Fair
Entitlements
Guarantee

How do | access FEG Online Services

To access Fair Entitlements Guarantee (FEG) Online Services you initially need to register via the FEG
Online Services website at www.employment.gov.au/FEGonline (see section 1 of this guide).

Features of FEG Online Services
You can access FEG Online Services regardless of whether you submit your claim online, or by post,
fax or email. The following features are available online:
e Lodge a FEG claim online
If you have not already lodged a FEG claim you can submit it online (see section 2 of this
guide). We will receive it immediately and you will receive a claim reference number.
A summary of your submitted claim will be available to view via your FEG Online Services
account.
e Check the status of your claim
After lodging your FEG claim, you can check its assessment status online, even if you lodged
via post, email or fax (see section 3 of this guide).
¢ Lodge mandatory and additional information
You can lodge mandatory documents and any additional supporting documents online (see
section 4 of this guide). We will receive this information within 24 hours.
e Access letters we have sent
You can access most of the letters we have sent you in relation to your claim (see section 5
of this guide).
Want more information?

You can contact the FEG Hotline for more information.
To contact the FEG Hotline:

e Phone 1300 135 040 or
e Email FEG@deewr.gov.au

If you speak a language other than English, call the Translating and Interpreting Service (TIS) on
13 14 50 for free help anytime.
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Section 1 — How to ‘Register’ and ‘Sign In’ for FEG Online Services

1. Go to www.employment.gov.au/FEGonline, click Register.

Registration

If you have not registered for FEG online services, please select
'Reqgister to complete registration process.

2. Fillin all fields with an asterisk (*) and then click Save, ensuring that you have read and
accepted the Terms and Conditions of the website

Register a user

[711 have read and agree to the Terms and Conditions

* First name:

* Surname:

* Date of birth: ﬁ

* Email:

* Confirm email:

Save Cancel
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3. Your Login ID will appear in the box on the screen after you have successfully
registered. Your Login ID is the email address that you used to register.

An email will be sent to your nominated email address advising you that you have
successfully registered for FEG Online Services. This email will also contain a temporary
password for your account.

Registered

You have successfully registered with the FEC Online
Services.

Your Login Id is: jane@citizen.com.au

You will receive an email containing your temporary
password and further information. Please keep a record of
your Login ID and password details as these are required
to access FEC Online Services.

4

4. To start using FEG Online Services you need to login — enter your Login ID and the temporary
password that was emailed to you, click Log in.

Login to your account

If vou have already registered for FEG online services, please enter your user name or email and your
password and then select "Log in".

+ Login Id or Email Id; jane®@citizen.com.au|

* Password:

| have forgotten my password

5. You will then be prompted to change your temporary password to one of your own choosing
which must contain a minimum of nine characters. Your password should consist of a
combination of:

e uppercase (A-Z)
e |owercase (a-2)
e numeric characters (0-9)

Your password cannot be the same as, or sequential to any of your last 10 passwords (i.e. Zebral,
Zebra2). Please remember to keep a record of your unique password for future reference.
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Change Password

Please enter details.

#Current password:

#Mew password:

# Confirm new password:

Password rules

Please enter and confirm your password. Your password must be at least 9 characters
long and should consist of a combination of Uppercase, Lowercase and Numbers. The
password cannot be the same as, or sequential to, any of your last 10 passwords used.
For Example: Castle123, Sunrlses2.

{ * indicates a required field)

4

6. When you have successfully entered new details, a confirmation message will be shown.

Change Password

Password changed successfully

Trouble shooting tips

When trying to sign into FEG Online Services, an ‘unknown user name’ or ‘bad password’ error
message displays

You must enter the Login ID (email Address) and temporary password that was assigned to you
when registering for FEG Online Services when attempting to Log In for the first time. The details
must be exactly the same as those which were provided to you.

If you are unable to login you will need to select | have forgotten my password. You will then be
prompted to enter your Login ID (email address) and your date of birth. If these details match, you
will be sent an email with a new temporary password. You will be prompted to change the
temporary password to a new unique password when you login.

I have lost my sign in details or my FEG Online Services account is locked

If you enter an incorrect password 5 times, your account will be locked. If you have a locked account,
you will need to select | have forgotten my password and follow the steps above.
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Section 2 — How to lodge a FEG claim online

1. After you have signed into FEG Online Services (as explained in Section 1), click Complete Claim
Form.

Lodge a New Claim Online
To lodge a new FEG claim form, or finish your incomplete FEG Claim, please select "Complete Claim Form™.
Please Note: If you are lodging your FEG claim for the first time, you can save and return to your claim form at any time.

Important! If you are making a claim for an insolvency that occurred before 5 December 2012 then you should
be using the GEERS website.

Complete Claim Form

2. You will then be asked to confirm that a liquidator or bankruptcy trustee was appointed to
manage the affairs of your former employer on or from 5 December 2012. This will determine
whether you need to submit a claim under the FEG or the General Employee Entitlements and
Redundancy Scheme (GEERS). Selecting Yes or Don’t Know will direct you to the FEG online
claim form, selecting No will direct you to the GEERS online web page as your claim will need to
be submitted under the GEERS scheme.

Was the liquidator or bankruptcy trustee appointed to manage the affairs of your former
employer on or after 5 December 20127

N T
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3. You will then be directed to the BEFORE YOU BEGIN page. Please read through the information
on this page and ensure that you understand it. When you have finished reading, scroll to the
end of the page and select Begin Claim Form.

Helpful information

Back to Claim Form

BEFORE YOU BEGIN

Please note: The Fair Entitlements Guarantee Act 2012 commenced on 5 December 2012, The Fair Entitlements Guarantee (FEG) replaces the existing General Ef

This claim form should only be used where the insolvency event occurred on or after 5 December 2012. If an insolvency event occurred prior to this date, the GH
when an employer becomes bankrupt under the Bankruptcy Act 1966.

WHAT IS FEG?

FEG is a basic payment scheme intended to operate as a scheme of last resort, providing financial assistance to employees who have lost their employment beq
from other sources. When the Commonwealth makes an advance under FEG, the Commonwealth assumes the individual’s right to recover these amounts throu

The Fair Entitlements Guarantee Act 201 2(FEG Act) governs eligibility for FEG assistance, the categories of entitlement covered, and the amount you may be enti

For further information on assistance under FEG and the claim process, you may:

see the range of fact sheets on the operation of FEG - available at www.employment.gov.au/feg
contact the insolvency practitioner managing your former employer's business affairs

telephone the FEG Hotline on 1300 135 040

visit the website at www.emplovment.gov.auifeg

send an email to FEG@deewr.gov.au

TCF CONTRACT OUTWORKERS SCHEME

Under the FEG Act, 3 special scheme has been established to provide assistance to contract outworkers in the textile, clothing and footwear industry (TCF contr|
May 20132 and applies to insolvency events occurring on or after this date. If you are a3 worker who fits into this category, you may be eligible for FEG assistanc

. e s s

If vou think you may be eligible for entitlements under the TCF contract outworkers scheme, use this form to make your application. When you are completing tH
performed work for, and the type of work you performed for that person.

For example, where you are asked to include the details of your former employer, you should provide the details of the specified person you performed work fo
asked for information about when your employment started and ended.

WHAT FEG COVERS
You may be eligible to receive assistance under FEG for the following employee entitlements:

*  wages (to a maximum of 13 weeks)

« annual leave

» long service leave

= payment in lieu of notice (to 2 maximum of 5 weeks)

» redundancy pay (to a maximum of 4 weeks pay per vear of service)
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4. Each section of the claim form is set out in ‘Parts’. You can move through the form completing
each part and selecting Next.

Please make sure you answer all of the questions in each part that are marked with an asterisk
(*). You will only be shown questions that are relevant to the information you have provided us.
All other questions will be hidden.

aim Form (0% complete)

EMPLOYER DETAILS

#Question Al: What is your former pl 's legal ? @

Y

Question A2: What is your former employer's address? iy

Number and street

Suburb / City

State / Territory

Attachments Postcode iy
Summary
Country
| Australia i

Question A3: Trading name (if known) L

Question A4: ABN (Australian Business Number) or ACN (Australian Company Number) i

*Question A5: Have you submitted a previous claim for assistance under EESS, SEESA, GEERS or FEG? L,
(71 Yes for this employer but a different insolvency event

) Yes for a different employer

@ No
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It is mandatory to provide documentary correctly certified evidence which supports your claim
that you were an Australian citizen or the holder of a permanent visa (i.e. your current visa
allows you to live in Australia indefinitely) or special category visa (i.e. your current visa allows
you to stay and work in Australia as long as you remain a New Zealand citizen) issued under the
Migration Act 1958 at the time your employment ended.

Although it is not mandatory to do so, we strongly recommend that you also include other
supporting documentation with your claim. Supporting documents such as payslips,
employment contracts, time sheets and group certificates help the department to assess your
claim for FEG assistance.

To upload documents with your claim, navigate to the Attachments tab by clicking on it. Select
documents from your computer then add a Description for your document i.e. ‘John Smith’s
payslip” and click Upload Attachment. A list of your uploaded attachments will be shown at the
bottom of the page after these steps have been completed.

S

S

S

S

S

S

S

ATTACHMENTS - SUPPORTING DOCUMENTS

It i5 in your interesito upload copies of documents that may help us to assess your claim for FEG assistance. Remember, the provision of some documents is
PART B mandatory. Our gEference is for supporting documents to be provided electronically with your online claim however if this is not possible you can submit your
online claim formgBnd later send your supporting documents via post (if sending by post, send copies only as originals will not be returned). These documents
PART C may include:
Evidengll of your residency status (as mentioned in questions B4 and B4.1)
frking arrangement (as mentioned in question C7)
offyslips
f signed contract of employment
f letter of termination
timesheets
= payment summaries
= separation certificate.
Your Workplace Agreement, employment contract or letter of appointment (as mentioned in question C8)
Bank statements covering the period of employment in respect of which you are claiming
Bank statements for the period after you were employed (to show claimed amounts you have not been paid)
Letter offering you new employment (if applicable) (as mentioned in question E1.2).
Your worker's compensation payment statement (if applicable) and your most recent redundancy trust or any other industry based entitlement protection
scheme statement, if you are a member (a5 mentioned in questions G2 to G3.1.1).

Note: Supported file types are doc, docx, txt, xIs, pdf, jpa, aif, tiff, xml, ppt.

PART A

- ER Y

PART D *

PART E

PART F

PART G

Summary

UPLOAD DOCUMENT

# Description:

# Attachment:\ Browse... & Clear ¥

‘ Upload Attachment ’
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6.

If you have not completed mandatory sections of the claim form, the system will show a red X
beside the parts that are incomplete. To navigate back to these sections you can click on each part
to return to complete the questions.

Claim Form (97% complete) A mandor ek

% indicates an mcomplete Part
Current valdation errors - PART B: 1 error; PART C: 4 errors;

PART A PART C - YOUR JOB DETAILS

PART B & hore are 4 validation errar(s) on the formi Gk Hene For detas .. b

YOUR OCCUPATION

wQuestion C1: In which state or territory were you employed?
Al =

*Question C2: What industry did you work in? L

&

=Question C3: What was your job titke? L

&

= Question C4: List the most commeon duties and tasks you did in your job. &

“ =Question C5: Were you required to hold trade or educational qualifications, or were you required to be a member of any professional assodations in order to do your
job? &

After you have completed all parts of the form from Part A to Part H and uploaded your
attachments, you will be advised whether or not your claim has passed validation and whether
you are able to submit the form. If your form is complete, you will be directed to view a
summary of your claim.

You can view the summary by either clicking on the Summary link that is provided or clicking on
the Summary tab. We advise that you check the content of your claim before submitting it to us.

Claim Form (100% complete) * inicates a mandatory Quesin

Your claim form is ready to be submitted to FEG. You can submit your form wsing the Declaration tab,
We recommeend thal you check the dalm details before submitting your form, You can view 8 sammary of your :Ini.rrl.l.l\l
ATTACHMENTS - SUPPORTING DOCUMENTS

It 18 i your mkerest ko tﬂt’.‘hld copied of documents that may hilp us te asseds your daim for FEG assstance, Remember, the provision of someé doguments i

, Qur preference is for mupporting dequments to be provided electronically with your onling ciaam howaver f this is not possiile you can subet your
onimne claim farm and later send your supparting dotuments via post (if sending by post, send copees only as onginals will not be retumed). These documants
may incude:

«  Evidence of your residency stalus (as mentioned in questions Ba and Ba.1)
= Your working arrangement (a5 menboned in queston C7)

L

# PART B

L

LS

payshps

+ @ wgnied contract of employmant

+ lattor of tarmination

+ bmeshests

+ piyment summanes

+ separation cermificate,
= ‘Your Workplace Agreement, employment contract of kether of appointment (a5 mentionad in question CE)
« Bank statements covanng the penod of employment in respect of whach you are daming
« Bank statements for the period after you ware employed (to show damed amounts you have not been paid)
o Letter offenng you new employment (f appicable] (as menboned in question E1.2),
» Your worker's compendsthon payment statement (i appbeable) snd your most recent redundancy trust o sny other industry based entilement protechion

m schame statement, if you are 3 member (as menboned in quesbions G2 to G3.1.1).
Note: Supported file types are des, doc, tet, o, pd, g, gd, lf, xml, ppL.
UPLOAD DOCUMENT

" Deseriplion:
* Attachment: Brewte.., o Claar ¥

DOCUMENTS ATTACHED

# PART E

v PART F

L1

)

v PART H

Mo documents are currently attached.
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8. After you have viewed the summary of your claim, scroll to the bottom of the summary page
and select Back to Claim Form to return to submit your claim.

9. If you are ready to submit your claim, click on the Declaration link or click on the Declaration
tab.

I Welcome to FEG Online Services !!

Clalm Form (100°/O complete) * indicates a mandatory question
Your claim form is ready to be submitted to FEG. You can submit your form using the Declaration tab.

We recommend that you check the claim details before submitting your form. You cagggiew a summary of your claim using the Summary tab.

ATTACHMENTS - SUPPORTING DOC'JMENTS

PART A
_ It is in your interest to upload copies of documents j

PART B mandatory. Our preference is for supporting dog

online claim form and later send your supporti
PART C may include:
+ Evidence of your residency status s mentioned in questions B4 and B4.1)
PART D + Your working arrangement (as mgfftioned in question C7)
= payslips
= a signed contract of emg
LT E = letter of termination
= timesheets
PART F = payment summgaffe
PART G .
PARTH .

Summary

At may help us to assess your claim for FEG assistance. Remember, the provision of some documents is
ents to be provided electronically with your online claim however if this is not possible you can submit your
Oocuments via post (if sending by post, send copies only as originals will not be returned). These documents

fhts covering the period of employment in respect of which you are claiming

v
v
v
v
v
v
v
v ents for the period after you were employed (to show claimed amounts you have not been paid)

gfeme statement, if you are a member (as mentioned in questions G2 to G3.1.1).
? Supported file types are doc, docx, txt, xls, pdf, jpg, gif, tiff, xml, ppt.

UPLOAD DOCUMENT

* Description:

Declaration

# Attachment:| Browse... i Clear %

Upload Attachment

DOCUMENTS ATTACHED

No documents are currently attached.

10. The first step on the declaration page asks you to confirm that you have attached certified
copies of your citizenship or visa documents to your online claim. Select Yes if you have attached
documents to your claim or No if you would prefer to send these documents via post. You will
not be able to continue submitting your online form until you have answered this question.

ATTACHMENT REMINDER

e claimed to be an Augllakan ctizen or holder of a permanent visa or speoal category visa at the rme my employment ended, 1 have attached relevant certified supportng documents.

Continue

Select Continue when you have made your selection.
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11. We advise you to read all of the information provided before submitting your claim. After you
have read the details, select the Yes | agree checkbox and the Submit button will be shown. Click
this button to submit your claim.

The Department of Employment is authorised under the Fair Entitlements Guarantee Act 2012 to collect personal information for the purposes of administering FEG.

The Department of Employment manages information given by you in this daim form in accordance with the Privacy Act 1988. It collects this information, and other info
employee entitlements you may be owed by your former employer. The Department of Employment also uses the information for statistical research, monitoring and e

The Department of Employment usually discloses some ar all of the information which relates to your daim for purposes outlined above to:

the insolvency practitioner who is administering vour former employer’s affairs or an independent FEG contractor appointaed by the Department of Employment to
vour authorised agent (if specified in the claim form)

wyour alternative contact (if specified in this caim form)

to a third party distributor engaged to distribute FEG funds

other Commonwealth Agencies as required for the purposes of their regulatory role including Centrelink, the Australian Taxation Office, the Australian Securities
Appeals Tribunal, and the Commonwealth Ombudsman.

DECLARATION

1. Ideclare that the information provided in this application form is true and correct. I understand that providing false or misleading information to the Commanw

prosecution.

1 acknowledge and agree that the Department of Employment may seek to verify the information I have provided to support my application with other Australig

2. 1 confirm that I have provided the information contained in this application form either personally or through the assistance of a representative.

4. I authorise my employer {or the insolvency practitioner on behalf of my employer) to disclose to the Department of Employment for the purpose of my claim for
use this information when determining my claim for FEG assistance or for statistical research, monitoring and evaluation.

5. I authorise the Department of Employment or its agents to exercise, on my behalf, any statutory rights I have to require the employer (or insolvency practition
claim for FEG assistance.

6. I confirm that I have provided relevant documentary evidence proving my identity and citizenship/residency status and that these have been certified as true |

7. 1 authorise the Department of Immigration and Border Protection to disclose to the Department of Employment, information in relation to any Australian Visas I
for FEG assistance.

8. 1 authorise Fair work Australia, the Fair waork Ombudsman and Fair Work Inspectors to disclose to the Department of Employment for the purpose of determini
1 am, or have been, a party. I understand that the Department of Employment may use this information when determining my claim for FEG assistance.

9. I authorise the Fair Work Ombudsman to disclose to the Department of Employment for the purpose of my claim for FEG assistance, information in relation to m|
Employment may use this information when determining my claim for FEG assistance.

10. I authorise the Department of Employment or its agents to exercise, on my behalf, any rights I have to require the organisations listed in guestions G2.1 and g
assistance.

11. Where I have not provided information in relation to my claim for FEG assistance, I accept and agree that the Department of Employment will usually rely on th
determining my claim for FEG assistance.

12. 1 accept that I am not entitled to receive or retain any money paid as a result of any error on my behalf; on the part of an insolvency practitioner acting for my
has been engaged to verify information; or on the part of a person administering FEG for the Commonwealth. I further accept that any sums paid under FEG in
payable on this amount.

13. I confirm that any copies I have provided are true copies of the original documents.

M

iYes I agree

12. After you have successfully submitted your claim, the following message will be displayed.
Please make a note of your claim reference number for future reference. You will also be sent
an email to your nominated email address advising you that we have received your claim.

Claim form submit

Your claim has been successfully submitted to FEG.
Your claim reference number is: CLAIM-Gd »3»¢ #<

Once your claim is matched to a case, you will receive an
acknowledgement letter. You can check where your claim
is up to by accessing FEGC Online Services using your claim
reference number. You may also be asked for this number
when contacting the FEC Hotline
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Trouble shooting tips

When trying to submit a claim online, the claim is rejected because it already matches a claim
recorded in our database

Before you are able to submit a completed online claim, our system will check you have not already
lodged a claim against the employer. If the system finds a matching claim, you will not be able to
submit another claim online and you will receive an error message.

Please contact the FEG Hotline on 1300 135 040 or send an email to FEG@deewr.gov.au if you want
to check if we have already received your claim.

An email confirmation was not received after submitting a claim online
There are two reasons you may not receive your email confirmation:

e The email address you entered was incorrect.
e There may be technical issues with the system.
If you are certain you have entered the correct email address, please contact the FEG Hotline on

1300 135 040 or send an email to FEG@deewr.gov.au to confirm your claim has been lodged
correctly.

Why can’t | load more attachments with my online claim form?

There are three places in the online claim you can attach supporting information. Each individual file
that you attach must be no more than 5MB. You can attach files up to a total of 20MB to your claim
form.

If you reach these limits but want to lodge additional information, you can do so via your FEG Online
Services login page. See section 4 of this guide for more information.
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Section 3 — How to track the progress of your FEG claim

1. After you have signed into FEG Online Services, you will need to attach your claim to your online
account to track the status of your claim. To attach your claim, select the Add Claim button
under the Add Existing Claim heading.

FEG Online Services

Lodge a new claim online
If you have not already lodged a FEG claim you can submit a new Lode a New claim Online

claim online,
To lodge a new FEG daim form, or finish your incamplete FEG Claim, please select
"Complete Claim Form".

im?
AI ready IOdged a CIa m: Please Note: If you are lodging your FEG claim for the first time, you can save and

You can access FEG online services if you lodged your FEG claim return to your claim form at any time.

online or via post, email or fax. . . .
P Important! If you are making a claim for an insolvency that occurred before 05 Dec

Check the status of your daim 2012 then you should be using the GEERS website.

If you submitted your FEG claim online, you must wait until the next
business day to access this function. If you lodged your daim via Complete Claim Form
post, email or fax, you must wait until you receive a letter from us

advising we have received your claim.

Lodge additional information

We may ask you to lodge additional information to assess your FEG
claim. The documents you submit online will be sent to us within 24
hours of lodgement.

Add existing claim

If you have an existing claim that you wouly} like to track the status of, please click the
Add Claim button.

Add Claim

Access letters we have sent
You can access some letters we have sent you about your claim.

Want more information?

2. You will then be prompted to enter your Claim Reference Number. This was provided to you
when you submitted your online claim to the department. If you did not submit your claim
online, your claim reference number is also shown on your FEG acknowledgement letter that is
sent to you when your claim is matched to a case in our database.

Enter the correct claim reference number, first name, last name and date of birth and select
Save. Please note that if you were nominated as an Agent on one or many FEG claims and you
wish to attach these claim(s) to your account, you will need to enter the claimant details
appropriate to the claim(s) you are attaching.

Add claim

Please enter your ‘Claim Reference Number® using the format CLAIM-99999999 or ACLAM-
995999995,

You can find your claim reference number on your acknowledgement letter which is sent
to you by post once your claim is received by the Department and entered into the
database.

* Claim Reference Number:

* Claimant first name:

* Claimant last name:

* Claimant date of birth: m

‘ save J cancel

A
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3. Once you have successfully attached the claim to your account, the claim will be shown in the
Existing claims linked to this account table. To view the status of each claim attached to your
account, select View Status.

The FEG Online status tracking page also provides you with the ability to lodge additional
supporting documents and view copies of letters that we have sent you. Links to these sections
of the status tracking page are also available in the table. You can also view a summary of each
claim attached to your account by selecting Summary beside each claim.

FEG Online Services

Lodge a new claim online

1 you have not already lodged a FEG claim you can submit a new diaen onlne,

Already lodged a claim?

You can sccess FEG online services # you lodged your FEG daim online or via post, emal or fax.

Lodge a New Claim Online

Ta lodge 8 new FEG claim farm, or finish your incomplete FEG Clam, please selact "Complate Clam Farm™.

Please Note: I you are lodging your FEG claim far the first time, you can save and return to your claim form at any time.

Check the status of your claim Tmportant] If you are making a claim for an insolvency that occurred before 5 December 2012 then you should
i be using the GEERS website,

If you submitted your FEG claim ondne, you must wait untl the next business day to access this

function. If yaou ladged your ciaim via post, emai of fax, you must wait untl you receive & lketter

g A oSy [ Complete Clatm Form |

Lodge additional information

We may ask you to lodge addtional infarmation to assess your FEG claum, The documents you

submit onling will be sent to us within 24 hours of lodgement

Access letters we have sent Add existing claim

You can access some ketters we have sent you about your daim.

Want more information?

For more nformation, you can: m

* Access our website - hitp://weow.employment.gov.au/feg
* Phone the FEG Hotine - 1300 135 040
« Emad the FEG Hotine - FEGEdeewr.00v.au

If you speak a language other than Englsh, call the Translating and Interpreting Service (TIS) on
13 14 50 for free help anytime,

IF you have already submitted a claim either by paper or anbne and you would like to track the status of your daim, please
cick the Add Claim button.

Reference

Employer Name Claimant Date Created | Ondine
Numbrer

01 Nov 2013

Comglets

CLAIM- Citizen, John | 31 Oct 2013 Summary =

Claim Status Page

What is shown on this screen?

e The top of the page confirms your details.

Claim Status (CLAIM- )

:
Your Name : Your former employer's

name :
Your Date of Your former employer's
Birth : address :

e The ‘Claim(s) submitted’ section displays claims you have lodged against this former employer,
including any requests for reassessment, review or appeal.

0 Information about your current claim will be displayed automatically.

Claim Type Date we received daim Status of daim View further information
Claim 31/10/2013 In Progress View Details
1 record

e The ‘Assessment of your claim’ section provides an update on the status of your claim.
0 A description of each step is provided at the Assessment of your claim section.

Updated: January 2014




4. Complete will appear beneath each step once your claim has moved past that part of the
process. The current step, where you claim is currently sitting, is highlighted in yellow. Text will
be displayed below the current step to provide you with detailed information on what is
currently happening with your claim.

Assessment of your claim : Claim received on 31/10/2013
The stages in the assessmant of your claim, are outined balow,
The current stage is highbghted.

Claim Received
We have received your clam for assistance under the Fair Entitliements Guarantse (FEG). For further information see the How we assess FEG claims fact sheet located at hitp://) gav.aull o

Determining if your claim is effective

We are currently checking whether your claim is effective under section 14 of the Fair Entitiements Guarantes Act 2012, Your daim must be effective before it can be assessed 1o determine # you are elgible to receive assistance under the
FEG. We need to ensure that:
* Your claim was made on an approved dam form
»  Your claim form has all of the mandatary fields completed
= That you hawe provided certfied supporting documents to prove that you were an Australan atzen or entitied to resde permanently in Australa at the time your employment ended
+ That your claim for FEG assistance was made:
1. within 12 months of when an insolvency event happened to your former employer or your termination date (whichever is later), and
2. befare dscharge of your farmer employess bankruptey (f your emplayer was a sole trader)
+ That you hawe not made an earer claim for the same employer under the General Employes Entitiements and Redundancy Scheme (GEERS) unless that claim was rejected bocause an insohency event had not happened to your
farmer employer
If you da not satisfy all of these conditans, your daim will not be effective. You will be notified by cormspondence and advised # there is any further action you need to take to make your chaim effective.

This process is generally completed within four weseks. If you are able to make your daim effective, it will then move on to the next stage.

Please note that if you are tracking the status of a review, your stages of claim assessment status
update will not display with any steps. The status shown on screen is the most current status of your
review.

Trouble shooting tips

My Claim has not progressed to the next step since | last checked

We aim to process your claim as quickly as possible but there are many factors that can affect the
time it takes.

While your claim may not have moved forward in the process since you last checked, please be
assured that assessment of your claim is still progressing. Some stages of the claim assessment
process can take longer than others—a claim will usually spend most of its time in step 3.

When a step has been completed, your claim will progress to the next step and the previous step will
be marked as Complete.

| am unable to check the status of my claim through FEG Online Services

You will be able to track the status of your claim immediately after submission. If you are unable to
link your claim to your account using your claim reference number please contact the FEG Hotline
for further assistance on 1300 135 040.
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Section 4 — How to add attachments to your claim

1. After you have signed into FEG Online Services, click Add Attachments under the Existing
claims linked to this account table. Please note that you will need to ensure that a claim is
linked to your account before you can add attachments.

FEG Online Services

Lodge a new claim online
B you have not already lodged 8 FEG claim you can submit a new daim onine,

Already lodged a claim?

You can sccess FEG online services # you lodged your FEG daim online or via post, emal or fax.

Lodge a New Claim Online

Ta lodge 8 new FEG claim farm, or finish your incomplete FEG Clam, please selact "Complate Clam Farm™.

Please Note: I you are lodging your FEG claim far the first time, you can save and return to your claim form at any time.

Check the status of your claim z:-wpmlr W you are nb-;unq a dlaim for an insolvency that occurred before 5 December 2012 then you should
* wsing il el B

If you submitted your FEG claim ondne, you must wait untl the next business day to access this he GEERS website.

function. If yaou ladged your ciaim via post, emai of fax, you must wait untl you receive & lketter

g A oSy [ Complete Clatm Form |

Lodge additional information

We may ask you to lodge addtional information to assess your FEG claim, The documents you

submit onling will be sent to us within 24 hours of lodgement

Access letters we have sent Add existing claim

You can access some letters we have sent you about your daim. IF you have already submitted a claim either by paper or anbne and you would like to track the status of your daim, please

. . chick the Add Claim buttan.
Want more information?

* Access our website - hitp://weow.employment.gov.au/feg
* Phone the FEG Hotine - 1300 135 040
« Emad the FEG Hotine - FEGEdeewr.00v.au

If you speak a language other than English, call the Translating and Interpreting Service (TIS) on Existing claims linked to this account
13 14 50 for free heip anytime.

Hel
Numbrer

In Progress 01 Nov 2013 Complete &
View Status
Add Attachments 2 CLAIM- Citizen, John | 31 Oct 2013 Summary =

Employer Name Claimant Date Created | Ondine

2. By selecting Browse you can locate files from your computer to upload. The system supports
the following file types for upload - doc, docx, df, txt, xls, pdf, jpg, gif, tif, tiff, xml, ppt. When
you have selected the documents from your computer, select Upload Attachment to send them
through to us.

Attachments

| No records found

# Attachment: | Browse... = Clear =

Note: Supported file types are doc, docx, txt, xls, pdf, jpa, gif, tiff, xml, pp< Upload Attachment >

3. Alist of documents you have already submitted to us is provided on this screen. You can view
your attachments by selecting View.

Attachments

JaneCitizenSupportingDocs.txt

N ——
irecc—rd /
#® Attachment:| | Browse... ! Clear =

Note: Supported file types are doc, docx, txt, xls, pdf, jpa, gif, tiff, xml, ppt. [ Upload Attachment ]
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Trouble shooting tips

I am unable to upload additional information for my internal review

Please attach the documents to an email and send that email to FEG@deewr.gov.au.

Make sure you also include your full name, date of birth and claim reference number in your email
so we can process the additional information as quickly as possible.

The file type | wish to upload isn’t accepted

Not all file types are accepted for upload. Acceptable formats are doc, docx, df, txt, xls, pdf, jpg, gif,
tif, tiff, xml or ppt. If the file that you are trying to upload is not one of these file types then you will
not be able to submit it online. You can either save the file in one of our supported file types or send
it via email to FEG@deewr.gov.au.
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Section 5 — How to access letters we have sent you

1. After you have signed into FEG Online Services, you will be able to access copies of most of the
letters we have sent you. To access your letters, click Access letters beside your claim in the
Existing claims linked to this account table.

FEG Online Services

Lodge a new claim online
1 you have not already lodged a FEG claim you can submit a new claim cnine,

Already lodged a claim?

You can access FEG online senvices # you lodged your FEG daim online or via post, emai or fax.

Lodge a New Claim Online

Ta lodge a new FEG claim form, or finish your incomplete FEG Claim, plaase selact "Complate Claim Form”.

Please Note: I you are lodging your FEG claim far the first time, you can save and return to your claim form at any time.

Check the status of your claim Tmportant] 1l you are making a dlaim for an insolvency that occurred belore 5 December 2012 then you should
be using the GEERS website,

If you submitted your FEG claim ondne, you must wait untl the next business day to access this

function. If you lodged your claim via post, email of fax, you must wait untl you receive a letter
e A T L Cometas Chim s |

Lodge additional information

We may ask you to lodge addtional information to assess your FEG claim, The documents you

submit onling wil be sent ta s within 24 hours of lodgement.

Access letters we have sent Add existing claim

You can access some letters we have sent you abaut your claim. 1 you have already submitted a claim either by paper or online and you would lke to track the status of your daim, please

. . chick the Add Claim button.
Want more information?
For more iformaton, you can i clam_|

*  Access our website = hitpo/fwwosremployment.gee.au/feg
= Phone the FEG Hotine - 1300 135 040
+ Emad the FEG Hothne - EEGEdeswr.o0v.au

If you speak a language other than English, call the Translating and Interpreting Service (TIS) on Existing claims linked to this account
13 14 50 for free heip anytime.
Rel

Numbrer
In Progress 01 Nov 2013 | Complets =

Employer Name Claimant Date Created | Online

Add Attachments SN CLAIK Citizen, John 31 Oct 2003 Summary =
‘ Access Letters & )

2. The Correspondence section displays a list of letters we have sent to you. Please note some
letters relating to decisions made about your claim are not available online.

Correspondence

FEG Acknowledgement Letter 24/10/2013 Miew
FEG Acknowledgemant Letter 22/10/2013 Miew
FEG Ineffective Claim Form Letter 22/10/2013 Miew
3 records.

Want more information?

To contact the FEG Hotline:

e Phone 1300 135 040, or
e Email FEG@deewr.gov.au

If you speak a language other than English, call the Translating and Interpreting Service (TIS) on
13 14 50 for free help anytime.

Further information about FEG is also available on our website www.employment.gov.au/feg.
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