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Chapter 1 - Introduction

Legislative Framework

Part 3 of the Members of Parliament Staff Act 2013 (the Act) provides the legislative framework for the
employment of staff by Members (including Members who are Special Office Holders), to assist them in their
electorate and parliamentary duties. The Government Sector Employment Act 2013 does not apply to staff
working for Members in the Legislative Assembly or Legislative Council. Due to the nature of their
engagement the employment period is subject to the limitations provided for in the Act, and in this
Determination.

Application and Duration of Determination
This Determination applies to all those staff employed pursuant to Part 3 of the Act.

This Determination was first issued effective 24 February 2014, updated in October 2024 following a review
of the Presiding Officers, and will remain in force until a replacement Determination is issued by the Presiding
Officers. This Determination will be reviewed annually.

Definitions
Clerk means Clerk of the Parliaments or Clerk of the Legislative Assembly.

Department means the Department of Parliamentary Services, Departments of the Legislative Assembly and
Legislative Council and any other Parliamentary department.

Department Head means the Clerk of the Parliaments, Clerk of the Legislative Assembly, Chief Executive,
Parliamentary Services and any other Parliamentary Department Head.
Determination means this Determination of the Presiding Officers.

Employee or Staff means a person or persons employed to assist a Member of the Legislative
Assembly or a Member of the Legislative Council pursuant to Part 3 of the Members of Parliament Staff
Act 2013, such employees being covered by this Determination.

Human Services means the Branch of People Property & Security, Department of Parliamentary Services
that handles human resource matters.

Legislature means The Parliament of New South Wales.

Member of Parliament or Member means a Member of the Legislative Assembly or Member of the
Legislative Council and includes a Member who is a Special Office Holder.

Presiding Officer means President of the Legislative Council or Speaker of the Legislative Assembly.
Relevant Member means the Member of either the Legislative Assembly or the Legislative Council for whom
staff work.

Special Office Holder has the same meaning as in the Members of Parliament Staff Act 2013 and the
same meaning as Member or Member of Parliament in this Determination.

Staff has the same meaning as Employee in this Determination.
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Members’ Staffing Entitlements

The Parliamentary Remuneration Tribunal (PRT) determines staffing entitlements of Members annually
pursuant to section 11 of the Parliamentary Remuneration Act 1989. Changes to staff entitlements and
allocations are communicated to all Members by the Presiding Officers. For information on Members'
staffing entitlements, see the Annual Report and Determination of Additional Entitlements for Members of
the Parliament of New South Wales and the Members' guide for the relevant House.

Special Office Holders have their staffing entitlements for that Special Office determined either by the
Parliamentary Remuneration Tribunal, or in addition to their PRT determined staff allocation for their role as
an MP or MLC.

Staffing Administration

All Members must comply with the Members of Parliament Staff Act 2013, this Determination and any
guidelines that are issued in relation to areas covered by this Determination. Members must also comply with
any other relevant legislation, regulation and Parliament of NSW policies covering the employment of staff.
Notably these include the Work Health and Safety Act 2011, and in particular positive duties in relation to
psychosocial risks in the Work Health and Safety Regulation 2017 as well as under the Sex Discrimination Act
1984.

The Parliamentary departments provide staffing support, advice and administrative services to Members and
staff.

In assisting a Member performing any duty under this Determination a Department Head may be substituted
where the relevant Member does not, or is unable to fulfil any obligation under this Determination in relation
to staff.

A Department Head may take compliance action in the event of any breach of this Determination.

Code of Conduct for Members’ Staff

It is a condition of employment that staff abide by the Code of Conduct for Members' Staff. The code is
annexed to this Determination.

Other Parliamentary Policies
There are a number of subject matter policies that cover various issues that relate to both the role and the
work performed. Staff are required to acquaint themselves with these policies and comply where required.

Specifically, the Code of Conduct for Members' Staff, Prevention of Bullying, Harassment and Sexual
Harassment Policy, Grievance Policy, Equal Employment Opportunity Policy, and other relevant policies can
be viewed on the intranet. For further information on any Parliamentary Policy please contact Human
Services. The Code of Conduct for Members' Staff is also found at Annexure 3.

Support and Wellbeing Services

The parliamentary community acknowledges that all parliamentary workers have a right to a safe and
respectful working environment and that the parliamentary community has a shared duty to provide a safe
working environment to all parliamentary workers.

A range of workplace services are available to support the health, safety and wellbeing of all workers both
internally (e.g. training and support) and externally (e.g. fitness passport and employee assistance
programs). These are detailed here.

The Workplace Relations and Support team take a lead role in coordinating wellbeing and safety and
employment relations matters. The Independent Complaints Officer has been established by the Houses of
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Parliament to consider complaints made in relation to the conduct of members of Parliament.

The Workplace Relations and Support team can be contacted on 9230 2418. For urgent matters in Parliament
House or Electorate Offices please call the Security Control room on 9230 2600.
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Chapter 2 — Terms of Employment

Employment Relationship

A Member of Parliament or Special Office Holder may only employ staff in accordance with Part 3 of the Act
in accordance with: this Determination; the Model Contract (Annexure 2); and/or any other arrangements
approved by the relevant Presiding Officer.

Members and Special Office Holders are prohibited from engaging family members or relatives as staff. This
applies to all classifications of employment including temporary, ongoing, and relief staff.

Classification of Employment
The Parliamentary Remuneration Tribunal (PRT) determines the allocation of staff for both Legislative
Assembly and Legislative Council Members. Staff will be employed in line with the following arrangements:

e Temporary Employment

e Ongoing Employment

e Relief Staff (Short Term < 3 months)
e Relief Staff (Long Term 3 months +)

Temporary Employment

All new staff will be employed to fill a vacant position for an initial period of up to 6 months as stated in the
Contract of Employment. Staff may also be engaged for a defined temporary period with start and end dates.

Ongoing Employment

Staff who have been temporarily employed for 6 months or more may then convert to an ongoing employment
contract subject to satisfactory performance, attendance and conduct, completion of all mandatory training
as listed at annexure 5, and where supported by the relevant Member. The duration of the period of
employment is set out in the letter of offer and is subject to the termination provisions of this Determination.

Minimum Staffing Requirements

The purpose of Relief Staff is to ensure minimum staffing levels are maintained in Electorate Offices and
Legislative Council Members' offices.

A minimum of two staff should be present at every Electorate Office during public contact hours, and at least
one staff member in the office of a Member of the Legislative Council.

Relief Staff - Short Term (< 3 months)

Short term relief employment can be used where an employee normally occupying the position is absent on
sick, recreation, extended, or other approved forms of leave.

Short term relief may be approved by the relevant Department Head for skills development training of one
day or more that is relevant to the role. In this instance, short term relief will be provided on occasions where
the minimum staffing levels cannot be met, or there are unusual circumstances approved by the Department
Head.

Short term relief may also be requested by a member directly due to a temporary increase in constituent
demand arising from an emergency or public health order such as border closures during a pandemic or as
a result of natural disasters or declared emergencies pursuant to s44 of the Rural Fires Act 1997 as approved
by the Chief Executive, Department of Parliamentary Services.
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Short term relief staff may be employed on the following conditions:

Where a substantive occupant (temporary or ongoing) is absent on approved leave or providing relief in
another position for 1 full working day or longer (5 working days for Legislative Council Members who have an
entitlement to more than 1 staff member).

All reasonable attempts should be made to provide relief staff concurrent with the eligible absence. Where this has not
been possible, relief staff may be engaged to work for a corresponding period within 2 weeks of the date of eligibility.
Consideration must be given to work health and safety requirements, including minimum staffing requirements and
provision of an appropriate workstation within the existing office configuration and equipment allocation. Short term
relief staff can be employed for less than 1 full working day, but a substantive occupant must be absent for
at least the full working day (5 working days respectively for Legislative Council Members with an entitlement
to more than 1 staff member)

Short term relief staff are not intended to fill ongoing vacancies.

Short term relief staff are engaged for specific periods, and these short engagements can be terminated with
one day’s notice.

Relief staff are not entitled to paid leave and will be paid 1/12™ of gross earning in lieu of recreation leave on
termination. Further guidance can be found in the Members' guide for the relevant House.

Relief Staff - Long Term (3 months +)

Long term relief arrangements can be used where there is a temporary vacancy in a substantive position in
excess of three months, for example due to longer term leave arrangements. Long-term relief staff are entitled
to accrue leave entitlements over the course of their employment. The duration of the relief period
(employment) is set out in the letter of offer.

Recruitment and Selection of Staff

The Members' guide for the relevant House provides guidance on the recruitment and selection of staff. Note,
Members may not employ a staff member that has previously been terminated under section 20A of the
Members of Parliament Staff Act 2013 unless approval has been granted by the relevant Presiding Officer.

Training and Development of Staff

It is a condition of employment under this Determination for staff to undertake any training that is deemed
mandatory by the Presiding Officers. Short Term Relief is available for staff undertaking mandatory
workplace learning, including for part-day absences where a mandatory course is less than one day. Where
applicable, travel time is taken into consideration. For example, a course may run over the duration of a half
day, however, with travel time, this may equate to an absence of one whole day. Mandatory training is listed
at annexure 5 and may be varied from time to time.

Staff are also strongly encouraged to complete any relevant training modules that are available via the
Parliament’s online learning platform (Kando) and other learning opportunities that are offered and related
to their role and career development.

Skills development (short courses) and professional development can also be attained subject to the relevant
Member's approval. Study leave and assistance for tertiary studies may also be available in accordance with
the relevant study leave and/or assistance policy as amended from time to time.

Members and Members Staff are highly encouraged to use the Parliament’'s Performance Development
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Program (PDP) which provides a framework for performance-related discussion and review. The PDP
supports the professional development and performance of staff while ensuring career and development
opportunities are aligned with the strategic objectives and the priorities of the Member.

Appointment and Contract of Employment
The standard Contract of Employment at Annexure 2 must be used for all staff.

Full Time, Part Time, and Job Share Arrangements

Members may employ staff on a full time (35 hours per week), part time (less than 35 hours per week) or job
share arrangement, as long as the staffing allocation does not exceed that provided by the PRT. A number of
employees can share a position provided the total number of hours does not exceed 35 hours per week.
Members need to assess the allocation of office space, equipment and resources when considering part
time arrangements as extra resources are not provided to accommodate staff in job share situations.

Part Time Work

A part time staff member is to work fewer than full time equivalent hours, with a minimum of one day per week.
Part time work may be undertaken with the agreement of the relevant Member.

Unless otherwise specified in this Determination, part time staff receive full time entitlements on a pro rata
basis calculated according to the number of hours an employee works in a part time position or under a part
time arrangement. Entitlements to paid leave will accrue on the equivalent hourly basis.

Before commencing part time work, the Member and an employee must complete a Part Time Work
Agreement which will provide:

e Thehours to be worked by the employee, the days upon which they will be worked, daily commencing
and ceasing times, and the period the part time arrangement will operate for (including the end date)

e Theterms of the agreement must be in writing and may only be varied with the consent of both parties

e Incremental progression for part time staff is the same as for full time staff, that is, part time staff who
are eligible are granted an increment review on an annual basis

e Subject to staffing entittements, a Member may request, but not require, part time staff to work
additional hours. For the time worked in excess of the employee's usual hours and up to the normal
full time hours for the classification, part time staff will be paid for additional hours at their hourly rate
plus a loading of 1/12th in lieu of recreation leave.

Employment with Multiple Members or Engagements

Staff can be employed by more than one Member, however by agreement amongst the employing Members,
one Member must be responsible for leave administration and approvals for all engagements, and this
decision notified to Human Services.

Staff cannot be engaged at different grades with the same Member, that is, a staff member cannot be
employed as both an Advisor and Senior Advisor in the same office on different days. This provision does
not preclude staff from acting in a higher duties arrangement (maximum of 3 months) during short term
absences by a Senior Electorate Advisor, or while recruitment is underway to fill a substantive vacancy.

Job Share Arrangements

The Parliament of NSW's job share arrangement policies or guidelines as amended from time to time will apply
to staff.
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Hours of Work and Breaks

The hours of work for staff, while defined below, do provide for some flexibility and discretion in the
employment of staff given the dynamic nature of Parliamentary or electorate work. However, particular
attention needs to be paid to considerations around the health and wellbeing of staff, including legal
obligations in relation to maintaining a safe system and place of work. Persistent, excessive hours outside
the normal span of hours should be avoided as they may be considered a work health and safety risk.

The ordinary hours of work for all staff are 35 hours per week, 9.00am to 5.00pm, Monday to Friday (or as
directed by the Member), less one hour for lunch daily.

All staff will receive in All Incidence of Employment Allowance (AIA) in recognition that members may
regularly require staff to perform duty beyond the 9.00am to 5.00pm timespan, but only if it is safe and
reasonable for staff to do so. Please see Chapter 3 for more information on allowances.

What is reasonable will depend on:

e theemployee's prior commitments outside the workplace, particularly the employee's family and carer
responsibilities

e community obligations or study arrangements

e any risk to the employee's health and safety

e the urgency of the work required to be performed during additionalhours

e the impact on the operation and commitments of the office,and/or

e the notice (if any) given by the Member regarding the working of the additional hours and by the
employee of their intention to refuse the working of additional hours.

Persistent, excessive hours means that there is no break from working substantially more than the usual
span of hours — for example, not being given time off in lieu to recover from a period of working excessive
hours.

Members may not require staff to work on weekends or public holidays without reasonable prior consultation,
except in exceptional circumstances (an example of an exceptional circumstances would be an electorate
office assisting constituents in a natural disaster).

Time off in Lieu

Where excessive hours for short periods (such as during unusually late Parliamentary sittings or during
responses to natural disasters affecting an electorate) are unavoidable. To balance work health and safety
risks and obligations, time off in lieu should be granted at the earliest opportunity to allow appropriate rest
and recovery. Concerns about the application of this clause may be dealt with under the Dispute Resolution
Clause of this Determination, or any other Parliamentary policy that may alternatively apply. Note, nothing in
this clause is intended to affect or reduce the normal contract hours (35 hours) of a full-time employee or
pro-rata for part time staff, and members should keep appropriate records of any excessive time worked
resulting time off in lieu to assist meeting work health and safety compliance obligations.

Time off in lieu may be granted subject to the following conditions:
e Hours worked in excess of 5 hours per week will trigger time off in lieu
e Time off in lieu can only be accrued with prior approval of the member
e A maximum of 30 hours time off in lieu may be accrued at any time
e Accrued time off in lieu will be reviewed every 3 months
e Accrued time off in lieu not taken within 3 months will be forfeited
e Time taken off in lieu is not eligible for short term relief
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e All hours accrued and taken are to be documented and approved by the member

Lactation Breaks

Paid lactation breaks are available to staff who are lactating parents of up to 30 minutes each day when
working 4 hours per day or more, or one paid lactation break of up to 30 minutes for staff who are lactating
parents working 4 hours or less on any one day. For further information please refer to the Parliament's
Breastfeeding Policy.

Overtime

No overtime is payable to staff under this Determination. The remuneration prescribed in this Determination
includes payment for all incidences of work including overtime. An option for time off in lieu where excessive
hours are worked in circumstances is described under Hours of Work and Breaks.

Role Descriptions

The PRT Annual Determination provides for the staffing entitlement numbers for Members, and this
Determination determines the level of those positions. Special Office Holders have staff entitlements
determined locally.

Role descriptions for the following positions are included as an annexure to this Determination. Role
descriptions describe the competencies for each role level, and while duties are listed in these descriptions
for context, an individual staff member may undertake some, most, or all of the duties described. Individual
role statements may be created from the duties listed in the generic role descriptions to apply to individual
staff members within members offices. Human Services can assist with the creation of role statements for
individual staff if required.

The role descriptions and classifications for each office are as follows:
e Electorate Officer (EO) - 2 per electorate office
e Senior Electorate Officer (SEOQ) - 1 per electorate office
e Research Assistants — 1 per member of the Legislative Council (2 for cross-bench members)

e Research Officer — Legislative Assembly — 1 per electorate where the member sought election, and
was elected as an independent member or cross bench member.

e Whips Advisors — as provided by the PRT
e Opposition Advisors — as provided by the PRT

Staff are not to engage in campaigning or electioneering activities during work hours or using parliamentary
resources. Please refer to the Code of Conduct for Members' Staff for further information.

Principal Places of Work

The principal place of work for Legislative Assembly staff is at either the Electorate Office or at Parliament
House on days directed by the Member. Travel costs incurred by Electorate Office based staff directed to
work at Parliament House are not provided for in this Determination and should be met by the Member from
their General Travel Allowance (GTA) in certain circumstances - see Travel Expenses section below.

The principal place of work for Research Assistants is at Parliament House or another office location
approved by the President of the Legislative Council or Clerk of the Parliaments.

From time to time, Members may direct staff to accompany them to places outside of their principal place
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of work to assist Members undertake their parliamentary duties. For example, this may involve staff
accompanying Members to a meeting with constituents, to a function in the electorate or other parliamentary
duties.

As noted in the Parliamentary Remuneration Tribunal Determinations, Legislative Assembly electorate office
staff should not be expected to work alone in the Electorate Office when it is open to the public, except in
exceptional circumstances.

Secondary Employment

Staff are required to seek written approval from the relevant member prior to engaging in any secondary
employment or Local Councillor activities. Due consideration should be given to ensure that the secondary
employment does not involve a conflict of interest. Please refer to the Code of Conduct for Members' Staff
and Members’ Staff and Local Government Policy. A secondary employment application form should be
submitted for review and approval by your member and written notification provided to the relevant Clerk.

Dispute Resolution Process
The process below will be used to resolve disputes related to the operation of this Determination.

Note — This process does not apply to resolving matters involving bullying, harassment and sexual
harassment, in which case the incident management procedures for bullying, harassment and sexual
harassment apply.

Principles
e Members, Members' Staff and Department Heads are committed to the early and local resolution of

grievances and disputes resulting from the employment of Members' staff, or the operation of this
Determination.

e Thereis also a mutual commitment to the resolution of grievances and disputes without recourse to
external parties or entities where possible.

e Nothing in this process prevents staff from being assisted by a support person, including from any
relevant organisation - for example the Public Service Association of NSW (PSA) if the employee is a
member of that organisation.

e  Work will continue while this process is followed unless there is any threat to the health or safety of
any party.

e Human Services in the Department of Parliamentary Services can provide early advice on the
operation of this process to both Members and staff.

e Each party to a dispute or grievance under this section is required to act in good faith in resolving the
dispute or grievance.

Process

1. Staff will initially discuss the matter with the relevant Member. Every effort by both parties should be
made to resolve the matter at this stage.

2. Where step 1 does not resolve the matter, or where the circumstances of the grievance or dispute
mean that attempting to resolve the issue at step 1 is clearly inappropriate, the issue may be raised
with Human Services and/or the relevant Department Head. Human Services and/or the relevant
Department Head (depending on the seriousness of the issue) will attempt to resolve the matter.
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3. Should the matter remain unresolved following stage 2, the Department Head will consider what
further action is required, including the involvement of a mediator if initial attempts at this stage do
not resolve the issue.

4. Iftheissueinvolves the relevant Department Head, following stage 1 the matter may be referred to an
alternate Department Head.

5. Parties are encouraged at any stage during the process to contact Human Services, DPS to seek
advice and support throughout the process.
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Chapter 3- Salary and allowances

Classifications
e Electorate Officer

e Senior Electorate Officer

e Research Assistant (LC)

e Research Officer — Legislative Assembly
e Whips Advisors

e Opposition Advisors

Salary Rates and Increases

Salary Rates are contained in Annexure 1. Salary increases will apply the relevant Government Wages Policy
as amended from time to time.

Determination of Commencing Salaries

Staff will commence on the Year 1 rate for their classification and will progress to the next rate on the
anniversary date of appointment unless specific criteria are met. The Members' guide for the relevant House
gives information on relevant skills, qualifications and experience that may result in a preferred applicant
being eligible for a higher commencing salary rate than Year 1.

Commencing salaries must be determined prior to the commencement of staff on their first engagement in
accordance with Part 3 of the Act. This includes relief, temporary and ongoing employment, provided that
the employment period is continuous.

A commencing salary rate, once accepted by a new employee signing their contract, cannot be
retrospectively adjusted or renegotiated under any circumstances.

Increments

Once salary has been established prior to commencement, incremental progression will only occur after 12
months service on a particular rate of pay, for example, from the date of appointment or the last increment
paid. No consideration will be given to reviewing the salary level as a result of staff being awarded additional
tertiary educational qualifications during the course of employment, or for any other reason.

Payment of increments is subject to the certification by the relevant Member of satisfactory conduct,
attendance and performance of duties by an employee over the preceding 12 months. Increments are then
confirmed by the relevant Department Head, subject to the receipt of a satisfactory report of the employee's
conduct and work performance.

If any leave without pay in excess of 5 days has been taken during the increment period, the date of payment
of the increment is deferred by the equivalent number of days.

Deferral of increments due to unsatisfactory performance, or any other reason, must be notified to the
employee in writing and cannot be deferred by more than 12 months at any one time.

All Incidence of Employment Allowance (AIA)

All staff will be entitled to the All Incidence of Employment Allowance contained in Annexure 2 in lieu of
overtime, flex time or rostered days off. The All Incidence of Employment Allowance is defined as salary for
superannuation and leave purposes. The All Incidence of Employment Allowance shall be regarded a salary
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for the purpose of the application of salary movements. Please see Chapter 2 for more information on hours
of work.

Higher Duties Allowances

A staff member who acts in a higher — graded position for 5 continuous working days (including 5 continuous
days of a part time employee's usual roster) or more and who, in the opinion of the Member, assumes the
whole of the responsibilities of that position during that period shall be paid by allowance any difference
between the employee's present salary and the salary to which the employee would be entitled if appointed
to that position.

Higher duties will be paid where the absence of the higher graded employee is due to approved leave for 5
working days or more. No higher duties will be allowed to relieve an employee who travels to Parliament
House for training or familiarisation with the organisation and the employee is otherwise considered on duty.
Staff are also entitled to higher duties allowance when working more than 5 non-consecutive days in a part
time vacancy at a higher level. Eg. A Senior Electorate Advisor reduces their days from 5 to 4 days per week,
and a Electorate Advisor fills that resulting 1 day a week vacancy basis for at least 5 weeks or more. The intent
of this provision is to allow temporary development opportunities until the vacant days for the higher graded
roles are substantively filled — to a maximum of 3 months unless extraordinary circumstances are approved
by the relevant Presiding Officer.

Higher duties allowance can be paid at 100% of the difference between normal and acting salaries, or can be
assessed by the Member as being a percentage of the difference, based on whether the employee acting is
undertaking the full range of the tasks of the higher level position. Higher duties allowance is paid in arrears.

Where a public holiday falls at the beginning of a period of relief the allowance will not be paid, unless 5
consecutive working days are worked following the public holiday. Where the period of relief is 5 working
days or more and a public holiday falls at the end of the relief period the allowance will be paid for the public
holiday.

Where an employee has an absence of 5 days or more during a period of relief, including public holidays or any
other form of approved leave, higher duties allowance will not be paid for that period of absence.

Travel Expenses

Authorised official travel and associated expenses, properly and reasonably incurred by staff required to
perform their duties at a location other than their normal headquarters shall be met. In determining the
maximum amount reasonable in the circumstances, regard will be given to the Australian Taxation Office
determinations on reasonable travel and meal allowance expense amounts.

All official travel that is paid or reimbursed must be authorised by the relevant Member and approved by the
relevant Department Head prior to travel commencing, eg. for approved training related travel.

Travel expenses met from a Member's General Travel Allowance (GTA) eg. most other work-related travel
will require the Member's approval prior to expenses being incurred. The Members' Entitlements Handbook,
DPS and the Members' guide for the relevant House provides guidance for staff on requirements for
reimbursements of work-related travel expenses from a Member's GTA.

Where available at a particular centre or location, the overnight accommodation to be occupied by staff who
travel on official business shall be the middle of the range, referred to generally as three star standard of
accommodation.

Staff are to retain receipts of expenses incurred on authorised travel in order for these to be reimbursed.
Such travel will include attendances at training courses at Parliament House, or other locations.
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Where use of a private motor vehicle is authorised by the relevant Member the rates in Annexure 2 will apply.

Payment of Salaries and Wages
Staff pay is administered by the Payroll team in DPS on a fortnightly basis every second Thursday.

The equivalent hourly rate is calculated by dividing the annual salary by 260.8929 and dividing the result by
7.

Paymentis made by Electronic Funds Transfer into a nominated bank, building society or credit union account.
Staff are required to complete the necessary paperwork upon commencement, including Tax File Number
Declaration and choice of superannuation fund, to enable payment to be made.

Should an overpayment occur, staff will be appropriately consulted with in order to reach a reasonable
agreement to ensure monies are returned to the Parliament in line with relevant policies.
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Chapter 4 — Leave

Leave — General Provisions

Leave provisions contained in this Determination apply to all staff, however where a provision is less
advantageous to an employee who was employed prior to the commencement of this Determination, that
employee retains any leave entitlement, balance or accrual methods that applied prior to this Determination
for as long as they continue in that current employment.

These leave conditions are intended to reflect those that apply in the NSW Public Sector and may be updated
from time to time, in accordance with any relevant changes.

Unless otherwise specified, part time staff will receive the conditions of this clause on a pro rata basis,
calculated according to the number of hours worked per week.

Where paid and unpaid leave available to be granted under this clause are combined, paid leave must be
taken before unpaid leave. No paid leave will be granted during a period of unpaid leave.

Similar to the provision in GSE Act, Section 71, paid leave, such as recreation or extended leave can be used
by members' staff for campaigning and election purposes, with written approval by the Member. The relevant
Clerk should also be notified in writing. A leave application must be submitted for all absences.

Absence from Duty
Staff must not be absent from work unless reasonable cause is shown.

Staff absent from duty because of iliness or other emergency must notify or arrange for another person to
notify their Member as soon as possible of the absence and the reason for the absence.

If a satisfactory explanation for the absence is not provided, an employee will be regarded as absent from
duty without authorised leave and the relevant Member must advise Human Services in order for the amount
equivalent to the period of the absence to be deducted from the pay of the employee.

The minimum period of leave available to be granted shall be a quarter day. Leave may be taken as quarter,
half, three quarter or full days.

Nothing in this clause affects any proceedings for a breach of discipline against staff who are absent from
duty without authorised leave.

Applications for Leave
Applications by staff for leave under this Determination shall be made to and dealt with by the relevant
Member.

The relevant Member will deal with the application for leave according to the wishes of the employee and the
operational requirements of the Member's office.

All leave applications are to be submitted by way of an online leave application via the SAP portal. The
relevant Member is also required to approve the leave application via the SAP portal. Where staff absences
are not supported by an online leave application, the relevant Member should inform Human Services as soon
as possible.

Leave for Short Term Relief (STR) Staff

Short Term Relief staff are not entitled to paid leave.
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Short Term Relief staff are paid a loading of 1/12th in lieu of annual leave.

Recreation Leave

Accrual

Staff are entitled to paid recreation leave of 20 working days per year (pro rata for part time or job share
staff) which accrues from day to day.

Limits on Accumulation

At least two (2) consecutive weeks of recreation leave shall be taken by all staff every 12 months for
recreation purposes, except by agreement with the relevant Member in exceptional circumstances.

Excess Leave Management Plans

Human Services will notify staff in writing when accrued recreation leave reaches 6 weeks or its hourly
equivalent, and at the same time the relevant Department Head may direct such staff to take at least 2 weeks
recreation leave within 3 months of the notification at a time convenient to the relevant Member's office.

Staff will take their recreation leave to reduce all balances below 6 weeks or, for part time staff, its hourly
equivalent. The relevant Department Head will request the relevant Member's office to cooperate in this
process, and may direct a staff member with more than 6 weeks to take their recreation leave so that it is
reduced to below 6 weeks.

If the relevant Department Head is satisfied that an employee is prevented by operational or personal reasons
from taking sufficient recreation leave to reduce the accrued leave below an acceptable level then an Excess
Leave Management Plan may be entered in to by the employee and the relevant Member. The plan will specify
in writing the period of time during which the excess leave shall be conserved; and on the expiration of the
period during which conservation of leave applies, grant sufficient leave to the employee at a mutually
convenient time to enable accrued leave to be reduced to an acceptable level.

Other provisions
Recreation leave cannot be granted for a period less than a quarter day or in other than multiples of a quarter
day.

Recreation leave does not accrue in respect of any period of absence from duty without leave or without pay,
except leave without pay which when aggregated does not exceed 5 days in a year, or leave without pay due
to military or sick leave where that paid leave has been exhausted.

Recreation leave accrues at half its normal accrual rate during periods of extended leave on half pay.

Recreation leave may only be taken on half pay in conjunction with and subject to the provisions applying to
adoption, maternity or parental leave - see Parental Leave.

On cessation of employment, staff are entitled to be paid the money value of accrued recreation leave, which
remains untaken.

Annual Leave Loading

Staff are entitled to be paid annual leave loading equal to 17.5% on the monetary value of the 4 weeks
recreation leave accrued in a leave year. A leave year commences on 1 December each year and shall end
on 30 November of the following year.

Payment of the annual leave loading will be made on the recreation leave accrued during the previous leave
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year and is payable on the first occasion in a leave year, other than the first leave year of employment, when
staff take at least two consecutive weeks recreation leave.

Where two weeks leave is not taken in a leave year, then the payment of the annual leave loading entitlement
for the previous leave year shall be made to staff as at 30 November of the current year.

Staff who have not been paid the annual leave loading for the previous leave year, will be paid unclaimed
annual leave loading on resignation, retirement or termination by the employer for any reason other than
where the employee has been found to have engaged in misconduct.

Sick Leave

Granting of sick leave

Sick leave may be granted for physical and psychological illness or injury, medical treatment and the period
of recovery or rehabilitation from an illness or injury.

Paid sick leave will be granted where evidence (if required - see below) is provided and staff inform the
relevant Member as soon as reasonably practicable that they are unable to perform duty because of illness.
This must be done as close to the employee's starting time as possible. Sick leave without pay can be granted
if staff have used all their sick leave accrual and provide the required medical evidence.

The relevant Member may direct staff to take sick leave if they are satisfied that the employee is unable to
carry out their duties without distress; or risks impairment of their health by reporting for duty; or is a risk to
the health, wellbeing or safety of anyone in the office or members of the public.

The relevant Member may direct an employee to participate in a health assessment in line with the
Parliament's Managing Non-Work Related Injuries and llinesses Policy and/or a return to work program if the
employee has been absent on a long period of sick leave.

Entitlement

At the commencement of employment staff eligible for leave are granted an accrual of 5 days sick leave.
Staff will then accrue sick leave at the rate of 10 working days per year for the balance of the first year of
service, including staff that convert to ongoing employment.

After the first year of service all staff will accrue sick leave day to day at the rate of 15 working days per year
of service.

Sick leave without pay shall count as service for the accrual of recreation leave and paid sick leave. In all
other respects sick leave without pay shall be treated in the same manner as leave without pay.

Paid sick leave cannot be granted during a period of unpaid leave.

No paid sick leave shall be granted to Relief Staff (Short Term) staff.

Requirement for Medical Certificates

Staff absent from duty for more than 2 consecutive working days because of illness must provide evidence
of illness to the relevant Member and then to Human Services in respect of the absence. Staff who are absent
for more than 5 working days in a calendar year, without the provision of evidence of illness for such
absences, may be required to furnish evidence of illness for each further occasion absent for the balance of
the calendar year. This is at the discretion of the Member. Medical certificates should specify the (general)
nature of the illness and the estimated duration of incapacity. If an employee is required to provide evidence
of illness for an absence of 2 consecutive working days or less, the relevant Member will advise them in
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advance.

As a general practice, backdated medical certificates will not be accepted. However, if staff provide evidence
of iliness that only covers the latter part of the absence, they can be granted sick leave for the whole period
if the relevant Member is satisfied that the reason for the absence is genuine.

If the relevant Member is concerned about the diagnosis described in the evidence of iliness produced by an
employee, after discussion with the employee, the evidence provided and the application for leave can be
referred to the Parliament’s independent health assessment provider for advice in line with the Parliament’s
policy for managing non-workrelated injuries and health conditions.

If staff suffer an incapacitating illness during recreation leave or extended leave, they may apply to have that
leave converted to sick leave if they provide a medical certificate, and in the case of extended leave if the
period certified is more than 5 days. Conversion of recreation or extended leave does not apply if the
employee is taking leave prior to resigning or retiring.

Using Sick Leave to Care for a Family Member

Where family and community service leave is exhausted or unavailable, staff with responsibilities in relation
to a category of person set out below who needs the employee's care and support, may elect to use available
paid sick leave, subject to the conditions specified, to provide such care and support when a family member
is ill.

Unless exceptional circumstances require it, the sick leave available to use for caring purposes is sick leave
accumulated over the previous 3 years.

If required by the relevant Member or Human Services, staff must establish by production of a medical
certificate or statutory declaration, the illness of the person concerned.

To be granted sick leave for caring purposes staff must be required to care for any of the following: an
employee's spouse; de facto partner to the employee who lives with an employee as their partner on a bona
fide domestic basis although not legally married; child or an adult child (including an adopted child, step
child, foster child or ex-nuptial child); parent (including a foster parent or legal guardian); grandparent;
grandchild or sibling of the employee or of the spouse or de facto spouse of the employee.

An employee may be also granted sick leave to care for a relative of an employee who is a member of the
same household, where "relative" means a person related by blood, marriage, affinity or Aboriginal kinship
structures; "affinity" means a relationship that one spouse or partner has to the relatives of the other; and
"household" means a family group living in the same domestic dwelling.

Workers Compensation

All staff are covered by the provisions of the Worker's Compensation Act 1987 and the Workplace Injury and
Management Act 1998.

Other Compensation for lliness

If an employee receives or recovers damages or compensation pursuant to a claim for loss of salary or
wages during any such period of sick leave, they will be required to repay to the relevant Department the
monetary value of any such period of sick leave. The relevant sick leave credit will then be restored.

Parental Leave
Parental leave is available to employees (both parents) for birth, adoption, altruistic surrogacy, pre-term birth
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and fertility treatment. There are also provisions in place for miscarriage. Employees are to have completed
not less than 40 weeks continuous service, prior to the expected or actual date of birth, adoption, or altruistic
surrogacy.

The paid parental leave entitlement is up to fourteen (14) weeks, at the employee’s ordinary rate of pay. If
requested, the leave may be taken flexibly (other than in a single continuous manner) over a period of twenty-
four (24) months. If taken flexibly, the employee may elect to return to work in between using their paid
parental leave entitlement.

When considering an employee’s request to take parental leave flexibly, the manager should consider
operational requirements and the employee’s personal and family responsibilities. Requests to take parental
leave flexibly may only be refused on the grounds of excessive cost, lack of adequate replacement staff, loss
of productivity or impact on service delivery. A response will be provided within 21 days.

The various types of Parental Leave and variances pertaining to each leave type are specified below:

Birth - applies to staff (both parents). Leave may be granted for a period up to nine (9) weeks prior to the
expected or actual date of birth and any time within the first twenty-four (24) months from the date of birth.

Adoption - applies to staff who will be the caregiver of an adopted child. It is granted for circumstances
where the child is below school age at the time they enter the adoptive parent's custody, or at the
determination of the relevant Member if the child has already commenced school. Staff are also entitled
to special adoption leave (without pay) for up to two days to attend interviews or examinations for the
purposes of adoption.

Altruistic Surrogacy - applies to staff in altruistic surrogacy arrangements.

Eligibility for surrogacy leave is limited to the provision of documentary evidence of the altruistic
surrogacy agreement and a statutory declaration advising of the intention to make application for a
parentage order as required under the Surrogacy Act 20170. A copy of the parentage order must be provided
as soon as it is obtained. This will ensure consistency with NSW legislation in how altruistic surrogacy
arrangements are recognised.

Fertility Treatment - an additional five (5) days paid leave is available to an employee who is absent from
work to undergo fertility treatment, per calendar year and can be taken in part-days, single days or
consecutive days.

Permanent Out-of-Home Care - provides an entitlement for staff to take leave for permanent caring
arrangements. Eligibility for a period of leave for carers is to be limited to the provision of a guardianship
or permanent placement order for a child or young person subject to a legal order.

Pre-term (prior to 37 weeks) — additional leave is available up to the end of 36 weeks for the parent with
the caring responsibility and paid parental leave of up to 14 weeks thereafter.

Miscarriage — where an employee or the partner of an employee miscarries, the employee is entitled to
five (5) days paid special miscarriage leave (from the date this miscarriage occurs) on each occasion a
pregnancy ceases by way of miscarriage up to 20 weeks’ gestation.

Stillbirth — an employee who gives birth to a stillborn child has access to Paid Parental Leave as provided
for in this Determination or may elect to take available sick leave. An employee whose partner gives birth
to a stillborn child can access two weeks Paid Parental Leave. A stillbirth is where a baby is born without
signs of life, at 20 or more completed weeks or where a child dies shortly after birth.

Payment for parental leave may be made:
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e fortnightly as normal

e asalumpsum

e fortnightly at half pay, or

e acombination of full pay and half pay.

Should paid parental leave be granted in a manner other than a single continuous period, the period of leave
must not extend beyond the first 24 months from the date of birth, adoption, altruistic surrogacy or ongoing
placement and will not be extended by any periods of public holidays that fall within the paid parental leave
period.

Paid or Unpaid Parental Leave

If staff are ineligible for paid parental leave, they remain eligible for all forms of parental leave on an unpaid
basis, for up to 12 months. Other forms of leave such as recreation or extended leave can also be used in
combination with either paid or unpaid parental leave.

Payment for any paid parental leave will be at the rate the employee was being paid immediately before the
leave is taken.

Bonus Paid Parental Leave (two weeks)

e where both parents (whether employed in the NSW public sector or elsewhere) have exhausted their
employer paid parental leave entitlement, an additional two weeks of paid parental leave may be
provided

e employees who are single parents or whose partners do not have access to or are ineligible for
employer paid parental leave will receive the full two weeks of bonus paid parental leave.

Concurrency of Paid Parental Leave

e paid parental leave may be taken any time within the first 24 months except in circumstances where
both parents are employed in the same NSW Government Sector workplace and operational
requirements may prevent concurrent leave

e where both parents are employed at the same NSW Government Sector workplace, employees may
take up to four weeks paid parental leave concurrently with their partner. Employees may request to
take more than four weeks of paid parental leave concurrently with their partner, which the employer
will consider, taking into account the employee’s personal and family circumstances and the
employer’s operational requirements.

Notification Requirements

Staff intending to access paid parental leave should, within a reasonable timeframe, notify the relevant
Member and Human Services when they are pregnant, their partner is pregnant, or if either they or their
partner are adopting/planning to care for a child. Human Services will then inform the employee of their
entitlements and obligations under this Determination and ensure any duty of care measures are adopted.

Staff who wish to take parental leave must notify the relevant Member and Human Services in writing at least
eight (8) weeks prior to taking leave, stating the period of leave being sought and the anticipated date of
return to duty.

An employee on parental leave is to notify Human Services of any change in leave intentions, as soon as
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practicable. Staff may make minor changes to the period of leave or arrangement, once without the consent
of the relevant Member and any number of times with the consent of the relevant Member. In each case, the
employee must give the relevant Member at least 14 days' notice of the change unless the relevant Member
decides otherwise.

Evidence Requirements

To access paid parental leave, the employee must provide evidence of the birth, adoption, miscarriage,
altruistic surrogacy, pre-term, fertility treatment or permanent out-of-home care placement, including;

(i) for birth-related leave — a medical certificate or birth certificate showing the expected or actual birth
(ii) date of the child; or
(iii) for adoption-related leave — an integrated birth certificate, or certificate of adoption; or

(iv) for miscarriage-related leave — a medical certificate, or early loss certificate issued by NSW Registry
of Births, Deaths and Marriages

(v) for altruistic surrogacy-related leave — provision of documentary evidence of the altruistic surrogacy
agreement and a statutory declaration advising of the intention to make application for a parentage
order as required under the Surrogacy Act 2070. A copy of the parentage order must be provided as
soon as it is obtained; or

(vi) for pre-term-related leave — a medical certificate showing the expected or actual date of birth,
statutory declaration or medical certificate confirming caring responsibility, or birth certificate
showing the date of the child;

(vii)for fertility treatment related-leave — a medical certificate confirming the treatment; or

(viii) for permanent out-of-home care related leave — provision of a guardianship or permanent
placement order for a child or young person.

To access bonus paid parental leave, the employer needs to be satisfied that an employee’s partner has or
will have either exhausted paid parental leave provided by their employer or does not have access to
employer paid parental leave. The following evidence may be requested;

(i) a letter from the partner's employer confirming paid parental leave has or will have been exhausted
or confirming the partner does not have an entitlement to employer funded paid parental leave; or

(i) a statutory declaration from the employee confirming their partner has or will have exhausted paid
parental leave or the partner does not have an entitlement or access to employer funded paid parental
leave.

Paid No Safe Job Leave

Paid No Safe Job leave entitlements arise in circumstances where a pregnant employee is unable to perform
their usual duties due to risks or hazards; and an alternative and appropriate safe job is unavailable.

Chapter 2, Part 2-2, Division 5, Section 81A of the Fair Work Act 2009 (Cth) provides for paid No Safe Job
Leave for the risk period where:

e apregnant employee is fit for work;
e itis unadvisable for them to continue in their current role due to illness, risks, or hazards; and

e an appropriate safe job role is not available.
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The risk period under s 81 of the Fair Work Act 2009 (Cth) refers to the time a pregnant employee who is fit
for work but should not continue in their current role is entitled to a transfer to a safe job.

Where there is an appropriate safe job available, the employee must be transferred to that job for the risk
period (until it is safe to go back to their normal job or until they give birth), with no other change to the
employee’s terms and conditions of employment. Reference should be made to the relevant industrial
instrument for further details on transfer to an appropriate safe job.

An employee is eligible for paid no safe job leave if they meet the following criteria:
e they are entitled to unpaid parental leave; and
e they have complied with the notice and evidence requirements for taking unpaid parental leave.

If there is no appropriate safe job available and the employee is entitled to unpaid parental leave, they are
entitled to paid no safe job leave for the risk period.

If there is no appropriate safe job available and the employee is not entitled to unpaid parental leave, they
are entitled to unpaid No Safe Job Leave for the risk period.

The No Safe Job leave ends when the period of unpaid parental leave starts.

The employee must provide evidence that provides that they are fit for work, but it is not advisable for them
to continue in their present position due to iliness or risks which may arise from the pregnancy, or hazards
connected with that position. This is to be provided within 7 days of the request.

Right to Request provisions

Staff who are granted parental leave may request that the relevant Member extend their period of unpaid
parental leave for a continuous period up to a further 12 months.

Staff may also request, subject to approval, a request to return to work on a part time basis until the child
reaches school age. If therequest is approved and the substantive duties cannot be undertaken part time, then
the part time position occupied is to be at the same classification and grade as the substantive position.

Where staff take approved leave, or part time work on the above basis, and they have resumed full time duty
immediately afterwards they will have the right to return to the pre-leave position they held. Staff do not have
the automatic right to their substantive position on a part time basis unless this is their substantive
employment status, however this can be approved if the request can be accommodated.

Communication during Parental or similar types of Leave

Any plans to make significant changes to an employee's status which could affect that employee's pre-
parental leave status must be communicated to staff on Parental or similar types of leave as soon as
possible and allow for staff to make any appropriate submissions in response.

Family and Community Service (FACS) Leave

Staff will be granted accrued Family and Community Service Leave on full pay, for reasons relating to
unplanned and emergency family responsibilities or other emergencies. Staff should schedule non-
emergency appointments or perform personal duties outside of normal working hours or through approved
use of other appropriate leave.

Unplanned and emergency situations may include but not be limited to the following:

e compassionate grounds - such as the death orillness of a close member of the family or a member of
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an employee's household

e emergency accommodation matters up to one day - such as attendance at court as defendantin an
eviction action, arranging accommodation, or when required to remove furniture and effects

e emergency or weather conditions - such as when flood, fire or snow etc. threaten property and/or
prevent an employee from reporting forduty

e attending to emergency or unplanned or unforeseen family responsibilities, such as attending a
child's school for an emergency reason or emergency cancellations by child care providers

e attendance at court by an employee to answer a charge for a criminal offence, if the relevant Member
considers the granting of Family and Community Service leave to be appropriate in a particular case.

The definition of 'family' or 'relative’ for FACS leave has the same meaning as that provided in Sick Leave to
Care for a Family Member.

The entitlement to Family and Community Service leave accrues for all staff on the following basis:
e 2.5days in the first year of service
e 2.5days in the second year of service
e 1 day per year thereafter.

If available Family and Community Service leave is exhausted as a result of natural disasters, Human Services
will consider applications for additional family and community service leave, if some other emergency arises.

If available Family and Community Service leave is exhausted on the death of a family member or relative,
additional paid Family and Community Service leave of up to 2 days may be granted on a discrete, per occasion
basis to an employee.

Other forms of leave may be used for Family and Community Service leave related matters if FACS leave
credits have been exhausted.

Observance of Essential Religious or Cultural Obligations

Staff of any religious faith who seek leave for the purpose of observing essential religious obligations of that
faith, or staff of any ethnic or cultural background who seek leave for the purpose of observing any essential
cultural obligations may be granted their accrued recreation, extended leave or leave without pay to do so
provided adequate notice as to the need for leave is given.

Staff of any religious faith who seek time off during daily working hours to attend to essential religious
obligations of that faith may be granted such time off by the relevant Member, subject to adequate notice
being given; prior approval being obtained; and the time off being made up in the manner approved by the
relevant Member.

Extended Leave

Extended leave will accrue and be granted to staff in accordance with the provisions that apply to public
sector employees. Recognition of prior service, including service in the employment of a Minister, will be
recognised in line with the provisions contained in the Government Sector Employment Regulation 2014 -
that is where the tests of continuity and immediately follows in that Regulation are met.

Leave Without Pay

The relevant Member may grant leave without pay to staff if good and sufficient reason is shown. Leave
without pay may be granted on a full time or a part time basis. Applications are usually not accepted for leave
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without pay in excess of 12 months.

Where staff are granted leave without pay for a period not exceeding 10 consecutive working days, they will
be paid for any proclaimed public holidays falling during such leave without pay.

Where staff are granted leave without pay which, when aggregated, does not exceed 5 working days in a
period of twelve (12) months, that leave shall count as service for incremental progression and accrual of
recreation leave.

Staff who have been granted leave without pay, are not to engage in private employment of any kind, or any
activities that may lead to a possible conflict of interest during the period of leave without pay, in line with
the Code of Conduct for Members' Staff. See also Secondary Employment in Chapter 2.

Staff are not required to exhaust accrued paid leave before proceeding on leave without pay but, if staff elect
to combine all or part of accrued paid leave with leave without pay, the paid leave must be taken before leave
without pay.

No paid leave will be granted during a period of leave without pay except where otherwise provided in this
Determination.

Military Leave

During the period of 12 months commencing on 1 July each year, and on approval by the relevant Member,
staff who are a volunteer part time member of the Defence Forces may be granted military leave on full pay
to undertake compulsory annual training and to attend schools, classes or courses of instruction, compulsory
parades conducted by an employee's unit or any other ordinary Defence Reserve Service. This is in
compliance with the Defence Reserve Service {Protection) Act 2001 (Cth).

Up to 24 working days military leave per financial year may be granted on approval by the relevant Member
to members of the Naval and Military Reserves; and up to 28 working days per financial year to members of
the Air Force Reserve for the activities mentioned above.

Subject to approval by the relevant Member, staff may be granted special leave of up to 1 day for staff to
attend medical examinations and tests required for acceptance as volunteer part time members of the
Australian Defence Forces.

Staff who are requested by the Australian Defence Forces to provide additional military services requiring
leave in excess of the entitlement above may be granted Military Leave Top Up Pay. Military Leave Top up
Pay is calculated as the difference between an employee's ordinary pay as if they had been at work, and the
Reservist's pay which they receive from the Commonwealth Department of Defence.

During a period of Military Leave Top up Pay, staff will continue to accrue sick leave, recreation and extended
leave entitlements, and Human Services will continue to make superannuation contributions at the normal
rate.

At the expiration of any granted military leave, staff must furnish to Human Services a certificate of
attendance confirming the nature of the duties complies with conditions for the grant of leave above and
must include details of the reservist pay signed by the commanding officer or other responsible officer.

Special Leave
The relevant Member will consider applications for any special leave on the merits of each specific absence.
Absences which may attract the consideration of the granting of special leave include:

e witness at court in an official capacity, or as a Crown witness
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e being called for Jury Duty

e staff who identify as Aboriginal or Torres Strait Islander may be granted up to one day's special leave
per year to enable the employee to participate in the National Aborigines and Islander Day of
Commemoration Celebrations (NAIDOC). Leave can be taken at any time during NAIDOC week, or in
the weeks leading up to and after NAIDOC week as negotiated between the relevant Member and the
employee.

Leave for Matters Arising from Domestic and Family Violence

Domestic violence in this section means domestic violence offence as defined in the Crimes {Domestic and
Personal Violence) Act 2007.

Staff (including casuals in this instance) are entitled to 20 days paid domestic and family violence leave per
calendar year (non-cumulative and able to be taken in part-days, single days or consecutive days). There is
not a minimum number of hours that an employee must take in a day.

Paid domestic and family violence leave is not pro-rata for part-time or casual employees.

Employees experiencing domestic and family violence may take domestic and family violence leave for the
following purposes:

e seeking safe accommodation or establishing safety

e attending associated medical, legal, police or counselling appointments

e attending court and other associated legal proceedings

e organising alternative care or education arrangements for their children or person(s) in their care
e other activities that will help them to establish safety and recover; or

e any other purpose associated with the impact of experiencing domestic and family violence which is
impractical to do outside of their normal hours of work and approved by the relevant Member.

When approving leave, the Member needs to be satisfied, on reasonable grounds, that domestic and family
violence has occurred, and may require proof such as; an agreed document issued by the police, a court, a
domestic violence support service or a member of the legal profession, a provisional, interim or final
Apprehended Violence Order (AVO), certificate of conviction or family law injunction, medical certificate,
statutory declaration from the employee or any other evidence that would satisfy a reasonable person that
domestic and family violence has occurred.

Evidence provided by an employee should be sighted and must be returned to the employee. The evidence
must not be retained by the employer or stored on the employee’s personnel file. Any personal information
concerning domestic violence is to be forwarded to and will be kept confidential by Human Services.

This leave entitlement can be accessed without the need to exhaust other available leave entitlements first.

The relevant Member, where appropriate, may in consultation with the relevant Department Head and/or
Human Services, facilitate flexible working arrangements subject to operational requirements, including but
not limited to changing working time/s, work location, telephone number/s and email address.

Purchased Leave

Staff may apply to enter in an agreement with the relevant Member to purchase either 10 days (2 weeks) or
20 days (4 weeks) additional leave in a 12-month period where operational requirements permit. Any
applications will consider the Member's work requirements as well as the employee's personal needs.
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Purchased leave must be taken in the 12-month period specified in the Purchased Leave Agreement and will
not attract any leave loading and the leave will count as service for all purposes.

The purchased leave will be funded through the reduction in an employee's ordinary rate of pay.

Purchased leave rate of pay means the rate of pay staff receive when their ordinary salary rate has been
reduced to cover the cost of purchased leave.

To calculate the purchased leave rate of pay, an employee's ordinary salary rate will be reduced by the number
of weeks of purchased leave and then annualised at a pro rata rate over the 12-month period.

Purchased leave is subject to the following provisions:

e purchased leave cannot be accrued and will be refunded where it has not been taken in the 12-month
period

e other leave taken during the 12-month purchased leave agreement period i.e. sick leave, recreation
leave, extended leave or leave in lieu will be paid at the purchased leave rate of pay

e sick leave cannot be taken during a period of purchased leave

e the purchased leave rate of pay will be the salary for all purposes including superannuation and any
All Incidence of Employment Allowance

e relief staff or higher duties allowances will not be approved or paid in respect of any absences
resulting from staff on purchased leave.

Compulsory Christmas / New Year Closedown Period
Parliament House closes for business for approximately two weeks over the Christmas and New Year period,

under long standing arrangements. Accordingly, employees are required to take leave (e.g. recreation,
extended or leave without pay) during the closure.

While Legislative Assembly Members are encouraged to adopt the same arrangements as Parliament House,
electorate offices must close on the public holidays and Members are encouraged to close their electorate
offices on the working days in between the Christmas and New Year public holidays. If Members elect to
open their electorate office during the close-down period, they are requested to contact Human Services by
the first Friday of December that year.
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Chapter 5 — Termination of Employment

Termination of Employment
The Members of Parliament Staff Act 2013 contemplates that circumstances can arise which may require
the member to dispense with the services of a staff member by terminating their employment.

Where this occurs, members are first required to inform the Chief Executive, Department of Parliament
Services of any intended staff resignations and terminations prior to any final decisions being made.

A staff member's employment (other than a short- term relief staff member) may be terminated by the giving
of two weeks' notice either by the employee or the relevant Member (note Separation from Service provisions
below override this notice period if the employee is eligible).

The advice from the Member to the Chief Executive, must include:

e Name of staff member

e Proposed separation date

e Reason for separation e.g. resignation, poor performance, misconduct, or other nature of the
separation.

In most cases the Chief Executive will refer the matter to Workplace Relations and Support to provide advice
and guidance on the proper process and considerations in ensuring any termination is conducted in a
procedurally fair way, and that the relevant staff member is also provided support and advice.

Reasons must be provided for all terminations and communicated to the staff member. Note, termination of
a staff member on any discriminatory grounds is prohibited under various statutes such as the Anti
Discrimination Act 1977, the Sex Discrimination Act 1984 with penalty provisions applying for breaches of
those acts.

In some circumstances the Chief Executive may require the Member to consider issues resolution through
relevant interventive actions, such as mediation, prior to a termination of employment taking place.

Where there are misconduct or underperformance issues, the policies and guidelines that apply to the
Parliament of NSW will also apply to Members' staff, including instances where summary dismissal for
serious and wilful misconduct applies. The Dispute Resolution Process outlined in Chapter 1 of this
Determination also provides a process to resolve employment difficulties.

If members' staff have been found to have engaged in misconduct, and the relevant Member does not act on
those findings, the relevant Presiding Officer, after consultation with the relevant Member and Chief
Executive, may terminate the employment of that staff member pursuant to section 20A of the Members of
Parliament Staff Act 2013.

Separation from Service Provisions
Not all staff are eligible for Separation from Service provisions. Please see the exclusions on page 31.

Staff whose services are terminated in circumstances where the relevant Member has ceased to hold office
for any reason will be eligible for a separation payment at any date up to three months following the poll
provided that they continue to work in their existing location until the separation. Staff who choose to resign
during this three month period will also be entitled to a separation payment.

D24/033349 30



Separation Payments

Staff who begin employment after the commencement of this Determination, are not excluded from
separation payments, and whose employment is terminated other than for an excluded reason will be entitled
to the following termination payments:

e Notice period of 4 weeks (5 weeks for staff over 45 years of age and more than 5 years' service); plus
e Severance benefit of 3 weeks per year of service to a maximum of 39 weeks; plus

e An additional payment based on length of service equal to:

e morethan1butlessthan2years - 4weeks

e morethan?2butlessthan3years - 6 weeks

e more than3years -8 weeks.

For the purposes of this provision, service will include any service recognised by applying the provisions
applying to the recognition of prior service for extended leave purposes where there has been no break
between the prior and Parliamentary service.

Additional Payments — Member ceasing to hold office

Where a Member ceases to hold office by way of resignation, retirement, illness, death, not recontesting, or
not successfully retaining their seat following an election, or for any other reason pursuant to Clause 20 (1)
(a)-(d) of the Members of Parliament Staff Act 2013 the following additional payments may be made to staff
who leave their employment as a result (note, exclusions from separation from service payments continue to
apply to thisprovision):

e Where the Australian Taxation Office does not consider the separation to be a bona fide
redundancy an allowance of up to 30% will be applied to the severance, notice and pro-rata leave
loading benefits

e Assistance for specific retraining costs can also be provided in line with the guidelines for
providing job assistance in place at the time of the cessation.

Additional Entitlements - Entitlements for Existing Staff
Staff employed immediately prior to the commencement of the Members of Parliament Staff Act 2013 retain
any entitlement to previous separation from service entitlements.

Exclusions from Separation Payments
Excluded from entitlement to separation payments are:

e staff with 12 months service or less

relief staff (short or long term)

e casual staff

e staff on workers' compensation whose claim is based on compensation for termination
e staff subject to termination on the grounds of misconduct or unsatisfactory services

e staff who resign for any reason

o staff whose appointments were facilitated by way of leave without pay from the Public Service (on the
basis that they will return to employment in the Public Service upon displacement)
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e staff who move to, or are intending to take up employment with another Member, Minister or other
service of the Crown in any capacity.

Repayment of Separation Monies

Staff who have received payment of any monies, however described, resulting from a separation from
service, are liable to reimburse the Parliament of NSW all or part thereof (on a pro-rata basis) any sum paid
should they be re-employed or appointed to another position as a staff member, employee or contractor to
the Crown.

Superannuation

Staff who are contributors to either the State Authorities Superannuation Scheme (SASS) or the State
Superannuation Fund (SSF) who are eligible for separation payments in accordance with this chapter shall
be regarded as having been retrenched, as defined in the State Authorities Superannuation Act 1987, for the
purpose of determining their entitlements to benefits under those schemes.
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Parliament of
New South Wales

Annexure 1 — Salary and Other Monetary Rates

SALARY RATES

Effective 1 July 2024

Classification Annual Allowance Total
Rate
Electorate Officer y1 (EQ) $73,522 $7,634 $81,155
Electorate Officer y2 (EO) $75,683 $7,634 $83,316
Electorate Officer y3 (EO) $82,193 $7,634 $89,827
Electorate Officer y4 (EQ) $84,673 $7,634 $92,306
Senior Electorate Officer y1 $87,315 $10,178 $97,494
Senior Electorate Officer y2 $90,001 $10,178 $100,179
Senior Electorate Officer y3 $97,027 $10,178 $107,205
Senior Electorate Officer y4 $100,086 $10,178 $110,265
Research Assistant y1 $87,315 $10,178 $97,494
Research Assistant y2 $90,001 $10,178 $100,179
Research Assistant y3 $97,027 $10,178 $107,205
Research Assistant y4 $100,086 $10,178 $110,265
Whips Advisor y1 $110,266 $10,178 $120,444
Whips Advisor y2 $113,562 $10,178 $123,740
Whips Advisor y3 $118,296 $10,178 $128,474
Whips Advisor y4 $122,058 $10,178 $132,236
Research Officer — LA Independent y1 $125,693 $14,031 $139,725
Research Officer — LA Independent y2 $129,228 $14,031 $143,260
Research Officer — LA Independent y3 $134,504 $14,031 $148,536
Research Officer — LA Independent y4 $138,510 $14,031 $152,542
Opposition Advisor $125,693 $14,031 $139,725
Opposition Advisor $129,228 $14,031 $143,260
Opposition Advisor $134,504 $14,031 $148,536
Opposition Advisor $138,510 $14,031 $152,542
MOTOR VEHICLE ALLOWANCES
Effective 1 July 2024
+ Use of private motor vehicle Cents per
kilometre

Car allowance (official business rate) 88.0

Motorcycle allowance (50% of the official business rate) 44

Towing trailer or horse float (13% of the official business rate) 11.44
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Annexure 2

Model Employment Agreement
Ref: D00/0000

<Date>
Dear <Name>

Employment Agreement — Classification, Location

| am pleased to confirm your Engagement type in the above position, effective from Start Date up to
End Date, in line with the provisions outlined below and overleaf. Your Commencing/Continue Salary
STotal_Salary per annum equivalent to Classification, Year Year, pro-rata (hrs hours per week). <Salary
includes a Parliamentary and Community Allowance of SAllowance per annum, pro-rata> (if
applicable).

Your employment is in accordance with the Members of Parliament Staff Act 2013, and the Members’
Staff Conditions of Employment, Determination of the Presiding Officers (the Determination). Note that
specific provisions apply to the employment and termination of Members’ staff. For further details
see Chapter 5 of the Determination.

Your employment is also conditional upon a satisfactory criminal records check, Citizenship/Visa
requirement, and completion of a Health Declaration and the Members’ Staff Declaration found on the
final page of the Code of Conduct for Members’ Staff. These must be signed and returned with your
acceptance.

Employment is to the electorate office of Title Member's name, MP only and does not constitute
appointment to the NSW Government Sector or to any department of the Parliament.

If you were previously employed by the NSW Government Sector and the recipient of a redundancy
payment it is your responsibility to advise the Parliament in writing prior to your commencement.

The following documents are enclosed for your information and retention. It is important that you read
and are familiar with the contents of these documents: the Determination, the Parliament’s Code of
Conduct for Members’ Staff, Members' staff and Local Government policy, and your position
description.

To confirm your acceptance please sign the attached Terms and Conditions of Engagement type and
return it to Your name, HR Officer — Human Services. In accepting this position you agree to support
the core values of cultural diversity, equity and ethical practice, and a healthy, safe and fair workplace.

Yours sincerely

<Department Head name>

<Department Head position>
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Name of Staff Member
Date of Birth

Private Address

Position
Period of Employment

Terms of Employment

Hours of Duty

Location

Leave Entitlements

Salary

TERMS AND CONDITIONS OF ENGAGEMENT TYPE

CLASSIFICATION, LOCATION - FT/PT

Full name
Date of birth

Address line 1
Address line 2

Position title (Position number)
Ongoing from Date up to End date

Employment is conditional upon a satisfactory criminal records check, Citizenship/Visa
requirement, and completion of a Health Declaration and of the Members’ Staff
Declaration found in the Code of Conduct for Members’ Staff. During the period of
employment your conduct, attendance and work performance will be monitored by
the Member.

Employment is subject to the separation from service provisions contained in the
Members’ Staff Conditions of Employment Determination of the Presiding Officers
(July 2019), or any replacement .

The employment may be terminated by the giving of two weeks’ notice by either party
at any time, or upon the end of the term of office held by the Member. Note that
specific provisions apply to the employment and termination of Members’ staff.

Employment is to the electorate office of Title Member's name, MP only and does not
constitute appointment to the NSW Government Sector or to any department of the
Parliament.

Hrs hours per week, Roster e.g. Monday to Friday, plus reasonable additional hours, in
accordance with the Member's Staff Conditions of Employment Determination of the
Presiding Officers (July 2019). Given that remuneration includes an All Incidence of
Employment Allowance, no payment will be made for additional hours worked If Part-
time

The principal work location will be the electorate office and/or Parliament House
office of Title Member's Name, MP.

<days> days recreation leave per annum and <days> days sick leave per annum, fully
cumulative.

All unplanned absences from duty must be notified immediately by contacting the
Member. A leave application must be completed for all absences.

As part of a long-standing industrial arrangement, Parliament House closes each year
between Christmas and New Year , as do many electorate offices. Members’ staff may
be required to take leave during this period.

STotal_Salary per annum (Classification, Year Yr, pro-rata), with annual incremental
progression to Classification, Year 4. Salary includes a Parliamentary and Community
Allowance of SAllowance per annum, pro-rata, in lieu of overtime and all other
incidents of employment.

Employer-funded superannuation contributions and leave loading are additional to
this figure.
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| accept this position under the terms and conditions indicated:

(Signature)
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Annexure 3

MEMBERS' STAFF CODE OF CONDUCT
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Members’ Staff Code of Conduct

Policy Summary

STATUS This policy is current as at March 2025
PURPOSE This Code is designed to:
help Members' staff meet high standards of integrity and ethical behaviour
give staff a basis for making day-to-day decisions, and
convey the behaviour expected of them as members’ staff
SCOPE This Code of Conduct applies to all Members' staff, interns, work experience students and
volunteers.
AVAILABILITY This policy is available on the Parliament's Intranet.
POLICY OWNER Clerk of the Parliaments

Chief Executive

Clerk of the Legislative Assembly

RELATED POLICIES
& DOCUMENTS

Members of Parliament Staff Act 2013

Members' Staff Conditions of Employment — Determination of the Presiding Officers July
2024

Public Interest Disclosures Act 2022

Gifts and Benefits Policy

Prevention of Bullying, Harassment and Sexual Harassment Policy
Public Interest Disclosures policies

Parliamentary and Members’ Staff Contesting Federal, State and Local Elections Policy

POLICY REVIEW

This policy will be reviewed once every Parliament.

APPROVAL Mark Webb, Chief Executive
Helen Minnican, Clerk of the Legislative Assembly
David Blunt, Clerk of the Parliaments
DATE MARCH 2025
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Code of Conduct for Members' Staff

1.0 Purpose

This Code is designed to help Members' staff meet the high standards of integrity and ethical behaviour
expected of a publicly funded members’ staff, by conveying the behaviour expected of a staff member and
giving them a basis for making day-to-day decisions.

2.0 Scope

This Code applies to the staff of Members of Parliament based in electorate offices or Parliament House,
interns working in electorate offices and interns assigned to Members of the Legislative Council, work
experience students and volunteers working for Members of either House. This code was originally
launched in 2006 following consultation between management and unions. It has now been reviewed to align
with the Members of Parliament Staff Act 2013, and the Members’ Staff Conditions of Employment,
Determination of the Presiding Officers and has considered recommendations from Elizabeth Broderick's
review into Bullying, Harassment and Sexual Misconduct in the NSW Parliament, as well as
recommendations of the Independent Commission Against Corruption contained in the reports of Operations
Keppel and Whitney.

It is not possible for any code of conduct to cover all possible issues that may arise. If there is uncertainty
about any aspect of this Code, or a staff member has an ethical problem they cannot resolve, the staff
member should talk to their Member, the Clerk of the Legislative Assembly, the Clerk of the Parliaments or
the Chief Executive, Department of Parliamentary Services.

3. Policy

3.1 Values

Staff of Members of Parliament must undertake their duties with regard to:

Integrity — you should consider your employment obligations and duties when you take action
Honesty — you should abide by the law and relevant policies and procedures

Impartiality — you should put aside personal interest, biases and views, and disclose any real or
apparent conflict of interest as soon as possible

Accountability — you should accept responsibility for your acts and omissions

Respect — your actions and decisions as an members’ staff of the Parliament should be based on
consideration of the relevant facts

Professionalism — you should act professionally during the course of your employment with the
Parliament and ensure your actions do not compromise the reputation of Parliament or your Member

Loyalty — you should be loyal to your Member within the workplace, in the electorate, and within
political party or supporters group if applicable

Confidentiality — you need to maintain appropriate confidentiality of information received in the
course of your duties
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Value for money — public resources should be used for the purpose for which they are provided, and
you should seek to achieve best value for money.

3.1.1 Integrity

a. Responsibility as a public members’ staff
As a public members’ staff, you are employed using public resources, and responsibilities
flow from this. Your role is to support the electorate, the constituents and the parliamentary
role of your Member. This does not extend to providing any support to the Member in
respect of any interests they have outside their direct Parliamentary or electorate duties.

You have a responsibility to stay up-to-date and informed on the policy documents and
guidelines affecting your role, including Members' entitlements, allowances and the
provisions of the Members' Entitlements Handbook, located on the Intranet.

b. Responsibility to the Member for your actions
Your Member will be required to take responsibility for all actions he or she has directed you
to take, and is answerable to the Parliament and the public for those acts.

You are responsible for your own acts and omissions when not directed by your Member.
You should ensure that your activities are not unlawful, against the public interest, against
the interest of your Member, or contrary to established policy or procedure.

c. Ethical decision making

If you are faced with an ethical dilemma, you may find it useful to refer to or consider, either
by yourself or in consultation with your peers or Member, the following points:

- Is the decision or conduct lawful?

- Is the decision or conduct consistent with Parliament policy and in line with this
Code of Conduct?

- What will be the outcome of your decision for you, for your member, for your
colleagues, for the Parliament and for other parties?

- Do these outcomes raise a conflict of interest or lead to private gain of any persons
at public expense?

- Can the decision or conduct be justified in terms of the public interest?

- Would the decision withstand public scrutiny? That is, if the details of the decision
were made public, what would the public response be?

If your supervisor, Member or another person directs or requests you to perform an action
which you consider to be unethical, you should consider the following options:

- clarifying with the person making the request exactly what is being asked of you
- asking for the instruction to be put in writing

- giving the person making the request verbal and written advice about the implications
of the instruction

- documenting all exchanges on the issue
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- refusing to pass on the instructions to other staff members and informing the person
making the request why

- seeking advice from other people not directly involved, such as other parliamentary
staff, particularly those in Members’ Services, Human Services, or the relevant Clerk
or Chief Executive, DPS.

- if the above options fail, using the grievance or internal reporting mechanisms
available to members’ staff, or consider whether the matter falls under the Public
Interest Disclosure requirements.

3.1.2 Honesty

All staff are required to act honestly and abide by lawful directions, policies, procedures and
legislation.

Gifts and Benefits

The Parliament has adopted a Gifts and Benefits Policy which provides guidance to
parliamentary staff and members’ staff regarding offers of gifts or benefits made to them as
members’ staff; the receipt of gifts, benefits or prizes as an members’ staff of the Parliament,
and the provision of official gifts on behalf of the Parliament.

You should not seek or accept any gift or benefit if such action could be perceived by reasonable
members of the public as intended or likely to cause you:

o to act in a particular way (including making a particular decision)
o to fail to act in a particular circumstance
o to otherwise deviate from the proper course of your official duties.

Gifts and benefits are items or services that are provided to you, your family or anyone
associated with you resulting from your employment. These could include money, discounts,
free travel, hospitality, accommodation or employment. You must not accept or demand gifts or
benefits from any person or organisation in return for doing your work, because this could
impose obligations upon you, or appear to do so.

Generally, offers of gifts and benefits should be declined if they compromise you in your
decision-making. You must decline offers which are individually targeted and are not available
to your colleagues who share a common task or purpose.

You may accept a gift, benefit, travel or hospitality only if it is of a token kind, and when refusal
would be unnecessarily rude. For example, it is quite common for gifts to be accepted or
exchanged as part of the courtesy and protocol of delegations and official visits. All managers
responsible for members’ staffs involved in delegations and official visits should brief members’
staffs on the accepted practice and courtesy of these occasions.

All offers of gifts and benefits should be reported in accordance with the Gifts and Benefits
Policy, whether you accept them or not. If you are uncertain whether it is appropriate to accept
an offered gift, discuss it with your Member, prior to acceptance.

If you need to decline an offered gift, you could do so by explaining that the Parliament does not
permit its members’ staffs to accept such gifts or services.

3.1.3 Impartiality
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Conflicts of interest

Conflicts of interest exist where it is likely that members’ staff could be influenced, or
could be perceived to be influenced, by a personal interest in carrying out their
employment duties. Your personal interests (financial and non-financial), associations
and activities must not conflict with your duties.

Outside (or secondary) Employment

Staff are required to seek written approval from the Member prior to engaging in any
secondary employment. Due consideration should be given to ensure that the outside
(secondary) employment does not involve a conflict of interest. All secondary
employment approvals must be approved by your member and notified in writing to the
relevant Clerk.

In addition any leave approved for campaigning or contesting an election must be
notified in writing to the Clerk and Chief Executive, DPS.

In many cases, it is not necessary to obtain approval for voluntary or unpaid activities,
unless a conflict of interest arises in relation to those activities and your official
responsibilities.

Factors that may be taken into consideration are:

e the work is not associated in any way with your work duties or knowledge
gained in the course of your duties

e the work is carried out in your own time
e the work does not involve a conflict of interest

e there is no adverse impact upon your work attendance and performance or an
increase of risk to health and safety.

Any approvals for secondary employment should be regularly reviewed, in particular
where the Member’s parliamentary role alters, or where the staff member’s situation may
give cause to review the working arrangements as originally approved.

e For assistance, reference may be made to the Independent Commission
Against Corruption’s (ICAC) website at the tab on secondary employment — it
illustrates a number of possible issues to be considered before
obtaining/providing approval.

e Staff members should remember that improperly engaging in secondary
employment may constitute corrupt conduct as defined in the ICAC Act 1988.

Post-separation Employment

You should not use your position with a Member or within Parliament to obtain
opportunities for future employment. You should not allow yourself or your work to be
influenced by plans for, or offers of, employment outside the Parliament. If you do,
there is a conflict of interest and your integrity, and that of the Member and Parliament,
will be at risk. It is recognised that the knowledge and skills you have attained while
working at Parliament will assist you in your future career.
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3.1.4

3.1.5

d. Bankruptcy and private financial affairs
Any staff member who becomes bankrupt or has to form an arrangement with
creditors or a debt collection agency should notify the Member.

Accountability

You are responsible for your own acts and omissions and will be held responsible for them. If
you receive directions to perform actions you know to be illegal or improper, you should query
them and refuse to perform them, and explain why.

If you have staff under your supervision and you become aware that they have acted
inappropriately, you are responsible for taking corrective action. If you ignore the behaviour or
inappropriate activity, you may be accountable. You should therefore ensure that staff under
your supervision, understand what their duties are, how they are expected to perform them, and
what results are expected.

Public Interest Disclosures

You have a duty to report any suspected corrupt conduct, maladministration, criminal or serious
and substantial waste of public funds in accordance with the relevant Public Interest Disclosures
policy (LA or LC). All disclosures of such conduct will be handled in confidence in accordance
with the relevant policy.

Disclosures may also be made to the ICAC, the Ombudsman, the Auditor-General or the Police
Integrity Commissioner in accordance with the Public Interest Disclosures Act 2022. The Public
Interest Disclosures Act ensures that all members’ staffs making public interest disclosures are
protected from reprisals provided they meet the criteria set out in the Act.

Further information about reporting corrupt conduct, maladministration and serious and
substantial waste of public funds can be found in the Parliament's Public Interest Disclosures
policies, located on the Intranet.

Respect

You should treat members of the public and other members’ staff honestly, fairly, responsibly
and compassionately.

You should behave in a way that upholds the Parliament's commitment to respecting the dignity,
rights and views of others. Members’ staff must not engage in any form of bullying,
mistreatment, coercion or harassment.

You should always act in a manner that is inclusive of people regardless of:

e gender or sexual orientation

¢ linguistic, cultural, religious, ethnic, national or racial backgrounds
e physical or mental attributes or disabilities

e age.

You must not discriminate against Members, staff or the public on the grounds of:

sex, age, marital status or pregnancy

race, colour, nationality, ethnic or social origin
physical or intellectually disability or impairment
sexual preference or transgender identity
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3.1.6

3.1.7

3.1.8

e religious belief

e political belief

e personal carer's responsibilities
e HIV/AIDS status.

Such discrimination can be:

e unlawful — prescribed by statute
e unfair — arising from such things as arbitrary action, error, failure to consider relevant
facts or consideration of irrelevant facts.

You should also read Parliament's Bullying, Harassment and Sexual Harassment and Anti-
Bullying policies available on the Parliament's Intranet.

Professionalism

Professionalism requires that you act at all times with courtesy, efficiency and thoroughness in
dealing with the public, constituents and all others as required in your official capacity.

Drugs and alcohol

You must not perform your job, remain at work, or undertake any work-related activity, if you are
adversely affected by alcohol or other drugs. You may be directed by your Member, the Clerks or the
Chief Executive or delegate to

stop work or leave the workplace if you are affected by alcohol or drugs to the detriment of your work
or for safety reasons. For further information refer to the Parliament's Alcohol Management Policy
available on the Intranet.

Attending functions

Members’ staff need to exercise discretion when attending private functions and celebrations.
Although Members may offer "open invitations" to members’ staff to attend such functions, this is
usually a courtesy and you are still expected to conduct yourself in a professional manner while
attending the function.

Loyalty to your Member

Members’ staff are required to be loyal to their Member within the workplace, in the electorate, and
within the political party, if applicable. You must ensure your actions and comments do not detract
from or disparage the Member's reputation and role in Parliament and the electorate. Loyalty is
subject to the requirement to act legally, professionally and honestly.

Note, loyalty only extends so far as professionally supporting a member in the exercise of their role
and functions as a Member of Parliament. Nothing in this section requires or suggests staff should
fail to report appropriately any illegal, corrupt or improper conduct.

Confidentiality
a. Public Comment

Public comment includes public speaking engagements, comments to journalists, statements on
radio and television or in letters to newspapers, as well as expressing views in books, journals, the
Internet and notices where it is expected that the comments will spread to the wider community.

You must ensure that public comments you make on behalf of your Member or that represent the
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3.1.9

3.2
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views of your Member have been authorised by them. If you choose to make a personal public
comment you must ensure that your comments do not appear to be an official comment on behalf
of your Member

b. Confidentiality of information

Information you have gained in the course of your official duties must only be used for the work-
related purpose intended, and not for personal benefit. All members’ staffs must make sure that
confidential information, in any form

(including computer files) cannot be accessed by unauthorised people and that sensitive information
is only discussed with people who are authorised to have access to it.

c. Use of official information

You may only disclose information that is already on the public record, or which would normally be
available to members of the public who seek that information or which the Member has authorised.

d. Use of social media

While the use of social media may be an integral feature of your work with the Member, you must
ensure that any comments authored by you are consistent with this Code of Conduct.

Members’ staff are also reminded to consider any potential breaches of this Code of Conduct during
any personal or out of hour's use of social media.

Value for money and use of official resources

Public resources should be used for the purpose for which they are provided, and you should seek to
achieve best value for money. Office facilities, funds and equipment should be used according to any
rules or guidelines published by the Parliamentary Remuneration Tribunal, or the Presiding Officers
and Department Heads and must not be used in any way to advance any personal interests of either
staff or the member.

Provisions relating to members’ staff under the Members’ Staff Conditions of Employment
3.2.1 Participation in Activities of Political Parties or Supporters Groups

This Code should be read in conjunction with the most recently published Parliamentary Remuneration
Tribunal (PRT) Determination for Members' entitlements with reference to the Guidelines and general
conditions regarding the additional entitlements for Members.

3.2.2 Political party activities — electioneering, political campaigning and political fundraising

Members' staff are not permitted to engage in activities of a direct electioneering, or political
campaigning, or political fundraising nature during the ordinary hours of work or as part of their role as
an members’ staff of the Parliament. Members’' staff must adhere to the role and responsibilities
outlined in their position description.

Paid leave, such as recreation or extended leave can be used by members’ staff for campaigning and
election purposes, with written approval by the Member. The relevant Clerk must also be notified in
writing.

3.2.3 Political party membership and activity

Political party membership is voluntary. Staff cannot be directed to participate in political party
activities nor directed in their work by party officials or other party members.
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4.0

Members' staff can assist Members in the efficient performance of the Member’s duties, including
participation in the activities of recognised political parties, including the Member's participation in:

e national, state and regional conferences

e branch meetings

e electorate council meetings

e executive meetings

e committee meetings

e meetings for the Member's political party, its executive and committees.

For a Member elected to the Parliament as an Independent, this applies to participation in activities
that are reasonable alternatives to participation in the activities of recognised political parties.

The PRT prohibits resources (including staff resources) being used for political activities, specifically:
e party membership drives
e mail distributions for non-electorate or non-parliamentary activities
e election campaigning
e fund raising for political parties or other Members

e costs/activity previously borne by political parties which are not principally related to the
Member's parliamentary or electorate duties

e costs/activities associated with pre-selection activities.

Assistance to a Member participating in political party activities should be consistent with the work
performed by the Member's staff as described in their position description. As an example, the staff
member may organise for the Member's attendance at a party conference, organise travel and
accommodation, prepare speaking notes, or research items on the agenda as background information
for the Member's attendance. However, the staff member cannot assist the political party in organising
the conference.

3.24 Members' Staff contesting Federal, State and Local elections

Members' staff contesting State or Federal elections should consult with the relevant Clerk and/or
Executive Manager, and refer to the Parliamentary Members’ staff Contesting Federal, State and Local
Elections Policy available on the intranet.

Grievance mechanisms/sanctions

Sanctions may be applied if your conduct breaches this Code of Conduct. Depending on the
sensitivity of the breaches, the impact upon the Parliament or your member and your employment,
sanctions may include counselling, a formal warning or dismissal.

If members’ staff have been found to have engaged in misconduct, and the relevant Member does
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not act on those findings, the relevant Presiding Officer, after consultation with the relevant Member,
and the relevant Clerk or Executive Manager may terminate the employment of that staff member
pursuant to section 20A of the Members of Parliament Staff Act 2013.

5.0 Accountabilities

The Clerk of the Parliaments, Clerk of the Legislative Assembly and the Executive Manager,
Department of Parliamentary Services are responsible for ensuring compliance with this policy.

6.0 Related Policies, Legislation, Guidelines and Forms

Members’ Staff Conditions of Employment — Determination of the Presiding Officers
Members of Parliament Staff Act 2013

Public Interest Disclosures Act 2022

Code of Conduct for Members

Gifts and Benefits Policy

Bullying, Harassment and Sexual Harassment policy

Public Interest Disclosures policies

Parliamentary and Members’ Staff Contesting Federal, State and Local Elections Policy

Members Staff and Local Government Policy

7.0 Policy Review

This policy will be reviewed once every Parliament or as required.

8.0 Further Information

Further information can be obtained from the Clerk of the Parliaments, Clerk of the Legislative Assembly or
the Chief Executive, Department of Parliamentary Services.
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https://www.legislation.nsw.gov.au/#/view/act/2013/41/part3/sec20a

9.0 Document Control

Version Date of _—
Number lssue Author Description of Change
2.0 June 2017 | PRSC Update in line with policy review process.

Februar Policy Review |Updated in line with Members of Parliament Staff Act
3.0 2018 y Steering 2013, and Members’ Staff Conditions of Employment.

Committee (PRSC) | Determination of the Presiding Officers

25  March Update to incorporate recommendations from the

4.0 2025 Presiding Officers | Broderick Review, as well as the recommendations from
ICAC reports into operations Keppel and Whitney
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Annexure 4

Role Descriptions



LEGISLATIVE COUNCIL

POSITION DESCRIPTION
POSITION DETAILS
Department:  Legislative Council Position Title: Secretary/Research Assistant
Business N/A Grade: Secretary /Research Assistant Years 1-4
Unit:
Position No.: SAP Reports to: Member of the Legislative Council
Location: Parliament House Positions reporting to this Nil

position:

Primary Purpose of the Position
Provide research and administrative support services to a member of the Legislative Council that
assist the member to carry out their parliamentary duties.

Key Context

The Patliamentary Remuneration Tribunal determines the allocation of staff to Members of the Legislative
Council. Members will be entitled to either one or two staff members, depending on their party and
position. The Secretary/Research Assistant will be located in the Member’s Office at Parliament House and
will work with a large degree of independence as the member may often be absent during parliamentary
sittings and when attending to other related commitments.

Key Outcomes/Accountabilities

e Prepare correspondence, including letters, newsletters, press releases, speeches, research papers,
drafting instructions, reports and minutes

Provide a reception service and respond and direct inquiries from constituents, members, media and
other internal and external sources

e Undertake office administration including establishment of office systems, organisation of mail, filing
and records management

e Manage the procurement of stationery supplies and organise maintenance and replacement office
equipment.

e Coordinate the member’s diary, organise appointments, assist the member to prepare for meetings,
and arrange travel and accommodation.

e Manage the member’s personal and Parliamentary records, allowances and other entitlements.

e Respond to research and information requests and provide both written and oral advice to the
member.

e Undertake word processing and provide other information technology support to the member,
including production of labels and mail merge documents.

Key Challenges and Influences

e Planning and prioritising high volumes of work with conflicting and critical deadlines, particularly on
sitting days.

e Attending to inquiries from ministers, members, government departments and members of the public




while displaying tact, discretion and diplomacy.

Responding quickly to requests from the member for information.

Knowledge, skills and experience — selection criteria

Excellent oral and written communication skills including well developed interpersonal abilities
Experience in dealing with a variety of people in circumstances requiring tact, discretion and diplomacy.

Proven analytical skills and sound experience in undertaking research and presenting concise and sound
information and briefings.

Sound office administration skills and experience in using information technology to undertake duties.

Demonstrated initiative and proven capacity to work unsupervised, prioritise work and meet strict
deadlines.

Understanding of parliamentary functions, including the passage of legislation and workings of
Government.




LEGISLATIVE ASSEMBLY
POSITION DESCRIPTION

Department: Legislative Assembly
Position title: Electorate Officer

Reports to: Member of the Legislative Assembly
Salary range:

Positions reporting to this position: None

Purpose

Electorate officers are the initial point of contact for all constituent enquiries. The role involves administrative and secretarial
functions to support the Member and ensure the efficient operation of the electorate office.

Hours of work

The ordinary hours of work are 9am to 5pm, Monday to Friday, with one hour for lunch. These apply irrespective of whether
duties are performed at the electorate office or Parliament House. An All Incidence of Employment Allowance is paid to
compensate for any reasonable overtime worked. A Higher Duties Allowance is also in place.

Location

The primary place of work for an electorate officer is the Member’s electorate office and if directed, Parliament House.

Key accountabilities and skills (shall include some or all of the following)

Interpersonal:

e good listening, judgement and empathy to provide the initial point of contact and information for constituent
enquiries, both written and verbal

¢ liaise with community stakeholder groups, constituents, government and non-government agencies.

Oral and written communication:
e present often complex ideas and issues in a clear and concise manner

e communicate information clearly and concisely by making representations on behalf of constituents to various
government agencies and non-government organisations, and maintaining confidentiality

e to gather, comprehend and analyse complex information
¢ inform the Member and other electorate office staff of constituent or community group issues within the constituency
e prepare briefing notes, submissions, speeches, newsletters, media releases and correspondence

e understand the use of contemporary media including social media communication.

Political awareness:
e understand parliamentary procedures and processes
e understand the Australian political system, and the structure and operation of political parties

e be alert to issues impacting on community groups, organisations, and the media.



Key accountabilities and skills continued (shall include some or all of the following)

Research and analytical:
e undertake in-depth research and analysis of policy and legislation

Planning and organisational:

e  assist in the day-to-day running of the electorate office, including providing secretarial support to the Member, filing,
and documenting and reconciling petty cash.

Selection criteria

Excellent oral communication and interpersonal skills including the ability to hear from and liaise with community groups,
government and non-government organisations, and the media.

Excellent writing skills including the ability to prepare correspondence, briefing notes, submissions, speeches, newsletters
and media releases.

Demonstrated superior organisational skills to work effectively under pressure and manage competing priorities and
deadlines.

Demonstrated capacity to exercise sound judgement and ability to perform at a high standard under limited supervision and
within a team environment.

An interest in, and understanding of, the Australian political context and Australian parliamentary procedures and processes.
Good word processing/keyboard and computer skills in an office environment.

Demonstrated research and analytical skills including the ability to analyse policy and legislation.

Decision-making and reporting relationships

e Seek advice from the Member on relevant, contentious or politically sensitive issues raised by constituents, community
groups or the media.

e Keep the Member up to date and informed about a range of policy issues and the progress of legislation.
e Refer all written documentation to the Member for sign-off and approval
e  Provide guidance and support to staff employed in the electorate office

e The electorate officer reports to the Member and receives direction and guidance from the senior electorate officer.

Other relevant information
e The successful applicant will be appointed under the provisions of the Members of Parliament Staff Act 2013.

e Remuneration for an electorate officer includes an All Incidence of Employment Allowance to compensate for any
reasonable overtime worked. Members and electorate officers should consult about workload issues to ensure that
unreasonable hours are not worked.

e Electorate officers are not permitted to engage in activities of a direct electioneering or political campaigning nature
during ordinary hours of work nor as part of their role. Political party membership and participation in any party
activities are voluntary. Attendance at party meetings or functions is in the individual’s own time. In the
case of electorate officers working for independent Members, this restriction applies to participation in
activities that are reasonable alternatives to participation in the activities of recognised political parties.

Please forward a signed copy of this position description to Human Services, Department of Parliamentary Services (DPS).

CERTIFICATION

Member’s Signature: Date:

Employee’s Signature: Date:



LEGISLATIVE ASSEMBLY
POSITION DESCRIPTION

Department: Legislative Assembly

Position title: Senior Electorate Officer

Reports to: Member of the Legislative Assembly
Salary range:

Positions reporting to this position: Electorate officers, short term relief

Purpose

The senior electorate officer’s primary function is to be the initial point of contact for all constituent enquiries. The role
involves assuming overall responsibility for the day-to-day management of the electorate office and supervision of staff, both
on-going and short term relief, to ensure efficient and effective operations.

Hours of work

The ordinary hours of work are 9am to 5pm, Monday to Friday, with one hour for lunch. These apply irrespective of whether
duties are performed at the electorate office or Parliament House. An All Incidence of Employment Allowance is paid to
compensate for any reasonable overtime worked. A Higher Duties Allowance is also in place.

Location

The primary place of work for a senior electorate officer is the Member’s electorate office and if directed, Parliament House.

Key accountabilities and skills (shall include some or all of the following)
Interpersonal:
e good listening, judgement and empathy to provide the initial point of contact and information for constituent
enquiries, both written and verbal

e liaise with community stakeholder groups, constituents, government and non-government agencies.
Oral and written communication:

e present often complex ideas and issues in a clear and concise manner

e communicate confidential information clearly and concisely by making representations on behalf of constituents to
various government agencies and non-government organisations

e  to gather, comprehend and analyse complex information
¢ inform the Member and other electorate office staff of constituent or community group issues within the constituency
e prepare briefing notes, submissions, speeches, newsletters, media releases and correspondence

e understand the use of contemporary media including social media communication.
Political awareness:

e understand parliamentary procedures and processes
e understand the Australian political system, and the structure and operation of political parties

e be alert to issues impacting on community groups, organisations, and the media.



Key accountabilities and skills (shall include some or all of the following) continued

Research and analytical:

e undertake in-depth research and analysis of policy and legislation
e keep up to date with developments in policy and social issues
e maintain an interest in current affairs and ability to recognise issues of importance and relevance to the Member.

Planning and organisational:

e take control of day-to-day management of the electoral office, delegate tasks and responsibilities and provide
supervision and direction as needed.

Selection criteria
Excellent oral communication and interpersonal skills including the ability to liaise with community groups, government and
non-government organisations, and the media.

Excellent writing skills including the ability to prepare correspondence, briefing notes, submissions, speeches, newsletters and
media releases.

Demonstrated superior organisational skills to work effectively under pressure and manage competing priorities and deadlines.

Demonstrated capacity to exercise sound judgement and ability to perform at a high standard under limited supervision and
within a team environment.

Demonstrated ability to undertake responsibility for the day-to-day management of the electorate office and undertake
supervisory responsibility of staff.

An interest in, and understanding of, the Australian political context and Australian parliamentary procedures and processes.
Good word processing/keyboard and computer skills in an office environment.

Demonstrated research and analytical skills including the ability to analyse policy and legislation.

Decision-making and reporting relationships
e Seek advice from the Member on relevant, contentious or politically sensitive issues raised by constituents,
community groups or the media.
e Keep the Member up to date and informed about a range of policy issues and the progress of legislation.
e  Refer all written documentation to the Member for sign-off and approval.
e Manage office expenditure within the limits and guidelines as prescribed by the Parliament.

e The senior electorate officer reports to the Member and provides guidance and supervision to the electorate
officers and any short term relief staff (STR).

Other relevant information
e The successful applicant will be appointed under the provisions of the Members of Parliament Staff Act 2013.

e Remuneration for a senior electorate officer includes an All Incidence of Employment Allowance to compensate for
any reasonable overtime worked. Members and electorate officers should consult about workload issues to ensure
that unreasonable hours are not worked.

e Electorate officers are not permitted to engage in activities of a direct electioneering or political campaigning nature
during ordinary hours of work and as part of their role. Political party membership and participation in any party
activities are voluntary. Attendance at party meetings or functions is in the individual’s own time. In the
case of electorate officers working for independent Members, this applies to participationin
activities that are reasonable alternatives to participation in the activities of recognised political parties.

Please forward a signed copy of this position description to Human Services, Department of Parliamentary Services (DPS).

CERTIFICATION

Member’s Signature: Date:

Employee’s Signature: Date:



LEGISLATIVE COUNCIL

Position Details

Department: Department of the Legislative Council

Position title: Government Whips Adviser — Office of the Whips
Reports to: Whip

Salary range: Clerk Grade 7/8

Positions reporting to this position: Secretary/ Research Assistant in the Office of Government
Whip/Opposition Whip.

Purpose

In consultation with the [Government/Opposition] Leader’s office, coordinate the effective

functioning of the activities of the House including compliance with parliamentary processes

and procedures; and provide high-level administrative coordination and support to the

[Cgif?vernment/Opposition] Whip to ensure the ongoing and effective operation of the Whip’s
ice.

Hours of work

The ordinary hours of work are - Non-sitting days 9am-5pm — Sittings Days from 7.30am
until the House rises.

With the current allowance to stay in place to compensate the extra hours of work which is
custom and practice.

Location
The primary place of work is at Parliament House.

Key accountabilities and skills

o Represent the Office of the [Government/Opposition] Whip in a responsible and
professional manner in dealings with Government, Opposition, Cross Bench,
Parliamentary staff and stakeholders.

e To deal with matters requiring attention, or refer them to the appropriate person in the
absence of the [Government/Opposition] Whip

e Provide administrative and secretarial support to the [Government/Opposition] Whip
including diary management, records management, data analysis, preparation of
correspondence and other related arrangements; and screening of telephone calls and



emails to the Office

Liaise and communicate the instructions of the House with various office holders
including Party Leaders, Cross Bench, [Government/Opposition] Whip office, Ministers,
Shadow Ministers and Members

Provide advice on the parliamentary agenda for the day and support the Office of the
Whip to fulfil parliamentary functions by coordinating the daily agenda forf[Government
and/or Opposition Members

Coordinate all administrative activities for the House and determine priorities including
management of the list of speakers for legislative debates in consultation with members
including adjournment debate and Private Members Statements. [

Work with [Government/Opposition] Members, the Government/Opposition] Whip and
the Leader’s office to support the effective operation of the House

Co-ordinate advice of committee substitutions for the Whip, including for Estimates
hearings

Manage, direct and motivate team members to foster a cohesive team environment to
meet the aims and objectives of the Office.

Arrange in-house events and meetings of the [Government/Opposition] Whip and
undertake special projects as required.

Supervise the tasks undertaken by the [Government/Opposition] Whip’s
Secretary/Research Assistant.

Key Relationships

Reporting relationships:
Reports to the [Government /Opposition] Whip

Working relationships:
Liaises and works cooperatively with the [Government/Opposition\ Whip; Procedure
office; Parliamentary staff, Premier’s Office/Leader of the Opposition’s office,; LC
Leader Office; Legislative Assembly’s Whips office, Ministers/Shadow Ministers;
Members and Ministerial staff

Selection Criteria

1
2
3

In depth knowledge of Parliamentary rules and procedures and the order of the House.
Highly developed communication, negotiation and stakeholder liaison skills.

Highly developed Initiative, sound judgement and problem solving skills and an ability to
manage deadlines and multiple tasks within tight timeframes.

Demonstrated high level interpersonal, negotiation and oral communication skills, including
capacity to deal with a diversity of people at all levels and develop relationships with key
stakeholders.

Superior experience in handling confidential information and capacity to provide impartial
advice and exercise sound strategic judgement, tact and discretion in the management of
sensitive information.

Excellent organisational skills with demonstrated ability to manage and coordinate
administrative and Procedural activities for the House.

High level time management skills including the ability to balance competing priorities, meet
strict deadlines and demonstrate attention to detail.

High-level experience in office administration and proficiency in a variety of word processing
and IT based software packages including Word, Excel and Powerpoint.

Has a good understanding and awareness of the political environment of the workplace.



Other relevant information

» The successful applicant will be appointed under the provisions of the Members of Parliament
Staff Act 2013.

* The position holder is not permitted to engage in activities of a direct electioneering
or political campaigning nature during ordinary hours of work nor as part of their role.
Political party membership and participation in any party activities are voluntary.
Attendance at party meetings or functions is in the individual’'s own time.

¢ With the current allowance stay in place to compensate the extra hours of work which
is custom and practice.

President’s Signature: Date

Employee’s Name: Date

Employee’s Signature: Date:



LEGISLATIVE ASSEMBLY
POSITION DESCRIPTION

Department: Department of the Legislative Assembly
Position title: Executive Assistant — Office of the Whips

Reports to: Whip
Salary range: Clerk Grade 7/8

Positions reporting to this position: On Sitting days Supervisory responsibilities Supervises work of one electorate officer/staffer
in Office of Government Whip/Opposition Whip.

Purpose

In consultation with the Leader of the House, coordinate the effective functioning of the activities of the House including
compliance with parliamentary processes and procedures; and provide high-level administrative coordination and support to
the Government Whip/Opposition Whip to ensure the ongoing and effective operation of the Whip’s Office.

Hours of work
The ordinary hours of work are - Non-sitting days 9am-5pm — Sittings Days from 7.30/8.00am till House rises.
With the current allowance stay in place to compensate the extra hours of work which is custom and practice.

Location

The primary place of work is at Parliament House.

Key accountabilities and skills

e  Represent the Office of the Government Whip/Opposition Whip in a responsible and professional manner in
dealings with Government, Opposition, Parliamentary staffers and stakeholders and deal with matters requiring
attention, or refer them to the appropriate person in the absence of the Government Whip/Opposition Whip

e  Provide administrative and secretarial support to the Government Whip/Opposition Whip including diary
management, records management, data analysis, preparation of correspondence and other related
arrangements; and screening of telephone calls and emails to the Office
Liaise and communicate the instructions of the various office holders such as Leader of the House to the Whip,
Opposition Whip, Ministers, Shadow Ministers and Members

e  Provide advice to the Whip on the Government agenda for the day and support the Office of the Whip to fulfil
parliamentary functions by coordinating the daily agenda for Government and/or Opposition Members

e  Coordinate all administrative activities for the House and determine priorities including management of the list
of Speakers for legislative debates in consultation with Government Members, Private Members Statements,
Notification of Divisions and motions on non-Government sitting days

e  Manage Member leave lists and in-house Directory of Ministers, Shadow Ministers and Members of Parliament

e  Research and coordinate statistical materials on House Business which facilitate informed decision making

e  Work with Government Members/Opposition Members, the Government Whip/Opposition Whip and the Leader
of the House to support the effective operation of the House

° Manage, direct and motivate team members to foster a cohesive team environment to meet the aims and
objectives of the Office.

e Arrange in-house events and meetings and undertake special projects as required.
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Key Relationships

e Reporting relationships:
Reports to the Government Whip/Opposition Whip

e Working relationships:
Liaises and works cooperatively with the Deputy Whip; National Whip; Government/Opposition Whip; Table office;
Premier’s Office; Ministers/Shadow Ministers; Members and Ministerial staff

Selection Criteria

1 Indepth Knowledge of Parliamentary rules and procedures and the order of the House.

2 Highly developed communication, negotiation and stakeholder liaison skills.

3 Highly developed Initiative, sound judgement and problem solving skills and an ability to manage deadlines and multiple tasks
within tight timeframes.

4  Demonstrated high level interpersonal, negotiation and oral communication skills, including capacity to deal with a diversity of
people at all levels and develop relationships with key stakeholders.

5 Superior experience in handling confidential information and capacity to provide impartial advice and exercise sound strategic
judgement, tact and discretion in the management of sensitive information.

6 Excellent organisational skills with demonstrated ability to manage and coordinate administrative and Procedural activities for
the House.

7 High level time management skills including the ability to balance competing priorities, meet strict deadlines and demonstrate
attention to detail.

8 High-level experience in office administration and proficiency in a variety of word processing and IT based software packages
including Word, Excel and Powerpoint.

Other relevant information
e The successful applicant will be appointed under the provisions of the Members of Parliament Staff Act 2013.

e The position holder is not permitted to engage in activities of a direct electioneering or political campaigning nature
during ordinary hours of work nor as part of their role. Political party membership and participation in any party
activities are voluntary. Attendance at party meetings or functions is in the individual’s own time.

e With the current allowance stay in place to compensate the extra hours of work which is custom and practice.

Speaker’s Signature: Date:

Employee’s Name:

Employee’s Signature: Date:
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LEGISLATIVE ASSEMBLY
POSITION DESCRIPTION

Department: Legislative Assembly

Position title: Research Officer — Independent Member of the Legislative Assembly
Reports to: Member of the Legislative Assembly

Salary range: A & C Clerk Grade 9/10

Positions reporting to this position: Nil

Purpose

The position of the Research Officer provides a high level of research advice and coordination to an Independent Member of
the Legislative Assembly, including undertaking research, policy and legislative analysis, stakeholder engagement and
negotiation, speech and submission writing, and developing media content and strategy on significant policy issues.

Hours of work

The ordinary hours of work are 9am to 5pm, Monday to Friday, with one hour for lunch. These apply irrespective of whether
duties are performed at the electorate office or Parliament House.

Location

The primary place of work for a Research Officer is either the Member’s electorate office or Parliament House.
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Key accountabilities and skills (shall include some or all of the following)
Interpersonal:

e liaising with stakeholder groups, government and non-governmentagencies, and constituents on research
areas
e excellent listening, judgement and understanding of issues from varying stakeholder perspectives

Oral and written communication:
e drafting complex documents, including legislation and drafting instructions

e analyse and present often complex ideas and issues in a clear and concise manner

e communicate confidential information clearly and concisely with various Ministers, members, members’ staff,
government agencies and non-government organisations

e research, comprehend and analyse complex information
e prepare briefing notes, submissions, speeches, newsletters, media releases and correspondence

e understand the use of contemporary media including social media communication.
Political awareness:

e understand parliamentary procedures and processes
e understand the Australian political system, and the structure and operation of politicalparties

e be alert to issues impacting the community, organisations, and the media

Research and analytical:

e undertake in-depth research and analysis of policy and legislation
e keep up to date with developments in policy and social issues
e maintain an interest in current affairs and ability to recognise issues of importance and relevance to the Member.

Planning and organisational:

e Sound organisational and project management skills with an ability to prioritise competing tasks, and meet deadlines in an at
times demanding environment.
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Selection criteria

Excellent research and analytical skills including the ability to analyse policy and legislation with a state-wide context, and
make recommendations to the member.

Excellent writing skills including the ability to prepare correspondence, draft instruments, briefing notes, submissions,
speeches, newsletters and media releases.

Excellent oral communication and interpersonal skills including the ability to liaise with community stakeholder groups,
government and non-government organisations and the media.

Demonstrated superior organisational skills, capacity to exercise judgement and ability to work both individually and within a
team environment.

Demonstrated capacity to exercise sound judgement and ability to perform at a high standard under limited supervision and
within a team environment.
Demonstrated understanding of the political and legislative environment, processes and procedures.

A good understanding of, and competence in, the use of contemporary media.

Sound word processing/keyboard and computer skills in an office environment.

Decision-making and reporting relationships

e Maintaining responsibility for project management involving research, legislation analysis and
development, and stakeholder engagement

e Keeping the Member informed about the progress of policy issues and the progress oflegislation.
e Media comment in line with any approvals from the Member.

Other relevant information
e The successful applicant will be appointed under the provisions of the Members of Parliament Staff Act 2013.

e Research Officers, like other members’ staff are not permitted to engage in activities of a direct electioneering or
political campaigning nature during ordinary hours of work and as part of their role. Political party membership
and participation in any party activities are voluntary. Attendance at party meetings or functions is in the
individual’s own time. In the case of officers working for independent Members, this applies to participation in
activities that are reasonable alternatives to participation in the activities of recognised political parties.

Please forward a signed copy of this position description to Human Services, Department of Parliamentary Services (DPS).

CERTIFICATION

Member’s Signature: Date:

Employee’s Signature: Date:
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PARLIAMENT OF NEW SOUTH WALES
POSITION DESCRIPTION

POSITION NO:

POSITION TITLE Adviser — Leader (LC) or Deputy Leader Opposition

CLASSIFICATION

DEPARTMENT/SECTION Leader (LC) / Deputy Leader of the Opposition (LA/LC)

NAME OF POSITION HOLDER

SIGNATURE OF POSITION HOLDER

POSITION TITLE OF SUPERVISOR Leader of the Opposition LC
Deputy Leader of the Opposition LC
Deputy Leader of the Opposition LA

SIGNATURE OF EMPLOYING MEMBER

POSITION ANALYST DATE

SIGNATURE
CHIEF EXECUTIVE, PARLIAMENTARY SERVICES

DATE POSITION DOCUMENT IS APPROVED / /
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Position Description Adviser — Opposition

PURPOSE OF POSITION

The Adviser conducts advanced research, analysis and policy development on complex issues and
provides expert procedural support to the Leader or Deputy Leader of the Opposition in either
House of the Parliament. They must have an advanced knowledge of the procedures of both the
Legislative Assembly and the Legislative Council and expert writing and editing skills (including the
ability to present complex information clearly and accurately, in a persuasive way).

The Adviser builds and maintains relationships with the Leader or the Deputy Leader of the
Opposition's key stakeholders, responds to and resolves complex enquiries from other Members or
their staff in respect of policy or political matters affecting the NSW Opposition and they must have
expert judgment to make critical decisions in a highly political environment while maintaining the
confidentiality and confidence of the Leader or Deputy Opposition Leader.

The Adviser builds and maintains relationships with media organisations, editors and press gallery
journalists on behalf of the Leader or Deputy Leader of the Opposition. They must devise, pitch and
deliver content at an advanced level for print, TV and radio media and have expert skill in crisis
communications handling.

The Adviser must have advanced project management skills including the ability to take initiative,
balance competing priorities and heavy workloads and meet strict deadlines in a high pressure, high
volume work environment.

The Adviser must also have advanced influencing, negotiation and interpersonal skills in order to
effectively interact with Members of Parliament across all political parties and the crossbench. The
Adviser also uses sound interpersonal skills in dealings with parliamentary staff and the general
community.

REPORTING STRUCTURE

Supervisor
Leader or Deputy Leader of the Opposition
Reporting to this position

None

KEY RESULT AREAS/KEY ACCOUNTABILITIES

Undertaking research and analysis, to provide written and oral advice to the member on
Opposition policy, issues and on bills and amendments before the Parliament.

Provide strategic support and advice to the Leader or Deputy Leader on policy and
procedural strategy including responding to inquiries from constituents, Ministers,
members, media and other internal and external sources.

Manage relationships with media stakeholders including providing sound advice and
support on critical messaging.

The adviser may be required to act as a link between the staff and advisers in the Leader of the
Opposition’s Office in the LA, and the Opposition members in the LC, and to liaise with cross bench

Department of Parliamentary Services 2/4



Position Description Adviser — Opposition

members in the LC on amendments to bills, orders for papers, committee inquiries and other
matters.

The Adviser to the Leader or Deputy Leader of the Opposition in the Legislative Council will also
require superior knowledge of Parliamentary law and practice, the LC committee system, and will
work directly with the Leader or Deputy Leader in co-ordinating the functions of the Opposition in
the House. This will include close liaison with members of the Opposition, the cross bench and
government members, as well as the staff of respective members.

KEY CONTEXT

The Adviser, Leader or Deputy Leader of the Opposition provides a key support role in
supporting their member in their capacity as the leader or deputy leader of the largest non-
government party (or coalition of parties) in the Legislative Assembly or the Legislative
Council.

The Adviser role provides a critical supporting role to the Leader or Deputy Leader’s
establishment and negotiation of the Opposition's policies and strategies and the Leader or
Deputy Opposition Leaders’ role in questioning and scrutinising the Government.

CHALLENGES

Under direction from the Leader or Deputy Leader of the Opposition or relevant political
party decisions, negotiating with stakeholders in relation to the development of Opposition
policy, including ministers, members, government departments and the public with tact,
discretion and diplomacy.

Managing relationships with media outlets and critical messaging.

Planning and prioritising high volumes of work with conflicting and critical deadlines.
Developing and maintaining familiarity with parliamentary proceedings and understanding sittings of
Parliament.

KNOWLEDGE, SKILLS & EXPERIENCE - Selection Criteria:

1. Tertiary qualifications in Communications, Government or Public Policy, or another
relevant discipline, and at least three years' relevant experience, or at least six years
relevant experience within an Australian Parliamentary jurisdiction.

2. Expert political judgement and experience in handling confidential information and
ability to display tact, discretion and diplomacy.

3. Expert written communication skills including the ability to prepare complex
correspondence, briefing notes, submissions, speeches, newsletters and media
releases.

4. Expert crisis communications handling skills, as well as advanced skill in devising and
delivering communications content for print and broadcast media
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Position Description Adviser — Opposition

5. Advanced oral communication and interpersonal skills including the ability to liaise
with a wide range of people including Ministers, members, representatives from
government and non-government organisations, community groups and
constituents.

6. Advanced research, analysis and policy development and project management skills.

Advanced political awareness and knowledge and understanding of parliamentary
functions, including parliamentary procedure, the passage of legislation and the
machinery of Government.

8. Advanced skills and experience in building and maintaining relationships with media
organisations and senior journalists.
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Annexure 5

Mandatory Training

The following training is mandatory and must be completed within the first 6 months of employment. Where
indicated, referesher training is required annually.

e Members’ Staff Induction
e WHS for all staff
e Code of Conduct — Members staff

e Public Interest Disclosure for People Leaders
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