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Republic of Latvia

Cabinet

Regulation No 26
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Procedures for Licensing and Supervision of Legal Persons for the Provision of Work Placement Services for a Charge
Issued pursuant to 

Section 4, Paragraph six 

of the Support for Unemployed Persons and 

Persons Seeking Employment Law

I. General Provisions

1. These Regulations prescribe the procedures by which a legal person receives a licence for the provision of work placement services for a charge (hereinafter – licence), as well as the procedures for the supervision of the provision of these services (except work placement on ships).

2. A legal person is entitled to provide work placement services (consulting regarding matters of work placement, informing regarding vacant positions, providing work placement or other services facilitating employment) for a charge only after the receipt of the licence (Annex) from the State Employment Agency (hereinafter – Agency).

3. A legal person willing to provide work placement services for a charge in several states shall receive a separate licence for the provision of these services in each state.

4. The term of validity of the licence shall be one year from the date the decision regarding the issue or extension of the term of validity of the licence is taken. Where a co-operation agreement or draft thereof of foreign work placement agencies, branches or representation offices thereof (hereinafter – foreign partner) specifies a shorter term of validity, the term specified in the agreement or draft thereof shall be applied.

5. A decision regarding the issue, cancellation and extension of the term of validity of a licence shall be taken by a licensing commission established by the Agency.

6. The Agency shall establish a licensing commission consisting of not less than five people including representatives of the Agency and a representative from the Ministry of Foreign Affairs, Ministry of the Interior, Ministry of Welfare and State Labour Inspection, one representative from each therein.

7. A legal person shall pay a State fee for the receipt of a licence or for the extension of the term of validity of the licence (re-registration).

II. Documents Required for Receipt of Licence
8. A legal person who wishes to receive a licence (hereinafter – applicant for a licence) shall submit to the Agency the following documents:

8.1. an application for a licence. The application shall specify the name, legal and actual address, and telephone number of the applicant for the licence, as well as the state (states) in which the work placement services are intended to be provided;

8.2. a copy of the registration certificate issued by the Enterprise Register;

8.3. a copy of the articles of association in which labour recruitment and provision of personnel are referred to as a type of economic activity (commercial activities);

8.4. a copy of the registration certificate of a personal data processing system issued by the State Data Inspection;

8.5. a copy of the lease or rental agreement of the premises of the applicant for the licence, or of a copy of the document attesting to the ownership rights to these premises where the actual address is not equivalent to the legal address;

8.6. a copy of the document issued by the Enterprise Register (commercial register) which certifies that the person has been elected (appointed) as the head of the applicant for a licence, or he or she has the right to sign; and

8.7. a model contract with a client of the applicant for a licence which specifies:

8.7.1. the subject matter of the contract;

8.7.2.  the duties and rights of the parties;

8.7.3.  the work placement service charge;

8.7.4. term of validity of the contract;

8.7.5. procedures for the provision and receipt of work placement services;

8.7.6. obligations of the parties, if the work placement service is intended to be provided in a foreign state and the work permit is refused; and

8.7.7. responsibility of the parties for failure to fulfil properly the obligations arising from the contract.

9. In order to provide work placement services in Latvia, the applicant for a licence shall, in addition to the documents referred to in Paragraph 8 of these Regulations, submit to the Agency a model contract entered into with the employer regarding co-operation for the provision of work placement services.

10. In order to provide work placement services in a foreign state, the applicant for the licence shall, in addition to the documents referred to in Paragraph 8 of these Regulations, submit to the Agency the following documents:

10.1. a co-operation agreement with a foreign partner regarding co-operation for the provision of work placement services or a draft co-operation agreement providing the following guarantees for a client:

10.1.1. receipt of a residence permit and work permit, if such are provided for by the regulatory enactments of the relevant foreign state; 

10.1.2.  the provision of housing;

10.1.3. occupational accident insurance and health insurance; 

10.1.4.  the covering of those transport expenditures which are related to travelling to a foreign state and back to Latvia;

10.1.5.  the principle of equal rights in employment legal relations in accordance with the regulatory enactments of the relevant foreign state (for example, amount and time for payment of the remuneration for work, work and rest time, length of leave, period for giving a notice regarding termination of an employment contract); 

10.2. a copy of the registration certificate of a foreign partner; and

10.3. a copy of the document issued by a competent foreign institution certifying that the foreign partner is entitled to provide work placement services in the relevant foreign state.

11. If in compliance with these Regulations identical documents are to be submitted for the receipt of several licences, the applicant for a licence shall submit only one copy of such documents.

12. Documents for the receipt of a licence shall be submitted in the official language. Translation of the documents shall be notarially certified.

13. When submitting copies of documents, except the documents referred to in Sub-paragraphs 10.2 and 10.3 of these Regulations, the originals thereof shall be presented.

14. The applicant for a licence, upon submitting documents for the receipt of a licence, shall certify in writing that he or she does not have tax debts administered by the State Revenue Service.

III. Documents Required for Extension of Term of Validity of Licence
15. A legal person who has received a licence (hereinafter – recipient of a licence) and who wishes to extend the term of validity thereof (to re-register the licence) not later than 30 working days prior to the expiration of the term of validity of the licence shall submit to the Agency the following documents:

15.1. an application for the extension of the term of validity of the licence. The application shall specify the name, legal address and actual address, telephone number of the recipient of the licence, as well as, the state (states) in which the provision of services is intended; and

15.2. other documents referred to in Paragraphs 8, 9 and 10 of these Regulations, if the information specified therein has changed or the term of validity of the document has expired.

16. When submitting documents for the extension of the term of validity of the licence, the recipient of the licence shall comply with the requirements set out in Paragraphs 11, 12, 13 and 14 of these Regulations.

IV. Examination of Documents and Receipt of Licence
17. The Agency shall examine the information specified in the submitted documents and direct the documents for examination at a sitting of the licensing commission.

18. The Agency shall inform in writing the applicant for a licence (recipient of a licence) of the sitting of the licensing commission not later than five working days prior to such sitting. The sitting of the licensing commission shall be attended by the head of the applicant for a licence (recipient of a licence) or an authorised representative thereof.

19. If the information in the documents submitted is incomplete or inaccurate, the Agency shall require the applicant for a licence (recipient of a licence) to submit the required documents or information within a period of ten working days.

20. Within a period of 20 working days from the moment of submitting the documents to the Agency, except the case referred to in Paragraph 19 of these Regulations, the licensing commission shall take a decision regarding the issue of a licence or extension of the term of validity of a licence or a decision regarding the refusal to issue a licence or extend the term of validity of a licence, and notify the applicant for a licence (recipient of a licence) thereof in writing within a period of three working days after the taking of the decision.

21. The licensing commission shall take a decision regarding the refusal to issue a licence or extend the term of validity of the licence, if:

21.1. the applicant for a licence (recipient of a licence) fails to comply with the requirements referred to in Paragraph 19 of these Regulations; or

21.2. the head of the applicant for a licence (recipient of a licence) or an authorised representative thereof does not attend the session of the licensing commission.

22. If the licensing commission takes a decision regarding a refusal to issue a licence or regarding extension of the term of validity of a licence, a written notification shall indicate that the applicant for a licence (recipient of a licence) is entitled to submit the documents again for the receipt of a licence according to general procedures.

23. On the basis of a decision of the licensing commission regarding the issue of a licence, the Agency shall issue the licence. The licence shall be signed by the chairperson of the licensing commission and certified with the seal of the Agency.

24. Upon receipt of a licence the applicant for a licence (recipient of a licence) shall submit to the Agency a copy of the document (by presenting the original) certifying the payment of the specified State fee.  If the term of validity of a licence has been extended, the recipient of the licence shall hand over to the Agency the licence previously issued.

25. The Agency shall issue a licence again, if the name, legal address or actual address of the recipient of a licence has been changed. Upon the repeated receipt of a licence, the recipient of the licence shall hand over to the Agency the licence previously issued.

26. The Agency shall issue a duplicate of the licence, if the licence has been lost, damaged or become invalid.  Upon receipt of the duplicate of a licence, the recipient of a licence shall hand over the damaged or invalid licence to the Agency.

27. If a licence is issued again or a duplicate of the licence is issued, the term of validity of the licence shall not be extended.

V. Supervision of Provision of Work Placement Services
28. The Agency shall supervise the provision of work placement services. The Agency shall perform examinations not less than once a year, as well as request the accounts and other information related to the provision of work placement services from the recipient of a licence.

29. The recipient of a licence shall have the following duties:

29.1. to enter into a written contract with a client, employer and foreign partner in conformity with the model contract, co-operation agreement or the draft thereof;

29.2. to submit to the Agency a report regarding the provision of work placement services of the previous quarter by the twenty-fifth date of the first month of the following quarter;

29.3. to notify the Agency in writing within a period of ten working days regarding changes in the information indicated in the application or other documents, and to submit documents (copies of documents certifying the changes;

29.4. to notify the Agency in writing within a period of three working days in the case if the licence has been lost, damaged or become invalid;

29.5. to provide information upon demand of the Agency regarding the provision of work placement services; and

29.6. to attend a sitting of the licensing commission on the basis of a written invitation of the licensing commission.

30. The recipient of a licence shall specify in the report on the provision of work placement services the following:

30.1. number of contracts entered into for the provision of work placement services and information regarding implementation of the contracts;

30.2. types of work placement services provided;

30.3. number of registered clients;

30.4. number of vacant work positions declared by employers;

30.5. number of clients who have been provided with work placement in conformity with the basic groups and sectors of professions; and 

30.6. professions with the largest number of clients who have been provided with work placement.

31. The licensing commission shall assess the results of examinations, as well as, the performance by the recipient of duties specified thereto. Where the presence of the head of the recipient of a licence or a representative authorised thereby in the sitting of the licensing commission is required, not later than five working days before the sitting of the licensing commission the Agency shall send a written invitation to the recipient of a licence.

VI. Cancelling of Licence
32. The licensing commission shall take a decision regarding the cancelling of a licence, if the recipient of a licence:

32.1. fails to perform the duties specified in Paragraph 29 of these Regulations;

32.2. acts against the lawful interests of the client, and substantiated complaints have been received regarding the work placement services provided by the recipient of a licence;

32.3. provides false statements in order to receive a licence or extend the term of validity thereof; and

32.4. within a period of 30 working days after taking of a decision regarding the issue of a licence or extension of the term of validity of a licence the recipient of a licence has not taken out the licence.

33. If the licensing commission has taken a decision regarding the cancellation of a licence, within a period of three working days after the taking of the decision it shall in writing inform the recipient of a licence thereof.

34. If a licence has been cancelled in accordance with the conditions referred to in Sub-paragraphs 32.1, 32.2 or 32.3 of these Regulations, the recipient of a licence is entitled to submit the documents for the receipt of a licence again according to general procedures not sooner than one year after the date of the taking of the decision regarding the cancellation of the licence was taken.

35. If a licence has been cancelled in accordance with the conditions referred to in Sub-paragraph 32.4 of these Regulations, the recipient of the licence is entitled to submit documents for the receipt of a licence again according to general procedures not sooner than two months from the date of the taking the decision regarding the cancellation of the licence.

36. If the provision of work placement services has been terminated, the term of validity of the licence has not been extended or a licence has been cancelled, the recipient of a licence shall, within a period of three working days, hand over the licence to the Agency.

VII. Notice regarding Licences and Appeal of Decisions
37. Not later than within a period of ten working days after the issue of a licence, expiration of the term of validity of a licence or taking of a decision regarding cancellation of a licence the Agency shall submit a notice to the newspaper Latvijas Vēstnesis [the official Gazette of the Government of the Republic of Latvia] regarding legal persons to whom a licence has been issued, the term of validity of the licence of which has expired or the licence of which has been cancelled.

38. A submission regarding an appeal of the decision of the licensing commission may be submitted to the director of the Agency. A decision of the director of the Agency may be appealed to a court in accordance with procedures specified in regulatory enactments. 

VIII. Closing Provisions
39. Registration certificates regarding the right to provide work placement for inhabitants, which have been issued prior to the day of coming into force of these Regulations, shall be valid up to the expiration of the period of validity of the registration certificate.

Prime Minister 
E. Repše

Minister for Welfare 
D. Staķe

Annex 

Cabinet Regulation No. 26

20 January 2002

Supplemented lesser State coat of arms

Republic of Latvia

The Ministry of Welfare:

State Employment Agency

Licence No. xxxx
Provision of Work placement Services for a Charge

	

	(state in which the work placement services are provided)


	Issued to:
	

	
	(name of legal person)


	

	Registration number in the Enterprise Register (commercial register))

	

	(legal address)

	

	(actual address)

	

	(actual address)

	

	(actual address)


	Licence was issued 
	
	and valid until
	

	
	(date)
	
	(date)


	Chairperson of the licensing commission
	

	
	(signature and full name)


Place for a seal

Minister for Welfare 
D. Staķe
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