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Naming of referenced Circulars and
Memoranda

References to Circulars issued by Public Service
Commission use the format: PSCC2013-99 Title.

References to Circulars issued by Public Sector Industrial
Relations use the format: PSIR C2013-99 Title.

References to Circulars issued by Department of Premier
and Cabinet use the format: C2013-99 Title.

References to Premiers Memoranda to Ministers use the
format: M2013-99 Title.

References to Circulars issued by Public Employment Office
use the format: P2013-99 Title

(2013-99 Title represents YYYY-XX where YYYY is the
year and XX is number of the annual issue and Title is the
subject title of the publication). .

DISCLAIMER

The Personnel Handbook is intended to be a helpful guide
to human resources directors, managers, officers and
employees. It is not written for jurists or lawyers and it has
no legal status. In all matters subject to dispute, reference
must be made to source documents such as legislation
and industrial instruments. These references are generally
included at the head of each section.
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GENERAL GUIDANCE
CHAPTER 1 except 1-3

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

1-1 Creating positions

Section 9 (2) of the Public Sector Employment and
Management Act 2002 provides that department heads
may create, abolish or otherwise deal with any positions
in their department other than the position of department
head.

1-2 Classifying and grading positions

1-2.1 Sources of authority

= Public Sector Employment and Management Act 2002,
Chapter 2, Part 2.1;

= C1995-34, Guidelines under the Public Sector
Management Amendment Act 1995. This Circular still
applies and the reference to section 8(3) of the Public
Sector Management Act 1988 is taken to be a reference
to section 9(3) of the Public Sector Employment and
Management Act 2002.

= C2009-18 NSW Public Sector Capability Framework
and Job Evaluation Provisions. This Circular confirms
that agencies should continue to use an accredited job
methodology and may use desktop evaluation. The
revised Job Evaluation Guidelines attached as Appendix
1A of this chapter explain the various job evaluation
options available to agencies, including desktop and
panel evaluation.

= C1997-35, Implementation of Job Evaluation Outcomes.

= (C1998-50, Implementation of Job Evaluation Outcomes
(to be read in conjunction with C1997-35).

Chapter 2 of the Act applies only to the Public Service,
that is Principal Departments and other agencies listed
in Schedule 1 Part 1 of the Public Sector Employment and
Management Act 2002. For the purpose of this Chapter
the term “agencies” will be used to collectively describe
these entities.

1-2.2 Scope of provisions

This section applies to positions up to and including that
of Clerk Grade 12 or equivalent positions. See also section
1-3 Guidelines on Senior Officer classification.

1-2.3 General

Section 9 (3) of the Public Sector Employment and
Management Act 2002 requires department heads or

their delegates to classify and grade non-SES positions in
accordance with guidelines issued from time to time by the
Public Sector Commission.

1-2.3.1 Principles underpinning classifying and grading
Decisions on classifying and grading should be
consistent with:

= government policies and priorities;

= classifications and grades established by appropriate
industrial instruments;

= compliance with wage fixing principles;

obtaining value for money by assessing work value in
terms of the expected outcomes;

= employees being assigned duties appropriate to their
classification and grade; and

= equal employment opportunity.

1-2.3.2 Choosing the appropriate classification

Job evaluation is not only about ascertaining the size of
a job relative to others in the department but also about
its most appropriate classification. Once a classification
decision has been made, the question of appropriate
grading can then be determined.

The classification can be assessed from information
contained in the position description.

1-2.3.3 Qualifications

Appropriate emphasis should be given to the qualification
requirements of the position and whether formal
qualifications are essential to the position’s functions.
Qualifications should only be required if they are necessary
to fulfil the requirements of the position and where
relevant experience is not sufficient.

A qualification is the recognition — accepted in NSW,
nationally or internationally — that a person has attained
a certain standard of education, knowledge and skill in a
particular field. Qualifications include degrees, diplomas,
certificates, grades of membership in a professional
association or institution, or enrolment or licensing by
legally recognized registration bodies such as courts or
registration boards.

Qualifications are essential for many positions in the
public service including Medical Officers, Legal Officers,
Engineers, Architects and Surveyors.

Qualification requirements can usually be ascertained
by referring to the relevant industrial instrument for the
position. In the case of financial and accounting officers,
see the Department of Premier and Cabinet C1999-69,
Qualifications for Senior Financial Management and
Accounting Positions.

Note that the three accredited job evaluation systems refer
to formal qualifications in the descriptors for job expertise/
knowledge, skills and experience. However, they also
recognise the possibility of expertise being gained through
experience, at all levels.

Refer to "2-10.7.3 Requirement for educational, trade

and professional qualifications”and “2-10.7.4 Knowledge

and experience” for a further discussion of qualification
requirements in the context of recruitment.
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1-2.4 Methods of classifying and grading

All agencies must have an accredited job
evaluation methodology.

There are two methods of classifying and grading:

= The points factor system of job evaluation for
salaried positions used by agencies that have
implemented an evaluation system accredited by
the Department of Premier and Cabinet

= Draft classification and grading by an agency that does
not have an accredited job evaluation system, subject
to review by the Public Service Commission before the
agency head makes a final determination.

Any other situation is to be referred to the Public Service
Commission on 9272 6000 email: enquiries-psc@psc.nsw.
gov.au.

1-2.4.1 Accredited job evaluation systems

The three systems that have been accredited for use in
grading public sector positions are:

= Mercer CED Job Evaluation System’
= Hay Job Evaluation System
= OCRJob Evaluation System

Mercer now owns the Mercer CED and OCR systems and no
longer provides updates or training for the OCR system.

Public sector agencies using the OCR system may continue
to do so. Agencies implementing job evaluation for the first
time or considering changing systems should select either

the Mercer CED or Hay Job Evaluation System.

1-2.4.2 Obtaining accreditation

To obtain the Public Service Commission’s authorisation
to use job evaluation methodologies to classify and grade
positions, agencies must have successfully implemented
one of the above three accredited systems. Agencies are
advised to select the Mercer CED or Hay methodologies
as OCR is no longer supported. Agencies should then
make application to the Public Service Commission
demonstrating that:

= the NSW Public Sector Job Evaluation Guidelines have
been fully adopted (see Appendix 1A of this chapter);

= the agency can maintain the integrity of the job
evaluation system; and

= there has been a transfer of job analysis and job
evaluation skills from the consultants to the agency’s
employees.

The application should also include:

= the total number of salaried employees in the agency
and the number in the classification;

details of the sample group whose positions were
evaluated to indicate how representative they are of the
agency as a whole;

= the points-to-grade table for the classifications
within the agency derived from the evaluations of the
representative sample; and

= several completed position descriptions.

1-2.5 Using accredited job evaluation
methodologies

Job evaluation refers to the use of a methodology to assess
the work value of a position. The process involves the
systematic comparison of jobs to ascertain the relative size
of each position in a classification or grading structure.

Jobs are analysed and compared by reference to different
factors common to all jobs, such as skill, responsibility,
decision-making, complexity, team work and contact with
other people. Each factor is given a range of points. The
maximum number of points allotted to it determines the
relative importance or weighting of a factor

The Public Sector Capabilities website provides a range of
resources to assist in designing and describing positions,
including the Job Design and Description Guide, a model
position description template and a guide to completing
the template. See http://www.pscapabilities.nsw.gov.au/
hr-managers/job-design-and-description/

1-2.5.1 Implementing job evaluation outcomes

= |f the work of a position has not changed substantially,
but when evaluated using one of the three accredited
job evaluation systems is found to be of a higher grade
than the level at which it was established, C1997-35
provides that:

- In certain circumstances approval may be given to the
current occupant of the position being paid by way
of allowance. Payment of the allowance is subject
to the current occupant performing satisfactorily in
the position and having been appointed following a
process of competitive merit selection (albeit to the
pre-job evaluation level).

- The existing occupant may elect to compete for
the position at its new higher level rather than be
paid an allowance. C1998-50 deals with this option
and emphasises that the decision to forego the
allowance provided for in C1997-35 and to conduct a
competitive process rests with the existing occupant,
not management.

Where the work has changed substantially or the
position falls vacant the position should be filled by
merit selection.

= |f the work of a position has not changed substantially,
but when evaluated is found to be of a lower grade than
the level at which it was established, agencies may

- adjust the work assigned to the position to a level
commensurate with the position’s existing grade. The
position should then be re-evaluated to confirm that
the work value is appropriate to the grade; or

- in consultation with the position occupant, redeploy
the position occupant to another suitable position at
their substantive grade.

1-2.5.2 When the Public Service Commission’s advice is
to be sought

Agencies with accredited job evaluation systems are
expected to classify and grade positions in accordance
with the appropriate industrial instrument without
reference to the Public Service Commission.
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If the agency proposes to change the classifications and
grades of most or all of the positions within a vocational
group, or if there is uncertainty about the most appropriate
award classification for a position, Public Sector Industrial
Relations, NSW Industrial Relations, should be contacted
on 9020 4644.

1-2.6 Agencies without job evaluation systems

Agencies that do not have an accredited job evaluation
system are to refer all draft classification and grading
recommendations for non-SES positions to the Public
Service Commission for review before a final determination
is made.

Agencies should provide the Public Service Commission
with details of their draft job evaluations using an
approved job evaluation methodology, and information
on job analysis and job evaluation panel procedures.
Otherwise, they must submit detailed justification for

the recommended classifications and grades, together
with copies of the position descriptions. (See C1995-

34, Guidelines under the Public Sector Management
Amendment Act 1995 where the reference to section 8(3) of
the PSM Act 1988 is taken to be a reference to section 9(3)
of PSEM Act 2002).

1-2.6.1 Endorsement for certain new positions

Agencies classifying and grading new positions without
accredited job evaluation methodologies may regard the
Public Service Commission’s endorsement as given when:

= the new position(s) warrant the same classifications and
grades as one or more similar positions already existing
inthe agency

= there are no significant differences in the descriptions of
the duties and responsibilities of the new position(s) and
the existing positions

Show Archived Hide Archived

= the maximum salary of the position(s) does not exceed
the maximum salary for Clerk Grade 12 under the
Crown Employees (Administrative and Clerical Officers —

Salaries) Award (or equivalent).

1-3 Guidelines on Senior Officer
classification

NEW GUIDANCE

This guidance is no longer relevant. No new Senior
Officer roles may be created after 24 February 2014.

Show Archived Hide Archived
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Appendix 1A: NSW Public Sector Job Evaluation Guidelines March 2011

1A-1 Job evaluation

1A-1.1  Job evaluation is a systematic method of
determining the relative work value of jobs in an
organisation. The process assesses the nature, impact and
accountabilities of jobs to establish job grades, which in
turn determines levels of pay.

1A-1.2  Departmentsincluded in Part 1 of Schedule 1 of
the Public Sector Employment and Management Act (PSEMA)
2002 should use only the methodology of accredited firms
Mercer (Australia) Pty Ltd (Mercer CED Evaluation system
and OCR Job Evaluation system) and the Hay Group (the
Hay Guide Chart-Profile).

1A-1.3  The job evaluation system is applied to job
positions and their actual requirements rather than the
skills and experience of a particular incumbent. Therefore,
itis important to establish a clear understanding of the
work required of the position as opposed to the capacity of
the individual.

1A-1.4  This guide aims to provide principles of best
practice for job evaluation, regardless of the job evaluation
system and approach used.

1A-2 Approaches to job evaluation

Agencies have a number of options for job evaluation, as
follows:

1A-2.1 Desk top evaluation

1A-2.1.1 Desktop evaluation is undertaken by a single
evaluator. The desktop evaluator is usually attached to
the agency’s human resources area, or shared services
provider, is formally trained and accredited in the
methodology selected by the agency, and has technical
expertise and experience in its application.

1A-2.1.2 Desktop evaluation is considered to be the most
cost-effective and efficient approach to job evaluation in
most circumstances; but more importantly, it enhances

the validity of evaluation within the agency as the
evaluator, as a human resource practitioner, has a degree
of independence from other business areas. That is, they
have no vested interest in grading outcomes. Conflicts of
interest are more likely to arise where representatives of
the business area are involved in determining evaluation
outcomes.

1A-2.1.3 The quality of job evaluation within the agency
is also enhanced as the desktop evaluator is able to
determine internal relativities based on their total
organisational perspective, their understanding of the
role and functions of positions across the agency and the
environment in which they operate, and the dynamics

of organisational change. They also have access to the
agencies’ databases to facilitate the application of
consistency.

1A-2.2 Consultants

1A-2.2.1 Agencies may use consultants routinely, for
example, to evaluate executive positions or when job
evaluation is not a frequent requirement in the agency.
They may also use them when additional expert resources
are needed, such as when a large number of position
descriptions require evaluation.

1A-2.3 Job evaluation panels

1A-2.3.1 Evaluation panels, when used, should comprise
a convenor and representative/s of management and
employees with training and experience in the use of the
job evaluation system. A person with detailed knowledge
of the role and responsibilities of the position to be
evaluated (other than the occupant of the position) may be
invited to advise the panel with regard to the specifics of
the role. Panels should include both women and men.

1A2-3.2 The members of the panel should individually
assess the position against each factor relative to the
evaluation system being used, and then compare their
views. If initial assessments are different, the panel

should follow a process of discussion and review to reach

a consensus on the assessment for each factor. If a panel
cannot reach consensus on the evaluation of a position, the
majority and minority views should be recorded. Either the
panel, or the convenor, should then translate the agreed
assessments for each factor into a total point score for the
position, using the scoring method for the system. All panel
members should sign the evaluation report.

1A-2.3.3 All panel members should have adequate training
and a clear understanding of their role on the panel.
Selection of the convenor should be made on the basis

of their formal training in the job evaluation system and
expertise in its use, and their skills in reconciling diverse
points of view.

1A-2.3.4 The convenor of the panel should arrange for
the panel's evaluations to be submitted for consideration
in accordance with the department’s decision-making
arrangements.

1A-3 Capable and experienced job evaluators

1A-3.1  Only people trained in the job evaluation
methodology used by the agency should undertake job
evaluation.

1A-3.2  Agencies should ensure that only capable and
experienced evaluators undertake desktop job evaluations
and that evaluators do not evaluate their own positions or
positions where there is any conflict of interest.

1A-4 Employee awareness

1A-4.1  Successful implementation and use of job
evaluation is dependant on a shared understanding within
the agency of the objectives of systematic and equitable
assessment of the relative work value of positions for
classification and grading purposes, and how the system
operates to achieve these objectives.
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1A-4.2
evaluation system used and how they will be involved.

All employees should be aware of the job

This is essential for job evaluation to be successful.

1A-4.3
information about job evaluation to employees affected by
job evaluation.

As soon as practicable managers should provide

1A-4-4  If thereis a current substantive occupant they
should be given the opportunity to comment on the
accuracy of the position description, before it is evaluated.

1A-5 Access to information

1A-5.1 Information on the system, how it operates and
inputs required should be freely available.

1A-5.2  The outcome of job evaluation should be made
available to position occupants on request, only after final
grading decisions have been made by the agency head or
delegate.

1A-6 Training

1A-6.1  Allemployees undertaking job evaluation need
sufficient training to be proficient in the use of the system.

1A-7 Good quality job information

1A-7.1  Regardless of the system and approach used,
good quality job information is fundamental to the quality,
integrity and credibility of job evaluation.

1A-7.2  Thejob evaluator should ensure that their
assessments relating to the factor headings used in the job
evaluation methodology are information-based, and do not
make assumptions about aspects of the job.

1A-7.3  The chief source of quality job information is
an up to date and accurate position description. A model
position description has been developed as a guide to
capturing and presenting the information needed for
the evaluation of positions. This is available at www.
pscapabilities.nsw.gov.au

1A-7.4  The position occupant and the manager of the
position should discuss the position description and,
ideally, any difference of opinion should be resolved
between them, with assistance from a trained job analyst if
needed.

1A-7.5  Other key sources that may be accessed if
necessary include:

= Ajob expert such as a human resources practitioner,

= Information used by the job analyst in developing the
position description, such as questionnaires completed
by, or records of interviews with a representative
position holder and/or their manager,

= Other organisational information eg the website, major
project briefs, business plans etc.

1A-8 Developing up to date and accurate
position descriptions (the job analysis process)

1A-8.1 The process

Job analysis is the process of gathering information about a
job from various sources, analysing it and using it to write a
description of the job. Itis one of the most important steps
in the evaluation process. It requires highly developed
analytical and communication skills, particularly skills in
listening, recording and presenting the outcome of the
analysis in clear, concise written form.

1A-8.2 Application of the process

Application of the process will vary for each specific
position. Developing position descriptions for new or
changing functional areas may require quite extensive
information collection and analysis. Tailoring a generic
position from the Capability Framework Library or updating
an existing position description for a job that is largely
unchanged and operating satisfactorily are usually simpler
tasks.

1A-8.3 Information sources

There are a number of sources of relevant information
that agencies can use to develop or update position
descriptions. These include:

= Organisational information (organisation charts,
corporate and business plans, annual reports, review
reports etc).

= Job questionnaires completed by current/former
position incumbents or managers.

= Existing position descriptions for the job or similar jobs
drawn from:

- The Agency’s own library of position descriptions

- The Capability Framework Position Description
Library of generic position descriptions at www.
pscapabilities.nsw.gov.au

- Public job search sites including www.jobs.nsw.gov.au
and commercial sites.

= Abroad range of other sources such as industry/
professional standards

= Job analysis interviews conducted by the job analyst
with subject experts, who may include individual
employees, groups of employees, a sample of employees
with similar responsibilities or external experts. Job
analysis interviews seek deeper understanding of the
job and clarification of any gaps, inconsistencies or
obscurities in the information gathered to date.

1A-8.4 Position description format

= The position description should be written in the
agency's standard format. There is a model format for the
sector at www.pscapabilities.nsw.gov.au. Agencies have
flexibility to vary the model format, provided that their
own standard format captures all information required
for job evaluation.

= Agency position descriptions should draw on the NSW
Public Sector Capability Framework to describe the
capabilities (knowledge, skills and abilities) required for
the position.
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1A-8.5 Avoiding bias

1A-8.5.1 The standard questionnaire and standard
position description have been designed to avoid any
inherent bias based on gender, race or other diversity
issues. Job analysts and evaluators should ensure that they
are aware of equity issues when undertaking their roles.

1A-8.5.2 One of the strengths of points factor job
evaluation is that it demands a more systematic and open
analysis of the actual content of the work done in the
position to be evaluated. This process is intended to ensure
a better understanding of the role, responsibilities and
characteristics of the position.

1A-9 The NSW Public Sector Capability
Framework Position Description Library

1A-9.1  Alibrary of sample position descriptions has
been developed to assist job analysts and evaluators. The
library includes jobs that are common in the public sector
and indicative evaluation profiles prepared in consultation
with unions. The library is available at www.pscapabilities.
nsw.gov.au

1A-9.2 These position descriptions are a resource for
agencies to use at their discretion, and may be adapted to
suit the agency. Contextual material such as information
on organisation environment, organisation charts, and
position dimensions (eg budgets, key delegations/
authority to make decisions) should be added when using
these generic position descriptions. Once added the
position description will require desktop evaluation.

1A-10 Quality assurance

1A-10.1 Quality assurance process

Agencies have a range of options to ensure the quality

of the job evaluation process and to identify process
improvements required to meet the organisation’s needs.
The quality assurance process adopted in each agency
must be multi-dimensional to avoid the risk of a single
point of failure in the evaluation process.

1A-10.2 Quality assurance options

Options range from routine quality checks of individual
evaluation reports to reviews of the efficiency and
effectiveness of the whole system. Some examples follow:

1A-10.2.1 Consistency checks

1A-10.2.1.1 Checking evaluation outcomes with other like
examples, or within job families is a key quality assurance
requirement of the evaluation systems. Agencies have
developed substantial databases of position descriptions
and job evaluation profiles, providing a sound basis

for monitoring and quality assuring the feasibility and
consistency of position evaluation and grading.

1A-10.2.1.2 Implementation of the NSW Public Sector
Capability Framework (PSCF) and adoption of a position
description format which incorporates capabilities will
further encourage consistency, particularly where agencies
identify and develop generic position descriptions and
evaluations for families of jobs across the agency.

1A-10.2.1.3 Access to the PSCF Library of Position
Descriptions and Indicative Evaluations Profiles provides
agencies with a useful reference for moderation of agency
evaluations, although contextual factors and information
specific to positions such as delegations and budgets may
influence final evaluation outcomes.

1A-10.2.2 Second evaluator

A second evaluator may review the job evaluation process,
evaluation report and outcome. This is known as a "peer
review" process.

1A-10.3 Third party/external consultant

The agency’s Human Resources Unit or shared services
provider may opt to seek the advice of a third party or
consultant who is expert in the evaluation system.

1A-10.4 Agency sign-off

A senior human resource manager who has a broad
overview of positions and position grades across the
agency and an understanding of job evaluation signs off
the job evaluation process and outcomes. Approvals are in
accordance with agency delegations

1A-10.5 Evaluation feedback and review -individual
cases

The manager, position incumbent or position incumbent
with their employee representative may seek feedback
and a further review if not satisfied with an evaluation
outcome. Agencies are not obligated to agree to a review
but it is recommended that requests for a review are
favourably considered unless there is a good reason not
to do so. Agencies may determine their own approach to
reviewing job evaluation outcomes.

1A-10.6 Feedback and review -agency system

The agency may undertake periodic reviews of the
effectiveness of the agency’s job evaluation processes,
which should include feedback from stakeholders
including managers, staff and job evaluators.

1A-11 Job evaluation records

1A-11.1 Job evaluation records provide a means for:
checks on previous evaluations for jobs with similar
features, consistency checks, resolution of queries, and
periodic system reviews.

1A-11.2 The conclusions of the evaluator on the
assessment of factors and the total point scores for
positions should be recorded in the format specified by
the job evaluation system, and that document should be
retained as an auditable document. These documents
should be retained for a minimum of five years after action
is completed, in accordance with the requirements of the
State Records Authority, General retention and disposal
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authority: personnel records, PERSONNEL-EVALUATION
(6.1.1) see www.records.nsw.gov.au/recordkeeping/

government-recordkeeping-manual.

1A-12 Job evaluation outcomes

1A-12.1 Status of evaluation outcomes

Job evaluation assessments should be regarded as reports
to the agency/department head in relation to the exercise
of classification and grading powers under the Public Sector
Employment and Management Act 2002.

1A-12.2 Payoutcomes

The final outcome of the evaluation process should
be a decision by the agency head, or delegate, on the
classification, grade and salary range of the positions
evaluated.

1A-13 Good practice job evaluation
Do
* Assess the requirements and characteristics of the job

* Ensure the position description or other job information
used is accurate and up-to-date

* Clarify job information where there is any aspect of the
job whichis unclear

* Ensure job evaluators are trained and experienced in the
use of the relevant job evaluation system

* Use system, feasibility and organisational consistency
checks to test for evaluator and system errors and ensure
the quality of job evaluation outcomes

* Ensure evaluation rationale and records are clearly
documented for the periodic audits/reviews

* Follow-up onissues in a job evaluation review where
information is unclear

Don’t
* Assess the person currently in the position

* Make assumptions about a job and/or evaluation outcome
where job information is missing or not available

* Bypass system, feasibility and organisational consistency
checks
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GENERAL GUIDANCE

CHAPTER 2 except 2-5, 2-6 ,2-11 & 2-18
For guidance on recruitment and selection, refer to:

* Part 3 of the GSE Rules
* Recruitment and Selection Guide
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2-5 Major restructuring within agencies

NEW GUIDANCE

For guidance on the management of excess employees
and workforce transition, refer to the Workforce
Transition page of the Employment Portal.
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2-6 Excess employees

NEW GUIDANCE

For guidance on the management of excess employees
and workforce transition, refer to the Workforce
Transition page of the Employment Portal.
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2-11 Employment and training
initiatives

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

2-11.1 Policy statement

All departments should consider recruitment options that
combine paid work and training as a workforce planning
strategy for developing essential skills and attracting
talented employees to the NSW public sector.

2-11.2 Apprenticeships and Traineeships

2-11.2.1 Overview

Apprenticeships and traineeships combine structured
training with work that can be full-time, part-time or school
based. They lead to a nationally recognised qualification
and are available to anyone of working age, including
young people who are new or recent entrants to the
workforce, people re-entering the workforce or changing
careers, and existing workers. Apprenticeships generally
align with traditional trades and have a nominal term of

3 or 4 years, including 2-3 years of training. Traineeships
from Certificate Il to Diploma levels are available for wide
ranging occupations and generally range from 6 months to
3 years. Progression can be fast tracked, depending on the
ability of the apprentice/trainee, the scheduling of formal
training and specific job requirements.

Apprenticeship and traineeship programs are oversighted
by Commonwealth and State governments. The term

‘Australian Apprenticeships’ is used at a national level

to encompass all apprentices and trainees. Australian
Apprenticeship Centres (AAC) are contracted by the
Australian Government to provide assistance to employers,
apprentices/trainees and training providers. Key steps

for employers in the establishment of an apprenticeship
or traineeship include selecting an AAC, recruiting the
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apprentice or trainee (or identifying existing employees),
choosing a training provider, and working with the AAC

to develop a training contract and plan. Both levels of
government provide different types of incentive funding
to employers. National funding is available to statutory
authorities but not departments. State funding is available
for apprentices and new entrant trainees but not existing
worker trainees (phone 13 28 11).

Further information: A Guide to the Employment of
Apprentices and Trainees in the NSW Public Sector.
Australian Government Australian Apprenticeships
telephone 13 38 73 (AAC). NSW Department of Education
& Training State Training Services telephone 13 28 11.

2-11.2.2 Employment and recruitment

Wages and conditions for apprentices and trainees are
provided in accordance with the provisions of the relevant
award or other appropriate industrial instrument. The
Crown Employees (Public Service Training Wage) Award
2008 provides rates of pay and some conditions of
employment for trainees (including part time and school-
based trainees) in departments; see C2011-12 Variation
to Crown Employees (Public Service Training Wage)
Award 2008. All other conditions of employment are as
per the Crown Employees (Public Service Conditions of
Employment) Award

Arange of employment pathways is available for
apprentices and trainees:

= Recruited on a permanent basis, pending successful
completion of the traineeship or apprenticeship, at
which time the employee would be appointed to an
appropriate permanent position.

= Recruited on a temporary basis for the period of

the apprenticeship or traineeship, at which time the
employee may be considered for further temporary
employment and should be encouraged to apply
for permanent positions. Apprentices/trainees in
departments may be employed under PSEMA s27
and after two years employment may be eligible for
permanent appointment under PSEMA s31.

= Employed by two or more public sector agencies, in
accordance with cross-agency employment provisions
in PSEMA s100, for instances where a single agency
cannot employ an apprentice/trainee for the full term of
the training contract. The agencies concerned agree on
arrangements under which the employment and training
responsibilities for the period are to be shared.

Employed by a group training organisation, where
agencies cannot provide the full range of training,
supervisory or ongoing employment opportunities. The
GTO is the legal employer responsible for recruitment,
wages etc and the department where the apprentice/
trainee works is a ‘host’ employer. Trainees and
apprentices employed by a GTO may be encouraged

to apply for public sector positions at the successful
conclusion of their training contract.

= School based pathway, where public sector agencies
employ senior school students who are undertaking
school-based apprenticeships or traineeships part-time.
Students generally work one day per week during term
and full-time during part of the holidays.

Recruitment strategies can include the following:
= advertise on jobs.nsw or on agency websites

= advertise in local and metropolitan newspapers
= use arecruitment service

= use agroup training organisation.

Public sector agencies should use merit selection in
recruitment processes and target identified EEO groups.
They should maximise opportunities for young people
whenever feasible to improve their under representation
across the public sector.

2-11.2.3 Cadetships, Internships and Graduate Trainee
Programs

These may be agency or sector wide programs, involving
recruitment either to base level professional occupations
or above entry level clerical and administrative positions.

Permanent appointment is available for disadvantaged
groups under PSEMA Regulation 6 on successful
completion of the training period.
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2-18 Appeals

NEW GUIDANCE

The mechanism for promotion appeals to the IRC
was discontinued on 24 February 2014. The GSE
Regulation (clause 5, Schedule 4) provides for
promotional appeals lodged before 24 February to
continue to be heard and dealt with.

Part 4 of the GSE Rules deals with requests to review
the procedural aspects of promotion decisions.
Reviews are conducted internally..
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GENERAL GUIDANCE

CHAPTER 3 except 3-6 & 3-12

For guidance on mobility, refer to:
* Part 6 of the GSE Rules on transfers and secondments

Further guidance includes:
* Assignment to Role Guidelines
* Transfer and Secondment Guidelines

See also Chapter 2 for advice on merit selection
guidance.
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3-6 Secondary employment

NEW GUIDANCE

Refer to clause 7 of the GSE Regulation.
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http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=25561
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=25561
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.27+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.27+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.27+0+N

3-12 Acting appointment to
positions (s24)

NEW GUIDANCE

This guidance is not compatible with the GSE Act.
Acting arrangements have been replaced with
temporary assignments. In addition to the references
above, for further information, also refer to:

* Rule 11 of the GSE Rules

» Clauses 20 to 22 of the GSE Regulation on
allowances for temporary assignments and
secondments

» Guideline on above-level allowances

Show Archived Hide Archived
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http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.27+0+N
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.2-pt.2.3-sec.24
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.11+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+pt.2-div.4+0+N
http://www.psc.nsw.gov.au/employmentportal/compensation-and-benefits/above-level-allowances/public-service-above-level-allowances/purpose/purpose
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http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.27+0+N
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
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http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.dpc.nsw.gov.au/announcements/ministerial_memoranda/2011/m2011-11_changes_to_the_management_of_excess_employees
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.87+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.91+0+N
http://www.dpc.nsw.gov.au/__data/assets/pdf_file/0003/145353/D2012_004-Manual_of_Delegations_2012.pdf
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http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+48+1977+pt.1-sec.1+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+48+1977+pt.1-sec.1+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.88+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.3-sec.100+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.3-sec.100+0+N

Archived Content Archived Content Archived Content

Personnel Handbook Version 13.3 Annotated Chapter 3 Commentary and guidelines on staff mobility


http://www.dpc.nsw.gov.au/__data/assets/pdf_file/0020/125381/Case_Management_and_Redeployment_Guidelines-D2011_009_v1.0.pdf
http://www.dpc.nsw.gov.au/__data/assets/pdf_file/0020/125381/Case_Management_and_Redeployment_Guidelines-D2011_009_v1.0.pdf
http://www.legislation.nsw.gov.au/fragview/inforce/act+39+1980+pt.3-div.1-sec.20+0+N
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http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N#ch.3-pt.3.2-div.2-sec.95
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+sch.3a+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N#ch.3-pt.3.2-div.2-sec.94
http://www.treasury.nsw.gov.au/__data/assets/pdf_file/0003/17904/TC10-04_dnd.pdf
http://www.treasury.nsw.gov.au/__data/assets/pdf_file/0003/17904/TC10-04_dnd.pdf
http://www.treasury.nsw.gov.au/__data/assets/pdf_file/0009/5769/Withdrawn_Circulars_as_at_18_June_2010.pdf
http://www.treasury.nsw.gov.au/__data/assets/pdf_file/0009/5769/Withdrawn_Circulars_as_at_18_June_2010.pdf
http://www.treasury.nsw.gov.au/__data/assets/pdf_file/0007/6559/treasurer_directions.pdf
http://www.treasury.nsw.gov.au/__data/assets/pdf_file/0007/6559/treasurer_directions.pdf
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N#ch.3-pt.3.2-div.2-sec.94
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http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N#ch.3-pt.3.2-div.2-sec.97
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N#ch.3-pt.3.2-div.2-sec.98
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+sch.3a+0+N
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http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.1a-sec.4f+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
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http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.dpc.nsw.gov.au/__data/assets/pdf_file/0007/135178/D2011-07_MEE_2011_Version_2_POL.pdf
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+ch.3+0+N?#ch.3-pt.3.2-div.1-sec.86a
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http://www.dpc.nsw.gov.au/__data/assets/pdf_file/0007/135178/D2011-07_MEE_2011_Version_2_POL.pdf
http://www.dpc.nsw.gov.au/coe2009
http://www.dpc.nsw.gov.au/coe2009
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http://www.dpc.nsw.gov.au/coe2009
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http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.88+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.88+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.88+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.1a-sec.4f+0+N
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=13259
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.88+0+N
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http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=25561
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=25561
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http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2002/c2002-48
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http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.3-sec.100+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.3-sec.100+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.1a-sec.4f+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.3-sec.100+0+N
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Chapter 4 Leaving Public Service employment



4-1 Source of authority

NEW GUIDANCE

For guidance on the management of excess employees
and workforce transition, refer to the Workforce
Transition page of the Employment Portal. 4-2 General

Statutory provisions applicable to leaving public service

employment: NEW GUIDANCE

Government Sector Employment Act 2013 NSW Industrial Relations managed content

» GSE Act s47 — Termination of Employment For further information see the Public Service IR

> GSTE A 555 = Resiameiiers gu1dg, or contact the Public Se;ctor Inc!ustrlal
Relations unit of NSW Industrial Relations at:

* GSE Act s56 — Retirement on Medical Grounds psir@industrialrelations.nsw.gov.au

* GSE Act s57 — Crown's dispensation with services

» GSE Act s68 — Unsatisfactory performance of

government sector employees Show Archived Hide Archived

* GSE Act s69 — Misconduct - Public Service and other
prescribed government sector employees

» GSE Act Schedule 4 — Savings, transitional and other
provisions

Government Sector Employment Regulation 2014

* GSE Reg - Schedule 1, Clause 3, Entitlement to
extended leave if employment terminated in special
circumstances

* GSE Reg - Schedule 1, Clause 4 Payment of accrued
leave on termination of employment

» GSE Reg - Schedule 1, Clause 5 Leave to be paid out to
dependants in cases of death

Government Sector Employment (General) Rules 2014
* GSE Rule 5 = Probation periods

* GSE Rule 10 — Maximum Period of Temporary
Employment

* GSE Rule 14 —Termination of employment

* GSE Rule 36 — Dealing with unsatisfactory
performance

* GSE Rules Part 8 — Misconduct-procedural
requirements
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http://www.legislation.nsw.gov.au/viewtop/inforce/act%2B43%2B2002%2Bcd%2B0%2BN/
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.3-sec.23+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.3-sec.25+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.3-sec.26+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.30+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.6-sec.39+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.7-div.1-sec.42+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.7-div.1-sec.42+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.7-div.1-sec.42+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.8-sec.54+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.8-sec.56+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.90+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.8-sec.60+0+N?tocnav=y
http://www.psc.nsw.gov.au/employmentportal/transition
http://www.psc.nsw.gov.au/employmentportal/transition
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.5-sec.47+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.55+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.56+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.57+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.68+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.68+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.69+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.69+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+sch.4+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+sch.4+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+sch.1+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.5+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.10+0+N?autoquery=%20(Year%3D2014)%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Year%3D%22%3Cspan%20class%3D%22dq%22%3E2014%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.10+0+N?autoquery=%20(Year%3D2014)%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Year%3D%22%3Cspan%20class%3D%22dq%22%3E2014%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.14+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.7-rule.36+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.7-rule.36+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.8+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.8+0+N?tocnav=y
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

4-3 Payment for leave entitlements
NEW GUIDANCE
NSW Industrial Relations managed content
For further information see the Public Service IR
Guide, or contact the Public Sector Industrial

Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

4-4 Medical retirement

NEW GUIDANCE

See:

* GSE Act s56 — Retirement on Medical Grounds

* GSE Regulation - Clause 15

* PSC Guideline 2016-005,Employment related medical
services for the NSW Public Sector

* PSC Circular 2016-06, Medical services for NSW
Government

* PSC Directive 2010-019, Procedures for Managing
Non-Work Related Injuries or Health Conditions
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http://www.legislation.nsw.gov.au/viewtop/inforce/act%2B43%2B2002%2Bcd%2B0%2BN/
http://www.dpc.nsw.gov.au/coe2009/leave/77._recreation_leave
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.3-sec.25+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.3-sec.25+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/subordleg+428+2009+cd+0+N?#pt.3-sec.13
http://www.dpc.nsw.gov.au/announcements/ministerial_memoranda/2010/m2010-18
http://www.dpc.nsw.gov.au/announcements/circulars/2011/c2011-23_medical_assessment_services_for_the_nsw_public_sector
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.56+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+pt.2-div.2-sec.15+0+N
http://www.psc.nsw.gov.au/ArticleDocuments/2671/2016-Guideline-Employment-related-services-for-the-NSW-Public-Sector.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/2671/2016-Guideline-Employment-related-services-for-the-NSW-Public-Sector.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/629/A3355330-Attachment-C-Circular-for-approval-23 Sept 16.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/629/A3355330-Attachment-C-Circular-for-approval-23 Sept 16.pdf.aspx
https://www.psc.nsw.gov.au/ArticleDocuments/629/POLICY_Procedures_for_Managing_Non-Work_Related_Injuries_or_Health_Condi....pdf.aspx
https://www.psc.nsw.gov.au/ArticleDocuments/629/POLICY_Procedures_for_Managing_Non-Work_Related_Injuries_or_Health_Condi....pdf.aspx

4-6 Resignation

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:

NEW GUIDANCE psir@industrialrelations.nsw.gov.au

See:

 GSE Act s56 - Retirement on Medical Grounds Show Archived Hide Archived
* GSE Regulation - Clause 15

* PSC Guideline 2016-005,Employment related medical
services for the NSW Public Sector

* PSC Circular 2016-06, Medical services for NSW
Government

* PSC Directive 2010-019, Procedures for Managing
Non-Work Related Injuries or Health Conditions
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http://www.dpc.nsw.gov.au/announcements/circulars/2011/c2011-23_medical_assessment_services_for_the_nsw_public_sector
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.56+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+60+2014+pt.2-div.2-sec.15+0+N
http://www.psc.nsw.gov.au/ArticleDocuments/2671/2016-Guideline-Employment-related-services-for-the-NSW-Public-Sector.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/2671/2016-Guideline-Employment-related-services-for-the-NSW-Public-Sector.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/629/A3355330-Attachment-C-Circular-for-approval-23 Sept 16.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/629/A3355330-Attachment-C-Circular-for-approval-23 Sept 16.pdf.aspx
https://www.psc.nsw.gov.au/ArticleDocuments/629/POLICY_Procedures_for_Managing_Non-Work_Related_Injuries_or_Health_Condi....pdf.aspx
https://www.psc.nsw.gov.au/ArticleDocuments/629/POLICY_Procedures_for_Managing_Non-Work_Related_Injuries_or_Health_Condi....pdf.aspx

4-7 Exitinterviews

NEW GUIDANCE

Please refer to the Guide to developing exit interviews
on the Workforce Transition page of the Employment
Portal.
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http://www.psc.nsw.gov.au/employmentportal/transition

4-8 Retirement
NEW GUIDANCE
NSW Industrial Relations managed content
For further information see the Public Service IR
Guide, or contact the Public Sector Industrial

Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.legislation.nsw.gov.au/fragview/inforce/act+48+1977+pt.4e+0+N?tocnav=y
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+48+1977+cd+0+N
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

4-9 Dismissal

NEW GUIDANCE

See:

GSE Act s47 — Termination of Employment

GSE Act s56 — Retirement on Medical Grounds

GSE Act s57 — Crown'’s dispensation with services

GSE Act s68 — Unsatisfactory performance of

government sector employees

¢ GSE Act s69 — Misconduct - Public Service and other
prescribed government sector employees

¢ GSE Rule 5 — Probation periods

¢ GSE Rule 14 - Termination of employment

* GSE Rule 36 — Dealing with unsatisfactory

performance
¢ GSE Rules Part 8 — Misconduct-procedural

requirements

Show Archived Hide Archived

Personnel Handbook Version 13.3 Chapter 4 Leaving Public Service employment


http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.27+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.28+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.2-pt.2.4-sec.30+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.5-sec.47+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.56+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.7-sec.57+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.68+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.68+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.69+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.5-sec.69+0+N?autoquery=(Title%3D((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))%20AND%20((Type%3D%22act%22%20AND%20Repealed%3D%22N%22)%20OR%20(Type%3D%22subordleg%22%20AND%20Repealed%3D%22N%22))%20AND%20(%22Historical%20Document%22%3D%220%22)&dq=Document%20Types%3D%22%3Cspan%20class%3D%22dq%22%3EActs%3C%2Fspan%3E,%20%3Cspan%20class%3D%22dq%22%3ERegs%3C%2Fspan%3E%22,%20Scope%3D%22%3Cspan%20class%3D%22dq%22%3ETitles%3C%2Fspan%3E%22,%20Any%20Words%3D%22%3Cspan%20class%3D%22dq%22%3Egovernment%20sector%20employment%3C%2Fspan%3E%22&fullquery=(((%22government%22%20OR%20%22sector%22%20OR%20%22employment%22)))&tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.5+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.2-rule.14+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.7-rule.36+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.7-rule.36+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.8+0+N?tocnav=y
http://www.legislation.nsw.gov.au/fragview/inforce/subordleg+65+2014+pt.8+0+N?tocnav=y
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5-1 Industrial matters

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+cd+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+43+2002+cd+0+N
http://www.legislation.nsw.gov.au/fullhtml/inforce/subordleg+428+2009+pt.4-div.2+0+N?
http://www.legislation.nsw.gov.au/fullhtml/inforce/subordleg+428+2009+pt.4-div.2+0+N?
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+17+1996+FIRST+0+N/
http://www.legislation.nsw.gov.au/viewtop/inforce/act%2B10%2B2011%2Bcd%2B0%2BN/%3Fautoquery%3D%28Title%253D%28%28%2522Work%2520Health%2520and%2520Safety%2520Act%25202011%2522%29%2520AND%2520%28%2522Work%2522%2520AND%2520%2522Health%2522%2520AND%2520%2522and%2522%2520AND%2520%2522Safety%2522%2520AND%2520%2522Act%2522%2520AND%25202011%29%29%29%2520AND%2520%28%28Type%253D%2522act%2522%2520AND%2520Repealed%253D%2522N%2522%29%2520OR%2520%28Type%253D%2522subordleg%2522%2520AND%2520Repealed%253D%2522N%2522%29%29%2520AND%2520%28%2522Historical%2520Document%2522%253D%25220%2522%29%26dq%3DDocument%2520Types%253D%2522%253Cspan%2520class%253D%2522dq%2522%253EActs%253C%252Fspan%253E%2C%2520%253Cspan%2520class%253D%2522dq%2522%253ERegs%253C%252Fspan%253E%2522%2C%2520Scope%253D%2522%253Cspan%2520class%253D%2522dq%2522%253ETitles%253C%252Fspan%253E%2522%2C%2520All%2520Words%253D%2522%253Cspan%2520class%253D%2522dq%2522%253EWork%2520Health%2520and%2520Safety%2520Act%25202011%253C%252Fspan%253E%2522%2C%2520Exact%2520Phrase%253D%2522%253Cspan%2520class%253D%2522dq%2522%253EWork%2520Health%2520and%2520Safety%2520Act%25202011%253C%252Fspan%253E%2522%26fullquery%3D%28%28%28%2522Work%2520Health%2520and%2520Safety%2520Act%25202011%2522%29%2520AND%2520%28%2522Work%2522%2520AND%2520%2522Health%2522%2520AND%2520%2522and%2522%2520AND%2520%2522Safety%2522%2520AND%2520%2522Act%2522%2520AND%25202011%29%29%29
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5-2 Salary administration

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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5-2.10 Increments

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

A number of wage and salary rates prescribed in industrial
instruments provide for incremental advancement. This
advancement or progression occurs generally after 12
months service on a particular rate of pay. Payment of
increments can be based on the employee’s age in the case
of junior rates of pay or can be recognition of the conduct
and service at the grade or level of the position occupied.

Increments are subject to compliance with the
progression requirements specified in the relevant
industrial instrument.

Previous higher duties undertaken at that grade or higher
should be considered in determining appointment salary
and/or incremental progression.

5-2.10.1 Approval of increments

The payment to any employee of an incrementin
accordance with any State industrial agreement or Public
Service determination is, unless otherwise provided by
the instrument or determination, to be made only with the
prior approval of the appropriate department head.

Approval of an increment is subject to:

= receipt of a satisfactory report of the employee’s
conduct and work performance, and having regard to the
satisfactory nature of the employee’s sick leave record:
and

= not more than 5 days leave-without-pay having been
taken within the incremental period. If any leave-
without-pay is in excess of 5 days, the increment date
is deferred by the full amount, except for those periods
referred to in "5-2.11 Leave to count for incremental

purposes”.

5-2.10.2 Payment of increments

Once approved, increments should be paid as soon as
practicable after the due date.

5-2.10.3 Age increments

In all cases in which a salary scale prescribes increments
according to age the increment is to be paid on the
due date.

5-2.10.4 Accelerated progression

Various industrial instruments provide for accelerated
incremental progression or progression through grades
when the employee possesses or obtains appropriate
tertiary qualifications or satisfies specific work experience
criteria. Details of the nature and conditions of the
progression available should be obtained from the relevant
award or agreement.

5-2.10.5 Deferral of increments

Clause 12 of the Regulation 2009 includes the following:

= An employee must be promptly notified in writing by the
appropriate department head of any decision to defer
payment of an increment; and

= The payment of an increment may be deferred from
time to time, but may not be deferred for more than
12 months at any one time.

5-2.10.6 Decision to defer

A decision to defer an increment should ordinarily be made
as soon as possible after the date from which it would
otherwise have been payable. In exceptional circumstances
the decision may be made shortly before that date if it is
clear that the employee’s conduct and work performance
immediately prior to the due date could not affect the
decision to defer.

5-2.10.7 Review of deferral

All such deferrals are to be reviewed at regular intervals
(such as monthly or quarterly) and the employee advised
in writing of the outcome of the review. Provided the
department head is satisfied that the employee's services
have become satisfactory, the increment may then be paid.

5-2.10.8 Retention or variation of the increment date
after deferral

The payment of a previously deferred increment is to be
made with effect from the date of the approval. If the
unsatisfactory service occurred:

= within the first 3 years of employment, the original
increment date is to be retained for future increments.

= after 3 years employment, all future incremental dates
are to be varied by the period of the deferment.

5-2.10.9 Appealrights

When anincrement has been deferred for more than 6
months there is a right of appeal under Section 97 of
the Industrial Relations Act 1996. When there is a right
of appeal, departments should ensure that the decision
is communicated by way of the Notice of decision or
determination.

5-2.10.10 Resignations

If an employee whose increment has been deferred
because of unsatisfactory services resigns, the increment
remains unpaid.
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5-2.11 Leave to count for incremental
purposes

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

The following types of paid leave are regarded as service
forincremental purposes:

Extended leave, full-pay and half-pay;
Family and Community Service leave;

Leave without pay totalling five days or less in the
incremental period; and

Parental leave, full-pay and half-pay;
Military leave;
Recreation leave;

Sick leave (if paid leave, or if unpaid 5 days or fewerin a
12 month period);

Special leave;

Any period of Leave Without Pay when used for the
following purposes:

- part time service with the Defence Forces,

- torepresent Australia or NSW in amateur sport, or

- transport strikes when paid leave has been exhausted;

Workers compensation. (See "5-6.6.2 Leave to Count as

Service for Incremental Purposes”.

5-2.12 Leave administration

See also "6-3 Leave administration”.

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

5-2.12.1 Study leave

Forincremental purposes, study leave with financial
assistance at the level of full pay counts as full service;
study leave with financial assistance at the level of half
pay counts as half service; and study leave with financial

assistance at some other level counts as service pro rata.

5-3 Administering employee records

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

5-3.1 Sources of authority

Privacy and Personal Information Protection Act 1998;

State Records Act 1998.

State Records NSW — Government Recordkeeping, covering
such topics as records management, file management,

disposal, and electronic recordkeeping.

5-3.2 Maintaining employee records

5-3.2.1 Employee records

Departments should maintain the following
employee records:

= employee files for each employee containing all
official papers relevant to the employee’s Government
employment;

= details of all leave taken;

= information on each employee’s substantive and acting
work and salary history; and

= details of qualifications submitted by the employee,
together with a record of all internal and external
training courses undertaken.

One consolidated record is to be kept of each employee's
service rather than separate files in each of the
departments in which the employee has worked.

Departmental employee records may be kept manually or
electronically.
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5-3.2.2 Service and leave records

Separate leave and service records should be maintained
for individual employees. Service records should be used
to record all details relating to an employee’s employment,
while leave records should be used to record all leave
matters other than flex leave.

5-3.2.3 Permanent and temporary transfer to another
department

Departments must ensure that when an employee
permanently transfers to another department, all
employee service and leave records are forwarded to
the new department. In turn, it is the new department’s
responsibility to ensure that all records relating to that
employee’s service for all previous departments are
received and consolidated.

These procedures also to apply in instances of temporary
appointment. The host department is responsible for
maintaining records until the employee’s return to their
home department.

5-3.2.4 Culling employee records

Employee records should be regularly culled in accordance
with guidelines available from State Records, telephone
9673 1788, fax 9833 4518, go to www.records.nsw.gov.au
or mail to: govrec@records.nsw.gov.au

5-3.2.5 Maintaining recruitment records

Chapter 2 provides information relating to the collection
and maintenance of recruitment records, including
application forms, committee reports and criminal records
(See 2-16.7 Retaining Documentation and 2-15.4.1 Factors
to consider in determining cases for use of criminal
records).

5-3.2.6 Maintaining establishment records

Departments should also maintain the following position
and establishment records:

= currentand superseded statements of duties or
position descriptions for all positions, other than those
specifically excluded from this requirement; and

= organisation charts for all areas of the department.

5-3.2.7 Position descriptions and statements of duties

Position descriptions have replaced traditional statements
of duties as the primary source of information about
positions in departments that have implemented job
evaluation (see "Appendix 1A: NSW Public Sector Job
Evaluation Guidelines March 2011").

Departmental management is responsible for the
preparation, content, accuracy, and appropriate review of
all statements of duties or position descriptions.

Information to be contained in position descriptions

The position description provides a clear and accurate
picture of the job —why it exists and what it is supposed
to achieve. Position descriptions are not only for job
evaluation. They also provide the job holder with a
comprehensive description of the job and form the
foundation for determining competencies both for
recruitment and for training and development.

Position descriptions are generally between 3 and 5 pages
long and describe the skills, knowledge and experience
required to the job as well as describing in detail the
functions of the job.

Information to be contained in statements of duties

Each statement of duties should be a concise description
of the duties regularly performed in the position and not
an exhaustive list of all activities undertaken. Information
such as the knowledge, personal qualities or qualifications
required for appointment to the position should not be
contained in the statement of duties.

5-3.2.8 Employees to be aware of contents

Departmental management should ensure that each
employee should be given a copy of the position
description or statement of duties for their position and
should be fully aware of the contents.

5-3.2.9 Accurate description of duties

An employee who considers that their statement of duties
or position description does not accurately describe the
duties as they are performed should bring the matter to the
attention of their immediate supervisor.

5-3.2.10 Register of position descriptions (and
statements of duties)

Each department is to maintain a register of copies of
position descriptions (or statements of duties), including
superseded statements or position descriptions, for all
positions other than those listed in Table 4.

Department of Trade and Farm staff below the

Investment, Regional position of Foreman

Infrastructure and Services
Department of Attorney Prison staff
General and Justice (general division)

Trades staff below the

position of assistant

Department of Education and
Communities
foreman

Institutional staff
(general division)

Department of Health Psychiatric hospital
staff (general division),
maternal and child

health nurses

Trades staff below the
position of Foreman,
motor lorry staff,
cleaning and clothing
staff below the
position of foreman

Department of Finance and
Services

5-3.3 Personal information — access and
privacy

5-3.3.1 Sources of authority
= Freedom of Information Act 1982 (Clth);

= Government Information (Public Access) Act 2009;
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= Privacy and Personal Information Protection Act 1998;

= NSW, Freedom of Information Procedures Manual;

= Public Service Commission, Privacy Code of Practice for
the NSW Public Sector Workforce Profile .

= M2009-18 Agency responsibility for FOl determinations;

= M2010-05 Government Information (Public Access) Act
2009 - 1 July 2010 Commencement.

5-3.3.2 Freedom of information

The Freedom of Information Act 1982 (Clth) and the
Government Information (Public Access) Act 2009 confers
on each member of the public a legally enforceable right

to be given access to documents held by Government. The
right is limited only by public interest considerations. The
Act also enables each member of the public to apply for the
amendment of Government records concerning his or her
personal affairs which may be incomplete, incorrect, out of
date or misleading.

The use of the Government Information (Public Access)
Act 2009 should be viewed as a last resort in making
information available. The Information Protection
Principles set out in Part 2 of the Privacy and Personal
Information Protection Act 1998 establish the procedures
for handling day to day requests for access to personal
information.

Documents relating to personal information can be quite
different from those relating to personal affairs, the former
having narrower scope.

The Department of Premier and Cabinet’s Freedom

of Information Procedure Manual provides a detailed
discussion on departmental obligations in relation to work
performance reports, job applications, selection committee
reports and documents concerning disciplinary matters in
respect of requests for access under the Act.

Applications for access to Government information must be
determined on their merits, based solely on the criteria in
the Government Information (Public Access) Act 2009 and

independent of political influences or considerations. In

addition all of the requirements of M2009-18 will continue
to apply with respect to access applications under the new
Act.

5-3.4 Application of data protection principles
to employee records

The Information Protection Principles set out in Part 2

of the Privacy and Personal Information Protection Act
1998 apply to the handling of employee records. In
practical terms, application of the principles to employee
records requires departments to have regard to the
following matters:

5-3.4.1 Collection of information

Only information which is strictly related to employment
should be collected. If possible, the information should be
obtained directly from the employee. If information is to be
collected from other sources the department should seek
the informed consent of the employee.

5-3.4.2 Data security

Departments should ensure that employee records are
reasonably secure against loss, unauthorised access,
modification, or other misuse.

Attention should be paid to:
Physical security

Filing cabinets should be locked. Computer records should
be password protected, and passwords changed regularly.
Disks should be copied and the copies securely stored

in a separate location — preferably a different building.
Information on employee records should not be faxed.
Records should be sealed before transportation.

Departmental safeguards

Each department should identify the purposes for which
access to employee records may be granted, and the
positions within the department that are authorised to
access employee records. Access to records should be
graded so that authorised employees are not given access
to the full contents of an employee record unless full

access is strictly necessary. If the purpose for which access
is sought — such as the compilation of statistics — does not
call for the disclosure of identifiable information then only
anonymous information should be disclosed.

Disposal of records

Employee records should be disposed of in accordance
with the State Records Act 1998 and the policy, general
retention and disposal authorities, and guidelines
available from the State Records’ Government
Recordkeeping Manual.

Further information is available from State
Records on 9673 1788, facsimile 9833 4518,
go to www.records.nsw.gov.au or mail to:
govrec@records.nsw.gov.au

5-3.4.3 Openness

Departments should ensure that employees are made
aware of the kind of information contained in employee
records, who has access to those records and for

what purposes.

5-3.4.4 Access by employees

Employees are entitled to have access to their records
and may make notes and photocopy information from
the record. Photocopies should be permitted on request
without cost to the individual. Employees should provide
appropriate proof of identity before access is granted.

Employees may nominate a representative to access their
record on their behalf. In such cases access should only be
granted with the written consent of the employee.

Access should be given at a mutually convenient time and
be supervised to ensure that information is not removed
from the file.

5-3.4.5 Access by former employees

Former employees should be permitted to see their
employee records. Photocopies of information on
the records should be permitted on request, and the
department may charge a fee for providing them.
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5-3.4.6 Correction of records

Departments should make all reasonable corrections,
deletions and additions to ensure the information in
employee records is relevant, accurate, up-to-date and
complete. If a department declines to amend a record
at the employee’s request, the employee should be
entitled to attach any statement to the record about the
amendment sought.

If an employee record has been amended, the employee
is entitled to have recipients of the record notified of the
alterations by the record keeper.

5-3.4.7 Adverse notations

Any adverse notations or disciplinary action recorded on a
personnel file must be shown to the employee, who must
be permitted to add written comments. The employee
should be invited to sign the notation but should they
decline, no further action is to be taken other than to
record the invitation and the refusal. Departments should
establish independent review committees to review
disputed adverse notations and amendments to files.

5-3.4.8 Unproved allegations of misconduct

If an officer is found not to have engaged in any
misconduct, the allegation must not be recorded on
any records or files held in relation to the officer by or
for the Department.

5-3.4.9 Use and disclosure of employee records

Access to employee records is restricted for the reason that
they contain personal information. Under the Privacy and
Personal Information Protection Act 1998.

Personal information means information or an opinion
about an individual whose identity is apparent or can
reasonably be ascertained from the information or opinion.

Note that “information or opinion about an individual's
suitability for appointment or employment as a public
sector official’ — such as the report of an employment test
or an employment reference —is not “personal information’
within the meaning of this Act.

There is no restriction on the use by authorised employees
for legitimate purposes of data from employee records
without the inclusion of names. But reference, for example,
to a female employee in a particular occupation in a named
department would be unlawful if there were only one or
two such people in the department. (See also the following
paragraph).

In order to protect personal information, employee
records may generally only be used within a department
for purposes specified at the time the information was
collected, and by officers with the authority to access
these records. There can be no other access to or use of an
employee record without the consent of the employee to
whom the record relates.

Personal information from employee records should only
be disclosed outside the department:

= with the consent of the employee;

= to preventor lessen a threat to the life or health of a
person; or

= by requirement or authority of law.

Every employee file should have an associated document
listing every access to the file, the identity of the person
who obtained access and the reason why access was
granted. This document should be made available to the
employee on request.

See also C2007-27 Privacy Guidelines on Disclosure of
Information During Industrial Relations Consultations.

5-3.4.10 The NSW Public Sector Workforce Profile

The principles set out in "5-3.4.9 Use and disclosure
of employee records” do not prevent departments
forwarding any data from their employee records that
may be requested by the Public Service Commission
for the purposes of developing the Government's
Workforce Profile.

See the Privacy Code of Practice for the NSW Public Sector
Workforce Profile. This Code of Practice is intended to meet
the requirements of Part 3 Division 1 of the Privacy and

Personal Information Protection Act 1998 to the extent that

the collection, storage and use of personal data for the
purposes of the Workforce Profile involve departures from
the Information Protection Principles in part 2 of this Act.

Data that departments and public authorities forward

to the Public Service Commission for the purposes of

the Workforce Profile are subject to the provisions and
standards of this Privacy Code of Practice, which has been
published in the Government Gazette and has legal force.

5-3.4.11 Employee records and workers
compensationinsurers

Disclosure of information from employee records to
workers compensation insurers is required by law.

Section 69 of the Workplace Injury Management and
Workers Compensation Act 1998 requires an employer
who receives a request from the insurer for information

in respect of a claim to furnish the insurer, within 7 days,
with such specified information as is in the employer's
possession or reasonably obtainable by the employer.

Departments are encouraged to inform employees when
access to their file is sought by an insurer and advise them
of what information is to be disclosed.

5-3.4.12 Sensitive information

Information about an employee’s criminal history is one
example of sensitive information which may be collected
during the course of employment. Every department must
ensure that criminal record data is handled in accordance
with the requirements of 2-15 Criminal Records Check.

Another example of sensitive information is data collected
by "5-3.4.10 The NSW Public Sector Workforce Profile” This
data must be processed in accordance with the Information
Protection Principles of the Privacy and Personal
Information Protection Act 1998 and the Privacy Code of
Practice for the NSW Public Sector Workforce Profile.
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5-3.5 The Privacy Commissioner

All departments are encouraged to seek the advice of the
Privacy Commissioner on issues which relate to privacy and
data protection and to refer to the publications available
from the Commissioner on these issues.

Employees who feel their privacy has been infringed may
complain to the Privacy Commissioner. Public Service
departments are not exempted from investigation by the
Privacy Commissioner.

For information about the Privacy Commissioner, privacy
issues and publications or complaints procedures
telephone 8019 1600, facsimile 8114 3755 or visit Office
of the Privacy Commissioner.

5-3.6 When personal information is
subpoenaed

5-3.6.1 General

In addition to ensuring that the routine procedures for
handling personal information are appropriate from a
privacy point of view, special procedures are required in
the event of subpoenas regarding personal information.
The following guidelines are recommended by the
Privacy Commissioner.

5-3.6.2 Procedures

Judges will take privacy factors into account if these are
drawn to their attention. Whenever a subpoena which
raises a privacy issue is received, the department should:

= forward the record to the courtin a sealed envelope
marked “Judge Only’;

= send a covering letter to the judge setting out the
concern for the employee and the reasons for such
concern if the particular records are produced in
open court; and

= advise the employee of the subpoena so that they may
either be represented by a solicitor, or appear in person
at the court, to request the judge to hear reasons for the
file not being tendered in open court.

These procedures will enable the judge to:

= discuss the relevance of the records to the case and
the privacy issues involved with the individual or legal
representatives before opening the envelope, to ensure
that access to the record is necessary; and

= if access is insisted upon, inspect the record personally
to ensure that only relevant information is produced in
court.

5-3.6.3 Privileged documents or information

When a subpoena is served on a department for
documents or information considered to be privileged, the
Crown Solicitor’s Office should immediately be notified
that a privileged document has been summonsed. A
representative of the Crown Solicitor's Office will then
attend the Court and formally make the claim on behalf

of the department.

Privileged documents may include those that relate to
confidences between a lawyer and client, or those which
would be contrary to the interests of the State or the
national interest.

5-3.7 Performance management system
documents

5-3.7.1 General

In developing performance management systems
departments will need to determine and make explicitin
policy documents:

= who will have access to the information generated by the
performance management system and why;

= how the information will be stored, whether on existing
personal files or separate files; and

= how long the information will be kept.

A clear distinction should be drawn between records and
documents arising out of the performance management
system and reports submitted on a specific matter
resulting in disciplinary action.

5-3.7.2 Performance management documents and records

The following are subject to decisions reached at the
departmental level.

Access by employees to performance management
documents

Performance management documents should be provided
and discussed with the employee, who should be given the
opportunity to make any written comment and be provided
with a copy of the final record.

Copying performance management documents

Copies of performance management documents should be
provided on request, without cost to the individual.

Storing performance management documents

Performance management records should be securely
stored, either on the employee’s personal file or on the
performance management file. Employees are responsible
for the security of copies of performance management
documents supplied to them.

Access to performance management records

Performance management records should be accessible
only to those employees and for those purposes identified
at the departmental level and made explicit in policy
documents. For example, information relating to employee
development only may be made available to employees
responsible for the employee development function.

Culling performance management records

Decisions or actions arising from the performance
management process should be based on current

job performance. Within the framework of an annual
performance management system, and subject to the
requirements of State Records — Recordkeeping in the NSW
Public Sector and requirements of the Auditor-General,
performance management records should be kept only

as long as the information is relevant to an employee’s
current job performance. Documentation might normally
be retained for a maximum of 3 years and then be disposed
of as indicated in State Records guidelines.
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Also refer to C1998-103 Department of Premier and
Cabinet Performance Management Policy and Guidelines —
Sections 3.10 Data Collection, recording and aggregation
and Section 3.11 Documentation and confidentiality of
performance information.

5-3.8 Protection against defamation

5-3.8.1 Defence of qualified privilege

Employees who are required to prepare reports,
submissions, performance management documents or
other documents during the normal course of their duties
are generally protected against an action for defamation by
the defence of qualified privilege.

5-3.8.2 Loss of defence of qualified privilege
The defence will be lost if:

= the performance management document, report, or
similar item is prepared without authority, or outside the
course of official duties; or

= theitemis given to a person who does not have an
appropriate duty to receive it; or

= it can be shown that the author took improper advantage
by making statements either not believed to be true, or
forindirect or improper motives.

5-3.8.3 Criteria for providing legal assistance

Legal assistance may be available for an employee sued for
defamation as a result of the employee’s official duties. The
Attorney-General has determined the following criteria for
granting Crown representation in such a case:

Guidelines on the granting of ex-gratia legal assistance are
attached to M99-11.

5-3.9 Other issues

5-3.9.1 Disciplinary matters

Any record of a disciplinary nature concerning an employee
is subject to the special procedures on adverse notations,
detailed at "5-3.4.7 Adverse notations”. See also "Chapter 9
Management of Conduct and Performance”.

5-3.9.2 Privacy and medical matters

Special procedures designed to protect the privacy of
employees who are applying for sick leave are detailed at
"6-17.8 Confidentiality”

5-3.9.3 Interviews regarding personal matters

When an interview is required or requested regarding
a personal matter, an employee may request that it be
conducted by a person of the same sex. Departments
should make every attempt to accommodate such
arequest.

5-3.9.4 Personal correspondence issued by departments

To avoid letters of a sensitive nature being opened
by people other than the employee to whom the
letter is addressed, the envelopes should be clearly
marked “Private and Confidential. An example of
such a letter would be notification of an unsuccessful
promotion application.

5-4 Occupational health and safety

NEW GUIDANCE

Refer to SafeWork NSW guidance on managing
occupational health and safety in the workplace.
Refer to icare (Insurance & Care NSW) for guidance
on delivery of workers compensation insurance. Refer
to State Insurance Regulatory Authority (SIRA) for
guidance on the regulation of workers compensation
insurance
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5-5 Employees’ retreat space

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

5-5.1 Observance of religious duties

Observance of religious duties in the context of the
workplace relations may be interpreted as engaging in
any practice on a regular or irregular basis or attending
any event or particular place perceived by the observer
to be consistent with and/or expected of an observer of
that faith.

5-5.2 Aretreat space

Aretreat space is a room in a departmental workplace
which employees may use for prayer or contemplative
purposes. It can be used for spiritual or non-spiritual
purposes and is intended to make it easier for employees
to meet their religious obligations. A retreat space is not
a chapel or consecrated place of worship, nor should

it be reserved exclusively for employees of any one
denomination or faith.

5-5.2.1 Assessing the need for aretreat space

Departments, in consultation with their employees, should
assess the need for a retreat space in their workplaces and,
if a need exists, make every effort to provide such a facility.
Consultations should be comprehensive, transparent,

free from bias, and conveying confidence of departmental
commitment so as to encourage employees to declare

their need (or absence of need) for such a facility. The
consultation should be conducted regularly, for example
every two years.

Departments should also consider the need or otherwise
for a retreat space when planning new or refurbished
accommodation, mindful that some faiths call for access
to an ablution facility within, or in proximity to the
retreat space.

5-5.2.2 Retreat space specifications

Aretreat space should be clean, quiet, comfortable, well lit,
and private. Furniture and decorations should be discreet
and kept to a minimum. Floor coverings are recommended,
as well as the inclusion of a small lounge. The space should
be designed so that a generous amount of free floor space
is available, or can be quickly established, with a minimum
of effort and inconvenience. As a guide, the size of the
space should be a minimum of three by four metres, or
approximately twelve square metres. If it is likely that more
than one employee is likely to need to use the space at the
same time (for example to pray together), then the room
size will have to be larger according to need.

It may be appropriate to provide some means of
locating the main compass points in the retreat space,
and the location of the entrance door may be an
important consideration.

It may also be desirable to include one or two free-
standing screens or partitions to provide additional privacy
during prayers. A notice placed inside the room requesting
users to respect the facility and leave it as it was found is
also a good idea.
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5-5.3 Uses of a retreat space

Departments must make efficient use of available space.
Departments may therefore wish to design retreat spaces
as multi-purpose spaces.

5-5.3.1 Principles for room use

The principles for decision-making in regard to use of the
room are that:

- priority of room use is given to the observance
religious duties; and

- theroomisanimportant facility for employees’ use,

and therefore should be available and accessible
during working hours.

Some activities are compatible with the spiritual and
contemplative nature of a retreat space, and some are
clearly not. This is a matter of judgment for managers, but
the following guidelines may assist.

5-5.3.2 Activities compatible with a retreat space
= The practice of stress management techniques.

= Quiet meetings, interviews, collaborative work.

= |ndividual work.

5-5.3.3 Activities not compatible with a retreat space

= Socialising and communal eating.

= Childcare.

= Storage of office supplies and equipment.

= Use of office machinery (photocopiers, facsimile
machines, and the like).

5-5.3.4 Booking system

The retreat space should be accessed and used according
to a booking system. If it is known that particular
employees have a regular spiritual obligation, block
bookings can be made by the employee in advance.

5-5.3.5 Retreat space as an occupational health and
safety initiative

Provision of a retreat space is a reasonable strategy
towards creating healthy workplaces. Increasingly,
employees practice a variety of stress management
techniques (such as meditation or yoga) that require
access to a quiet, relaxing space for short periods during
the day. The notion of employees practising such stress
management techniques in a retreat space in the workplace
is not inconsistent with the Government policy of
continuous improvement in performance.

5-5.3.6 Leave for religious observance

See also "6-12 Observance of essential religious duties and
cultural obligations”.

5-6 Workers compensation

NEW GUIDANCE

Refer to SafeWork NSW guidance on managing
occupational health and safety in the workplace.
Refer to icare (Insurance & Care NSW) for guidance
on delivery of workers compensation insurance. Refer
to State Insurance Regulatory Authority (SIRA) for
guidance on the regulation of workers compensation
insurance
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5-7 Travel injury insurance 5-8 Fitness to Continue Procedures

NEW GUIDANCE NEW GUIDANCE

NSW Industrial Relations managed content For guidance on medical retirement, refer to:
* GSE Regulation - Clause 15

For further information see the Public Service IR

Guide, or contact the Public Sector Industrial » PSC Directive 2010-019, Procedures for Managing
Relations unit of NSW Industrial Relations at: Non-Work Related Injuries or Health Conditions
psir@industrialrelations.nsw.gov.au + PSC Guideline 2016-005,Employment related

medical services for the NSW Public Sector

. . . * PSC Circular 2016-06, Medical services for NSW
Show Archived Hide Archived Government

When using the above guidance, modify as necessary
to comply with the requirements of the GSE Act
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5-9 Private employment

NOTE

Use this guidance until replaced. When using this
guidance, modify as necessary to comply with the
requirements of the GSE Act.

5-9.1 Sources of authority

= Public Sector Employment and Management Act 2002

= Public Sector Employment and Management

Regulation 2009

= Model Code of Conduct for NSW Public Sector Agencies:
Policy and Guidelines, Department of Premier and
Cabinet

= C2010-22 Contesting Elections.

= C2010-40 Employment Arrangements for the March
2011 General Election

5-9.1.1 Statutory provisions
Section 59 of the PSEM Act 2002 provides that:

- Aperson employed in the Public Service is not
to undertake any other paid work without the
permission of the appropriate department head.

= This section does not apply:
- toacasualemployee, or

- toaperson working part-time,

during the period that the person is not required to
discharge duties in the Public Service, but only if the
discharge of those duties is not adversely affected and no
conflict of interest applies.

5-9.2 General policy

Employees may not engage in any form of paid
employment outside their official duties without the prior
approval of their department head.

The prohibition against undertaking private employment
continues during any period of leave, whether the leave is
paid or unpaid, and applies to all employees.

5-9.2.1 Disciplinary action

An employee who fails to comply with the requirements of
section 59 may incur disciplinary action under section 43
of the PSEM Act 2002 (in the case of an officer). A temporary
employee failing to comply with the requirements of
section 59 may have their services dispensed with in
accordance with s30 of the PSEM Act 2002.

5-9.2.2 Authority to approve or decline applications

Department heads have the authority under the PSEM Act
2002 to approve or decline applications from employees
seeking to engage in private employment or extra-official
activities including lecturing, tutoring and demonstration
work. The decision to approve or decline is to be made in
accordance with the principles below.

5-9.3 Approvals

An employee seeking approval to engage in private
employment or to significantly vary existing approvals
must submit written information concerning the nature of
the employment and the time involved. This information
should be accompanied by an assurance in writing, that:

- the work does not arise from, nor will it interfere
with, the employee’s official duties;

- the work will not involve a conflict of interest with
the employee’s official duties;
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- the work will be undertaken outside working hours;

- norelevantinformation has been withheld in
relation to (a), (b) and (c); and

- the arrangements will not be varied without further
application.

An applicant is not required to divulge any personal
circumstances associated with the application to engage in
private employment.

Approval to engage in private employment other than
in the employee’s own time will only be granted in
exceptional circumstances. Approval is subject to "5-1.1
Sources of authority”.

Generally part time employees may engage in private
employment outside their hours of duty but approvals are
subject to the guiding principles specified above.

5-9.4 Work with government agencies and
international agencies

See "6-8.4.1 Working with the NSW and other governments

or international organisations”.

5-9.5 Payment for private employment

Payment received by an employee for undertaking
activities, either during or outside normal working
hours, which are part of that employee’s duties and
responsibilities, must be paid in full to the Crown.

Payment received by employees for undertaking activities
which are not part of their normal duties and:

= the activity is during normal working hours and the
employee is considered to be on duty or acting as a
representative of the department; or

= the activity is outside normal working hours but
the employee is acting as a representative of the
department,

is to be paid in full to the Crown.

Payment received by employees for undertaking activities
which are not part of their normal duties and

= when the activity is outside normal working hours; or

= the activity is during normal working hours but the
employee is on recreation leave, extended leave or leave
without pay; and

= the employee is not acting as a representative of the
department,

may be retained by the employee.

5-9.6 Specific private employment activities

5-9.6.1 General

Policies for specific activities are set out as follows and, if
payment is involved, the appropriate provisions apply.

5-9.6.2 Lecturing, teaching, tutoring, demonstration, and
the like

Employees may make themselves available to provide
expert knowledge in the form of lecturing, teaching,
tutoring or demonstration for universities, institutions
under the Department of Education and Training,
recognised professional associations, and generally
recognised educational bodies.

If these activities form part of the employee’s official
duties, and the activity is during normal working hours,
departmental approval must be obtained for leave of
absence from the work place.

If the activities form part of the employee’s official

duties, and the activity is outside normal working hours,
departmental approval must be obtained. The department
may choose to grant time in lieu for these approved out of
hours activities.

If the activities do not form part of the employee’s official
duties, and the activity is undertaken during normal
working hours, approval will be conditional upon:

- theinstitution certifying that it requires the services
of the employee;

- the period of employment being of a temporary
nature and subject to periodic review until such
time as the institution has been able to obtain a
suitable replacement;

- departmental convenience; and

- the provisions of 5-9.5 Payment for private
employment being met.

If the activities do not form part of the employee’s official
duties, and the activity is undertaken outside normal
working hours, or, if the activities are undertaken in private
institutions or in a private capacity, then the general policy
provisions of these guidelines apply.

5-9.6.3 Examiners or members of examining committees

Department heads have been delegated authority to
approve retention of fees by employees who are appointed
as examiners or members of examining committees under
statutory authority, if the examination fees are laid down
under the provisions of the appropriate Act or Regulation
of the statutory authority.

5-9.6.4 Appearances in radio and television programs

Approval is required when employees wish to appearin a
radio or television program if:

= the subject matter of the program is directly related to
their duties and responsibilities or their department or
another Government department; and

= their appearance is not part of their duties.

Approval is not required when employee are to appearin
casual radio or television programs, the subject matter
of which is not related to their normal duties, their
department or another government department. For

example this may include appearances on game shows,
current affairs programs, or performances for which the
employee has musical or other particular talents.

5-9.6.5 Publications

Employees may write books or articles for magazines and
other publications, provided this work is not related to or
interferes with official duties.
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If the work is related to the employee’s duties, or contains
information obtained in the course of such duties, approval
to publish must be obtained from the department head
prior to publication.

5-9.6.6 Directors of companies

Employees below Senior Executive Service level may
accept directorships subject to the approval of the
department head or delegate.

5-9.6.7 Primary producing properties

Employees may own and operate primary producing
properties or hobby farms but must ensure that they do
not claim or make use of any departmental service not
available to other members of the community.

Employees owning or participating in the ownership of
primary producing properties must seek the approval of
the department head to engage in commercial activity
associated with any such property if the commercial
activity is related to their official duties.

Ownership or operation of a rural property must not
interfere with the proper and efficient performance of
official duties.

5-9.6.8 Volunteer fire fighting

Employees wishing to join the Rural Fire Service Volunteers
are required to make application in the usual manner.
Applications may be approved provided the department
head is satisfied that no undue inconvenience to the
department will result. The remuneration received for
approved work may be retained.
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http://www.legislation.nsw.gov.au/scanview/inforce/s/1/?TITLE=%22Public%20Sector%20Employment%20and%20Management%20Act%202002%20No%2043%22&nohits=y
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
http://www.psc.nsw.gov.au/employmentportal/compensation-and-benefits/guidelines-on-public-service-above-level-allowances---assignment-and-secondment-/guideline-december-2015/purpose/purpose
http://www.psc.nsw.gov.au/employmentportal/compensation-and-benefits/guidelines-on-public-service-above-level-allowances---assignment-and-secondment-/guideline-december-2015/purpose/purpose

Personnel Handbook Version 13.3 Chapter 7 Allowances


http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=122806
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7-11 Motor vehicle allowances

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.legislation.nsw.gov.au/fullhtml/inforce/subordleg+428+2009+pt.4-div.2+0+N?#pt.4-div.2-sec.18
http://www.legislation.nsw.gov.au/fragview/inforce/act+43+2002+ch.3-pt.3.2-div.1-sec.86+0+N
http://www.dpc.nsw.gov.au/coe2009
http://www.dpc.nsw.gov.au/coe2009
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/37._damage_to_private_motor_vehicle_used_for_work
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/48._garage_and_carport_allowance
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

7-12 On-call allowance

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/37._damage_to_private_motor_vehicle_used_for_work
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/37._damage_to_private_motor_vehicle_used_for_work
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/48._garage_and_carport_allowance
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

7-13 Overseas travelling allowances

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.dpc.nsw.gov.au/coe2009/shift_work_and_overtime/92._on-call_stand-by_and_on-call_allowance
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/41._overseas_travel
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/ministerial_memoranda/2009/m2009-04_official_travel_within_australia_and_overseas
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/ministerial_memoranda/2009/m2009-04_official_travel_within_australia_and_overseas
http://www.psc.nsw.gov.au/Policies/PSC-Circulars---Memoranda
http://www.psc.nsw.gov.au/Policies/PSC-Circulars---Memoranda
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2003/c2003-5
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2003/c2003-5
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2003/c2003-5
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
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http://www.smartraveller.gov.au/zw-cgi/view/Advice/
http://www.smartraveller.gov.au/tips/travelwell.html
https://www.dfat.gov.au/
https://www.dfat.gov.au/
https://www.orao.dfat.gov.au/orao/weborao.nsf/homepage?Openpage
https://www.orao.dfat.gov.au/orao/weborao.nsf/homepage?Openpage
http://www.psc.nsw.gov.au/common_res/pscwww/biz_pdfs/PSCC2011-04_Circular_Overseas_allowances_travel.pdf
http://www.psc.nsw.gov.au/common_res/pscwww/biz_pdfs/PSCC2011-04_Circular_Overseas_allowances_travel.pdf
http://www.psc.nsw.gov.au/common_res/pscwww/biz_pdfs/PSCC2011-04_Circular_Overseas_allowances_travel.pdf

7-14 Remote areas — allowances and
travelling on recreation leave

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2005/c2005-46
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2005/c2005-46
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/40._assistance_to_staff_members_stationed_in_a_remote_area_when_travelling_on_recreation_leave
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2010/c2010-28_review_of_meal,_travelling_and_other_allowances
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/39._allowance_for_living_in_a_remote_area
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/40._assistance_to_staff_members_stationed_in_a_remote_area_when_travelling_on_recreation_leave
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2010/c2010-28_review_of_meal,_travelling_and_other_allowances
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

7-15 Room at home as an office

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR

Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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7-16 Semi-official telephone subsidy

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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7-17 Travel arrangements

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/publications/memos_and_circulars/circulars/2010/c2010-28_review_of_meal,_travelling_and_other_allowances
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/40._assistance_to_staff_members_stationed_in_a_remote_area_when_travelling_on_recreation_leave
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/40._assistance_to_staff_members_stationed_in_a_remote_area_when_travelling_on_recreation_leave
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/43._room_at_home_used_as_office
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/43._room_at_home_used_as_office
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/43._room_at_home_used_as_office
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/43._room_at_home_used_as_office
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/44._semi-official_telephones
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

7-18 Travelling and meal allowance
for employees required to attend
examinations

NEW GUIDANCE

NSW Industrial Relations managed content

For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
circular 2009-28 Review of Meal, Travelling and Related Allowances. 
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/26._travelling_compensation
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/31._increase_or_reduction_in_payment_of_travelling_allowances
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/32._production_of_receipts
http://www.dpc.nsw.gov.au/coe2009/travel_arrangements/33._travelling_distance
http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/36._allowance_payable_for_use_of_private_motor_vehicle
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page

7-20 Skills shortage allowances

NEW GUIDANCE
7-19 Uniforms protective clothingand NSW Industrial Relations managed content

laund ry allowance For further information see the Public Service IR
Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:

NEW GUIDANCE psir@industrialrelations.nsw.gov.au

NSW Industrial Relations managed content

For further information see the Public Service IR _ Hide Archived

Guide, or contact the Public Sector Industrial
Relations unit of NSW Industrial Relations at:
psir@industrialrelations.nsw.gov.au
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http://www.dpc.nsw.gov.au/coe2009/allowances_and_other_matters/46._uniforms,_protective_clothing_and_laundry_allowance
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/biz_res/oirwww/pdfs/PSIR_C2012-03_Review_Allowances.pdf
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
http://www.industrialrelations.nsw.gov.au/sites/oirwww/Public_Sector_IR/Public_Service_IR_Guide.page
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8-1 Introduction

NEW GUIDANCE

See:

» Public Service Commissioner Direction No 1 of 2015
- Code of Ethics and Conduct (PDF)
* GSE Act 2013 Part 2 - Ethical framework for the

government sector
» The Code of Ethics and Conduct for NSW

government sector employees
» Behaving Ethically — What you need to know

* Behaving Ethically — Your responsibilities - a

summary
* Behaving Ethically — Acting in the public interest

Show Archived Hide Archived

8-2 Applicability of this model code
of conduct

NEW GUIDANCE

See:

» The Code of Ethics and Conduct for NSW
government sector employees

Show Archived Hide Archived
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http://www.legislation.nsw.gov.au/maintop/view/inforce/act+43+2002+cd+0+N 
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+43+2002+cd+0+N 
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+48+1977+cd+0+N 
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+40+1900+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+52+2009+cd+0+N
http://www.legislation.nsw.gov.au/viewtop/inforce/act+35+1988+cd+0+N/
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+17+1996+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+68+1974+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+92+1994+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+152+1983+cd+0+N
http://www.dpc.nsw.gov.au/announcements/ministerial_memoranda/1997/m1997-10
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=3020
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=116578
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=4424  
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=15676  
http://www.dpc.nsw.gov.au/public_employment/policy_directory/policy_statement?metadata=15677
http://www.legislation.nsw.gov.au/viewtop/inforce/act%2B92%2B1994%2Bcd%2B0%2BN/
http://www.dpc.nsw.gov.au/announcements/ministerial_memoranda/2011/m2011-17_public_interest_disclosures_policies_and_other_changes
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-2/the-code-of-ethics-and-conduct-for-nsw-government-sector-employees
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-2/the-code-of-ethics-and-conduct-for-nsw-government-sector-employees
http://www.psc.nsw.gov.au/ArticleDocuments/459/Public%20Service%20Commissioner%20Direction%201%20of%202015%20-%20Code%20of%20Ethics%20and%20Conduct.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/459/Public%20Service%20Commissioner%20Direction%201%20of%202015%20-%20Code%20of%20Ethics%20and%20Conduct.pdf.aspx
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.2+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.2+0+N
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-2/the-code-of-ethics-and-conduct-for-nsw-government-sector-employees
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-2/the-code-of-ethics-and-conduct-for-nsw-government-sector-employees
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/introduction/what-you-need-to-know
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/introduction/your-responsibilities-a-summary
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/introduction/your-responsibilities-a-summary
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-4/4-1-acting-in-the-public-interest

8-3 Values and principles for all public 8-4 Guide to ethical decision making
employees

NEW GUIDANCE
NEW GUIDANCE
See:
See:
» GSE Act 2013 section 25 - General responsibility of
» GSE Act 2013 Part 2 - Ethical framework for the Secretaries of Departments
government sector * GSE Act 2013 section 30 - General responsibility of

heads of agencies (other than Departments)

» Code of Ethics and Conduct - Difficult decisions
Show Archived Hide Archived  Code of Ethics and Conduct - Acting in the public
interest

» Public Service Commissioner Direction No.1 of 2014
— Minimum Standard for Gifts and Benefits
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http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.2+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.2+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.2-sec.25+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.2-sec.25+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.3-sec.30+0+N
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.3-sec.30+0+N
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-2/the-code-of-ethics-and-conduct-for-nsw-government-sector-employees
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-3/introduction
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-2/the-code-of-ethics-and-conduct-for-nsw-government-sector-employees
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-4/4-1-acting-in-the-public-interest
http://www.psc.nsw.gov.au/employmentportal/ethics-conduct/behaving-ethically/behaving-ethically-guide/section-4/4-1-acting-in-the-public-interest
http://www.psc.nsw.gov.au/ArticleDocuments/459/Public%20Service%20Commissioner%20Direction%20No%201%20of%202014%20-%20Managing%20Gifts%20and%20Benefits.pdf.aspx
http://www.psc.nsw.gov.au/ArticleDocuments/459/Public%20Service%20Commissioner%20Direction%20No%201%20of%202014%20-%20Managing%20Gifts%20and%20Benefits.pdf.aspx

8-5 Discrimination and harassment
NEW GUIDANCE

See:

» GSE Act 2013 section 25 - General responsibility of
Secretaries of Departments

» GSE Act 2013 section 30 - General responsibility of
heads of agencies (other than Departments)

» GSE Act 2013 Part 2 - Ethical framework for the
government sector

* Anti-Discrimination Act 1977

+ Behaving Ethically — Acting in the public interest

+ The Code of Ethics and Conduct for NSW
government sector employees
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http://www.legislation.nsw.gov.au/maintop/view/inforce/act+48+1977+cd+0+N 
http://www.legislation.nsw.gov.au/fragview/inforce/act+40+2013+pt.4-div.2-sec.25+0+N
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8-7 Protecting confidential information

NEW GUIDANCE

See:

» GSE Act 2013 section 25 - General responsibility of
Secretaries of Departments

» GSE Act 2013 section 30 - General responsibility of
heads of agencies (other than Departments)

+ Behaving Ethically — Acting in the public interest

» The Code of Ethics and Conduct for NSW
government sector employees

8-6 Public comment on the work of the Show Archived Hide Archived
department

NEW GUIDANCE

See:

» GSE Act 2013 section 25 - General responsibility of
Secretaries of Departments

» GSE Act 2013 section 30 - General responsibility of
heads of agencies (other than Departments)

» Behaving Ethically — Acting in the public interest

» The Code of Ethics and Conduct for NSW
government sector employees
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8-8 Use of official facilities and 8-10 Political and community

equipment participation
NEW GUIDANCE NEW GUIDANCE
8-9 Secondary employment
See: 9 y ptoy See:
+ GSE Act 2013 section 25 - General responsibility of NEW GUIDANCE + GSE Act 2013 section 25 - General responsibility of
Secretaries of Departments Secretaries of Departments
» GSE Act 2013 section 30 - General responsibility of » The Code of Ethics and Conduct for NSW
heads of agencies (other than Departments) See: government sector employees
» Behaving Ethically — Acting in the public interest ) - * GSE Act 2013 section 30 - General responsibility of
+ Behaving Fthically — Fthical scenarios * GSE Act 2013 section 25 - General responsibility of heads of agencies (other than Departments)
+ GSE Act 2013 Part 2 - Ethical framework for the Secretaries of Departments + Behaving Ethically
government sector » GSE Act 2013 section 30 - General responsibility of
« The Code of Ethics and Conduct for NSW heads of agencies (other than Departments) Also refer to sections 71 and 72 of the GSE Act

government sector employees
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8-11 Reporting corrupt conduct,
maladministration and waste

NEW GUIDANCE 8-13 Lobbying

See:

NEW GUIDANCE

» The Code of Ethics and Conduct for NSW
government sector employees
» Behaving Ethically — How to report serious

wrongdoing .
» Behaving Ethically — Ethical scenarios

_ 8-12 Post separation employment
Show Archived Hide Archived .

NEW GUIDANCE .

See:

« Behaving Ethically — Acting in the public interest Show Archived Hide Archived

» The Code of Ethics and Conduct for NSW
government sector employees

Show Archived Hide Archived

See:

Behaving Ethically — Acting in the public interest
Lobbying of Government Officials Act 2011
Lobbying of Government Officials (Lobbyists Code
of Conduct) Regulation 2014

Premier's Memorandum M2014-13- NSW Lobbyists
Code of Conduct

The Code of Ethics and Conduct for NSW.
government sector employees
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Chapter 9 Management of Conduct and Performance



GENERAL GUIDANCE
CHAPTER 9

For guidance on the management of conduct and
performance, refer to:

» Sections 67 to 70 of the GSE Act

* Clause 14 of the GSE Regulation

* Parts 2, 7 & 8 of the GSE Rules

» PSC Guideline 2014-004, Performance Development
Framework (PDF) and supporting guides

The Performance Development Framework and
supporting guides have been updated to align with
the GSE Act. The guides provide guidance on resolving
unsatisfactory performance. At this stage, the PSC does
not expect to develop anything more prescriptive than
the procedural requirements in Part 8 of the GSE Rules
Important points to note:

* Unsatisfactory performance and misconduct are
managed separately

* The terms ‘disciplinary action’ and ‘remedial action’
are not used.
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