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1 [bookmark: _bookmark9]Procedure
1.1 Purpose
1.1.1	To outline the process for temporary reassignment of employees between Office of Sport workplaces to meet operational requirements while ensuring fair treatment, legal compliance and clear, consistent decision-making.
1.2 [bookmark: _bookmark10]Consultation and Notice
1.2.1	Shifts required to be filled at other Centres will be communicated and provided in writing to staff.
1.2.2	Every effort will be made to provide at least four (4) weeks’ notice.
1.2.3	The consultation period will begin on the date staff are formally notified of the requirement to cover shifts at alternative work locations and will conclude eight days from that date.
1.2.4	Staff who feel they are unable on that occasion to be temporarily reassigned will be required to provide their reason/s in writing within seven (7) days from formal notification. Whilst these reasons will be considered, this does not guarantee that reassignment will not occur.  If no response is received within that timeframe, decisions will be made on the basis of operational requirements, and it will be deemed that the staff member has accepted the temporary reassignment.
1.2.5	It is expected that as the notice period for a temporary reassignment increases, employees will be able to make reasonable alternative arrangements to support participation in the reassignment.  Submissions asserting an inability to temporarily be reassigned will be assessed, amongst other matters referred to in the assessment criteria, the notice period provided.
1.2.6	Where no work is available at the staff member’s Centre, the staff member may be required to utilise accrued leave.
1.2.7 	Staff will be invited to indicate their preferred locations prior to each school term via the approved Microsoft Form.  Where practicable, these preferences will be accommodated subject to equity principles (i.e., fairness, consistency, and the balanced distribution of opportunities across staff), cost implications, etc; however, final allocations remain subject to operational requirements, and this may result in employees not being assigned to their preferred location.

1.3 Review of submissions re inability to undertake a temporary reassignment
1.3.1	Submission Details
Submissions must be provided to the Program Coordinator of the employee’s home Centre and be received within seven (7) days of the communication being issued to staff, and must include:
· Full details of the reason/s for the inability to undertake the temporary reassignment, including what the responsibilities entail.
· Why the notice period given was insufficient for the employee to make alternate arrangements.
· Why it is not possible to make alternate arrangements for the proposed period.
1.3.2	Expectation to make reasonable alternative arrangements.
Employees are expected to make reasonable alternative arrangements where practicable to enable participation in temporary reassignments.  Where a longer notice period has been provided, it is expected that employees will have an increased capacity to make such alternative arrangements.  The adequacy of notice provided will be a relevant and documented factor in the review of any submission.  
1.3.3	Assessment Process
1.3.3.1	All submissions by employees are to be submitted to the employee’s Program Coordinator within seven (7) days of being communicated.
1.3.3.2	Within 24 hours of receipt, the Program Coordinator will send the employee’s submission to the Program Workforce Planning Coordinator (PWPC), Customer Operations.  	The PWPC will review the employee’s submission and assess it against the assessment criteria, and, if required, obtain advice from People & Culture.  A recommendation will be made to the relevant Centre Operations Manager.
1.3.3.3	Assessment Criteria
· Medical or Health factors:  
· Whether the reassignment poses a genuine and substantiated risk to the employee’s health or safety.
· Consideration of any medical information provided.
· Caring or Dependant Responsibilities:
· The nature and extent of primary caring responsibilities.
· Whether reasonable alternative care arrangements could be made by the employee for the duration of the reassignment.
· Work Health and Safety Risks:
· Whether identified risks at the host workplace can be reasonably mitigated.  For example, this may include situations where an employee does not hold the required qualifications, certifications, or training to safely perform specific tasks at the alternate location. 
· Other Considerations
· The adequacy of notice provided will be taken into account. Where a longer notice period is given (for example, more than four (4) weeks), it is expected that employees will have a greater capacity to make alternative arrangements. 
· Submissions must address the criteria outlined in clause 1.3.1. Submissions that do not provide sufficient detail may be declined. 
· If no submission is received within seven (7) days of notification of available shifts at other Centres, the staff member will be deemed to be available for temporary reassignment.
1.3.3.4	Matters not normally supporting a submission.
Submissions will not be supported solely on the basis of:
· Personal preference.
· Convenience.
· General dissatisfaction with the reassignment.
· Circumstances where reasonable alternative arrangements could have been made, particularly where adequate notice was provided.
1.3.4	Decision by Centre Operations Manager
	Following review of submissions, the PWPC will make recommendation to the Centre Operations Manager at the staff member’s home Centre.
The Centre Operations Manager will consider the recommendation of the PWPC. If the Centre Operations Manager does not accept the PWPC’s recommendation, the matter must be escalated to the relevant Director for review before a decision is finalised. The Centre Operations Manager, in consultation with the Director, will then make the final decision regarding the employee’s reassignment for that occasion.

1.3.5	Communication of Outcomes by Centre Operations Manager
· Employees will be notified of the outcome in writing (email is preferred).
· Where a submission is not supported, reasons will be provided with reference to the assessment criteria.
· Where appropriate, reasonable adjustments or mitigation may be considered.
1.4 Meals, Accommodation and Travel
1.4.1	The provisions of the Crown Employees (Public Service Conditions of Employment) Reviewed Award 2009 will apply.  Reference should be made to section 3 entitled “Travel Arrangements”.
1.4.2	General information relating to meals, accommodation and travel:
· Nights away will only be counted as a night on the employee’s roster where they are rostered for duty and/or on call.
· Whilst re-assigned, both on and off duty, meals (applicable breakfast, lunch and dinner) are provided by the Host Centre.  Reimbursement of costs for offsite meals will not be approved where a meal is made available by the Centre.  
· A daily incidental allowance may be claimed (under Clause 26.8.1(b) of the Award). There is no other additional allowance for living away from home where meals and accommodation are provided. 
·  Any OoS vehicle usage needs to be reasonable, in accordance with the Motor Vehicle Policy, must specify destination in advance to the Program Coordinator/Centre Manager and requires Centre Manager approval.  
1.5 Responsibilities
· Centre Operations Managers:  
· Identify operational need, apply this procedure consistently, and document decisions;
· Consider the PWPC’s recommendation and make the final determination on exemption from reassignment requests;
· Provide written notification of the outcome (preferably by email) including reasons where a submission is not supported, with reference to the assessment criteria;
· Consider reasonable adjustments or mitigation where appropriate.
· Program Coordinators:  
· Notify staff in writing (preferably by email) of temporary reassignment dates to be filled at other Centres, ensuring dates and details are clear;
· Forward employees’ exemption request submissions to the PWPC, Customer Operations within 24 hours of receipt.
· Program Workforce Planning Coordinator (PWPC), Customer Operations:
· Assess employee submissions against the criteria in clause 1.3.3.3 above;
· Seek additional information from the employee via the Program Coordinator where required;
· Obtain advice from People & Culture as needed;
· Provide a written recommendation to the Centre Operations Manager on whether the request should be approved or declined for the relevant occasion.
· Program Officers:  
· Comply with reasonable and lawful directions and participate constructively in consultation processes;
· If you believe you are unable on a particular occasion to be temporarily reassigned, submit  written reason/s to your Program Coordinator within seven (7) days of the shifts being communicated.
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