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In accordance with section 52(3) of the Public Service Act 2008 and section 687(3) of the NN
Industrial Relations Act 1999, this directive prevails over an industrial instrument and other a —
directives to the extent of any inconsistency. Industrial instrument means an award, S =
industrial agreement, certified agreement or decision of the Queensland Industrial Relations EREED
Commission. s
e
1. TITLE: Early retirement, redundancy and retrenchment o
2. PURPOSE: To specify the action to be taken and the conditions and Qments applying to
) ' public service employees in relation to an early retir t package, redundancy
package or retrenchment package. @
3. LEGISLATIVE Section 54(1) of the Public Service Act 2008. s
PROVISION: Q{
. This Directive applies to all public sewic@ ees except —
4. APPLICATION: s employees engaged on a tempor is’under sections 147 or 148 of the
FPublic Service Act 2008; or a?\
e employees engaged on a ca is under sections 147 or 148 of the Public

Service Act 2008; or

employees on contract We Public Service Act 2008*; or

employees whose em@ t is terminated in accordance with disciplinary
cadfse of mental or physical incapacity.

action, or retirem
*NOTE - Officers under\ggction 122 contracts who revert to tenured public service
employment willgggain their eligibility under this directive on reversion.

5. STANDARD: The &%nts and requirements prescribed in Schedules A and B apply.

6. EFFECTIVE DATE: 1Qafa;tive is to operate from 10 September 2012,

This Directive can be varied by —
7. VARIATION: s The Minister responsible for industrial relations; or
e Legislation.

8. INCONSISTENCY: Sections 51 and 52 of the Public Service Act 2008 and sections 686 and 687 of the
Industrial Relations Act 1999 apply when there is an inconsistency between an act,
regulation or industrial instrument.

9. SUPERSEDES: Directive 04/12 “Early Retirement, redundancy and retrenchment’
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10. PREVIOUS
REFERENCES:

11. SEE ALSO:

14-136

Directive 17/09 “Early Retirement, redundancy and retrenchmenft’
Directive 10/05 "Retrenchment" and Directive 11/05 “Voluntary Early
Retirement (VER)”

Directive 10/04 “Voluntary Early Refirement (VER)”

Directive 9/04 "Retrenchmen{’

Directive 27/99 "Voluntary Early Retirement (VER)"

Directive 26/99 "Retrenchment’

Directive 2/98 "Retrenchment”

Directive 1/98 "Voluntary Early Retirement (VER)"

Directive 22/97 "Refrenchment"

Directive 21/97 "Voluntary Early Retirement'

Directive 7/97 "Retrenchment"

Directive 6/97 "Voluntary Early Retirement"

Directive 7/96 "Action Because of Surplus Employees”

Public Sector Management Standard for Staffing Options to Manage
Organisational Change in the Queensland Public Sector

Government policy is to deploy employees where p Qa. This
directive needs to be read in conjunction with:

« directive concerning employees requiring en
¢ relevant Australian Taxation Office legisl Taxation
Rulings
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SCHEDULE A
GENERAL REQUIREMENTS

1. Definitions

1.1.

1.2

1.3.

1.4.

1.5.

22

23.

24.

3.2,

3.3.

“Early retirement"” is where an employee accepts an early retirement package in exchange for voluntarily
terminating their employment with an agency.

"Redundancy" is the situation where a position or function becomes redundant as a result of workplace change
and this ieads to a decision by the chief executive to terminate the employee’s employment.

"Retrenchment” is the termination of employment of an employee whose position is redundant and for whom it
has been determined that continued actions to secure a permanent placement are no longer appropriate.

"Severance payment period™ is the period of time which equates to the payment of the severance payment
expressed in weeks {note this period of time does not include recreation leave, long service leave, the notice
periad or if applicable the incentive payment).

"Week's pay" means the ordinary time rate of pay for the employee concerned. ollowing amounts are
excluded from the calculation of the ordinary time rate of pay: overtime, penalt , disability allowances, shift
allowances, fares and travelling time allowances and any other ancillary p

Early retirement

The chief executive may offer early retirement to employees wherg the gcheme is approved by the

Commissioner of Taxation.

(a) The scheme must satisfy the legislative requireme employees who comprise such a class of
employees as the Commissioner of Taxation approve participate in the scheme; and

(b) The scheme must be implemented with a vj %ionalis]ng or reorganising the agency’s business
operations1; and

(c) Before the early retirement scheme is lep€nted the Commissioner of Taxation must have issued
written approval of the early retiremer% .

Allegations or findings of unsatisfactory r ce or conduct due to any cause are not grounds for offering an

employee an early retirement package.

The chief executive must establish¥ge bgna fides of each early retirement scheme and ensure that the relevant

income tax provisions are com

If applicable, the chief executive t ensure that the provisions of the directive relating to employees requiring

placement are met and pdtification is provided to the relevant Australian Government department whose primary

function is helping ungmployed people find work.

Redundancy

When workplace change results in redundant positions or functions and an employee has been declared as

surplus {‘an employee requiring placement’), an agency may immediately offer the employee requiring

placement a voluntary redundancy package,

An employee is considered to be genuinely surplus if;

(a) the chief executive has made a definite decision that the job the employee has been doing is no longer
required to be done by an employee;

{by that decision is not due to the ordihary and customary tumover of labour;

(c) the decision led to the proposal to terminate the employee's employment; and

(dy the proposed termination of employment is not on account of any personal act or default of the employee,
for example unsatisfactory performance or behaviour.

Prior to making an offer of a voluntary redundancy, the chief executive must establish the bona fides of each

redundancy event and ensure that the relevant income tax provisions are complied with to ensure any
redundancy payment qualifies as a genuine redundancy payment for taxation purposes.

1 As part of this process, agencies should consider government policy on organisational restructure.
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3.4. The chief executive must provide a statement of advice to the employee before deciding to make an employee
redundant that confirms the requirements of this section have been met. This statement of advice must be
provided to the affected employee before their separation date.

3.5. The chief executive must ensure that the provisions of the directive relating to employment arrangements
following workplace change are met and notification is provided to the relevant Australian Government
department whose primary function is helping unemployed people find work.

3.8. Anemployee must be less than 65 years old at the time of termination for a redundancy payment to qualify as a
genuine redundancy payment under the relevant legislative provisions of income tax law and any Taxation
Ruling issued by the Commissioner of Taxation.

4. Retrenchment

4.1. The chief executive may approve the retrenchment of public service employees in circumstances where it has
been determined, in accordance with the directive relating to employees requiring placement, that it is not
appropriate to continue actions to secure a permanent placement for the employee whose position has become
redundant.

4.2 Inconsidering the case for retrenchment the chief executive must provide to the employee whose position is
redundant the circumstances on which the proposal to retrench are based and an oppertunity for the employee
to establish that retrenchment is unreasonable in the circumstances. The emplo ust be given a minimum of
10 working days to respond. If the employee does not establish to the chief ex e’'s satisfaction that
retrenchment is unreasonable, the chief executive may proceed with action h the employee. The chief
executive's reasons for proposing retrenchment, the employee’s respons; e final decision must be in
writing.

4.3. The chief executive must ensure that the relevant income tax provisionyare complied with when issuing a
severance payment to an employee to ensure the payment qualifies as a genuine redundancy payment for

taxation purposes.

4.4. The chief executive must provide a statement of advice to t%p oyee before deciding to make a position
redundant that confirms the requirements of this section en met. This statement of advice must be
provided to the affected employee before their sepaggtiom@ate.

4.5. If applicable, the chief executive must ensure ngrtiﬁc s provided to the relevant Australian Government

department whose primary function is helpin ed people find work.
5. Reporting %

5.1. Each agency must state in its annual rep0i} the number of packages paid to employees with respect to early
retirement schemes, redundanciessand retrenchments in the previous financial year and the total monetary value

of these packages, including in i yments.

5.2. Each agency will establish a re identifying the following informaticn about each employee who accepts an
early retirement packag &gdancy package or retrenchment package: surname, given names, date of birth,
employment status (fullifag, pari-time}, severance date, amount of severance payment received (expressed in
weeks), the amoun ny incentive payment and the weekly rate of pay.

5.3. Agencies will providethis information to the chief-executive of the department responsible for industrial relations
on an annual basis.

6. Re-engagement

6.1. A person who has received an early retirement package, redundancy package or retrenchment package and
who is subsequently engaged in one Queensland Government entity” or more as a consultant, contractor, or
employee for a total cumulative period of more than twenty fuli-time equivalent (20) working days in the
severance payment period is required to refund to the Crown a portion of their severance payment. The person
will be entitled to retain only that portion of the severance payment which covers the period of time for which
they were not engaged in a Queensland Government entity or a minimum of twenty days' salary, whichever is
the greater.

2 As defired in section 24 of the Public Service Act 2008
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6.2 Forexample, a person who receives a severance payment of 30 weeks' pay may work only for a total cumulative
period of 20 days in the 30 week period after the date on which the retirement, redundancy or retrenchment
becomes effective without having to refund a portion of the severance payment.

6.3. Continuing this example, once the same person works in excess of 20 days within the 30 week severance
payment period, the person is entitled to retain that portion of the severance payment applicable to the period of
time for which they were not engaged in a Queensland Government entity. The person would be required to
refund to the Crown the remainder of the severance payment, provided that the person would be entitled to

retain a minimum of 20 days' salary,
6.4. A part-time employee who receives a severance payment for the loss of one pari-time job and who retains

another part-time job in the Queensland public servica, will be required to refund the portion of severance
payment to which they are not entitied should they subsequently increase their part-time hours during the

severance payment period.
6.5. The chief execufive of the re-engaging department is responsible for implementing procedures to collect the
refund.

7. Transitional Provision
7.1. Subject to section 7.2, any processes commenced under a previous directive maninished in accordance

with that directive.
7.2, A chief executive may apply the incentive payment under this directive to loyee who has accepted an
early retirement or redundancy under a previous directive, provided the separates on or after the

effective date of this directive.
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SCHEDULE B

ENTITLEMENTS

1. Entitlement
Packages provided by this directive are compensation for loss of job tenure.

Early Retirement
1.2. An early retirement package will comprise the following:

1.1.

(@)
(b)

(©

Accrued recreation Ieavea;

Accrued long service leave for employees who have worked for at least one year, on the basis of 1.3
weeks for each year of continuous service and a proportionate amount for an incomplete year of service®:

A severance payment of two weeks' full-time pay per fulkime equivalent year of service and a
propartionate amount for an incomplete year of service paid at the employee's substantive appointed
level. The minimum payment is four weeks' pay, and the maximum i weeks, provided that no
employee will receive less than the severance payment under the Termy , Change and Redundancy
Statement of Policy issued by the Queensland Industrial Relations Co .

1.3. An early retirement package may comprise an incentive payment {refer 3 below for further information
oh incentive payments).

Redundancy P4

1.4, A redundancy package will comprise the following:
(a) Accrued recreation leave®; %
(b} Accrued long service leave for employees who ked for at least one year, on the basis of 1.3

weeks for each year of continuous service andg p ionate amount for an incomplete year of service®:

(¢} A severance payment of two weeks' full-fihe gpay per full-time equivalent year of service and a

1.5. A redundancy package may comp ise an i

proportionate amount for an incomple!
level. The minimum payment is fo
employee will receive less than th
Statement of Policy issued by th

\v service paid at the employee's substantive appointed
ckg’ pay, and the maximum is 52 weeks, provided that no
rafice payment under the Termination, Change and Redundancy
and Industrial Relations Commission.

entive payment (refer to section 3 below for further information on

incentive payments).
Retrenchment Q
1.6. Aretrenchment package N ise the following:

(@)
(b)

(©

Accrued recre

Accrued lon
weeks for each

e feave for employees who have worked for at least one year, on the basis of 1.3
ar of continuous service and a proportionate amount for an incomplete year of service®:

A severance payment of two weeks' full-time pay per full-time equivalent year of service and a
proportionate amount for an incomplete year of service paid at the employee's substantive appointed
level. The minimum payment is four weeks' pay, and the maximum is 52 weeks, provided that no
employee will receive less than the severance payment under the Termination, Change and Redundancy
Statement of Policy issued by the Queensland Industrial Relations Commission.

2. Tenured part-time employees

21

2.2,

Tenured part-time employees affected by redundancy and retrenchment situations or who are eligible for an
early retirement package will be entitled to a severance payment. The payment is calculated on two weeks' full-
time pay per year of full-time equivalent service and a proportionate amount for an incomplete year of service
{minimum four weeks, maximum 52 weeks).

Employees who hold two or more tenured part-time jobs will be entitled to a severance payment calculated only
on the proportion of full-time equivalent years of service applicable to the part-time position which becomes
redundant.

* If the officer is performing higher duties at the date of termination, the calculation must be consistent with the requirements of the Ministerial Directive on higher duties.

14-136
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3. Incentive payment

3.1.  In addition to the severance payment, an incentive payment may be offered once only to encourage employees
to exit the department on or by a specified date. The payment will be $6,500 or 12 weeks' pay at the employee's
substantive level, whichever is the greater.

3.2 The incentive payment reduces by the equivalent of one week's pay for each week the employee delays leaving
the department after the specified date.

3.3, Tenured part-time employees who are offered an incentive payment will be entitled to a portion of the incantive
payment, which will be adjusted to reflect the proportion of full-time hours worked by the employee. For example,

if .5 is the proportion of full-time hours worked by an employee for the position, the incentive payment applicable
would be $3,250 or 12 weeks' salary, calculated at the employee's usual part-time rate (i.e. in this example .5),

whichever is the greater.
3.4. Incentive payments may apply to early retirements and redundancies , but do not apply to retrenchments.

3.5, The incentive payment includes payment in lieu of notice.

4. Recognition of previous employment

4.1. Employees whose previous employment is recognised for the purpose of calculating long service leave
entitement are entitled to a severance payment. This payment is based on theirderbd of previous recognised
employment and current period of employment. The total severance payment ot exceed 52 weeks' pay.

Note:
Previous recognised employment includes all recognised employment uging temporary employment) in the
categories specified in the directive relating to recognition of previous se and employment.

Y4

4.2. Employees whose previous employment is recognised for the se of calculating long service leave

entitltement and who have received a severance payment fr ir frevious employer will be entitled to a
severance payment calculated only on their current period % yment.

5. Relocation expenses
5.1. Public service officers who accept an early retirem
will be entifled to relocation expenses consist
retiring from the service.

age, redundancy package or retrenchment package
ith fMe Ministerial Directive on relocation expenses for officers
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ANDERSON Jodie

From: Ian Maynard <ian.maynard@psc.gld.gov.au>
Sent: Tuesday, 27 November 2012 1:17 PM
To: Chesterman Andrew; Annette Whitehead (Education); Broe Barry; Hunt Dan; David

Edwards (State Development, Infrastructure and Planning); 'Debbie Best’; Graeme
Newton (QRA); Helen Gluer (Treasury); Ian Maynard; Ian Stewart (Queensland
Police); Noye Jack; Glaister John; Black Jon; Jon Grayson; Kelvin Anderson
(Community Safety); Margaret Allison (Communities, Child Safety and Disability);
Neil Castles (Housing and Public Works); Neil Scales (Transport and Main Roads);
Reed Philip @ DSITIA; Eden Richard; 'Stephen Johnston'; Terry Ryan; Tony O'Connell

(Health)
Subject: Public Service Commission guide on change and consultation processes
Attachments: Process for introducing organisational change regarding restructures and or

redundancies.docx

Dear colleagues

organisational and workforce change, please find attached a guide to assist n communicating and engaging

Further to my email on 5 November 2012, regarding change and consultation N%es for the implementation of
with your employees and relevant unions. pc

/

This guide has been developed as a result of recommendations and sjpns of the Queensland Industrial Relations
Commission, where improvements to consultation and impleme i rocesses have been identified. This guide

is not intended to be prescriptive or exhaustive, and is designv\ ovide guidance on appropriate consultation
practices.

The Public Service Commission will liaise with your nJesource Directors, with respect to this guide and
continue to support your agency through organisatigfiabchange processes,

Should you or your officers require further infor%tion in relation to this guide or change and consultation
processes more broadly, please contact [igopia Cooper, A/Deputy Commissioner, Workforce Strategy and
Performance on telephone 07 3406 '<% a email sonia.cooper@psc.qld.gov.au or Mr Kurt Marsden, Executive

Director, Workforce Strategy oKI{ho 207 3033 0684 or emai! kurt.marsden@psc.ald.gov.au.

Regards, {an Q~

sch4pA(6) Personal information

Flease consider the environment before printing this email.

This email is intended only for the addressee. Its use is limited to that intended by
the author at the time and it is not
to be distributed without the author’ s consent.

Unless otherwise stated, the State of Queensland accepts no liability for the contents
of this email except where

L
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subsequently confirmed in writing. The opinions expressed in this email are those of

the author and do not necessarily
represent the views of the State of Queensland. This email is confidential and may be

subject to a claim of legal privilege.

If you have received this email in error, please notify the author and delete this
message immediately.
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Public Service Commission

Guide for introducing organisational change regarding
restructures and/or redundancies

This guide has been developed to assist Queensland Government agencies to communicate and
engage appropriately with employees, and where relevant their unions, when implementing
organisational and structural change. This guide is not intended to be prescriptive nor exhaustive,
but rather it provides guidance for agencies on appropriate consultation practices.

Notwithstanding recent amendments to the Industrial Relations Act 1999 (the Act) (see Part 2,
Chapter 15), which amend the Industrial Commission's standard T ination Change and
Redundancy (TCR} provisions, government agencies continue to have igation to consult with
employees and, where relevant, their unions when implementin sational or structural
changes which are likely to have significant impacts on employee d to redundancies and/or
retrenchments.

A
s,and, secondly, to consult with them
ee principles:

The obligation to, firstly, advise employees and their uni
about proposed changes and/or redundancies is gover

1. An agency is not required to notify its employee ons until the time the agency considers
appropriate;

and

2. An agency is not required to consult L%W%s its employees and unions of its decision(s);

3. An agency is not required to congt with its employees or unions other than in relation to
implementation of the decisior\/

As a result of the amendments@e Act, agencies are now better able to control, and manage,

announcements of organjgatgnal change and/or redundancies. This is because the announcement
of any such decisions edeferred until the agency is properly prepared to inform employees
and their unions an ult'with them about the implementation of the proposed changes.

Recent disputes notified to the Queensland Industrial Relations Commission (QIRC) by a number
of unions have helped clarify both the QIRC's and the unions' expectations about both the timing of
any announcements, and the types of documents and other information they expect an agency to
be able to provide at the time an announcement is made and consultation commences. For
example, unions have highlighted that they would prefer any announcement of organisational or
structural changes by an agency to be delayed until the agency has prepared the necessary
information (refer Step 1 over page) to be provided at the first consultation,

Further, Members of the QIRC are increasingly coming to expect that agencies will handle any
announcement of structural change and/or redundancies in a planned and structured way, rather
than ¢n an "ad-hoc" basis.

QUEENSLAND GOVERNMENT

14-136 o o FleD I:Dgézg



Public Service Commission

The following steps to announce structural or organisational changes and/or redundancies
should be followed:

Step 1

Prior to making any announcement to staff and their unions, the agency must prepare the following
documents:

1 Current organisational structure, which identifies numbers and classifications of employees
engaged;
[ New organisational structure, showing numbers and classifications oQoloyees in the future;

E' Affected positions spreadsheet, which is a list of those positions (. ications and numbers)
ans, for example, the

likely to be impacted by the proposed changes (where "impacteds
position will no longer exist; the number of positions which wil &1 available is less than the
articular position has been

existing number of employees at that classification and level;
restructured [by adding or reducing tasks] and will need to bejllled)

[l Details of how the positions identified in the new struc are to be filled (e.g.: direct matching,
suitability assessment);

0O Proposed implementation planftimetable for im ntlng the structural change and/or
redundancies, covering the period from the uncement of the decision to surplus
employees departing the agency or belng ated as an Employee Requiring Placement
(see PSC Directive 6/12).

Siep 2

Co-ordinate announcements of the 2 oposed changes to staff and their unions such that
employees are informed very clo to or at the same time as, the unions.

Step 3
If the announcement. i ing made to all staff (or a section) of an agency, the announcement
should indicate th who will be potentially impacted by the decisions (see third dot point

under Step 1) will beNhformed of that fact within 24-48 hours by separate communication. Such
time frame will let those employees in the agency who do not receive such communication know
that their position will not be impacted. This will reduce the potential for staff uncertainty across the

agency.
Step 4

During the course of Step 2, the agency should arrange for the relevant unions to be briefed about
the proposed changes and likely impacts on employees. At this briefing, the agency should hand
the unions (pre-prepared)} copies of the documents mentioned in Step 1. Such briefing should
resuit in the unions being in a better position to understand what the agency is proposing and,
thereby, allow union officials to better respond to any employee concerns which might be raised
with them directly.

%2 QUEENSLAND GOVERNMENT

. » _
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Public Service Commission

Step 5

Employees who will be impacted by the proposed changes should be contacted as soon as
possible after the announcement is made so that a time for them to be informed about the
restructuring, and the impact on them personally, can be arranged. Ideally such contact should
include an invitation for the employee to bring a support person (which may include a union official)
to the meeting.

Step 6

The advice given to employees about the impact of the proposed cha on them personally
should, preferably, be given to them on an individual basis, together letter confirming the
impact, rather than by email or letter through the post. As mentio employee should be

permitted to bring a support person to this discussion. @
The employees should be given information relevant to their par‘ti;ula situation e.g.:
[0 Old and new organisational structures will be pro%%ﬁted on internal website on (insert

date);
[1 Where relevant, information about how roles wi ed, such as direct matching, suitability

assessment etc.;

0O List of vacant substantive positions (providedidosted on website)

O List of newly created/restructured posit ided/posted on website)

[0 Details about employee assistance s and other supportive information (consideration
should be given to preparing an E@Z‘;g Information Pack);

O Where relevant, flow charts showinByprocesses for matching employees to available positions,

what happens if no position isﬁw, and so on.

Consideration should be g'v<1 onducting training sessions for impacted staff on resume and

interview preparation. &
Step 7 Q.

After all impacted staff have been briefed, commence process of filling roles by process decided by
the agency.

Step 8

The timetable for making announcements, filling of positions, notifications to unsuccessful
employees should be made widely available to all staff. The timetable should be realistic and allow
for contingencies. If the timetable, especially announcements to staff about their future, looks like it
might slip, then the timetable should be updated and potentially affected employees informed of

the change.

= \ QUEENSLAND GOVERNMENT
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Public Service Commission

Additional considerations

To help safeguard employee welfare, announcements of organisational or structural changes or
the potential for redundancies and/or retrenchments should be made early in the week, preferably,
on Mondays or Tuesdays, so as to allow the timeframes mentioned above to be met without being
interrupted by a weekend.

Similarly, any announcement to an individual employee that they have not been able to secure a
position in the new structure, or that their position is surplus to requirements, should be made
earlier in the week (and not on a Friday). Such advice should be given at a time when the
employee is able to access counselling or other assistance through employee assistance

programs
Agencies should give consideration to setting up a dedicated w Zo keep affected (and

interested) employees apprised of developments in the imp ation of the announced
decisions. This website should also contain a Frequently Asked ns (FAQ) section so as to

inform employees about matters they might be expected to ask. /

Because Steps 2, 3, 4, 5 and 6 need {o be co-ordinate %ﬁe time critical, managers and senior
staff who will be responsible for meeting with indivi ployees and informing them of the
impact of the proposed changes need to be fully b eforehand about their role and how to

undertake it.

e provided with a script to ensure consistency
d staff. If managers are not 100% confident about
answering an employee’s question t d advise the employee they will check with a more
senior manager and respond when%’have an answer. This should be done as soon as
possible. If appropriate, the que@ d answers might be added to the FAQs section of the

In this respect, it is recommended that the
of communication between managers an

absent or on leave fr orkplace. If a staff member is away on short term sick leave, the
manager who wa lg ed to talk to that person should inform the designated person
[immediately above] iscuss who, how and when a nominated person will talk to that employee.

website 9
It is suggested that a g officer is assigned responsibility for contacting people who are
S

QUEENSLAND GOVERNMENT
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ANDERSON Jodie

From:
Sent:
To:
ilth)
Subject:
Attachments:
Q,'
sch4pormation
|
that intended
be without 5
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Unless otherwise stated, the State of Queensland accepts no liability for the contents
of this email except where

subsequently confirmed in writing. The opinions expressed in this email are those of
the author and do not necessarily

represent the views of the State of Queensland. This email is confidential and may be
subject to a claim of legal privilege.

If you have received this email in error, please notify the author and delete this
message immediately.

&
N
&Qg/
AN
&

14-136 File D 15 of 129 Ruse



Template Letter for Employees Requiring Placement (Non-Transitioning)

Date

Name
Address Line One
Address Line Two

Dear Safutation

| am writing to advise that following a change to {insert relevant — e.g.
o the government’s policy direction on XXX
e service delivery strategy for XXX
e the nature and/or scope of the service / projects to be undertaken by {department / business unit}

e resourcing for XXX}
a decision has been made to (broad description of the workplace change - e.g. cease X prograr).

As a result of this decision, your position is no longer required. Unfortunately, a ave been unable to identify an
alternative role to place you in, you have been designated as an employee rel@ lacement (ERP).

situation. The directive provides you with the opportunity to accepta ary redundancy package. If you choose not to
accept the voluntary redundancy, you will be registered in a centr. ent pool, where efforts will be made to

identify transfer opportunities for you, across the public sector

There are a number of options open to you. Directive 06/12 provides t§ prtfess for managing employees in your

The information below provides an overview of the choices to you. For further information, please refer to Directive
06/12: Employees requiring placement and Directive : forly retirement, redundancy and retrenchment. Copies of
these directives are attached, and may be accesse %g the Public Service Commission website at
www_psc.qld.gov.au. Q~

Offer
In accordance with Directive 06/12; Io;es Requiring Placement (attached), | am offering you the opportunity to
choose between two options:

1. Accept a voluntary red@pdancy; or
2. Pursue transfer opportunities.

You need to make and advise of your decision within 14 days. If | do not receive your decision in this timeframe, | will
consider that you have chosen to pursue transfer opportunities,

Voluntary Redundancy

The offer of a voluntary redundancy is made in accordance with Directive 11/12: Early retirement, redundancy and
retrenchment. The redundancy package is made up of:

e your accrued recreation leave;

o your accrued long service leave (provided you have had at least one year of service)

e aseverance payment (of 2 weeks’ salary per year of service —to a maximum of 52 weeks); and

* an incentive payment of 12 weeks’ salary.

14-136 File D 16 of 129
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An estimate of the redundancy package is available through the estimate calculator located at {insert location}. If you
have any difficulties in obtaining your estimate please contact {insert contact}. Please note that the calculator provides an
estimate only, based on the information you input. It does not constitute a guarantee of the redundancy amount.

In making this offer, | confirm that it is a bona fide redundancy (refer to section 3.2 of Directive 11/12). {NOTE {remove
before finalising letter}: Chief executives must be satisfied that the conditions of 3.2 are met.}

Should you elect to accept the voluntary redundancy, your employment with the department will be terminated on
{insert date}.

Please note: if you decline this offer of a voluntary redundancy, you will not be offered a voluntary redundancy again.

Pursuing Transfer Options

If you choose to pursue transfer opportunities, the department will work with you to identify an alternative suitable
permanent position at your substantive classification level. You may also nominate to be considered for redeployment to

a lower classification level.

To assist you in achieving a new placement, you will be assigned a case manage @ase manager will work co-
operatively with you to try and secure a new placement, including completing@ ration form detailing your skills and
experience to facilitate vacancy matching. Your case manager will also obtain a ree statement from your current

supervisor or manager about your performance and conduct. You will prcﬁlded with a copy of this referee statement;
if it contains any comments you do not agree with you will be given a rtunity to respond.

In accordance with the process outlined in Directive 06/12, youfwi registered in the central placement pool, where
your skills, experience and resume will be reviewed to ass oliff potential suitability for vacancies. If a potential vacancy
match is identified, you will be requested to participate in ility assessment process by the relevant agency.

the role, you will be offered a transfer. If you choose to accept
egotiated. This will usually be no longer than two weeks, but an
riate in the circumstances.

If a match is identified and you are assessed as sui
transfer to the role, a start date in the new role
alternative timeframe could be negotiated if appr

If you do not wish to accept a transfer, \/ave the opportunity to be offered one additional vacancy. If you refuse a

second transfer offer, you will n nstrate reasonable grounds why you are refusing. If you refuse and cannot
demaonstrate reasonable groundi&ﬂ ng so, your employment may be terminated in accordance with 5134 of the
Public Service Act 2008. If thi happens, you will have a right to lodge an appeal to the Appeals Officer; neither
the transfer nor termination of§gour employment will occur prior to the completion of the appeal period, or if you lodge
an appeal, the appeal decision being made. Please note, that if your employment is terminated on this basis, you will be
entitled to notice and payout of accrued leave in accordance with the relevant leave directives, but you will not be

entitled to a severance or incentive payment.

If you are assessed as unsuitable, you will be provided with a copy of the report outlining the reasons for the assessment.

It is important that you fully participate in efforts to secure you an alternative substantive role, including participating in
suitability assessment processes and applying for suitable vacancies during this period, particularly permanent vacancies.
If you do not participate and cannat provide reasonable grounds for not participating, a discipline process may be
commenced.

{Insert department} will work with you to try and secure a new substantive role for you, however, if you have not been
placed into a new role four months after your registration as an ERP, a formal review will occur to determine whether or
not it is appropriate to continue these transfer efforts. A review may be initiated at an earlier time if reasonable
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placement efforts have been undertaken and/or a transfer opportunity for you is unlikely to occur as a result of your
specialised skill or location {delete if not applicable}.

If, as a result of the review, a decision were to be made that it is appropriate to continue transfer efforts, you will remain
an employee requiring placement and a further review period will be set.

If, however, a decision were to be made that it is not appropriate to continue the transfer efforts, a retrenchment process
will be commenced in accordance with Directive 11/12: Early retirement, redundancy and retrenchment. As part of this
process and before a final decision is made, you will be provided with an opportunity to explain why you think
retrenchment is unreasonable in the circumstances. In the event you are retrenched, you will be entitied to a severance
package in accordance with Directive 11/12. This package does not include the 12 week incentive payments as outlined in
the voluntary redundancy offer. A retrenchment package includes your accrued leave and a severance payment (i.e. 2

weeks’ salary per year of service).

Salary Maintenance

Directive 06/12 sets out the salary maintenance provisions that apply if you elect to p e transfer and, where

applicable, redeployment. %

Advising of your decision

You have 14 days in which to advise of your decision to accept a Volungary R€dundancy or pursue transfer options. Please
complete the attached form and return it to:
{Nominated person and contact details}. %

| appreciate that this is a significant decision and | would likd&oemind you of your ability to access the department’s
employee assistance service/provider {insert name Wct details for agency EAS/P}. You may also wish to obtain

financial advice to assist you in making this decision;
Yours sincerely é
{Name} QV
{Role} &\

e Directive 06/128FEmployees Requiring Placement
e Directive 11/12: Early retirement, redundancy and retrenchment

Encl:
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Employee Requiring Placement: Template Decision Form

{Employee Name}
{Address Line One}
{Address Line Two}

I have been provided with a copy of:
e Directive 06/12: Employees Requiring Placement
o Directive 11/12: Early retirement, redundancy and retrenchment,

Having had the opportunity to consider the information in these directives and the advice provided in writing in a
letter from {name} dated {date}:

| wish to accept the voluntary redundancy offer and cease my employment with {agency name} on {end
date}. | understand that in the event | am re-employed within any Quegisland Public Service entity within

the severance period, | will be required to repay a proportion of th dancy package, in accordance
with the directive relating to early retirement, redundancy and r ent.
Have you received a severance payment from a previ mployer, where this service has been
recognised by your current employer? P4

Yes No %
OR ?*

I wish to decline the voluntary redun y offer and pursue transfer opportunities. | understand that |
must work co-operatively with my seeking to secure a new placement, including applying for
suitable vacancies. | also under :
o if | do not participate in sftability assessment processes, | may be liable to a disciplinary process;
and/or
o iflrefuse atra
refusal, my gmp
2008; arysd;ro\
o a forrpedreview will occur four months from the date of my registration as an employee requiring
placQﬂ'ﬂunless initiated earlier), to determine whether it is appropriate to continue the
transfer'efforts. If it is determined that further efforts are not appropriate, a retrenchment
process will be commenced.

€ction on two occasions and cannot demonstrate reasonable grounds for
ent may be terminated in accordance with s134 of the Public Service Act

Employee signature:
Date:

Return to:

{Name and Contact Details}
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Template Letter — Direction to Transfer

From CEO {or delegate) to ERP

Date

Name
Address Line One
Address Line Two

Dear Saolutation

[ refer to the offer of transfer appointment made to you on {date} to the role of {role and
classification level} with {agency} and your refusal of to accept a transfer toq role.
I

In accordance with s133 and 134 of the Public Service Act 2008, | am ,@ ting you to transfer to
the above mentioned role. This transfer will take effect on {date} uv@ submit reasonable
grounds for refusing the transfer by {date}.

/

If you submit grounds for refusal, this transfer direction Wi@lt on hold {stayed), until | consider
any information you provide.

If, after considering the information you provide #farm\atisfied reasonable grounds exist, | will set
aside this transfer direction and advise you il’% #in which case you will remain an employee

requiring placement. %

If, however, after considering the inf@dﬁ you provide, | am not satisfied that reasonable
grounds exist, | will confirm this transfer¥irection in writing. If you continue to refuse the transfer
after such a decision, your e t may be terminated by written signed notice. As a transfer

decision is appealable undgr t blic Service Act 2008, a decision to terminate your employment
will not be given eﬁec’w@he conclusion of the appeal period or a decision on a lodged appeal

{whichever is the lz@).~
You may wish to contatt the {department name’s} employee assistance service/ provider to discuss

this matter.
{EAS/P name and details}
If you are a member of a union you may also wish to discuss this matter with the union.

Should you have any queries regarding this correspondence, please contact {insert contact name
and details}.

Yours sincerely

{Name}
{Role}
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Template Letter —Review — Proposing Retrenchment

From CEQ (or delegate) to ERP

Date

Name
Address Line One
Address Line Two

Dear Salutation

I refer to my correspondence of {insert date} regarding a review of placement efforts for you, as an
employee requiring placement and inviting you to submit information relev. o this review.

I received your submission of {inert date} and have considered it as %th review process.

OR
/

You were provided with {insert number} days to provide in'%p‘on relevant to the review. As no
information was received from you within the nominate% ame, the review, conducted in
conjunction with the Public Service Commission, pro n the information available.

For the following reasons, | have determined thatNg{is#ot appropriate to continue placement efforts

in accordance with Directive 06/12: Emplo@wiring placement:

¢ {set out reasons for decision} Q~
Reasons should address:
o Any transfer o ies that have been offered and declined (NOT WHERE
REASONABLE NDS WERE DEMONSTRATED)
o If apph‘rﬁ ny redeployment opportunities that were declined (NOT WHERE
REA A GROUNDS WERE DEMONSTRATED)
o If reléant, the ERPs participation in activities to achieve a placement
0. Specialist skills and/or location that are contributing to the inability to transfer / re-
deploy the employee
2 Any other factors the delegate considered refevant

Where the ERP has put forward information, the reasons must address why the ERP’s
submissions did not result in a decision to continue placement efforts.

As | have determined it is not appropriate to continue placement efforts, | am now proposing to
retrench you, in accordance with Directive 11/12: Early retirement, redundancy and retrenchment.
You have 10 days to respond to the proposed retrenchment, providing any reasons why you think it

is unreasonable in the circumstances.
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| wilt consider any response you provide, before making a final decision. If you do not provide a
response by {insert date - decision date plus 10 days}, | will make my decision on the information

available to me.

I acknowledge that this is a difficult situation and would encourage you to utilise the services of the
department’s employee assistance service/provider:

{insert EAS/P name and contact details}
If you are a member of a union you may also wish to discuss this matter with the union.

Should you have any queries regarding this correspondence, please contact {insert contact name

and details}.

Yours sincerely

{Name} Q/\zg

{Role}
V4

Encl.  Directive 11/12: Early retirement, redundancy a/%%fhment
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Template Letter — Registration as an Employee Requiring Placement
Date
Name

Address Line One
Address Line Two

Dear Salutation

| refer to my correspondence of {insert date} advising that you have been designated as an
employee requiring placement following {broad description of workplace change}.

You were provided with the opportunity to choose between: Q
1. Accepting a voluntary redundancy; or &
Y4

By correspondence of {insert date} you have advised tha%%ﬁ to pursue transfer opportunities.

. ¥

You were provided with 14 days to advise, in wyriti f your decision. As you have not advised of a
decision within this time frame, you are ¢g i&(to have chosen to pursue transfer opportunities.

Registration in central placement me~

You have been assigned a case J {insert case manager’s details}, who will assist you through
tio!

2. Pursuing transfer opportunities.

the process for registration in dentral placement pool and in trying to secure an alternative
substantive role. This re& nrocess will involve:

o obtaining a refi stat@ment from your current supervisor or manager to confirm satisfactory
performance and&genduct. You will be provided with a copy of the referee statement and will be
given an opportunity to respond in the event it contains any comments you do not agree with.
You cannot be registered in the central placement pool until any adverse matters identified in
the referee statement have been resolved.

e updating your resume, to include your most recent skills and experience, and

¢ completing the registration form, which includes nominating a minimum of three role categories
in which you have your most skill or experience. Role categories are the categories used by
Smart Jobs and Careers to group advertisements.

If you are interested in pursuing re-deployment (transfer to a lower level) opportunities or transfers
to alternative locations, please advise your case manager. Please note, that transfers are not
limited to your current location, but advising of preferred alternatives may assist in identifying
possible vacancy matches,
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It is important that you work cooperatively with your case manager to maximise your transfer
opportunities. If you have any questions about the process or the actions you can take to try and
secure an alternative role, please discuss these with your case manager.

Identifying transfer opportunities

Once you are registered in the central database, the Public Service Commission will use your skills,
experience and information in your resume to assess your potential suitability for vacancies. If a
potential vacancy match is identified, your details, including your resume will be provided to the
agency with the vacancy, who will contact you to arrange a suitability assessment.

The suitability assessment is a decision about whether you have the minimum skills to undertake the
role to a satisfactory level, with the provision of reasonable retraining, induction and (if required due
to a medical condition) reasonable adjustment.

If you are assessed as suitable, you will be offered a transfer. If you choose to accept the transfer, a

start date in the new role will be negotiated. This will usually be no longer wo weeks, but an
alternative timeframe could be negotiated if appropriate in the circumsta If you are assessed as
unsuitable, you will be provided with a copy of the report outiining t sofs for the assessment.

As | explained in my correspondence of {insert date} it is important tha¥you fully participate in
efforts to secure you an alternative substantive role, including parficipating in suitability assessment
processes. i you do not participate and cannot provide re @e grounds for not participating, a
discipline process may be commenced. %

If you do not wish to accept the transfer, you wil he opportunity to be offered one additional
vacancy. If you refuse a second transfer offer, yoNgjneed to demonstrate reasonable grounds why
you are refusing. If you refuse and cannot rate reasonable grounds for doing so, your
employment may be terminated in acc ith s134 of the Public Service Act 2008. If this
situation happens, you will have a rig ge an appeal to the Appeals Officer; neither the
transfer nor termination of your employMent will occur prior to the completion of the appeal period,
or if you lodge an appeal, thcision being made. Please note, that if your employment is

terminated on this basis, you De entitled to notice and payout of accrued leave in accordance
with the relevant Ieav%ve 7 but you will not be entitled to a severance or incentive payment.

Other actions

In addition to working with your case manager and participating in suitability assessments for any
relevant vacancies identified through the central placement pool, you must proactively search for
other roles. This involves seeking out and applying for suitable roles, both in the Queensland public
service and in other areas. | again encourage you to talk to your case manager about what actions
you may be able to take.

| would like to assure you that whilst you remain an employee requiring placement, you will be
provided with meaningful duties at your substantive classification level. Your supervisor/manager
and case manager will discuss these duties with you.

Review

As explained in my previous correspondence, the {Insert department} will work with you to try and
secure a new substantive role for you, however, if you have not been placed into a new role four
months after your registration as an ERP, a formal review will occur to determine whether or not it is
appropriate to continue these transfer efforts. A review may be initiated at an earlier time if
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reasonable placement efforts have been undertaken and/or a transfer opportunity for your is
unlikely to occur as a result of your specialised skill or location {delete if not applicable}.

If, as a result of the review, a decision were to be made that that it is appropriate to continue
transfer efforts, you will remain an employee requiring placement and a further review period will
be set,

if, however, a decision were to be made that it is not appropriate to continue the transfer efforts, a
retrenchment process will be commenced in accordance with Directive 11/12: Early retirement,
redundancy and retrenchment. As part of this process and before a final decision is made, you will be
provided with an opportunity to explain why you think retrenchment is unreasonable in the
circumstances. In the event you are retrenched, you will be entitled to a severance package in

accordance with Directive 11/12.

Support

I acknowledge that it can be challenging to respond to changing circumsta Zike this, and would

like to remind you of your ability to access the department’s employ, istance
{service/providerHinsert name and contact details for agency EAS/PP

. 1 . 4 . .
If you are a member of a union, you may also wish to discusghis process with the union.

Yours sincerely %
{Name} Qg

{Role}

Encl. V
® Directive 06/12: Emp| Qum’ng Placement

ee
e Directive 11/12: E qe%hement, redundancy and retrenchment.

Q.
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Template Letter —Initiation of Review of Transfer Efforts

From CEO (or delegate) to ERP — this letter may be issued ahead of the review date (i.e. 2 weeks
before) so that the employee’s response is due by the review date, enabling the review to occur on or
as close to the 4 month mark as practicable.

Date

Name
Address Line One
Address Line Two

Dear Salutation

| refer to your registration as an employee requiring placement on {date}| Q)rdance with
Directive 06/12: Empioyees Requiring Placement. %
KL

in accordance with section 6.6 of the Directive, | am initiating a revi determine whether it is
appropriate to continue efforts to secure you a permanent pl eméht via transfer at level {insert
classification level} and redeployment to a lower classificationdeyel ( to {insert lowest nominated

classification level}} [delete if not applicable].

[If the review is initiated before 4 months — as ps@gn 6.6(2} of the directive, include the

following: V
| have determined, in accordance with s %{6(2) of the Directive, to initiate the review at this

time, because {insert reasons}.] Q‘

I am inviting you to submit anyj Vion you think would assist in this review. Please provide any
information, in writing, by {ins te: e.g. 4 month review date — provide min 5 working days}.

Once you have had th @rtunity to provide information, | will conduct the review, in conjunction
with the Public Se mission. If you do not provide any information within the above
timeframe, the review Will proceed based on the information available to me.

Following the review | will write to you, advising of one of two outcomes:

e Adecision that it is appropriate to continue placement efforts, in which case you will remain an
employee requiring placement and a further review date will be set; OR

¢ Adecision that it is no longer appropriate to continue placement efforts, in which case, | will
propose that you be retrenched in accordance with Directive 11/12: Early retirement,
redundancy and retrenchment. In the event that | propose retrenchment, you will be provided
with an opportunity to respond, setting out any reasons why you think retrenchment is
unreasonable, before a final decision is made.

I appreciate that this is a challenging situation and would remind you of the availability of the
department’s employee assistance service/ provider, who can be contacted on:
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{EAS/P name and details}

If you are a member of a union you may also wish to discuss this matter with the union.

Should you have any queries regarding this correspondence, please contact {insert contact name

and details}.

Yours sincerely

{Name}
{Role}

Encl.

¢ Directive 06/12: Employees Requiring Placement

e Directive 11/12: Early retirement, redundancy and retrenchm
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ANDERSON Jodie
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From:; Ian Maynard <ian.maynard@psc.qld.gov.au>
Sent: Thursday, 13 September 2012 4:16 PM
To: ‘lyn_rowland@health.qld.gov.au’; Debbie Paterson;

'shelley.murphy@digp.gld.gov.au’; 'mark.rogers@treasury.qld.gov.au’;
‘craig.allen@dete.qld.gov.au’; 'jones.patsya@police.qld.gov.au’;
‘greg.coughlan@dcs.qld.gov.au’; ‘julie.dahl@justice.gld.gov.au’;
'nicole.a.bunning@tmr.qld.gov.au’; 'stephen.long@publicworks.gld.gov.au’;
Himstedt Dale; Parker Brenda; Williams Mark; ‘neil.smith@communities.qgid.gov.au’;
‘fiona.krause@ssa.qld.gov.au'; Marshall Chris;
'matthew.skoien@communities.qld.gov.au’; Chesterman Andrew; Broe Barry; Bob
Atkinson {Queensland Police); Hunt Dan; David Edwards (State Development,
Infrastructure and Planning); Debbie Best; Graeme Newton (QRA); Helen Gluer
(Treasury); Ian Maynard; Noye Jack; Glaister John; Black Jon; Jon Grayson; Julie
Grantham (Education, Training and Employment); Kelvin Anderson (Community
Safety); Margaret Allison (Communities, Child Safety and Disability); Michael

Caltabiano (Transport and Main Roads); Neil CastlegZousing and Public Works);
Phillip Reed (Science, IT, Innovation and Arts); Ed Q:ard; Stephen Johnston
(Local Government); Terry Ryan; Tony O'Con % )
Ce: ‘Ben.Myers@rninisterial.gld.gov.au’; ‘Dick.% inisterial.gld.gov.au’
Subject: Qld Govt Sunday Mail Advertisement - 16 S mber

Y4

Dear colleagues %@

The Government is strongly committed to supporting em@ho become surplus as a result of workplace
change.

This Sunday 16 September, we are delivering on tthent by featuring a full page advertisement in the
Sunday Mail, designed to assist employees un and’their entitlements.

To give readers a hands-on estimate of a #gluntary redundancy payment, the advertisement will include a link to the
voluntary redundancy estimate self—a t calculator — to be hosted on www.qld.gov.au

This could impact your HR and p@&)fﬁcers by increasing the volume of phone calls to these areas.
Please advise your staff to eQﬂ'lhey can resource appropriately.
Appreciate your co-operation.

Regards, lan

.
sch4p4(6; Drmation
| e friez.ciled pacs ot

Please consider the environment before printing this email.

14-136 File D 28 of 129



This email is intended only for the addressee. Its use is limited to that intended by
the author at the time and it is not
to be distributed without the author’ s consent.

Unless otherwise stated, the State of Queensiand accepts no liability for the contents

of this email except where

subsequently confirmed in writing. The opinions expressed in this email are those of
the author and do not necessarily

represent the views of the State of Queensland. This email is confidential and may be
subject to a claim of legal privilege.

If you have received this email in error, please notify the author and delete this
message immediately.

14-136 File D 29 of 129

REledise



ANDERSON Jodie

From: Ian Maynard <ian.maynard@psc.gld.gov.au>
Sent: Monday, 10 September 2012 2;15 PM
To: Chesterman Andrew; Broe Barry; Bob Atkinson {Queensland Police); Hunt Dan;

David Edwards (State Development, Infrastructure and Planning); Debbie Best;
Graeme Newton (QRA); Helen Gluer (Treasury); Ian Maynard; Noye Jack; Glaister
John; Black Jon; Jon Grayson; Julie Grantham (Education, Training and Employment);
Kelvin Anderson (Community Safety); Margaret Allison (Communities, Child Safety
and Disability); Michael Caltabiano (Transport and Main Roads); Neil Castles
(Housing and Public Works); Phillip Reed (Science, IT, Innovation and Arts); Eden
Richard; Stephen Johnston (Local Government); Terry Ryan; Tony O'Connell {Health)
Cc: lyn_rowland@health.gld.gov.au’; 'DDGHRS@health.qld.gov.au’; Debbie Paterson;
‘shelley.murphy@dlgp.gid.gov.au’; 'mark.rogers@treasury.gld.gov.au’;
‘craig.allen@dete.qld.gov.au’; ‘jones.patsya@police.gld.gov.au’;
‘greg.coughlan@dcs.qld.gov.au’; Yjulie.dahl@justice.qld.gov.au’;
'nicole.a.bunning@tmr.gld.gov.au’; 'stephen.long@publicworks.gld.gov.au’;
Himstedt Dale; Parker Brenda; Williams Mark; 'neil. @communities.gld.gov.au’;
'fiona.krause@ssa.qld.gov.au'; Marshall Chris; QL‘
‘matthew.skoien@communities.ald.gov.au’
Subject: *** Urgent - Communication and support
implementation of organisational change

Attachments: ERP-Flyer-print-v3.pdf @ V4

Dear colleagues

anagers and employees for

Thank you for all of your work so far in planning and taki@iecessaw steps to implement the Government's first

budget. V

As | know you agree, it is vitally important tha %ively communicate with, and support our workforce
through this period.

I seek your continued support in ensou and your executive team have taken all necessary steps to ensure
that:
i.  your line managers are)%;; employees regularly appraised of progress in implementing the
organisational and forde changes across the department
ii.  allemployeesimpa decisions that the role or function they perform is no longer required have either
already been advised in person, (ie face to face), or, there are plans in place so that all employees will be
advised in writing and face to face over the next 24 to 48 hours
ii.  allline managers and employees are aware and have ready access to information outlining the support that
is available to permanent employees whose role or function is no longer required including:
o an offer of a voluntary redundancy package with an incentive payment of 12 weeks
o aservice wide employee placement process including case management and support for placement
in another role
o an Employee Assistance Program (EAP) to provide a counselling support service to employees
o an Enhanced Employee Assistance Program (EEAP) (new) to provide advice to employees on
available employment pathways and skills and career advice to assist them to compete in the
broader job market. As part of the EEAP, specialised support and intensified case management will
be provided for people with disability, employees of Aboriginal and/or Torres Strait Islander decent,
and employees from cultural and linguistically diverse backgrounds.

As your human resource directors are aware, through discussion and advice last Tuesday, the EEAP has also now
been approved to be made available to employees whose role or function is no longer required. A print version of a
brochure outlining existing EAP and new EEAP services is attached for your use and distribution to line managers
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sch4p4( 6) Personal information

ian.maynard@psc.gld.gov.au

will
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Formore i
your agency

ion and referrals please contact
ruman Resource Services area.

Queensland
Government

Release



The government is strongly commitied
tc supporting employees who become
surplus as a result of workplace change.
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ANDERSON Jodie
“

From:

agencies

el
RIREIN L 5y

2.
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This email is intended only for the addressee. Its use is limited to that intended by
the author at the time and it is not
to be distributed without the author’ s consent.

Unless otherwise stated, the State of Queensland accepts no liahility for the contents
of this email except where

subsequently confirmed in writing. The opinions expressed in this email are those of
the author and do not necessarily

represent the views of the State of Queensland. This email is confidential and may be
subject to a claim of legal privilege.

IT you have received this email in error, please notify the author and delete this
message immediately.
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ANDERSON Jodie
“

From: Flint Kimberly
Sent: Thursday, 30 August 2012 11:42 AM
To: Noye Jack; Eden Richard; Hunt Dan; Black Jon; Chesterman Andrew; Glaister John;

McKay Peter; Callaghan Kate; Anderson Danielle; Parker Brenda; Venables Celia;
‘Amanda.Pafumi@premiers.gld.gov.au'
Subject: **PRINTED**B&CP Public Sector Renewal Board Meeting Minutes 120823

Good Morning,

Please find attached the meeting minutes from the Business and Corporate Partnership Public Sector Renewal Board
meeting last Thursday.

E -‘?I—‘ﬂ‘. 3

BOP Pynlic Sector
Fetieial Boa,.

Please note relevant action items and we invite you to provide any commen es should you wish.

Out of session Briefing Notes have been entered into the various corresM@ndence systems for your
approval. V4

Any queries please don't hesitate to contact me. %Q

Kind Regards

Kimberl! @
Y V
&

Kimberly Flint
Project Manager - Business and Corporatg Renewal
Corporate

Ceparitnent of Maiural Resoure %i:'viines and
Department of Energy and Wager Sgnoly

T(C7} 3237 2730

E Kimberly.Flint@dnrm.gld.gov.au

Alevel 22, 131 Georgs 5t Street, Brishizne Qid 406D
P 7 Box 151638 ity East Qid 4902
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“Meeiing minuies
BUSINESS AND CORPORATE PARTNERSHIP
PUBLIC SECTOR RENEWAL BOARD

Details
Business and Corporate Partnership

Subject ) .
Public Sector Renewal Board Monthly Meeting

Chair Jack Noye

Meeting type Face to face

Date and location Thursday 23" August 2012, DG's Conference Room, L8, PIB, 80 Ann St

Timin_g 3.00pm — 4.00pm
Distribution Al -

Present

Ngme Job itle | Position/representation
ackNoye  Director-General, DAFF ,?9 © CharaMos
Dankum  iectorGenoral, DNAM & Member

Andrew_ Chesterman Director-General, E V Member

Richard Eden Director-Gener: B Member

Jon Black Director; r DvEWS Member

John Glaister Diggcto eral, NPRSR Member

Peter McKay LR Director-General, Corporate (DAFF_& DTESB) Head of Corporate

Kate Callaghan Q?roup Executive, Corporate (DNRM & DEWS) Head of Corporate

Danielie Anderson Deputy Director-General, Corporate (EHF & NPRSR)  Head of Gorporate

Executive Director
Brenda Parker Human Resources and Strategy, Corporate Services Praject Executive
{DNRM & DEWS)

A/Director, Business and Corporate Renewal,

Celia Venables Corporate (DRNM & DEWS) Project Director
Amanda Pafumi Eﬁf}iﬁe Director, Office of the Public Sector Observer
. . Senior Project Officer, Business and Corporate .
Kimberly Flint | Renewal, Corporate (DRNM & DEWS) 7 _Secretanat
Business and
Corporate DAFF | DNRM | EHP
Partnership DTESB | DEWS | NPRSR
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Actions

Next meeting @

i Bate

Time Q/
Chair . John Glaister %

Lbcaiigh

N/
&

Q\/
\
&

Meeting minutes - B&CP PUBLIC SECTOR RENEWAL BOARD » 23/08/2012
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Our Ref: CTS[CTS No.] Approved Not Approved Noted
Further information required

Business and Corporate Partnership

BOARD: ...
BRIEFING NOTE Dated: P

TO: Corporate Partnership Public Sector Renewal Board
FROM: Group Executive, Business and Corporate Partnerships, DNRM and DEWS

SUBJECT: Collective six-agency Human Resources response to the EMP/ERP process

RECOMMENDATION
It is recommended that the Board:
¢ note the outlined collective six-agency approach to the EMP/ERP process.

BACKGROUND

» Directors-General of the six agencies serviced by the Business and Corporate Partnership requested
a consistent Human Resources response to the EMP/ERP process.

o The Partnership’s Human Resources Network formed a working group with representatives from
each corporate hub to develop standard information, tools and resourc r staff.

KEY ISSUES \z\
o The process has established a precedent for HR collaboration aCrgss the six agencies.
» The Working Group approached this task equitably, dividing reso s equally across the three hubs

to review and develop consistent materials. p4
» Focus has been on a consistent approach to all facets %EMP/ERP process (e.g. common

application of legislation, united approach in relation o’negotiations).
o Work will continue on providing a common set of s aterials for staff and managers involved

in EMP/ERP processes and to collectively fine t materials based on the experiences and

feedback of managers and staff.
« The collective approach allows for some flexiilitysin:
o the selection and implemen n of @lternative placement options at a business area

level
o the use of selection to@,@tate suitability assessment processes

o Internal HR business es
al internal channels and posted to intranets as follows:

» Materials were approved through n
o EHP and NPR wdnesday 8 August
o DAFF, DTESB , DEWS — Friday 10 August

e The standard tools are:

Manager Role Statement
FAQsSyor Voluntary Redundancy
Suitability Report (which includes a guide to undertaking suitability assessment process
and provision to outline why an officer is deemed unsuitable)
Role Profile (which includes details of key capabilities and the facility to invite employees
to apply)
o ERP Flowchart
o Complaints Management Process Information Sheet
e The six agencies have also agreed to use the following PSC templates to support the agreed
process:

O O O O

O

o Letters

o Referee Report

o Resume

o Registration form

o Factsheets

o ERPFAQs
Authored Cleared by Cleared by Recommended by
Name: Jenny Rogan Name: Peter McKay Name: Danielle Anderson Name: Kate Callaghan
Position: Principal Position: DDG CS, DAFF & Position: DDG, CS, EHP & Position: Group Executive, CS,
Communications Officer, B&RCP | DTESB NPRSR DNRM & DEWS
& No: 07 3898 0670 Tel No: 07 3227 6131 File D Tel No: 07 3224 2653 Tel No: 07 3405 4125 of 129
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e EHP/NPRSR has elected to use an additional ERP FAQ due to the specific business learning from a

recent workplace change process for the Office of Climate Change.

RESOURCE CONSIDERATIONS

e Human Resources anticipates:

o Potential reduction in confusion or complaints relating to the processes given the union
consultation; the development of standardised information to staff; and the focus on

supporting managers (e.g. specific manager guides).

o More effective use of HR resources, with ongoing shared workloads across the

Partnership (this process has clearly shown we can all benefit from collective wisdom and

specific areas of experience across the Partnership).

CONSULTATION

e Unions have been consulted on the final documents and, where appropriate, feedback has been

incorporated.

CORPORATE PARTNERSHIP PUBLIC SECTOR RENEWAL BOARD COMMENTS
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Authored
Name: Jenny Rogan
Position: Principal
Communications Officer, B&CP
%2 No: 07 3898 0670

e: 13/08/2012

Cleared by

Name: Peter McKay
Position: DDG CS, DAFF &
DTESB

Tel No: 07 3227 6131

Date: 16/08/12

File D

Cleared by

Name: Danielle Anderson
Position: DDG, CS, EHP &
NPRSR

Tel No: 07 3224 2653

Date: 16/08/12

Recommended by

Name: Kate Callaghan
Position: Group Executive, CS,
DNRM & DEWS

Tel No: 07 3405 41
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ANDERSON Jodie

From: lan Maynard <ian.maynard@psc.qld.gov.au>
Sent: Thursday, 6 September 2012 5:01 PM
To: Chesterman Andrew; Broe Barry; Bob Atkinson (Queensland Police); Hunt Dan;

David Edwards (State Development, Infrastructure and Planning); Debbie Best;
Graeme Newton (QRA); Helen Gluer (Treasury); lan Maynard; Noye Jack; Glaister
John; Black Jon; Jon Grayson; Julie Grantham (Education, Training and Employment);
Kelvin Anderson (Community Safety); Margaret Allison (Communities, Child Safety
and Disability); Michael Caltabiano (Transport and Main Roads); Neil Castles
{Housing and Public Works); Phillip Reed (Science, IT, Innovation and Arts); Eden
Richard; Stephen Johnston (Local Government); Terry Ryan; Tony O'Connell (Health)
Subject: URGENT - Re: Advertising of non-frontline positions

Dear colleagues

As you are aware, agencies have besn reporting detalls of all nan-frantlivie permanep®™yubstantivels vacant
iy </ ‘
positions te the Pubilic iz evice Comnission o 5 weelkdy Paw. sines Aprll 2012

Tha Pultic Service Comimtission (PS0} l" g% Been reviewing these vacancies to rentizl placement of vegistered
employees requiring placemant (ERF:. Wheare no ERPs have been [dentified, m

cleared to be filled/adveriised n aceordance with the agency’s fliing ghrataedy.

With respect to recently snniounced arganisational changes ac:rcs% iher of agencies and in anticipation of
upcoming budget announcements, | expoct we will see a signigé crease in the number of employess
surplus. Of these emplovess, those wha do not accent th of a redundancy packers, will reguie
placernent either in their home agency or alternatively inWdogher public service agency.

ertumﬁes are: availabie for the placement of empicyaes,
e effective immediately, until further advised,

To eftectively manage this asd 1o ansure that raedy
| propose that ail advertising of nen-frontiine ; @ i

Please note, the process of referring subsagtiely vacants, noo-fromlive positions to the PSC on g weekhy bazis,
under the Establishiment Manag ﬁmmn’ M, sheuld continue for matching purposes. | also propose that ali long
term {12 months or preaster) fumm ary, el r*=r“mrrf': ne positions be referrad to the PSC o support the plarement

process.

I excepmion:

e cansidere .‘

Packnowiedge that certain eNG-rrontine vacancies may eeauire wreent flling
clrewmnstances [ am prepored fo release these rotes guickly, onee ERDy hguwe
authorised the sxceprionst rature,

Criticad frontiine roles should conlinve to be filed thraugh existing procssses,

Regards, fan

H
scha (B IBersonalilormation

ian.maynard@psc.qld.gov.au
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This email is intended only for the addressee. Its use is limited to that intended by

the author at the time and it is not
to be distributed without the author’ s consent.

Unless otherwise stated, the State of Queensland accepts no liability for the contents

of this email except where
subsequently confirmed in writing. The opinions expressed in this email are those of

the author and do not necessarily
represent the views of the State of Queensland. This email is confidential and may be

subject to a claim of legal privilege.

If you have received this email in error, please notify the author and delete this
message immediately.
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ANDESN Jodie

From: Flint Kimberly on behalf of Venables Celia

Sent: Tuesday, 21 August 2012 4:47 PM

To: Noye, Jack; Eden, Richard; Hunt Dan; Black, Jon; Chesterman Andrew; Glaister John;
McKay, Peter; Callaghan Kate; Anderson Danielle

Cc: Parker Brenda

Subject: UPDATED Business and Corporate Partnership Public Sector Renewal Board
Meeting Agenda and Papers 120823

Attachments: B&CP Public Sector Renewal Board Meeting Updated Agenda 120823.pdf;

Attachment A - B&CP PSRB BN ERP-EMP Process Update 120813.pdf; Attachment B
- B&CP PSRB BN & Report Library Service Board 120808.pdf; Attachment C - B&CP
Service Delivery Model 120801.pdf; Attachment D - B&CP Public Sector Renewal
Board Terms of Reference 120816.pdf

Good Afternoon All,

Please find attached the Updated Business and Corporate Partnership Public Sector Rene Qard Meeting Agenda and Papers
for the upcoming meeting on Thursday 23 August 2012. %

Note the meating time is now 2.15pm - 3.15pm. No changes to the papers, just an @of the meeting time on the Agenda.

If you have any queries please don't hesitate to contact me. @

Kind Regards
Celia

Celia Venables

Directer, Business and Cornorata Renewal @
d 2

Busiress aiid Corporate Partnershin
Department of Natural Resources and Mines an
Department of Energy and Water Supply. V

scmp:brw\\

celia.venables@dnrm.gld.gov.e

1
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Meeting agende
Business and Corporate Partnership
Public Sector Renewal Board

Details
R . Business and Corporate Partnership
Subject
- Public Sector Renewal Board Monthly Meeting
Chalr o Jack Noye
Meetmg type Face to face

Date and location Thursday 23" August 2012, DG's Conference Room, L8, PIB, 80 Ann St

Tlming T2, 15pm 3. 15pm

Name .ﬂ:b title tion/ representatmn
w‘;:cl.( Noye Director-General, DAFF @ Chazir & Host

Dan Hunt —E):;r;cor-Géneral DNRM Member

Andrew Chesterr-nan MMD‘;;t;:g;;;J I;I—I;—— @5 Member :

Richard Eden ___Director-GeneraI, Member

Jon Black Director-Gener S Member

John Glaister Dlrec , NPRSR Member

Peter McKay uty Nidctor- General, Corporate {(DAFF & Head of Gorporate

Kate Callaghan Q_group Executive, Corporate (DNRM & DEWS) Head of Corporate

Y A
Danielle Anderson Bg%ustaerector General, Corporate (EHP & Head of Corporate

Executive Director
Brenda Parker Human Resources and Strategy, Corporate Project Executive
..Services (DNRM & DEWS)

i A/Director, Business and Corpo};t;-lgt—e_r;gu;“amlrm T - e
Celia Venables Corporate {(DRNM & DEWS)

Project Director

Executive Director, Office of the Public Sector
Renewal

Senior Project Officer, Business and Corporate
Renewal Corporate (DRNM & DEWS)

Amanda Pafumi Observer

Kimberly Flint

Secretariat

Businges and
Corporate DAFF | DMRI | EHP
Partnership DTESE | DEWIS | MPRSR
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Our Ref: CTS [GTS NoJ Approved Not Approved Noted
Further informatlon required

Business and Corporate Partnership

BHIEFING NOTE BOARD: ..

Dated: ! /

TO:  Corporate Partnership Public Sector Renewal Board
FROM: Group Executive, Business and Corporate Partnerships, DNBM and DEWS
SUBJECT: Collective six-agency Human Resources response to the EMP/ERP process

RECOMMENDATION
It is recommended that the Board:
¢ note the outlined collective six-agency approach to the EMP/ERP process.

BACKGROUND
« Directors-General of the six agencies serviced by the Business and Corporate Partnership requested

a consistent Human Resources response to the EMP/ERP process.
» The Partnership’s Human Resources Network formed a working group wijngepresentatives from
each corporate hub to develop standard information, tools and resourg staff.

KEY ISSUES

» The process has established a precedent for HR collaboration a%he six agencies,

» The Working Group approached this task equitably, dividing resouf€s equally across the three hubs
to review and develop consistent materials. Y4

» Focus has been on a consistent approach to all facets ¢f the EMP/ERP process (¢.g. common
application of legislation, united approach in relation negotiations).

«  Work will continue on providing a common set of su aterials for staff and managers involved
in EMP/ERP processes and to collectively fine tu aterials based on the experiences and
feedback of managers and staff.

+ The collective approach allows for some fle

o the sslection and implement %
level s ;

ifitate suitability assessment processes

o the use of selection to
o Internal HR business %‘es
» Materials were approved through nd¢mal internal channels and posted to intranets as follows:
¢ EHPand NPRSdeesday 8 August
o DAFF, DTE , DEWS — Friday 10 August
» The standard tools are:
o Employ %q iring Placement Procedure
Guid afiagers
E ase Manager Role Statement
FAGE fol Voluntary Redundancy
SuitaBility Report {(which includes a guide to undertaking suitability assessment process
and provision to outline why an officer is deemed unsuitable)
o Role Profile (which includes details of key capabilities and the facility to invite employees
to apply)
ERP Flowchart
Complaints Management Process Information Shest
* The six agencies have also agreed to use the following PSC templates to support the agreed

ternative placement aptions at a business area

C

cC 0o 00

process:

o Lstters

o Referee Report

o Resume

o Registration form

o Factsheets

o ERP FAQs
Authored Cleared by Cleared by Recommeanded by
Name: Jenny Rogan Name: Peter McKay Name: Danielle Andarson Name: Kate Callaghan
Position: Principal Position: DDG CS, DAFF & Paosition: DDG, CS, EHP & Position: Group Executive, CS,
Communications Officer, B&CP DTESB NPRSR DNRM & DEWS
Tel No: 07 3898 0670 Tel No: 07 3227 6131 Tel No: 07 3224 2653 Tel No: 07 3405 4128
Date: 13/08/2012 Date: 16/08/12 Date: 16/08/12 Date: 16/08/12
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e EHP/NPRSR has elected to use an additional ERP FAQ due to the specific business learning from a
recent workplace change process for the Office of Climate Change.

RESOURCE CONSIDERATIONS

¢ Human Resources anticipates:

o Potential reduction in confusion or complaints relating to the processes given the union
consultation; the development of standardised information to staff; and the focus on

supporting managers {e.g. specific manager guides).

o More effective use of HR resourcss, with ongofng shared workloads across the

Partnership (this process has clearly shown we can all benefit from collective wisdom and

specific areas of experience across the Partnership).

CONSULTATION

¢ Unions have been consulted on the final documents and, where appropriate, feedback has been

incorporated.

CORPORATE PARTNERSHIP PUBLIC SECTOR RENEWAL BOARD COMMENTS

Authored

Name: Jenny Rogan

Position: Principal
Communications Officer, B&GP
Tel No: Q07 3898 0670

Date: 13/08/2012

Cleared by

Name: Peter McKay
Pasition: DDG CS, DAFF &
DTESE

Tel No: 07 3227 6131

Date: 16/08/12

Cleared by

Nanta: Danielle Anderson
Paosition: DDG, S, EHP &
NPRSR

Tel No: 07 3224 2853
Date: 16/08/12

Recommended by

Name: Kate Callaghan
Position: Group Executive, CS,
DNRAM & DEWS

Tel No: 07 3405 4128

Date: 16/08/12
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EMPLOYEES REQUIRING PLACEMENT PROCEDURE

Review: August 2013 Version 1.0

1. PURPOSE

This procedure outiines the processes for the management of permanent employees who require
placement as a result of workplace change. The processes support Govemment workforce alignment
strategies.

For the purpose of this procedure, Employees Requiring Placement (ERP), are employees:

* whose position becomes surplus to departmental requirements resulting in their substantive role
becoming redundant; and

* who are unable to be allocated a substantive role following workplace change.

The ERP process does not apply to employees seeking alternative placement as agesult of:

* medical decisions deeming incapacity (mental or physical) to perform thei antive role (refer to
PSC Management of transitioning medical Employees Requiring PI% heet)

= disciplinary action

* requests for transfer
Y4

This procedure must be read in conjunction with:

= Public Service Commission Directive - Employees req lacement 06/12
»  Public Service Commission Directive - Early reti@%dundancy and retrenchment 04/12

2. AUTHORITY

Public Service Act 2008 - sections 25@@%{ 55, 133, 134, 138 and 178.

3. APPLICATION Y
These arrangements apply t@ {permanent) public service employees (officers and permanent

general employees), incling teWlred senior executives (SE) and senior officers (S0), as defined
under the Public Seni€&Acr'8008.

These arrangeme@smot apply to:
= employees engaded under section 122 of the Public Service Act 2008

= senior executives that do not have tenure
= temporary general employees

»  temporary employees

= casual employees

= {rainees

= cadets

»  extemal contractors/consultants

»  volunteers.

Employees Requiring Placement Procedure V1.0 Page 1 of 14
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4. RESPONSIBILITIES

Delegates ensure that:

= management within business areas must engage with Human Resources, Corporate Services
regarding strategies for workplace change, establishment and workforce management with respect
to employees deemed as surplus

= review and approve the redundant positions and employees deemed as surplus

= employees are only approved as an employee requiring placement status if they meet the definition
described under this procedure and all alternative placement options, within their respective
business area, have been considered

= Human Resources, Corporate Services have been advised on all matters of workplace change

= employees likely to be impacted by workplace change are advised in a timely, appropriate and
consistent manner

= their responsibiliies, and those of managers/supervisors, are adhered to in regard to ERP
processes and ensure action is taken in a transparent, fair and equitable manner

= ERP details are provided to Human Resources, Corporate Services for recorging on the
departmental and Public Service Commission (PSC) ERP registers

= employees are considered for permanent vacancies and temporary v. reater than six [6]
months}, in accordance with the departmental and PSC central p , bBfore proceeding to fill
any vacancies

approval of appointments and clearly address whether a ee is considered to have the skills

and abilities necessary to meet the requirements of th% satisfactory level, given a
reasonable period of training and on-the-job experignce are fit to undertake the role with

reasonable adjustment, if required
* employees are provided with support, informa resources to ensure an understanding of

what is required of them and from the w .

Managers ensure that:
= all vacancies are submitted thgough the Establishment Management Program (EMP) processes

Important note: Rang es within NPRSR are currently exempt from the EMP process.
= ERP processes a ducted in a transparent, fair and equitable manner, in particular when:
o determini ich*employees are identified as surplus as a result of workplace change
o  assesy slitability of employees impacted by workplace change
o advisinggnd managing the choices/decisions of employees
o identifying altemative placement options and
o selecting employees for placement
= regular contact is maintained with Human Resources for guidancefupdates on workplace change
and employee placement
= all employees undergo a suitability assessment process for vacancies in which they have
expressed interest
» appropriate supervision of employees placed in their area of responsibility
= they work with employees and supervisors to support the implementation of placement strategies
(and work trials if required)
= provision of training, local induction and on-the-job experience to ensure employees are able to
successfully undertake the duties required
» suitable and meaningful duties relevant to the classification level for employees are provided whilst
awaiting permanent placement.

= suitability assessment processes and placement recomme%ationé are transparent prior to

Page 2 of 14
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Supervisors must:

provide referee statements in accordance with the prescribed requirements of the PSC Directive
06/12 ‘Employees requiring placement’ when requested to do so by the Case Manager

identify and provide suitable and meaningful duties relevant to the classification level for employees
whilst awaiting permanent placement

provide employees with reasonable time to access advice and support services in order to provide
the best possible outcome for employees and the department

provide employees with reasonable time to prepare for assessment processes and apply for
advertised vacancies at level and below their substantive level, if elected by the employee

provide employees with the information required and the opportunities to be effectively assessed
for vacant positions

liaise with employees and the appointed Case Manager to provide the best possible outcome for
employees and the department.

Human Resources will:

maintain a register of employees requiring placement and appropriate rec support decisions
and actions under the directive

provide advice and guidance to ensure fair and equitable processe% ertaken with respect to

the workforce alignment strategies, alternative placement options, e e advice and decisions,
selection of employees for alternative placement y

monitor employee progress and status to ensure complia ith process

attend to internal and external reporting requirements appropriate information about ERP
processes

provide employees with information about rele %ﬁﬁns available to be filled within the
department

provide advice to employees and mana
applicable relocation expenses (if ne

immediately appoint a Case Man ach employee requiring placement

review suitability assessmen{ reports and, where required, retumn them to business areas to
undertake further assess pfities

undertake reviews of em s requiring placement with the PSC.

placement processes, salary arrangements, and

Case Manager will; &
= support the i tation of strategies and activities to achieve the earliest possible placement of

the employee in'# substantive role

attend to all enquiries as the primary point of contact for any matters relating to the employee
requiring placement including advising of suitable vacancies, assisting with process requirements
and liaison with Human Resources and PSC as necessary

contact the employee within 24 hours of their decision not fo accept a voluntary redundancy from
the formal offer and maintain regular contact (a minimum of once per week) until permanent
placement occurs

obtain the employee's resume, role category preferences, referee contact details and the referee
statement as prescribed in this procedure

provide a copy of the referee statement to the employse

liaise with PSC, ERP departmental contact officer and the employee’s substantive
supervisor/manager to identify potential placements

maintain effective records, ensure information is provided to update the relevant placement register
and provide reports, upon request, on the status, progress and level of participation of the
employee.

Employees Requiring Placement Procedure v1.0
14-136p y auring File D Page3of5:|5fl f12-
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Employee Requiring Placement (ERP) will:
»  work cooperatively with the department to implement new workforce arrangements
= participate actively in the placement process which includes:

o completing the registration process as required

o responding to corespondence within the specified timeframes

o Indicating whether they wish to be considered for placement at level only and/or for
placements at specified levels below their substantive level

o maintain regular contact with their Case Manager and participate in the development and
implementation of an action plan

o provide a current resume, name and contact information of two referees and nominating three
role categories in which they have the most skills and experience

o considering matched vacancies and ensuring they are available to meet with assassment

panels
participating in appropriate job application and suitability assessment processes as requested
accepting reasonable placement and re-training opportunities
proactively apply for all suitable advertised vacancies at their substan assification level,
and keeping a record of applications. @

Queensland Shared Services (QSS) will: P

= provide voluntary redundancy and refrenchment caIcuIati@n request from the Executive

Director, Human Resources, Corporate Services ;1;

*  process employee separations including payments fo ry redundancies and retrenchments

where applicable ?\
= process transfer and re-deployment placeme@
Public Service Commission (PSC) wilk @

» together with the department, con lews of the progress of employees requiring placement
= facilitate the central ERP progess for feferred vacancies from all departments
= liaise with depanmental@ icers to provide details of vacancies from the central pool

= review suitability assggsmewntS for employees being considered for vacancies from the central pool
and refer back tw@wents for further assessment as required.

5. DELEGATIO

The requirements of this procedure overrule the Human Resource Delegations and should be read in
conjunction with the Authorisations and Establishment Management Program requirements.

6. DEFINITIONS AND GLOSSARY OF TERMS

Business Area Contact - the contact person detailed on the Establishment Management Program
Approval Request Form/Business Case

Case Manager — a Human Resource representative assigned to actively assist the individual employee
and line manager in the placement process to secure a permanent placement.

Delegate — Deputy Directors—-General of respective business areas

Establishment Management Program (EMP} - the whole of government establishment management
process introduced by the PSC and, implemented in the department, as a result of the 2012 machinery-
of-government changes. The program incorporates a vacancy review process that is designed to ensure
recruitment decisions regarding vacancies are aligned with Government priorities and filled so as there
is no detriment to service delivery for clients.

Employees Requiring Placement Procedure v1.0
-136 File D
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Employee Requiring Placement (ERF) - an employee who has been unable to be substantively
allocated to a role following workplace change (a surplus employee) and includes a person who is
surplus as a result of being unattached from their role (relinquishment). It does not include persons who
need or are seeking alternative placements as a result of decisions under sections 178 (mental or
physical incapacity) or 188 (discipline action) of the Public Service Act 2008 or following a transfer
request.

Permanent —The status of an employee that denotes tenure in accordance with the Public Service Act
2008.

Receiving Department - a department which has referred a vacancy and/or to which an ERP is placed
on a permanent or temporary basis and may be the same as the releasing department.

Re-deploy - the transfer of an employee to a lower classification level, with their consent.

Referred Vacancy — a vacancy unable to be filled with a departmental ERP and has been referred to
the PSC to identify suitable ERP from the central register.

Releasing Department - the department in which an ERP holds tenure.

Substantive position - the position to which an employee has been permane @ointed
f

Suitable/Suitability Assessment — An ERP is suitable for a role at the s ication level or a
lower classification level if they demonstrate the minimum skills necess t the requirements of
the role to a satisfactory level, given a reasonable period of training and oMNJ#€-job experience, and are
fit to undertake the role with reasonable adjustment if necessary, V4

Suitability Report - a statement outlining the assessment loyee’s suitability against key
attributes for the role. Where an employee is assessed as fiable, the report must address why
reasonable training, induction and on-the-job experien ot enable the employee to satisfactorily
undertake the role. Q

Transfer — Means to move an employee to a pgrma alternative role at level. (Conditions of such
transfers are provided in Directive 'Transfe% d between classification levels and systems’)
f rv

Workplace Change — decisions that & ices and programs delivered by the department, its
workforce structures or establishment.

gistgred employee in a vacant permanent role for a maximum of
he purpose of determining their suitability.

Work trial — The placement of 218
three months (as per Directiv§)

7. PROCEDURE &
Step 1 Workplaghange and alternative placement options

Following the approval of the revised organisational and structural arrangements, an assessment of the
impacts on the workgroup, workforce and individuals must be undertaken to inform the determination of
appropriate workforce realignment and altemative placement strategies. These could include:

a) Direct Transfer
Where a role in the effected unit remains unchanged and currently filled by a permanent employee,
the employee is to remain in that role.
In assessing whether an employee can be moved into a position on the basis of a like-to-like
transfer, a matching process can be undertaken and the following must be taken into consideration:
= responsibilities and duties of the position compared with the employee's substantive position
= classification of the position being equivalent to the classification of the employee’s substantive

position
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»  employment conditions established by an award or certified agreement, if different from the
employees substantive position, including but not limited to, salary arrangements across
streams, allowances and hours of duty.

b) Seek interest in a voluntary redundancy
Employees affected by workplace change could be invited to indicate their interest in receiving a
voluntary redundancy. This approach is confined to particular groups of employees affected by
specific decisions (i.e. a decision has been made that there needs fo be a reduction of the number
of AO3 Administration Officers in a particular business area). Invitation to indicate interest in
receiving an offer of redundancy:
* Is made on the basis that The decision about which roles becoming redundant (and which

employees are therefore declared surplus) is the decision of the department

= Does not guarantee an offer of a voluntary redundancy
= An employee may choose not to accept a redundancy if one is offered and may choose to
pursue alternative placements

= Does not negate the department’s responsibility to attempt to identify i | alternative
permanent placements at level for surplus employees

¢) Expression of interest process @

Where there are more employees than vacant positions, it rgay be#appropriate to consider all
affected employees for particular groups of positions {e.g re are 8 permanent ‘policy officers’
at the same classification level, however, it is determi ly & are required for future service
delivery).

All affected tenured employees within the groyf (gt Yevel) are invited to express interest in being
transferred into an ongoing role, with the cave any employee not expressing interest may be

transferred to a new/continuing role at t W on of the department.

The employee’s suitability is asses jpist the key attributes of the role.

If employees are invited to express\pterest, prior knowledge will be used to determine their

suitability. Where there is insyfficient prior knowledge, the employee may be required to provide
’%beination) of the following:

and/or participate in onsg
= copyofth ﬁ resume
= writte:ﬁgq&s ent against key attributes of the role

= WO ests
= informal inferview.

A referee check or additional verification activities could be undertaken. (Refer fo the suitability
assessment section for further information).

d) Combination of processes

Business area may decide that it is appropriate to combine a number of processes to determine
which roles are retained and consequently which employees become surplus.

For example, this may occur where there are specialist roles within a broader role category. A
decision may be made to “quarantine” the specialist roles and conduct an expression of interest
process (as described above) for the remaining roles.

For each option, a role profile/role description must be used to assess individual's suitability against the
key attributes for the role/s.
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Decisions are then made on which employees will be transferred into available roles and the employees
who do not gain permanent placement are considered surplus, before they are formally declared as an
employee requiring placement under Directive 06/12.

These processes should not be used for appointment of employees at levels above their current
classification or to positions external to the work unit.

It is recommended that a panel comprised of the manager and one other person, should be set up to
conduct the assessment.

Important Note: These processes must be conducted in an equitable and transparent manner and be
well documented to ensure the selected options and outcomes can be qualified under scrutiny.

Step 2 Identification of employees declared as surplus

If an employee has not successfully transferred into a substantive position in the new organisational
structure within the business area, they are declared surplus.

The business area will submit a list of positions and employees identified as su the delegate.
The delegate must approve the positions that have been deemed redundant. ﬁs of the substantive
holders of the redundant positions, employees declared surplus, are pm& xecutive Director,

Human Resources, Corporate Services.
I . 4
Step 3 Notification of ERP options
A formal Options letter will be prepared by Human Resou orate Services which includes two
options for the employee to consider:

= aninvitation to accept a voluntary redundanc accordance with Directive 04/12 ‘Early
retirement, redundancy and retrenchment’) or

= be considered for alternative placeme% e transfer and/or re-deployment opportunities
v

The letter will direct the employee to t site to access the voluntary redundancy estimate self-
assessment calculator which has been BQyeloped to give an estimate of a voluntary redundancy

payment.

From the day of receipt, the iII have 14 days to respond by completing the Decision Form
indicating their decision.

If the employee acc voluntary redundancy, the employee's exit date will be confirmed.

Should the surplu yee not accept the voluntary redundancy offer, they are considered for
placement within the business area.

If the employee does not advise of their decision, in writing, within the two week period, the employee
will be considered to have elected to pursue the transfer andfor re-deployment opportunities.

Step 4 Acceptance of a voluntary redundancy offer
Once the employee has determined which offer they wish to accept, they must complete and submit the
Decision Form to Human Resources, Corporate Services.

Human Resources will review the form and where the employee has chosen to accept the voluntary
offer provide written confirmation to the employee acknowledging their decision and advising of the
separation date. The employee's manager will complete and forward separation documentation to QSS.

Step 5 ERP registration

If the employee does not return the Decision form or has indicated on the Decision Form they wish to
pursue transfer and/or re-deployment opportunities, Human Resources, Corporate Services will:

Employees Requiring Piacement Procedure v1.0
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=  assign a Case Manager

= arrange for the employee to be recorded on the Deparimental ERP and PSC Central Placement
registers

= send the employee an ERP registration letter and relevant forms

*  review existing department vacancies.

Important note: The employee has a period of four (4) months to secure an alternative placement prior
to the commencement of the review process (detailed below). This period commences from the date the
employee is registered on the PSC Central Placement register.

The Case Manager will then contact the employee within 24 hours to:

= obtain a copy of their current resume and contact details of two referees

= complete and submit the PSC Registration form and required supporting documents which includes
whether they wish to be considered for;
o Placementin roles at level only (via transfer); and/or
o  Placement at levels below their current substantive classification level
detailing the lowest classification level to which they consent to bei
o  Nominations for three role categories in which they have the most s

The Case Manager will contact the manager/supervisor to obtain one refér
include information about the employee’s work performance and conduct:

The employee will be provided with a copy of the referee staterpent arﬁ given an opportunity to respond
to any adverse comments. The Case Manager wili consider @ons& and determine whether a

revised referse statement should be obtained.

-deployment)
eployed
experience

tement which must

The referee statement will be used to provide a decl satisfactory conduct and performance to
the PSC as part of the registration process. Wher referee statement for an ERP contains adverse
information, the employee may not be registergd o entral Placement Register until the matters
identified in the statement have been reso%

At the time of the request, the referee % vised their obligation to provide truthful and relevant
information in accordance with the provigions of Directive 06/12 and the Code of Conduct.

Human Resources will maintaip {he departmental ERP register with the following information:

= preferences and status -% ERP placement

= referee statemeryﬁb@e etc. as obtained by the Case Manager

= placement leyeig (arh locations if relevant) to which the employee has consented being transferred
and/or re-de

= updated and relévant case information provided by the Case Managers
= placement offers and cutcomes for each employee.

The information contained in the departmental register may be provided to the PSC for use in the
cenfral placement process across all departments.

Step 6 Departmental ERP placement process

Requests to fill all vacancies (temporary or permanent) are submitted through the Establishment
Management Process {EMP).

Important note: Ranger vacancies within NPRSR are currently exempt from the EMP process.
If approval is given to fill the vacancy, Human Resources will:

= review the ERP register and identify possible matches for the vacancy
» forward the vacancy details to the employee and their Case Manager
= forward ERP details to Business Area Contact.
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The employee may then contact the Business Area Contact to obtain the Role Description. Following
consideration the employee will lodge their interest to be assessed for the role.

The Business Area Contact will facilitate a suitability assessment process for each of the employees
who have expressed interest. If required, the employee will be contacted to participate in additional
assessment processes. (Refer to suitability assessment section for further information.)

At the conclusion of the suitability assessment process the Business Area Contact will submit the
finalised suitability assessment report to the delegate for consideration.

The delegate will provide the report to Human Resources for review. At this time, Human Resources,
Corporate Services may choose to refer the report back to the Business Area Contact for further
suitability assessment activities to be undertaken.

If a suitable employee has been selected, the business area will make an offer fo the employee.

If deemed suitable, one of the following offers (whichever is relevant) will be made:

= transfer direction (in accordance with Section 133 of the Public Service Act 2008) or

= re-deployment,

The employee will have five (5) working days to advise of their acceptance or . If accepted, a
start date (usually no longer than two weeks) will be agreed.

If an employee declines the first offer, the business area must advise H@esoumes, Corporate
Services. The employee will remain on the departmental register. ’

If an employee accepts permanent redeployment to a lower le sition, there is no right of return to a
role at the higher level, once the placement to the lower claesificijpfi level is finalised, unless through
promotion on merit.

If no departmental ERP are deemed suitable, Hum es will refer the vacancy to the PSC for
consideration under the central placement proces

ty to refuse either a departmental transfer
to demonstrate grounds. After this opportunity is
e managed in accordance with Section 134 of the Public
ation of employment if the officer cannot establish they have

Important note: The employee has one (1
direction or PSC transfer direction, with
exhausted, subsequent transfer directi
Service Act 2008. This may result in ter

reasonable grounds for the refffav

Step7 PSC centray@ent process

The PSC will co niralised ERP process across all departments. All departmental employees
requiring placemefill also be registered for consideration in the central process.

Human Resources will liaise regularly with the PSC about the:
= registration and placement opportunities for departmental employees through the PSC Central
Placement Register; and

= filling of referred vacancies as determined through the Establishment Management Program (after
all departmental placement options have been exhausted)

Upon receipt of the completed ERP registration information, the PSC will review all referred vacancies
to determine possible matches. This review should take no longer than seven (7) working days.

Where the PSC identifies a suitable match between the employee’s skills and a vacancy, a suitability
assessment will be undertaken by the receiving department (i.e. the department filling the vacancy).

The PSC will contact the Departmental ERP Contact Officer to advise them of the match. The contact
officer will provide the Case Manager with the vacancy information. The Case Manager will liaise
between the employee and the receiving department throughout the suitability assessment process.
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The employee must participate in the suitability assessment process. (Refer to Suitability Assessment
section for further information)

The suitability assessment process shouid take no more than seven (7) working days. If deemed
suitable, offers will be made in accordance with the departmental process as detailed above.

I this offer is the first offer for the employee, and they decline the offer, they will remain in the PSC
central placement pool.

Important note: The employee has one {1} opportunity to refuse either a departmental transfer
direction or PSC transfer direction, without having to demonstrate grounds. After this opportunity is
exhausted, subsequent transfer directions will be managed in accordance with Section 134 of the Public
Service Act 2008. This may resutt in termination of employment if the officer cannot establish they have
reasonable grounds for the refusal.

Step 8 Review

When an employee has been registered as an ERP for four (4) months, a review of the placement
process will be undertaken between the department and the PSC.

The Executive Director, Human Resources, Corporate Services will advise the yee, in writing, of
the upcoming review, four (4) weeks before the review period is due to gupireIhe employee is then
invited to respond with additional information in relation to the efforts to"Se€uge permanent placement by

the due date in the written advice. P
The department, in conjunction with the PSC, may initiate a reyfley at an earlier time if it considers
reasonable placement efforts have been undertaken and)/ r opportunity is unlikely to occur as

a result of the employee’s specialist skill set or locatio

Important note: The four (4) month review periodg ’%pended for any reason including absences,
work trials and temporary placements.

The Case Manager will provide a final stat Mncluding the employee’s response to the PSC.

o [fitis beneficial to continue t acement opportunities, a further review date of no
more than three (3) months frof) the date of completion of the review will be nominated,
providing there are no wptional circumstances.

If it is determined that reas cement efforts have been undertaken and it is decided it is not
appropriate to continue thgse Sfiéfts, the retrenchment provisions of Directive 04/12 will apply.

At this time, the e

% be advised in writing of the intention for retrenchment and reasons for the
decision. The e will be provided with an opportunity to respond with reasons as to why they
should not be retrérghed before a final decision is made.

The employee will have ten (10} days in which to provide a response in writing to Human Resources,
Corporate Services. The response will then be considered by the delegate and, if the delegate accepts
the reasons provided by the employee, written advice revoking the retrenchment decision will be
provided to the employee and the placement process resumes.

If the delegate does not accept the reasons provided by the employee, written advice confirming the
retrenchment decision and advising the separation date will be forwarded to the employee.
Arrangements will also be made to provide the relevant documentation to QSS for processing.

Step 9 Suitability Assessment

A suitability assessment process must be undertaken for an employee who is referred for a vacancy
and should take no more than seven (7) working days for completion.

The assessment of suitability requires the review of the resume, referee statement against the minimum
requirements of the role. If there is insufficient information in the employee’s resume, other selection
tools may be used.

Employees Requiring Placement Procedure v1.0
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An employee is considered suitable for a role if they have the skills and experience to meet the
minimum requirements of the role, given a reasonable period of fraining and on-the-job training.

A suitability assessment must be directed at determining whether an ERP has the minimum skills to
undertake the requirements of the role to a satisfactory level, if provided with reasonable retraining,
induction and reasonable adjustment (if necessary).

An assessment panel, of no less than two (2) members, will conduct the suitability assessment. The
panels are responsible for ensuring that fair and transparent processes are undertaken to assess
employees requiring placement and assist with the placement of tenured employees.

At the conclusion of the suitability assessment process the panel will submit the finalised suitability
assessment report to the delegate for consideration.

The delegate will provide the report to Human Resources for review. At this time, Human Resources,
Corporate Services may choose to refer the report back to the panel for further suitability assessment
activities to be undertaken.

Following the review, if an employee is deemed suitable, arrangements will be made to affect their
transfer in accordance with the provisions of the relevant directives.

If deemed unsuitable, employees will be notified of the outcome of the suita%ZSSment and

reasons in writing.
For vacancies under the PSC Central Piacement Process, Human Resogﬂvill provide the report to

PSC for review.
Step 10 Work trials and temperary placement of ERP %@

Work trials (permanent positicns onl

Where the suitability of an ERP for a permanent vasgficyCannot be conclusively determined by
undertaking a suitable assessment, a work fri

rea to which the employee is substantively appointed
costs for the period of the work trial.

Unless otherwise agreed, the releasing
is responsible for meeting salary and

The work trial will be considered 1g be the Buitability assessment process and must be documented
accordingly.

A work frial should be strugturet{#’ensure that the applicant is properly managed. The manager to
whom the applicant re I-s\muld provide the applicant with clear information about performance and

conduct expectatiopssand\should also identify the development, support and feedback that the applicant
requires to achie%rformance levels required. The manager/supervisor should meet with the

applicant on a reguladbasis and be provided with timely and balanced feedback to monitor progress
and provide additional support as required.

The final assessment must take into consideration the ability of the employee to undertake the role long
term with retraining, reasonable adjustment or other development assistance including additional
experience in the role.

The final assessment of the work trail will be actioned in accordance with the suitability assessment
process as outlined above.

Temporary placements

The department must consider ERP for both permanent and temporary vacancies (greater than 6
months) before proceeding to fill a vacancy by any other means.

If an ERP is placed in a temporary vacancy within the department or within another department, the
employee retains permanent tenure as an officer within the releasing department.

Employees Requiring Placerment Procedure v1.0
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If the temporary placement is in another department, the employee is on ‘secondment’ unless otherwise
determined by the delegates.

The employee is to remain registered with the department as an ERP during both work trials and
temporary placements, and may apply for other vacancies during any placement periods.

Important note: The four (4) month review period is not suspended for any reason including work trials
and temporary placements.

Step 11 Salary maintenance for transfer and re-deployment

Transfer

An employee who is transferred at level to another business area or department is to be paid their
salary and any applicable allowances by the receiving business area or department from the date of

duty.
Employees transferred into a permanent role across streams of a classification system will be paid in
accordance with the Directive relating to ‘transfer within and between classiﬁcathels and systems’.

Re-deployment
An employee who is re-deployed is to be paid by the receiving business%ar department at the
highest pay-point of their new classification level plus any applicable a@wa ces.

The employee is entitled, for a period of 12 months following oyment, fo be paid the salary and
allowances applicable to the substantive role which they h redepioyment. The releasing
business area or department is to fund the difference b lary and allowances to be paid by the
receiving agency and the salary and allowances the would have been entitled to if they had
remained in their substantive position. The empl ot receive any pay point increments during
this period but will receive salary increases defgrmi y the applicable industrial instrument in the
receiving service area or department.

For tenured senior executives who h efwedeployed, the arrangements outlined above are to
include any additional remuneration patkgging arrangements specified in a current directive relating the
senior executive employment co@ or senior officer employment conditions, as applicable.

Where an employee is trans accepts redeployment to a role which is subject to different
conditions established hysawardMr certified agreement then the employee is to assume the conditions
of the role, with the tion of the 12 month salary maintenance period detailed above.

Step 12 Salary arrangements for secondment and temporary engagements

Salary costs for an employee placed at level in a temporary vacancy in ancther service area or
secondment to another department are to be met by the receiving service area or department.

Where an employee accepts a temporary placement in another service area or secondment to another
department at a salary level lower than their substantive level, the income difference will be paid by the
releasing department. This provision includes differences in salary due to conditions established by
award and certified agreements.

Salary maintenance paid during temporary engagements and secondments will count towards the
twelve (12} month salary maintenance period unless otherwise determined.
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8. FORMS

ERP Registration Form

ERP Suitahility Report & Guide
Referee Report

Resume Template

9. OTHER RESOURCES AND LINKS

The following HR policy and procedure categories of the former departments continue to apply:
» Recruitment and Selection

»  Transfer

= Establishment Management Program

= Employee Exit Arrangements (including Housing arrangements where relevant)

Related Legislation or Standard
Public Service Act 2008

Related Government Guidelines or Palicy @Q\

Directive 1/10 - Recruitment and selection
Directive 19/10 — Appeals y
Directive 04/12 — Early retirement, redundancy and retrenchm% :

Directive 06/12 — Employees requiring placement
Directive 11/11 — Transfer and appointment expenses
Directive 7/10 ~ Transfer within and between classifica

Supporting Resources

ERP process flowchart @V

ERP Guide for Managers

PSC Fact Sheets 2‘

Voluntary Redundancy Estimate 5 Self Assessment Calculator
Voluntary Redundancy qu%ﬁjﬁd Questions

10. EMPLOYEE COM‘Q S AND APPEALS

An employee wh@ssubject of an administrative decision or action is entitled to lodge a complaint in
accordance with theNdepartmental Managing Employee Complaints Procedure should they fee! that the

administrative decision is unfair or biased.

If an employee considers that the issue is not resolved following the finalisation of the complaints
process, they may be able to lodge an appeal with the Appeals Officer pursuant to the Public Service
Commission Directive - Appeals. An employee considering an appeal should refer to this directive and
may seek further information on appeal rights from the Public Service Commission or the website at

www.psc.qgld.gov.au.

11. EFFECTIVE DATE
This procedure applies from the date of approval.
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12. TRANSITIONAL ARRANGEMENTS

An employee who had been registered as an employee requiring placement (irrespective of the reason)
under PSC Directive 12/09 ‘Employment arrangements following workplace change’ will be deemed to
be an employee requiring placement under PSC Directive 06/12 ‘Employees requiring placement”.

13. FURTHER INFORMATION

Should you require any further information or clarification, please contact Human Resources, Corporate
Services as follows:

EHP and NPRSR employeeplacements@ehp.qld.gov.au
DNRM and DEWS ERP@dnrm.qld.gov.au

DAFF and DTESB HRDAFF@daff.gid.qov.au

14, ADDITIONAL SUPPORT

Additional support for individual employees and managers is available through tQpartmental
Employee Assistance Program. The service provider details are as follows;

PPC Worldwide

Phone; 1800 604 640

www.ppconline.info/au Vs

Employees may also contact their Case Manager and/or I:%%ﬁcer. Unions can also provide

advice and support to their members.
15. APPROVAL &
Signed: Qg

Danielle Anderson

Deputy Director-Generaﬁ?orate Services

Department of Envi nd Heritage and Profection and
Department of @ rks, Recreation, Sport and Racing

Date: 2
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Employees Requiring Placement - Guide for Managers

Iniroduction

This Manager’s guide provides an overview of strategies and processes that are appropriate to effect
waorkforce placement as a result of workplace change.

This guide will assist managers in considering options to effect placements. The key factors in any
decision are:

e fair, transparent and defensible

¢ ensure the continuity of tenured employment at level is given priority {i.e. temporary
engagements, secondments or higher duties must be resolved in favour of an employee
requiring placement)

e maintain the bona fides of any redundancy regardless of the process applied

e support the provisions of Directive 06/12: Employee Requiring Placement and Directive 04/12
Early, retirement, redundancy and retrenchment.

This guide must be read in conjunction with the Directives and the Department’s Employees
Requiring Placement Procedure. Additional information and advice can be ¢ ed by contacting
your Human Resources team or from the Public Service Commission web?\ www.psc.qld.gov.au.
Definitions

Case Manager — HR officer assigned to employees once they haveseen designated as an Employee
Requiring Placement. The role of the case manager is to su t and assist the ERP in the process of
seeking an alternative permanent role.

Change - structure, policy, process, way of doing thin

ent public service employees who need
ill require placement if their role is considered
signated as an ERP retains their substantive

Employees Requiring Placement (ERP) - are
placement due to workplace change. An emp%
e

surplus to operational needs. An em
classification level.

Establishment — the positions, classificalign mix, actual FTE and headcount of your workforce.

Establishment Management P, MP) - The Government has introduced greater scrutiny over
the hiring decisions associate non-frontline positions. The EMP incorporates a vacancy review
process and has been ir& ed to ensure recruitment decisions regarding non-frontline vacancies

align with Governmenfi prifities.

Retrenchment - thd&terination of employment of an employee whose position is declared
redundant and where it has been determined that continued actions to secure permanent
alternative placement of the employee is no longer appropriate.

Transition - the psychological process that people need to go through in order to psychologically
shift to the new situation. People transition through change.

Voluntary Redundancy - offered to employees when workplace change means their position is no
longer required. At this time the department may offer those employees a voluntary redundancy
package. Employees who chose not to accept Voluntary Redundancy then become an ERP.

Workforce Structure — how work is allocated, coordinated, supervised and approved in order to
deliver the required service/output.

Employees Requiring Placement - Guide far Managers 1
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Strategies to effect workforce placements following workplace changes

Reprioritisation of functions, programs and service delivery and budgetary changes will impact on
organisational structures and establishment.

Following the determination and approval of revised organisational structure, workforce planning
should be undertaken to:

+ determine the workforce required to continue to deliver and meet the changing priorities and
business requirements
e assess the impact on the workgroup and individual employee/s

The following diagram reflects the suggested stages of transition for workplace change:

Stage 1: Determine Organisational structure, establishment and appropriate workforce
resources
Determine organisational structure, changes to establishment and appropitaie workforce
within the context of service delivery commitments, budget and FTE allocation.

Stage 2; Workforce realignment and emplovee lacemen ies
Consider strategies, processes and options for placement of p‘ggnan nt employees

I o

Unplaced employees the Employee Req@acement processes will apply

Stage 1: Organisational structure, lisiment and appropriate workforce resources

In determining the new organisationa%&ural arrangements, consideration should be given to the
transfer and retention of a qualified, motwated and engaged workforce. The overall objective is to
identify a suitable, financially le profile for the work group going forward. The
considerations include:

e Isthere adequate ment that meets current and future business priorities?

e What capabiliti killsy knowledge, and experience) are critical in moving forward? What
capabilities are%ger required? What new capabilities will the business area need? Is there
potential to develop these skills within the current workforce?

e Which roles are no longer relevant to the operational requirements of the new structural
arrangement?

e Do we currently have duplication of activities that can be rectified or rationalised?

s |s there an appropriate balance of administrative, professional, operational and leadership
employees?

e [s there classification mix within the structure, which enables workforce renewal, attracting
graduates and/or entry level employees to address any future aging workforce or retention
issues?

® Are changes to the locations of roles and reporting arrangements required?

o  Which existing roles have changes to their duties and responsibilities?

¢ What approvals are required i.e. through delegate and/or Establishment Management Program?

Employees Requiring Placement — Guide for Managers 2
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Stage 2: Workforce Realignment and alternative employee placement strategies

Assessment of the current establishment and workforce profile against the new structural
arrangements may result in redundant roles and surplus employees due to:

Reduction of the number of similar positions

Changes to some roles
Removal of positions no longer relevant to the new operational requirements

Changes to location of positions and reporting arrangements.

Alternative internal permanent placement options within the business area should be considered
before determining the employees to be declared as surplus under Directive 06/12: Employee
Requiring Placement.

The following diagram steps through options available to management teams considering
realignment and alternative placement strategies:

In timplementing placement strategies, capabilities of the
employees are assessed in accordance with the busines
functions and establishment requirements

\/

Roles unchanged or similar - direct transfe/of the substantive
incumbents

>

Roles where there af@multiple staff that

may be gfit M the role — several
ns available

# If the employee .

indicates no k expressions of interest in voluntary
interestin a & redundancy #

Voluntary

Redundancy {VR) at Q~

this stage of the ,

process, a VR may Alternative placements options - “Clased”
stillbe offered If merit selection pracesses, quarantiriing
the employee is rales and “spilling” of certain positians

declared surplus.

4

Employee not successful in alternative
placement within business area - the
Employee Requiring Placement process
will apply.

Note: in implementing the new arrangements, permanent emplayees are to be appointed to
suitable permanent vacancies {at their substantive level).
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1.1 Direct Transfer - Where a role in the effected unit remains unchanged and currently filled by a
permanent employee, the employee would remain in that role.

Direct transfers involve the filling of positions at the same classification level, by permanent
employees, where the roles are similar. In assessing whether an employee can be moved into a
position on the basis of a like-to-like transfer, the following must be taken into consideration:

= responsibilities and duties of the position compared with the employee’s substantive
position

¢ classification of the position being equivalent to the classification of the employee’s
substantive position

e employment conditions established by an award or certified agreement, if different from the
employees substantive position, including but not limited to, salary arrangements across
streams, allowances and hours of duty.

1.2 Seeking interest in a voluntary redundancy

Affected tenured employees are invited to indicate their interest in receivin oluntary
redundancy. This approach must be confined to particular groups of emp q affected by specific
decisions (i.e. a decision has been made that there needs to be a reducb‘%‘ e number of AQ3
Administration Officers in a particular business area). It must be strgés at an invitation to
indicate interest in receiving an offer of redundancy on the basis that!

s the decision about which roles becoming redundant { a hiaﬁ employees are therefore
declared surplus) is the decision of the department
¢ Does not guarantee an offer of a voluntary redunda@r that an employee will accept a

redundancy if one is offered) k
e Does not negate the department’s reSponsi% ttempt to identify internal alternative
m ee

permanent placements at level for surplug e .
Should the surplus employee be unsucce;@\éning a permanent placement, the employee is
declared to be surplus to requiremen @ d RCovered by the Commission Chief Executive Directive
No. 06/12: Employee Requiring Placemégt.

2  Alternative Placement s
2.1 Expression of int @cess

Where there a employees than vacant positions, it may be appropriate to consider all
affected employeds for particular groups of positions (e.g. if there are 8 permanent ‘policy
officers’ at the same classification level, however, it is determined that only 5 are required for
future service delivery).

All affected tenured employees within the group (at level) are invited to express interest in being
transferred into an ongoing role, with the caveat that any employee not expressing interest may
be transferred to a new/continuing role at the discretion of the department.

If employees are invited to express interest, they may be required to provide and/or participate
in one or a combination of the foliowing:

= copy of their current resume

= prior knowledge

= written assessment against key attributes of the role
= work/skills tests

= informal interview.
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The employee’s suitability is assessed against the key attributes of the role. Where there is
insufficient prior knowledge, a referee check or additional verification activities could be
undertaken. {Refer to the suitability assessment section for further information).

2.2 Combination of processes

Business area may decide that it is appropriate to combine a number of processes to determine
which roles are retained and consequently which employees become surplus.

For example, this may occur where there are specialist roles within a broader role category. A
decision may be made to “quarantine” the specialist roles and conduct an expression of interest
process (as described above) for the remaining roles.

For each option, a role profile/role description must be used to assess individual’s suitability against
the key attributes for the role/s.

Decisions are then made on which employees will be transferred into available roles and the
employees who do not gain permanent placement are considered surplus, before they are formally
declared as an employee requiring placement under Directive 06/12.

These processes should not be used for appointment of staff at levels above ir current
classification or to positions external to the work unit.

It is recommended that a panel comprised of the manager and one o %on should be set up to
conduct the assessment.

Important Note: These processes must be conducted in an equrcable aMl transparent manner and
be well documented to ensure the selected options and ou@s an be qualified under scrutiny.

Phase 3: Manage surplus employees who rV@nplaced Employee Requiring

Placement.
Following the decision that the rale is redun he employee declared surplus, a formal letter
will be provided by the Manager to the e ffering two options, Voluntary Redundancy or
registration on Employee Reqmremen nt Reglster The letter will inform the employee

where to access an estimate redundan calCulation. The employee will have an option to accept
the redundancy offer. If accepted*he/employee exits the department.

Once an employee declines a @a y redundancy in favour of seeking alternative placement
opportunities, the emplo istered as an ‘employee requiring placement’ and will be
considered for internal s through the Establishment Management Program.

As part of the Estab%ﬂnt Management Program requirements, all vacancies must be submitted
to the Establishment Management Program Coordinator to enable placement of surplus employees

and registered Employees Requiring Placement.

Employees will be also registered with the Public Service Commission Central Placement Register
and be provided with suitable vacancies in other departments. Refer to the Employees Requiring
Placement procedure for detailed information in relation to:

Declaration of surplus employee

Voluntary redundancy

Employee Requiring Placement (ERP} registration and placement processes
Case Management

Suitability Assessment

Transfer and Re-deployment

Review process

Retrenchment

Employees Requiring Placement — Guide for Managers 5

Business and

: DAFF |/ DN
14&?&&3?5% . U s el



Note: A fiowchart depicting the departmental process for managing employees requiring placement
in accordance with Directive 06/12: Employee Requiring Placement and Directive 04/12: Early,
retirement, redundancy and retrenchment is included at the end of this document.

Managemeni Responsibilities
As a manager, an employee requiring placement means:

e the employee maintains their status as a permanent employee but their position has become
surplus to the requirements of the department

e g case manager will be dedicated to the employee to provide support and advice in relation to
the ERP process

» Human Resources, Corporate Services will assist in matching employees to suitable vacancies
and informing the employees and the husiness area in which the vacancy is located

Detailed information in relation to the responsibilities of managers and employees requiring
placement is provided in the Employees Requiring Placement procedure,

Employees Requiring Placement ~ Guide for Managers 6
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The Individual and Change

People involved in the management of staff affected by organisational change need to be aware that
coping with change means different things to different people. As employees go through the change
process they will experience a range of emotions from anger, frustration, acceptance and
excitement at the new prospects change offers. Assisting employees through this major change
event is critical and an important part of managerial responsibilities.

The emotional stages people go through in coping with change are shown diagrammatically in the
Transition Curve below. The Transition Curve has been aligned here to William Bridges’ phases of
transition. This model is useful in understanding how individuals deal with personal change and for
managers and organisations helping staff to deal with personal change.

The stages people typically experience in any major change event are described below:

'. At Last something’s

going to change
=

a ;

CnnIu'pEndlng G
& Beginning

|

Anxiety Happiness What impact will this have? Creafing a vision
Hov will 1t affiact me?
Shook Purpose
Anger t" This 1€ bigger nhing

than © thuught'

\ Feat
\ Grief
\ Frustration

Moaotivating others ::: bc::mk

{ Acting
Optimism

Did I really do that

A Threat
\\ Confusion Risk-taking "
\ Stress ontrol *“ ¢
R L L T Tl niake:
Loss of G trol A ~ 2 v if
tkills et
|gu|ty .' N Hos "yn., I ills el
Whoars I adTad' signals, ~ ~ .
ort Impatience, High/llow & Y
S Denlal motivation ‘\ Iﬁnoi’ﬂ!
ange thes tsn’ fur
Gt Absenteeism, Old 1esentments \)\% o
Snree Adareety of Manaying Trnsitons Wi 25 {1945 S Disillusionment

William Bridges’ TransWQ&odel proposes that people go through three key transitioning phases

when facing change;

» endings (shock, ial, anger/sadness) In this phase people come to terms with what they have
fost and prepare to move on.

» neutral zone {resistance, bargaining, ambiguity) In this phase people are going through
readjustment and realignments- building a foundation for moving forward.

¢ beginnings (acceptance, involvement) In this phase people are developing the new identity and
where they fit into the new order and becoming energised to buy into the process.

These phases can happen in differing degrees at the same time and may overlap between the
phases.

The following table shows some of the signs and behaviours that people may experience or see as
they go through the range of emotions. It also offers strategies to transition people through these
emotions. This is not a one size fits all situation. Nor is it a linear and sequential process. Individuals
don’t all experience all the emotions shown, nor in a step by step order. Events may occur that
trigger an earlier response/emotion and the individual may yo-yo for a time. This is a normal human

response to cha nge.
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Emotion Some Behaviours Manager Action Employee Action
Denial = Flippant attitude * Provide clear information regularly = Seek out information from reliable
* [ndifferent talk = Explain what is changing and what isn’t sources, don't listen to gossip
= Evasion changing — and who will be most and = Speak to your supervisor or manager to
5 = Scepticism least affected get a clear understanding on what the
: ! = Refusalto accept reality | = Explain the change & rationale behind it changes mean to you
= of situation » Share a vision of the future * Establish what is and what isn’t changing
_“5 = Provide clear advice of expectations. and what you can be daing
lg! Anger ' Grumbling " Listen » Acknowledge that you feel anger.
'g = |rritation = Acknowledge anger = Take responsibility for your emations and
" = Rage = Don’ttry to talk them out of it their impact on you and others,
_§° =  Mistakes = Don't assume blame for their anger * Is there a more helpful way to look at the
e » Disengagement = Don't collude/agree with them situation?
. * Sabotage » Distinguish between acceptable feelings | » Do things outside work that you enjoy,
and unacceptable acting out behaviour maintain relationships, socialise, exercise,
* Provide inforrmation on the Employee take up a hobby
Assistance Program
i’ Bargaining = Attempts to get out of = Keep realistic plan in sight * Consider what you can do, and what’s out
situation = Don't be swayed by promises/ ofaour control. Focus on the areas that
»  Attempts to make it go renegotiations f@ ave control over.
away = Reinforce situation as it is — clarify what | =\COgsider the possibilities that might arise
= Making a deal or is changing and what isn't. 1 m the changes
promise = Don’t negotiate
Anxiety = Resentful = Don’t]judge or make them feel inferior / Continue to keep as informed about what
= Silence for feeling this way / is concerning you as possible — seek out
= Looks nervous = Have supportive coaching ¢ rsations Information from reliable sources only.
»  Stressed (anxiety is natural} = Don't listen to rumours
2 = Drop in effectiveness = Provide current inform@ti ispel = Continue to share your concerns with
3 and productivity rumours trusted colleagues or other support
i = Ensure staff are pro ith coaching people, to develop strategies that will
5 or training a el@pment where assist you overcome your anxiety
2 required ’@ = Take time to ‘switch off’ from work
= Provid ion on the Employee problems & get involved in enjoyable
Assis Program (EAP) cutside activities
Sadness/ = Silence = @ rageflalking & sharing of feelings = Accept sadness is a natural feeling arising
Depression = Withdrawal * Engé supportive one to one from change & remind yourself of the
=  Appears ‘down flat’ conv@rsations good things that are still part of your life,
= Tearful Vourage a supportive team * Talk to your support networks (family
= Signs of fatigue and/i > environment members, friends, colleagues, supervisor)
despair Provide information on the Employee = Consider speaking to a counsellor
* Reduced ef*fe&% Assistance Program to staff if you think through the department’s EAP if you
they are suffering from depression. can't shake your feelings of sadness
Acceptance/ | * Openne - » Continue to provide clear and open * Seek out opportunities to be involved in
Involvement = Happines communication the change
= Moving from passive = Celebrate successes and reaching * Remain sensitive to where others are in
acceptance to active milestones the transition phases and assist them
involvement = Share the vision where appropriate
* Engaging with and = Encourage involvement and provide = Acknowledge and celebrate milestones
) assisting others feedback * Assess where you may need to develop
E = Ensure capability development needs new skills for the future, seek out
'uEn for the new way of doing things are met development opportunities & discuss
A with your supervisor.
g Enthusiasm »  Ability to articulate = Celebrate milestonas = Assist colleagues by sharing the new
2 where they fit in the = Maintain momentum to embed new vision, where appropriate

new order

= Conflict between
organisational &
personal goals is
resolved

= Takes initiative

behaviours and encourage the right
workplace culture
* Continue with clear communication

Get involved in projects and growth
opportunities where possible

Take ownership of your contribution to
your workplace culture

Employees Requiring Placement — Guide for Managers
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Having the Employee Placement Conversatior

This section provides managers with strategies on how best to conduct the conversations with
employees who will be impacted by workplace change.

Managers must prepare carefully as misinformation and insensitive handling of these conversations
can result in problems, for those employees affected by the change and those around them. These
conversations must be handled with empathy, clarity, sensitivity and consideration.

Before the meeting

* Schedule these meetings in the early part of the week. If possible avoid Fridays as employees do
not have sufficient time to process the information and are not able to access their managers
and additional information over the weekends.

Ensure you are well-informed about the decision and reasons impacting on the employee’s role.
Plan your session. Prepare a checklist of key facts and information which may be different for
each employee. Ensure you have the relevant information, procedures available at the meeting.

e Choose a location that there will not be any interruptions and where you are both comfortable.

* Think through and prepare what you are going to say. Consider the indiyifyal and your previous
interactions and your relationship with the employee.

e Look through the Transition Curve and prepare yourself for the po @eaction.
o Try rehearsing mentally, and/or with a partner or trusted collea@

During the meeting V4
Deliver the information that you had prepared in a sensiti %professional manner. Concentrate
on the employee, maintain eye contract and listen to t ncerns and comments. Acknowledge

Remain calm. Should the employee reactin an nner it’s important that you do not take it

the employee’s statements by your body language estures, for example nodding of head.
%Es a
perscnally.

Allow the employee to share their conc ifthey choose to do so. Be empathetic and avoid

colluding with them. Q‘

Be conscious of your own body language® tone of voice and rate of speech as they may impact on
the employee’s reaction. Be i calm and professional manner. Listen and demonstrate
understanding by reflecting b at you hear.

Running the meeting &\

« Following the g@vg, briefly and succinct state the reason why you have called the meeting.

e Be succinct and provide clear justification for the reasons behind the decision.

¢ Treat the person with respect, empathy and sincerity. Speak slowly and clearly without jargon
and watch the employee’s reaction - body language, extent of eye contact etc - to gauge
whether they understand and accept what is being said.

o If the news is unexpected the employee may be in shack which will potentially affect their ability
to hear and retain the information.

* Allow time for the employee to digest the news. Invite questions and respond slowly and clearly.

« Summarise and avoid over-loading the employee (at this time) with unnecessary information.
Stick to the main points.

¢ Reassure the employee that you and the department will support them through the process.

e Offer to run through the process at another time. Aim to reduce uncertainty.

» Conclude the meeting by reinforcing the point of continued support.

= Do not end abruptly and advise them that if they have any question they should come and talk

with you.
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After the meeting

+ Allow the employee time to contact a partner/family member/colleague to provide support.
Ensure they have information about the Employee Assistance Program - PPC Worldwide for
additional professional support. They can be contacted on 1800 604 640.

s Check in with them the following day and invite any further questions.

» Ensure the employee’s details are provided to Human Resources, Corporate Service to
commence the ERP process.

Handling emotional responses

The following suggestions are based on information provided by PPC Worldwide and intended as a
guide only.

Disbelief: You need to repeat the information you have just given e.g. “Sarah, | do understand that
this news has come as a shock, however your position has been selected due to...”

Cynicism: (“You had this planned from the start.”). “John, | hear what you believe, all | can say is that
the decisions have been difficult to make and were very carefully considered.”

Anger: Let them have their say if they need to, because anger often com
Don't take it personally. If it gets out of hand, try to diffuse the situation % e-set the boundaries.
“l can hear how upset you are and naturally it is difficult for you to,c% o terms with what has
happened. Would you like a few moments on your own to put you @ hts together, or shall we
continue this meeting later today?” Distinguish between feelings and I#ppropriate behaviour.

‘ a reaction to shock.

Ve
Challenge: (“How did they make this decision? I'll take tjffs to the highest levell”). Validate the
guestion or challenge and explain how difficult these degisi ere to make. Reiterate the reasons
for the decision i.e. based on the priorities of the busine%. Avoid getting drawn into debate.

worried you must be, particularly as you've jus t a house.” Let them know what support is
available for them e.g. the EAP. V

Tears: Let the person cry without coz@ . Offer tissues. As the tears subside, “I can see how

Fear, anxiety, apathy: Acknowledge their 1‘eeli%G 2¥1” statements. “I can only guess at how

upset you are by this news”. Let the what support is available. Summarising key information
again may help.

Employee Complaints Q

An employee whois t bjeet of an administrative decision or action is entitled to lodge a

complaint in accor with the department’s Managing Employee Complaints Procedure should
they feel that the adMjnistrative decision is unfair or biased.

If an employee considers that the issue is not resolved following the finalisation of the complaints
process, they may be able to lodge an appeal with the Appeals Officer pursuant to the Public Service
Commission Directive - Appeals. An employee considering an appeal should refer to this directive
and may seek further information on appeal rights from the Public Service Commission.

Support Services
The Case Manager will provide details of services that can be accessed for the employee and

managers.

Counselling services:
¢ Employee Assistance Program {EAP) - confidential personal counselling service available free of
charge to employees, PPC Worldwide 1800 604 640.

Employ ers 10
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¢ Manager Assistance Program - confidential counselling service to support managers in transiting
their teams, PPC Worldwide 1800 604 640
o Career Transition Services - assist people with preparing resumes, job allocations and interview

technigues
¢ HR delivered Internal Workshops - ‘Building Resilience and dealing with stress’ and ‘Transition —

how to survive and thrive through change’

Unions can also provide support and advice to their members.

Additional Information

Public Service Commission (PSC} Directives

Directive 06/12: Employees Requiring Placement

Directive 04/12: Early Retirement, redundancy and retrenchment
Available on the PSC website: http://www.psc.qld.gov.au

Q,,
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Frequently Asked Questions
Employees Requiring Placement
Note: This FAQ should be read in conjunction with the Employee Requiring Placement Procedure

What happens if | am deemed to be a surplus employee?
As a result of workplace change your position may be made redundant. If an alternative placement cannot be

identified for you, the department will offer you a choice between accepting a voluntary redundancy or
pursuing other transfer opportunities. You will have two weeks to consider these two options and advise the

department of your decision.

You will retain your substantive classification level, unless you agree to be deployed into a position as a lower
classification.

Who is a registered employee requiring placement?
An employee requiring placement is a permanent public service employee who, as a result of workplace
change, is no longer assigned to a substantive role, has been deemed surplus and has rejected an offer of

voluntary redundancy.

What options will management consider to determine placements foll rkplace change?
The department has the ability and responsibility to determine what strate$ appropriate to effect staff
placements following workplace change. Some of the strategies that cou}i b&applied are listed below.

The department may decide particular roles are surplus to servi ivery requirements. These positions
would be declared redundant and the incumbents substantiv ed to the roles are deemed to be

surplus.
“‘Closed” merit process. The department may decide t@/s ilgarticular groups of positions (e.g. 10 policy roles
at the same classification level however, only & are@ for future service delivery). There are a range of

options for filling the required roles: g{
s Consideration of all affected empl fect all affected tenured {at level) employees to provide a
copy of their resume and undertake g internal assessment process. The department then decides
which employees are transferh@o available roles and the other employees become surplus.

o Call for expression of inter: vite all affected tenured employees within a group (at level) to
express interest in bgmONgansferred into an ongoing position, with the caveat that any employee not
expressing an in ay still be transferred to a new/continuing role at the discretion of the

ment then decides which employees will be transferred into available roles and

the other employeds are then considered surplus.

o Quarantining roles and ‘spilling’ others. The department may decide that it is appropriate to combine a
number of processes to determine which roles are retained and consequently which employees
become surplus. For example, this may occur where there are specialist roles within a broader role
category. The department may decide to ‘quarantine’ the specialist roles and conduct a ‘closed ‘merit

selection process for the remaining roles.

Seeking interest in a voluntary redundancy. The department can invite affected tenured employees to indicate
their interest in receiving a voluntary redundancy. This approach is confined to particular groups of employees
affected by specific decisions (i.e. a decision has been made that there needs to be a reducing of the number
of A03 admin officers in a particular area). Agencies must clarify that an invitation to indicate interest in
receiving an offer of redundancy is made on the basis that:
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o the decision about which roles become redundant (and which employees are therefore declared
surplus} is the decision of the agency;

» does not guarantee an offer of a voluntary redundancy (or that an employee will accept a
redundancy if one is offered);

o does not negate the agency's responsibility to attempt to identify internal alternative permanent
placements at level for surplus employees.

What does the option of a voluntary redundancy entail?
If you choose to accept the department’s offer of a voluntary redundancy, you will receive entitlements in line
with the Directive 4/12: Early retirement, redundancy and retrenchment. This includes a severance payment

and an incentive payment.

If you decline the offer of a voluntary redundancy, you will not be offered this option again at any stage of the
employee requiring placemen process cycle. By declining the offer, you are agreeing to actively engage with
the department to seek and pursue transfer opportunities.

Are leave accruals paid out if | accept the voluntary redundancy?
Accrued leave will be paid out in accordance with the relevant leave directives. Q
o 1/11: Long Service Leave. Q\

o 2/11 Recreation Leave. @

How is a voluntary redundancy taxed? /
A genuine redundancy atfracts concessional tax'. Information a rates can be obtained from the
Australian Taxation Office (www.ato.gov.au). Employees con a voluntary redundancy offer are

encouraged to seek independent financial advice. Althou mployee’s acceptance of a voluntary
redundancy is requested, the decision to termin@ employment relationship rests with the

department.
How is superannuation caiculated? \/

Superannuation benefits are not included a termination payment. The department strongly
recommends seeking advice on your superafguation implications. If your superannuation is with QSuper

please visit the QSuper website or W on 1300 360 750 to discuss further.
sb

What happens if | choose t % ransfer opportunities?

After you have declined th& ry redundancy offer you will be assigned a case manager, who will actively
work with you to suppo@ydu to'seek a permanent placement where available. This may be in a role that arises
within the department, oMg a vacancy identified in another agency within the public service.

You will be registered on the Departmental Employee Requiring Piacement Register and the PSC Central
Placement Register to ensure you have access to all relevant opportunities. A resume and a referee statement
will be obtained as part of the registration process. Where you do not agree with the comments contained in
the referee statement, you will be provided with an opportunity to respond.

While transfer opportunities are being sought, you must be provided with meaningful duties.

What is the role of my Case Manager?

Your Case Manager will:

= Contact you within 24 hours of your decision not to accept a voluntary redundancy and maintain regular
contact (a minimum of once per week) until permanent placement occurs or exit out of the department.

! Note: An employee must be less than 65 years old at the time of termination for a redundancy payment to qualify as a genuine
redundancy payment. See section 3.6 of Directive 4/12.

2
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= Support the implementation of strategies and activities to achieve the earliest possible placement for you
in a substantive role or with your consent redeployment.

= Attend fo all enquiries as the primary point of contact for any matters relating to your placement.

= Obtain a copy of your resume, role category preferences, referee contact details and the referee
statement, which will be used for matching purposes.

= Liaise with PSC and employee requiring placement departmental contact officer to identify potential
placements.

= Maintain employee requiring placement records, ensure information is provided to update the relevant
placement register and provide status reports on your progress and level of participation.

Can | see my referee statement?
You will be provided with a copy of your referee statement before it is forwarded to PSC and an opportunity to

comment on any adverse comments.

How long can | remain an employee requiring placement?

A formal review will occur once you have been an employee requiring placement for four (4) months (starting
when you are registered on the PSC Central Placement Register). The aim of the review is to determine
whether it is appropriate to continue efforts to pursue transfer opportunities.

If it is determined that it is not appropriate to continue to pursue transfer opportu{€. you will be advised of
possible retrenchment (in accordance with Directive 04/12). You will be proyidsg'with an opportunity to
demonstrate why the proposed retrenchment is not reasonable, before a ision is made.

If an employee is retrenched, they receive entitlements in accordangce wigh the Directive 04/12, including a
severance payment, but not an incentive payment.

How will | be matched with vacancies? %

The department and the PSC will review registered em O%equiring placement's against available
vacancies across the public service. Classification le ategory and location, along with the information
in your resume and referee report, will be used t n&ssible matches between the employee requiring
placement and a role/s.

When a possible match is identified, your detals and resume will be referred to the department that has the

vacancy to conduct a suitability asse W
rob

How long will the assessme s take?
The assessment process shéyld take no more than seven (7) working days; however an assessment process
may take longer e.g. wi mptoyment screening checks are required.

How is suitability assessed?
You will be assessed as suitable for a role if you have the minimum skills to undertake the role to a satisfactory

level, if provided with reasonable retraining, induction and (if required due to a medical condition) reasonable
adjustment. If you are assessed as unsuitable, you will be provided with written reasons for this decision.

Will | have to participate in a Work Trial?
Where the suitability for a permanent vacancy cannot be conclusively determined by undertaking a suitable

assessment, a work trial may be negotiated for a maximum period of 3 months.

The work trial will be considered to be the suitability assessment process and participation will be required. If
you are on a work trial you will continue to be considered for other permanent vacancies.

Note: the four (4) month review period is not suspended for any reason including work trials.

Can | be put in a temporary placement?
The department must consider you for both permanent and temporary vacancies (greater than 6 months)

before proceeding to fill a vacancy by other means. If you are placed in a temporary vacancy within the

3
14-136 File D 80 of 129 u




department or within another department, you retain permanent tenure as an officer within the releasing
department.

If your temporary placement is in another department, you are on 'secondment’ unless otherwise determined
by the delegates.

You will remain registered with the department as an employee requiring placement during both work trials
and temporary placements, and should continue to apply for other permanent vacancies during placement
periods. The temporary placement period will be considered part of your review period. You will continue to
be considered for any suitable permanent vacancies that arise during this period.

Note: the four (4) month review period is not suspended for any reason including temporary placements

What happens if | am on secondment or higher duties?
You can be considered for and transferred to a role at your substantive classification level. You are expected

to participate in placement activities.

If you are assessed as suitable and your transfer accepted, then the receiving business unit/agency needs to
determine an appropriate start date.

The agencies may agree that you can complete the secondment / higher duties.

However, altemate permanent placement is the key responsibility and as such it@ be appropriate that you
be recalled to commence in the new substantive role.

| am an employee requiring placement and have been in a long term rary placement. At the end

of the engagement will | be offered another temporary placement? ,
If a further temporary opportunity arises, an employee requirin ement can be considered for it, but this
does not preclude the review occurring or automatically detegninthe outcome of the review.

Do | have to accept a transfer? Y‘
The Public Service Act 2008 provides chief executiv e authority to transfer employees; the consent
{agreement) of the employee is not required. Angtwploy¥e can decline a transfer if they can demonstrate

reasonable grounds for doing so.

You will be provided with one opportunity togcline a transfer, to which you have been deemed suitable by the

recelving agency, without having to dégongtrate reasonable grounds. If, however, you refuse a second
transfer and cannot demonstrate -@ le grounds, your employment may be terminated by written notice.

What are ‘reasonable gr@or refusing a transfer?
S exi

Whether reasonable gr, st for refusing a transfer will depend on the particular circumstances of each
case. Factors that may Mg considered by a chief executive in determining if reasonable grounds for refusal
exist include:

(a) Skills match (having regard to reasonable training and induction).

(b} Impact of location changes (e.g. medical/personal or other impacts).

A change in travel time, direction, or method, may have an impact on you. A specific maximum travel
distanceftime in relation to a transfer is not prescribed, however you may make submissions on these issues in

relation to the impact of the transfer on you.

When will a transfer take effect?
Where a transfer is agreed, a start date is to be negotiated, this should generally be no longer than two weeks,
however, a longer period might be appropriate in certain circumstances, such as where the transfer involves a

geographical relocation.

Can | be moved to a lower classification level?
In accordance with the Public Service Act 2008, you can only be re-deployed (transferred to a lower
classification level) with vour consent. You can therefore nominate to be considered for roles at a lower

4
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classification level. If you do not nominate for re-deployment when first registered can do so at a later date,
and vice versa. You can also amend the classification level(s) you wish to be considered for re-deployment to.

If you elect to be considered for redeployment and subsequently accept a role at a lower classification level
you are entitled to salary maintenance. Information about salary maintenance is contained in Employees
Requiring Placement Procedure.

Can | be transferred to a statutory authority?
You can be transferred to any department, public service office (listed in Schedule 1 of the Public Service Act

2008) and certain declared public service offices (listed in Schedule 1 of the Public Service Regulation 2008).

There are a number of public sector entities, including statutory authorities that do not fall into this group (e.g.
the Crime and Misconduct Commission or the Queensland Ombudsman). Where vacancies arise in these
organisations, they may contact the PSC to determine if there are any suitable employees requiring
placements who may be interested in transitioning to their organisation. You cannot, however, be directed fo

transfer to one of these organisations.

What happens if | am on leave?

If you are on leave you can be considered for and transferred to a role. If there articular reasons why you
cannot participate in placement activities, including suitability assessments s leave, these should be
discussed with your case manager and will be considered as part of you month review.

If I am an employee requiring placement and am appointed t perﬁianent role which is subsequently
deemed redundant will | be offered another Voluntary Red @y?
Yes you will be given the choice of taking a voluntary redund@ going through the employee requiring

placement process again. v

Do | have any review or appeal rights?
If you are aggrieved by decisions or actions m W Directive 06/12 you may access the department's

complaints process, in accordance with rele rtment policies.

If the complaints process has been reasonify €khausted, you may have appeal rights in accordance with the
appeals directive.

An employee cannot, however, lo appeal about the decision to transfer another employee.

What support is availabl@?
a

You can access suppo ange of people including:
o Your Case Manader.
e Yourlocal HR Officer and Manager/Supervisor.
o Employee Assistance Program ph 1800 604 640 {(www.ppconline.info/au)
o Unions can also provide advice and support to their members.

More information

Contact your Case Manager

Contact your Local HR Officer

Email Human Resources at: employeeplacement@ehp.qld.gov.au

Visit the EHP intranet at: employee requiring placement or voluntary redundancy

e & o
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ERP Case Manager

Role Statement

A case manager is assigned to each employee requiring placement (ERP) and provides
support from the time they are registered as an ERP to when they are either transferred
into another role or have exited through the retrenchment process.

The role of the Case Manager is to:

o Contact the employee within 24 hours of their decision not to accept a voluntary
redundancy and maintain regular contact (a minimum of once per week) until
permanent placement or otherwise occurs.

o Support the implementation of strategies and activities to achieve the earliest possible
placement of the employee in a substantive role.

= Aftend to all enquiries as the primary point of contact for any matter relating to the
employee requiring placement including ensuring the employee understands the ERP
process, their responsibilities and obligations under the releanirectives and

assessment process, feedback on their resume, practi iews, skill analysis.

s Obtain the employee’s resume, Employee Requiring P ent profile, including role
category preferences, referee contact details and the #eferee statement as prescribed
in the employee requiring placement directive Q6/32 and support the employee in
completing relevant departmental forms in anner.

artmental contact officer and the

e Liaise with Public Service Commission,
employee’s substantive supervisor/mapga identify potential placements.
<

departmental policies and procedures.
+ Provide the employee with advice in relation to their job %g: suitability
jnt
<

» Maintain effective records, ensure in n is provided to update the relevant
placement register and provide report on request, on the status, progress and

level of participation of the em
» Refer the employee to other ental and non-departmental support services eg:
Employee Assistance Progfagfieareer counselling, resume preparation.

The Case Manager :

¢ advocate direc b&half of the employee or find them a job.
e provide pers or tareer counselling.

¢ make deci

Aboriginal and Torres Strait islander employees:
For Aboriginal and Torres Strait Islander employees, an Indigenous case manager may be
available to case manage and discuss issues.

August 2012
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Suitability Report

This report documents the process and decision relating to the suitability of surplus employees
and internal placement process in accordance with Employee Requiring Placement Directive

06/12.

To: | Executive Director, Human Resources

From:

Title:

Phone no:

Date:

Position Information

Department:

Position Title:

Work Unit:

Position Number/s:

Classification level: Do)

Position type: SN

Location: A

Type of process: O Expression of interest process @v

ggaeuiﬁgeglg’csmggyees O vacancy approved through Estaplishment Management Program

procedure and Manager's L1 Vacancy referred via the entral process

Guide for more information. PN

Background: eg: staff advised that gfthe.? policy officer positions, only 4 would
continue to be funded)\ ployees invited to express inferest by
cob Friday. p

Empioyee/s considered _ \/

Name: <<~ Employee No: Department

«

NN

)

AN

v

Vo

Assessment process

Process and techniques used to assess suitability:

In consideration of the position requirements specified in the (role description/role profile), the
following information was assessed:

+ Employee Requiring Placement Registration Form/s

¢ Referee report/s

¢ Resume

Please attach any relevant selection documentation.

=
[n} o~
lll‘agu

Businessand ‘ .
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Suitability Assessment Decision

Suitabiiity confirmed
Include all details refating to the placement such as training to be provided or a trial period

On the basis of the assessment process, it is recommended that (namef/s) be {transferred /
offered a trial period of ).

The recommended start date is: ! /

Comparative assessment
A comparative assessment is required for a process where more than one employee has been

X

Y4

&

<
Unsuitable candidates p %

As a result of this decision, the following em@@ﬁemain surplus with justification:

N

Q&

or

No suitable candidate
A statement of reasons is a requirement under section f (iv) of the Employees Requiring

Placement Direclive (attachment 1).

21FPace
rage
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Approvals:

Manager:

Name:

Signature:

Date:

Interview panel (if relevant

Name;

Business Group:

Signature:

Date;

Delegate:

Name;

Business Group:

Signature:

Date:

Human Resources:

Comments;
V4
R
Name: (% )
Signature: , ?‘7
Date: %

“
Public Sector Commission (only wh€pe'Wwé suitable candidate is Identified) :

Comments:

Name; <: ;_ -

Signature: g } |
Date: ¢

A J
Forward this form to%e relevant Human Resources team as follows:

EHP and NPRSR

employeeplacements@ehp.gld.gov.au

DNRM and DEWS

ERP@&dnrm.qgld.gov.au

DAFF and DTESB

HRDAFF@daiff.gld.gov.au

Business and
- Corporate
T Partnership

14136

File D
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=
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individual ERP Suitability Assessment
Statement of reasons

Employee
Name: Employee No: Department

Position Information
Department:
Position Title:
Work Unit:
Classification level:
Position type:
location:

Assessment of employee against the key attributes A‘z\Q

&

y 4

y 2

Overall statement regarding unsuﬁ' gl, for this role

Manager:
Name:

| Signature:
Date:

interview panel (if relevani):
Name:

Business Group:
Signature:

Date:

4|Page

Business and
Cnrpnrate DATF | DERE | EXP
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Guide to Suitability Assessment

An employee registered as an employee requiring placement either with the department or the
PSC must be considered for permanent and temporary vacancies (greater than 6 months) prior to
any other action to fill the position.

A suitability assessment process must be undertaken for an employee who is referred for or applies
for a vacancy and should take no more than seven (7) working days for completion.

The assessment of suitability is the means of determining whether an employee requiring
placement is capable of effectively performing the duties of a vacancy.

The suitability assessment must be directed at determining whether an employee has the
minimum skills to undertake the requirements of the role to a satisfactory level. The panel should
consider if the following would enable the employee to effectively perform the duties of the

vacancy:

¢ Reasonable training and development to assist employees to transition to new roles. Work
trials would be considered reasonable training and development.

e Reasonable induction training with orientation and induction to curre
operations

e Reascnable adjustment to consider an employee’s medical conditi
appropriate and reasonable adjustments to the workplace

ork systems and

ss&n the impact of the

condition.
V 4
An assessment on merit will occur when there is more than erson identified for the role. This
assessment relates to the applicants abilities, aptitude, skips, ications, knowledge, experience

and personal qualities against the Key Attributes and ”Ieo org”’ required for the role.

Process @

1. An assessment panel, of no less than t Nembers is convened to conduct the suitability
assessment. The panel is responsib suring that fair and transparent processes are

undertaken to assess employees re placement and assist with the placement of tenured
employees.

2. The panel ensures they hay, #€nt information to determine suitability. The panel reviews
the resume and referee s ent and if there is insufficient information use additional

selection processes gfciNas Interview, informal conversation, work/skills tests or written
response to the kgy attgjbutes. Where more than one employee is assessed as suitable, the
final decision wil he basis of relative merit between those employees.

3. At the conclusion of*the suitability assessment process the panel will submit the finalised ERP
Suitability Report to the delegate for endorsement.

4. The delegate will provide the report to Human Resources for review.

5. If no employee/s is assessed as suitable (either through suitability assessment or trial
placement) the Panel is still required to forward the ERP Suitability Report and Suitability
Assessment forms through the delegate to Human Resources, Corporate Services. Human
Resources will review the reports and if necessary, return with a recommendation to undertake
further assessment activities.

6. For vacancies under the PSC Central Placement Process, Human Resources will provide the
report to PSC for review.

7. If deemed unsuitable, employees wili be notified by the panel chair of the outcome of the
suitability assessment and reasons in writing.

5|Fage
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From: Anderson Danielle

Sent: Monday, 6 August 2012 8:40 AM

To: EHP EMG

Cc: Himstedt Dale

Subject: Employees Requiring Placement - Procedures and supporting documentation
Attachments: EHP-NPRSR-ERP Guide for Managers-310712-FINAL.docx; Frequently Asked

Questions FINALVersion.doc.docx; ERP Case Manager Role Statement Final
draft.doc; DRAFT-employees-requiring-placement-procedure-vl 0
31-07-2012.docx; ERP Flowchart Final.pdf; fag_vr.pdf

Good morning EMG members
Comments from the Together Union on the employees requiring placement procedure, flowchart, guide for managers,

templates and frequently asked questions are due back to Human Resources today. We are not expecting any
major changes from the Union. The procedure and associated documents will be avaigble on the Intranet by

Wednesday.

Please find attached an advance copy of the documents for your information&

Regards y

1 hgn@g/

1
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Corporate

EHP = NPRSR

Services

Employees Requiring Placement - Guide for Managers

Introduction

This Manager’s guide provides an overview of strategies and processes that are appropriate to effect
workforce placement as a result of workplace change.

This guide will assist managers in considering options to effect placements The key factors in any
decision are:

o fair, transparent and defensible :

e ensure the continuity of tenured employment at level is glven priority (i.e. temporary
engagements, secondments or higher duties must be resolved in favour of an employee
requiring placement) i :

e maintain the bona fides of any redundancy regardless of the process af

» support the provisions of Directive 06/12: Employee Requiring Pla
Early, retirement, redundancy and retrenchment..

_n,d Directive 04/12

This guide must be read in conjunction with the Dlrectlves and thepep rtment’s Employees
Requiring Placement Procedure. Additional information and #yice can be obtained by contacting
your Human Resources team or from the Public Serwce n website at www.psc.qld.gov.au.

Definitions

Case Manager — HR offlcer asmgned to employee ¢e they have been designated as an Employee
Requiring Placement. The role of the case ??W is to support and assist the ERP in the process of
seeking an alternative permanent role, Q "

Change - structure policy, process waQﬂ'Hing things {culture}.

Employees Requmng Placemep ) - are .pe_rmé"nent public service employees who need
placement due to workplace * An employee will require placement if their role is considered

surplus to operational An employee desighated as an ERP retains their substantive
classification level. &

Establishment — thef ns, classification mix, actual FTE and headcount of your workforce.

Establishment Management Program (EMP} - The Government has introduced greater scrutiny over
the hiring decisions assomated with non-frontline positions. The EMP incorporates a vacancy review
process and has been introduced to ensure recruitment decisions regarding non-frontline vacancies
align with Government priorities.

Retrenchment - the termination of employment of an employee whose position is declared
redundant and where it has been determined that continued actions to secure permanent
alternative placement of the employee is no longer appropriate.

Transition - the psychological process that people need to go through in order to psychologically
shift to the new situation. People transition through change.

Voluntary Redundancy - offered to employees when workplace change means their position is no
longer required. At this time the department may offer those employees a voluntary redundancy
package. Employees who chose not to accept Voluntary Redundancy then become an ERP.

Workforce Structure — how work is allocated, coordinated, supervised and approved in order to
deliver the required service/output.

Employees Requiring Placement — Guide for Managers Versmn 1.1 30/07/12 1
14 File D 91 of 129 -



Strategies to effect workforce placements following workplace changes

Reprioritisation of functions, programs and service delivery and budgetary changes will impact on
organisational structures and establishment.

Following the determination and approval of revised organisational structure, workforce planning
should be undertaken to:

o determine the workforce required to continue to deliver and meet the changing priorities and
business requirements
e assess the impact on the workgroup and individual employee/s

The following diagram reflects the suggested stages of transition for workplace change:

Stage 1: Determine Organisational structure, establishment and appropriate workforce
resources
Determine organisational structure, changes to establishment and appropriate workforce
within the context of service delivery commitments, budget and FTE allocation.

Consider strategles processes and eptions for piacement of. p-awa fnt employees

= Stage 3: Manage surnles einplovee ' %am Iun'glaced -
Unplaced employees - the Employee Req@ acement processes will apply

Stage 1: Organisatiﬁon_al structure, I3 ment and appropriate workforce resources

in determining the new or'ganisation Giheiral arréngements consideration should be given to the

cons:derations mclude

e Isthere adequate ment that meets current and future business priorities?

e  What capabiliti kill% knowledge, and experience) are critical in moving forward? What
capabilities arer‘nger required? What new capabilities will the business area need? Is there
potential to develop these Skl||S within the current workforce?

*  Which roles are no longer. relevant to the operational requirements of the new structural
arrangement? -

e Do we currently have duplication of activities that can be rectified or rationalised?

o |sthere an appropriate balance of administrative, professional, operational and leadership
employees?

o s there classification mix within the structure, which enables workforce renewal, attracting
graduates and/or entry level staff to address any future aging workforce or retention issues?

® Are changes to the locations of roles and reporting arrangements required?

e Which existing roles have changes to their duties and responsibilities?

e What approvals are required i.e. through delegate and/or Establishment Management Program?

Employees Requiring Placement — Guide for Managers Version 1.1 30/07/12 2
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Stage 2: Workforce Realignment and alternative employee placement strategies

Assessment of the current establishment and workforce profile against the new structural
arrangements may resuft in redundant roles and surplus employees due to:

Reduction of the number of similar positions

L
o Changes to some roles

e Removal of positions no longer relevant to the new operational requirements
o

Changes to location of positions and reporting arrangements.

Alternative internal permanent placement options within the business area should be considered
before determining the employees to be declared as surplus under Directive 06/12: Employee

Requiring Placement.

The following diagram steps through options available to management teams considering
realignment and alternative placement strategies:

employees are assessed in accordance with the busine
functlons and. establlshment requrrements

In implementing plfacement strategies, capabilities of theQi

y . v‘_

' Roles unchanged or similar — direct trans the substantive
mcumbents A '

Roles wherg we n;lultiple staff that -
may be sWjidblg Tor the role — several

opfions available

# If the employee
indicates no
interestina
Voluntary
Redundancy (VR) at
this stage of the
process, a VR may
still be offered if
the employee is
declared surplus.

iater In Impi

suitable pe

ek expressions of interest in voluntary
redundancy #

- Alternative placements bptions - ”Clo'sed’fk i

merit selection processes, quarantining : &
roles and “spilling” of certain positions .. |

b A

Employee not successfu! in alternatwe
placement within business area — the
Employee Requiring Placement process
will apply.

nting the new arrangs s, p2
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1.1 Direct Transfer - Where a role in the effected unit remains unchanged and currently filled by a
permanent employee, the employee would remain in that role.

Direct transfers involve the filling of positions at the same classification level, by permanent
employees, where the roles are similar. In assessing whether an employee can be moved into a
position on the basis of a like-to-like transfer, the following must be taken into consideration:

e responsibilities and duties of the position compared with the employee’s substantive
position

» classification of the position being equivalent to the classification of the existing employee’s
substantive position

o employment conditions established by an award or certified agreement, if different from the
employees substantive position, including but not limited to salary arrangements across
streams, allowances and hours of duty.

1.2 Seeking interest in a voluntary redundancy

Affected tenured employees are invited to indicate their interest in receivin ofuntary
redundancy. This approach must be confined to particular groups of emp q affected by specific
decisions {i.e. a decision has been made that there needs to be a reduci e number of AO3
Administration Officers in a particular business area). It must be strgfs at an invitation to
indicate interest in receiving an offer of redundancy: '

o Is made on the basis that the decision about which roles 'ecorﬁng redundant ( and which
employees are therefore declared surplus) is the decisi f phe department

s Does not guarantee an offer of a voluntary redunda rthat an employee will accept a
redundancy if one is offered)

e Does not negate the department’s responsnb%t{?ttempt to |dent|fy internal alternative

permanent placements at level for surpl

A formal letter will include two option%%on to accept an voluntary redundancy or be
considered for alternative placement. e letter will direct the employee to the GovNet site

http://intranet.govnet.gid.gov.au/iyfo ationfinfores.htm#fvrc to access the voluntary redundancy
estimate self-assessment calcfiatof which has been developed to give an estimate of a voluntary

redundancy payment. éw_ii (o} Ionger supply calculations.

If accepted, the _temq~ its the department

Following the decisiorMhat the rble is redundant and the employee declared surplus, a formal letter
will be provided by the Mangerto the employee offering two options, Voluntary Redundancy or
registration on Employee Requirement Placement Register. The letter will inform the employee

where to access an estimate redundancy calculation. The employee will have an option to accept
the redundancy offer. If accepted, the employee exits the department.

Should the surplus employee not accept the voluntary redundancy offer, they are considered for
placement within the business area.

2  Alternative Placement Options

2.1 Expression of interest process

Where there are more employees than vacant positions, it may be appropriate to consider all
affected employees for particular groups of positions (e.g. if there are 8 permanent ‘policy
officers’ at the same classification level, however, it is determined that only 5 are required for

future service delivery).

Employees Requiring Placement — Guide for Mana ers Ver5|on1130 07/12
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All affected tenured employees within the group (at level) could be invited to express interest in
being transferred into an ongoing role, with the caveat that any employee not expressing
interest may be transferred to a new/continuing role at the discretion of the department.

If employees are invited to express interest, they may be required to provide and/or participate
in one or a combination of the following:

= copy of their current resume

= prior knowledge

= written assessment against key atiributes of the role
= work/skills tests

= informal interview.

The employee’s suitability is assessed against the key attributes of the role. Where there is
insufficient prior knowledge, a referee check or additional verification activities could be
undertaken. (Refer to the suitability assessment section for further information).

2.2 Combination of processes

Business area may decide that it is appropriate to combme a number of pgQcesses to determine
which roles are retained and consequently wh:ch employees become Q

odder role category. A
decision may be made to “quarantine” the specialist roles and c n expression of interest

For example, this may occur where there are specialist roles withi
C
process (as described above) for the remaining roles. tc

Y4

For each option, a role profile/role descnptlon must be #sess individual’s suitability against

the key attributes for the role/s.

Decisions are then made on which employees wil 1 :
employees who do not gain permanent placeme onsidered surplus, before they are formally
declared as an employee requiring placeme der Directive 06/12.

These processes should not be used for ngment of staff at levels above their current
classification or to p05|t|0ns external t rk unit.

Itis recommended that a panel cqmprise of the manager and one other person, should be set up to
cond uct the assessment. % Ty

e thdnsterred into available roles and the

These pigpEs 55 fin conductad in an equitable and wensparent manner snd
j & § the selectod :)mfurs and cuicomes can be qualified under scruting,

Phase 3: Manaze surplus employees who remain unplaced - Employee Requiring
Placement y

Should the surplus employee he unsuccessful in gaining a permanent placement, the employee is
declared to be surplus to requirements and is covered by the Commission Chief Executive Directive
No. 06/12: Employee Requiring Placement.

As part of the Establishment Management Program requirements, all vacancies must be submitted
to the Establishment Management Program Coordinator to enable placement of surplus employees
and registered Employees Requiring Placement.

Once an employee declines a voluntary redundancy in favour of seeking alternative placement
opportunities, the employee is registered as an ‘employee requiring placement’ and will be
considered for internal vacancies through the Establishment Management Program.

Employees will be also registered with the Public Service Commission Central Placement Register
and be provided with suitable vacancies in other departments.

Employees Requiring Placement — Guide for Managers Version 1.1 30/07/12
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Refer to the Employees Requiring Placement procedure for detailed information in relation to:

Declaration of surplus employee

Voluntary redundancy

Employee Requiring Placement (ERP) registration and placement processes
Case Management

Suitability Assessment

Transfer and Re-deployment

Review process

Retrenchment

c »

e © & & @& 0

Note: A flowchart depicting the departmental process for mahaging employees requiring placement
in accordance with Directive 06/12: Employee Requiring Placement and Directive 04/12: Early,
retirement, redundancy and retrenchment is included at the end of this docuient

Management Responsiilities @\2\

As a manager, an employee requiring placement means:

e the employee maintains their status as a permanent em; 'ye%ut their position has become
surplus to the requirements of the department

e a case manager will be dedicated to the employee t ¥e support and advice in relation to
the ERP process

¢ Human Resources, Corporate Services Wl“ as atching employees to suitable vacancies
and informing the employees and the busines péa in which the vacancy is located

jpilities of managers and employees requiring
wiring Placement procedure.

Employees Requiring Placement — Guide for Manager:l;:\!e|55|on 1.1 30/07/12
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The Individual and Change
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Having the Difficult Conversations

This section provides managers with strategies on how best to conduct the difficult conversations
with employees who will be impacted by workplace change.

Managers must prepare carefully as misinformation and insensitive handling of these conversations
can result in problems, for those employees affected by the change and those around them. These
conversations must be handled with empathy, clarity, sensitivity and consideration.

Before the meeting

e Schedule these meetings in the early part of the week. If possible avoid Fridays as employees do
not have sufficient time to process the information and are not able to access their managers
and additional information over the weekends. .

¢ Ensure you are well-informed about the decision and reasons impacting on the employee’s role.

e Plan your session. Prepare a checklist of key facts and information which may be different for
each employee. Ensure you have the relevant information, procedures available at the meeting.
Choose a location that there will not be any interruptions and where you are both comfortable.

¢ Think through and prepare what you are going to say. Consider the |nd| al and your previous
interactions and your relationship with the emp[oyee

e Look through the Transition Curve and prepare yourseif for the %e\@eactlon

» Try rehearsing mentally, and/or with a partner or trusted collea

During the meeting

Deliver the information that you had pfepafed in a sensjiive professional manner. Concentrate
on the employee, maintain eye contract and listen to t ncerns and comments. Acknowledge

the employee’s statements by your body fanguage gestures, for example nodding of head.
Remain calm. Should the- employee react in an augts manner it’s important that you do not take it

personally. : : g 2
Allow the employee to share thelr conc@(hey choose to do so. Be empathetic and avoid

colluding with them. | %
Be consuous of your own body I@g A tbrie of voice and rate of speech as they may impact on

the employee’s reaction. BehewgNg/a calm and professional manner. Listen and demonstrate
understanding by reflecting bat at you hear.

Running the meetlng &

Folfowing the g@ﬂg brleﬂy and succinct state the reason why you have called the meeting.
e  Be succinct and prdvide clearjustlfcatlon for the reasons behind the decision.

e Treat the person with res_péct, empathy and sincerity. Speak slowly and clearly without jargon
and watch the employee’s reaction - body language, extent of eye contact etc - to gauge
whether they understand and accept what is being said.

» If the news is unexpected the employee may be in shock which will potentially affect their ability
to hear and retain the information.

«  Allow time for the employee to digest the news. Invite questions and respond slowly and clearly.

o Summarise and avoid over-loading the employee (at this time) with unnecessary information.
Stick to the main points.

» Reassure the employee that you and the department will support them through the process.

» Offer to run through the process at another time. Aim to reduce uncertainty.

» Conclude the meeting by reinforcing the point of continued support.

« Do not end abruptly and advise them that if they have any question they should come and talk

with you.

Employees Requiring Placement — Guide for Managers Version 1.1 30/07/12 9
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After the meeting

e Allow the employee time to contact a partner/family member/colleague to provide support.
Ensure they have information about the Employee Assistance Program - PPC Worldwide for
additional professional support. They can be contacted on 1800 604 640.

¢ Check in with them the following day and invite any further questions.

e Ensure the employee’s details are provided to Human Resources, Corporate Service to
commence the ERP process.

Handling difficult emotional responses

The following suggestions are based on information provided by PPC Worldwide and intended as a
guide only.

Disbelief: You need to repeat the information you have just given e.g. “Sarah, | do understand that
this news has come as a shock, however your position has been éelected due to..”

Cynicism: (“You had this planned from the start.”). “John, l,hé'ar"what you believe, all | can say is that
the decisions have been difficult to make and were very carefully considered.”

a reaction to shock.
L re-set the boundaries.
%o terms with what has
olehts together, or shall we
ppropriate behaviour.

Anger: Let them have their say if they need to, because anger often com
Don't take it personally. If it gets out of hand, try to diffuse the situatiorieg
“l can hear how upset you are and naturally it is difficult for you tg
happened. Would you like a few moments on your own to put yo
continue this meeting later today?” Distinguish between feelings and

Y o/
Challenge: (“How did they make this decision? I'll take yYfis,to the highest levell”). Validate the
question or challenge and explain how difficult these degisi fiere to make. Reiterate the reasons
for the decision i.e. based on the priorities bf the busine%. Avoid getting drawn into debate.

Fear, anxiety, apathy: Acknowledge their feel statements “l can only guess at how
worried you must be, particularly as you've jU house.” Let them know what support is

available for them e.g. the EAP.
Tears: Let the person cry without ¢ %g ffer tissues. As the tears subside, “l can see how
upset you are by this news”. Let then@wwha support is available. Summarising key information

again may help.

e T N——
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Employee Complaints

An employee who is the subject of an administrative decision or action is entitled to lodge a
complaint in accordance with the DERM Managing Employee Complaints Procedure should they feel
that the administrative decision s unfair or biased.

If an employee considers that the issue is not resolved following the finalisation of the complaints
process, they may be able to lodge an appeal with the Appeals Officer pursuant to the Public Service

Commission Directive - Appeals. An employee considering an appeal should refer to this directive
and may seek further information on appeal rights from the Public Service Commission.

Support Services
The Case Manager will provide details of services that can be accessed for the employee and

managers.

Counseliing services: .
e Employee Assistance Program (EAP) - confidential perSOnal counselling service available free of
charge to employees, PPC Worldwide 1800 604 640.

® Manager Assistance Program - confidential counselling service to S%Q»anagers in transiting

their teams, PPC Worldwide 1800 604 640 - -
¢ Career Transition Services - assist people with preparing resumesy allocations and interview

techniques = S 4
¢ HRdelivered Internal Workshops - ‘Building Resilience@aling with stress’ and ‘Transition —
how to survive and thrive through change” :

Unions can also provide support and advice.to t%%ers.
Additional Information . \/ 2

Public Service Commission (PSC) Direct] '
Directive 06/12: Employees Requirin
Directive 04/12: Early Retirement; redu
Available on the PSC website: ,

Departmental Resources, \ _

HR Procedure ‘Emplo }.ﬁring placement’
FAQs - Employees iring Placement

Case Manager Role S¥gtement

Suitability Assessment Guide

Toolkit for ‘Leading Chan'ge__an_d Transition’

ent .
ancy and retrenchment
w.psc.ald.gov.au

Further information is available from Human Resources, Corporate Services:
Marisa Paolini, Manager, Workforce Strategy and Capability, 389 63929

marisa.paolini@ehp.qld.gov.au

Randall Swain, Manager, Employee Relations, 389 63388

randall.swain@ehp.qgld.gov.au

Eric Baddeley, Manager, Workforce Analysis and Recruitment, 323 93188

eric.baddeley@ehp.gld.gov.au

N A ST
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Frequently Asked Questions
Employees Requiring Placement
Note: This FAQ should be read in conjunction with the Employee Requiring Placement Procedure

What happens if | am deemed to be a surplus employee?

As a result of workplace change your position may be made redundant. If an alternative placement cannot be
identified for you, the department will offer you a choice between accepting a voluntary redundancy or
pursuing other transfer opportunities. You will have two weeks to consider these two options and advise the

department of your decision.

You will retain your substantive classification level, unless you agree to be deployed into a position as a lower
classification.

Who is a registered employee requiring placement?
An employee requiring placement is a permanent public service employee%lzs a result of workplace

change, is no longer assigned to a substantive role, has been deemed sWplus and has rejected an offer of
voluntary redundancy.

What options will management consider to determine pla nts following workplace change?
The department has the ability and responsibility to detggm at strategies are appropriate to effect staff
placements following workplace change. Some of the €fategies that could be applied are listed below.

The department may decide particular roles are
would be declared redundant and the incumb

surplus.
“Closed” merit process. The departmew ecide to ‘spill’ particular groups of positions (e.g. 10 policy roles
at the same classification level ho y 5 are required for future service delivery). There are a range of
options for filling the required Rﬁ;

e Consideration of alkaNgct®d employees. Direct all affected tenured (at level) employees to provide a

copy of their re@n undertake an internal assessment process. The department then decides
which employeesye transferred into available roles and the other employees become surplus.

?plﬁ?to service delivery requirements. These positions
tantively attached to the roles are deemed to be

 Call for expression of interest. Invite all affected tenured employees within a group (at level} to
express interest in being transferred into an ongoing position, with the caveat that any employee not
expressing an interest may still be transferred to a new/continuing role at the discretion of the
department. The department then decides which employees will be transferred into available roles and
the other employees are then considered surplus.

e Quarantining roles and ‘spilling’ others. The department may decide thatit is appropriate to combine a
number of processes to determine which roles are retained and consequently which employees
become surplus. For example, this may occur where there are specialist roles within a broader role
category. The department may decide to ‘quarantine’ the specialist roles and conduct a ‘closed ‘merit

selection process for the remaining roles.

Seeking inferest in a voluntary redundancy. The department can invite affected tenured employees to indicate

their interest in receiving a voluntary redundancy. This approach is confined to particutar groups of employees
affected by specific decisions (i.e. a decision has been made that there needs to be a reducing of the number

of A03 admin officers in a particular area). Agencies must clarify that an invitation to indicate interest in
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receiving an offer of redundancy:

» is made on the basis that the decision about which roles become redundant (and which employees
are therefore declared surplus) is the decision of the agency;

o does not guarantee an offer of a voluntary redundancy (or that an employee will accept a
redundancy if one is offered);

= does not negate the agency’s responsibility to attempt to identify internal alternative permanent
placements at level for surplus employees.

What does the option of a voluntary redundancy entail?
If you choose io accept the department's offer of a voluntary redundancy, you will receive entitements in line
with the Directive 4/12: Early retirement, redundancy and retrenchment. This includes a severance payment

and an incentive payment.

If you decline the offer of a voluntary redundancy, you wili not be offered this option again at any stage of the
employee requiring placemen process cycle. By declining the offer, you are agreeing to actively engage with
the department to seek and pursue transfer opportunities.

Accrued leave will be paid out in accordance with the relevant ieave dire
o 1/11: Long Service Leave.
e 2/11 Recreation Leave, y

Are leave accruals paid out if I accept the voluntary redundancy? }28

How is a voluntary redundancy taxed?
A genuine redundancy attracts concessional tax". Inform 'or@lt tax rates can be obtained from the
ring a voluntary redundancy offer are

Australian Taxation Office (www.ato.gov.au). Employegs ¢

encouraged to seek independent financial advice. Al the employee’s acceptance of a voluntary
redundancy is requested, the decision to termyj e employment relationship rests with the
department.

How is superannuation calculated?

Superannuation benefits are not included as part of a termination payment. The department strongly
recommends seeking advice on y, annuation implications. If your superannuation is with QSuper

please visit the QSuper websiw hem on 1300 360 750 to discuss further.

After you have decline luntary redundancy offer you will be assigned a case manager, who will actively
work with you to support ydu to seek a permanent placement where available. This may be in a role that arises
within the department, or in a vacancy identified in another agency within the public service.

You will be registered on the Departmental Employee Requiring Placement Register and the PSC Central
Placement Register to ensure you have access to all relevant opportunities. A resume and a referee statement
will be obtained as part of the registration process. Where you do not agree with the comments contained in
the referee statement, you will be provided with an opportunity to respond.

While transfer opportunities are being sought, you must be provided with meaningful duties.

What happens if | cho%,&ursue transfer opportunities?

What is the role of my Case Manager?
Your Case Manager will:

' Note: An employee must be less than 65 years old at the time of termination for a redundancy payment to qualify as a genuine
redundancy payment. See section 3.6 of Directive 4/12.
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Contact you within 24 hours of your decision not to accept a voluntary redundancy and maintain regular

contact (a minimum of once per week) until permanent placement occurs or exit out of the department.

= Support the implementation of strategies and activities to achieve the earliest possible placement for you
in a substantive role or with your consent redeployment.

» Attend to all enquiries as the primary point of contact for any matters relating to your placement.

= Obtain a copy of your resume, role category preferences, referee contact details and the referee
statement, which will be used for matching purposes.

= Liaise with PSC and employee requiring placement departmental contact officer to identify potential
placements.

= Maintain employee requiring placement records, ensure information is provided to update the relevant

placement register and provide status reports on your progress and level of participation.

Can | see my referee statement?
You will be provided with a copy of your referee statement before it is forwarded to PSC and an opportunity to

comment on any adverse comments.

How long can | remain an employee requiring placement?
A formal review will occur once you have been an employee requiring placement fprfour (4) months (starting
when you are registered on the PSC Central Placement Register). The aim of t lew is to determine

whether it is appropriate to continue efforts fo pursue transfer opportunities.;

If it is determined that it is not appropriate to continue to pursue transfer o Ities, you will be advised of
possible retrenchment (in accordance with Directive 04/12). You will be ppovided with an opportunity to
demonstrate why the proposed retrenchment is not reasonable, t@a final decision is made.

If an employee is retrenched, they receive entitlements in acc@ with the Directive 04/12, including a
severance payment, but not an incentive payment. ?“

How will | be matched with vacancies?
The department and the PSC will review registe
vacancies across the public service. Classific
in your resume and referee report, will be
placement and a role/s.

yees requiring placement's against available
 job category and location, along with the information
entify possible matches between the employee requiring

When a possible match is identifie@r details and resume will be referred to the department that has the
vacancy to conduct a suitabiliysgses¥ment.

How long will the ass@gpt process take?
The assessment process Spould take no more than seven (7) working days; however an assessment process
may take longer e.g. where employment screening checks are required.

How is suitability assessed?
You will be assessed as suitable for a role if you have the minimum skills to undertake the role to a satisfactory

level, if provided with reasonable retraining, induction and (if required due to a medical condition) reasonable
adjustment. If you are assessed as unsuitable, you will be provided with written reasons for this decision.

Will | have to participate in a Work Trial?
Where the suitability for a permanent vacancy cannot be conclusively determined by undertaking a suitable

assessment, a work trial may be negotiated for a maximum period of 3 months.

The work trial will be considered fo be the suitability assessment process and participation will be required. If
you are on a work trial you will continue to be considered for other permanent vacancies.

Note: the four (4) month review period is not suspended for any reason including work trials.
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Can | be put in a temporary placement?

The department must consider you for both permanent and temporary vacancies (greater than 6 months)
before proceeding to fill a vacancy by other means. If you are placed in a temporary vacancy within the
department or within another department, you retain permanent tenure as an officer within the releasing

department.
If your temporary placement is in another department, you are on ‘secondment' unless otherwise determined
by the delegates.

You will remain registered with the department as an employee requiring placement during both work trials
and temporary placements, and should continue to apply for other permanent vacancies during placement
periods. The temporary placement period will be considered part of your review period. You will continue to
be considered for any suitable permanent vacancies that arise during this period.

Note: the four (4) month review period is not suspended for any reason including temporary placements

What happens if | am on secondment or higher duties?
You can be considered for and transferred to a role at your substantive classification ievel. You are expected

to participate in placement activities.

If you are assessed as suitable and your transfer accepted, then the receiving b S unit/agency needs to
determine an appropriate start date.

The agencies may agree that you can complete the secondment / higher%

However, alternate permanent placement is the key responsibility and agssuch it may be appropriate that you
be recalled to commence in the new substantive role.

I am an employee requiring placement and have been j term temporary placement. At the end
of the engagement will | be offered another tempor, ment?
If a further temporary opportunity arises, an employ ing placement can be considered for it, but this

does not preclude the review oceurring or automatical termine the outcome of the review.

Do | have to accept a transfer? @

The Public Service Act 2008 provides chief Sgcutives with the authority to transfer employees; the consent
(agreement) of the employee is not W. An employee can decline a transfer if they can demonstrate
reasonabie grounds for doing so. 6

You will be provided with }ortunity to decline a transfer, to which you have been deemed suitable by the
vind to demonstrate reasonable grounds. If, however, you refuse a second

receiving agency, with
transfer and cannot demistrate reasonable grounds, your employment may be terminated by written notice.

What are ‘reasonable grounds’ for refusing a transfer?
Whether reasonable grounds exist for refusing a transfer will depend on the particular circumstances of each
case. Factors that may be considered by a chief executive in determining if reasonable grounds for refusal

exist include:

(a) Skills match (having regard to reasonable training and induction).

(b) Impact of location changes {e.g. medical/personal or other impacts).

A change in travel time, direction, or method, may have an impact on you. A specific maximum travel
distance/time in relation to a transfer is not prescribed, however you may make submissions on these issues in
relation to the impact of the transfer on you.

When will a transfer take effect?
Where a transfer is agreed, a start date is to be negotiated, this should generally be no longer than two weeks,
however, a longer period might be appropriate in certain circumstances, such as where the transfer involves a

geographical relocation.

4
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Can | be moved to a lower classification level?

In accordance with the Public Service Act 2008, you can only be re-deployed (transferred to a lower
classification level) with your consent. You can therefore nominate to be considered for roles at a lower
classification level. If you do not nominate for re-deployment when first registered can do so at a later date,
and vice versa. You can also amend the classification level(s) you wish to be considered for re-deployment to.

If you elect to be considered for redeployment and subsequently accept a role at a lower classification level
you are entitled to salary maintenance. Information about salary maintenance is contained in Employees

Requiring Placement Procedure.

Can I be transferred to a statutory authority?
You can be transferred to any department, public service office (listed in Schedule 1 of the Public Service Act

2008) and certain deciared public service offices (listed in Schedule 1 of the Public Service Regulation 2008).

There are a number of public sector entities, including statutory authorities that do not fall into this group (e.g.
the Crime and Misconduct Commission or the Queensland Ombudsman). Where vacancies arise in these
organisations, they may contact the PSC to determine if there are any suitable e yees requiring
placements who may be interested in transitioning to their organisation. You ca Qhowever, be directed to
transfer o one of these organisations. \2\

What happens if | am on leave? %

If you are on leave you can be considered for and transferred to aéle. ¥ there are particular reasons why you

cannot participate in placement activities, including suitability as nts whilst on leave, these should be
discussed with your case manager and will be considered as our four {4) month review,

If | am an employee requiring placement and am infed to a permanent role which is subsequently
deemed redundant will | be offered another Volun edundancy?
aMg

Yes you will be given the choice of taking a vol undancy or going through the employee requiring
placement process again.

Do I have any review or.appeal rights? a

If you are aggrieved by decisions o made under Directive 06/12 you may access the department's
complaints process, in accordanc@relevant department policies.

If the complaints process h;@bq reasonably exhausted, you may have appeal rights in accordance with the

appeals directive.
An employee cannot, hogver, lodge an appeal about the decision to transfer another employee.

What support is available for me?
You can access support from a range of people including:
* Your Case Manager.
¢ Your local HR Officer and Manager/Supervisor.
o Employee Assistance Program ph 1800 604 640 (www.ppconline.info/au)
o Unions can also provide advice and support to their members.

More information
e Contact your Case Manager
o Contact your Local HR Officer
¢ Email Human Resources at: employeeplacement@ehp.qld.gov.au
o Visitthe EHP intranet at: employee requiring placement or voluntary redundancy
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Case Manager of Employee/s Requiring Placement
Role Statement and Case Management Approach

The Case Manager’s Role

As a case manager you are the employee’s point of contact outside their work group. You
will provide support to the employee from the time they are registered as an ERP to when
they are either transferred into another role or have exited though the retrenchment

Process.

As per the department’s ERP procedure you will assist the e ee through the ERP

process and will:

e Contact the employee within 24 hours of the deci@ t to accept a voluntary
redundancy and maintain regular contact (@ minim of once per week) until
permanent placement occurs. V4

¢ Support the implementation of strategies and a@ies to achieve the earliest possible
placement of the employee in a substantive

o Attend to all enquiries as the primary pgj t%
employee requiring placement includi
process, their responsibilities and
departmental policies and procedusgs.

 Provide the employee with \';Igvﬁ relation to their job search eg: suitability
assessment process, feedb% eir resume, practice interviews, skill analysis.

ntact for any matters relating to the
ing the employee understands the ERP
ions under the relevant Directives and

e Obtain the employee’s res ; Employee Requiring Placement profile, including role
category preferences, rgferee Tontact details and the referee statement as prescribed
in this procedure an the employee in completing relevant departmental forms
in a timely manner.

¢ Liaise with PSG.\GRF" departmental contact officer and the employee’s substantive
supervisor/m erto identify potential placements.

o Maintain lye records, ensure information is provided to update the relevant
placement ister and provide reports, upon request, on the status, progress and
level of participation of the employee.

» Refer the employee to other departmental and non-departmental support services eg:
Employee Assistance Program, career counselling, resume preparation.

The Case Manager does not:

» advocate directly on behalf of the employee or find them a job.
» provide personal or career counselling.

» make decisions

Aboriginal and Torres Strait Islander staff:
For Aboriginal and Torres Strait Islander staff, an indigenous case manager is available to
case manage and discuss issues.
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Case Manager Checklist
Stage 1: Initiating the process

1. In the first instance the ERP Coordinator will contact you and provide
details of the employee requiring placement, including:

a. Any correspondence relating to the registration of the ERP.
b. Their current role, classification, personal details and current D
supervisor.
2. Ensure you have all the necessary information before proceeding. D

3. Contact your employee requiring placement within 24 hours from
receiving their details and:
a. introduce yourself
b. outline your role as Case Manager
c. Confirm their supervisor details. (in some ses their D
supervisor may have left and you will need ¥m another
officer who can comment on their performa
d. Set up a face to face meeting if possi or telephone
conference..

4. Contact the employee’s supervisor to arr, Referee Report D

5. At the interview: ?‘
&

a. Clarify roles and expectati cluding:
i. Your role i Jating the process and the type of

ovide
s of the employee to work cooperatively D
to secure dplacement, as per the directive.

b. Check \{y are feeling and coping with the change -
dvi of support mechanisms such as EAP. D

\n a detalled overview of the process and what they can
ct including:

i. process for applying for roles

ii. suitability assessments
ii. trial placements D
iv. right of refusal

v. information on the outcome should they not be placed

after 4 months i.e. retrenchment.

d. Advise that they will also be placed on the PSC central
placement register and provide detail on the process. Provide
them with the forms they will need to complete and explain their
purpose. I:I

e. .Ensure the employee has seen the relevant Directives and
knows about the Intranet resources available. |:|

f. Advise them that you wiII be gettlng referee report fo f m their
are t

|[_ . —i

ey Gan respond to any ||

adverse comments
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g. Address any questions in relation to process. D

h. Agree on communication channels and frequency of meetings. I:I

6. On receipt of the Referee Report send it to your employee. If there are
any adverse comments, the employee can respond in writing. You
then need to facilitate resolution of the issue before registering the D
ERP on the PSC Register.

7. Ensure all the required documentation is completed and forwarded to
PSC for Central Placement Process. (The employee's 4 months
commences when they are registered on the PSC register) I:l

8. Create a confidential case file. I:l

Stage 2: Placement Search Period
9. Vacancies will be forwarded to you from the ERP C Qnator for
distribution to your ERPs. é D

10. Ensure appropriate notes of meetings and actions%ﬁwaintained on
file and maintain register recording:

Y4
a. jobs provided to ERP
b. jobs applied for % |:|

¢. Suitability assessments undertak

d. offers and refusals ?\

11. Assist the employee to understan change process they are going
through and if necessary s port from departmental and non-
departmental support seryj eg. Employee Assistance Program.

12. Discuss vacancy and pla ent search options; support the employee

in developing a pl tion.
13. Support the plée in reviewing and consolidating their skills sets
and assi% mployee to review and update their resume and D
chhiques.

intervie%
Human Resources has a number of products that can assist case
managers during this period including:

o A toolkit for leading change and transition

o Building Resilience and Dealing with Stress workshop (2 hrs-
face to face)

o Preparing your CV and Applying for Jobs workshop (2 hrs —
face to face)

o Applying for jobs Toolkit (needs to be developed)

o Capability and Leadership Framework Self Assessment forms

14. Provide information on actions taken by ERP during placement period
to be considered as part of 4 month review. D

Stage 3: Placement and transition to new role.
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15.Once the employee has accepted a placement, support the
employee’s transition to the receiving unit/Department by:
o ensuring all relevant paperwork to ftransfer employee is
completed by receiving area. D
o liaising with receiving supervisor or manager to arrange contact
with employee if necessary.

16. May need to discuss an exit plan from their current work group with
employee and supervisor including
a. Handover of critical work and knowledge transfer
b. Start date is negotiated between the current and new work unit |:|
c. Activities to support closure and transition to new group

17. Finalise and close case file.

]

18. Follow up after agreed period to evaluate process with employee.

Stage 5: Retrenchment Qg
ss

19. Continue to support ERP through retrenchment pr

L]

Y4

&
N
&

Q\/
N\
&
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EMPLOYEES REQUIRING PLACEMENT PROCEDURE

Review: July 2013 Version 1.0

1. PURPOSE

This procedure outlines the processes for the management of permanent employees who require
placement as a result of workplace change. The principles and processes support Govemment
workforce alignment strategies.

For the purpose of this procedure, Employees Requiring Placement (ERP), are employees:

= whose position becomes surplus to departmental requirements resulting in their substantive role
becoming redundant; and

= who are unable to be allocated a substantive role following workplace ch@;g

aresult of;

The ERP process does not apply to employees seeking alternative pla%
* medical decisions deeming incapacity (mental or physical) fo perfc;m Ir substantive role

= disciplinary action
*  requests for transfer 6@

This procedure must be read in conjunction with:

= Public Service Commission Directive - Emplo refuiring placement

=  Public Service Commission Directive EQ i

2. AUTHORITY

Public Service Act 2008 — se@¢12, 46, 53, 55, 133, 134, 138 and 178,

3. APPLICATION 'Q

These arrangeme%bﬂy to tenured (permanent) public service employees (officers and permanent
general employees), Mcluding tenured senior executives (SE) and senior officers (S0), as defined

under the Public Service Act 2008.

These arrangements do not apply to:

* employees engaged under section 122 of the Public Service Act 2008
= senior executives that do not have tenure

= temporary general-employees

= temporary employees

= casual employees

v f{rainees

» cadets

» external contractors/consultants
= volunteers.

HRS/2012/4471 Employees Requiring Placement Procedure V1.0 Page 1 oI
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4, RESPONSIBILITIES

Delegates ensure that:

* management within business areas must engage with Human Resources, Corporate Services
regarding strategies for workplace change, establishment and workforce management with respect
to employees deemed as surplus

= review and approve the redundant positicns and employees deemed as surplus

= employees are only approved as an employee requiring placement status if they meet the definition
described under this procedure and all alternative placement options, within their respective
business area, have been considered

= Human Resources, Corporate Services have been advised on all matters of workplace change

= employees likely to be impacted by workplace change are advised in a timely, appropriate and
consistent manner

= their responsibilities, and those of managers/supervisors, are adhered to in regard to ERP
processes and ensure action is taken in a transparent, fair and equitable manner

= ERP details are provided to Human Resources, Corporate Services for recoggding on the
departmental and Public Service Commission (PSC) ERP registers EQ

= employees are considered for permanent vacancies and temporary v greater than six [6]

months), in accordance with the departmental and PSC central pr , bdfore proceeding to fill
any vacancies

= suitability assessment processes and selection recommendationsfre transparent and compliant
prior to approval of appointments and clearly address wh employee is considered to have

the skills and abilities necessary to meet the requirerr%1 e role fo a satisfactory level, given a
reasonable period of training and on-the-job experiggce are fit to undertake the role with

reasonable adjustment, if required
= employees are provided with support, inform%n resources to ensure an understanding of
mept.

what is required of them and from the w

Managers ensure:
s all vacancies are submitted W the Establishment Management Program (EMP) processes

[P w——".| el L e - apidimir BT mey o gt ol f e e T T e
imporiant note: ’,i:a':.'!g.’u:’. & within NFRER are curenily exeimpt iom die EMP process.

= ERP processes ar uc¥ed in a transparent, fair and equitable manner, in particular when:
o defermini ich*employees are identified as surplus as a result of workplace change
o  asses suitability of employees impacted by workplace change
o advisinggnd managing the choices/decisions of employees
o identifying alternative placement options and
o  selecting employees for placement

= regular contact is maintained with Human Resources for guidance/updates on workplace change
and employee placement

= all employees undergo a suitability assessment process for vacancies in which they have
expressed interest

= appropriate supervision of employees placed in their area of responsibility

= they work with employees and supervisors to support the implementation of placement strategies
(and work trials if required)

= provision of training, local induction and on-the-job experience to ensure employees are able to
successfully undertake the duties required

= identify and provide suitable and meaningful duties relevant to the classification level for employees
whilst awaiting permanent placement.

Empl iri .
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Supervisors must:

provide referee statements in accordance with the prescribed requirements of the PSC Directive
06/12 ‘Employees requiring placement’ when requested to do so by the Case Manager

identify and provide suitable and meaningful duties relevant to the classification ievel for employees
whilst awaifing permanent placement

provide employees with reasonable time to access advice and support services in order to provide
the best possible outcome for employees and the department

provide employees with reasonable time to prepare for assessment processes and apply for
advertised vacancies at level and below their substantive level, if elected by the employee

provide employees with the information required and the opportunities to be effectively assessed
for vacant positions

liaise with employees and the appointed Case Manager to provide the best possible outcome for
employees and the department.

Human Resources will:

and actions under the directive

provide advice and guidance to ensure fair and equitable processe%
the workforce alignment strategies, alternative placement options, ei
selection of employees for altemative placement y
monitor employee progress and status to ensure complia@ process
attend to internal and external reporting requirements appropriate information about ERP
processes

provide employees with information about rele%%%ns available to be filled within the
department

provide advice to employees and man
applicable relocation expenses (if n
immediately appoint a Case Man ach employee requiring placement

review suitability assessmeng reports &nd, where required, refurn them to business areas to
undertake further assess jlities.

maintain a register of employees requiring placement and appropriate recé\Q support decisions

ertaken with respect to
e advice and decisions,

placementprocesses salary arrangements, and

Case Manager will:

the employe bstantive role

attend to all engliries as the primary point of contact for any matters relating to the employee
requiring ptacement including advising of suitable vacancies, assisting with process requirements
and liaison with Human Resources and PSC as necessary

contact the employee within 24 hours of their decision not to accept a voluntary redundancy from
the formal offer and maintain regular contact {a minimum of once per week) until permanent
placement occurs

obtain the employee's resume, role category preferences, referee contact details and the referee
statement as prescribed in this procedure

provide a copy of the referee statement to the employee

liaise with PSC, ERP departmental contact officer and the employee’s substantive
supervisor/manager to identify potential placements

maintain effective records, ensure information is provided to update the relevant placement register
and provide reports, upon request, on the status, progress and level of participation of the
employee.

support the imE’nS(ation of strategies and activities to achieve the earliest possible placement of
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Employee Requiring Placement (ERP} will:
= work cooperatively with the depariment to implement new workforce arrangements
= participate actively in the placement process which includes:

o completing the registration process as required

o responding to comespondence within the specified timeframes

o Indicating whether they wish to be considered for placement at level only and/or for
placements at specified levels below their substantive level

o maintain regular contact with their Case Manager and participate in the development and
implementation of an action plan

o provide a current resume, name and contact information of two referees and nominating three
role categories in which they have the most skills and experience

o considering matched vacancies and ensuring they are available to meet with assessment
panels
o participating in appropriate job application and suitability assessment processes as requested

accepting reasonable placement and re-training opportunities
proactively apply for all suttable advertised vacancies at their substaQK ssification level,

and keeping a record of applications. @
Queensland Shared Services (QSS) will: ’
o provide voluntary redundancy and retrenchment calculati pon request from the Executive
Director, Human Resources, Corporate Services

= process employee separations including payments fo@tary redundancies and retrenchments
where applicable v
= process transfer and re-deployment placeme@

Public Service Commission (PSC) will
= fogether with the department, co lews of the progress of employees requiring placement

= facilitate the central ERP pro%ﬁfor ferred vacancies from all departments
icers to provide details of vacancies from the central pool

= liaise with departmentam
= review suitability assgssmBgis for employees being considered for vacancies from the central pool
and refer back t s;%ﬁments for further assessment as required.

5. DELEGATIONSE

The requirements of this procedure overrule the Human Resource Delegations and should be read in
conjunction with the Authorisations and Establishment Management Program requirements.

6. DEFINITIONS AND GLOSSARY OF TERMS

Business Area Contact —the contact person detailed on the Establishment Management Program
Approval Request Form

Case Manager - a Human Resource representative assigned to actively assist the individual employee
and line manager in the placement process to secure a permanent placement.

Delegate — Deputy Directors-General of respective business areas
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Establishment Management Program (EMP} — the whole of government establishment management
process introduced by the PSC and, implemented in the department, as a result of the 2012 machinery-
of-government changes. The program incorporates a vacancy review process that is designed to ensure
recruitment decisions regarding vacancies are aligned with Government priorities and filled so as there
is no detriment to service delivery for clients.

Employee Requiring Placement (ERP) - an employee who has been unable to be substantively
allocated to a role following workplace change (a surplus employee) and includes a person who is
surplus as a result of being unattached from their role (relinquishment). It does not include persons who
need or are seeking altemative placements as a result of decisions under sections 178 (mental or
physical incapacity) or 188 (discipline action) of the Public Service Act 2008 or following a transfer

request.

Permanent -The status of an employee that denotes tenure in accordance with the Public Service Act
2008.

Receiving Department — a department which has referred a vacancy and/or to which an ERP s placed
on a permanent or temporary basis and may be the same as the releasing depa@t

Re-deploy — the transfer of an employee to a lower classification level, with thei
Referred Vacancy — a vacancy unable to be filled with a departmental I@%s been referred to

sent.

the PSC to identify suitable ERP from the central register,
Releasing Department — the department in which an ERP holds tenugp.

Substantive position - the position to which an employee ha@ermanently appointed

Suitable/Suitability Assessment — An ERP is suitable fo at the same classification level or a
lower classification level if they demonstrate the minim necessary to meet the requirements of
the role to a satisfactory level, given a reasonable g€rjgd §f training and on-the-job experience, and are

fit to undertake the role with reasonable adjustght( essary.
Suitability Report - a statement outlining {ffe asse§sment of the employee’s suitability against key
S

attributes for the role. Where an employe®ys sed as unsuitable, the report must address why
reasonable training, induction and on- xperience would not enable the employee to satisfactorily

undertake the role,

Transfer — Means to move a to a permanent alternative role at level. (Conditions of such
transfers are provided in g/ [ransfers within and between classification levels and systems’)
sl

Workplace Change 4% s that affect the services and programs delivered by the department, its
warkforce structu%s blishment.

Work trial - The pladement of a registered employee in a vacant permanent role for a maximum of
three months (as per Directive} for the purpose of determining their suitability.

7. PROCEDURE
Step 1 Workplace change and alternative placement options

Following the approval of the revised organisational and structural arrangements, an assessment of the
impacts on the workgroup, workforce and individuals must be undertaken to inform the determination of
appropriate workforce realignment and altemative placement strategies. These could include:

a) Direct Transfer
Where a role in the effected unit remains unchanged and currently filled by a permanent employee,
the employee is to remain in that role.

In assessing whether an employee can be moved into a position on the basis of a like-to-like
transfer, a matching process can be undertaken and the following must be taken into consideration:
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b)

»  responsibilities and duties of the position compared with the employee’s substantive position

= classification of the position being equivalent to the classification of the existing employee’s
substantive position

» employment conditions established by an award or certified agreement, if different from the
employees substantive position, including but not limited to, salary arrangements across
streams, allowances and hours of duty.

Seek interest in a voluntary redundancy

Employees affected by workplace change could be invited to indicate their interest in receiving a

voluntary redundancy. This approach is confined to particular groups of employees affected by

specific decisions (i.e. a decision has been made that there needs to be a reduction of the number

of AO3 Administration Officers in a particular business area}. Invitation to indicate interest in

receiving an offer of redundancy:

= |s made on the basis that the decision about which roles becoming redundant (and which
employees are therefore declared surplus) is the decision of the department?

= Does not guarantee an offer of a voluntary redundancy? Qﬂ

= An employee may choose not to accept a redundancy if one is offegre ay choose to
pursue alternative placements?

= Does not negate the department’s responsibility to attempt to id8(tify’internal alternative
permanent placements at level for surplus employees? P

Expression of interest process %

Where there are more employees than vacant po i#fnay be appropriate to consider all
affected employees for particular groups of pogftign¥(e.g. if there are 8 permanent ‘policy officers'
at the same classification level, however, it is Ogfepmined that only 5 are required for future service
delivery).

All affected tenured employees with
being transferred into an ongoing
may be transferred to a new/continu

The employee's suitabil@tfsed against the key attributes of the role.

If employees are in itadsto ress interest, prior knowledge will be used to determine their
suitability. Where%ﬁ insufficient prior knowledge, the employee may be required to provide
andfor paﬂfc@ﬂ & (or a combination) of the following:

copy of th&ig current resume

written assessment against key attributes of the role

work/skills tests
informal interview.

A referee check or additional verification activities could be undertaken. (Refer to the suitability
assessment section for further information).

up (at level) could be invited to express interest in
the caveat that any employee not expressing interest
role at the discretion of the department.

Combination of processes

Business area may decide that it is appropriate to combine a number of processes to determine
which roles are retained and consequently which employees become surplus.

For example, this may occur where there are specialist roles within a broader role category. A
decision may be made to “quarantine” the specialist roles and conduct an expression of interest
process {as described above) for the remaining roles.
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For each option, a role profile/role description must be used to assess individual’s suitability against the
key attributes for the role/s.

Decisions are then made on which employees will be transferred into available roles and the employees
who do not gain permanent placement are considered surplus, before they are formally declared as an
employee requiring placement under Directive 06/12.

These processes should not be used for appointment of staff at levels above their current classification
or to positions external to the work unit.

It is recommended that a panel comprised of the manager and one other person, should be set up to
conduct the assessment.
pertant Bote, These procassas imust 2 conductad in 20 equitalie aid fransnarsint manner and his

vl deaummented fo ensie die seiected viieing ann ouicemies can e qualified under scrutiny.

Step 2 Identification of employees declared as surplus

If an employee has not successfully transferred into a substantive position in the #€W organisational
structure, they are declared surplus.

The business area will submit a list of positions and employees identifie lus to the delegate.
The delegate must approve the positions that have been deemed redundegt. Petails of the substantive

holders of the redundant positions, employees declared surplus, are pgvi to the Executive Director,

Human Resources, Corporate Services. @

Step 3 Notification of ERP options Y
A formal Options letter will be prepared by Huma es, Corporate Services which includes two

options for the employee to consider:
= aninvitation to accept a voluntary red\@ﬁfer (in accordance with Directive 04/12 'Early
r

retirement, redundancy and retre Or
» be considered for alternative placergt i.e. pursue transfer and/or re-deployment opportunities
The letter will direct the emplg W GovNet site to access the voluntary redundancy estimate self-
assessment calculator which@en developed to give an estimate of a voluntary redundancy
payment. \
From the day or re 'ﬁe employee will have 14 days to respond by completing the Decision Form
indicating their d%
If the employee accepts the voluntary redundancy, the employee will have up to 14 days to exit the
department.
Should the surplus employee not accept the voluntary redundancy offer, they are considered for
placement within the business area.

If the employee does not advise of their decision, in writing, within the two week period, the employee
will be considered to have elected to pursue the transfer andfor re-deployment opportunities.

Step 4 Acceptance of a voluntary redundancy offer

Once the employee has determined which offer they wish to accept, they must complete and submit the
Decision Form to Human Resources, Corporate Services.

Human Resources will review the form and where the employee has chosen to accept the voluntary

offer provide written confirmation to the employee acknowledging their decision and advising of the
separation date. The employee's manager will complete and forward separation documentation to QSS.
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Step5 ERP registration

If the employee does not return the Decision form or has indicated on the Decision Form they wish to
pursue transfer and/or re-deployment opportunities, Human Resources, Corporate Services will:

® assign a Case Manager

u arrange for the employee to be recorded on the Departmental ERP and PSC Central Placement
registers

= send the employee an ERP registration letter and relevant forms.

F el ol ke ie FEY il & ey iy srthee e e e T
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The Case Manager will then contact the employee within 24 hours to:

=  obtain a copy of their current resume and contact details of two referees

= complete and submit the PSC Registration form and required supporting documents which includes
whether they wish to be considered for;
o Placement in roles at level only (via transfer); and/or
o  Placement at levels below their current substantive classificati
detailing the lowest classification level to which they consen
o  Nominations for three role categories in which they have the m

The Case Manager will contact the manager/supervisor to obtgifi gne referee statement which must
include information about the employee's work performanc%e uct.

The employee will be provided with a copy of the referqggtalgpfent and given an opportunity to respond
to any adverse comments. The Case Manager wi%&w response and determine whether a

-deployment}
re-deployed
skill and experience

revised referee statement should be obtained.

The referee statement will be used to provi ration of satisfactory conduct and performance to
the PSC as part of the registration processh the referee statement for an ERP contains adverse
information, the employee may not b d on the Central Placement Register until the matters
identified in the statement have been reSglved.

At the time of the request, th Vust be advised their obligation to provide truthful and relevant
information in accordance w provisions of Directive 06/12 and the Code of Conduct.

Human Resources wyﬁ in the departmental ERP register with the following information:
tat

of each ERP placement

= preferences %

= referee statenfapt, resume etc. as obtained by the Case Manager

v placement levels (and locations if relevant) to which the employee has consented being transferred
and/or re-deployed

= updated and relevant case information provided by the Case Managers

= placement offers and outcomes for each employee.

The information contained in the departmental register may be provided to the PSC for use in the
central placement process across all departments.

Step 6 Departmental ERP placement process

Requests to fill all vacancies (temporary or permanent) are submitted through the Establishment
Management Process (EMP).

Irperiant nete, Ranger vacancies within NPRSR ars cuniently eempl rom the EMF piocass,
If approval is given to fill the vacancy, Human Resources will;
= review the ERP register and identify possible matches for the vacancy
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» forward the vacancy details to the employee and their Case Manager
= forward ERP details to Business Area Contact.

The employee may then contact the Business Area Contact to obtain the Role Description. Following
consideration the employee will lodge their interest to be assessed for the role.

The Business Area Contact will facilitate a suitability assessment process for each of the employees
who have expressed interest. If required, the employee will be contacted to participate in additional
assessment processes. (Refer to suitability assessment section for further information.)

At the conclusion of the suitability assessment process the Business Area Contact will submit the
finalised suitability assessment report to the delegate for consideration.

The delegate will provide the report to Human Resources for review. At this time, Human Resources,
Corporate Services may choose to refer the report back to the Business Area Contact for further
suitability assessment activities to be undertaken.

If a suitable employee has been selected, the business area will make an offer to the employee.
If deemed suitable, one of the following offers (whichever is relevant) will be made;,
= transfer direction (in accordance with Section 133 of the Public Service A ) or

v re-deployment.
The employee will have five (5) working days to advise of their acceptan%ﬁfusal. If accepted, a
start date (usually no longer than two weeks) will be agreed. 2

If an employee declines the first offer, the business area must €dy#$e,Human Resources, Corporate
Services. The employee will remain on the departmental n

If an employee accepts permanent redeployment to a | | position, there is no right of return to a

role at the higher level, once the placement to the ssification level is finalised, unless through
promotion on merit.

If no departmental ERP are deemed suitat@;aﬁ Resources will refer the vacancy to the PSC for

consideration under the central placem S.
i fniGie: The employae has oneQ) opportunity to reiuse either 2 denarimesital transfer

ar POC transfar direcliomwithput having io demaonstiate grounds. After this opuorbuiiy i
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Step7 PSC centgplacement process

The PSC will coordinate a centralised ERP process across all departments. All departmental employees
requiring placement wili also be registered for consideration in the central process.

Human Resources will liaise regularly with the PSC about the:

= registration and placement opportunities for departmental employees through the PSC Central
Placement Register; and

= filling of referred vacancies as determined through the Establishment Management Program (after
all departmental placement options have been exhausted)

Upon receipt of the completed ERP registration information, the PSC will review all referred vacancies
to determine possible matches. This review should take no longer than seven (7) working days.

Where the PSC identifies a suitable match between the employee’s skills and a vacancy, a suitability
assessment will be undertaken by the receiving department {i.e. the department filling the vacancy).
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The PSC will contact the Departmental ERP Contact Officer to advise them of the match. The contact
officer will provide the Case Manager with the vacancy information. The Case Manager will liaise
between the employee and the receiving department throughout the suitability assessment process.

The employee must participate in the suitability assessment process. (Refer to Suitability Assessment
section for further information)

The suitability assessment process should take no more than seven (7) working days. If deemed
suitable, offers will be made in accordance with the departmental process as detailed above.

If this offer is the first offer for the employee, and they decline the offer, they wili remain in the PSC
central placement pool.

£y
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Step 8 Review Q
When an employee has been registered as an ERP for four (4) months@ of the placement

process will be undertaken between the department and the PSC.

The Executive Director, Human Resources, Corporate Services yill addise the employee, in writing, of
the upcoming review, four (4) weeks before the review period ¢ to expire. The employee is then
invited to respond with additional information in relation to to secure permanent placement by

the due date in the written advice.

The department, in conjunction with the PSC, mayfii 'aEa review at an earlier time if it considers
reasonable placement efforts have been undertak®gapd/or a transfer opportunity is unlikely to occur as
a result of the employee’s specialist skill se catj

tmgortant ister The four (4) month repQMepld is not suspended for any reasan inciuding absences,
Is 3

wark tals and temporary placemenisé
The Case Manager will provide ﬁ/ta us report, including the employee’s response to the PSC.

[f it is beneficial to continue l@u placement opportunities, a further review date of no more than
three (3) months from thedateW#completion of the review will be nominated, providing there are no
exceptional circumstaAges.

If it is determine sonable placement efforts have been undertaken and it is decided it is not
appropriate to contle these efforts, the retrenchment provisions of Directive 04/12 will apply.

At this time, the employee will be advised in writing of the intention for retrenchment and reasons for the
decision. The employee will be provided with an opportunity to respond with reasons as to why they
should not be retrenched before a final decision is made.

The employee will have ten (10} days in which to provide a response in writing to Human Resources,
Corporate Services. The response will then be considered by the delegate and, if the delegate accepts
the reasons provided by the employee, written advice revoking the retrenchment decision will be
provided to the employee.

If the delegate does not accept the reasons provided by the employee, written advice confirming the
retrenchment decision and advising the separation date will be forwarded to the employee.
Arrangements will also be made to provide the relevant documentation to QSS for processing.

Step 9 Suitability Assessment

A suitability assessment process must be undertaken for an employee who is referred for a vacancy
and should take no more than seven (7) working days for completion.
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The assessment of suitability requires the review of the resume, referee statement against the minimum
requirements of the role. If there is insufficient information in the employee’s resume, other selection
tools may be used.

An employee is considered suitable for a role if they have the skilis and expetience to meet the
minimum reguirements of the role, given a reasonable period of training and on-the-job training.

A suitability assessment must be directed at determining whether an ERP has the minimum skills to
undertake the requirements of the role to a satisfactory level, if provided with reasonable retraining,
induction and reasonable adjustment (if necessary).

An assessment panel, of no less than two (2) members, will conduct the suitability assessment. The
panels are responsible for ensuring that fair and transparent processes are undertaken to assess
employees requiring placement and assist with the placement of tenured employees.

At the conclusion of the suitability assessment process the panel will submit the finalised suitability
assessment report fo the delegate for consideration.

The delegate wili provide the report to Human Resources for review. At this time, Human Resources,
Corporate Services may choose to refer the report back to the panel for further syifBhility assessment
activities to be undertaken.

Foliowing the review, if an employee is deemed suitable, arrangements @ée to affect their

transfer in accordance with the provisions of the relevant directives.

If deemed unsuitable, employees will be notified of the outcome gf the guitability assessment and
reasons in writing. %

For vacancies under the PSC Central Placement Process,@
PSC for review.

esources will provide the report to

Step 10 Work trials and temporary placeme%%f
Work trials {permanent positions onl

Where the suitability of an ERP for a vacancy cannot be conclusively determined by
undertaking a suitable assessment, a wom trial may be negotiated for a maximum period of 3 months.

Unless otherwise agreed, the W@ business area to which the employee is substantively appointed
is responsible for meeting sa d associated costs for the period of the work trial.

The work trial will be @ed to be the suitability assessment process and must be documented
accordingly.

A work trial should g structured to ensure that the applicant is properly managed. The manager to
whom the applicant reports should provide the applicant with clear information about performance and
conduct expectations and should also identify the development, support and feedback that the applicant
requires to achieve the performance levels required. The manager/supervisor should meet with the
applicant on a regular basis and be provided with timely and balanced feedback to monitor progress
and provide additional support as required.

The final assessment must take into consideration the ability of the employee to undertake the role long
term with refraining, reasonable adjustment or other development assistance including additional

experience in the role.

The final assessment of the work trail will be actioned in accordance with the suitability assessment
process as outlined above.

Temporary placements
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The department must consider ERP for both permanent and temporary vacancies (greater than 6
months) before proceeding to fill a vacancy by any other means.

If an ERP is placed in a temporary vacancy within the department or within another department, the
employee retains permanent tenure as an officer within the releasing department.

If the temporary placement is in another department, the employee is on ‘secondment’ unless otherwise
determined by the delegates.

The employee is to remain registered with the department as an ERP during both work trials and
temporary placements, and may apply for other vacancies during any placement periods.

ar (4} menth reviow penod i3 nos suspendad Tor any messo: inciuding work tials

Step 11 Salary maintenance for transfer and re-deployment

Transfer

An employee who is transferred at level to another business area or departme Qrbe paid their
salary and any applicable allowances by the receiving business area or dep@q om the date of

duty.
Employees transferred into a permanent role across streams of a classi&ﬁsystem will be paid in
accordance with the Directive relating to ‘transfer within and bet@oﬁssiﬁcation levels and systems'

Re-deployment

An employee who is re-deployed is to be paid by the reQeiyimerbusiness area or department at the
highest pay-point of their new classification level ;% applicable allowances.

The employee is entitled, for a period of 12 mogths ing redeployment, to be paid the salary and
allowances applicable to the substantive Q\ymey held prior to redeployment. The releasing
business area or department is to fund {epence between salary and allowances to be paid by the
receiving agency and the salary and s the employee would have been entitled to if they had
remained in their substantive position. employee will not receive any pay point increments during
this period but will receive s% es determined by the applicable industrial instrument in the

receiving service area or de

For tenured senior ex
include any additio
senior executive

Where an employee s transferred or accepts redeployment to a role which is subject to different
conditions established by award or certified agreement then the employee is to assume the conditions
of the role, with the exception of the 12 month salary maintenance period detailed above.

?ng o have been redeployed, the arrangements outlined above are to
uneration packaging arrangements specified in a current directive relating the
ent conditions or senior officer employment conditions, as applicable.

Step 12 Salary arrangements for secondment and temporary engagements

Salary costs for an employee placed at level in a temporary vacancy in another service area or
secondment to another department are to be met by the receiving service area or department.

Where an employee accepts a temporary placement in another setvice area or secondment to another
department at a salary level lower than their substantive level, the income difference will be paid by the
releasing department. This provision includes differences in salary due to conditions established by
award and certified agreements.

Salary maintenance paid during temporary engagements and secondments will count towards the
twelve (12) month salary maintenance period unless otherwise determined
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8. FORMS

ERP Registration Form {under development)
ERP Guide fo Suitability Assessments

Referee Report
Resume Template

9. OTHER RESOURCES AND LINKS

The following HR policy and procedure categories of the former departments continue to apply:
»  Recruitment and Selection

v Transfer

= Establishment Management Program

»  Employee Exit Arrangements (including Housing arrangements where relevant)

Related Legislation or Standard

Public Service Act 2008 Qg

Related Government Guidelines or Policy

Directive 1/10 - Recruitment and selection
Directive 19/10 — Appeals Q/
Directive 04/12 — Early retirement, redundancy and retrem%

Directive 06/12 — Employvees requiring placement

Directive 11/11 — Transfer and appointment expens

Directive 7/10 — Transfer within and between clas igrt levels and systems
Supporting Resources @V

Y4

ERP process flowchart
ERP Guide for Managers (under gevelopment)
ERP Guide fo Suitability Ass

PSC Fact Sheets (under devi nt)
Voluntary Redundancy Estimate = Self Assessment Calculator

10. EMPLOYEE COMPLAINTS AND APPEALS

An employee who is the subject of an administrative decision or action is entitled to lodge a complaint in
accordance with the departmental Managing Employee Complaints Procedure should they feel that the
administrative decision is unfair or biased.

If an employee considers that the issue is not resolved following the finalisation of the complaints
process, they may be able to lodge an appeal with the Appeals Officer pursuant to the Public Service
Commission Directive - Appeals. An employee considering an appeal should refer to this directive and
may seek further information on appeal rights from the Public Service Commission or the website at

www.psc.qgld.gov.au.

11. EFFECTIVE DATE
This procedure applies from the date of approval.
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12. TRANSITIONAL ARRANGEMENTS

An employee who had been registered as an employee requiring placement (irrespective of the reason)
under PSC Directive 12/09 ‘Employment arrangements following workplace change’ will be deemed to

be an employee requiring placement under PSC Directive 06/12 ‘Employses requiring placement.

13. FURTHER INFORMATION

Should you require any further information or clarification, please contact Human Resources, Corporate

Services as follows:

EHP and NPRSR employeeplacements@ehp.qld.gov.au
DNRM and DEWS ERP@dnrm.qld.gov.au

DAFF and DTESB DAFFHR@daff.qld.gov.au

14, ADDITIONAL SUPPORT

Additional support for individual employees and managers is available thro%ipaﬂmental
Employee Assistance Program. The service provider details are as follgdis;

PPC Worldwide
Phone: 1800 604 640 /
www.ppconline.info/au

Employees may also contact their Case Manager andl@i Officer. Unions can also provide

advice and support to their members. @

15. STORAGE OF INFORMATION \/

<To be determined> Q~

16. APPROVAL \/

Danielle Ar@’

Deputy r-General, Corporate Services

Departmefg of Environment and Heritage and Protection and
Department of National Parks, Recreation, Sport and Racing

Signed:

Date:

1.0
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ANDERSON Jodie
“

From: Chesterman Andrew

Sent: Thursday, 2 August 2012 3:26 PM
To: All EHP Staff

Subject: Message from the DG

Follow Up Flag: Follow up

Flag Status: Flagged

Dear EHP

As you are aware, the government is in the process of making significant fiscal and structural changes to the public
service. | want to bring you up to date with our plan to commence the implementation of a number of initiatives and

continue with others already underway.

The search for savings in the public sector has been conducted over many w@hmugh an exhaustive process of
Agency Examination led by Queensland Treasury. Together with Treasury, EHPWAas examined programs, activities

and spending in our department in order to identify opportunities to reglise aftange of budget savings. The guiding
principle in this process has been the preservation of frontline servi

S

Today | have asked all Divisions within EHP to commencipfhigmenting a range of initiatives designed to
progressively reduce our total size over the course of the n -12 months to meet our savings projections. It will be
via the formal budget process that a total FTE redugtio, he department will be confirmed. However some

decisions can be implemented now.

This process represents, in some cases, an oppgunity for some further restructuring within the department
and | recognise this may have signific@al implications for a number of our employees.

Whilst this represents a chall &Iso believe EHP will ultimately become a stronger, more focussed and efficient
department as a result of th@zal exercise we are now being asked to embarking upon.

Over the next few days, DDGs will be communicating with staff about the specific programs and activities that will
be changed or stopped and how this will impact on business units and individuals. More broadly, the department is
also required to commence a review across all of our operations to derive savings.

This will mean that staff members who occupy a position that is directly affected will be offered the choice of taking a
Voluntary Redundancy (VR) or registering as an Employee Requiring Placement (ERP). Individuals in this position will
need to make their own informed decisions. The department will assign case managers to all staff who choose to
become an ERP to assist them in the process of seeking placement.

While some staff will welcome the opportunity of a VR and the associated incentive payment, others will want to
remain in the public sector and will find the prospect of becoming an ERP quite stressful. | am sure those of you not
directly affected by this exercise, will offer all the support you can to those that need it.

It is important to note that this process is not an open opportunity for all staff to apply for a Voluntary Redundancy.
1

14-136 File D 126 of 129
5



The Public Service Commission recently gazetted a number of Directives that will guide the public sector through the
downsizing exercise before us. The Directives can be accessed via the links below:

Early retirement, redundancy and retrenchment

- Employees Reduiring Placement;

Workforce Establishment Management Framework

The scaling back across EHP will happen progressively but relatively quickly. My request is that EHP makes
significant progress towards its reductions within six months.

Any reduction in the workplace has its challenges for everyone involved. However, atural attrition, voluntary
redundancy and placement into vacant positions | am confident the majority of staff find themselves in positions
that are identified as being redundant will achieve a satisfactory outcome. @

/

While | acknowledge there will be some pain along the road ahea @am confident we will land in a better place,
and go on to build a focused environment and heritage protectio of which we can be proud of. My vision is

that we will become the benchmark for other Australian jurisdigtion

'

In closing, | encourage all staff, particularly those e directly affected, to seek information and discuss your
situation and options openly and honestly with agers and colleagues. | can assure you that | have asked the
Executive Management Group to remain trans in our communication and decision making processes.

NV
Regards &\Q
Q.

Andrew

Andrew Chesterman

Director-General
Department of Environment & Heritage Protection

Queensland Government

Level 13, 400 George Street, Brisbane Qld 4000
Telephone 07 3330 6297

Email andrew.chesterman@ehp.gld.gov.au
Website www.ehp.dld.gov.au

Please consider the environment before printing this email
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ANDERSON Jodie
m

From: Anderson Danielle

Sent: Wednesday, 1 August 2012 2:14 PM
To: Glaister John; Chesterman Andrew
Subject: Corporate Partnership Update

Good afternoon John and Andrew

Since the Board meeting held on Friday 13 July 2012 the Corporate Partnership team have made significant progress
implementing the service delivery model. Some of the highlights include:

There are some areas of improvement that we will continu

Conducting 3 staff information sessions on the Corporate Partnership

Conducting the inaugural Audit and Risk Committee meeting for 5 departments

Creation of finance systems to support 6 new departments

Developed a consistent approach for 6 departments regarding the PSC directiygs on early retirement,
redundancy and retrenchment; employees requiring placement; and workforétablishment management
framework - action from the Board meeting

Established the Partnership HR, finance and communication networks etwork meets weekly
Established working groups for policy and procedures; measurement% orting; and systems
Commenced work on diagnosing the “as is state” from March 2012 - actigh from the Board meeting
Prepared 6 Ministerial briefing notes on the delivery of strategig corgbrate services across multiple agencies,
through the partnership approach - action from the Board m%

Support from the Public Sector Renewal Team to work wj
currently captured and to develop a matrix to provide Direefor,

Partnership performance - action from the Board mie?\

ork on embedding of the service delivery

rate Service groups to identify data
-General with transparency on Corporate

model. These areas include: @

Meeting with the Chair of the governance®sommittees to develop the agenda before the scheduled
governance meeting

Nominating a Head of Corpors @ d the development of a consistent approach to policy and procedure
across the 6 departments

Update the 6 Directors-G€nengl on progress between Board meetings

Continue to build the ormance indicators to measure efficiency, effectiveness and consistency of the
Corporate Partners ine with the Directors-General performance indicators

The next steps include:

Finalising Partnering Agreements for sign off by the Directors-General
Finalising the finance strategy for the Partnership mode!
Drive key developments on:
o Service Delivery Strategy, including customer engagement
o GCommunication platforms with both internal staff and customers
o Performance measurements and reporting to improve effectiveness and efficiency
Establish a framework for developing consistent policy and procedures across 6 departments
Finalise templates for Corporate Partnership briefing notes, presentations and communication
Continue to work with Public Sector Renewal Program colleagues to raise the profile of the partnership model
with central agencies and Cabinet

Please contact me if you require more information.

1
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