| NSW Department of Education

Student Support Officers Conditions of Employment

Information for student support officers about conditions of employment.

Types of employment

A Student Support Officer (SSO) is a non-teaching, school-based staff member with experience in working with young
people to improve their wellbeing and mental health. SSOs can be employed to an ongoing position or engaged to a
temporary position to backfill against leave.

Role description

SS0Os work within the school community to enhance student wellbeing and learning outcomes in partnership with the
wellbeing team and the school counselling service. SSOs may be required to complete a wide range of duties that support
student wellbeing and learning outcomes. The Student Support Officer role description can be viewed on the intranet.

Hours of work

Full time SSOs are contracted and paid to work a 35-hour week, 5 days a week for 7 hours per day, excluding breaks.
They are required to work during student vacation periods unless on a form of approved leave. During term time, SSOs
must perform all of their duties from their respective school.



Flexible working hours agreement

SSOs are covered by the Department's Flexible Working Hours Agreement 2022 (the Flex Agreement). In agreement with
the principal, an SSO can work beyond 7 hours on a day and accrue the additional time as flex leave. Days of flex leave
can be taken with the approval of the principal. There are a range of resources available on the intranet in relation to

flex.

In line with the Flex Agreement, SSOs are able to take up to 6 flex leave days in any 12 week settlement period. Requests
for flex days will be subject to operational requirements of the school, prior approval and are generally only approved
during the student vacation periods.

Break and meal times

The standard lunch break is 1 hour. In accordance with the Flex Agreement, an SSO may reduce their lunch break to a
minimum of 30 minutes or increase it up to a maximum of 3 hours in agreement with their principal.

Provided that the discharge of public business is not affected, an SSO may take a morning tea break of up to 10 minutes
and an afternoon tea break of up to 10 minutes. Morning and afternoon tea breaks are paid and should not be recorded as
break times on the flex sheet.

Rates of pay

The current rates of pay for SSOs can be found on Pay and allowances. The SSO salary was established under the Social
Workers Various Departments Agreement no 2374 of 1982 and is increased in line with the public sector salary outcome

each year.



Leave entitlements

SSOs are entitled to leave in accordance with the Crown Employees (Public Service Conditions of Employment) Award
20009.

Further information on leave can also be found in the Public Service Industrial Relations Guide.

SSOs are entitled to 4 weeks (20 days) of recreation leave per year. Part time employees accrue recreation leave on a pro
rata basis. Applications for recreation leave during school term time are based on prior approval from the principal and
subject to operational requirements.

Study Leave

SSOs may be eligible for study time in accordance with clause 86 of the Crown Employees (Public Service Conditions of
Employment) Reviewed Award 2009.

Principals determine the approval for study time in accordance with clause 86.1 in discussion with the SSO.

Overtime
Any plans to work outside of the bandwidth hours need to be approved in advance by the principal.

If an SSO is required to be on duty before 7:30 AM or after 6:00 PM, the SSO is entitled to claim overtime. It is entirely a
matter for the individual SSO to determine whether they wish for this time to be compensated at either:

® the relevant overtime rate, or

® to have an equivalent amount of time off in lieu.



Whether Student Support Officers will be entitled to overtime will depend on whether they are required to be on duty
outside of the flex time bandwidth, or not. For example, if they are required by their principal (or delegate) to perform
duties after 6:00 PM whilst at a school camp (for example, performing administrative tasks, participating in student
wellbeing activities or facilitating a wellbeing program), then they will be entitled to overtime for that time worked.
However, if they are not required to be on duty outside of the flex time bandwidth, then they will not be entitled to
overtime compensation.

Claims for payment of approved overtime are made through the SAP portal.

Attendance records

SSOs must record their attendance in accordance with the provisions in section 10.3 of the Finance in Schools Handbook.
The school sign on process may be printed or electronic as determined by the principal.

Working alone

SSOs may be required to work alone from time to time. Principals (or delegates) must plan and manage risks associated
with working alone.

Health, Safety and Staff Wellbeing's working alone,_in isolation or remote areas factsheet outlines the process for
managing the risks of working alone or in isolation. Principals should also review the risk management procedure.
Principals can also seek advice from their risk management advisor.

Student vacation periods

SSOs are required to be on duty during the student vacation periods unless they are taking an approved form of leave.
Principals and SSOs should plan for vacation periods and the work that will be completed.



During vacation periods, an SSO may be approved to work from their school, one of the local education offices of the
Department, in a neighbouring school with another SSO, or from home. This will be dependent on the SSO having the
appropriate safe alternative workplace set up at home. SSOs and their principals should refer to working_arrangements
for student support officers and school psychologists during student vacation periods.

SSOs and their managers may wish to use the SSO holiday workplan template to assist in planning for student vacation
periods.

Christmas closedown

All areas of the NSW government sector not involved in the delivery of front line services are encouraged to shut down
over the Christmas/New Year period. Employees not involved in the delivery of necessary services are encouraged to take
leave the closedown period. Information for SSOs and their principals on planning for the closedown can be found on the
Christmas Closedown page.

Probation

On commencement of the position a probation period of 6 months applies. It is during the probation period that any
performance or conduct concerns are raised with the Student Support Officer by the supervisor, discussed and a plan for
addressing/supporting required changes is established. The Student Support Officer can be directed to modify their
Performance and Development Plan to support performance concerns.

Principals can contact Professional and Ethical Standards (PES), for advice and assistance.

Performance and development plan

An effective performance and development process aligns the goals of an individual staff member with the School
Excellence Plan, Department of Education Strategic Plan and the Premier’s Priorities.




The performance and development plan process strengthens an individual’'s work by helping them develop their skills
with support from their principal and supervisor.

The performance and development process ensures that SSOs:

® have clear work goals and understand what is expected of them

® have the opportunity to identify and work towards career goals

® engage in meaningful conversations about their work and development and are supported to be the best they can be
® receive fair and regular feedback about how they are performing

® are recognised for their contribution to the school

® Dbuild a strong focus and commitment to student and school outcomes, with work goals aligned to the school plan and

priorities.

Performance and Development Plans (PDP) are mandatory for all Student Support Officers, and must be developed within
the first three months to support workplans.

For further information on the PDP process, please contact the Performance and Accreditation team at
PerformanceAndAccreditation@det.nsw.edu.au.

Rural and remote incentives

SS0Os employed in schools in rural and remote areas may be eligible for a rural and remote incentive allowance. Further
information is available on the department website.




Travel

If an SSO is required to travel in carrying out their duties, a Blank Authority to Travel should be completed in SAP. Travel
should only be undertaken with the approval of the Principal, and as part of an agreed workplan in line with the Travel
Guidelines.

For assistance in applying for the motor vehicle allowance, please contact EDConnect.
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