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. chl and end cyc]e revxews may need to be conducted wnth the asswmnce of prewous supervxsors dependmg on how long a st'xff
' membcr has bcen ina posmon ' ; : -
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: Fdrrher inform'a_t_ion '

Learning and development

The BSC will provrde staft with a range of opportunities to maintain and enharice existing skills and build. new capabilities. This
_will occur through a learning program and by undertaking on the job development activities and tasks.

Capability development allows staff to further progress their current career or cultrvate anew career path Based on mdrvrdual
development plans, sfaff w1ll be able to access a number of the opportunities listed:

.. integmted on—the—job and off-the—job learning .
~e prioritised places on L&D core curriculum programs .

o " learning programs specrﬁcally developed around the skill sets required to operate effectrve[y ina BSC
environment ;

¢ eLeaming and online leammg resources

e department (tertiary) study schemes and professional development support

© learning programs that partner with professronal educational lnstltunons and aeademtc bodles some of which may
lead to a qualification :

e development opportumtles on spec1f ¢ temporary acthltles

Support

The department understands that the change currently underway, both within the department and across the APS as a whole, can
have impacts on the health and wellbeing of staff. Staff affected by change are encouraged to utlhse the departments Employee

" Assistance Program (EAP) (further mformatlon avarlable on the 1ntranet) or attend a change management workshop (further i
information and booking through SAP ESS) Staff need also be aware that the EAP is avarlab!e, bo fto themselves and therr )
immediate families, at all times. e e

Staff support networks are also a valuable tool ’I he department has a commrtment to equrty and drversrty and encourages staff
partlcrpatlon from dlversrty groups. :

Locatlon

may be exceptiors to this approach where co-locahon wtthm the work dwrslon 15 needed This will depend on the w0rk that rs
being undertaken and whether or not there is s1gmﬁcant mput from work ateas outside the BSC BSC’s accommodatlon
arrangements will remiun temporary while broader departmental re-structunng optlons are consrdered

L

BSC Staff Transker form (Word 24 KB)

Page lusl modilied: il'\lovemb-.l 2013
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All Staff Méssages

* Workshops - Chonge management support

Date: 04 Oct 2013 ’ S . Respood to;ieadersl*«ip Development

Purpose
All Canbena—based staﬁ’ are 1nvxted to attend a two hour change management workshop Two workshops are available — one for all

 staff and one specnﬁca)ly for managers at'all levels

¢ Sessions’ will also be scheduled for state and territory offices uoon request,

All Staff Workshops

i This workshop iniroduces you to some of the important theory around what happens when people expenence change/trans1t10ns
You will fearn how to influence during times of change and develop practical strategtes for engaging and contributing ina healthy
and posmvc way :

. Manager W()rkshops
This workshop i is based on similar material to the all staff versioh, and mcludes activities explonng your responsibilities in times of

-change The workshop also provnd% the opportumty for you to develop practical strategles for supportmg your peop]e

These workshops complement the Resilience Semmar and Workshop Series currently bemg run across thc department by PPC
worldw1de the depar’cment s Emplov:,e Assistance Program (EAP) provider.

EAP services mclude support with petsonal or work-related issues and if you ‘nanege or supervise staff, there i isa specxf ¢ service
(the Managers' Hotline) dedicated to helping you pro-actlvely assist your people. You can call.the Managers Hotline at any time on
(300 361 008. Their service is freé and absolutely confidential, :

: 'What yoﬁ need to do

To attend these workshops yeu must book through the Learnmg Portal via SAP ESS at Learnmg Portal > Complete Catalogue
> Change Support It is essential that you book in order for. us to manage partmpatlcm and the number of sessions required. If the -
scheduled dates are not suitable for you, or the sessions are fuIly sibscribed, please use the 'Pre- -Bookings' function. This will alert
the Learning & Development Team that there is a high demand and extra sessions can be scheduled.

Sessions will be held in the Sirius Building Level 1 South Training Rooms, Session time are listed in Learning Portal on SAPESS

Backoround

The Secretary made reference fo the avallablhty of change management sessions in her Exec Connect message about the new
dcmrtmcnhl stmcturo on 2 October 2013, .

The workshops, one for managers and one for staff, will commence on October 10 and continue for elght wcaks in thc first
instance. '

Contact

Please e-mail the Leadership Development inbox with any queries.

Authorised for electronic transmission
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Kylie Perrin ‘
Assistant Secretary (Alg)
People, Capability and Communication Division
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How do 1 a\cc.c.qs the EAP? '

Dc.scrmtmn of servides dvmlable .
- Other lnfonnatlon/suvncc\ -
' Fecdbnck

'Intrb" duction

.

¢

)

o tRetlrement

e 'Careerpath
6"._Workstress et
e A'Depresswn amuety, stress )

e Rclatlonshlp and marital problems :
o,_'.Canems about chtldren or faml}y members PRI
e Trauma, grxef and bereavement o Y
e 'Elder care’ 1ssues

. Addlctnons ol

: manaﬂement pmctlces
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Description of services available

1. 1"1Le-to face tounsolhnv

PPC provrdes free, totally 1ndependent conhdentlal and face-to-face counselling as a short-term, professronal serv:ce to staff and’
their famrly members. All counsellors are fully trained and qualifi ied, and prov1de strategies to help ¢ deal wnth work and ltfe issues.

If you attend EAP in work time, you | should advise your manager/team leader of the time away from work in advance, but you do
not need to divulge the reason for attendance. To atend an appointment with PPC you do not need to use leave: or flextrme —it 1s

considered normal work time.

Details of PPC office locations around Australia wide are available on their website,

2. PPC Online websltu

Staff members and eligible family members can access the PPC Online website.~ a free service to assist in creatmg a better
~woik/life balance The user-friendly website provlcles information for making mformed decrswns about a range of topics suchas
tamrly, emotronal health work and darly ltfe, and management practrces

The site has self assessment tools, which includes a range of self-help questlonnarres The website also has 24 hour online
connections to professional counsellors through a private e-miail system. All responses occur within one workmg day, and cannot -
be accessed by the department sIT system complete conﬁdentlahty is always mamtamed : .

3. Manaoel ’s Hotline

The Manager Hotlme provrdes managers and supervrsors access to a telephone based ‘helplme for bnef support and advrce on .
peoplerelated lssues This telephone-based service is desrgned to support managers in proactlvely addressmg 1ssues atan early
- stage, and to access their HR and other internal Tesources. . .

Calls to the Manager Hotllne are responded fo 1mmedrately Altematwely, an appomtrnem for a telephone consultatlon at a
convenient time can be arranged : '

PPC consultants are experienced in‘a range of staff marizigement issues and can assist managers to;

Encourage an employee to access the bmployec Asxlstan ce Proaldm

Manage vulner able and drstressed emponees ; : )
Respond toa srtuatron where an employee is at risk’of self- harm or suicide ]
Manage the fmpact of these situations on work teams in the workplace
Manage perfonnance 1ssues for employees with sxgmﬁcant personal problems
Manage challengmg mterpersonal and tenm dynamxcs

e @ ¢ © o @

The department's People Manage mient Sectronmv Seople Br'mch also assrsts ma.h :

“and can be contacted on telephone 02) 6289 8888 or via emall to eor)le managEmait. soluhons(

health.govidd. ™

R LmarlOassrst

Staff can engage with'a qualified counsellor via e-mail through PPC Online. Rephes are guaranteed wrthm a 24 hour pcnod (on M
working days). This is an anonymous service. All information gathered is protected and all replles are conﬁdentml

Other Informatron/ Servmes -

Through the EAP servtce the department provxdes a PLCJ Sum)()lt l’rom am for Ahougmnl und ’l‘orn es Qtl art lxlandcr sta l' f i

E Feedback ‘ a A _
3 youh have any goments or feedback regardmg the EAP servrce pleas | act People_Branch Wearethe Contract Managrforthe

ser VICG

- If you contact us with a com_'plaiht we will speak with the Provider immediately.

‘ers and team leaders with staft'mg drff‘ cultnes =

hitp://intranet.céntral .l{ealttili:ntra‘net/wcrns/ptlbllshihg.nsf/Co'nten't/manﬂging'ourpeol)l... - 20/11/2013
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Semin'ar's and events
2013

Date: 21 and 22 November . . Respond to: Qreanjsational Change Taskforce

Venue: Scarborongh House Theatrette

Seminar: All Staff séssions — Business SerVICe Céntre OvérVinw -21 and 22 N ovembér ,

Purpose

All Canberrn-hased staff are invited to at‘tend a one hour overview session on the Business Service Centre (BSC).

These sessions will be presented by Adam Davey, F irst’ Assrstant Secretary, People Capabrllty and Communication Division

«'p (PCCD)

What you need to do

‘To attend these mformatron sessions you must book throu gh the Learning Portal via SAP ESS at Learnmg Portal > Complete
Catalogue > C/mnge Support > Busmess Service Centre Overvzew é

Itis essential that you book $0 the Orgamsatronal Change Taskforce can manage the number of attendees and schedule additional
. sessions if required.-If there is a date you would tike to attend but the dates provrded are fully subscrrbed please use the "Pre- -

Bookmgs functlon Thrs will alert the Organlsatlonal Change Taskforce that there is a hrgh demand and extra sessrons can be-
scheduled. - :

Sessions will be held in the 'Sc'zirbor‘ough House Theatrette at the following times:

o Thursday 21 November, 11:30 am - 2.30 pm
e Thursday 21 November, 2.30-3.30 pm .
e Friday 22 November, 2.30 — 3.30 pm

Note: These seséio’_ns will not be recorded as STO staff are not impacted,

Background _
The depaztment is undertaking a broad orgamsanonal change program following the Secretary’s announcement of the new

g depdr tmental structure. An Orgamsatlonal Change Taskforce in PCCD has been establlslrcd to coordmate and implement aspects of
‘the cunent orgamsatronal change program : '

’ Dunng the chnnge proccss the department will contlrme to work with staff and representatives i inan open and transparent manner,

ensunng suppor’r 1s available for staff and managers Orqnmsmonal Chan ge FAQs (inchiding the Bisiness Servtce Centre) are now

- available, -

Pleasé e-mall the Or;zanmtmnnl Clmn% Taskloree inbox with any quenes
Authoﬂsed for eléctrom‘c transmisston

Adam Davey

htrp://int'ranet._central.hejrﬂtn/intranet/wcrns/'p'nblishrngiiisff_/Content/'s'éi'n-zo1..31~11_4 ek n 20/1172013 .
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Organisational Change

Organisational Change is aimed at suppomng the department to create a flexible, efficient and aglle structure that can

" deliver on government priorities within our current financial posmon. Considerations include allowmg for future contraction and

expansion, thh a balanced workload across the department to support integration.

The Department is undertakmg a broad organisational change-program following the Sceretary’s anpouncement of the new
departmentdl structure which will come into effect on 1 December 2013. The new structure will help to posmon the department to

meet future challenges and pnontles within its budgef.

FAQs are available to-assist with any questions; alternatively you can ematl the Or: mnmanoml C‘hanqe T'mktorcc which- has been

established to lmplement orgamsatlonal change priorities and i mltlatlves

The HR Change Mdnd vement Guideling provides mformatlon to managers and staff on the principles and processes relating to the

human resource elements of managing change within the department

The Department recogni ses major change may create uncertainty | f01 some staff For continued support the Department provides

‘Change Management Reqmuus aud Change Manaoement Workshons

To ensure we contmue to operate within existing resources, the \/hmvmv Staff Numbers nnncrples and actions have been

1mplemented Key ptinciples are deploymg our internal ongoing staff in the first i instance particularly those requiring reass1gnment

3

cotitinuing to focus on the departments EL:APS ratio, and ensuring we have the right people with the right skills in:the avallable

roles.

A component of any restructure is the focus on our staff profile and ensuring positions are classified correctly and work i is
undertaken at the nght level againist the work level standards and ensure a consistent methodology is'applied. A job sizing review
shoutd be considered, partlcularly when there is a change in work priorities, corporate structure or roles and responsibilities. The B

job descri mtuon for each job famlly by- classzﬁcatxon may be used to assist in this regard

The Emplovet, Assistance Program is also avaalable to all staff members and immediate fam;ly memmbers for confi dentlal

counsellmg and support by phoning 1300 361 008. -

Further information:

Supporting guidance for identifvine unfunded positions (Word 34 KB)
Business Services Centre - ¢

Page ast modified: 31 Qetober, 2013

Puge author ewnail: Fintranel peed capability_awlior

http:/intranet. central health/intranct/ wems/publishing.nsf/Content/organisational_cha...
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Organisational Change
Org'aniSat'i.onal'_C'hange FAQs .

' Managing Oveanisation change
New structure - ..« :
- Business Services Centre
Corporate Plan v
Managing our staffine levels
Job sizing and rec]assrf'mt;g
~ Higher Duties Allowance (HDA)
Support for staff

BSC). .

_ : _ !
Managing organisational change - . " PR . ;

' Whnt {Io We me‘m l)y orgmns‘ltlon al éhange"’ B

ive of. orgamsahonal change xs to orgamse and assrgn tasks and responsiblhtles of work groups and
' evement of organisatio sources. This includes | '
to, the health and well bemg of staff, : ¥ e oo e o

Iow is orgamsatmnal chmwe hcmu nnn.wad in the depar tment’ =

The department is undertakmg 4 broad orgamsattonal change prograni followmg the Secretarv s annotincement of the ncw w
departi ental structure An Orgamsatronal Change Taskforce in People, Capablhty and Commurncatlon Division (PCCD as been
establlshed o0 _ mplen et aspects""f the currént orgamsatlonal change program, mcludmg lmplementmg the'inew o ,
,iestabhsh et of th‘ Busmess Services Centre (BSC) Dunng th» changeprocess, the department will- contmue to
work w1th staff and representahves in an open and transpm'ent manner, ensunng support is avarlable for staff'» d1 managers o

Are staff bemﬂ consu]ted in tcga: ds to mgnnlsntwn chmoe

Yes, in accordance with the department s Enterprise Agreement (EA), staff wril contmue to be provrded wtth relevant mformanon
and be given an opportumty to mﬂuence the decrslon makmg process where ma_]or changes affect staff

How wilf stnf I be informed of changes?

i Staffwill be advised by managers about changes drrectly affectmg them, as we]l as more generally via communications from the
department’s Executive, This information will be delivered througha variety of channels moludmg AII Staff Messages, face-to-face
meetmgs and dlsoussmns as well as the Organisation Change intranet site Whlch w1ll be updated 1egularly

What are s(nffmembels lesponsrlnhhes in the Lhange program?2ii: e

Throyghout all phases of the'changé progrnm all staff are reqmred to uphold the APS Va[ues, Emponment Pnncrples and Code of -
Conduct '

The department’s IR Change \/Ianngement Guldelme provides guidance oil the pnncrples and process for managmg change and
outlines staff and managets” responsrbl itics. As out]mcd in the guldelme staff are responsrble for

: 0 dlscussmg any eoncems about thc chnnge w;th thetr manager or’ Semor members of staff
) updatmg theerDS agreement as requrred e e b e e 1

http:/inttanet.central.héal th/intfalxet/WCmS/pliblishing.‘nsf/Cdn_tent/organ‘isational;cha. . 20/11/2013



What are.managers’ vresponsibilities in the change program?

In addition to the above responsibilities, managers are also responsible for consulting with staff and taking necessary responsibility
for lmplementmg change, Managers need to engage openly ‘and continue having conversations with staff throughout the change -
’ proaram The Orgamsahona[ Change Taskforce can provide advu:e and guidance to managers to assist with discussions with staff.”

Where can staff find more mfom1.1tmn about organisationat change in the clep.utmeut’

Staff should speak to their manager in the first instance. Questions about how the change program is being managed in the ,
department can be emailed to the Organisational Change Taskforce inbox. The Organisational Change- intranet page will be updated
regularly with frequently asked questxons :

New structure

What is the new structure?

The Secretary dnnounced the new depa rtmental st ucture followmg feedback being considered by the Executive Leadership Team,
The new structure will help to position- the dep'u'tment to, meet future challenges and prlontles and aSSrst the department to operate ;
within its budget. The certainty ¢ of the new structure means thal Dlvlsrons mvolved in structura( c ng wrll be able to work ‘ V
effectwe]y together to identify priority work and staffing. 1mphcatlons of the changes Ongomg ret‘ nement of dw:ston branch and
section names and some further functional alignment will occur as part of the business plannlng process which i rs bemg undertaken
Divisions will be mvolvmg and consultmg staff on this process.

-\Vhy is the depnrtment implcmcnﬁng anew stmétﬂre? DR A

The new structure has been carefu]ly consrdered and takes mto account the need to posmon the department tob
changmg envu‘onment and pnonhes for the future. The" new. structure wnll help the department to become a more capable and
flexible orgamsatron and position us best to 1mprove health and sport outcomes for all Australlans ' > -

What principles wercconsidcrcd"i_n developing the xre\#i'étr,dctllr'c?

Organisational design principles that were considered whe_n developing the new structure were:

delivers on government priorities

fransparent to external stakeholders
" Glient service nieeds and cxpectanons are et @ L
' ﬂexrble efficient’ and agile structure, wluch is workable over t1me, allowmg for future contractlon g
“and expansion _ ' - :
e balanced workload across the department .
e supports integration across the health portfo_l_ip.

What are the nmin changes_tp__the cusrent stru_{:ture? _

Changes to the department’s structure were developed based on strong mput from out SI."S team and fecdback from staff, with a
_partlcular emphasis on collaboration and avordmg working in silos. Changes are as follows:

- Staff in the State and Temtory Offices (STOs) will form part of the chlonal Servxces Grants branch in the Grant. Servrccs Division
(GSD). Accordingly EL2 staff from the GSD will be'the most senior positions.in all STOs, w1th the excepnon of Tasmama in
whrch an EL1 will lead the office, reportmg to an EL2 in the Victorian STO. A SRR

A Business Services Centre (BSC) wxll be estabhshed as the new work unit to brlng together staff ﬁ'om across the department who

—are-inrufinded positions;-to-enable-speeitic-priority-work-te- be undertaken- for divisions.that- would.otherwise. beunable to he

Littp://intranet.central ‘health/intranet/wems/publishingnsf/Content/organisational_cha... - 20/11/20 13



completed. Once rmplemented the BSC w1ll replace the Reasstgnment Stream For more information on the BSC, refer to: the BSC
FAOs N :

o 5L

The depmtment isin the process of revrewmg BMU functlons to rdentlfy more efﬁclent opemtmg models that can be shared whllst
still meeting the needs of different divisions. :

Deputy Secretaries and other SES will be responsible for shared outcomes, and various Communities of Pracnces (CoPs) wxlI be '
impl emen téd acrossthe department to share knowledge and build capabllrty across dmslons -

What are shared outcomcs‘.’

Deputy Secretanes and other SES will be responsible for specific cross-cuttmg toprcs as part of the shared outcomes approach This

approach w1ll eh furage support and1 lmprove accountablllty'f ot our départmental outcomes as well as ensunng WOrk on specrﬂc
themes ls undertdlcen collaboratlvely adross drvrsrons More lnformatlon on these concepts w:]l be provrded shortly

. ‘v\h‘lt ﬂ]c Communlhes OfP* ﬂct!se (COl))? Lo el e T i.-}::: Sl gk L AR S 1

CoP are groups of staff who i interact regularly to explore common issués, and share knowledge about a specxt' c area of i mterest or
_subject matter, CoPs provide an opportunity to create a learning commumty, to share and develop knowledge and expertlse and to
prov1de best practrce soluttons to partlcular problems

What '_C_‘O_PS' 1ll':'_tl"1e'(l;op;_l,rtmcn't'irfnpl_érn'én't_ff o o oE Ty

R sty

The 1mplementatlon of CoPs was strongly supported across the dcpartment dunng the consultntton penod asa way to better support
cross-divisional, butldmg of Sl(lllS collaboration dnda more flexible approach to the way WE. work Staff were keen fo understand
‘ ,how this will work and more information, mcludmg opportumtres to get involved, will be prowded shortly

\id it chnnges are b_eing mude to the dcpnrtment’s SES‘.’ '

The SES ma nnttcment structure has been announced emd wrll formally come mto effect w1th the department structure on 1
December 2013.

‘What are the main changes to BMUSs?

A consultattve process reéview.of BMU functions is being undertaken to identify different requlrements of dlvnsnons and wtll
7 ifvolve BMU staff and division and branch heads to ensure we 1dent1fy an effective and flexible.operating model.

What does it mean if a section/branch is not on the new structure?

Work areas (sectwns and branches) are consohdatmg and/or renaming to help posrtron the department to meet future challenges F ety
and pnorntres, and assrst the department to- operate ‘within jts budget SES' will be speaking to. therr lelSlonS and branches about the ..
changes, Staff should speak with tllelr managet‘ in the ﬁrst mstance if thexr current sectuon/branch is not visible on the new o7
structure 3 ’ J -

Will any positions be lost through the new structure?

The changes are being. r_n_anaged strateglcally 10 ensure th 2 far 45 is-possible, stnft‘ ing reduction wrll be managed by natural
attrf tron_-'l‘hat means that. people miay have changed positions = whether in the dlv1s10n they currently’ work or & new division., As

identified by the Secretary earller in the ye'lr, there are less SES roles in-the new departmental structure

How will dmsrons detu mine dwlsmnal sir uctuxes"

http://intranet.central health/intranet/woms/publishing.nsf/ Content/organisational_cha... 20/11/2013
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" The business planning precess will identify divisional priorities by considering the Corporate plan; budget allocations; and will

' pnmanly the same, staff will follow the function to the new structure in the same posxuon Where posrtrons change substantlally, :
_new positions are created; there are less posmons than staff; or there is no clear form follows functron, a fair matching process will

" new structure,

inform unfunded and funded work. As part of this process, divisions will develop their staffing profile and structure by determining

'claSSIﬁcatlons required to deliver objectives and outcomes; and identifying skills, knowledge and competenc\es needed.

AWill stui‘t‘bc consultecl?

Consultation about the proposed structure will be undertaken to ensure staff are given a reasonable opportunity to express their
views and to contribute to the decision making process. ‘ -

Will positions change due to the new structure? A , i

Some positions will, remain unchanged whrle others will have duties amended. Where posrtlons remain unchanged or dutles temain

e undertaken to match positions with skills and experience of staff. Staff will be consulted in relatlon to any decisipns made about
individual positions.

How will the fair malching process work?

Divisions will determing which staff will follow their current function to the new str’ucture' (for'nr follows function) or whether a fair
matching process needs to be conducted to determine suitability. A fair matching process would be undertaken where the creation
of a new position comprises components of previous positions, the number of staff exceed the numbet of p051t1ons ‘ot there is no
clear forms follow function. A fair matchmg process would necessitate the submission of résumés from staff (thls could be hmrted
toa sectlon/branch/dmslon) to assess against the work- related qualities of the position. Staff may also be asked to submrt the|r
preferences or express an mterest in posmons This process ahgns wtth the APSC guldance ot the ‘f'au' pnnctple

What imppens to stnt’t’mr lemp'urm‘»y 'trnnsfel‘?

Managers should contact staff on temporary transfer to dxscuss the impacts of the new structure Staff on temporary transfer may
discuss their situation with their manager in the ﬂrst instance; to determine how thelr substantlve posntton miy.be affected by the -

inll staff on ldng term leave be required fo retlrx'rr _to n-'-nrk‘eaifly?

Current agrecd arrangements are expected to remain’ unchan ged Extenston or am endment of those arrangements wril be assessed as :
theyexpureaspercurrentarrangements o SRS GUEREN TSI R B ST pmled AR T W T T {

-Whﬂ't doesit mean for non-ongoing employecs?; ;

~ Non-ongoing employees are on “conitracts for specrﬁed perrods and, often for specrﬁed pmJects ‘Diyisions are responsrble for -

managing theit staff members and, as is the usuat ‘practice, managers will speak to-their non-ongoing emp]oyees about theit
posmons As per thé Australian Public Service Commission (APSC) directive, there will be'no new non-ongomg engagements or”
extensions unless the clrcumstances are compelling.

Will section structures be different?

Yes, some section structures and snzes will be different following the implementation of the new structure. The fnitial 2013- l4 D i
business planning process hrghhghted that; with no extra reductions, our 2013-14 budget allocation does not support our curtent” o ;
stafting numbers or profile. To assist with détermining appropriate section sizes anid megting our budget allocation, dlvxsmns have _ '
been provided with guidance and orgamsatronal design principles. We also need fo ensure that work continues to rmprove our '
EL:APS ratio. :
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_ Hosw does this restracture nl’l’ect the LL:APS ratio?

EL:APS ratio targets are gomg (o be affected and flexibility wtll be requxred assome dlvtsrons will haVe difficulty meeting their '
planned EL:APS ratio. this financial year ag the full 1mpacts of the Machmery of Government (MOG) Toves and the establrshment e |

of the GSD are not yet fully known. Divisions will need to consider the cutrent and longer tet'm ELIAPS rafio when determmmg
divisional structures,

v

“Why is the EL:APS ratio important when L‘ousidering the new structure?

The EL:APS ratro glves an indication of our stafﬁng proﬁle The. department ] ratto has. mdrcated that the number of EL staff isnot .
proportioned W1th the.number of APS staff. This was resulted in a-need to ensure work is ber ng. done at, the approprlate ,
classification and al1gned wrth the work level standards. and capabrhty map < :

Wil the new structure mean more wurk or niore hours?

The department is focusmg on workload reductions through streamhmng processes and.on unplementmg change effectlvely There ; o
isno expectatron that changes as part of the new structure wrll requrre staff to- work addltronal hours The EA outlmes how staff
members are o be remunerated in peak workloads e ‘

Will reporting lines clumge_? _

Yes, some reportmg liries will change due to the new structure .Staff will.be, engaged to detemune branch and sectlon structure. .
This will inform reportmg lmes 5 : % G !

Will staff have to hpdzite‘ théir PDS?

In line with the new structure and posxtxons, staff should update thelr PDS and individual development plans The arm is to nge

staff a clear plan to assrst through the change and continue their personal development mto thenew envrronment Staff and "

. managers will be expected to continite to have: regular PDS conversat\ons about respon31b1htles, partrcularly in the event ofa -
change in duties. :

Will staff need to relocate?

# . ) . 5 ey o e =y
It will be necessary to relocate ‘some staff to alrgn wrth the new arrangements It is expected that most physrcal moves wdl oceurin - -
the new year and staff af‘fected will be informed of locatron changes. ; -

Will the changes a-ffect future perlod of npproved leave?

The departmen[ wrll not unreaSOnably canoel approved leave or recall staft‘ to duty as per dause 54 7 ot the EA

When is busmess phunmg eccux rmg

Asecond round of busmess plannmg is occumng from 21 October trll 15 November 2013 to f0cus on the department s pnor iesas -
detailed in the Cer;gorate Pla

Wlmt is the mncﬁame for mxplernentnimn of the new stlucture"

The new structure will formnlly come into effect on 1 December 2013, wrth planning for the ohanges and existing reporting lines
being maintained until that tiche: Some changes are requned lmmedlately, for example to enab[e the GSD to be operatronal from 21
October 2013, :

What are the next steps?
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The high level structure witl inform the business planning process which will run from end October until mid-Novewber. The

business planning process will determine priorities and positions for divisions. SES will continue to work with managers to review '

current work practices and consider branch and section structures to ensure positions are at the appropriate classification level
‘across the department. Staff will be engaged in the business planning process.

Business Services Centre (BSC)

What is the Busiucss Ser\ucs Centre (BSC)?

The BSC is a'work unit that has been established to transition staff tdenuﬂed as being in unfunded posmons into funded positions
when they become available either within the department or in the APS. BSC staff are given priority when ﬁlhng positions and are
assigned appropriate project work. The management of staff in the BSC will take into account the mdmdual‘s sktlls and the ©

- department’s requirements.

How will the BSC operate?

The BSC will operate as a branch, with responSIbrhty for progressing key unfunded priorities for the department. The BSC will
actively seek suitable permanent and lemporary positions for staff and will prowde stipport and treunmg to maxirnise opportumtles
for reassignment. The BSC will provide staff with the opportumty to expand capablhtres by learning new skxlls and t6 work on
varied priority tasks

What is the aim of the BSC?

The BSC’s aims are to ensure staff are prowded with the first opportumty to move mtemally to funded: posm@ns and to upskill.and -

“retrain staff to meet Governnent’s Ob_]eCtht:S The BSC will also ensure the department’s priority unfunded tasks and funded

‘surge’ tasks are complcted

Tow will the BSC be struduud" Com

The BSC will be a branch in the People, Capabulty and Communlcatu‘m Division (PCCD) Ied by an Assnstant Secretary and wxll

consist of multiple teams. 1t is expected that EL1s and APS 6s will have supemsory rcspOns1bll|txes wuhm (eams A management ;

structure will be developed to assist with the ongomg functions of the hranch and coordmate work and posmons for staff in: thc
BSC. P

Who will be pmt of the BSC?

Staff identified in unfunded posmons that canriot be assngned duties in their existing dwlsxon will transfcr to the BSC. DlVlSlOﬂS _
+ will make all reasonable efforts to-find alternative posmons for staff prior to constdenng the BSC: Only staﬁ‘ genumely affectcd by.

_ work that is unfunded should be riominated for the BSC.

IIou are unfunded posxtmns identified?

Dmsmns are responstb]o for 1denttfymg unfunded posmons through the busmcss plannmg process however changes in prlonhes
may result in unfunded positions being 1dent1ﬂed outside of business plamnng process.‘As part of busmess planrung, divisions will. .

consider their budget allocation; identify skills, knowledge and competencies needed; and develop staffing profi les to assnst wsth
determining which positions are unfunded. :

Whnl is the process for transferring st'\ﬂ’ i‘m the BSC?

Branch Heads and Directors will consult staff about moving to the BSC Following this consultatlon a transfer form w1II be
completed. The staff member will then be emailed an eRecruit link where they can provide their skills and experience; select the
]Ob fam!ly and type of work they would like to be considered for; and include their résumé. This information Wwill be used to
1dcnt|fy suitable tasks for the staff member to undertake while in the BSC and also to assess suitability for vacancxes in the
department.

- Are stnff in the BSC now?

No, the BSC wm become operatlonal on 1 December 2013 Staff wxll begm transfemng to the BSC from this date.
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s the BSC fhr underperforning staft?

No, the BSC is designed for staff whose position is no longer funded. Unfunded posmons are not an mdtcauon of perfoxmance
issues but rather due to budget constraints or reahgned departmental priorities.

What work will staffin the BSC do? :

Staft'in the BSC will undertake unfynded pnonty work rdentlﬁed by divisions. Surge work may also be undertaken by stafr
assi gned to the BSC: This could include assessment work following a large grant process or evaluation work following ﬂnahsatlon
of a project, for example. Divisions will be respons1ble for continually assessmg work activity for the BSC to undertake. .

What is, unfundcrl wor k :md ho“ is lt 1denttﬁed"

Unfundecl work is work that does not have a budget allocation. As part of busmess planmng, d1v1stons w1ll be xdentlfymg unfunded
work. Unfunded work htghhghted in the dlvrsron s busmess plan will forin bids for the initial potential work program. for the BSC. -
This will pnmanLy be high priority work that must be fi nalised. The Exeeutwe Commxttee will initially consider whreh unfunded
work will be completed as a priority.

What unfundcd \\oﬂt mll be undex taken by the BSC"

Divisions wtll be able to bld for unfunded Work to be undertaken by the BSC Btds wrll be pnonttsed and then agreed by the
Executive Commlttee to determine which unfunded work is to be progressed The type of unfunided work that will be undertaken
by the BSC will be varied but will be based on the priorities of the department, Drvrstons wrll elearly ldentlfy the scope of work
mrlestones and dellverables when 1dentrfy1ng unfunded work

How will swork be‘nsslened tol st‘tffm tho BSC" =

“Work will be assrgned based on the staff member 's classtf' catton skllls, avarlabthty, and capaCIty Staff will be asstgned Wm'k that
complements their skill sets. Work may also be’ assigned to provide an opportunity to broaden a staff’ member s skill set and
experrence through on the job tralnmg At tlmes, staff may undertake duties at work levels lower than their actual classlﬁcatron to
meet operatlonal_ requlrements Staff in the BSC_
and agree (V) expeetatlons and performance measures % o

How long W rll apiece ofw ouk nssmned to the BSC f&lx(’. to complete" e

The duration of tasks allocated to the BSC w1ll vary and w1ll depend on the mdtvtdunl task and what the requrrements of the task
are, Tasks could take several months to complete or several Weeks. Timeframes for completing tasks will be agreed: between staff
~ and managers A .

"Will BSC staff have priority for departmental vacancies?
Yes, staff in-the BSC will be considered for temporary and ongoing vacancies before other internal staff or external advertising. ;
This will include vacancies which the staff member can be appropriately trained to undertake within a reasonable period of time.
How will stal’t’be considered for vacancies‘t‘

Vacancies will be revrewcd pnor to advertising and an assessment will be. undertaken to deternine if staff in the BSC are suttable
to perform the duttes of the vacangy. This assessment is based on the sktlls and expenence detalled in the staff member $ résume
and notiindtion formand the job requrrements of the vaeancy If a staff mefber is assessed as sultable they wrll be asstgned that
vacancy. If the vacaney is terporary, they will continue to be considered for ongomg posm ons.

Are staff in the BSC required to mceptongmng tundtd posxtwns" SRR i thed

Staff in the BSC deemed as sultable for an ongomg funded position will be consulted aboit the duties pnor to bemg asst gned to the
position, Tt is expected that staff will transmon to funded roles.

What is the lelmse date lor stnlf mowments?

If a staff member in the BSC is offered a funded position, it is expected that the txmeframe tor transfer will be 1mmednte There '
. may be excepttons to this approach to allow for work to be handed over.
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bhonld staffin 1 the BSC also apply for wcancm’

Yes, there is'a shared responsibility for staff inthe BSC to actrvely Seek their own mtemal and e(temal employment optlons
including APS wrde optrons : : .

)

Are stalf in the BSC deemed excess?

] ' No, in line with the deputtment’s EA, stat‘f that are deemed excess fiust be notified in writing that they are excess and the relevant
- provisions of the EA apply The airit of the BSC is to transition staff to funded posrtrons ' ¢

lel smﬂ i flie BSC be coloenteds -

n'the transrtlon period and at the start-up of BSC operatrons, rntenm accommodatron is planned In tlme, BSC wnll be co- located
and staff wrll relocate to sit w1thrn theu' team'in' the BSC to promote a culture of support wrth astrong focus o j‘elopment There

" may be excephons 1o this approdch where co-locatron wrthln the Work drvrsron i needed: Thls wrll depend on the work that s -
bemg undertaken and whether or not there is significant input from work areas outsrde the: BSC R AR

’ Wll staff in the BSC have to niove dcsks"

' BSC’s accornmodatron arrangements will remam temporary whrle broader departmental re-structunng Optl()ns are’ consrdered .
Durmg thrs penod slaft‘ in the BSC assrgned dutres that allgn wrth therr prevrous dlwsron wxll notfmove rm © 1atelyr - Rh

Will st.llfplnslmlly move lo undcrhl\c uorl\ owncd b) tlmsro %”

Staff workmg on pnonty work wrll undertake this work erther from wrthm the BSC or wrll temporary C ,locate to the dn/ls n who

v !Imv Tong: mll'the BSC be: op J

Itis expected that the BSC will remain operatmnal to enable the department to. manage its stafﬁng numbers '.Whrlst in the BSC ‘ R .
staff should actlvely seek employment opportumues in addrtlon to belng consrdered for departmental vacan _ es ‘

Will smtl rm tire Reasswnment Stl eam tr nns ter to the BSC

Yes, staff that are currently on the Reassrgnment Stream will move mto the BSC from l December 2013:. ‘U'nt:il that t_ime, :th;_e g
ReaSSIgnment Stream prmcrples and process wrll remain operahonal : ] :

' CAI) st’tffnemm*lic {heniselyes for the BSC to bxo‘lden slul’*ls" e R T

. No, the BSC is speerﬁcally for star" _i_ose posmon has been affeeted by 01 gamsatlonal change and who hold an unfunded pOSmon B

Wzlixepurhng lrnes change for st‘n’fm thc Bb(," . ) _ o S s e o [

Yes, movmg to a posrtron in. the BSC wrll mean a new supervisor.,

-~ Do, staff have fo clo.,e their I‘DS if moving to the BSC?

Yes, staff are expected to close their PDS agreement through an anytrme review pnor to moving lo the BSC

H(m wrll ilu, PDS work i'm st'lf f in ‘rhe BSC'?

Staff will report to a supervrsor in the BSC and a PDS agreement wilt need to be made between the st'rff member and therr . . L !

'

ht‘tp://iritranet.cerrt'ral.health/i'ntran‘etlwcms/publishlrlg.risf/ Coritent/dr‘gahisétional'_-eha. .. 20/11/2013



i
supervisor to agrce on work priorities; perfonnance expcctatlons and measures; and a plan to meet those expectatl ons. The PDS » . [
will be reviewed as work priorities change and staff and managers will contmue to have regular PDS conversatlons aboul e i

. |

responsrbrhtles
How do¢s being iu the BSC alfect salary increments?

Salary increments are determined by the end-of-cycle PDS rating in July, In July when allocating tiie final petformance ratmg, the - 4
staff member’s performancé in other positions over the PDS cycle must be considered. In accordance with the EA, a rating of : i
‘reliable and meanmgful contribution’ or higher will enable a progresston to the next salary increment if appllcable

erl npprovcdlenw rcmam '1ppl med'f e

Yes, any approved leave Wll[ be malntalned and staff should mform thelr new manager of thls. Workmg arrangements such as .

office hours may need to renegouated to ensure operataonal requrrements are met, Flexible work - agreements such as part-tlme wrll
be considered, : i ;

Will Studvbnnk remain 'lpproved"‘

The agreed Studybank support will contmue and the BSC will be responsible for any reimbursements. that tieed to be made; At the ;
begmmng of each semcster Studybank entitlements. w1ll bé considered accordmg to current work envu'onment A NS RO ) £ i

How will home based work (HBW) or outpostmg nxrnnoemenls bc mamgcd"

HBW and outpostmg arrangement will be managed on a case-by-case basrs The Remuneratlon Cornmrttee approval for HBW or
an outposting work. arrangement is for aspecific penod posrtron and person. If any of these spectﬁcs changes a new, approval
would be requued % RN ;s : eyt v o :

Cnn staff I)elnn case-man‘wcd fora Wox it Ilealth Safctv issue: be rcasswned to the BSC’?
~This will nced 106 managed on a case by case basls The fitst conslderatlon should be whether the posmon the staff member rs ,: :
" attached to an unfunded position. This will be determined through the 1dent|ﬁcatlon of divxsronal priorities during | busmess o

planning, If the position the staft ‘member is attached to is unfunded and the person is back at work full time and bemg momtored
then there should not be an 1ssue w:th the staff member being reass gned tothe BSC. :

Should a graduated return to work be in place or the staff member i is on long term leave, this wrll need to be consrdered dlfferently.
In these cases, please email the Work Environment Sunuort Team foradvice, - : » :

Wllen will the BS( commence oper ations?

" TheBSC will commenee on.l December 2013. Once rmplemented the BSC w:ll rcplace the Reasstgnment Stream,. -

Wheo is rcsponsxble for estabhslung thc BSC" , : A
An Orgamsatronal Change Taskforce in Capablhty Branch is estabhshmg and 1mplementmg the BSC Questrons on the BSC cén be
vemalled to the Organisational Change Taskforce mbox

Corporate }"Lan

\What is the :Corponte Plan?

Our Corporate Plan sets out our high level strategic direction — our vision, prronhes and expectatrons about how we wnll go about
achieving’ these. Ttis v tal that everyone has a clear lme of SIght from our rndrvrdual roles to the Corporate Plan

, loped the mtt Corgor'\te Pl'm , sedon bur goals asprratlon ‘and challenges R
- Following staff feedbaek bemg consrdered the Corporate Plan wxll be ﬁnahse(l and dlstrrbuted

How (Iocs the Corpm ate Plan 1dnte to }?DS agr vmaents"

Divisional and branch business plans will be developed alongsrde the Corporate Plaq, consrdcrmg the Portfolio Budget Statements
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. approxrmately 400 FTE this yeur Of this target; we expected approxrmately 12-14 of these posmons would be SES off' ccrs"

and the department's People Strategy: .

“These plans align with, and support dehvery of, the Corporate Plan and achiievement of the department’s vision, goals and
priorities. PDS agreements underpin these plans, setting out individuals’ performance and development evpectatrons for the year.
Staff are encouraoed to refer to the Corporate Plan when developing or reviewing their PDS agreement,

: Managing our Stafﬁng levels. '

" What are the punuplcs and acnons for managing stalt nunbers?

To ensure we continue to operate within existing resources, Manaamg Staff Numbers principles and dClIlOlb have been approved by i
the’ Executlve Key actions include looklng at our mtemal Ongomg staff when filling vacaricies in the trrst 1ns ; nce i contmumg to i
focus on the departments EL:APS ratro, and ensurmg we have the nght people With the nght skills in the avarlab pOSltl()nS
Further to mtemal candrdate sourcmg, ‘APS wide staff ate to be constdered for’ all Vacancies before extemal Tk ruitmeént actmty

- Divisions are responszble for managmo their staff members cmd asis the usual practlce, managers will speak to thelr staff about

*their positions. : <k ‘

What X esom ces are nv*ulable to asstst with, rcrrmtmcnt dccrsxons"

.. A checkllst has been desrgncd to assist drvrstons when consrdermg if a recruttment actlvxty progress s,' suclif"os 'ﬁ:lllnvgfe v'aca_ncy, 2

extendmg a non-ongomg staﬁ' member or proposmg h:gher dutres '

llow many: poslttons does thc tlepdrtment need to tcclmc l)\ 2 A. i~

' The 2013-14 busmess planmng process showed that to meet out stafﬁng allocatron budget wé had to reduce s afﬁng levels b

approxtmately 200 would be EL staff and around 190 would be non- ongomg staff The. full impacts.of the Machmery of s
. Government (MoG) maves and 1mp1ementat10n of the new- structure on’our. staftmg numbers aré ot yet fully known. The second
* round of bust:ness,_plann1ng from 21 October tll 15 November 2013 wrll further mform' e depa_
"staff vvill.'-be'k'e'otlnf‘orrn : :

Do the Sldl‘ﬁun uducnons npplv to st m"mfrc.‘;r _;nmgdf I'\ECNAS or re 1e exempt fronx t’h_t}i i»yii;;o;,; ;
pxoccss" S : ' b S e Y

) " Staff 2t TGA and NICNAS are ot speclﬁcally 1ncluded in the departrnent’s process, however eost recovery agencres have been
s encouraged to contmue therr focus on efﬁment dclrvery for mdustry ]

Wil stalt need lo be 1e‘tsswncd mtlnn the dep‘ulmcnl 2.

Yes. Across the departrrierit‘ :’my _]obs th heed to be ﬁlled must be done 50 by our current stug
wrthm clmsmns as part ot‘ busmess planmng and managmg WOrk and teams The departme '

Wil staff be e\pected to LOVGX" thc same wm]\ \\nh l'ewer 1esoux ces?

No. We have'to work together so this doesn tllappen This means focusmg on 1mplementmg change etfectrvely, managmg
workloads workmg dlfferently and prrontlsmg work.

' What wﬂl happen to uon_: ngomg employees"

- Non-ongoing employees are on contracts for specnﬁed perlods and for spccr{' ed pro_;ects Dlvmons are responSIble for managlng .
their staff members and as is the usual practice, managers will speak to their- non—ongomg employees about their positions. As
flagged in the Secretary s mes><1gc extensxons of non-ongomg staff arrangements must be appr ved at Deputy Secretary level

How does the dcp‘u tment justify pcrimmance pdv “hrlc reduung statf numbers and ﬁndmg sav mgs" &

Staff remuner'ttron is revrewed as part of the enterpnse bargaining process - the new. round of whlch will begm in the commg
months
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The department has not rolled perfonnance pay into base salaries for BL2s or SES whete many other APS agencies have, Thxs
component of remuneratlon is'a payment that is not guaranteed but earned on performance The department’s average total SER R
remuneration for EL and SES staff in 2011-12 was the same as the APS average.

How will the focus on. 1ulucmv l’Ll 'mcl LL2 numbers woxk “hexe thm e. m(, leams of pxofessmml v
specialists? Rt - s

Posmons are to be allgned wnth the department’s work level standards to ensure work is bemg performed at the correct

classxficanon. We | recognise that the EL APS mtlo w1ll be hlgher in-some teams due to the speclallst nature of some individual . e
posrtlons : : : ;

Will there be Voluntary Redundancies (VRs)?.

“The Executive hiave agreed to run a limited VR program to assxst the department mieet its budget, Staff mterested ina VR should
3 express their- mterest by emaxhng the VR, mbm followlng A dlscussmn with their. midnager. All EOIs must be received by cob i
Friday 15 November 2013, Staff who have pre\aously expr ssed an mterest should also confirm thelr interest. 1s still current More
information on VRs can ‘be found on thé VR page of the intranet."

Is thc dep.utmmt gomﬂ !o increase the number of pdll time 'md _]Ob shfxun posmons"

Staff are encouraged to consxder Optlons fora betler work/hfe balance such-as part tlme wark arrangement or. Job shanng a pomlon e
Arrangements are. to. be agreed with a staff member 8 manager T e

W]mt is \;ob simrinfr"’ ;

Job shanng is the dwgn ofa position where two (or more) people fulﬁll the duties and responmbdttxes of one full tine posztlon
The job. share arrangement can be based on hours or days spht between the occupants : R E

Job sharlng can brmg anumber of advantages for both th ¢ epartment and thestaff member For example, tWo sets of expenence
and: perspectwes in one position; productmty mcreaees § staff have more balance: and increased merale, contmuous Job coverage -
during various leave and greater retention of cruclal skills and capab1llt1es, It is. 1mportant that the arrangement matchies the needs -

of the department the requirements of the position bemg filled and the charactenstlcs of the staff mertibers involved.

Some cor'nmonvf:orms. of }eh sharing includ_e:

- o -sharedresponsxblhty - 10 dtvxsu)n of du s nsibi 2
e ‘divided responsibility - same' ork is sphtclearly into dlfferent groups _ 7
e unrelated responsnb:hty work {s split based on different skills sets requrred o B

Before ¢ entermg mto ajob: sharmg arrangement ensure an analysls is undertaken of the. pos1tlon to be shared and conSIder outcomes
such asthe tasks and results requlred Cons1der the skllls and capabllxtles of the Job sharers and clearly def'me the operahon of -
arrangement. 3 : Lodow TR e i - 2 2 5 2wt s e B -

When entermg a job share arrangement enisure there are clear lines of commumcahon and reporting, clear parametexs anda burlt in
review petiod. The details should also be'included in a wntten agreement betwaen managers and the staff members eoncemed

Job ,sizrng“_an‘d ~F¢Cl‘§§5iﬁ°3ﬁf°“-~. e

: What is 3’01} sizing?-

Jab snzmg is the assessment of job requnements agamst the capabthtles expected at each classxﬁcatlen level Thls mforms what

s »classnﬂcatlon & spedific job should be classified as.

Whyis job sizing lmpoi hmt" :

Itis 1mportant that positiors ate ahgned wnh the depaltment’s work levél standards nnd c'\mbthty n_jg to ensure work is bemg ;
performed at the correct classxt“ cmon :
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Pait of the ocganisation change program involves ensuring the department § po:.rtrons are classrﬁed correctly and a ccnsrstent
- methodology is apphed ' ‘ ‘ 4

Why is Jl)l) smng being unplementcd’

_ An assessmcnt of the department indicated that not all stafhng levels are ahgned with the work level standards and capabrlrty map.
This suggests that work is being undertaken at the incorrect classtﬁcatlon and should be realigned accordingly.. 2 e
" In order to ensure staff are undertaking work at the correct classification, with consistency across the dep'lrtment, the role-
evaluation tool has been establishied. This tool evaluates the work typically iindertaken in a job and it not an mdlcatlon of the ability
: of the staff member whom holds the posmon The felevant |ob (lC<L1 iptions for each Job famtly should also be cons1dered when jOb
. ‘-smng a posrtlon

Will job srznw a position mean staff are c\pettcd to do mcre" '

Job sizing posmons ensures that work i bemg performed at the correct classrtlcatmn As aresult of job.! slztng, the dunes ot' a’
: _-posttron may change 50 that the posttlon aligiis with the work level standards It does riot mean that staﬂ‘ are expected to work L
beyond their classrﬁcatron T

. erl job sizing mean domg the same work at a lowex LLISSIﬁC m()n

This will depend on tow the position is classtﬁed dfter job sizing. If a posrtren has been mcorrectly classrf ed af a htgher level s F

expected that the work w1ll continue at the appropriate classification. That may niéan the work continues & _efore, butatalower

(apprcprtate) classrﬁcatlon Thé staff member would then need to cons1der cptlons such as voluntarxly reducmg their classrﬁcatton -

Wlmi lmppcns if a positionis, rcclassrtred‘? E o g : .' 5

Where an exrstmg posrtron is reclassrﬁed toa lower classrﬁcatton to ahgn the department‘s work level standards, a staff member
‘may volunteer to reduce their classification and conhnue in the posttron or the department may seek to tgn ! her_ dutres to the

“staff member at their substantlve classtﬁcatro m accorda"’ 3 wrth BA Clause 69.! Where an, exr' 'O ition s st
: reclasmficatlon e process. for uridertaking con lt with the affected staff mé ber shoﬂld
requlrement ot’ the Pubhc Servrce Act; subordmate legtslatlon, and the department's EA

What {lOLS a snlmaim ¥ reduction of class;ﬁcatmn mean’ '

B voluntary reductton in classification means the staff member would choose to move from th i
toa lower classtﬁcanon (e g APS6 to APSS) A voluntary reductton in classtﬁcatrcn is ot related to HD:

s for fle leworkmg arrangeme ts B e

» 1f A stnit mcmbm {e.g. substantmc ELL) \olnntuﬂ s fm a xetlme& L!A‘;Slf Latmn (e.g APS 6), W rll. _they be '
elwrble to ﬁpply fm futureI‘Ll pcsrtmm ou an at lcvel' am) or mll thc  ay ' y for a p motron"h %

Should a staff mernber VOlunteer fora permanent reductton in clasmﬁcatlon be assrgned, a.lower classification: and then at a )t er
. date wish to tiiove toa h]gher claqetﬁcatron they wrll need to apply for the hxgher classrﬁcatlon through amerit process m the same
or another agency : : ;

Ha shi[ membu' volunteus fm a wduced classntrcntmn, what p‘u pomt mll they be phced cn"

Where a staff member eeeks a voluntary permanent reduction in classrﬁcahon the Secretary determmes the remuneratlcn to apply i
.fo the staff member 1t would be expected that this be i in accordance with the pay range for tht leveI as per the BAL- SRR

Iow does a voluntary reduction in Ll.ts'ﬂﬁcntron affect supcram;uatmn?

The potentml effect ofa volunlary reduction in clasmﬁcatton on superannuatron is clependent on the rules’ of’ the partlcular
superﬂnnuutlon scheme the staff member is part of. -

The following information sheets are available at the scheme interhet sités for employees who aré members of the Commonwealth
defined benef ts schemes (i. e the Commonwealth Superannuatton Scheme or Pubhc Sector Superannuatlon Scheme) o y
CSS - Salary reductions and yOur supet b S
“Generally, a reduction in your actual salary will not affect your supéranhuation unless you elect for it to do $0.”
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. superannwation contnbutrons

Isa reductmn in Cl .SSlﬁC’ifw“ gn/etted émd is lt Apphcable ncross the eni!l

PSS — Snlazv ruluctmm and your P?Q super

“Your'st superannnanon sa]ary cannot reduce from a prevrously quahﬂed amount b

The employer conmbutlons for members of the Public Sector Superannuation accumulatron plan (PSSap) and other accumulatron
superarmuatlon funds are based on Ordinary Time Bamings (OTE), as specified in Section 23 of the deparfment s EA/A salary
decrease duetoa classtf' cation reduction would potentially reduce an employee s O’I‘E and asa result the amount of thetr employer

Note: The advice provrded in the FAQ is general and it is lmportant for staff who are contemplattng a reductmn incl assrﬁcatron to
contact their superannuation scheme administrator or to seek 1ndependent professional ﬁnanctal advxce regardtng the potentra]
ﬂnancral rmplrcatlons ofa reductron in clasmﬁcanon whrch takes account of thetr partlcular ﬁnanctal crrcumstances and needs

‘ '.e..;ir'c{; ',linii't;eclto'» el

departmentnl posmons only)V

In accordance wrth the Commrssroner’s Directions @ 29), where there is an agreement to voiuntanly reduce cIassrf catron and the "
vacancy was not previously notified in the Gazette, the voluntary reductton does not need to be notified in the Gazette. If the staff

member then seeks to n move to another APS agency, in the absence’ of a merit process, the movement WOuid be at the assrgned
classrficatton level I~ . .

ngher Dutles AIlo wance (HDA)
W 1. HDA, bc censed Or re-ey, nlunted"

Extending or contmulng htgher dutres depends on the operatlonal requlrcments of the relevant area, Extensrons t0. HDA
arrangements must be’ drscussed and agreed at the Deputy Secretary level. If there isa. Ionger—term need for the backﬁllmg of a-

position, surtable staff. from the BSC will be unhsed Work areas need to’ consrder approprrate WOrk level standards and the

capability-map as part of this process: If: managers are in‘doubt as fo whether a posrtron isat the correct classrﬁcatron they shou]d
refer to the department s the role evaluanon tool and. work level st’mdnrds :

How “ m L‘msmﬂf HDA no{ meml stal[ mll do hwhct dnncs Ior lcss pny"

HDA arrangements wrll contmue to be assessed in terms of operatronal requrrements ’I“ms does not mean that all HDA
arrangements will cease, but that we need to ensure work is being done at the correct classrﬁcatron and meets operatrona[

. requirements. In line with the EA, staff’ performing ]ngher duties will be remunerated at the level of the dutres performed

Will posrtrons be bnck—hlled for higher duhes" »

X, ngher dutres arr: angements will continue to be assessed in terms of the operatronal requirenients of an ares to filla vacant position

on a temporary basis, and will continue 1o be subject to the associated condrttons and provrsrons of the EA and relevant -
departmental polrcres In line with cutrent arrangements, 1f there is an identified rieed for a position to be backfilled as & result of
the eurrent occupant being on higher duties in another posmon then this can occur (noting Deputy Secretary approval is required).

Support for st_aff

What support is wmlablc to'staff?

The department wrll prowde Support to staff throughout the change program, mcludmg drrectly from managers through the change
mqmacment wor ksho s; resilience seminars; and by provrdmg Charige M"magement Resources. Qur Emp[ovec Assistinee -

Program (EAP) is also avarlable to.all staﬁ' and 1mmed1ate family niembers for conﬁdentml eounselllng and support by phomng
1300 361 008

Who do staff go to for support?

Managers should be the fitst point of contact if staff have any questions about their- position. Our SES and.EL staff as manaf-’ers
have a very im portant role to play to ensure their teams understand and- arg commrtted to the change. :

hittp://intranet.central:health/intranet/woms/publishing.nsf/ Content/ organisational clha.., . 20/ 11/2013
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Are there other support avenues for staft? . |

While it is expected that managers are e the first point of contact for mfonnatxon and support structures, staff may also like to discuss
options. for support with the followmg corporate support areas:

e [Learning and Development
e Work Environment Suppdrt Team
e Performance Management Solutions

e QOroanisational Change Taskforce

“What ﬂddltl()ﬂdl support is nwulﬂble for man wels’ o

The department is running change management workshops whlch focus on how managers can support staff (see the learmng portal - :

“in SAP ESS for more information and to book & place). There is also a specific service (the Managers' Hotline) dedicated to helpmg ) i
managers pro-actively assist their people. Managers can call the hotline at any time on 1300 361 008. Theu' service is frce and ~ '
absolutely confidential,

What learning, and development support is available to staff? 4 o . , -

Staff and managers should consider tralmng needs and up-skilling opportumtles throughout the chahge program. The depdrtment’ L
- core cumculum calendar for 2013-2014 is avallable on the'intranet and courses can be booked through the leammg portal in SAP & ( :
ESS. : ey S : Sy =

What suppoxl is in place for staffin the BSC?

A training program is bemg developed for staff in the BSC and managers of staff in the BQC should conszder retrammg/up sklllmg :
“opportunities for staff to assist them in tranmttomng to a new posmon The liaison and management team in’ the BSC w11l also 5 e
plowde ongoxng support to staff in the BSC by asswtmg w1th up-skxllmg opportumtles : SR : ; :

W h.)t are shit membus review rights if they dou’t agree With » tlcusmn that ch m"es work ’c‘ii'mnistaneés"

The avenues of appeal or complaint are those already available under the Fair Treatment and Revxew of Actxons prowsmns w1thm
 the EA (Clause 83) and associated Fair Trmtmenl and Rcwcw of Actions Policy. This provld@s both mformal and formaI
_mechanisms to. resolve an issue in the workp!ace Gl e, smmesdoen Ut Bllaweit e ain i G ef e,

Page last inoulfivd: 05 November, 2013

Page author email: Sintranel_occd_capability_author
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. Change Support for: Department of Health Staff 2010-11 to 2013-14 Funded through existing

Merdrrment

Learning and Development Budget

Support

Description

2010-11 FY

Change Readiness

Seminars - 4 different topics for staff and managers

Managing People

2 day training program - incorporating change support

Employee Assistance Program (EAP)
Resilience Information Sessions - All staff

Theatre sessions focussed on understanding resilience and
strategies to help self and others

EAP, on-going support as required

Face-to-face and telephone counselling, Online support and
Manager’s Hotline

201112 FY

Change Readiness

| Seminars - 4 different topics for staff and managers

Managing People

2 day training program - incorporating change support

EAP on-going support as required

Face-to-face and telephone counselling, Online support and

2012-13 FY

Manager’s Hotline

Managing People

2 day training program - incorporating change support

EAP on-going support as required

Face-to-face and telephone counselling, Online support and
Manager’s Hotline -

2013-14
YTD - 20/11/2013

EAP Resilience Information Sessions - All
staff

Theatre sessions focussed on understanding resilience and
strategies to help self and others

EAP Resilience Information Sessions -
Managers/Leaders

Theatre sessions focussed on understanding resilience and
leading on strategies to help self and others

EAP Resilience Workshops

Team-based workshops (3hrs) to apply resilience lessons to
work situation

EAP On-Site Support { from 11 November
onwards) -

Counsellor service on-site to support staff

EAP on-going support as required

Face-to-face and telephone counselling, Online support and
Manager’s Hotline

Change Support Workshops - All staff

Practical workshops focussing on change theory and its
application in the workplace

Change Support Workshops - Managers

Practical workshops focussing on change theory and the
responsibilities/expectations of managers

Grant Services Division (GSD) Support
workshops - SES

Workshop for the executive team to focus on leading people .

in the formation of a new division

GSD Support workshops - EL2

Workshops for the senior middle management team'to
focus on leading people in the formation of a new division

GSD Support workshops - EL1/APS6

Workshops for middle managers to focus on team building
and supporting people’in the formation of a new division

GSD Induction

Facilitated workshop for all staff to support

Business Services Centre (BSC)
information sessions scheduled 21 and
22 November

Theatre sessions for any staff interested in finding out about
the BSC

Managing People - 2 day training
program

2 day training program - incorporating change support

N
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