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Criterion 1 '

High level skills and experience in one or more of the following: programme management and programme support and advice, a
demonstrated ability to set direction, achieve results and deliver on programme or project outcomes; as well as having an understanding of
the Programme Management System, including Commonwealth Grant Rules and Guidefines and Commonwealth Grant Legisiation,

Criterion 2
Well-developed analytical skilis and sound judgement in¢luding the ability to interpret and apply legislation, policy and the principles of
reasonableness and procedural fairness in decision making and {o resolve issues.

Criterion 3
Sound organisational and time management skiils, including ability fo work under pressure {o tight deadlines,

Criterion 4

High-levet communication skilts including negotiation, representational and interpersonal skills, and ability to build and maintain effective
stakeholder relationships, Demonsirated ability to cornplete complex reports, and high quality correspondence and briefings.

Criterion 5

Demonstrated experience managing staff and ability to wark effectively as a part of a team whilst working collaboratively and encouraging
co-operation with team members and clients, work within tight timeframes, manage workflow and competing priorities,

Notes

Please note: that extensions will not be granted for this round of recruitment

Non-ongoing opporunity will be offered for a specified term

Up to a period of 12 months

**Please note that this opportunity is only available to current Australian Public Service eﬁployees.**—

RecruilAbility applies 1o this vacancy. Under the RecruitAbllity scheme you will be invited to parlicipate in further assessment activity for
the vacanocy if you choose to apply under the scheme; declare you have a disability; and meet the minimum requirements for the position.

For more information see: hiip:/iwww.apsc.gov.au/priorities/disability/recruitabitity.

Abaut Department of Social Services
The Department of Social Services {DSS) has its national office in Canberra and employs around 2,350 staff in locations around Australia.

DSS delivers policies and programs that touch on the lives of almost every Australian, making it the Department of choice for people who
wan{ to make a difference. We also manage a significant proportion of the Federal Budget and have responsibility for major Government
initiatives like the National Disability Insurance Scheme and the Family Support Program.

The diversity of our staff is very important to us. We welcome and actively encourage applications from people with disability, women, and
people with culturally and linguistically diverse backgrounds. We recognise the richness of Aboriginal and Torres Strait Istander cultures
and the unique knowledge Aboriginal and Torres Sirait Islander employees bring to our workplace, policy development and seivice
delivery. We welcome and actively encourage applications from Aboriginat and Torres Strait Islander people.

Selection documents are also available on our website, www.dss.gov.au under the heading 'Careers in DS5'. Hearing or speech impaired
applicants may obtain sefection documentation via the deparfment's TTY number 1800 260 402.

To Apply

Eosition Conlact: [recruitment@dss.gov.au 1
gency Recruitment Site: Ihttpriwww.dss.gov.au/ . i

Applicanls o vacancies nolified in a3 formals of the electronic Public Service Gazaiie should be aware Lhat he names of successful applisants will also be nolified in all formats of the slcironle Public
. Henvice Gazelta, .

This notice is parl of the eleclonic Public Service Gazelte PS25-Fri - 26 Jun 2015 Published by Australian Public Service Commission.

Job categaory: Programma Management
identiflied position? No

Speclal measure opporlunity - indlgenous? No

Speclal measure opporlunity - intellectual Disability? Ne

Graduate program? No

ISAC program? No

Recruitability program? . Yes

Postcodes 2900

Expected vacancy? No

Publish on Australian Job Search? . No

About the APS Contact Us Pn‘vacyStalerﬁent Copyright  Termns and Conditions ~ Sitemap  Accessibility

https:/fwww.apsjobs.gov.au/gazette/wizardviewfull. aspx?mn=EditNotice&id=106445... 24/08/2016




b Page 6 of 133

LEESON, Kim

From:

Sent: il

Cc: STODULKA, Janet; COX, Tristan; LEE!

Subhject: ‘ Delivery - SA STO APS6 bulk round from 26 June 2015 [DLM=Sensitive: Personal]
Attachments: SA APS6 Bulk Round - Delivery Service from 26 June 2015, pdf

Security Classification:
Sensitive: Personal

Hi Team,

Please accept this email as notification that | exercise my delegation across recruitment processes in Delivery and
approve the following actions to be taken in relation to the SA STO APS6 Bulk Round advertised on 26 June 2015:

Promotion of:

Tristan - please advise candidates. HR will undertake the formal offer process including gazettal.

Thank you.

CS

Chantelie Stratford
Branch Manager, Service Delivery Strategy
Department of Social Services

s47F




4] APS 5/6 Bulk Round

-

1 APS 4/5/6 Special Measures

Name of role; AP & Q@M /5-5?_," VNC 2 Deit\;q\if ;-
Location: SA

Aclion: P = Chair/panel, BAU = Busin'ess as Usual Recruitment, Project team = Recruitment, W = Work Area

TSN

APS 5/6 and 4/5:6 SM Bulk Round Selection heport Checklist
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Step Action Checklist Completed Pate Comments Processing
: , ' Officer
1 Project team ChairfPanel sign off & submit to A . - i) . et ~ 7
: Recruitment ﬁ@@ jg erads i < N K L\UQ'@--J
2 Project team ID if Health/DSS,Educaticn roles s ~
ek iedd
3 Project team Check if selection report is correct /@
and all candidates listed
wodond
4 Project team Report submitted o delegate for
sign-off: 0 S A N
1. Sally McGarn A
"I 2. Catherine McLachlan H A ja{j/m./ (""%\!
(<3 Sharon Railey— £ < ‘
4. Other - YA
N
Recruitment Team
12.01.2015

Tracker No. 38631384




APS 5/6 and 4/5/6 SM Bulk Round Selection Report Checklist
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5 Project team Update/popuiate trackers
1. Selection report status tracker ﬂ BI’I/(:) = Selection Report tracker No.- 38298316
2. Candidate tracker {(name, '
outcome, preferences, contact details / 51’%6
etc) Ve Candidate tracker
* NO Programme APS 6 — 38036202
» NO Programme APS 5 ~ 38036136
* NO Policy APS 6 — 38036087
= NO Policy APS 5 — 38036055
= NO Corporate APS 6 — 38036001
n rate ARS 5 —~ 3803678
6 Project team Forward email with merit pool lists to
relevant agency contact for decision | pgs ~dodi... | 1. DSS - Contact Name:
to fili position: ' :
1 Dss Health T S R 2. fii}?& Contact Name: Natalie Winters
2. Health )
3. Education Education I wdeido. | 3. Ec%gcation -Contact Name: Kathy Stiller
S .
Note: Order of Merit and New starter
package goes in tc the emaii for
DSS.
7 Project team Recruitment to forward emails to
interviewed candidates advising as to M S S S
whether on the merit list or
unsuccessful
8 Project Team Panel/chair (SM only} or work area in 0
or | DSS, Health or Education to make S [ S
Work Area offers
g Work Area 1. DSS, OOM sheet submitted to 0 DSS Contact Name:
recruitment@dss.gov.au werfvard s
2. External candidate to DSS

Recruitment Team
12.01.2015
Tracker No. 38631384




APS 5/6 and 4/5,6 SM Bulk Round Selection keport Checklist
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requires OOM sheet and New
Starter form to be submitted to
recruitment@dss.gov.au

10 BAU BAU to forward OOM to Project team
for cross-matching with selecticn N PR
report trackers
11 Project team Project team {o update frackers to
reflect engagement S R
12 Project team Forward to BAU team for Gazettal
and processing S R
13 Work Area Health or Education forward email 1. Health - Contact Name: Natalie Winters
with list of candidate offers: S N A ~S47F
1. Process list of candidate offers in welvedan | 2. Education -Contact Name: Kathy Stiller

frackers

S4TF

‘Outcome list’ tracker

= NO Programme APS 6 — 38036789
» NOQO Programme APS 5 ~ 38036858
= NO Palicy APS 6 — 380308736

= NO Palicy APS 5 — 38036725

= NO Corporate APS 6 — 38036001

= NO Corporate APS 6 — 38036787

Candidate tracker

= NO Programme APS 6 — 38036202
= NO Programme APS 5 — 38036136
= NO Policy APS 6 — 38036087 .

= NO Policy APS 5 — 38036055

= NO Corporate APS 6 — 38036001

= NO Corporate APS 5 — 38036787

»  State Office APS 6 + 5 — 38036117

Recruitment Team

12.01.2015

Tracker No.

38631384




SELECTION REPORT

To the Delegate

The Selection Report for the following APS Level 6 recruitment exercise is
forwarded for action /approval. '

Position Details
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Position Numbers To be determined
Position Title Programme Service Delivery Officer
Classification APS Level 6
Office/Branch, Programme Management, Support and Advice:
Service Delivery :
Physical Location South Australia
| Type of vacancy Ongoing/Non-ongoing
Vacancy Duration To be determined
When advertised . Date: 26 June 2015
Where advertised APS Gazette and DSS Website B
Assessment ‘
Method of This national bulk recruitment exercise was facilitated by
assessment Randstad and managed by Angela Morton, Bulk Recruitment
(s) Consultant from their Canbeira office.

The Department of Social Sérvices (DSS) liaison Officers in
Canberra were Ms. Maria Uilelea, Project Manager, and Ms,
Kathleen Casey, Recruitment Administrator in the
Recruitment and SES Unit, People Strategy, Repoiting &
Recruitment Division.

The recruitment exercise was advertised exclusively to
existimg Australian Public Service APS staff. A total of 31

applications were received.

Those who failed to demonstrate their strengths against the
published selection criteria in their written applications were
hot shortlisted for interview. This initial sorting process was
conducted by Randstad. A full list of those shortlisted for
interview appears at Attachment A,

The local selection panel comprised Chairperson, Mr. Peter
Edson, Assistant Director, Aged and Community Gare
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Branch, Ms. Jan McGregor, Assistant Director, Clinical Uni’g,
Aged Care Complaints Branch and Ms Maree McColm,
Assistant Director, Aged and Community Gare Branch.

Randstad Contractor, Ms. Annabel Walker, assisted the panel
and prepared this report for the Delegate’s consideration.

The panel’s task was to assess shortlisted applicants as
suitable or unsuitable for the role of Programme Service
Delivery Officer, APS Level 6.

Interview guestions were provided by DSS Canberra {see
Addendum 3).

The selection panel was advised that assessments would be
based on written application, interview performance and
referee report if required.

Initially, only applications and interview performance were

assessed. A maximum of ten points per selection criterion

was available comprising & points for the application and 5
points for the interview. These points were allocated
according to the Selection Criteria at Addendum 1 and
approved D38 rating scale at Addendum 2).

The maximum score for each applicant was 50, that is, 25
being the maximum score for the application and 25 for the

interview.

“| The panel noted that the DSS rating scale described a score

of 2 for any criterion as "satisfactory”.

The panel noted that there was no definition of “suitable” or
"ynsuitable” independent of the DSS rating scale.

Therefore, the selection panel made a decision regarding
each applicant's overall suitability / unsuitability for
employment as Programme Service Delivery Officer, APS
(evel 6, based on the DSS rating scale.

The panel proceeded on the basis that a minimum combined

score of 20 for both the written application and the interview
guestions provided an overall rating for an applicant as
“satisfactory”. Thatis, where an applicant achieved an
average score of 2 for each of the five application criteria and
the five questions at interview, the panel was of the view that
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| best match the particular requirements of that role.

the applicant was suitable,

At the completion of the interview process, there were two
applicants who scored below 20 and whom the panel '
determined to be unsuitable for further consideration,

The panel was requested on 20 October 2015 to obtain
referee reports from those applicants deemed suitable. The
panel sent the “Candidate Referee Report” template to the
first nominated referee of applicants who had been deemed
suijtable at the completion of the interview process. (See
Attachment D) The panet then allocated the foliowing
ratings according to the referee’s description of the applicant:
Excellent — 5; Very Good 4; Good — 3; Satisfactory — 2 and
Unsatisfactory — 1.

The three scores from ,
" o the written application,
o the interview, and
o the referee report
were collated. Each component had a value of 25 with 75
being the maximum score any suitable applicant could

receive,

As a vacancy at the APS Level 6 arlses, the position will be
offered to the suitable applicant whose skills and experience

Date
conducted

- |s47F

Applications closed at 11.58pm 10 July 2015, 23 interviews
were conducted at the DSS office, Level 13, 11 Waymouth St.
Adelaide on 2, 6, 8, 9, 12 and 13 October 2016. The panel on
2 October 2015 consisted of Maree McColm and Jan
McGregor, with Peter Edson heing absent on medical leave,
The panel on 13 October consisted of Peter Edson and Jan
McGregor, with Maree McColm being absent on personal

leave.




Details of Applicants
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Number of applicants

A total of 31 applications were received.

Number of applicants
shortlisted ‘out’

4 applicants faﬂed to substantiate their claims agamst
the selection criteria in their applications and were not
interviewed.

Number of applicants
shortlisted ‘in' for
further assessment

29 applicants, including all DSS staff who apphed were
deemed suitable for interview on the basis of their
applications. This process was undertaken by
Randstad and not the panel.

Note: 2 applicants, who had been deemed suitable for
interview, were nat contacted by NO to be advised of
an interview. (Reference to applicants S47F

and®*’F ). The panel does not know why
this occurred as it did not have responsibility for
contacting the applicants to advise of interview.

Number of
Applicants
interviewed

23 applicants were interviewed by the panel over the 6

days previously advised. .

» 21 applicants were deemed “suitable” for
appointment at the completion of the interview
process, for whom referee reports were obtained.

« 2 applicants were deemed “not suitable” at the
completion of the interview process.

Applicant
withdrawals

4 applicants {who had been shortl[sted as suitable for

interview) withdrew prior to mter\new {reference to

applicants 5477 ,  S47F

S4TF  and SATF




Membership of Selection Panel
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Chair Peter Edson ph: Executive Dept. Social Services,
s47F Level 1 Adelaide SA
Member | Jan McGregor pht Executive Dept. Social Services,
S47F Level 1 Adelaide SA
Member | Maree McColm ph: Executive Dept. Social Services,
S4TF Level 1 Adelaide SA
Recommendation

The Selection Panel recommends the following twenty one applicants be found

suitable for the position.

SATF -

S47F
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S47F

The Selection Panel recommends the following two applicants be found unsuitable

for the position.

S4TF
Panel Chair Panel Member Panel Member
Mr. Peter Edsor Ms. Jan McGregor Ms. Maree McColm
SATF s47F s47F
Signature Signature. Slgnature
Dateﬁg/%[ﬂ%/r 30/10 /5

Date..... 0. ACTH88%. 205 .
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Delegate Approval

| agree that the applicants noted in the above recommendation are sultable for the position of

APS 6 Programme Service Delivery Officer, Delivery Strategy and Operations & Early Childhood State

Network - Programme Service Delivery.

Salary to commence at APS6 9,5¢  (APS6-1)

/7")"’“*)
Awed / Mot approved.
“—7-— 7 7 —
Name;“_ﬂfﬂﬁ%ﬁﬂirlluaﬁy?1¢?%32"”“““““Tma”“”gsﬁﬁkféFfmﬂﬁéQxH?T%%iézla“

SA47F

Delegater .....ocorrion e //u/ig"
Ddle

Signat
SATF

~ .
G[assificaﬁon:.._....%% ....fff,?/.....‘....................,.......Te!ephone Number:

Date of verbal offer(s).......ovieeain e
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s47F
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S4TF

R e o

Programme Service Delivery Officer APS6
Engagements
Jill Beckwith (13.1.2016)

- 28/01/2016|  YES
James Bonner (13.1.2016) 28/01/2016|ON TT
Purdy Lynch (13.1.2016)

28/01/2016]  YES

Merit Pool
S47F

S47F

UNSUITABLE
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Applicant

| Cover |Notice Period & Role - State Programme Management; Isc{ |sc2 |Sc3 |scd  [sC5  |TOTAL = Current  |E
Applicant Hams ResUMe® | ctter  |for Gurrent STBIE: ety Emall Makita Support & Advice: Service Delivery Score |Score [Score |Score |Score |SCORE FResitena) Employer (S
Employer

s47C & s47
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Received a Do you Identify as coming Do you idenlify as 2
t  |Employment kit years “ . _|Preferred |redundancy T yes— |l yeu, tate Do yaitldentifyas dn trom a culturally and la person with - A y s WG R S5 GilteHiasion
rer |st: C| - |Clearance -] Stat b which |the perlod |Gender [Auskrallan Aboriglnal or \ingisistically diversa Laisabiity opt i  eilignints m=t? I : not APS employee, non
i [tatus YN YesiNo e y::;;f: = |agency |expltes Tarres Stralght Islander? |0 i sanifity op pLin quitements Jonyoing

s47C and s47F
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rhagl S
SATE and SA7C

Page 2 of 3
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s47F and s47C

Page 3 of 3




ArracimenT  C

% Australian Government
“ Department of Social Sexvices
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DEFINTIONS

The applicant possesses
exceptionally well developed and
relevant skills and abilities, and the
approptiate personal qualiies in
relation to this criterion, and thelr

performance Is outstanding.
{To be used only In coses where exceptional

| skifts have been demonstrated agalnst the

! eigle tTJV;p_erfé“rhm at a high le
supervision for the following reasons:

ve| without direct

Exceltent job knowledge;
Exceptionally reliable; and

Appears to instinctively and effectively
deal with all matters relating to the
position.

Would require litfle supervision to ach jeve goor

The applicant possesses highly
developed and refevant skills and
abillties, and would perform
consistently well against the

results, for the following reasons:

Would be reliable and responsible;
Would be able to suggest and initiate
improvements relevant to the work area,
and ’

Would be well able to deal with all of the
routine and most of the comptex matters
relating to the position.

The applicant possesses relevant
skills, abliities and personal
qualities and would be highly
effective against the criterion.

Would require routine supervision to perform at
an acceptable level for the following reasons.

-

Makes few errors;

Generally rellable;

Would use initiative in more complex
situations; _

Would accept responsibility; and

Would deal with all routine matters of the

position.

The applicant possesses skills,
abilities and personal qualities
relevant fo the criterion and would
be able to perform the duties of the
position to an acoeptable standard.

Would be able to perform at an acceptable level
for the following reasons:

General job knowledgs;

Would follow directions;

Would deal with all routine matters of the
position; or

Has the potential to reach this standard
within 3 months (temporary transfer) or 6
months (promotion/ transfer). ‘

The applicant is unable to
demonstrate the adequate skills,
abilities and personal gualities in
relation to the criterion and
therefors, should not be able to
perform the dutles of the position
relevant to the criterion: This
Includes on a temporary basis,

Would be unable to perform the duties for one
of more of the followlng reasons.

.in frequent errors;

Limited job knowledge which wouid result

Poor work output;

Would have difffculty carying
responsibility or solving problems; and
Would have difficulty dealing with routine
matters involying the position,

5. Excellent

criterfon).
4 Very (Good

criterion
3 Good
2 Satisfactory
i Unsatisfactory
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- Anstralian Government

" Departument of Social Sovvices

in addition, the following codes may be useful:

w Weal evidence - either little opportunity or only a small amount of the behaviour displayed,
Be cautious about the rating assigned.

NE No evidence ~ since no opportunity exists to assess the participant on this capability and so
no rating can be assigned. This would be an appropriale rating If, for example, one of the )
capabilities is presentation skills and the interviewee indicates that they have no

presentation skills experience. : ( "/




Py

AtracumenT D

s

Applicant Details

Name

Phone Number

Position Details

Designation/Classification

QOffice/Branch/Section

Position Number

Referee Details

Name

Position held

Deparment/Em

Phone Number

Rating

Page 26 of 133




Criteribn 2

Rating

Criferion 3 ‘Rating

P v e e bbby e A wed k4 A E I Y TAe bR AN RN A NN B N

S vk R Ea IRy La ke i e

Criterion 4

| Rating

Criterion 5 Rating
Criterion 6 Rating

I L L T R T R R P Y P RY LY

Referee’s Sighature

Date

Applicant's Signature

Date

Page 27 of 133

"
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Addendum 1

Assessment Criteria

The following criteria reflect skills and experience required to effectively perform
the duties of the position.

Criterion 1-

High level skills and experience in one of more of the following: programme
management and programme support and advice, a demonstrated ability to set
direction, achieve results and deliver on programme or project outcomes; as well as
having an understanding of the Programme Management System, including
Commonwealth Grant Rules and Guidelines and Commonwealth Grant Legislation.

Criterion 2
Well-developed analytical skills and sound judgement including the ability to interpret

and apply legislation, policy and the principles of reasonableness and procedural
fairness in decision making and to resolve issues.

Criterion 3
Sound organisational and time management skills, including ability to work under
pressure to tight deadlines.

Criterion 4 :
High-level communication skills including negotiation, representational and

interpersonal skills, and ability to build and maintain effective stakeholder
relationships, Demonstrated ability to complete complex reports, and high quality
correspondence and briefings.

Criterion 5 . ‘
Demonstrated experience managing staff and ability to work effectively as a part of a

team whilst working collaboratively and encouraging co-operation with team
members and clients, work within tight timeframes, manage workflow and competing

priorities.




Rafsreasishotildiaseithe foliowing
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Description

The applicant possesses

exceptionally well developed and .

| relevant skills and abilities, and the
appropriate personal qualities in

retation to this criterion, and their

performance is outstanding.

(To be used ohly In cases where exceplional skifls

have been demonstrated against the criterlon)

| The applicant possesses highly
developed and relevant skills and
abilities, and would perform
consistently well against the
criterion.

The applicant possesses relevant
skills, abilifies and personal qualities
and would be highiy effective against
the criterion. '

The applicant possesses skills,
ahilities and personal qu alities
relevant to the criterion.

S/he would be able to perform the
duties of the position to an
acceptable standard.

The applicant is unabie to
demonstrate that sthe possesses the
adequate skills, abilities and
personal qualities in relation to the
criterion. S/he would not be able to
perform the duties of the position
relevant to the criterion, even on a
temporary basis.

S

s able to perform at high level without direct supervision

for the following reasons!

«»  excellent job knowledge;

«  exceptionally reliable; and

«  appears to instinctively and effectively deal with all
matters relating to the position.

Would require Httle supervision to achieve good results, for

the following reasons:

«  would be reliable and responsible;

« well developed {sound) job knowledge; _

« would be able to suggest and initiate improvements
relevant to the work area; and

«  would be well able to deal with all of the routine and

ost of the complex matters relating to the position.

Would require routine supervision to perform at an
acceptable level for the following reasons.
« reasonablefgood job knowledge;

x  malkes few elrors,

= generally refiabie;

« would use initiative in more complex situations;
- would accept responsibility; and )
would deal with all routine maiters of the

position.

Would be able to perform at an acceptable level for the
following reasons:
« general job knowledge;
v would follow directlons; -
«  would deat with all routine matters of the positlon; or
«  has the potential to reach this standard within 3
months (temporary transfer) or 6 months
(promotion/transfer)

the following reasons:

»  limited job knowledge which would result in
errors;

»  poor work outpuf;

. would have difficulty carrying responsibility or solving
problems; and .

»  would have difficulty dealing with routine matters
involving the position.

frequent




Applicant Details

Name s47F

Phone Nurﬁber

Position Defails SATF

Designalion/Classification

Office/Branch/Seclion

Positlon Number

Referee Details

Name

SATF

Position held

Department/Employer

Phone Number

Working relationghip to applicant

Assessment against selection criteria
Blaase refertoithe; gisca

sase el tached

Criterfon 1 High level skills and expetlence in one or more of the
following: programme management and programme support and advice,
a demonstrated ability to set direction, achieve results and deliver on
programme or project outcomes; as well as having an understanding of
the Programme Management System, including Commonwealth Grant
Rutes and Guidelines and Commonwealth Grant Leglslation.

s47F and s47C

Rating
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s47F and s47C

Criterion 2 Well.developed analytical skills and sound judgement
including the ability to interpret and apply legislafion, policy and the
principles of reasonableness and procedural fairness in decision making
and to resolve issues.

s47F and s47C

Rating

Criterfon 3 Sound organisational and time management skilfs,
including ability to work under pressure fo fight deadlines.

Rating

s47F and s47C
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——




Page 32 of 133

Griterion 4 High-fevel communication skills including negotiation, Rating
tepresentational and interpersonal skills, and ability to build and maintain
offective stakeholder refationships, Demonstrated ability to complete complex
reports, and high quality correspondence and hriefings.

s47F and s47C

Criterion 5 Demonstrated experlence managing staff and ability to work ' Ratin
effactively as a part of a team whilst working collaboratively and encouraging Y
co-operation with team members and clierts, work within tight timeframes,

manage workflow and competing priotlties.

"s47F and s47C

Criterion 6 NfA Rating -
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Referee’s Signature Date )
29/10/2015
Applicant's Signature Date
: 20M0/201%5

RATING SCALE SUGGESTION FOR REFEREES

| ERECTGIGWiE

i ] ng-c'.-\--.-: v

Description

| The applicant possesses
e}(ceptzonally well developed and
relevant skills and abilities, and the
appropriate personal qualities In
relation fo this criterion, and their
performance is outstanding.

have boan demonsirated sgainst the eiiterfon).

The applicant possesses highly
developed and relevant skills and
-abilities, and would perform
consistently well against the
criterion,

The applicant possesses relevant
skills, abilities and personal qualities
and would be highly effective against
the criterion.

{To be used only In cases where exceplional skills |

1= would be able fo suggest and initiate improvements

= generally reliable;

lndxcators of Performance

Is ahle to perform at high Ievel wrthout direct supervision

for the following reasons:

«  excellent job knowledge;

0 exceptionally reliable; and

= appears fo insfinctively and effectively deal with ail
matters relating to the postﬂon

Would requn"e ilttle superv:s:on to achieve good results, for
the following reasons:

= would be reliable and responsible;

~  well developed {sound) job knowledge;

relevant to the work area: and
»  would bé well able to deat with all of the roufine and
t of the complex matters relating fo the position.

Would require roufine supervision to perform at an
acceptable level for the following reasons:

»  reasonable/good job knowledge;

= makes few errors;

= would use initiative in more complex situations;
« would accept responsibility; and
wotild dea! With ail routme matters of the posiion,

i The applicant possesses skiils,
abilities and personal qualities
relevant to the criterion.

S/he would be able to perform the
duties of the position to an
acceptable standard.

The appﬁcant Is unab[e to’

Would be able to perform atan acceptable level for the
following reasons:

= general job knowledge;

«  would follow directions:

»  would deal with all routine matters of the position; or
= has the potential to reach this standard within 3
manths (temporary transfer) or 6 months
{promotionftransfer).

Wou[dbe unable to perform the dutres for one or more of

r——,




demonstrate that s/he possesses the
adequate skills, abilities and
personal qualities in refafion to the
criterion. Sfhe would not be able to
perform the dutles of the position

1 relevant fo the criterion, even on a
temporary basis.

Page 34 of 133

the following reasons:

limited job knowledge which would result in frequent
errors, :

poor work output; :

would have difficulty carrying responsibllity or solving
problems; and

would have difficulty dealing with routine matters
invalving the position.




- Australian Government
Depariment of Seclat Services

Candidate Referee Report

Applicant Detailg

Name

SATF

Phone Number

Position Details

s47F

Desighation/Classification

Office/Branch/Section

Position Numbsr

Referee Details

Namea

Position held

Department/Empig

Phone N

Assésément against ';,%,Ject'_ign; T

Please referdothe slggss

iteria

 Which s attached

Ghcale
Griteriou."i : ’
's47F and s4/C

Rating
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Criterion 2 Rating
s47F and s47C
Criterion 3 Rating
s47C and s47F
Criterion 4 Rating
|S47F and s47C -
Griterion & Rating

S47F and s47C

Referee's Signature

s47F

Applicant's Signature

Date 702?%0/,5

Date cQ;F/ o /.5




RATING SCALE SUGGESTION FOR REFEREES

The applicant possesses
exceptionally well developed and
relevant skills and abilities, and the
appropriate personal gualities in
relation to this criterion, and their
performance is outstanding.

{To bo used oply fn pasas where exceplional siliis
have been demonsirated against the eriterlan),

The applicant possesses h:ghly
developed and relevant skills and
ahilities, and would performn
consistently well against the
criferion.

The appilcant possesses relevant
skills, abilities and personat qualities
and wouldl be highly effective against
fhe criterion.

The applicant possesses skills,
abilifies and personal qualities.
relevant to the ctiterion,

Sfhe would be able to perform the
duties of the position to an
acceftable standard.

The appEicant is unable to
demonstrate that sthe possesses the
adequate skills, abiiities and
personal qualities in relation to the
chitorion. S/he would not be able to
perform the duties of the position
relevant to the ciiterlon, even on a
tempotary bhasis.

Indtcators of Performance

s able to perform at high level without direct supervismn
for the following reasens:

»  excoilent joh knowledge;

= exceptionally reliable; and

»  appears to instinctively and effectively deal with all
matlers relating to the posltion.

WouEd requlre littie supervision to achieve good results, for

‘the: following reasons:

«  would be reflable and responsible;

x  woll developed (sound) job knowledgo;

«. would be able fo suggest and Inftlate improvements
relovant to the worl area; and

«  would be well able to deal with all of the routine and

Wou[d be unable to perform the dutles for one or more of

mmost of the complex matters relating to the position.

Would require routine supervision to petform at an
acceptable level for the following reasons:

. reasonablelgood job knowledge;

«  makes few arrors;

« generally rellable;

v would use Initiative in more complex si{uations;

+  would accept responsibifity; and

" wou1d deal with all routine matters of the position.

Woulld ba able to perform at an acceptab]e leval for lhe
following reasons.

= qgeneral job knowledge;

s wolld follow directions;

. would deal with alt routine ratters of the posltion; or
»  has the potential fo reach this standard within 3
tnonths (femporary transfer) or 6 months
(promotion/transier).

the following reasons:

« limited job knowledge which would result in frequint
BITOrS,

< poar worlk oltput;

»  would have difficully carrying responsibility or solving
problems; ahd

» would have ditfloulty dealing with routine matters
involving the positton.
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Applicant.Details

Name

Phone Number

Position Details

Deslgnation/Classification

Office/Branch/Section

Position Number

—

Referee Details

Name

Position held -

£

Department/Emp

Phone Number

Criterion 1

Rating -

1s47C & s47F

b b EsvavAaEady BUO AN FuaeraverisamrA RO RAb s TIEY
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Criterion_z ' : Rating
S47C & S4TF
1 Criterion 3 ' , | Rating
S47C & SATF '
Criterion 4 ] : Rating
S47C & SATF ‘
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Criterion 6

Criterion 5 Rating
s47C & s47F i
[ TTTIVORTISOIPPOIerY firaeees . e erevaerasveaesirnrssssiaarrens
Rating

v esrirates=stanieriyEsniErEbavsad

et aanerrerseruard bl

Not required as only 5 criteria uttiised.

Ahit AT [ L TE R L RN LR

J e S RS E RN R R T LR L LA AL A

Referee's Signature

Applicant's Signature

S47F

Da'te 0&5/’ OZ/E.

bate ) 6,/(0(15

The applicant possesses
exceptionally well developed and
relevant skills and abilities, and the
appropriate personal gualities In
relation to this criterion, and thelr
performance is outstanding.

{To be used only In cases where excapiional skills
have been demonsirated against the ctitarion). -

The applicant possesses highly
developed and relevant skills and
abilifies, and would perform
consistently well against the
criterion.

|

st

is able to perform at high level withotit direct supervision
for the following reasons:

«  excellent job knowledge;

«  exceptionally reliable; and

«  appears to instinctively and effectively deal with all
inatters relating fo the position.

Would require liitle supervision to achieve good results, for

the following reasons:

. would be refiable and responsible;

»  well developed {sound) job knowledge;

. would be able to suggest and initlate improvements
retevant to the work area; and
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The applicant possesses relevant
skills, abilities and personal qualities
and would be highly effective against
the criterion.

The applicant possesses skills,
abilities and personal qualities
relovant to the criterion. i
8fhe would be able to perform the
duties of the position to an
acceptable standard.

The applicant is unable to
demonstrate that s/he possesses the
adequate skills, abilities and
personal qualitles in relation to the
criterion. S/he would not be able to
perform the duties of the position
relevant to the criterion, even on a
temporary basis,

ST

= would be well able to deal with all of the routine and
most of the com ! atters relating to the position

Would require routitie supervision to perform at an
acceptable level for the following reasons: -

«  reasonable/good job knowledge;

»  makes few errors;

«  generally reliable;

= would use initiative in more complex situations:
«  would accept responisibility; and
would deal with

Would be able to perform at an acceptable level for the
followmg reasons:

= general job knowledge;

* would follow directions;

«  would deal with all routine matters of the posmon. or
»  has the potential to reach this standard within 3,
months (temporary fransfer) or 6 months
{promotionftransfer).

WouId be unab[e to perform the dutles for one or more of

the following reasons:

»  limited job knowledge which would result in frequent
efrors,

*  poor wotk output;

= would have difflcilty carrying respons:bllity or soiwng
problems; and

= would have difficulfy dealing with routine matters
involving the: position.




Applicant Details

Name

Phone Numbet

Position Details

Designatioﬁ!c!assificafion

Offlce/Branch/Section

Positlon Number

Referee Details
Name

Positlon hetd

Department/Em

Phone Nurnber
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( Critetion 2 Rating
's47C & s47TF

Griterion 3 Rating
"s47C & s47F

Criterjon 4 Rating
'S47C & SATF

Criterion 5 Rating

S47C & s4TF
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Fa

*

S4TF

Refaree's Signature

Applicant’s Signature

RATING SCALE SUGGESTION FOR REFEREES
2 eforeegishiol Hisiollowiig asa Glids st Broviding feferes:

oilg

pDate 2% [V el

Date 2aflioffS

eahments:

Description
The applicant possesses
exceptionally weil developed and
relevant skills and abilittes, and the
appropriate personal qualities in
vefation to this criterion, and their
performance Is outstanding.

{To be used anly In casas where exceptional skills
have haen demonsiraied agalnst the criferlon)

The applicant possesses highly
developed and relevant skills and
abilitias, and would perform
consistently well dgatnst the
criterion,

The applicant possesses refavant

sldlls, abilities and personal qualities
and would be highly effective against
the criferion.

The applicant possesses skills,
abilities and personal gualities
relevant to the ctiterion.

the would be able to perform the
duties of the position to an
acceptable standard.

The applicant is unablé to
demonstrate that s/he possesses the

‘the following reasons:

-acgeptable level for the following reasons:

T A SR R

Indicators of Perfarmance

T T

Is able to perform‘at high levet without direst supervision
for thé following reasons:

»  exocellent Job knowledge;

»  exceptionally reliable; and

»  appears fo Instinctively and effectively deal with all
matters relating fo the position.

Would require fitle supervision to achieve g restits, for

«  would be reliable and responsible;

«  well developed (sound} job knowledge;

»  would he able to suggest and initiate improvements
relevant to the work area; and _

«  would be well able to deal with all of the routine and

most of the complex matters refating lo the position.

R

RS

Would require routine supervision to perform at an

»  reasonablelgood jeh knowledge;

»  makes few errors;

»  generally refiable;

+  would use inltiative In morg complex situations;
»  woldld accept responsibility; and '

«  would doal with all routine matters of t
= =

Would be able to perform at an acceptable 16
following reasons;

«  geheraljob knowledge;

»  would follow diractions;

«  would deal with all routine matters of the position; or
»  has the potential to reach this standard within 3
months {lemporary transfer) or 6 months
{promotionfiransfer).

the following reasons:

-
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| adequate skills, abilities and
personal qualittes in relation to the
criterion. S/he would ot be able to
perform the duties of the position
relevant to the criterion, even on a
tempotary hasts.

‘invalving the position, ]

limlted job knowledge which would result in frequent
ITors;

poor work output;

would have diffleully carrying responsibilily or solving
problems; and '

would have diffieUlly dealing with routine matters
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Appiican{ Details

Name s47F

Phone Number

Position Details

Designation/Classification

Office/Branch/Section

s47

T

Position Number
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Referee Details

Name

Position held

Department/Employ

Criterfon 1
's47C & s47F

Rating




s47C & s47F

Griterion 2 Rating A
s47C & s47F
Criterion 3 Rating
s47C & s47F
Criterfon 4 Rating

s47C & s47F
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o




o,

S47C & s47TF
Criterion 5 Rating
s47C & s47F
Criterion 6 Rating
Not applicable

SATF
Referee's Sighature Date 3 /, 1o /Qd}f :
Applicant's Signature Date 2°7. / to / 1S

exceptionally well developed and
relevant skills and abilities, and the
approptiate personal qualities in
relation to this criferion, and their
performance is outstanding.

{To be used only In cases where exceptional skills
have been demonsirated against the orilerfon).

Is able to perform at high level without direct supervisian
for the following reasons:

» excellent Job knowledge;
+  exceptionally reliable; and
appears to Instinctively and effectively deal with all

matters relating to the position.
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The appiicant possesses highly
developed and relevant skills and
abtiifies, and would perform
consistently well against the
criterion,

The appi]cant possesses relevant
skills, abilities and personal qualities
and watld be highly effective against
the criterion.

The appifcant possesses skiils,
abilitles and personal qualities
relevant to the criterion.

S/he would be able to perform the
duties of the position to an
acceptable standard.

The applicant is unable to
demonstrate that s/he possesses the
adequate skills, abilities and
personal qualities in refation fo the
criterion. S/he would not he able to
perform the dutfes of the position
relevant to the criterion, even on a
temporary hasis.
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Would require little superws:on to ach:eve good resuits, for

the following reasons:

~ would be reliable and responsible;

»  well developed {sound) job knowledge;

* would be able to suggest-and initiate improvements
relevant to the work area; and

« . would he weli able to deal with all of the routine and

" most of the complex matt lating to the position.

Would require routine supervision to perform at an
acceptable lsvél for the foliowing reasons:

»  reasonablefgood job knowledge;

»  makes few errors;

= generally reliable;

»  would uss initfative in mors complex situations;
~  would adcept responsibility; and

» would deal with all routine matters of the position.

Would be able to perform at an acseptable level for the
following reasons:

« -general job knowledge:

» would follow direstions;

»  would deal with all routine matters of the position; or
= has the potential to reach this standard within 3
months (temporary transfer) or 8 months
{promotion/transfer),

Wouid be unable to perform the duties for one or more of

the following reasons:

»  limited job knowiedge which wouid result in frequent
errors; ‘

*  poor work oulput;

= would have difficulty carrying responsibility or sofwng
problems; and

»  would have difficulty dealing with routine matters
invalving the position, ]




-_Appiicant Details

Name

Phone Numbet

SATF

Position Details

Designation/Classification

s47F

Office/Branch/Section

Position Nulmber

Referee Defails

Name

s47F

Pasition held

Department/Employer

Phone Number‘

Working relationship to applicant

Criterion 1
rs47C & s47F

Rating
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S47C & s47F —
Gritexion 2 Rating

S47C & s47F

Criterion 3 Rating

s47C & s47F
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—

S47C & s47F

Griterion 4 Rating
"s47C & s47F

Criterion 5 Ratlng
_ "s47C & s47F
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Criterion 6 Rating
Not applicable : . A
S47F
Referee’s Signature ) Date 5 / ] 6’/ 15
Applicant's Signature Date
- | g¢lio {1

RATING SCALE SUGGEST!ON FOR REFEREES

lndlcators of Performam:e

The applicant posseéses . ts able to perférm at high level w;thout drrect Super\flslol‘l
exceptionally well developed and for the followlng reasons:

relevant skills and abffities, and the «  excellent job knowledge;

appropriate personal qualities in * . exceplionally reliable; and

relation fo this criterfon, and their ~. appears to ingtinctively and effectively deai with all
performance s outstanding. matters refating to the position.

{To be used only Iy cases where exceptionaf skills

have been demonsfmfed against the oifferfon),

Would require little supervision to achleve good resuills, for

The applicant possesses highly

developed and relevant skifis and the following reasons:

apilities, and would perform «-would be reliable and responsible:

c:o_nsi_stently well against the = well developed (sound) job knowledge;

criterion. ~  would bo able to suggest and initiate improvements

relevant to the work area; and
= would be well able to deal with alf of the routine and
most of the complex matters relating to the position.

The applicant possesses relevant Would require routine supervision to perform at an
skills, abilities and personal qualities | acceptable level for the following reasons:

and would be highly offective against, | « reasonable/good job knowledge;
the criterion, »  makes few errors;
.= generally reliable;

«  would use inflfative in more complex situations;

= would accept responsibility; and

«  would deal with all routine matters of the posifion.

The applicant possesses skills, Would be abls fo perform at an acceptable level for the
abilifles and personal qualities following reasons:
relevant to the criterion, » deneral job knowledge;
S/hie would be able to perform the = would follow directions;
duties of the position to an = would deal with &l routine matters of the position; or
accepfabie standard. «  has the potential to reach this standard within 3
months (temporary fransfer} or 6 months
{(promotion/transfer), B
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.,

e
The applicant Is unahle fo
demonstrate that s/he possesses the
adequate skills, abilities and
personal qualities in relation to the
criterion. S/he would not be able to
perform the duties of the position
relevant to the criterion, even ona
temporary basis.

x

Would be unable to perform the dulies for one orimore of
the following reascons:

Page 54 of 133

limited job knowledge which would resuit In frequent
elTors;

poor worl output;

wolld have difficulty carrying responsibliity or solving
problems; and

would have difficulty dealing with routine matters
involving the position. )
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EDSON, Peter

Erom: SATF

rom:

Sent: Thursday, 29 Octaber 2015 1:55 PM

To: EDSON, Peter

Con SATE

Subject: RE: Reguest for Referee Report - S47F [DEM:=Sensitive: Persanal]

[DLM=Sensitive:Personal]
Hi Peter,

Please find below my reference for>47F for the APS6 bulk round. Apoiogies for the format, I am '
writing it on iPad while attending a VC! I can tidy it up and resubmit has afternoon if required.

Thanks
s47F

Asgsessment Criferia

The following criteria reflect skills and expetience required fo effectively perform the duties of the position.

Criterion. 1
s47C & s47F

o . © s mm o remtnn mtnt aad AEAOTATAINMA

MNeitorint
- L 1.

s47C & s47F

Criterion 4
s47C and s47F




Page 56 of 133

s47C & s47F

Criterion 5
s47C & s47F

Sent with Good (www, gdod.com)

From: EDSON, Peter
Sent: Wednesday, 28 October 2015 3:35:18 PM
"To:S47F

Subject: Request for Referee Report - S47F [DL.M=Sensitive:Personal]

He[loS47F

I refer to my previous request to you for a referee report in relation thé current APS 6 bulk recruitment process.

I 'am writing to request a referee report in relation 16S47F who also recently applied for an APS 6 position as
part of the Department of Social Services bulk recruitment. :

My apologies for the delay in requesting the report—the pane! has not been able to contactS#’F first nominated
referee, who is currently. unavailable, However,547Frominated you as her second referee.

Please find attached a copy of the réferee report template for you to complete. Please note that the report requires
that the applicant be afforded an opportunity to read it before it Is signed by both yourself and the applicant.

Could you please return the sighed report by cob Friday 300ctober 2015. The signed report can be scanned and
returned electronically to me for convenience. Please advise if you require an extension of time to completé the
reportin light of the late request, :

Please note that the referee report is part of the general selection proceés to determine whether an applicant is
suitable or not suitable for future APS G positions. This request does not mean that the applicant has been

shortlisted for a specific position.

Thank you for your assistance with this matter.

Regards

Peter Edson
Assistant Director
Aged Care Act Administration Section
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<t

Aged Care Branch

Department of Social Services
p:S47F E:

DSS acknowledges the iraditional owners of country throughout Austraiia, and their continuing cannection to land, sea and
community. We pay our respects to them and their cultures, and to elders both past and present.
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Applicant Details

Name; s47F

Phane Number ,
R

Position Detalls
Deslgnation/Classlfication -

S47F

Offlce/Branch/Seation

Position Number

Referee Details

Name

SATF

Position held

Department/Employer

Phone Number

Working relationship to applicant

Assessment against selection criteria

Criterion 1 Ratinhg
Fs47C & s47F
Griterion 2 Rating
s47C & s47F
Al




Applicant’s Signatu

Criferion 3 Rating
s47C & sATF
oo
Griferion 4 Rating
s47C & s47F
]
Criterion & Rating
s47C & s47F
S4TF _
Referee’s Signature Date Zﬁ/ /a //5

Date Zéﬁ NS
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Applicant Detalls

Name

S47F

Phone Number

Position Details

Designation/Classification

Office/Branch/Section

Position Number

Roferce Defails

Name

Position held

Department/Emp)

Rating
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Criterion 2

Rating

s47C & s47F

Criterion 3

Ratiny

s47C & s47F

Criterion 4

Rating

s47C & s47F

Criterion &

Rating

s47C & s47F

Referee's Signature

Date

Appiicants Signature

Date
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The applicant possesses s able to perform at high level without direct supervision
excepfionally well developed and for the following reasons:

relevant Skms and abllities, and the «  excellent job knowledge;

appr_opriate p_oersgnaf qualities in_ «  exceptionally reiiable; and

relation o this criterion; and thelr 1, gppears to instinctively and effectively deal with all
performance is outstanding. matters refating to the position.

{To be used only In cases whete exceplional siills
[

Heriot)

have been demonsiraled a

The applicant possesses highly - Would require little supervision to achieve geod results, for
developed and relevant skills and the following reasons:

abilities, and would perform »  would be rellable and responsible;

co.nsi‘stently well against the «  wall developed {sound) job knowledge;

criterion. . would he able to suggest and Initiate improvements

relovant to the work area; and
«  would be well able to deal with all of the routine and
most of the complex matters relating to the position.

The applicant possesses relevant Would require routine supervision to perform at an
skills, abilities and personal qualities acceptable level for the following reasons:

and would he highly effective against | « reasonable/good job knowledge;

the criterion. ' « - makes few errors;

= generally reliable;

«  would use initiative in more cormplex situations,

»  would accept responsibility; and

would deal with all routine matters of the position.

The applicant possesses skills, Waould be able to perform at an acceptable Jevel for the

abilities and personal qualities following reasons:

relevant to the criterion. « general joh knowledge;

s/he would be ahle to perform the «  would follow directions;

duties of the position to an . would deal with all routine matters of the position; or

acceptable standard. «  has the potential to reach this standard within 3°
months (temporary transfer) or 6 months

{promotion/transfer).

e

The applicant is unable to Would be unable to perform the duties for one or more of
demonstrate that s/he possesses the | the following reasons:

adequate skills, abilities and »  fimited job knowledge which would result in frequent
personal qualities in relation to the ejTors;

criterion. S/he would not he able to »  poor work output;

perform the duties D_f the position . would have difficulty carrying responsibility or soiving
relevant to the criterion, even on a problems; and .

temporary hasis. |« would have difficulty dealing with routine matters

involving the positiot.




wl  Australian Government
% Department of Social Sorvices

Applicant D

Name

Phone Number -

Posifion Details

Des'tgnat':onlClassification

OfﬂcelBranchlSection

Positiort Number

Referee Details

Position held

Griterion 1
S47C & s47F
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Criterion 2 i Rating l
_

s47C & s47F

Criterion 3 : . ’ Rating ]
-

s47C & s47F

Critetion 4 . | Rafing

S47C & s47F

‘ Criterion 5 . ] Rating I

s47C & s47F




Page 65 of 133

PR FENds FRbead At EEATIRER e

Gritetion 6

Rating

N/a — no criterion 6 for this process

P T IR LA AL LA

Referee's Signature

Applicant’s Signature

RATING SCALE SUGG

SATF

ESTION FOR REFEREES

llowingiasa

Date 02?//0//{
Date Qg/{o//s’“'

nenpro

Dascription

The applicant possesses
exceptionally well developed and
relevant skills and ahilities, and the
appropriate personal gualities in
relation to this criterion, and their
performance is outstanding.

(To be used only In cases where excaplional skills
have been damonstrated against the criterion}.

The applicant possesses highly

“developed and relevant skills and
abilities, and would perform
consistently well against the
criterion.

The applicant possesses relevant
skills, abilities and personal gualities
and wolld he highly effective against
the criterion.

Indicators of Performance

s able to perform at high level without direct supervision
for the following reasons:

» excellent job knowledge;

«  exceptionally reliable; and ]

= appearslo inst;nctlve!y and effectively deal with all
matters relating to the position.

Would require {ittle supervision to achieve good results, for

the following reasons:

. would be refiable and responsible;

«  well developed (sound} job knowledge;

»  would be able to suggest and inifiate improvements
relevant to the work area; and

«  would be well able to deal with all of the routine and

most of the complex matters relating to the position

Woutid require routine supervision to perform at an
acceptable level for the following reasons:

« teasonable/good job knowledge;
= makes few errors;
« generally reliable;

"« would use initiative in more complex situations;

«  would accept responsihility; and
would deal with all routine matters of the position.




’The applicant possesses skills,
abilities and personal qualities
relevant to the criterion.

8/he would be able to perform the
duties of the position to an
acceptable standard.

The applicant is unable to
demonstrate that s/he possesses the
adequate skills, abilities and
personal qualltles in relation to the
criterion. S/he would not be able to
petform the duties of the position
relevant to the criterion, evenon a
temporary basis.

Would be able to perform at an acceptable level for the
following reasons;

Would be unable to perform the duties for one or more of
the following reasons:

general job knowledge;

would follow directions;

would deal with all routine matters of the position; or
has the potential fo reach this standard within 3
months (temporary transfer) or 6 months
{promotion/transfer).

limited job knowledge which would result in frequent
BIvors;

poor work output;

would have difficulty carrying responsxbifsty or solving
problems; and

would have dlfﬂcuiiy dealing with routme matlers
involving the positien.
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Applicant Details

Name

LPhone Number

Position Details

Designation/Classification

s47F

Office/Branch/Section.

Position Number

Referee Details

Name

Posltion held

DepartmentEmployer

S47F

| Phone Number

Working relationship to applicant

Criterion 1

Rating

"S4TC & SATF
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Griterion 2 “ Rating

SA7C & S47F :
’?riteridn 3 Rating
's47C & s47F

Criterion 4 Rating
| s47C & s47F

Criterion 5 Rating
's47C & s47F

Criterion 6 Rating

Mot provided on Assessment Criterfa attachment N/A

s47F — ] -
Referee's Signature Date QQ) 101 S-
Applicant's Signature Date ) & ( o) [f5




Applicant Details

Name

s47F

Phone Number

Posifion Details

Deslgnatlon/Classificatlon

SATF

Offfce/BranchiSection

Posltion Number

Referee Details

Name

s47F

Position held

Department/Employer

Phaone Numbet

Working relationship to applicant

Assessment against selection cnterla
Pléade féferio the suggested ratig Soalé which isattached -

Criterion 1

Rating

's47C & s47F
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4]

rCri't,erion 2 Rating
S47C & s4TF
i
Criterion 3 Rating
S47C & s4TF '
Criterion 4 Raﬁng
s47C & s4TF
f
Criterion 5 Rating
's47C & SATF
s47F '
Referes's Signature Date 25 [leafig
Applicant's Sighature "Date 29/10 / (A

RATING SCALE SUGGESTION FQR REFEREES,
Réferaes should sk the followirg 4s a gUielé Vst ‘bfb'\'lidi'hﬂ'i‘é’Fé”'r'é‘é'fcdiﬁ*iéﬁéhts“:

Descriptiot: _ lndlcators of Perfnrmance

performancs is outstanding.

T he appiteant pOSBeSSeS s able to perform at h:gh level without direct supewision
exceptionally well developed and for the fojlowmg reasons:

relevant skills and abilities, and the «  excellent joh knowladge;

appropriate personal qualities in n  exceptionally reliable; and

relation to this criterion, and thelr «  appears to Instinctively and effectively deat with all

matters relating to the posttion,
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Applicant Details

Name s47F

Phone Number

Position Detalls

Designation/Glassification

Office/Branch/Section

Position Number

Referee Details

Name

Paosition held

Department/Em

Phone Number

AR

i

Workingielating
Kng e

Rating
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S47C & s4TF




Criterion 2
's47C & s47F

Rating

Criterfon 3

Rating

s47C & s47F

Criterion 4-

Rating

"SATC & SATF

U

Criterion 8

Rating

| s47C & s47F

Criterion 6

Rating
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Referee's Signature

Date

Applicant's Signature

Date

RATING SCALE SUGGESTION FOR REFEREES

R

4]

Description

The applicant possesses
exceptionaily well developed and
relevant skills and abilities, and the
appropriate personal qualities in
relation to this criterion, and theit
performance is outstanding.

(To bs used only In cases where exceptional sfdlls
have been damonstraled against the eriferion).

The applicant possesses highly
developed and relevant skills and
abilities, and would perform
consistently well against the
criterion.

The applicant possesses relevant
skills, abilities and personal gqualities
and would be highly effective against
the criterion.

The applicant possesses skills,
abilifies and personal gualities
relevant to the criterion.

Sihe would be able to perform the
duties of the position to an
acceptable standard.

| indicators of Perfofmanca

s able to perform at high level without direct supervision
for the following reasens;

excellent job knowledge;

exceptionally reliable; and

appears to Instinctively and effectively deal with all
matters relating to the position.

Would require little supervision to achieve good results, for
the following reasons:

would be refiable and responsible;

well developed (sound) job knowledge;

would be able ko suggest and initiate improvemerits
relevant to the work area; and

would be well able to deal with alf of the routine and
most of the complex matters relating to the position.

s

L]

Would require routine supervision te perform atan .
acceptable level for the following reasons:
reascnable/good job knowledge;
makes few efrors;

generally refiable;

would use inltiative In more complex s
wouild accept responsibility; and
would deal with all routine matters of the position.

ituations;

= niETEEa T

Would be able to perform at an acceptable level for the
following reasons:

general job knowledge;

would follow directions; _
wolld deal with all routine matters of the position; or
has the potential to reach this standard within 3
months (temporaty transfer) or 6 months
(promotionftransfer). '

L]




Page 74 of 133

The applicant is unable to
demonstrafe that sthe possesses the
adequate skills, abilities and
personal gualities in relation to the
ciiterion. Sfhe would not be able to
perform the duties of the position
reievant to the criterion, even on a
femporary hasis.

Would be unable to perform the duties for one or more of

the following reasons:

= limited job knowledge which would result in frequent
arrors;

= poor work outpu;

= would have difficully cartying respensthility or solving
problems; and o :

«  would have difficulty dealing with routine matters
involving the pasition.




Applicant Details

Name

Phone Number

Position Details

Designation/Classification

OfﬁcélBranchlSection

"Position Numbér

Referee Details

Name

Position held

Department/Emple

Phone Number

Rating

Criterion 2

Rating

Page 75 of 133




Page 76 of 133

Criterion 3 : o Rafing

Criterion 4 ' Rating ' e

Griterion 5 } Rating

Referee’s Signature - ‘ Date

Applicant's Signature Date - (
RATING 8

Refgreesishonl

on

M

Descri ti

The applicant possesses Is able to perform at high level without direct supervision
exceptionally well developed and for the following reasons:

relevant skills and abilifies, and the «  excellent job knowledge;

appr_opriate persona! gualities in_ «  exceplionally reliable: and

relatfon to this criterion, and thelr «  appears to instinctively and effectively deal with all
performance is outstanding. matters relating to the position.

(To be used only in cases where exceplional skifis
have heen demonastraled against the criterion).

=

The applicant possesses highly Would require fittle supervision to achieve good results, for
developed and relevant skills and the following reasons:

abilities, and would perform « would ba reliable and responsible;

consistently well against the «  well developed {sound) job knowledge;




Page 77 of 133

%y

.

criterion, + would be able to suggest and initiate improvements
relevant to the work area; and

«  would be well able o deal with all of the routine and

most of the complex matters relating to the position

The applicant possesses relevart Would require routine supervision to petform al an
skills, abilities and personal gualities acceptabie level for the following reasons:
and would be highly effective against | x reasonable/good job knowledge,

the criterion. . makes few efrors;

»  generally refiable;

. wouid use initative in more complex situations;
«  would accept responsibility; and ’

. would deal with all routine matters of the po itio

The applicant possesses skills, Would be able to perform at an acceptable level for the

abilities and personal gualities following reasons:

relevant to the critarion. « general job knowiedge;

3/he would be able to perform the «  would follow directions;

duties of the position to an . would deal with all routine matters of the position; or

acceptahle standard. . has the potential to reach this standard within 3
months {lemporary transfer) or 6 months
(promotion/transfer)

perform the duties for one or more of

The applicant is unable te Woulid be unahle fo

denionstrate that s/he possesses the | the following reasons:

adequate skills, abilities and . fimited job knowiedge which would resuit in frequent
personal gualities in relation to the ©arrors;

criterion. Slhe WOUId nOt be able fo " poor Work Output;

perform the duties of the position |, would have difficulty carrying responsibiily or solving
relevant to the criterion, evenona ' problems; and

temporary basis. «  would have difficulty dealing with routine matters

‘ invelving the position.




Applicant Details

Name

Phone Number

Position Details’

DesignatidnfCIéssiticatlon

b —

Office/Branch/Section

Position Number

Referee Details

Name

Position held

WhicH s attac

fiad

'S47C & SATF

Réting
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Criterlon 2 : ‘ Rafing
s47C & s4TF

Criterion 3 ‘ ' Rating
s47C & S4TF ' '
Criterion 4 ’ Rating
s47C & s47F

Gyiterion & Rating
s47C & s47F
‘ s47F

Referee's Signature Date ﬂﬁ; / o / / -5/
Appllcants Signature Date 23 / /0 / I

RATING SCALE SUGGESTION FOR REFEREES

I6Wing.as a guitetigh, piovidiig Téferse domiiotts:
Ihdicators of Perfoitance )

Referebs should:iisg the'fal
| Description

G =

The applicant possesses Is able to perform at high level without direst supervision
exceptionally well developed and for the following reasons:

relevant skills and abilities, and the »  excellent job knowledge;

appropyiate personal qualities in »  exceptionally refiable; and

refatfon to this ciiterfon, and thelr | . 4o56ar 40 instinctively and effectively deal with al
performance is outstanding. matters relating to the position,

{To be used ohly in cases whore exceplional skills




The applicant possesses highly

developed and relevant skilis and
ahilities, and would perforim
consistentiy well against the --
criterfon.

The applicant possesses relevarit
skills, abllifles and personal qualities
and would be highly effective against
the criterion.

relevant to the criterion.

S/he would be able fo perform the
dutles of the position to an
acceptable standard.

applicant is unable o
demanstrate that s/he possesses the
adequafe skills, abillties and
pefsonal qualities in-relation to the
criterfon. S/he would not he able to
perform the duties of the position
relevant to the critedion, even on a-
tempolary basis,

) : involving the positlon, -

Would requira little supe

the following reasons.

«  would ba reliable and responsible;

. well developed (sound) job knowledge;

+  would be able to suggest and nitiate improvements
relevant to the work area, and

= would be well able to deal with all of the routine and

most of the complex matlters ralating to the position.

Eeors

e TeAery

m atan

\Would require routine supervision to perfo
acceptable level for the followlng reasons:
»  reasonablelgood job knowledge;

= makes few eiTors;

»  generally refiable;

. would use initiative In more complex shtuations;

«  would accept responsibility; and

would deal with all routine matters of the position.

Would be able to perform at an aceaptable level for the

following reasons: '

«  generaljob knowledge,

«  would foliow directions;

. ‘would deal with all routine matters of the position; or

. has the potential to reach this standard within 3
months {temporary transfer) or 6 months
promotionftransfer).

=T s et

Would be u

the following reasons: ‘

» Timited Job knowledge which woutld tesult In frequent
efrors,

»  poor work outpuf;

»  would have difficulty carrying responsibility or soiving
problems; and .

+  would have difficulty deating with routihe matters
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Applicant Details

Narme

Phone Numbet

Position Details
Designation/Classlfication

Oftice/Branch/Section

Position Nﬁmber

Referee Details

Name

Positlon held

Departrent/Em

Phone Number

-S47C & SATF

Rating

Criterion 2
S47C & S47F

‘ Rating

I
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Criterion 3 Rating
s47C & s47F

Critetion 4 "Rating
s47C & s47F

Criterfon 5 Rating
s47C & s47F

Referee’s Signature

s47F

Applicant's Signalure

e g1helis”

vats . 2% 10/15
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ay 'where of

har patiies with B lagitiinats: Eﬁteresﬂ’-'{

Applicant Detalls

Narme
M_

Phone Mumber

Position Defalls
Design_ationlclasslﬂcation

MRl
A T

Office/Branch/Seatian -

Position Nurﬁber

|

Referee Details

Pasition held

,A’[ I!h'*b‘.:'. s :'! . Rlu!ﬁ‘ .’”—‘
I i, :
AlEbgsment agalhs&selecﬁon criterfa®
Hoase refer io the suggasted ratik  soale-which 18 attache ' .
GriterIon T“r;h h g Rating
s47C & s4TF " :
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Griterton 2 Rating
s47C & s47F

Griterfon 3 Rating
S47C & s4TF

Criterfon 4 Rating
s47C & s47F

Criterion 5 Rating
s47C & s47F

~s47F
Referse’s Slgnature:

Applicants Signaturé:

Date: 27 October 2015

Date: 27 Ociober 2015

|

e
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K Austrahan Government
LM Depariment of Social Services

Candidate Referee Report

Irfoymaticn provided in a.Job applicafion (s:yeqyired for use) in _the_i"gs't_'afj‘;s;,elqéfg@n process. This
informatiori miay, whare it has. stgiificant bezring on raaching the final declsion, be accegsed by

other parties With a [agitinate interest In thié ontdoma of the ‘salatiion procass.

Ap plicant Details
Name

Phone Number

Position Details
Designation/Classification

Offfce/Branch/Section

Position Number-

Referee Detalls

Position held

Phongh ﬁ%;* v,

' W@a ’iﬁg ralatl :
h W
Assesamant againstSglectio Griteria

Please rafet fo tha sudgestad rating soale which |5 Bttached

) : . Rating
‘s47C & S4TF " : .

.,,_;_.___—4—---;-...-.-4«,—“.#4—-54';—.-5-;.—w-r.
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Criterion 2 Rating
s47C & s47F
Citterion 3. Rating
S47C & SATF _
|
Chitelion 4 Rating
s47C & s47F
Critetion 8 Rating *
s47C & s47F
l
Criterion 6. Rating
NA
S4TF
Referea's Sighature Date 24 J | a’} ‘ ](-
App]icahrs Slgnatur Dalo ’2((:5 / / O / ,»ZO {5_
- 1 T




‘t Austrotian Goyaymiment
Austration LOYOIAIET: .
W Departoent of Joeial Services

Camd date Heferee Report

ialion may; Whera it s
olherparlies with a lagitlmate iRtsrast i the ol

Applicant Details |

’g fhe;
G5t 1o solaouon process,

"p,.{gceqs This
amsjqp, ha aoapsedd by

Name

Phane Number

NIRRT e o

Pasition Details

Dasignation/Classlfioation

SATF

Diflog/Bransh/Section

Position Numbsar

Referee Defafls - e

Nama

Position held

S47F

Department/Employar

Phong Nurnbst

| epempemr et rr e

Working relationship to appllcant

Assegsment againgl ¢ seloction criterla

& which'is aftached

Pladas ofer to the suggested taling Scale
Enlenon 1

Rating

s47C & s47F

B R i
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Referee's Signature

Applicant’s Signature

Criterion 2 Rating
1s47C & s4TF

Criterion 8 Rating
s47C & s47F

Criterion 4 Rating
s47C & s47F

Griterion 5 _ Rating
s47C & s47F

Criterlon 6 Rating
NA NA

S47F

o 99rops

oste 2616|2015
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biadse refel to fhe Siggasted raling.stale which s attached
Griferion 1 Ratihg
_ _
S47C & s4TF - ]
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% Augtratian Govarnument

LX
T Departmont of Social Services

Candidate Referee Report

Infosrmation prpyldégl In g job application s re'ql‘lLig'a_g for uge In the slaff saleotjon process. This

Information maj, Where it hds signifioant baatlyg on fedching the final decislon, ko acoogsed by

f

- gther partles with & legltiniate Infereét e dittoore of thé sbigbtiorn praoese,

Applicant Detalls

Name s47F

Phohe Numbet

Position Details . _ e ———

Deslgnation/Classification

ORice/Branch/Sedtion

Posltion Number

Reforee Details
Name : S4TF |

Position held . '

Deparimant/Employer

Phone Number '
e ]

Working relationshlp to applicant
oy ]

Asspssment agalnst selection criteria
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a

Gritetlon 2 Rating
's47C & s47F
l
Gilterion 3 Rating
s47C & s47F
Griterlon 4 Rating
s47C & s47F
Criterion § Ratlng
s47C & s47F
T oritorion 6 AT -
Not Applicabla S47F
Refared's Signature Dat'et% { )D\ ( 5’/
‘Applicant's Slgnature Date r) f‘/ / /f“ ]
A AR BN R




L céﬁt%

Phone Number

Position Details

Designation/Classification

Office/Branch/Section

e
Position Number

Referee Details
Name

e ——7
Positlon held
Department/Employer
Phone Numper

Working retationship to applicant

Asse;.ssment againsg selection criferia
P bt E e ST

PSR IS iReSd gested et

r

G T e

1

Red

Rating .
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Criterion 2 Rating
s47C & s47F

Criterion 3 Rating
s47C & s47F

Critarion 4 Rating
s47C & s47F

Criterion & Rating
S47C & S4TF '

s47F

Referee's Signatire Date 30 Qgt 16

Applicant's .Signatura Date 30 Oct 15
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UILELEA, Maria

From: Recruitment
To: s47F S47F
s47F
Subiject: APS 6 Programme Officer - SA State Office- Department of Social Services Bulk Recruitment Round APS5/6 2015

Good morning,

Thank you fer your interest in working in the Department of Social Services {DSS) and the time you tock to apply and attend interview for the DSS SA State Office APS 6 Programme Officer
role. .

' wish to advise that you have been deemed suitable for appointment and have been placed on the' DSS SA State Office APS 6 Programme Cfficer merit list. While you have been deemed
suitable in this recruitment process no pcsitions are avaiiable at this time.

ff a vacancy becomes available within the 12 months from the pasition being advertised on 26 June 2015, the merit list will be consulted and you may be contacted by the Department of
Social Services, Department of Education or Department of Health.

If you have any further enquiries , please email recruitment@dss.gov.au .

Once again, thank you for your interest in working for the Department of Social Services and best of luck for the future.

Kind regards,
Recruitment Team
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WINTER, Alyce

From:

To: Recruitment

Sent: Thursday, 21 January 2016 11:32 AM

Subject: Read: APS 6 Programme Officer - SA State Office- Department of Social Services Bulk

Recruitment Round APS5/8 2015 [DLM=Sensitive; Personal}

Your message

To:

Subject: APS 6 Programme Officer - SA State Office- Department of Social Services Buik Recruitment Round APS5/6
2015 [DLM=Sensitive:Personal]

Sent: Thursday, January 21, 2016 11:28:30 AM {UTC+10:00) Canberra, Melbourne, Sydney

was read on Thursday, lanuary 21, 2016 11:31:07 AM {UTC+10:00) Canberra, Melbourne, Sydney.
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BAILEY, Sharon

From: BAILEY, Sharon

Sent: . Friday, 12 February 2016 12:29 PM

To: MCGARN, Sally

Cc: MCLACHLAN, Catherine

Subject: RE: Email to Kerry Carmichael re reviews [SEC=UNCLASSIFIED]

Security Classification:
UNCLASSIFIED

Thanks Sally — I'm happy io send on to Kerry

From: MCGARN, Sally

Sent: Friday, 12 February 2016 9:56 AM

To: BAILEY, Sharon

Cc: MCLACHLAN, Catherine

Subject: FW; Email to Kerry Carmichael re reviews [SEC=UNCLASSIFIED]

HI Sharon, | don’t think you have seen the below email?

Andy and | had spoken to Kerry on 21 January but had not followed through -Kerry had requested an email to send
to members. -

Any person who is ringing/emailing to advise they want to consider a review is sent the below.

From a stakeholder perspective do you want me to do another email explaining the delay (it has been some weelks)
or perhaps reframe to advise that this is what is happening when any contacts us? Notify Margaret?

Please advise what you would like to happen to progress {or not)

Apologies and please advise if you would like to discuss.

Sally

draft email for Kerry (to be OK'd by Margaret?)

Hi Kerry, as discussed on Thursday with Andy Paras and Sally McGarn, here is information that you requested. This
information is being sent to those who have made an direct enguiry to the DSS Recruitment team.

This email provides information and links to assist you with your enquiry about requesting a review.

Contact the Office of the Merit Protection Commissioner:

Should you require assistance, the Office of the Merit Protection Commissioner recommend that in the first
instance, they should be contacted on Phone {02} 8239 5330 or via email review@apsc.gov.au as they can address

the enquiry and guide people through the process.

»  Office of the Merit Protection Commissioner

Promotion Review:

The only ground for a review of a promotion is merit. The review applicant needs to demonstrate that they have
stronger claims, in terms of skills and other work-related qualities, to the particular job than the person who was
promoted. A review applicant who is only able to demonstrate that they have equal claims to the job will not be
successfut in overturning the original promotion decision.

A promotion review must be applied for within 14 days of a promotion notice in the Gazette. As this is a joint
recruitment exercise, the promotion notices are currently being posted by the Department of Social Services,
Department of Health and the Department of Education and Training. Promation notices are only posted on

Thursdays.

=  Promotion Reviews
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Review of Action:
Under the Public Service Regulations, there is no avenue for a general review of a selection exercise. An
unsuccessful applicant for a promotion may lodge a promotion review once the successful applicant/s have been
Gazetted {as noted above). An ongoing employee who is unsuccessful for a position other than a promotion can
take their concerns up with the agency. However, as noted, the selection process is not generally reviewable under
the Regulations as per Item 10 of Schedule 1 of the Public Service Reguiations. '

s Puyblic Service Reguiations

Further information refer to:

» Review of actions

If you would like assistance with this, as per above, it is recommended that the individual contact the Office of the
Merit Protection Commissioner {details above).




Page 97 of 133

BAILEY, Sharon

From: BAILEY, Sharon

Sent: Friday, 12 February 2016 4:57 PM

To: COX, Tristan

Cc: MCGARN, Sally

Subject: Appeal process [DLM=Sensitive: Personal]

Security Classification:
Sensitive: Personal
Hi Tristan
Could you please give me a call?
| just wanted to give you a heads- up re an appeal process for an APS8 position in the SA Office.

The relevant folk will receive an email from the Merit Protection Commissioner today, so wanted you to be aware of all
of that.

Regards

Sharon

Sharon Bailey
Branch Manager
People Branch

Department of Social Services
P: S47F | E:

DSS acknowledges the traditional owners of country throughout Australia, and their continuing connection to tand, sea and
community. We pay our respects to them and their cultures, and to elders both past and present.
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BAILEY, Sharon

From: BAILEY, Sharon

Sent: Friday, 12 February 2016 12:35 PM

To: CarMichael, Kerry {CPSU) (Kerry.CarMichael@cpsu.org.au)
Cc: MCGARN, Sally; MCLACHLAN, Catherine

Subject: Reviews [SEC=UNCLASSIFIED]

Security Classification:
UNCLASSIFIED

Dear Kerry

As discussed with Andy Paras and Sally McGarn, below is the information being sent to people who have made a
direct enquiry to the DSS Recruitment team, regarding reviews of recruitment decisions.

We have just received our first cali from MPC re a review.

Regards
Sharon

This email provides information and links to assist you with your enquiry about requesting a review.

Contact the Office of the Merit Protection Commissioner:

Should you require assistance, the Office of the Merit Protection Commissioner recommend that in the first
instance, they should be contacted on Phone (02) 8239 5330 or via email review@apsc.gov.au as they can address
the enquiry and guide people through the process.

s Office of the Merit Protection Commissioner

Promotion Review:

The only ground for a review of a promotion is merit. The review applicant needs to demonstrate that they have
stronger claims, in terms of skills and other work-related qualities, to the particular job than the person who was
promoted. A review applicant who is only able to demonstrate that they have equal claims to the jobh will not be
successful in overturning the original promotion decision.

A promotion review must be applied for within 14 days of a promotion notice in the Gazette. As thisis a joint
recruitment exercise, the promotion notices are currently being posted by the Department of Social Services,
Department of Health and the Department of Education and Training. Promotion notices are only posted on
Thursdays.

=  Promotion Reviews

Review of Action:

Under the Public Service Regulations, there is no avenue for a general review of a selection exercise. An
unsuccessful applicant for a promotion may lodge a promotion review once the successful applicant/s have been
Gazetted (as noted above). An ongoing employee who is unsuccessful for a position other than a promotion can
take their concerns up with the agency. However, as noted, the selection process is not generally reviewable under
the Regulations as per Item 10 of Schedule 1 of the Public Service Regulations.

e Public Service Regulations

Further information refer to:

= Review of actions
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If you would like assistance with this, as per above, it is recommended that the individual contact the Office of the
Merit Protection Commissioner {details above},
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MCLACHLAN, Catherine

From: MCLACHLAN, Catherine

Sent: Tuesday, 16 February 2016 11:46 AM

To: BAILEY, Sharon

Subject: FW: MPC16/00078 - Notification of Promotion Review [DLM=Sensitive:Personal]
Attachments: MPC16-00078 Notification of Promotion Review - Letter to Agency.DOCX; Attachment D

- MPC (PRC) Instructions revised June 2013.DOCX; ATT00001 .txt
importance: High

Security Classification:
Sensitive: Personal

H: Sharon

For your infermation, we have received formal notification of 4 appeals in SA. Sally is managing them at the
moment, please advise if you wish it to be managed at a higher level,

Kind regards
Catherine

Catherine McLachian

MAHR!

Director

Paople Strateny, Reporting & Recruitment
p. S47F

From: MCGARN, Sally

Sent: Monday, 15 February 2016 3:42 PM

To: MCLACHLAN, Catherine

Subject: FW: MPC16/00078 - Notification of Promotion Review [DLM=Sensitive:Personal]
Importance: High

H1 Catherine, FYI letter from Merit Protection Commissioner to provide advice up the line.

NB it is address to the Secretary however, the letter has not been sent to him - it is sent to me instead.
We will work towards getting the information distributed asap.

Regards

Sally

From: APSC - Review [mailto:review@apsc.gov.au]

Sent: Monday, 15 February 2016 2;11 PM

To: MCGARN, Sally .

Subject: MPC16/00078 - Notification of Promotion Review [DLM=Sensitive:Personal]
Importance: High

Sensitive: Personal
Dear Sally,
Please find attached notification of Promotion Review by Promotion Review Committee (PRC}). My correspondence
provides information about this process and the requirement to provide information as detailed to the PRC and

parties involved.

If you have any queries in relation to this matter, please contact this office on the number below.




Page 101 of 133

SATF
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Australian Government
Office of the Merit Protection Commisstoner

Australian Public Scrvice Commission

File No: MPC16/00078

Please quote this ieference in all correspondence

SENSITIVE: PERSONAL

Mr Finn Pratt AO PSM
Secretary

Department of Social Services
GPO Box 9820

Canberra ACT 2601

Attention: Sally McGarn
NOTIFICATION TO AGENCY OF PROMOTION REVIEW

This is to advise you that the promotion decisions in relation to following position have received
review applications under Public Service Regulation 5.9

Department of Social Services

Programme Service Delivery Officer

APS Level 6

Adelaide, SA

Notified in Public Service Gazette PS04 — 28 JAN 2016

As a consequence a Promotion Review Committee (PRC) will be convened by the Merit Protection
Commissioner to decide the review. The information sheet in Atachment C explains the role of the
PRC. Additional information for agency recruitment staff is available on the Promotion Reviews
and Information for Agency Staft webpages on the Australian Public Service Commission’s
website.

Parties to a review

The parties to this review are detailed in a matrix in A#tachment A. The term ‘party to a review’
refers to both the candidates for the position who have applled for promotion review and the
promotees whose promotions are subject to review,

Information required by the PRC

To assist the PRC, you are required under Public Service Regulation 5.17 to provide documentation
that explains the reasons for the promotion decisions. In most circumstances it is sufficient to
provide information from the agency’s recruitment file for the position. Atfachment B contains a
checklist of the sorts of information required by the PRC.

This information should be provided by Monday, 29 February 2016. For privacy reasons you will
need to remove information relating to candidates who are not parties to this promotion review.

viewdapsc.govau w, www.apse.govay L
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Access to agency documents by the parties to the review

The information supplied by the agency to the PRC should also be made available by you to the
parties fo the review, at your premises, or other suitable location. Please advise the parties when
your documentation is available and how it may be accessed.

The parties are required to provide their statements by Monday, 29 February 2016. Papers should
be made available to the parties for viewing prior to this date. If you are unable to provide papers
for view by this date, please contact the Review Team. :

Agency nominee to the PRC

Your agency head (or their delegate) is required to nominate a member to the PRC. In making the
nomination, please note that the nominee must comply with the Merit Protection Commissioner’s
Instructions (Attachment D — separate attachment) that, amongst other things, leqmre PRC
members;

. to familiarise themselves with the relevant legislation, and
. to sign a Declaration of Impartiality and a Declaration of Use and Non-Disclosure
(Attachment E).

In view of these requirements you should ensure that the nominee has no conflict of interest or other
involvement with the promotion decision that might lead to a reasonable apprehension of bias by
any of the parties. Your nominee will also require time to familiarise themselves with the relevant
legislation, Merit Protection Commissioner’s Instructions and the documentation involved in the
case. As amember of a PRC cannot be directed, the nominee will be acting independently. The
nominee will be contributing their understandmg of your agency but will not be acting on behalf of
your agency.

Please complete and return the Agency Nominee Contact Details form in Attachment E to the
Review Team by Monday, 29 February 2016.

Circumstances that might impact on conduct of the review

If you are aware of or become aware of any situation that might create difficulties for the parties to
access information either physically or electronically, e.g. parties in remote locations and/or without
access to the internet; or of any.other circumstances that might impact on the conduct of the review,
such as any barriers preventing employees from attending an interview; leave commitments or other
absences; cancellation of promotion; a review applicant being promoted to another position;
resignation etc, please contact the Review Team. The PRC will decide what effect any of these
special circumstances may have on the review process.

Finally, if you have any further queries, please contact the Review Team on (02) 8239 5330.

Jeremy Gadsden
Review Administrator

15 February 2016
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APPLICATION FOR REVIEW OF CERTAIN APS
PROMOTION DECISION (PS reg 5.9)

CLASSIFICATION:APS 6

AGENCY Department of Social Services

STATE SA

FILE NO:MPC16/00078

Promotions notified in Public Service Gazette:PS 04 28/01/2016

Promotees No(s) Applicants in bold

1 Jillian Beckwith
2 Purdy Lynch
3 James Bonner
S4TF
S47F

SR
SEEEREE
SiSIS -

FVF

Note: "A"” denotes an active application. An active application is made by a person

who was not selected for promotion.

“P” means a protective application. A person who has been selected for promotion
may lodge a “protective’ application against another person selected for promotion.




Attachment B Information required about the promotion decision under PRibies of 133
Service Regulation 5.17

The PRC requires information which identifies the matters considered by the Agency Head, or their
Delegate, when making the promotion decision as they relate to the parties to this review, inctuding
whether any matter other than the assessment referred to in section 10A(2) of the Public Service Act
1999 was considered.

The information and documents required are listed in the enclosed checkllst (Parts 1 and 2) Please

return the checklist with your documents.

Agency Chechlist (Part 1)

You should net include information that relates to candidates who are not a party to the promotion

review.
Provide 3 hard copies of the documentation below to:

Review Manager

Australian Public Service Commission
PO Box 20636

World Square Post Office

SYDNEY NSW 2002

Duty statement and/or job profile/description. ENCLOSED 0

An ofganiSation chart showing the position of the job vacancy | ENCL.OSED 0

in relation to other jobs in the area, if available. NOT AVAILABLE 0

Se}eu?t}on cr.lterle'l or similar of the work-related qualities ENCLOSED -

required for the job vacancy.

‘| The selection report or other documentation that explains the

recruitment decision, including a comparative assessment of | ENCLOSED O

applicants.

Evidence in relation to the standard of work performance and | ENCLOSED O

personal qualities of the parties to the review. NOT AVAILABLE 0

Details of the asssassment or sc?lectlon methodology as it ENCLOSED -

concerns the parties to the review.

Application/statement of parties to the review addressing the ENCLOSED O

selection criteria or similar NOT AVAILABLE n

Referee reports ENCLOSED H
© P NOT AVAILABLE 0

Recruitment and selection tests results as they apply to the ENCLOSED 0

parties to the review NOT AVAILABLE [l
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Agency Checklist (Part 2)

THE DELEGATE’S DECISION
Please complete the following:

Name of the Delegate who made the promotion decision:

......................................................................

......................................................................

......................................................................

Delegate’s email address: ...,
Delegate’s telephone no: ...

When making a decision to promote an applicant for a job vacancy, in accordance with sub-section
10A(2) of the Public Service Act 1999, merit is the primary consideration. However the decision
maker (delegate) may take into account considerations other than merit in making their decision (for
example applicant availability).

Please provide information from your recruitment file of any other considerations the delegate may
have taken into account when making the promotion decision(s).

Were considerations other than merit taken into YES /NO
account in making the promotion decision?

If your answer was YES—
please provide full information on what other ENCLOSED 0o
matter(s) was considered or taken into account.
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Attachment C
Heview of Promotion Decisions

This is general information for Australian Public Service (APS) employees about the promotion
review process administered by the Merit Protection Commissioner.

The legiélative basis for the promotion review process is Division 5.2 of the Public Service
Regulations 1999 (the Regulations).

Certain decisions involving the engagement of Parliamentary Service employees By the APS are
also subject to review (see below).

Role of the Merit Protection Commissioner

The Merit Protection Commissioner is an independent statutory office holder established under
section 49 of the Public Service Act 1999 (the Act). The Merit Protection Commissioner has a range
of functions relating to the employment framework of the APS, including the promotion review
function.

The Merit Protection Commissioner is assisted by staff of the Australian Public Service
Commission,

What is a promotion?

A promotion is the ongoing movement of an APS employee to a job at a higher classification level.
However, a move to a higher classification within an agency’s broadband is not a promotion.

Publication of prometions

Promotion decisions are published in the Public Service Gazette (www.APSjobs.gov.au).
Promotions normally take effect four weeks after the promotion has been published in the Gazette,
subject to any promotion reviews.

Grounds for review

The only ground for a review of a promotion is merit, i.e., the review applicant believes they have
stronger claims, in terms of skills and other work-related qualities, to the particular job than the
person who was promoted,

Review of engagement decisions involving Parliamentary Service employees

The Parliamentary Service Act 1999 established the Parliamentary Service as a separate service
from the APS.

Under the Regulations, Parliamentary Service employees joining the APS are considered to have
been ‘engaged’ by the APS. The information contained in this brochure also applies to ongoing
Parliamentary Service employees who have applied for an APS job at a higher classification.

Promotion Review Committee (PRC)

Promotion reviews are conducted by an independent and impartial committee established by the
Merit Protection Commissioner. ' ‘ ‘
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The committee consists of three members:

» aconvenor nominated by the Merit Protection Commissioner
« anominee from the relevant agency
» a third member nominated by the Merit Protection Commissioner.

The convenor will be an employee of the APSC with special training in merit-based staft selection.
The third member will be an APS employee who has the relevant skills and experience to undertake
merit based staff selection.

How is a PRCindependent?

Each member of the PRC is required to sign a Declaration of Impartiality and a Declaration of Use
and Non-Disclosure.

A PRC cannot be directed when carrying out their duties. This means that they need to form their
own judgment about candidates.

PRCs need to follow the binding instructions which the Merit Protection Commissioner has issued
to guide PRCs.

Who is entitled to seek a review?
A, Active reviews

If you have applied for a promotion to a particular job(s) but have been unsuccessful, you are
entitled to apply to have the decision reviewed by a PRC under the following circumstances:

a. you are an ongoing APS employee who has applied for promotion to the job(s)

b. the job(s) is at the APS 2 to 6 classifications

c. the successful applicant is an ongoing employee of the APS who will be promoted to the
job, or is an ongoing Parliamentary Service employee to be ‘engaged’ in the APS at a higher
classification than their current level

d. the promotion decision was not made on the recommendation of an [ndependent Selection
Advisory Committee

e. the promotion decision did not result from a review conducted by a PRC.

B, Protective reviews

Some selection exercises fill multiple job vacancies and result in a number of people being
promoted. Candidates whose promotions are published in the Gazette in this circumstance and may
be expecting other candidates to seek a review of their promotion and therefore they lodge
‘protective’ applications for review, this involves lodging the standard review application against
other persons whose promotions have been published in the Public Service Gazette from the same
selection exercise.

C. Applying for a review

You will need to provide the information required in the application form available from the
Commission website. Applications can be submitted either online, by fax or post to:

Review team

Australian Public Service Commission
PO Box 20636

World Square Post Office

SYDNEY NSW 2002
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Fax: (02) 6267 4944 ,

Applications for review must be received by 5pm local time on the 14th day after the date the
promotion appeared in the Gazette.

Notitication of a review application

Commission Review Team staff will determine the validity of any application received and advise
the agency and the parties to the review accordingly. The parties to the review are the review
applicants and the promotees nominated by the review applicants.

Information on the promotions that have attracted review applications is posted on the APSC
website on the day following the due date for applications. Detailed information on the process will
then be provided to the agency and parties to the review.

information required by the PRC

The agency and parties to the review must provide a range of information to the PRC. The agency
provides information about its original promotion decision and the parties to the review provide a
statement of their claims for promotion to the job.

What dees the PRC assess?

The PRC assesses the relative merit of the person pfomOted and each person who has made a valid
application for review of that promotion decision.

Relative merit means deciding who is most suitable to perform the duties of the job successfully.
PRC decision

The PRC makes an independent decision about which person(s) shall be promoted. Agencies are
bound to implement PRC decisions.

What if you are stili not satisfied?

There is'no further right of administrative review under the Act or the Regulations. To take the
matter further, you would need to apply to a court for judicial review, under the general law or the
Administrative Decisions (Judicial Review) Act 1977. In such cases, it would be prudent to seek
independent legal advice.
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AGENCY NOMINEE CONTACT DETAILS
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Surname: Given name:
Postal address:
Phone business: Mobile:

Email:
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Declaration of Impartiality
(Before signing please read the notes below)

{work or other address)
BIOIMINEE OF ... e e et et e e ettt e e e e e e
{Merit Protection Commissioner or Agency Head)

to the Promotion Review Committee which is considering applications for review of promotion (and certain
engagement) decisions

PSP PTIR: | | R PR
(classification level) (agency)
DECLARE:
I that [ do not have and have not had;
(a) a relationship with a party to the matter under consideration of a kind that maybe cause a reasonable
person to suspect that I may be biased, including:
(i} a family relationship;
(ii) a close personal friendship; or
(i1f) a relationship involving personal hostility; or
(b) any personal involvement in the matter to be considered, mcludmg a pecuniary, or non-pecumiary,

interest in that matter;

2. that I understand that, as provided by the Public Service Regulation 5.11(6) in carrying out my duties as a
member of a PRC, I am not subject to d}recuon except:
(a} by a Court; or
{b) by instructions issucd by the Merit Protection Commissioner under Public Service Regulation 5.15.

3. that I understand that in carrying out my duties as a member of a PRC, I am acting independently and not as a
. representative of my employing agency.

SIZNATUTC. ..ottt e et e Date.

NOTES

1. The purpese of this document is to facilitate proper and efficient operation of PRCs established under the
Public Service Regulations 1999. The Merit Protection Commissioner has instructed all persons nominated as
PRC members to make this declaration. If a person feels, for any reason, unable to comply with this
requirement, he or she should discuss the matter with other members of the PRC and their nominating body
(the Merit Protection Commissioner or Agency Head as the case may be) with a view to determining whether,
in all the circumstances of the case, they should decline o serve on the PRC so that their nominating body may
nominate another person in their place, :

2. Similarly, if a PRC member should develop—affer making this declaration—a relationship, involvement or
interest of a kind described in the declaration, he or she should discuss the inatter with other members of'the
committee and their nominating body (the Merit Protection Commissioner or Agency Head as the case may
be) with a view to determining whether, in all circumstances of the case, they should stand down from the
committee.

3. Failure to act in the manner described in Note 2 may lead to an application for review of the committee’s
decision under the Administrative Decisions (Judicial Review) Act 1977.

4, Making a false declaration or failure to act in the manner described in Note 2 may result in an investigation as
to whether there has been a breach of the APS Code of Conduct and/or action under section 70 of the Crimes
Act {914,
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Public Service Act 1999

Declaration of Use and Non-Disclosure
(Before signing please read the notes below)

PR
{full name)

twork or other address)
001 11 T o PP
(Merit Protection Commissioner or Agency Head)

to the Promotion Review Committee which is considering applications for review of promotion (and certain
engagement) decisions

| SO S TS | RN

(classification level) (agency)

DECLARE that [ have read and understood subsections 72B(1}, (2) and (3} of the Public Service Act 1999 and accept
my obligations pursuant to those subsections of the Act.

Signature.......ooii
DAt e
NOTES
L. The purpose of this document is to facilitate proper and efficient operation of PRCs established under the Publfic

Service Regulations 1999. The Merit Protection Commissioner has instructed all persons nominated as PRC
members to make this declaration. If a person feels, for any reason, unable to comply with this requirement, he or
she should discuss the matter with other members of the PRC and their nominating body (the Merit Protection
Commissioner or Agency Head as the case may be) with a view to determining whether, in all the circumstances
of the case, they should decline to serve on the PRC so that their nominating body may nominate another person
in their place.

2. Actions contrary to the provisions of section 72B of the Public Service Act 1999 may result in an investigation to
determine whether there has been a breach of the APS Code of Conduct and/or action under section 70 of the
Crimes Aet 1914.
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Definitions
{1) In this section:

entrusted person mcans any of the following:
(a) the Merit Protection Commissioner;
(b) adelegate of the Merit Protection Commissioner;
(¢) a person acting under the direction or authority of the Merit Protection Commissioner;
(d) a member of staff assisting the Merit Protection Commissioner;

(¢) a member of a committee established or appointed by the Merit Protection Commissioner
under the regulations;'

(f) any other person prescribéd by the regulations for the purposes of this paragraph.

prescribed entrusted person means an entrusted person of a kind prescribed by regulatmns for
the purposes of this definition.

protected information means information that was obtained by an entrusted person in
connection with the performance of functions or duties, or the exercise of powers, under:

(a) subsection 50(1) or (2); or
(b) section 50A;or

(c) any other provision of this Act or the regulations prescribed by the regulations for the
purposes of this paragraph.

Prohibition on disclosure or other use of protected information

(2) Except as authorised by this section or the regulations, a person who is, or was, an entrusted
person must not, directly or indirectly, make a record of, disclose or otherwise use protected
information.

Note: Section 70 of the Crimes Act 1914 creates offences in relation to the disclosure of information by
Commonweatth officers.

Authorised disclosure or other use of protected information

(3) An entrusted person may make a record of, disclose or otherwise use protected information for
the purposes of, or in connection with, the performance of functions or duties, or the exercise of
powers, under this Act or the regulations.

' A member of a PRC is a member of a committee established or appointed by the Merit Protection Commissioner
under the regulations.

? APRC is a prescribed function of the Merit Protection Commissioner by Regulation 7.1(1) in accordance with'
subparagraph 50(1 )(d) of the Public Service Act 1999, ;
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Promotion Review Committees

- MERIT PROTECTION COMMISSIONER’S (PRC PROCEDURES)
INSTRUCTIONS 2013

I, Patrick Michael Palmer, Acting Merit Protection Commissioner, hereby:

(a) issue the following Instructions under regulation 5.15 of the Public Service Regulations
1999 (the Regulations) to commence on | July 2013; and

(b) revoke all Instructions previously issued under regulation 5.15 of the Public Service
Regulations 1999 when these Instructions commence.

Dated: 21 June 2013

SIGNED PATRICK PALMER

ACTING MERIT PROTECTION COMMISSIONER

Backeround to Instructions

I. Under regulation 5.15, the Merit Protection Commissioner must issue Instructions about
the procedures to be followed by a Promotion Review Committee (PRC) in performing its
functions under Division 5.2 of the Regulations. The Instructions must not be inconsistent with
the Act, the Regulations or the Public Service Commissioner’s Directions.

2, Under subregulation 5.15(3), a PRC must comply with these Instructions.

3. Under regulation 5.14, the procedures used by a PRC in conducting a review under

Division 5.2 of the Regulations must meet the following minimum requirements:

(a) the procedures must have due regard to procedural faimess;

(b)  the review must be conducted in private;

(c) the review must be finished as quickly, and with as little formality, as a proper
consideration of the matter allows.

Definitions

In these Instructions:
Act means the Public Service Act 1999

Agency head means an agency head within the meaning of section 7 of the Act and includes a
person authorised by an agency head for the relevant purposes

Applicant means an applicant for review of a promotion or engagement decision under
Division 5.2 of the Regulations

Application means an application for review of a promotion or engagement decision under
Division 5.2 of the Regulations

Australian Public Service Commissioner’s Directions means the directions made by the Public
Service Commissioner under section 11 of the Act which apply at the time that the PRC carries
out its functions

Binding instructions on procedures
Issued 21 June 2013




Page 115 of 133

Promotion Review Committees

Engagement means a decision made by an agency head to employ an employee of the
Parliamentary Service

Merit Protection Commissioner means the Merit Protection Commissioner appointed under
section 52 of the Act and includes any person authorised by the Merit Protection. Commissioner
for the relevant purpose

Parties to the review means persons who have submitted an application for review of a
. promotion or engagement decision and persons whose promotions or engagements have received
an application for review

PRC means a Promotion Review Committee appointed under Division 5.2 of the Régu]ations. In
these Instructions there are individual obligations on the members of the PRC and on the PRC
acting collectively.

Privacy Act means the Privacy Act 1988

Promotion means the ongoing assignment of duties to an ongoing APS employee at a higher
classification than the employee’s current classification as defined in Clause 2.2 of the Australian
Public Service Commissioner’s Directions

In these Instructions, a reference to a promotion decision is also a reference to an engagement
decision with respect to employees of the Parliamentary Service as described in regulation 5.6(2).

Regulations means the Public Service Regulations 1999,
Instructions
1. Obligations on PRC members

Each person nominated to be a member of a PRC must inform himself or herself about
the fegislation, principles and guidelines relevant to employment decision- maklng in the
APS including;

(a) the Public Service Act 1999,
(b) the Public Service Regulations 1999;
(c) the Australian Public Service Commissioner’s Directions;

(d) these Merit Protection Commissioner’s Instructions on procedures to be followed
by PRCs;

(¢) the principles of lawful administrative decision making, including procedural
fairness;

() the Privacy Act 1988;
(g) Commonwealth anti-discrimination legislation.
Note: See, for example, the Racial Discrimination Act 1975, the Sex D;scnmmatron Act 1984 and
the Disability Discrimination Act 1992,
2. Responsibilities of PRC members
A member of a PRC must:

(a) make any decision in accordance with the principles of lawful administrative
decision-making;

Binding Instructions on procedures
issued 21 June 2013
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Promotion Review Committeas

(b) bechave in a way which upholds the APS Values and the APS Employment
Principles and which is consistent with the APS Code of Conduct in undertaking
their duties as a PRC member; '

(¢} behave with impartiality and without unlawful discrimination towards the parties to
the review;

(d) maintain the confidentiality of personal information consistent with the Privacy Act
and not disclose information about the parties to the review except as necessary for
the purposes of undertaking the functions of the review.

Obligations with respect to impartiality

(1) Before a PRC begins to deal with an application for review of a promotion decision
each member of the PRC must sign a declaration of impartiality.

(2) Where a PRC member forms a belief that he or she would not be able to undertake
his or her duties impartially, or refuses to sign a declaration of impartiality, he or
she must decline to continue as a member of the PRC.

(3) Where a PRC member declines to continue as a member of a PRC, he or she must
advise the Director Review and Casework in writing of the declination and the
reasons for his or her withdrawal.

(4) Where the PRC convenor forms a belief that a member of the PRC would not be
able to undertake his or her duties impartially, the convenor must consult with the
Director Review and Casework. If the Director Review and Casework is not
satisfied that the PRC member would be able to undertake his or her duties
impartially, then either

{a) the relevant agency head must be consulted and asked to nominate a new
agency nominee in accordance with Regulation 5.1 1(1)(b}; or

(b) anew APS employee must be nominated in accordance with Regulation
S5.11(1)c).
PRC member as a referee
(1} A PRC member must not provide a reference for any party to the review.

(2) A PRC member must declare to the PRC if he or she has been:

e areferee for a party to the review, in support of their original application for the
promotion; and/or

o asked to be a referee for the purposes of the promotion review.

(3} In the circumstances described in subparagraph 4(2), the PRC must decide whether
the member should continue his or her membership of the PRC and must consult
with the Director Review and Casework.

Note: The Merit Protection Commissioner has authorised the Director Review and Casework for the
purpose of the consultation referred to in subparagraph 4(3) of these Instructions.

Binding Instructions on procedures
Issued 21 June 2013
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Promotion Review Commitieas

Obligations with respect to use and non-disclosure

Prior to considering information submitted by the parties to the review, each member of
the PRC must acknowledge in writing the obligation not to, directly or indirectly, make a
record of, disclose or otherwise use any information that was acquired while he or she
was performing the duties as a PRC member, except for the purposes of completing the
review or as otherwise authorised by law.

Note: This obligation is contained in section 72B of the Act and applies during the life of the PRC and
after the member ceases to perform his or her duties as a PRC member.

Objections to PRC composition

(1) A PRC must make a written record of the receipt of any objection to the
composition of the Committee.

(2) The written record must specify:
(a) the date when the objection was made;
(b) the name of the person who made the objection; and

{c) the reasons for the objection. -

(3) The PRC must consult with the Director Review and Casework before the PRC

decides on action to resolve the objection.

Note: The Merit Protection Commissioner has authorised the Director Review and Casework for the
purposes of the consultation under subparagraph 6(3) of these Instructions,

Selection documentation’

(1) A PRC must satisfy itself that the work-related qualities identified by the agency
head as part of the original promotion decision are genuinely required to perform
the duties of the relevant employment.

(2) Ifa PRC considers that the work-related qualities genuinely required to perform the
duties are different from those used by the agency head in arriving at the promotion
decision the PRC must consult with the maker of the promotion decision.

(3) Where a PRC considers that the work-related qualities genuinely required to
perform the duties are different from those identified in the promotion decision
under review the PRC must advise the parties to the review of the nature of the
differences and give them a reasonable opportunity to:

e comment; and
e submit additional information on their claims to promotion.

Representation before a PRC

(1) Where a person appearing before a PRC seeks to have representation, the PRC must
- refer the request to the Director Review and Casework.

(2) The PRC must advise the affected employee of the decision in relation to their
application for representation.
Note: Under regulation 5.14(2) a person appearing before a PRC must do so without representation unless

the Merit Protection Commissioner decides that, in all the circumstances, it would be reasonable to allow
the person to be represented. .

Binding Instructions on procedures
Issued 21 June 2013
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The Merit Protection Commissioner’s powers under regulation 5.14(2) have been delegated to the Director
Review and Casework.

Handling adverse information

(1) Where, in its deliberations, the PRC proposes to take into account in deliberations
any adverse information of which a party to the review is, or is likely to be,
unaware, the substance of that information must be conveyed to the relevant party.
The information may be conveyed in writing or orally.

(2) The PRC must give the relevant party a reasonable opportunity to provide comment
on the information, orally or in writing, to the PRC. Both the opportunity to provide
comment and any response must be documented.

(3) (a) Where the PRC:

(i)  receives information in relation to a party to the review which it is
reasonable to expect would be highly prejudicial to the interests of the
person concerned; and

(i) proposes not to take that information into account in its deliberations
concerning the application for review of the promotion decision; then

(b) the PRC must document the information and:
(i) advise the party of the nature of the information it has received; and

(ii) provide the party with an assurance, orally or in writing, that the
information will not be taken into account in its decision; and

(iii) provide an opportunity for the party to comment on the information.

Note: For the purposes of this Instruction the relevant party is the person about whom the information has
been supplied.

Unavailability of PRC member

(1) 1If a member of the PRC becomes unavailable, the PRC must advise the Director
Review and Casework and the PRC is to be reconstituted following a nomination of
a new member in accordance with regulation 5.11.

(2) The PRC must inform the Director Review and Casework if the unavailability is
likely to cause significant delay in finalising the review of the promotion decision.

Note: The Merit Protection Commissioner has authorised the Director Review and Casewaork for the
purpose of the advice and consultation required in subparagraphs 10(1) and 10(2) of these Instructions.

Unavailability of party to the review

(1) Where an application for review is received, and a party to the review is unavailable
to participate in the review, for example to attend an interview, the PRC must
consider whether reasonable arrangements can be made for the party to participate
in the review,

(2) The PRC may proceed to finalise its deliberations on the evidence to hand if the
needs of the party in question cannot be accommodated within a reasonable
timeframe.

Note: By reasonable arrangements is meant arrangements that are cost effective and atlow the review to be
finished as quickly and with as little formality as proper consideration of the matter aflows.

Binding Instructions on procedures
Issued 21 June 2013
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12. Considerations other than relative merit

(1)

@

Prior to commencing its assessment, the PRC must seek written advice from the

maker of the promotion decision of any factors other than the assessment of the

relative merits that were taken into account in making the promotion decision.

Where: '

(a) the PRC is advised that a consideration other than relative inerit was taken into
account in making the promotion decision; and

{(b) the PRC decides to take that consideration into account in making its decision;
and

(c) the information is adverse to the interests of a party to the review;
the PRC must advise the relevant party to the review and give him or her an

opportunity to comment on the relevance and substance of the information before
making its decision.

Note: For the purposes of this Instruction the relevant party is the person whose interests are adversely
affected.

Binding Instructions on procedures
: ' Issued 21 June 2013
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Australian Government

" Department of Social Services
Ms Jillian Beckwith

Ms Purdy Lynch (separate letter)

Mr James Bonnor (separate letter)

DSS Adelaide Office

Address

RE: Promotion Review PMC 16-00078 - APS6 Programme Service Delwery Officer,
Adelaide, Advertised Vacancy Number 10644573.

Dear Ms Beckwith,

I am writing to advise you that the Promotion Review Committee (the Committee),
appointed by the Merit Protection Commissioner under Public Service Regulation 5.10
to deal with review applications have concluded PMC 16-00078 (the review).

The Committee, consisting of:
e aconvenor nominated by the Merit Protection Commissioner;
* anominee from DSS; and
-~ e athird member nominated by the Merit Protection Commission,

has considered the information provided by DSS about the original promotion decision
and the information provided by the parties and have unanimously made their
independent decision regarding the review.

The Committee has advised the Secretary that your promotion is to be upheld.

fn accordance with the Australian Public Service Commissioner's Directions 2013
Clause 2.13, your promotion takes effect four weeks after the promotion was published
in the Public Service Gazette PS04 of 28 January 2016.

There is no further right of administrative review for the unsuccessful parties to the
review under the Public Service Act 1999 or the Public Service Regulations. To take -
the matter further, they would need to apply to a court of judicial review.

If you have any questions regarding the above, please contact Catherine McLachlan,
Section Manager, People Strategy, Reporting and Recruitment, People Branch.

I wish to congratuféte you on your promotion.
Regards

Sharon Bailey (or you)? And | can be the contact?

GPGO Box 9820 Canberra ACT 2601
Email = Facsimile * Telephone 1300 653 227
Nationat Retay Service: TTY: 133 677, Speak and listen: 1300 555 727, Internet relay: www.relayservice.com.au
www.dss.gov.au
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s47F

{separate letter)
(separate letter)
DSS Adelaide Office
Address

RE: Promotion Review regarding promotions published in the Public Service
Gazette PS04 of 28 January 2016, APS6 Programme Service Delivery Officer,
Adelaide, advertised Vacancy Number 10644573.

S4TF
Dear ,

I am writing to advise you that the Promotion Review Committee (the Committee),
appointed by the Merit Protection Commissioner under Public Service Regulation
5.10 to deal with review applications have concluded PMC 16-00078 (the review).

The Committee, consisting of:
» a convenor nominated by the Merit Protection Commissioner;
* anominee from DSS; and
e a third member nominated by the Merit Protection Commission,

has considered the information provided by DSS about the original promotion
decision and the information provided by the parties and have unanimously made
their independent decision regarding the review.

The Committee has advised the Secretary that your review of the promotion decision
has been unsuccessful. '

There is no further right of administrative review under the Public Service Act 1999
or the Public Service Regulations 1999. To take the matter further, you would need
to apply to a court for judicial review, under the general law or the Administrative
Decisions (Judicial Review) Act 1977, Should you decide to do this, you should seek
independent legal advice.

If you have any questions regarding the above, please contact Catherine McLachlan,
Section Manager, People Strategy, Reporting and Recruitment, People Branch.

Regards

Sharon Bailey (or you)? And | can be the contact?
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MCLACHLAN, Catherine

From: MCLACHLAN, Catherine

Sent: Friday, 19 February 2016 4:33 PM

To: MCGARN, Sally

Cc: UILELEA, Maria

Subject: RE: Suggested words for letter from Sharon to MPC re Promotion Review

[SEC=UNCLASSIFIED]

[UNCLASSIFIED]
Yes great idea and the letter is fine. Thanks, please progress.

C

Sent with Good (www,good.com)

From: MCGARN, Saily

Sent: Friday, 19 February 2016 3:08:47 PM

To: MCLACHLAN, Catherine

Cc: UILELEA, Maria

Subject: FW: Suggested words for letter from Sharon to MPC re Promotion Review [SEC=UNCLASSIFIED)

Hi Catherine,

we have nearly got all the information together to send to Amanda Vallance (she will now arrange viewing of the
information in the Adelaide office on Tuesday - she was wanting to do Thursday but | have pressured her into
arranging for Tuesday) and the MPC

[ supgested to Maria that we should do a letter from Sharon to PMC when we send the three paper based copies to
them as they require - are you happy with the below?

Regards
Sally

From: UILELEA, Maria

Sent: Friday, 19 February 2016 12:53 PM

To: MCGARN, Sally

Subject: Suggested words for letter from Sharon to MPC re Promotion Review [SEC=UNCLASSIFIED]
Importance: High

Hi Sally,

Suggested words for Sharon’s letter to the PRC at the Merit Protection Commission for your
comment/edit/approval.

Kind regards,

Maria

3 ok ke ok ok ok ok ok ok Ak ok ok ok ok ok ok ok ke ok ok ok ok ok K ok ok dk ok ok ke ok ok ok ok ok ok ke ok ok ok ok ok ok ok ok

Review Manager
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Attention: Jeremy Gadsden

Australian Public Service Commission -
PO Box 20636

World Square Post Office

SYDNEY NSW 2002

Dear Review Manager
RE: MPC16/00078

Please find enclosed three copies of the documents requested by the Office of the Merit Protection Commission for
the Department’s Promotion Review —~ MPC16/00078.

* Duty statement and/or job profile/descriptions

® An organisation chart for the South Austrafian office

* The selection report including a comparative assessment of applicants

* Details of the assessment or selection methodology as it concerns the parties to the review.
= Application/statement of parties to the review addressing the selection criteria or similar.

= Referee reports '

® Agency Contact Nominee Details; and

= Agency Checklists

Please do not hesitate to contact Sally McGarn of the Recruitment and SES Unit an 02 6146 3434 if you have any
questions.

Regards,

Sharon Bailey

People Branch Manager

Department of Social Services
February 2016

Wiaria Uilelea
Project Manager
Recruitment and SES Unit
Feaple St.rat'egy, Reparting & Recruitment
People Branch
. Department of Sacial Services
P: HR Service Desk 1800 799 140 | E:

DSS acknowledges the traditional owners of cauntry throughout Australia, and their continuing connection to land, sea and
community. We pay our respects to them and their cultures, and to elders both past and present.
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BAILEY, Sharon

From: BAILEY, Sharon

Sent: Friday, 19 February 2016 3:28 PM

To: : MCGARN, Sally

Ce: MCLACHLAN, Catherine

Subject: RE: Agency Nominee for Promotion Review Committee required

[DLM=Sensitive:Personal]
Sensitivity: - Confidential

Security Classification:
Sensitive: Personal

Fair point — are you comfortable to go back to Janet and let her know that the MPC is likely to knock Carolyn back due
to the reporting relationship to the delegate, and hence she needs to come up with someone else who is outside the
process?

From: MCGARN, Saliy

Sent: Friday, 19 February 2016 3:03 PM

To: BAILEY, Sharon

Cc: MCLACHLAN, Catherine

Subject: FW: Agency Nominee for Promotion Review Committee required [DLM=Sensitive:Personal]
Importance: High

Sensitivity: Confidential

Hi Sharon,

f am slightly concerned about this decision because according to the information provided by the Merit Protection
Commision, the agency nominee must have no conflict of interest or other involvement with the promotion decision
that might lead to a reasonable apprehension of bias by any of the parties.-

| am not suggesting anything untoward however, Carolyn Paterson reports directly to Chantelle Stratford who is the
delegate who decided the appointments {the selection report established a merit list and then, appointments were
made by Chantelle from the order of merit).

| am concerned that the parties to the review may not be happy about the reporting relationship between Carolyn
and Chantelle. ‘

Do you think I should ask them to nominate someone who is further afield? 1suggested someone from the Network
HR unit in the NSW office because of their knowledge of the work in the network and the fact that they are
establishing the unit?

Regards
Sally

From: STODULKA, Janet

Sent: Thursday, 18 February 2016 7:07 PM

To: MCGARN, Sally; PATERSON, Carolyn

Cc: BAILEY, Sharon; MCLACHLAN, Catherine; STRATFORD, Chantelle ,
Subject: RE: Agency Nominee for Promotion Review Committee required [DLM=Sensitive:Personal]
Sensitivity: Confidential

Hi Sally.
| am so sorry | haven’t gotten back to you until now.
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' { have discussed with Chantelle Stratford, and we recommend Carolyn Paterson [Director Strategy Branch] is
appointed as our agency nominee.

Thank you.

Regards

lanet

From: MCGARN, Sally

Sent: Wednesday, 17 February 2016 4:26 PM

To: STODULKA, Janet

Cc: BAILEY, Sharon; MCLACHLAN, Catherine

Subject: Agency Nominee for Promotion Review Committee required [DLM=Sensitive:Personal]
Importance: High ‘

Sensitivity: Confidential

Hi Janet,

As Service Delivery Manager East and with the establishment of the State HR Unit in the NSW office, | am contacting
you to ask if one of the State HR Unit employees (suggest Donna Sykes or Mike Gudgeon?) are appointed as the
agency nominee on a Promotion Review Committee to review a promotion review that has been submitted against
three APS6 promotions in the SA Office.

Can you please advise if you are happy for us to approach someone from the NSW HR Unit and, who you would like
to be the nominated DSS$ member on this PRC (Donna/Mike/someone else) noting that the promotion review is
against APS6 Programme Service Delivery Officer promotions in the SA office.

Please contact me should you require further information - | understand you are in Canberra tomorrow (TOP} and |
could meet to discuss if you would like.

Regards
Sally

Sally McGarn

Assistant Director

Recruitment and SES Unit

Peple Strategy and Reporting Section

People Branch

Department of Social Services

p: S47F or HR Service Desk: 1800 799 140/extension 94 | F: 02 6204 5199 |
E: or sesunit@dss.gov.au or recruitment@dss.gov.au

For further information about recruitment processes, guides and forms please visit the Recruitment page on STAFFnet,

DSS acknowledges the traditional owners of country throughout Australia, and their continuing connection to land,
sea and community. We pay our respects to them and their cultures, and to elders both past and present.
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MCLACHLAN, Catherine

From: MCLACHLAN, Catherine

Sent: Monday, 7 March 2016 11:09 AM

To: MCGARN, Sally

Subject: RE: Additional information that has just been provided: Promotion Review DSS APS 6 SA

Office [DLM=Sensitive:Personal]
Sensitivity: Confidential
Security Classification:

Sensitive: Personal

Hi Saily
Two thoughts for us to discuss:

Are we doing a checklist so we krmow how to manage reviews moving forward?
Have you got a summary table that | could have or that you could brief me with so 1 am across the current reviews
please?

Kind regards,
Catherine

Catherine McLachlan

Director

People Strategy, Reporting and Recruitment
p:s4’F ‘

From: MCGARN, Sally

Sent: Friday, 4 March 2016 9:57 AM

To: VALLANCE, Amanda '

Cc: STRATFORD, Chantelle; MCLACHLAN, Catherine; UILELEA, Maria; BAILEY, Sharon

Subject: RE: Additional information that has just been provided: Promoticn Review DSS APS 6 SA Office
[DLM=Sensitive:Personal]

Importance: High

Sensitivity: Confidential

Hi Amanda,

Yesterday was the first time that this was brought to my attention as far as [ can recall: | will check to see where it
was submitted to and when (separate, internal recruitment team issue to check processes).

In relation to the individuals involved in the review, we have done the redaction and none of their scores have
changed.

If the person who withdrew had remained as an appellant, it would have made a difference however, she withdrew.
The information that applies to this appeal is only information of the parties and not anyone else.

| am awaiting the Office of MPC's advice, he emailed me last night and advised that he would speak to his manager
regarding what needs to be done and ring me.

Regards

Sally

Sally McGarn

Assistant Director

Recruitment and SES Unit

Peple Strategy and Reporting Section

People Branch '

Department of Social Services

p: S47F or HR Service Desk: 1800 799 140/extension 94 | F: 02 6204 5199 |

1
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E: Or sesunit@dss.gov.au or recruitment@dss.gov.au

For further information about recruitment processes, guides and forms please visit the Recruitment page on STAFEnet.

D55 acknowledges the traditional owners of country throughout Australia, and their continuing connection to Jand
sea and community. We pay our respects to them and their cultures, and to elders both past and present.

From: VALLANCE, Amanda
Sent: Friday, 4 March 2016 9:42 AM

To: MCGARN, Sally

Cc: STRATFORD, Chantelle; MCLACHLAN, Catherine; UILELEA, Maria

Subject: RE: Additional information that has just been provided: Promotion Review DSS APS 6 SA Ofﬁce
[DLM=Sensitive:Personal] :

Thanks Sally — my only issue would be that it may change the order in the list they were given — as yOu say it was an
unranked list but it could affect claims. Christine said she had sent this through to HR so | am not sure why this list
wasn’t used in the process.

Cheers

Amanda

Amanda Vallance

State Manager Tasmania and A/State Manager South Australia
Department of Social Services

p:s47F
LS8 acknowledges the taditional owners of country throughout Australia, and thair continuing connection (o land, sea and

compnity. We pay our respests to them and Lheir cultures, and to elders both past and present.

From: MCGARN, Sally
Sent: Thursday, 3 March 2016 5:42 PM

To: VALLANCE, Amanda

Cc: STRATFORD, Chantelie; MCLACHLAN, Catherme UILELEA, Maria

Subject: Additional information that.has just been provided: Promotion Review DSS APS 6 SA Office
[DLM=Sensitive;Personal] ,
Importance: High

Hi Amanda and Chantelle,

F will send to the Office of Merit Protection Commissioner first thing in the morning {redacted accordingly} and
explain the circumstances and seek their advice. 1 don’t know what happens when there is additional information -
we are about to find out but presumably, it has to be distributed to the parties to give them an opportunity to
amend their claim.

Remembering that the panel’s recommendations in the selection report were not for a ranked merit list {i.e.
numbered) but a pool of ‘suitable’ and ‘not suitable’,

t would assume that it would be worse if an outcome had been advised by MPC but as far as we know it has not
happened (and they advise the agency to advise the parties - they don‘t do this) so we assume that the independent
committee are doing their bit now. I will send a quick email to them now so that they can see and call me in the
morning and follow up with the attachment in the morning.

2
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Naughty chair and panel to have not checked the additions.....
Just left you a message on your mobhile.

Regards
Safly

From: VALLANCE, Amanda

Sent: Thursday, 3 March 2016 5:01 PM

To: MCGARN, Sally

Cc: STRATFORD, Chantelle

Subject: FW: DSS APS 6 Recruitment process [DLM=Sensitive:Personal]
Importance: High

Hi Sally — please see below. | am not sure whether the version you redacted was correct — it certainly didn’t look like
this. Can you please advise next steps?

Thanks

Amanda

Amanda Vallance

State Manager Tasmania and A/State Manager South Australia

Department of Social Services
p: SATF

25 soknowledges the adilions! owners of country hrougbout Ausiralia, and heir continuing conneclion io iaa. S oo
£ bl G 8
cormimuniiy We pay our respects o them and ther cultures, and o elders both past and proesent,

From: STEELE, Christine

Sent: Thursday, 3 March 2016 4:46 PM

To: VALLANCE, Amanda

Subject: DSS APS 6 Recruitment process [DLM=Sensitive:Personal]

Hi Amanda,

I'was recently made aware that some DSS staff involved in fast year’s DSS APS6 recruitment round had lodged an
appeal which was recently heard and had been provided with a copy of selection documentation with the scores
and ranking (and this may he incorrect because it was a ‘grapevine’ type conversation).

When we went to that report to make appointments in Health, Lisa realised that the scribe had incorrectly added up
the scores and this had resulted in a error in the ranking list. | had her correct it and we went forward with sending
the corrected list to our HR and continued with appointments using this corrected list. it occurred to Lisa that DSS
may not have realised the error.

i am therefare sending you the ‘corrected’ list which may be useful for you to have for any future appointment
resulting from this process,

FYI.

Christine.

From: VANN, Lisa

Sent: Thursday, 3 March 2016 4:00 PM

To: STEELE, Christine

Subject: APS6 Scores.xls [DLM=Sensitlve:Personal]
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Hi Christine

When we received the selection report, we needed to do some extra work on it for the Health side, ie. Your
recommendations so | actually retyped a lot of it and whilst | was putting in the scores, | found that there had been

an error adding up. SA7E . ,
score and 's total score was actually swapped around, there was actually a couple of

other small errors also.
| have attached the spreadsheet.
Cheers

Lisa

LisaAVann
Executive Assistant to Christine Steele, Assistant Secretary
Aged Care Delivery — South Australia

Chief Operating Officer Group } Delivery Strategy and Operations Division
Australian Government Department of Health

T:847F | E:

Location: Level 13, 11 Waymouth Street, Adelaide SA 5000

PO Box 9848. Canberra ACT 2601, Australia

The Depariment of Health acknowledges the vraditionad mvners of country thronghour Australia, and theiv comtinudng connecrion to land, sca
cturd commmniny, We pay onr respects o them and their cultures, and to elders both past and present.
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WILLIAMS-FREW, Jo

From: Recruitment

Sent: Wednesday, 24 August 2016 4:42 PM

To: QUINN, Jane; WILLIAMS-FREW, Jo

Subject: FW: Advice from Office of Merit Protection Commissioner re

amended scores SA [DLM=Sensitive:Personall
Sensitivity: Confidential

Security Classification:
Sensitive: Personal

From: BAILEY, Sharon

Sent: Friday, 4 March 2016 5:41 PM

To: MCGARN, Sally

Cc: MCLACHLAN, Catherine

Subject: RE: Advice from Office of Merit Protection Commissioner re amended scores SA [DLM=Sensitive:Personal]
Sensitivity: Confidential :

That sounds very sensible - | agree with your advice.

Thanks Sally

From: MCGARN, Saliy

Sent: Friday, 4 March 2016 1:05 PM
To: BAILEY, Sharon

Cc: MCLACHLAN, Catherine
Subject: Advice from Office of Merit Protection Commissioner re amended scores SA [DLM=Sensitive:Personal]

Importance: High
Sensitivity: Confidential

Hi Sharon,
s47C

Regards
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Sally

Sally McGarn

Assistant Director

Recruitment and SES Unit

Peple Strategy and Reporting Section

People Branch

Department of Social Services

p;S47F or HR Service. Desk: 1800 799 140/extension 94 | F: 02 6204 5199 |
E: or sesunit@dss.gov.au or recruitment@dss.gov.au

For further information about recruitment processes, guides and forms please visit the Recruitment page on STAFFnet.

DSS acknowledges the traditional owners of country throughout Australia, and their continuing connection to land,
sea and community. We pay our respects to them and their cultures, and to elders both past and present.
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MCLACHLAN, Catherine

From: MCLACHLAN, Catherine
Sent: Tuesday, 12 April 2016 5:15 PM
To: MCGARN, Sally

Subject: RE: Draft letters to the parties to the promotion review Adelaide State Office
[DLM=Sensitive:Personal] .

Security Classification: _
Sensitive; Personal

Yes, thanks, please just ccme in

Kind regards
Catheripe

Catherine McLachlan
MAHR!

Acting Branch Manager
People Branch

Department of Social Services

p. S47F | F: 026133 8536 { M:>47F

', AHR] PROFESSIONAL /
. NIMBER 2015/

From: MCGARN, Sally

Sent: Tuesday, 12 April 2016 5:08 PM

To: MCLACHLAN, Catherine

Subject: Draft letters to the parties to the promotion review Adelaide State Office [DLM=Sensitive:Personal]
Importance: High

HI Catherine, you had asked t approach Sharon, in her role of GM, to sign these letters: are you happy for the below
to go to her {or, do you want to amend the email and send yourself)?

Hi Sharon,

Attached is the draft letters to the parties of the review advising the outcome of the review.

The promotions were upheld and the people who applied for the promotion review were unsuccessful in
overturning the decision.

The Merit Protection Commissioner is clear that the Agency Head is the delegate for these decisions. Our schedule
of delegations, whilst covering appointing the Department’s representative on the promotion review panel and the
supply of the relevant information to the MPC for the review do not specifically cover the notification of the

outcome.

Catherine had wanted me to ask if you were happy to sign the letters instead of her in your role of acting Group
Manager.

Are you happy for these letters to go from you in this role? IF so, | will prepare and get them sent to you asap.

regards
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Sally

Sally McGarn

Assistant Director -

Recruitment and SES Unit

Peple Strategy and Reporting Section

‘People Branch

Department of Social Services

p: S47F or HR Service Desk: 1800 799 140/extension 94 | F: 02 6204 5199 |
E: or sesunit@dss.gov.au or recruitment@dss.gov.au

For further informotion about recruitment processes, guides and forms please visit the Recruitment page on STAFFnet,

DSS acknowledges the traditional owners of country throughout Australia, and their continuing connection to fand,
sea and community. We pay our respects to thern and their cultures, and to elders both past and present.






