 
of what jobs are around. 

• We will explore your interests and skills.   

• We will discuss your goals and how to best achieve them. 

• We will discuss your strengths and weaknesses and together decide and agree on a 
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plan to assist you to reach your goals. 

• Together we will find ways we can achieve these goals. 

• We will fill in various forms (explained more later in the booklet) 

• We will move closer to finding and succeeding in your chosen career. 

 

What are the stages you will go through at Y.E.S? 

So that we can provide a good quality service to our clients we have five main stages in our 
service provision.  

These stages are: 

• Assessment  

• Pre-Employment  

• Job search, or Course enrolment  

• Employment or Education / training. 

• Ongoing employment support   

  

Each stage has certain activities that the client and Y.E.S need to do to assist in achieving 
employment. These stages are flexible to meet your own individual needs. 

Assessment stage: 

If you have not already had a Job Capacity Assessment / ESAt, Y.E.S will refer you to be 
assessed. 

The Assessor will decide your eligibility and which service will best suit you. 

After Y.E.S has received your Assessment Report we will continue with our own 
assessments and required paper work.  

Together we will do a Job Plan as required by the Department and this will be updated as 
your needs change. How we complete the agreement will depend on your assessment and 
Centrelink obligations, and your individual goals. 

 

Your Job Plan will be updated when circumstances change, e.g. your goals change, and you 
begin work, stop working, or your Centrelink obligations change.   

Pre-Employment stage: 

During this stage we will get to know each other more.   

 

We begin Career Counselling, where we will explore your skills, what sort of jobs are 
available, your employment interests, hobbies, obstacles or difficulties, and your strengths 
and weaknesses for obtaining the employment you wish to succeed in.   

 

We will plan together ways in which you can reach your individual goal. We may need to 
complete another Job Plan 

First we will do a job search assessment. This will help us work out what sort of jobs or 
qualifications you would like to get, what we need to do to get to your goal and who will be 
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responsible for doing the tasks.  This will also help us to update or write up your resume. We 
will write a resume or update your existing resume 

When you have completed the Pre-Employment stage, Y.E.S and you will discuss whether 
you are ready to go onto the Job search or Course enrolment stage or whether you may 
need to remain in the Pre-Employment stage for a while longer. 

Job search stage or Course Enrolment: 

This is the time when we start to look for work, or assist you to enrol in a course.  

 

During the job search stage you will have appointments to see the staff of Y.E.S at least 
every 2 weeks.   

 

Both you and the Y.E.S staff will have certain tasks to do to help find a job or education 
course. The tasks will depend on your individual plan and needs and what jobs are available.   

 

There are many ways to find employment; Y.E.S will discuss the most appropriate ways with 
you. 

 

You may do unpaid work experience to help you gain more confidence and skills, or in a 
workplace where they are looking for people to work.  Even though you won’t be paid for 
work experience, you will gain skills and experience. During this time you can decide if this 
job suits you and the employer can see your skills and abilities. Before you start unpaid work 
experience, Y.E.S staff will assist you to do a Workplace Health &Safety (WH&S) awareness 
assessment and also do a WH&S assessment of the work place.  

 

Employers often employ people after they have done work experience.   

 

Any job or course interviews you have, Y.E.S staff will organize an interpreter for you and/or 
support you.  

 

Employment or Education stage: 

This is when you start work or your chosen course. 

 

At this time, Y.E.S staff will assist you to do a WH&S awareness assessment and also do a 
WH&S assessment of the work place. 

 

When you formally start work the employer and you will commit yourselves to working with 
the firm or business.  This will mean paper work at the work place, e.g.  Taxation declaration 
form, superannuation forms, union forms, giving banking details etc.  

 

You can ask Y.E.S staff any time if you have questions. For example, you may not 
understand fully what an award rate is, how to declare your pay to centrelink, what course is 
best for you to start a new career, work ethics or maybe how to fill in any paperwork needed 
for work. 

 

If you are on a Centrelink benefit, you will need to let Centrelink know how much you earned 
each fortnight.  Y.E.S staff can assist you with this process.  
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At this early stage of employment, Y.E.S staff will attend work with you. Y.E.S staff will assist 
with communication and will teach the other workers ways in which they can make you more 
welcome and comfortable.    

 

 Y.E.S staff will organize an interpreter, or interpret; any training that is given and help 
introduce you to the other staff.   Y.E.S staff is always available to assist in any problems or 
situations that arise in your work place, e.g. training, language, communication, cultural 
differences and/or problems. 

 

Y.E.S staff will see you regularly; this may be weekly or fortnightly depending on your 
support needs.  Sometimes there may be a need to see you more often.  Of course, if there 
are ever any problems then Y.E.S will be there to support you. 

 

Y.E.S is required to inform the Department of your wage and hours you have worked. You or 
your employer will be required to assist with the collection of information on your hours and 
wages. YES need to have a copy of your pay slip each pay day. This is so we can have proof 
of your work hours, and also make sure you are paid the right wage. We also need this proof 
so that we can get funding to support you at work.  

 

If you have chosen to study a course, Y.E.S will arrange interpreters and support you in 
anyway necessary to successfully complete your course.  You may do work experience as 
part of your study course and Y.E.S will support you during this time. 

 

Ongoing Employment Support 

After you have worked for 1 year, and still need Y.E.S to support you with interpreting or any 
other support at work, you will have an “Ongoing Support Assessment” (OSA)  The OSA is 
done by a person who is funded by the Department to assess your ongoing support needs to 
maintain your job. 

 

Each year the Department require that you have another OSA.  The OSA will determine if 
you still need ongoing support at work, and how much support you will need. 

 

If you are receiving any Centrelink payments, you will be required to continue letting 
Centrelink know your wages each fortnight.  If you have any concerns, Y.E.S are happy to 
assist you.  

 

If you registered with Y.E.S as a “Job in Jeopardy Participant” you will have an OSA after 
being with Y.E.S for 6 months.  This OSA will assess your ongoing support needs to maintain 
your job. 

  

If you have chosen to study a course, Y.E.S will continue to support you in anyway 
necessary to successfully complete your course.  You may do work experience as part of 
your study course and Y.E.S will support you during this time. 

Once you have completed your Education Course Y.E.S can help you find a job.  

  

Depending on the length of the course or qualification you have completed, you may need to 
be exited from Y.E.S; however you can register with YES again straight away. 
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You can come back as a client of Y.E.S so we can help you look for a job.  

 

Y.E.S staff will continue to see you regularly; this may be weekly or fortnightly depending on 
your assessed support needs.  Sometimes there may be a need to see you more often.  Of 
course, if there are ever any problems, then Y.E.S will be there to support you. 

 

Y.E.S is required to inform the Department of your wage and hours you have worked. Each 
month you and/or your employer will be required to assist with the collection of information 
on your hours and wages. Y.E.S Staff will collect a copy of your pay slip each week/fortnight 
you are paid.  If the pay slips are not available Y.E.S will ask you to fill in a form and sign it 
so that way we have proof for the Department of Social Services. 

 

Y.E.S staff will continue to organize an interpreter, or interpret; any training that is given while 
you are working   Y.E.S staff are always available to assist in any problems or situations that 
arise in your work place, e.g. training, language, communication, cultural differences and/or 
problems. 

 

What is a Job Plan? 

An Job Plan is done between you and Y.E.S on the Department computer system. 

 

A Job Plan is written up and signed whenever your circumstances change e.g. your career 
path changes, you start or finish working, you start or finish a course, or the Job Plan is out 
of date.   

 

• We will write up an individual Job Plan that belongs to you.  

• We will discuss and decide who is responsible for the actions to achieve your goals.   

• We will write a date that these actions will be done by.  

• Once we have all agreed on the plan and have written up the paper work, both you 
and the Y.E.S staff will sign it.  

• We will photocopy the career plan and give you a copy to keep.  

• Y.E.S staff and you are responsible to complete any tasks that we agreed on within 
the time frame. 

 

How often do we do a Job Plan?  

 

The Job Plan is completed at set times of service and at other times when needed.   

What sort of jobs do we find people? 

We find employment for Y.E.S clients in businesses or firms in the community, (this may be 
the Deaf Community or the hearing community) for example, factories, libraries, government 
departments, supermarkets, offices, schools, etc.   

 

We help you secure work in jobs that you choose, that suit you personally and professionally.   

 

We advocate for equality in the work place and in society.  We support you to develop your 
career in the direction you choose. 



 

SAGE Document:   Client Information Handbook Date current version released: March 2018      
Document Code:     805-PRO-2708 v.04 Next Review  Date: March 2021       

Document Ow ner:   Manager, YES Page 8 of 16 
Uncontrolled when printed. Current version can be obtained from SAGE’s Document Management System 

© Property of SAGE Incorporated. 

 

Are courses free to you? 

Some courses available are funded by the Government and some are subsidized which 
means that you may have to pay a small fee.  It depends on what study you want to do.   

You may also be eligible for an Education Allowance from Centrelink. 

Y.E.S staff will help you with this process.  

How many hours do I have to work per week? 

It is a requirement of the Department that you will have to work at least 8 hours per week.  
Centrelink may require you to work more than 8 hours per week.  The number of hours you 
need to work per week is determined by the JCA or ESAt.  

 

Award Wages 

 

An award is a legal document that explains the terms and conditions of employment for a 
particular job or industry.  

They outline things like minimum wages, overtime, penalty rates, holidays, sick leave and 
allowances. 

 

Supported Wage System 

 

Sometimes due to other disabilities or problems (e.g. a physical disability or maybe even low 
confidence) someone may be unable to produce the same amount of work as other people 
who work at the work place.  If this happens then there is a provision for this, called a 
“Supported Wage”.  The Supported Wage System can help people who are unable to work at 
an Award Rate, because of their disability.    

 

An Award Rate is the amount of work, on average, that a person with no disability or barriers 
can do within a set time.  

 

Finishing work with the Employer. 

 

If you have any problems at work, please let Y.E.S know as soon as possible, so we can 
help with communication at work. 

 

Sometimes people leave their jobs. Sometimes the Employer initiates this, and sometimes, 
an Employee may choose to leave their job. No matter what, Y.E.S will assist you through 
this process.  If you don’t have another job to go to, then Y.E.S will begin to look for a new 
job with you. 

Depending on your phase with Y.E.S, the Department may require us to exit you from Y.E.S, 
however you can re-register with Y.E.S again and we can start to look for a new job with you. 

 

Y.E.S is happy to help you find a new job as long as we meet the funding requirements from 
the Department.  

 

We encourage our clients to look at developing a good future and career that you are happy 
to do. 
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Suspension 

Sometimes, clients who are voluntary may choose to take a break from Y.E.S rather than 
Exit the Service. We call this break time…Suspension.   

 

After 3 months (or less amount of time that you needed to be suspended) we will review your 
suspension, and extend your suspension if required or resume you on program with Y.E.S   a 
voluntary client can be suspended for up to 18 months.  

 

After suspension has finished we need to talk about either finding a job soon or exiting you 
from Y.E.S 

 

If you have Centrelink obligations Y.E.S cannot suspend you unless Centrelink has approved 
it. 

 

Exit from Y.E.S  

There are many different reasons why clients exit (leave) the service of Y.E.S. Sometimes 
the client chooses to leave the service, sometimes our funding body; the Department initiates 
an exit, at other times Y.E.S makes this decision. 

 

Y.E.S has the right to exit a client from its services if: 

• The client is ‘voluntary” and cannot be contacted for 3 months. 

• Y.E.S is unable to assist the client any further to reach their goals.  

• The behaviour of the client is endangering the health, safety and/or welfare of others. 

• The funding for the particular client has stopped. 

• Your circumstances have changed and you are no longer eligible for a DES Support 
Service. 

• You do not accept the funding body’s requirements and obligations. 

• You no longer need our support. 

• You are on funding called “ongoing support” and you lose your job. (if this happens 
Y.E.S can put you back on as a client, we will just need to do new paper work again) 

• You are on funding as a Job in Jeopardy and you lose your job. (if this happens Y.E.S 
can put you back on as a client, we will just need to do new paper work again) 

 

Clients have the right to leave the services of Y.E.S or be transferred to another service, at 
any time they wish. We would like to talk about the reasons why you want to leave, as we 
may be able to adapt your plan to meet you individual needs.  We may also be able to 
change whatever we can in order to provide a service that is relevant to your needs. 

 

 

 

Vision, Mission and Values of Y.E.S 
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What do values, mission and vision mean for Y.E.S ? 

The vision, mission and values are used by Y.E.S as a general guide to help us provide the 
best service we can with our clients.   

Our Vision 

To be the best employment agency for Deaf, HOH and hearing impaired in Australia. 

Our Mission 

To assist all client’s who are Deaf, HOH and hearing impaired to achieve employment, 
personal empowerment, equality, self-esteem, quality of life, and professional fulfillment 
through meaningful employment. 

Our Values 

Y.E.S believes that the Deaf, HOH and people who have a hearing impairment should be 
able to choose where they want to work.   

 

We believe that the Deaf, HOH and people who are hearing impaired have a lot to offer in 
the workplace and society.   

 

We believe that Deaf and HOH should be able to have equal rights as the hearing in society. 
These include a fair wage, a wage that is based on an award, a safe work environment, 
access to training, opportunities to develop their career, and quality interpreters at interviews, 
training and staff meetings. 

 

Y.E.S has the following values: 

• Equality in the Community and work place. 

• Value and understanding of the Deaf Culture. 

• Integrity and honesty. 

• Team Work. 

• Quality Service. 

• Client empowerment. 

• Confidentiality. 

 

Y.E.S has the following goals: 

• To empower the Deaf, HOH and people with a hearing loss to choose a career and 
job that will best suit them. 

• To empower the client to be assertive and improve their life.  
• To make sure the Deaf community and people with a hearing loss receive an equal 

and fair opportunity to pursue their desired career and way of life. 
• To be sure clients are given support and encouragement to be successful in their 

work.  
• To communicate with appropriate businesses and companies in a positive way.  
• Provide job seeking support for all clients.  
• Provide resources to educate employers.  
• Ensure on the job support.  
• Ensure access to employment related training. 
• To provide a comfortable and confidential service.  



 

SAGE Document:   Client Information Handbook Date current version released: March 2018      
Document Code:     805-PRO-2708 v.04 Next Review  Date: March 2021       

Document Ow ner:   Manager, YES Page 11 of 16 
Uncontrolled when printed. Current version can be obtained from SAGE’s Document Management System 

© Property of SAGE Incorporated. 

 

• To support and encourage personal growth of each client.  

What is a Quality Management System? 

A Quality Management System helps an organization to put together its policies and 
procedures in a practical and efficient way and helps staff and other interested people know 
about how the organization operates. 

 

A Quality Management System follows a set of Standards. These standards are called the 
National Standards for Disability Services. 

 

Standard 1: Rights 

You have the right to be treated fairly when you use disability services. 

 

Standard 2: Participation and Inclusion 

You can take part in the community and feel included when you use disability services. 

 

Standard 3: Individual Outcomes 

Your service supports you to make choices about what you want to do. You can work toward 
your goals. 

 

Standard 4: Feedback and Complaints 

You can tell people what you think about the services you receive. 

 

Standard 5: Service Access 

Finding and using services is fair. You can access the services you need. 

 

Standard 6: Service Management 

Disability services should be managed well. 

 

Every year an auditor comes to check that the Y.E.S Quality Management System is meeting 
these Standards. Some of the ways that the auditor checks that the staff is following the right 
procedures and is writing up the correct paper work is by reviewing the client files, and 
interviewing the client. The auditor is not interested in reading all about the client in the file 
but is only interested in checking the paper work has been filled in correctly and that the 
procedures and policies are followed by the staff.  

 

Y.E.S will ask you to sign a consent form, if the auditors wish to see you and/or review your 
file.  You have a choice.  You will be asked to sign the form indicating whether you agree or 
not to have your file reviewed by the auditor.  The choice is yours and it is okay not to agree. 

What are policies? 

Policies are written statements that are used to guide an organisation in its business and to 
set out the "rules" that the staff and other interested parties must follow. Policies help guide 
the work of Y.E.S. 

 

As a client of Y.E.S, you can have a copy of these to keep, if you wish. 
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What are procedures? 

Procedures are the instructions or guidelines that staff follows to make sure they are doing 
their jobs in the correct way. They are important to help staff to be sure they are giving a 
good quality service to their clients. 

 

As a client of Y.E.S, you can have a copy of these to keep, if you wish. 

Client Rights and Responsibilities 

Y.E.S provides an individual program for its clients in order to meet their individual needs and 
goals. 

 

Y.E.S believes that clients have the right to: 

 

• An advocate they choose. 

• An interpreter of their choice. 

• Change Employment Consultant. 

• Take part in decision-making. 

• Complain if they are not happy with the service they receive from Y.E.S.  

• Change their employment. 

• Be involved in the service provided.  

• Leave Y.E.S. 

• Read their file. 

• Confidentiality, 

• Respect and dignity. 

• Transfer to another DES if wish to. 

 

Y.E.S believes that clients have the responsibility to: 

 

• Be honest. 

• Arrive to appointments. 

• Arrive on time for appointments on time. 

• Be involved with career plans. 

• Be involved with job search. 

• Arrive to work on time. 

• Let Centrelink know about your wage and if it changes. 

• Keep in contact with Y.E.S 

• Let Y.E.S know if you change address, phone number etc. 

• Let Y.E.S know if you can’t get to an appointment. 

• Let Y.E.S know if you can’t get to work experience. 

• Let Y.E.S know if you are having any problems at work. 

• Let Y.E.S know if you are having any other problems that may affect your work. 

• Let your employer know straight away if you hurt yourself at work. 

• Let Y.E.S know if you have an accident or hurt yourself at work. 
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• Let Y.E.S know if your supervisor or manager at work changes. 

• Let Y.E.S know if you can’t get to work, (e.g.: car broken down). 

• Let Y.E.S know if you are sick and can’t get to work or an appointment. 

• Let Y.E.S know if you are on holidays from work. 

• Provide any evidence of the barriers you experience in finding and maintaining 
employment. E.g. any medical information.  

 

 

What do I do if I want to complain about the service of Y.E.S? 

 

You can request an advocate to accompany you or represent you if you wish. 

 

If you are unhappy with anything to do with Y.E.S you can: 

 

• Talk to the person you have concerns with or 

• Talk to any of the Y.E.S staff or 

• Talk to the manager, Employment Coordinator or Supervisor of Y.E.S, or 

• Fill in the feedback sheet at the back of this booklet or pick one up in any of our 
offices  

• If you are still not satisfied then you can contact Department of Social Services “the 
Department” directly on their customer service line or Complaints and Resolution 
Services (CRRS).  CRRS is a complaints service for people using an Australian 
Government – funded employment and Advocacy Service. 

 

CONTACT DETAILS FOR DSS: 

1800 805 260 

 

CONTACT DETAILS FOR CRRS: 

Telephone: Freecall 1800 880 052 (voice)   

TTY: 1800 301 130 

NRS: 1800 555 677 

Fax: (02) 9318 1372 

TIS: 131450 

Email:  crrs@pwd.org.au 

Web Address:  www.crrs.org.au  

Postal Address:  Locked Bag 2705 

                           Strawberry Hills   

    NSW  2012 

 

You have the right to complain.  The feedback is helpful to Y.E.S to always improve the 
service they provide to their clients.  All complaints will be treated with respect and dignity. 

 

 

 

 

What do I do if you are experiencing Abuse? 

mailto:crrs@pwd.org.au
http://www.crrs.org.au/


 

SAGE Document:   Client Information Handbook Date current version released: March 2018      
Document Code:     805-PRO-2708 v.04 Next Review  Date: March 2021       

Document Ow ner:   Manager, YES Page 14 of 16 
Uncontrolled when printed. Current version can be obtained from SAGE’s Document Management System 

© Property of SAGE Incorporated. 

 

 

If you experience abuse or the staff suspect you are, staff can provide you with information 
on who to contact to get help and assistance. 

 

For example; 

• Police 

• Domestic Violence Assistance 

• Women’s help line 

• Human Rights Commissioner 

OR 

You can contact: 

• Disability Services Abuse and Neglect Hot Line 

www.disabilityhotline.org 

Free call:  1800 880 052 

• For Legal Help contact:-  1300 366 424 

Telephone Advice Monday to Friday 9am-4.30pm 
For Child Support Help, telephone (08) 8111 5576 
 
For deaf, or hearing impairment or speech impairment,  contact through the 
National Relay Service.  
• TTY users phone 133 677 then ask for 1300 366 424 
• Speak and Listen users phone 1300 555 727 then ask for 1300 366 424 

Internet relay users connect to the NRS and then ask for 1300 366 424 

 

 

Y.E.S keeps a file on each client.  Some of the information is kept on an electronic file and 
some kept in a hard copy file.  

 

All the information in your file is confidential and your permission is required to give this 
information to anyone outside of Y.E.S.  

 

All clients’ have the right to read their file at any time they want to. Just ask the Manager of 
Y.E.S, and we can arrange for you to read your file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.disabilityhotline.org/
http://relayservice.gov.au/
http://www.iprelay.com.au/call/index.aspx
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What’s in your file?   
 

Each section in your file may contain…. 
 

Item 

D
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R
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P
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O
u
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o

m
e
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C
li
e
n

t 
 H

o
u

rs
  

F
ro

n
t 
o

f 
F
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Name X X X X X x X X X X X X 

Address X X X  X  X  X   X 

Date of Birth X X X  X  X  X x  X 

Telephone (mob and tty) X X X  X  X  X   X 

Centrelink No. x X X X   X  X x  X 

Job Seeker ID  X X X  x X  X X  X 

Vehicle/Licence   X  X  X  X    

Transport   X      X    

Work History     X   X X x   

Work Preferences     X    X    

Interests     X    X    

Skills     X    X    

Education  X X  X x   X x   

Medical Reports  

& Information 
 

X       X   X 

References     X        

Work experience reports     X x       

Current Employment details  X   X   X  X X  

Signature     X X   X X X    

Emergency Contact Details       X     X 

Course Details  X    x    x   

 

In your file Y.E.S will have any information that is relevant to the stage you are at, that means 
any jobs we have applied for, any events that happen that effect your pre-employment, job 
search or work stage, and any other relevant information that you offer regarding reaching 
your goal
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FEEDBACK SHEET 
 

We welcome any suggestions and comments, both positive and negative about Y.E.S 
 

YOU HAVE THE RIGHT TO COMPLAIN IF YOU ARE NOT HAPPY WITH THE SERVICE 
YOU RECEIVE FROM Y.E.S. 
 

If you have any ideas of how we can improve our service to you, please write them in the space 

below; 

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………… 

 

If you have any complaints about the Y.E.S, please write them in the space below. 

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………… 

 

How would you like this matter to be addressed? What outcome would you like? 

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………… 

 

If there is anything that you are really pleased with about the service provided from Y.E.S, please write 
them in the space below. 

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………… 

 

Is there anything more you want to say about Y.E.S? Please write in the space below. 

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………… 

 

Date:                                                               Name (optional) 

 

This information will be reviewed by management, where we will explore ways to improve our service 
in a way that best suits you to reach your goal. 

 

POST THE FEEDBACK FORM TO YES MAIN OFFICE (see below) OR DROP INTO 
ONE OF OUR OTHER OFFICES:   
 

Your Employment Success, 
367 Goodwood Road, 

WESTBOURNE PARK, SA 5041 
 
 


