Senate Finance and Public Administration References Committee

Inquiry into recruitment and training in the Australian Public Service (APS)

WRITTEN QUESTIONS ON NOTICE
AGRICULTURE, FISHERIES AND FORESTRY, AUSTRALIA (AFFA)

General

1. What percentage of your staff are covered by the Public Service Act 1999? On what terms are other employees of your agency employed?

All AFFA employees are engaged under the Public Service Act 1999 as either an ongoing or non-ongoing employee. 

AFFA does utilise contract staff periodically, sourced through labour hire companies or direct contract for service.
2. What are the differences between recruitment and training processes for APS employees and non-APS employees?

Recruitment of APS employees is restricted to the procedures outlined in the Public Service Act 1999, for example merit based selection.   

Non-APS employees engaged on contract through labour hire firms or direct contract for service are selected on the basis of their ability to provide a service for a specific task in a defined period of time.

Provision of training will differ between the two categories given that contractors are primarily engaged because of their particular skills. 
3. Is it possible for your organisation to identify recruitment and training data relating only to staff covered by the Public Service Act?

Yes 

4. Are you able to identify recruitment and training data by ongoing, non-ongoing, contract and part time employees?

Recruitment and training data can be identified for ongoing, non-ongoing and part-time employees in AFFA. Contractors can only be identified where they have been recorded on the HRMIS System.
5. Can you provide the Committee with the staffing profile by age group for each year over the past three years?

The table below includes all staff employed throughout the 99/00 financial year by age group and employment type.

	Age
	Employment Type

	
	Casual
	Non-ongoing
	Office Holder
	Ongoing
	Secretary
	Total

	<20
	
	
	
	
	
	

	20-24
	0
	5
	0
	17
	0
	22

	25-29
	0
	17
	0
	235
	0
	252

	30-34
	0
	13
	1
	371
	0
	385

	35-39
	0
	16
	1
	378
	0
	395

	40-44
	0
	17
	0
	434
	0
	451

	45-49
	1
	10
	0
	452
	0
	463

	50-54
	0
	9
	0
	495
	1
	505

	55-59
	0
	12
	1
	321
	0
	334

	60-65
	0
	7
	0
	139
	0
	146

	>65
	0
	1
	0
	12
	0
	13

	Total
	1
	107
	3
	2854
	1
	2966


The table below includes all staff employed throughout the 00/01 financial year by age group and employment type.

	Age
	Employment Type

	
	Casual
	Non-ongoing
	Office Holder
	Ongoing
	Secretary
	Total

	<20
	0
	2
	0
	1
	0
	3

	20-24
	2
	34
	0
	110
	0
	146

	25-29
	3
	47
	0
	366
	0
	416

	30-34
	3
	38
	2
	402
	0
	445

	35-39
	5
	46
	2
	403
	0
	456

	40-44
	6
	31
	6
	438
	0
	481

	45-49
	2
	30
	6
	471
	0
	509

	50-54
	6
	26
	11
	494
	1
	538

	55-59
	7
	16
	14
	295
	0
	332

	60-65
	3
	7
	9
	127
	0
	146

	>65
	1
	1
	3
	9
	0
	14

	Total
	38
	278
	53
	3116
	1
	3486


The table below includes all staff employed throughout the 01/02 financial year by age group and employment type.

	Age
	Employment Type

	
	Casual
	Non-ongoing
	Office Holder
	Ongoing
	Secretary
	Total

	<20
	0
	4
	0
	7
	
	11

	20-24
	5
	45
	0
	277
	0
	327

	25-29
	4
	52
	0
	502
	0
	558

	30-34
	10
	34
	2
	494
	0
	540

	35-39
	8
	45
	1
	478
	0
	532

	40-44
	10
	31
	7
	522
	0
	570

	45-49
	4
	29
	5
	502
	0
	540

	50-54
	8
	19
	13
	515
	1
	556

	55-59
	7
	18
	16
	259
	0
	300

	60-65
	5
	10
	8
	96
	0
	119

	>65
	2
	2
	3
	3
	0
	10

	Total
	63
	289
	55
	3665
	1
	4063


Recruitment

6. Does your agency have a formal recruitment and selection strategy and/or policy? Can you provide the Committee with a copy of it?

AFFA does not have a formal recruitment and selection strategy and/or policy.   However, AFFA is in the process of developing a number of key initiatives, including:

· a Manual for Managers, encompassing information on the principles of recruitment and selection process;

· a Guide for Selection Advisory Committees, encompassing information on developing selection criteria, selection methodology, interviews and decision making; and

· an Information Package for prospective applicants, encompassing information on responding to the selection criteria, the selection process, eligibility and workplace diversity.

One of AFFA’s Businesses currently has an internal recruitment policy for their Business.  It outlines the expectations (in accordance with the Public Service Act 1999 and AFFA Certified Agreement) of Program Leaders in undertaking a recruitment process.  It also provides advice on such issues as the specialist and the skills and knowledge register, temporary assignment and mobility.  A copy of the policy is attached.   

Each year, AFFA develops a media and marketing campaign for its Graduate recruitment process, undertaking wide consultation across the Department.   A Working Group is established at the outset of the process to establish the Terms of Reference for the Assessment Panel to adhere to.

7. Can you provide the Committee with details of recruitment by year for the past three years including:

· recruitment by classification; 

· recruitment by five year age group;

· recruitment by area of employment (eg IT, legal and so on); and

· any contextual information that has affected these figures.

Recruitment by Classification

	Recruited Classification
	Financial Year
	Total

	
	99/00
	00/01
	01/02
	

	Chief of Division Band 1
	1
	0
	0
	1

	DPIE Band 1
	260
	489
	806
	1555

	DPIE Band 2
	50
	78
	73
	201

	DPIE Band 3
	41
	44
	46
	131

	Meat Band 1
	11
	1
	22
	34

	Meat Band 3
	1
	0
	0
	1

	Office Holder
	3
	47
	9
	59

	Science Band 1
	20
	11
	8
	39

	Science Band 2
	12
	10
	0
	22

	Science Band 3
	10
	11
	15
	36

	Secretary
	1
	0
	0
	1

	SES Band 1
	0
	2
	1
	3

	SES Band 2
	2
	1
	0
	3

	SES Band 3
	0
	1
	0
	1

	Vet Band 1
	2
	0
	0
	2

	Vet Band 2
	0
	6
	13
	19

	Vet Band 3
	0
	3
	4
	7

	Total
	414
	704
	997
	2115


Recruitment by five-year age group

	Age
	Financial Year

	
	99/00
	00/01
	01/02
	Total

	<20
	11
	16
	29
	56

	20-24
	86
	161
	224
	471

	25-29
	88
	127
	201
	416

	30-34
	49
	74
	131
	254

	35-39
	65
	103
	141
	309

	40-44
	43
	59
	98
	200

	45-49
	28
	77
	68
	173

	50-54
	27
	43
	69
	139

	55-59
	8
	30
	21
	59

	60-65
	9
	13
	13
	35

	>65
	0
	1
	2
	3

	Total
	414
	704
	997
	2115


Due to the broadbanded classification structure introduced in the AFFA Certified Agreement, AFFA cannot provide details of recruitment by area of employment.

8. Can you provide the Committee with data relating to retention rates by year for the past three years including:

· by area of employment;

· by age group; 

· by classification; and

· any contextual information that has affected these figures.

The following tables compare the retention rates of AFFA’s on-going staff, who were in active employment at 1 July in a year and the status of those individuals at 30 June, the next year. 

Retention Rates by age group 1999/2000

	Age
	1/07/1999
	30/06/2000
	Retention rate

	<20
	2
	2
	100.00%

	20-24
	135
	115
	85.19%

	25-29
	346
	272
	78.61%

	30-34
	358
	289
	80.73%

	35-39
	425
	354
	83.29%

	40-44
	448
	408
	91.07%

	45-49
	437
	378
	86.50%

	50-54
	452
	402
	88.94%

	55-60
	207
	173
	83.57%

	>60
	28
	21
	75.00%

	Grand Total
	2838
	2414
	85.06%


Retention Rates by age group 2000/2001

	Age
	1/07/2000
	30/06/2001
	Retention Rate

	<20
	1
	1
	100.00%

	20-24
	99
	89
	89.90%

	25-29
	327
	285
	87.16%

	30-34
	324
	295
	91.05%

	35-39
	343
	316
	92.13%

	40-44
	447
	425
	95.08%

	45-49
	392
	373
	95.15%

	50-54
	458
	413
	90.17%

	55-60
	210
	166
	79.05%

	>60
	37
	28
	75.68%

	Grand Total
	2638
	2391
	90.64%


Retention Rates by age group 2001/2002

	Age
	1/07/2001
	30/06/2002
	Retention Rate

	<20
	3
	2
	66.67%

	20-24
	106
	95
	89.62%

	25-29
	335
	300
	89.55%

	30-34
	325
	306
	94.15%

	35-39
	342
	318
	92.98%

	40-44
	420
	402
	95.71%

	45-49
	413
	404
	97.82%

	50-54
	439
	404
	92.03%

	55-60
	211
	200
	94.31%

	>60
	37
	29
	78.38%

	Grand Total
	2631
	2459
	93.42%


Retention Rates by classification 1999/2000

	Classification
	1/07/1999
	30/06/2000
	Retention Rate

	CHIEF OF DIVISION BAND 1
	3
	2
	66.67%

	CHIEF OF DIVISION BAND 2
	3
	2
	66.67%

	DPIE BAND 1
	913
	795
	87.08%

	DPIE BAND 2
	693
	566
	81.67%

	DPIE BAND 3
	624
	531
	85.10%

	DPIE BAND 4
	2
	2
	100.00%

	MEAT BAND 1
	312
	265
	84.94%

	MEAT BAND 2
	63
	53
	84.13%

	MEAT BAND 3
	48
	40
	83.33%

	MEAT BAND 4
	11
	8
	72.73%

	SCIENCE BAND 1
	3
	3
	100.00%

	SCIENCE BAND 2
	17
	16
	94.12%

	SCIENCE BAND 3
	52
	46
	88.46%

	SECRETARY
	1
	0
	0.00%

	SES BAND 1
	54
	49
	90.74%

	SES BAND 2
	15
	13
	86.67%

	SES BAND 3
	6
	5
	83.33%

	VET BAND 1
	19
	18
	94.74%

	Grand Total
	2838
	2414
	85.06%


Retention Rates by classification 2000/2001

	Classification
	1/07/2000
	30/06/2001
	Retention Rate 

	CHIEF OF DIVISION BAND 1
	3
	1
	33.33%

	CHIEF OF DIVISION BAND 2
	2
	2
	100.00%

	DPIE BAND 1
	840
	772
	91.90%

	DPIE BAND 2
	643
	589
	91.60%

	DPIE BAND 3
	609
	543
	89.16%

	DPIE BAND 4
	2
	2
	100.00%

	MEAT BAND 1
	271
	250
	92.25%

	MEAT BAND 2
	50
	43
	86.00%

	MEAT BAND 3
	40
	34
	85.00%

	MEAT BAND 4
	8
	6
	75.00%

	SCIENCE BAND 1
	4
	3
	75.00%

	SCIENCE BAND 2
	16
	14
	87.50%

	SCIENCE BAND 3
	58
	52
	89.66%

	SECRETARY
	1
	1
	100.00%

	SES BAND 1
	48
	42
	87.50%

	SES BAND 2
	17
	14
	82.35%

	SES BAND 3
	5
	5
	100.00%

	VET BAND 1
	21
	18
	85.71%

	Grand Total
	2638
	2391
	90.64%


Retention Rates by classification 2001/2002

	Classification
	1/07/2001
	30/06/2002
	Retention Rate

	CHIEF OF DIVISION BAND 1
	2
	1
	50.00%

	CHIEF OF DIVISION BAND 2
	2
	1
	50.00%

	DPIE BAND 1
	820
	783
	95.49%

	DPIE BAND 2
	613
	553
	90.21%

	DPIE BAND 3
	586
	543
	92.66%

	DPIE BAND 4
	2
	1
	50.00%

	MEAT BAND 1
	246
	236
	95.93%

	MEAT BAND 2
	43
	42
	97.67%

	MEAT BAND 3
	39
	38
	97.44%

	MEAT BAND 4
	7
	6
	85.71%

	SCIENCE BAND 1
	9
	9
	100.00%

	SCIENCE BAND 2
	22
	21
	95.45%

	SCIENCE BAND 3
	57
	52
	91.23%

	SECRETARY
	1
	1
	100.00%

	SES BAND 1
	46
	41
	89.13%

	SES BAND 2
	15
	12
	80.00%

	SES BAND 3
	8
	8
	100.00%

	VET BAND 2
	83
	81
	97.59%

	VET BAND 3
	30
	30
	100.00%

	Grand Total
	2631
	2459
	93.46%


9. Can you provide the Committee with graduate retention rates by area of study for the past three years?

Discipline Retention Rate 1999

	Category
	Commenced
	Remaining
	%

	Business (including Commerce, Marketing, International Studies)
	2
	0
	0

	Applied Science
	2
	1
	50

	Science (including Agriculture, Natural Resource Management)
	9
	4
	44

	Communications
	1
	0
	0

	Law
	1
	1
	100

	Economics
	8
	7
	88

	Science/Law
	2
	2
	100

	Arts/Asian
	1
	0
	0

	Arts/Economics
	2
	0
	0

	Arts/Commerce
	1
	1
	100

	Total
	29
	16
	55


Discipline Retention Rate 2000
	Category
	Commenced
	Remaining
	%

	Arts (including Psychology, Social Science, Asian Studies)
	3
	2
	67

	Business (including Commerce, Marketing, International Studies)
	9
	5
	56

	Applied Science
	2
	2
	100

	Science (including Agriculture, Natural Resource Management)
	6
	1
	17

	Economics
	2
	0
	0

	Arts/Science
	2
	1
	50

	Arts/Law
	1
	1
	100

	Total
	25
	12
	48


Discipline Retention Rate 2001

	Category
	Commenced
	Remaining
	%

	Arts (including Psychology, Social Science, Asian Studies)
	6
	5
	83

	Business (including Commerce, Marketing, International Studies)
	4
	2
	50

	Applied Science
	2
	2
	100

	Science (including Agriculture, Natural Resource Management)
	18
	13
	72

	Communications
	2
	2
	100

	IT
	1
	1
	100

	Economics
	10
	10
	100

	Science/Law
	1
	1
	100

	Arts/Economics
	1
	0
	0

	Arts/Commerce
	1
	1
	100

	Arts/Science
	3
	3
	100

	Total
	49
	40
	82


10. Has your agency experienced any difficulty over the past three years in relation to filling graduate positions? What areas of work/study did such difficulty arise in? Was a strategy devised to address this difficulty and, if so, what did it consist of?

AFFA does not have difficulty filling the 30-40 positions it offers each year.

The AFFA Graduate Development Program traditionally attracts a large number of Science discipline candidates, as there is a perception in the broader community that AFFA is a science Department.  This has made it difficult to attract candidates from law and economic disciplines, however in recent years AFFA has targeted these areas through career centre visits, lecture presentations and targeted e-mails.  AFFA also redesigned its newspaper advertisement and participated in a number of career fairs.

11. Can you provide the Committee with the percentage of recruits recruited from the private sector by year for the past three years?

AFFA does not routinely record the employment status of individuals on commencement and therefore cannot provide the Committee with accurate figures. 
Training

12. Can you provide the Committee with data for the past three years showing, as far as you are able:

· your agency’s expenditure on training (including percentage of total agency expenditure) per year;

· expenditure per person per year on training; 

· days spent training per person per year; and

· expenditure by area of training (eg contract management, service delivery and so on) by year.

	Financial Year
	Training Expenditure


	Total Expenditure
	Percentage of 

Total Expenditure
	Average Training Expenditure per person
	Average Days spent training per person per year

	99/00
	3,984,248
	352,120,000
	1.13%
	$1,362
	3.78

	00/01
	2,086,750
	360,020,000
	0.58%
	$688
	2.58

	01/02
	2,964,828
	412,136,000
	0.72%
	$815
	4.74


13. Can you provide the Committee with the percentage of training expenditure, and the dollar figure, that has gone to external providers per year for the past three years? 

AFFA cannot provide the Committee with any data pertaining to expenditure against external training and development providers.  

14. What is the cost per graduate of your graduate training program?

The cost of the Graduate Development/Recruitment Program varies each year, depending on the number of graduates recruited and their home locations.

The following split can be provided:

	Category (Expenditure Jul 2001 to June 2002).
	Total $
	Per Graduate

	Graduate Development Program 2001 (38 Graduates)
	$    156,408
	$4,116

	Graduate Recruitment 2002 (33 Graduates) 
	$    177,870
	$5,390

	Graduate Development Program 2002 (33 Graduates)
	$    142,032
	$4,304

	Graduate Recruitment 2003 (based on the recruitment of 35 Graduates)
	$    147,140
	$4,204


Please note:

· these figures do not include salaries; and

· the calculation of the figures is based on the financial year and the Graduate Development Program is delivered on a calendar year.

15. What is the cause of the large variation from year to year in AFFA’s expenditure on training?

AFFA’s expenditure on training and development has varied over the past three years.  In 1998/1999 expenditure on training and development was $3.1 million (3069 employees), increasing to $3.9 million (2925 employees) in 1999/2000 and, decreasing to $2 million (3033 employees) in 2000/2001.

As stated in our Submission, the training expenditure figures tend to under report the level of training and development activity activities, due to the provision of opportunities to learn skills through on-the-job training.  The training expenditure variances can be explained through the analysis of the types of training initiatives that have been implemented over the past three financial years.    

Major Training Initiatives

	1998/1999
	

	· Leading People Program
	· Corporate Development Training Strategy 

	· Graduate Development Program
	· Corporate Leadership Program (Dev. Costs)

	· Management Development Program 
	

	
	

	1999/2000
	

	· Leading People Program
	· Corporate Development Training Strategy 

	· Graduate Development Program
	· Corporate Leadership Program 

	· Management Development Program
	· Financial Management Training

	
	

	2000/2001  
	

	· Regional Financial Management Training
	

	· Graduate Development Program

	
	

	2001/2002
	

	· AQIS Certificate II
	· Graduate Development Program

	· AQIS New Manager Training
	


16. What kind of measures could be put in place to recognise, measure and evaluate on the job training?

In its Submission to the Inquiry in May, AFFA stated that a major part of its training and development was delivered through the provision of opportunities of learning skills at work. 

Given this, AFFA is keen to develop key strategies to firstly recognise and then measure and evaluate the on-the-job training undertaken by staff.  AFFA is currently undertaking a performance management review, and through this process and the development of a strategic approach to learning and development, it is expected that AFFA will be able to link performance management outcomes, with the identified training needs of staff.

In recognising on-the-job training activities it is important that managers are able to effectively review job descriptions and ascertain the skills and knowledge required to the appropriate method of training, for each individual they manage.  
Evaluating effectiveness often involves the use of key performance measures - measures you can see, e.g., faster and more reliable output from the operator after they have been trained, higher ratings on employees’ job satisfaction questionnaires etc.  It is critical that a person’s performance is evaluated prior to training, immediately after the training and then again three to six months later.  This is where the principles of performance management is of great benefit.  It is vital that all staff are able to participate in genuine two-way feedback. 

17. What areas of learning and development does AFFA believe could new Public Service Education and Training Australia competencies address?

Competencies have been used as a tool within AFFA to translate development needs into a set of clear and measurable performance outcomes and which are recognised across the public sector.  

For example, AQIS currently offers a Certificate II and III in Quarantine Inspection.  The Certificate II program is designed to be completed by all new field recruits and provides training and development necessary to undertake field work to a satisfactory level of performance.  The Certificate III program is designed to be completed by field staff with broader job descriptions than those undertaking the Certificate II.

As both of these programs are currently being converted to the Public Services Employment and Training Australia’s Certificate in Government, AFFA is not in a position at this stage to comment on possible areas of change to the competencies.  AFFA is keen to consolidate the work currently being done to map its competencies against the PSETA package.  AFFA has attended several PSETA network meetings and addresses any concerns through this forum.

18. Does your agency’s Certified Agreement stipulate any training obligations towards staff? If so, what are they and how is compliance monitored? What happens if non-compliance occurs? Does the Agreement contain any other clauses relating to staff training?

Learning and development activities in AFFA provide key opportunities, through the ongoing enhancement of the skills and knowledge of employees, to continuously improve the effectiveness of both the employee and AFFA. Development involves and applies equally to all employees in AFFA and includes all formal training, coaching, mentoring, on-the-job training and external study.

Rather than containing prescription or detail regarding training entitlements the AFFA Certified Agreement 2000 – 2003 is “Principles based”, committing AFFA to providing its employees with learning and development opportunities that will assist them in their career aims, and to acquire the skills and knowledge they need to undertake current and possible future roles effectively.

The Certified Agreement does provide a range of entitlements under the AFFA Studybank Scheme for employees who are approved students, undertaking external study.  An approved student may be granted study leave and sabbatical leave at the discretion of the Secretary.  

Where a student has an application for study leave disallowed, or they are aggrieved with the Learning and Development opportunities being provided, they may request a review of the decision under the resolving workplace issues provisions of the Certified Agreement, or seek a formal review under the Public Service employment framework.

The AFFA Certified Agreement contains specific clauses dealing with AFFA Graduates and AQIS Quarantine and Export Inspection trainees, which provide that upon the successful completion of a course of training the employee will be advanced to a higher classification.

19. Your submission states that your staff’s individual training needs are contained in learning agreements. If so, what percentage of your APS staff are covered by such agreements?

All staff covered by the AFFA Certified Agreement 2000 - 2003 must take part in a full, 12 month work planning cycle, including a learning Agreement, to be eligible for salary advancement.

20. Your submission also states that performance agreements are used to identify training needs. What percentage of staff are covered by such agreements?

As stated above, all staff covered by the AFFA Certified Agreement 2000 –2003 must take part in a work planning or performance management cycle. 

In general, employees (ongoing, non-ongoing and contractors) who work for AFFA for 3 months or more are expected to develop a Work Plan and a Learning Agreement in conjunction with their manager.  People working for shorter periods may also be considered for inclusion; where the employee is likely to contribute more effectively if their job responsibilities are set out in a work plan; where additional, specific knowledge or skills are required to do their job; and where a good understanding of how their job contributes to the goals of the Department will help them to do a better job.

21. Is your agency satisfied with the training it is able to provide to recruits from the private sector? Could this area of training be improved and, if so, how?

AFFA provides all new staff with a comprehensive induction course and resource manual covering aspects such as: APS Values, security, fraud and ethics, departmental overview and people management strategies.  The induction course is an effective mechanism for individuals new to the public service and aims to assist participants to:

· increase awareness of the strategic directions AFFA is pursuing and have a common understanding of the key challenges facing managers and staff;

· know how, as individuals and work teams they can contribute to the planning and improvement processes in AFFA;

· understand their responsibilities as a staff member in AFFA; and

· know where to go for further information to ensure their speedy and effective orientation to working in AFFA.

Managers of new staff are also provided with an induction package, which incorporates information about the workplace that they need to provide the new member.

All AQIS field recruits undertake the Certificate II in Quarantine.
22. What are your agency’s main training delivery methods (eg in house, external, external conferences and seminars, job rotations, e-learning) and how is this decided?

AFFA encourages staff to undertake a broad range of development activities.  The training delivery method is dependant on the level and type of work an individual is involved in.  For example, the AFFA Graduates participate in 3 job rotations while completing a competency-based program, whereas the primary training method for scientists is via attending/presenting at external and internal conferences and seminars.   AQIS’s Certificates II, III and IV are also competency-based programs.  

The training delivery mode decision is made on an individual basis, through the employee and supervisor learning agreement discussion (outside of the competency-based programs). 

23. How does AFFA consider that the shift away from traditional learning could be best facilitated? Is there a role for the APS Commission in making this shift?

AFFA firstly defines traditional learning as the delivery mode of courses through lectures or tutorials that necessitate the presence of student and trainer at a specific location and time.

By providing training courses, for example electronically either via the internet or on CD, the geographical and time restrictions are lifted. This enables a wider variety of learning styles to be catered for and increases access for part time/shift staff, by allowing individuals to access material and study when it is appropriate for them.  Providing material electronically also allows access to material at any location (with necessary technology equipment).

The group interaction and networking opportunities available in traditional learning situations is highly valued by participants.  In establishing an alternative delivery method, the provision and support of communication infrastructure is an important consideration.  

The establishment of supportive communication tools: online material; and additional communication resources such as email, bulletin boards and chat facilities are expensive.  The APS Commission could help Agencies minimise the costs involved in developing on-line material by developing courses that are central to all Agencies training needs, for example Workplace Harassment and Cultural Awareness.   The provision of assessment facilities is also an important consideration, in particular that of self-assessment.  Work would need to be undertaken to ensure participants were able to assess their level of knowledge and provide feedback and guidance.  

This process could be undertaken by any Agency but it would be a better use of resources if coordinated by a central Agency.  The advantage of the APS Commission facilitating an e-learning project would mean that smaller Agencies would also be exposed to a wider range of activities and methods of learning.   

24. Does your agency think that there is scope for increased identification of, and response to, cross APS skills needs? Does the Agreement contain any other clauses relating to staff training?

It is imperative that Agencies have the ability to assess and decide on their individual training and development needs in meeting Business needs. However, when a skill or competency is identified as having APS wide relevance, such as contract management, it is appropriate that the Australian Public Service Commission co-ordinate the response and develop good practice processes and standards to ensure consistent application and economies of scale in delivery of the training across the APS.

Although AFFA is of the opinion that there is no requirement for identification of, and response to, cross APS skills needs, the constantly changing APS environment suggests continuous monitoring and assessment of this position is appropriate.

Aside from the clauses referred to in Question 18, AFFA’s Certified Agreement does not contain any other clauses relating to staff training.

25. Does your agency have a view on the merits of broad, general learning and development versus narrowly focused learning and development? Has your agency considered this issue at any time? 

The primary focus of learning and development in AFFA is to equip people to undertake their jobs efficiently and effectively, and to provide opportunities for them to gain additional skills and knowledge to advance within the organisation and better contribute to the outputs of AFFA.

However it is also recognised that learning and development outside of this scope is beneficial to employees and to the organisation indirectly.  Benefits may include increased retention rates among staff and their capacity to bring diverse views to bear on their work within AFFA. 

The balance between these strategies has not been formally considered by AFFA at this stage.
26. What APS Commission services does the your agency use and how effective has it found them? What percentage of training expenditure, and dollar figure, goes towards APS Commission services?

AFFA actively promotes the APS Commission’s training and development calendar via a standard link on a daily e-bulletin to all staff.  AFFA also raises awareness of particular programs (including the Senior Women in Management, the Career Development Assessment Centres, SES Fellowships and Leading Australia’s Future into Asia) through correspondence to all Executive Managers and Executive Directors.  AFFA has been a strong supporter of these programs.

Courses such as those mentioned above have been highly effective.   Evidence suggests that the APS Commission’s courses are considered fundamental in an individual’s career progression. 

AFFA also participates in a number of the APS Commission’s Networks, namely the APS Diversity and Disability Networks, the Indigenous Employers Group, the HR Directors Meetings and COMNET.

AFFA cannot provide details on the percentage of training expenditure and dollar figure that goes to APS Commission services.

27. Does AFFA’s Indigenous Career Recruitment and Development Strategy include participation in the indigenous cadetship program? If so, how many places does it provide and how is this number decided upon? Could you provide more detail regarding this strategy?

AFFA does not have an Indigenous Career Recruitment and Development Strategy.  However, the AFFA Indigenous Strategy Steering Committee has recently (July 2002) launched an Indigenous Strategy Statement.  This Statement incorporates the following broad action areas:

· improve awareness of Indigenous culture and best practice communication and policy/program/service development approaches throughout AFFA;

· increase the number of Indigenous clients aware of, and accessing, AFFA programs and services;

· increase the number of Indigenous people represented on AFFA related advisory committees and working groups;

· adopt workplace practices that support Indigenous employees; and

· increase the number of Indigenous people employed in AFFA.

To progress these actions, AFFA has created a new section - Indigenous People in Rural Industries, and has recruited an Indigenous Coordinator to lead the team. 

One of the first priorities of the team is to investigate opportunities to increase the department’s Indigenous representation and the development of appropriate strategies to support existing and new Indigenous staff.  For example, AFFA is currently exploring such options as the National Indigenous Cadetship Program and Indigenous Traineeships.  AFFA is also liasing with the APS Commission to keep abreast of the current issues in Indigenous recruitment and employment.  

28. Does your agency have figures on retention of indigenous employees?

As at 30/06/02, AFFA employed 46 Indigenous employees.  This number represents those individuals who have self-identified.

AFFA can provide the following Indigenous retention rates by classification for the past three financial years.  The following tables compare the retention rates of AFFA’s Indigenous staff, who were in active employment at 1 July in a year and the status of those individuals at 30 June, the next year.  

Retention Rates by classification 1999/2000

	Classification
	1/07/1999
	30/06/2000
	Rate

	DPIE BAND 1
	24
	20
	83.33%

	DPIE BAND 2
	8
	7
	87.50%

	DPIE BAND 3
	4
	4
	100.00%

	MEAT BAND 1
	1
	1
	100.00%

	MEAT BAND 3
	1
	
	0.00%

	SCIENCE BAND 2
	1
	1
	100.00%

	VET BAND 1
	1
	1
	100.00%

	Grand Total
	40
	34
	85.00%


Retention Rates by classification 2000/2001

	Classification
	1/07/2000
	30/06/2001
	Rate

	DPIE BAND 1
	21
	20
	95.24%

	DPIE BAND 2
	11
	8
	72.73%

	DPIE BAND 3
	5
	5
	100.00%

	MEAT BAND 1
	1
	1
	100.00%

	SCIENCE BAND 2
	1
	1
	100.00%

	Grand Total
	39
	35
	89.74%


Retention Rates by classification 2001/2002

	Classification
	1/07/2001
	30/06/2002
	Rate

	DPIE BAND 1
	17
	15
	88.24%

	DPIE BAND 2
	11
	10
	90.91%

	DPIE BAND 3
	5
	3
	60.00%

	MEAT BAND 1
	1
	1
	100.00%

	SCIENCE BAND 3
	1
	1
	100.00%

	VET BAND 2
	1
	1
	100.00%

	Grand Total
	36
	31
	86.11%


29. Could you provide the Committee with figures of how many indigenous employees were employed in your agency each year for the past five years by classification? 

Indigenous Employment as at 30/6/02 

	Classification Structure By Employment Stream
	ATSI

	AFFA Band 1 (Policy & Technical)
	23

	AFFA Band 1 (Science)
	 1

	AFFA Band 1 (Vet)
	0 

	AFFA Band 2 (Policy & Technical)
	11

	AFFA Band 2 (Science)
	 0

	AFFA Band 2 (Vet)
	1

	AFFA Band 3 (Policy & Technical)
	6

	AFFA Band 3 (Science)
	2

	AFFA Band 3 (Vet)
	 1

	AFFA Band 4 (Policy & Technical)
	 0

	Meat Inspectors
	1

	Secretary
	 0

	SES Band 1
	 0

	SES Band 2
	0 

	SES Band 3
	 0

	Grand Total
	46


Indigenous Employment as at 30/6/01

	Classification Structure By Employment Stream
	ATSI

	Secretary
	0

	SES Band 3
	0

	SES Band 2
	0

	SES Band 1
	0

	Science Band 3 
	3

	Science Band 2
	1

	Science Band 1
	0

	AFFA Band 3 
	8

	AFFA Band 2
	9

	AFFA Band 1
	18

	Meat Inspectors
	1

	Chief of Div 2  
	0

	Chief of Div 1  
	0

	Grand Total
	40


Indigenous Employment as at 30/6/00

	Classification Structure By Employment Stream
	ATSI

	Band 1
	25

	Band 2
	14

	Band 3
	7

	Band 4
	0

	Chief of Div 2  
	0

	Chief of Div 1  
	0

	SES Band 1
	0

	SES Band 2
	0

	SES Band 3
	0

	Secretary
	0

	Grand Total
	46


Indigenous Employment as at 30/6/99

	Classification Structure By Employment Stream
	ATSI

	Band 1
	31

	Band 2
	11

	Band 3
	2

	Band 4
	0

	Chief of Div 2  
	0

	Chief of Div 1  
	0

	SES Band 1
	0

	SES Band 2
	0

	SES Band 3
	0

	Secretary
	0

	Grand Total
	44


Indigenous Employment as at 30/6/1998

	Classification Structure By Employment Stream
	ATSI

	ASO 1
	4

	ASO 2
	15

	ASO 3
	9

	ASO 4
	4

	ASO 5
	4

	ASO 6
	13

	SOG C
	1

	SOG B/A
	5

	SES
	0

	Grand Total
	58


30. Does your agency, where there is an identified engagement with indigenous communities, have a practice of including in the selection criteria that the position is an identified position? What are the criteria for identifying jobs that have an engagement with indigenous communities? Are there any other measures taken to ensure that such positions are filled by indigenous employees or appropriately qualified non-indigenous staff?

Torres Strait Islanders and Aboriginal communities across northern Australia are key stakeholders in the work of AFFA’s Northern Australia Quarantine Strategy (NAQS).  NAQS has employed indigenous quarantine staff in the strategically important quarantine regions of the Torres Strait and Northern Peninsula Area.  Recruitment of all NAQS positions is based on merit.  Although these quarantine staff do not necessarily need to be Indigenous persons, the requirement of a detailed knowledge of Torres Strait Island or Aboriginal culture and customs;  and linkages with key Torres Strait Island or Aboriginal  stakeholder groups, has meant that Indigenous persons are best placed to meet these criteria.  NAQS employs indigenous quarantine officers on every inhabited island in the Torres Strait Protected Zone, at Thursday Island, and at Bamaga on the northern tip of Cape York.  

NAQS also employs a full time Aboriginal Liaison Officer (ALO) in Darwin.  The role of the ALO is to develop ways of increasing quarantine awareness in Aboriginal communities in the Northern Territory (NT).  Although the ALO did not necessarily need to be an Indigenous person, the requirement of a detailed knowledge of Aboriginal culture and Aboriginal communities within the NAQS area in NT; and linkages with key Aboriginal stakeholder groups, meant that an Indigenous person was best placed to meet these criteria.  Recruitment to this position was merit based and a mixture of Indigenous and non-Indigenous persons were interviewed.
31. Is your agency participating in the Indigenous Employment Group that the APS Commission is coordinating in any way?

AFFA is a member of the APS Commission’s Indigenous Employment Group.  AFFA actively contributes to this Group, presenting information, leading discussions and sharing information regarding AFFA’s indigenous activities.  

AFFA also jointly hosts NAIDOC celebrations with the APS Commission, staff volunteering on planning committees etc.  

32. Does your agency provide cross cultural training for non-indigenous people who provide a significant level of services to indigenous people?  How is the need for employees to attend such courses identified? 

Members of AFFA’s Indigenous Strategy Steering Committee have attended cross-cultural awareness training.  A sub-committee has subsequently been formed to investigate appropriate training courses for delivery to other staff that are involved in delivering services (whether it be policy development, program administration or public relations activities) to Indigenous people.

BRS RECRUITMENT POLICY

Preamble: 

Decisions on recruitment and selection of staff must be in accordance with the Public Service Act 1999, Public Service Regulations and be consistent with the AFFA Certified Agreement 2000-2003. All staff recruited must be Australian citizens.

The following guidelines and processes should be followed:

Recruitment Timing

Program Leaders will be advised 6 months in advance via the HR report of up-coming expiry of contracts and staff leaving/returning. The responsible Program Leader should initiate recruitment action at 4 months. During this period affected staff should be advised of the decision to either recruit or not and be provided with regular feedback on progress.

Recruitment Processes

 (a) The Program Leader had delegated authority re non-ongoing staff while decisions re ongoing staffing, including initial approval to staff, are made by the BRS Executive after advice from the Program Leader.

(b) The filling of all vacancies (ongoing and non-ongoing) are to be approved by the Executive Director, Dr Peter O'Brien.

Approval will generally require a minimum of 3 days; more time will be needed in the case of creating an on-going position as this will be considered by the BRS Executive Committee.

Non-ongoing Staff

Short-term contracts (less than 2 years) are to be avoided because of their high overhead costs unless they are specified by the project and engage specialist non-transferable skills.

Recruitment Processes

Recruitment of non-ongoing employees

For a period of less than 12 months the BRS Specialist Register may be used. 

When a decision is reached on the appropriate person then a request to PwC to process the action should be made using the 'Request for the Engagement /Extension of a Non-Ongoing Employee' Form (available from AFFALINK-PwC website). 

For very short term needs it may be appropriate to use agency staff (such as Kowalski for EA positions).

For periods in excess of 12 months the position should be advertised externally (at a minimum in the Gazette and AFFA internet site) using the "Request to Advertise" Form (available from AFFALINK PwC website).

The selection process is the same as that for ongoing positions.

Recruitment of ongoing employees

Once approval to proceed has been given the 'Request to Advertise' Form should be used to initiate advertising.

PwC requires at least 5 days to process for APS Gazette and press advertising. 

Applications close normally 2 weeks after advertising.

Selection Processes

It requires, on average, 4 weeks from the close of applications to form a Selection Committee, short-list, interview, and to put forward a recommendation to the Delegate to decide on. 

There is a 2 week period for Band 1 and 2 recruitment allowed for appeals after notification has appeared in the APS Gazette.

Time of release for the employee is a matter for negotiation between the two workplaces and should be negotiated by the Program Leader.

Security clearances and medical examinations may extend this period.

Advice on recruitment processes can be obtained from PwC Recruitment.

Advertising

Use standard approved format and designated titles (below) in all advertisements, correspondence and business cards.  Prior to advertising, Program Leaders are to satisfy themselves that the work is at an appropriate level in accordance with Work Level Standards.

Science Stream

Program Leader - program name

· Senior Principal Scientist
B3,WL6

· Principal Scientist

B3,WL5

· Senior Scientist

B3,WL4

· Scientist


B1,WL1 to B3,WL3

Each title may be amplified using a discipline descriptor eg Scientist - Food Safety.

Policy and Technical Stream

· Program Leader - Executive and Business Management

· Manager (business description, eg. Manager - Finance) Work Level 7 & 8

· Business Coordinator (business description, eg. Business Coordinator - HR, or Program eg Business Coordinator - Water Sciences) Work Level 4 - 6. 

· Office Manager (for Executive /Divisional Executive Assistants) Work Level 4-6 

· Technical Officer (program description, eg. Technical Officer - Water Sciences) B2, WL5 to WL6.

Specialist Register

(a) The preferred route is to hire a consultant (below $10,000) or non-ongoing staff (for less than 12 months) because of simplicity and low overheads.

(b) All non-ongoing staff should be listed on the Specialist Register.
Skills and Knowledge Register

The Register is to be maintained under direction of Program Leaders with an up-to-date personal entry being required from all staff. 

Temporary Assignment

Two key principles are that generally no additional remuneration is paid for periods less than 6 weeks and that positions must be subject to an internal merit selection process if they last longer than 6 months. All staff must take into account and respect Work Level Standards and remuneration must reflect the appropriate WLS.

Temporary Assignment to be used only for vacancies of 6 weeks to 6 months with longer vacancies being filled by advertisement at the outset.

Mobility

Mobility arrangements between organisation units may be particularly effective in some circumstances. Such arrangements allow for the recruitment of personnel who do not wish to sever working relationships with their home agency.

The recruitment of personnel employed by other APS agencies, as a temporary assignment, will be organised on a manager-to-manager basis. There are two options for this type of recruitment:

· Recruit as per non-ongoing staff under contract. These staff would take Leave Without Pay from their home agency.

· Recruit under a contractual arrangement with their home agency whereby BRS reimburses that agency for the actual costs. Those staff retain their existing Certified Agreement conditions and continuity of service.

Remuneration and Work Level

Positions in the Science Stream have specific work level standards and these must be utilised in determining a level.

Movement between the Bands is based on a work availability test, a full merit selection process and a qualification test may apply.

Movement between Work Levels within the Bands is subject to a work availability test, performance and a qualification test may apply.

Remuneration must be consistent with the AFFA certified Agreement or agreed as part of an Australian Workplace Agreement (AWA).

Work availability is determined by the Program Leader who decides that there is work that requires doing at a higher level. A full merit selection process is a recruitment process that meets the requirements of openness and transparency as set out in this policy. A qualification test means that specific qualifications are required to be able to adequately carry out that work. The Program Leader determines appropriate qualifications for a position, taking into account work requirements and Work Level Standards for that position.

Positions in the Policy and Technical Stream have specific Work Level Standards and must be utilised in determining a level.

Movement between Bands is subject to a work availability test and a full merit selection process.

Movement between Work Levels within Bands is subject to a work availability test and an internal merit selection process

The BRS Work Level Standards will inform Program Leaders in establishing the Work Level for each vacancy and will be available to all staff as guidance for developing and assessing annual Work Plans. 
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