s PARLIAMENT OF AUSTRALIA
RIS DEPARTMENT OF PARLIAMENTARY SERVICES

DPS ref: 14/5154/215

Ms Lyn Beverley

Committee Secretary

Senate Finance and Public Administration Committee
Parliament House

CANBERRA ACT 2600

Dear Ms Beverley

Senate Finance and Public Administration Legislation Committee Inquiry into the Department of
Parliamentary Services (DPS)

On 30 September 2015, Ms Croke wrote to the Committee to advise that the Presiding Officers had
requested the department not to provide information on the Finance and Public Administration
Legislation Committee Inquiry recommendations until the Presiding Officers had considered them
and tabled their response in due course.

As this has now occurred, please see attached information sought by the following
recommendations in the Committee’s report:

e Recommendation 1: Update on the senior management structure, including an
organisational chart (Annex A);

e Recommendation 3: Update on the status of the Conservation Management Plan, the Design
Principles and the Central Reference Document (Annex B);

e Recommendation 7: Information on bullying and harassment complaints (Annex C);

® Recommendation 8: Bullying and harassment complaints and pre-emptive investigations
(Annex D);

e Recommendation 9: Information on bullying and harassment complaints (Annex E);

¢ Recommendation 10: Information on Hansard staffing, subediting and the Hansard Forum
(Annex F);

e Recommendation 11: Evaluation of the VSO full day shifts trial (Annex G); and

e Recommendation 14: Information on the Sandwalk review recommendations (Annex H).

I would be grateful if you could provide these documents to the committee.

Yours sincerely

Dr Dianne Heriot
Acting Secretary
/Lf October 2015

Parliament House ® PO Box 6000 ACT 2600 Australia e T: +61 2 6277 7111 e ABN: 52 997 141 147



Annex A

Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 1: The committee recommends that prior to each estimates hearing, DPS provide
an update on the senior management structure of the department, including an organisational chart
indicating changes to the personnel in senior executive staff positions.

Department’s update prior to 2015 Supplementary Budget Estimates:

Please see the attached organisational chart with notes that explain changes to personnel in senior
executive staff positions.
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Annex B

Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 3: The committee recommends that prior to each estimates hearing, DPS provide
the committee with an update of the status of the Conservation Management Plan, the Design
Principles and the Central Reference Document. These updates should continue to be provided until
such time as all three documents are complete.

Department’s update prior to 2015 Supplementary Budget Estimates:

A status update for the Conservation Management Plan, the Design Principles and the Central
Reference Document is outlined below:

Conservation Management Plan: The draft plan requires substantial further work. DPS is continuing
to work with the Expert Advisory Panel and the principal author, Robert Riddel. A two day work
shop is planned for the third week of October with EAP members and the consultants to resolve all
outstanding issues. This will enable the CMP to be finalised by late 2015/early 2016.

Design Principles: the consultant preparing the Design Principles document is not available until
mid-October to complete his work. In view of this, the document could not be completed by
30 October 2015. DPS is working to have the document finalised no later than the end of 2015.

Central Reference Document: Completion of the CRD is a highly specialised task.

DPS has had initial discussions with the preferred provider, who has indicated they would not be
available to commence work on the project until next financial year. It has previously been
estimated that completion of the CRD would take a minimum of two years.



Annex C

Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 7: The committee recommends that DPS provide the following information on
bullying and harassment complaints to the committee by 1 October 2015:

" the number of complaints recorded on the HR register for the 2014-15 financial year;

. the number of complaints recorded on the HR register for the 2014-15 financial year which
have been resolved and the nature of that resolution;

. the number of complaints recorded on the HR register for the 2014-15 financial year which
have been escalated for investigation and the outcome of that investigation;

. the current number of Harassment Contact Officers in DPS (as at 30 September 2015).

Department’s update prior to 2015 Supplementary Budget Estimates:

. The number of bullying and harassment complaints recorded on the HR register for the
2014-15 financial year.

The HR Register for 2014-15 recorded two complaints relating to bullying and harassment.

" The number of bullying and harassment complaints recorded on the HR register for the
2014-15 financial year which have been resolved and the nature of that resolution.

Both complaints have been resolved. One resulted in a formal Code of Conduct investigation.
The other resulted in the employee being counselled and moved to an alternative role.

. The number of bullying and harassment complaints recorded on the HR register for the
2014-15 financial year which have been escalated for investigation and the outcome of that
investigation.

One of the two complaints on the register relating to bullying and harassment escalated to a
formal investigation. The outcome was a finding that the employee had breached the Code
and a sanction imposed by way of a reduction in salary.

. The current number of Harassment Contact Officers in DPS (as at 30 September 2015).

As at 30 September 2015, DPS has 16 Harassment Contact Officers.



Annex D

Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 8: In providing the information on bullying and harassment in Recommendation 7,
DPS should identify the three areas of DPS where the most complaints of bullying and harassment
have been received and whether a pre-emptive investigation has been conducted in relation to any
of those areas.

Department’s update prior to 2015 Supplementary Budget Estimates:

Due to the low number of complaints received during 2014-15 there is not a specific area of concern
to engage a pre-emptive investigation in a particular area of the department.

As part of ongoing work in this area, DPS delivered pilot sessions entitled ‘Respectful Workplace’ to
all staff in the Asset Development and Maintenance Branch during April and May 2015. The sessions
provide information to employees and managers regarding appropriate workplace behaviours and
offer strategies about how to raise and address issues in an appropriate and professional manner.
The sessions were well received and DPS is currently considering rolling out refresher sessions to
other areas of the department. In addition, DPS regularly schedules sessions entitled ‘Being
Professional in DPS’. These sessions form part of DPS’ corporate learning and development calendar
and are offered to both new and existing employees on a regular basis.



Annex E

Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 9: The committee recommends that, prior to each estimates hearing, DPS
provide the committee with the following information on the number of bullying and harassment
complaints:

e The number of new complaints recorded on the HR register since the previous estimates
update was provided;

e the status of each of the new complaints recorded on the HR register since the previous
estimates update was provided;

e the number of complaints withdrawn from the HR register and the reasons that the
complaints were withdrawn, and

e the number of Harassment Contact Officer in DPS.

Department’s update prior to 2015 Supplementary Budget Estimates:

1. There have been three complaints recorded on the HR Register since Senate Estimates held in
May 2015, all of which were recorded since 1 July 2015 (i.e. 2015-16 cases).

Data for 2014-15 is at Annex C in response to Recommendation 7 (and none of the 2014-15
cases were lodged between the May Estimates and 30 June 2015).

a) The first complaint is currently undergoing a preliminary investigation to determine if a
formal code investigation is warranted.

b) The second complaint is waiting for the complainants to agree to the recommended
next steps involving formal mediation.

c) The third matter has been resolved through formal external mediation through the Fair
Work Commission.

2. No complaints have been withdrawn.

3. As at 30 September 2015 DPS has 16 Harassment Contact Officers.



Senate Finance and Public Administration Legislation Committee Inquiry

Department of Parliamentary Services

Tabled 17 September 2015

Annex F

Recommendation 10: The Committee recommends that prior to each estimates hearing, DPS
provide the committee with the following information:

the total number of editors employed by Hansard and a breakdown of those numbers into

trainees and trained editors;

the breakdown of the number of editors who are employed full-time, part-time and casual;
the total number of chamber and committee turns transcribed by Hansard since the previous

estimates update and the number of those turns which were subedited;

where there has been a decision not to subedit turns, the reasons for that decision; and

an update on the work of the Hansard forum.

Department’s update prior to 2015 Supplementary Budget Estimates:

The total number of editors employed by Hansard and a breakdown of those numbers into

trainees and trained editors:

As at 30 September 2015, Hansard has 53 permanent editing staff.

Permanent/ongoing Editing Staff 53
Trained editors 34
Trainee editors 19

Hansard also has 19 casual editing staff to assist

during times of increased work load.

Casual/non- ongoing Editing Staff 19
Trained editors (former Hansard editors) 6
Trainee editors (former Hansard trainees) 3
Transcribers 10

The breakdown of the number of editors who are employed full-time, part-time and casual:

Permanent/ongoing Editing Staff Total Trained Trainee
Full time 25 22 3
Part time 10 10 0
Sessional part-time 4 1 3
(working 39 weeks per year)

Sessional part-time 14 | 13
(working 25 weeks per year)

Casual/Non- ongoing Editing 19

Staff




3. The total number of chamber and committee turns transcribed by Hansard since the previous
estimates update and the number of those turns which were subedited:

Number of chamber turns Approximate number of Approximate percentage of
transcribed between 25 May | chamber turns subedited* chamber turns subedited
2015 and 30 September 2015

5,788 turns 2,401 turns* 41%

* This data includes turns subedited and turns opened to make pinks and greens corrections

Number of committee turns Number of committee turns Percentage of committee

transcribed between 25 May | subedited turns subedited
2015 and 30 September 2015
11,140 turns 4,538 turns 41%

4. Where there has been a decision not to subedit turns, the reasons for that decision:
Chamber subediting - Due to the current ratio of trained editors (34) to trainees (19), Hansard
has continued to temporarily suspend the subediting of chamber turns done by trained editors
and focus chamber subediting on the work of trainees only. This practice is in place until such
time as trainee editors progress further through the Hansard editor training program. As
trainees progress through, the subediting of trained editor turns will be gradually reintroduced.

While chamber turns transcribed and edited by trained editors are not currently subedited
during the daily production of the proof, each proof undergoes a proof check before the
transcript is made official. The proof checking process includes vetting and including late
corrections, checking procedural information against the Journals of the Senate or Votes and
Proceedings, checking the transcript is displaying correctly in Parlinfo, and checking side names,
headings and times.

Committee subediting - Hansard ceased subediting of committee turns transcribed by trained
editors in approximately September 2007; however, all committee turns transcribed by trainee
editors continue to be subedited. This approach was considered by Hansard to be low risk, as
committee turns are generally less complex than chamber turns, they are more verbatim and do
not contain complex procedural information. There are no plans to reinstate subediting of
committee turns done by trained editors.

5. An update on the work of the Hansard forum:

The following activities were initiated/undertaken by the Hansard forum:

a. initiating Hansard workshops for Hansard staff presented by staff from the chamber
departments, including the Senate Clerk Assistant Table and the Serjeant-At-Arms;

b. trialling editors starting 15 minutes (instead of the usual 30 minutes) before their first
rostered chamber turn. This was trialled over a three-week period but unfortunately the
15 minutes didn’t allow editors quite enough time to prepare and get to the chamber in
time for their first turn and the 30 minutes was reinstated;

C: developing and running a short survey to establish the views of Hansard staff, including
issues such as frequency of chamber rotation for editors, Hansard workshops, preferred
types of team-building social activities, issues for the forum to consider, and
communication preferences;

d. progressing options for moving in camera transcription back online. Following some work
by Hansard, DPS IT and the vendor of the Hansard Production System around ensuring
the continued security of in camera transcripts, the Hansard Production System release
scheduled for January 2016 will include an option for in camera transcription;



reviewing the approach to rostering with a particular focus on the number and timing of
breaks, team chamber rotations and trainee chamber rotations;

initiating a peer review process whereby PSL6 editors can provide feedback on turns to
their peers;

developing a plan to trial open rosters for the Senate and House of Representatives,
similar to the rostering used for the Federation Chamber. It is hoped that open rosters
will allow editors more control over the structure of their work days, including the timing
and length of breaks. Hansard plans to trial open rosters once the ratio of trainee editors
to trained editors is reduced, hopefully, in early 2016; and

developing a consolidated list of Hansard initiatives and working groups, including the
names of group members. This should increase transparency and understanding of the
work being undertaken in the section and provide further opportunities for interested
staff to join these groups.

Issues currently being considered by the Hansard Forum include:

initiating behind-the-scenes tours/collaboration/information sharing with the chamber
departments;

making improvements to the Hansard Style Guide; and

setting up a Hansard form (chamber procedure) group and form training.

Additional Information

A range of recruitment activities have been undertaken over the past 12 months that have increased
Hansard's editing numbers from 37.8 to 40.59 FTE and changed the editor headcount during sitting
periods from 50 to 53.

The activities, aimed at increasing editing capacity, included the following:

late in 2014 and again in August 2015, Hansard offered interested ongoing editing staff
the opportunity to change their employment arrangements (sessional part-time, part-
time or full-time), which was taken up by 16 staff;

in February 2015, an editor recruitment process was undertaken which resulted in six full
time editors and 13 sessional part time editors being employed in ongoing positions in
Hansard. Of the 19 employees, 10 had been working in Hansard previously in non-
ongoing positions;

in July 2015, a new classification, sessional (75%) part time, was established. Staff in
these ongoing positions working full time for 39 weeks per year. This new classification
has meant that Hansard now has four work classifications: full time, part time, sessional
(75%) part time and sessional (50%) part time with staff in these positions working full
time for 25 weeks per year; and

there has been cross-skilling of two casual transcribers to improve capacity in the
publishing team and ensure business continuity.

The acting Assistant Secretary, Parliamentary Recording and Reporting branch, has commenced
one-on-one meetings with all Hansard staff and the feedback to date is indicating a more positive
working environment and increased job satisfaction. This is being attributed to a more collaborative,
consultative approach to planning and undertaking tasks, more opportunity to contribute through
the forum and working groups, recruitment activities and refresher/information workshops.



Annex G
Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 11: The committee recommends that DPS provide the committee with the
evaluation of the trial of the full day shifts by 1 October 2015.

Department’s update prior to 2015 Supplementary Budget Estimates:

On 28 August 2014 the then Secretary of the Department of Parliamentary Services (DPS) approved
the commencement of a consultation process with Visitor Services Officers (VSOs) in the Visitor
Experience Section to restructure the existing half day roster model.

In October 2014 DPS provided a supplementary submission to the Committee regarding the
proposed new Visitor Services staffing model that was under consultation with staff.

By the end of December 2014 it was clear that further consultation and engagement was required
with VSOs before deciding on a new roster model. It was also clear that the trial of staff working full
days needed to be extended as part of this process. The evaluation of the trial was postponed until
the end of the consultation process in April 2015.

As a result of the consultation process and concerns by some part-time staff who did not wish to
work full days DPS proposed a hybrid model. This hybrid model of full-time and part-time staff
allows the existing eight part-time staff and three sessional staff, many of who are long term
employees, to continue on their existing employment arrangements of working 4.25 hours per shift
and the creation of 8 new full-time positions. This outcome has been supported by the staff and the
CPSU.

Recruitment of the new full-time staff, who will work an average of 37.5 hours per week, is currently
underway, together with recruitment of more part-time and casual staff, and is expected to be
completed by the end of October 2015. It is intended that the new staff will be fully trained and
integrated into the new roster by the end of December 2015.

The approved new roster model includes the following to mitigate the risks to VSOs identified
throughout the consultation and evaluation process:

e no back to back tours

e a maximum of four tours per day for staff working full days

e opportunities to sit are identified throughout the day

e sufficient breaks away from the floor for rest and study

varied duties throughout the day

team leaders active on the floor to monitor and assist VSOs, and
e roster allows time at end of tours for VSOs to take a break.

10



The benefits of the final model include:

retention of existing part-time staff who have considerable knowledge and experience which
will be invaluable for training new full-time staff

greater efficiency in team management and operations due to less time being spent on
rostering and administration

greater capacity for service delivery and revenue generation due to a consistent level of
ongoing staffing and a regular roster throughout the year

full-time employees will work no more than one weekend shift every 4 weeks

a greater range of work patterns and varied tasks to suit staff availability

a greater opportunity for full-time and part-time staff to undertake group learning, which can
be delivered more efficiently to fewer groups

increased capacity for service delivery, including paid tours, and

significant HR benefit by reducing casualisation of the workforce and by engaging on-going
full-time and existing part-time staff.

The new roster model will be reviewed in mid-2016 following implementation.

11



Annex H

Senate Finance and Public Administration Legislation Committee Inquiry
Department of Parliamentary Services

Tabled 17 September 2015

Recommendation 14: The committee recommends that DPS provide the committee with a list of
the recommendations that it intends to implement from the Sandwalk review and, prior to each
estimates hearing, provide the committee with an update on the implementation of those
recommendations.

Department’s update prior to 2015 Supplementary Budget Estimates:

See attached table: ‘Sandwalk Partners Review: Review of the Visitor Experience at Australian
Parliament House: Directional Strategy for a New Visitor Experience (September 2013)’.

12
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