
 

 

 

BULLETIN 

Industrial Relations  

 

Reference No:  Checklists and Templates/tp-5-20 Date issued:  12/05/2020 

 
 

JobKeeper Checklists & Template Letters 

 
VACC together with ACCI (Australian Chamber of Commerce and Industry) have drafted a set of 
checklists and accompanying template letters to assist members with ensuring that any JobKeeper 
enabling direction / request given to an employee is compliant with the law and has effect.  
 
These will assist members as the Government has not, to date, issued any prescribed forms in respect of 
the notice that is required to be given by an employer before issuing a JobKeeper Enabling Direction.  
 
The attached files contain the following checklists & template letters (click on the links to open the files):  
 
a) JobKeeper Enabling Stand Down Direction - to reduce an eligible employee’s hours, including to nil. 

b) JobKeeper Enabling Direction – Alternative Duties - to change an eligible employee’s usual work 
duties. 

c) JobKeeper Enabling Direction – Change of Location - to change an eligible employee’s usual place 
of work. 

d) JobKeeper Enabling Request – Different Hours/Days - to change an eligible employee’s days or 
work hours, compared to their usual hours/days. This arrangement does not reduce their ordinary 
hours. 

e) JobKeeper Enabling Request – Paid Annual Leave 

 
For any further assistance and clarification please contact VACC Industrial Relations on (03) 9829-1123. 
 

 
W J Chesterman 
Manager 
Industrial Relations & OHSE Department 
VACC 
Level 7 | 464 St Kilda Road | Melbourne Vic 3004 
P: 03 9829 1123 | E: bchesterman@vacc.com.au | W: vacc.com.au 
 

 

 

https://www.vacc.com.au/Portals/0/Industrial%20Relations/JKeeper%20Enabling%20Stand%20Down%20-%20Reduced%20Hours_Days.pdf?ver=2020-05-07-155018-910
https://www.vacc.com.au/Portals/0/Industrial%20Relations/JKeeper%20Enabling%20Direction%20-%20Alternative%20of%20Duties.pdf?ver=2020-05-07-155017-050
https://www.vacc.com.au/Portals/0/Industrial%20Relations/JKeeper%20Enabling%20Direction%20-%20Location%20of%20Work.pdf?ver=2020-05-07-155027-487
https://www.vacc.com.au/Portals/0/Industrial%20Relations/JKeeper%20Enabling%20Request%20%20-%20Alter%20Days_Time%20of%20work.pdf?ver=2020-05-07-155017-050
https://www.vacc.com.au/Portals/0/Industrial%20Relations/JKeeper%20Enabling%20Request%20-%20Annual%20Leave.pdf?ver=2020-05-07-155028-113
mailto:bchesterman@vacc.com.au
https://elink.clickdimensions.com/c/6/?T=NDE1NzgzMjY%3AMDItYjIwMTExLTFjZTBlZjQ3MmM1MjQ5NTE5MWI5MGIzYzllNzFmN2Jh%3AZHRoZW9jaGFyb3VzQHZhY2MuY29tLmF1%3AY29udGFjdC01ZGI4ZDFjOGIxYWRlNDExOWQ5YjljYjY1NDliZWYxOC0zZjYxYTVjZjg1ODY0MGMwODI4ZjU2YjM2NzhkYjZjZg%3AZmFsc2U%3AOQ%3A%3AaHR0cHM6Ly9lbGluay5jbGlja2RpbWVuc2lvbnMuY29tL2MvNi8_

