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ATTACHMENT H
SENIOR MANAGER REMUNERATION POLICY

The following sets out the Department’s remuneration policy for senior managers.

Objectives

1. Key objectives of the Department’s remuneration arrangements for senior 

managers are to:

· provide an attractive package of fair pay and conditions reflecting job weight, individual capability, performance and market factors;

· recognise and reward performance in achieving corporate priorities and in demonstrating key leadership behaviours as spelt out in the Department’s Leadership Protocol;

· attract and retain high performing managers; and

· allow for the flexible deployment of senior managers.

Pay structure

2.
The Department has four broad work value levels of senior management with overlapping salary ranges. These are for regional managers, SES band 1, SES band 2 and SES band 3.

3.
Salary ‘entry ranges’ apply for each band but can be waived on merit or market factors. Similarly, salary caps apply to each band but can also be waived depending on market factors. The salary ranges applying for each band are illustrated at Attachment A.

4.
Positions to be filled on a permanent or long term basis are subject to merit selection, generally involving open market testing.

Merit pay reviews

5. Access to annual salary increases are subject to performance assessments.

 Assessment periods will generally be on a calendar year basis with formal assessments to be completed by the end of November and a mid term review each June. In addition, it is intended that there be regular feedback on performance. The assessment will have equal importance attached to achievements against Key Result Areas (as set out in a Performance Agreement) and demonstration of leadership behaviours (as set out in the Department’s Leadership Protocol).

6.
Managers will need to have performance agreements in place at the beginning of each assessment cycle. These may need to be varied by agreement through the year, eg in June/July each year to reflect priority outcomes from the department’s financial year planning cycle. As part of meeting their performance agreements, all managers are required to participate actively in the Department’s Leadership Program and commit to the Leadership Protocol.

7.
The performance assessment outcomes to apply will be: unsatisfactory, adequate, fully effective and superior. Further information on the assessment framework including the performance agreement and a description of the performance outcomes is at Attachment B.

8.
For managers rated as unsatisfactory there will be no annual increase, but a performance enhancement plan will be developed. There will be a reassessment after six months and if performance is still unsatisfactory then regression or retirement will normally occur.

9.
For those rated superior, benefits would also include relevant career enhancement opportunities eg SES fellowships, challenging secondments, higher job responsibility assignments. 

10.
Percentage increases in AWAs will be reviewed if exceptional circumstances arise, eg if there are significant changes in the rate of inflation.

11.
Managers appointed or promoted to a band during the calendar year will be assessed and eligible for a salary increase providing they have been at that level for at least three months. Salary increases in these circumstances will be on a pro-rata basis depending on the period the person has been employed at that level.  Where a person has been temporarily working in a position at the level immediately prior to the promotion, this period will also be taken into account.   

Salary adjustments

12.
The Secretary may also increase a senior manager’s salary where there has been a significant increase in work value or because of market factors. Where a position’s salary is increased under these arrangements, it may be open to market testing.

Other benefits

13.
Recognition of extraordinary demands of a job ( eg exceptional hours undertaken in order to complete a major project on schedule, development or implementation of a major innovation, exceptional client service or significant corporate achievement ( can be acknowledged at the discretion of the Executive eg via personal recognition, spot rewards, increased leave, accompanied travel. Nominations for this recognition are to be submitted by Group Managers or members of the Executive. 

14.
There is an overall budget of $50,000 per annum for this. Decisions on recognition and provision of rewards are to be transparent and fully accountable.

Superannuation

15. The department will make contributions to Comsuper in accordance with

CSS/PSS rules. Should legislation regulating choice of superannuation funds in relation to the senior manager be introduced, it may be necessary to vary the existing agreement. 

Executive vehicle

16.
Agency Heads are responsible for the development and administration of policy on the use of private plated vehicles by their employees. Guidelines on the Department’s Senior Manager Vehicle Scheme are at Attachment C. 

17.
A privately plated vehicle will be provided or an allowance in lieu. The allowance is $15,300 per annum gross and non superannuable, paid fortnightly.

18.
In order for the requirement that the vehicle be made available for business use to be met, the Department provides parking for the vehicle.

19.
Petrol cards will be issued to senior managers to pay for petrol by the Department for both business and private purposes including vehicle usage while the senior manager is on annual leave and paid sick leave. 

Flexible remuneration packaging

20.
The senior manager may choose to sacrifice part of his or her salary from a menu of non-cash benefits consistent with departmental guidelines. This includes access to a second vehicle to be leased from DASFLEET on a salary sacrifice basis.

21.
Any fringe benefits tax and administrative costs incurred as a result of the remuneration packaging arrangement will be met by the senior manager on a salary sacrifice basis.

22.
Where a senior manager uses flexible remuneration packaging he or she must sign a declaration that the senior manager will not seek or accept any other government benefit, such as Department of Social Security benefits or AUSTUDY, or adjust payments for child maintenance, where these benefits would be available through the reduction in gross salary from salary packaging. 

Streamlined conditions

23.
Streamlined employment conditions apply. These include :

· 20 working days annual leave;

· 12 days personal leave per annum where absence is due to personal illness or injury or for the purpose of caring for ill dependents (up to 7 days per annum to care for dependents); and

· other leave consistent with the department’s guide.

24.
There will be scope for some variation to the above arrangements in an AWA on an individual basis.

Travel

25.
The cost of airline lounge membership for senior managers will be paid by the Department.

26.
Frequent flyer points accumulated as a result of official business can only be used for official business purposes and not private purposes.
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Attachment B

SENIOR MANAGER ASSESSMENT FRAMEWORK

PERFORMANCE AGREEMENTS

Process

Performance agreements will be made between:

· Regional Managers, Band 1s, Principal Advisers and their Group Managers (GMs);

· GMs and their Executive supervisor.

The assessment process will operate on a calendar year basis, with the following steps in the cycle:

· performance agreements should be discussed and settled from the start of January each year;

· mid-term review in June; and

· final assessment in November.

A copy of each agreement will be forwarded to the GM, Corporate Strategy Group, who advises the Executive on implementation of this Framework

Due to the transitional arrangements applying this year, the 1998 agreements will be an extension of the 1997-98 agreements, updated and revised in line with the attached format.

Content

Performance Agreements:

· are to be set within the broader context of the relevant area’s work plans, the Department’s Corporate Plan and the People Management Plan and reflect agreed Departmental priorities during the period of the agreement;

· will specify key result areas – both internal and external (as outlined in the attached format);

· are to reflect each senior manager’s particular contribution to the delivery of corporate/Group priorities and outputs; and

· should be adjusted by agreement to reflect changing priorities through the period, where necessary.

Format

The format for performance agreements is attached. It includes:


· generic items which are to be included in all agreements. These reflect corporate priorities and values, which all senior managers are expected to actively pursue; and

· specific items which relate to the work area and/or need to be framed in that context.  

Agreements will focus on both what is to be achieved and how it is to be achieved. Accordingly, there are sections on Key Result Areas ( both internal and external - and Leadership (based on the Leadership Protocol).  Assessment will therefore focus on all elements of the performance agreement – with equal value given to what is achieved in the Key Result Areas and how it is achieved through leadership:

· a senior manager will be expected to demonstrate how they have met performance outcomes; and

· their supervisor may take soundings amongst staff about practices within the area, eg. evaluating the effectiveness of local feedback arrangements.

Performance assessment

The performance assessment outcomes to apply will be: unsatisfactory, adequate, fully effective and superior.  Where a person is assessed as unsatisfactory, a performance plan is to be developed with the person and if their performance is still unsatisfactory following assessment in six months, regression in salary or retirement will normally occur.  

The relevant Group Manager will undertake preliminary assessments against the performance agreements (without determining a rating) for Regional Managers, Band 1s and Principal Advisers.  To ensure a consistent departmental approach to assessment, the Executive and Group Managers will then collectively consider these preliminary assessments and finalise ratings. 

Similarly the relevant Executive supervisor will undertake preliminary assessments for Group Managers and the Executive will then collectively finalise ratings.

The Secretary will assess and rate the Deputy Secretaries.

The collective considerations referred to above will also take place in June each year, 

without determining ratings, as part of the mid term review.
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SENIOR MANAGER PERFORMANCE AGREEMENT

Between Senior Manager
__________________________________________

and



__________________________________________

for the period


__________________________________________

Leadership 
· Exhibit behaviours set out in the Leadership Protocol ( attached (as applicable in your work context) (generic). 
Key Result Areas ( External 
· Identify up to five key outputs to be achieved during the period and your role in delivering them (specific to your work area).
Note: this should take account of the Corporate Plan, Group Work Plan and Portfolio Budget Statements.

· Effectively manage the area’s Ministerial and Parliamentary business.
Note: this includes oral and written briefs, oversight of correspondence, responses to Parliamentary questions and representing the Department before Parliamentary Committees. 
Key Result Areas ( Internal (generic – to be included in all agreements)
· Actively participate in the department’s Leadership Development Program and give priority to personal development and learning.
· Specify the key people management initiatives to which you will contribute.

Note: this should take account of the People Management Plan.

· Specify the key financial management responsibilities you will undertake.

Note:  responsibility for business planning or financial monitoring should be framed against the financial management approach adopted in your Group/Branch.

· Identify specific departmental initiatives which you will champion.

Note : this should include initiatives aimed at advancing the interests, effectiveness, relevance or image of the department as a whole.

_______________________________         _______________________________


Senior Manager 
Supervisor


Date_________________                          Date_________________
ASSESSMENT OUTCOMES

Superior

Performance significantly exceeds the standard expected of a senior manager at this classification level. A superior assessment indicates that the person has achieved exceptional results by substantially exceeding standard work requirements against all the significant responsibilities. The person will have been extremely successful in meeting agreed outcomes and have exhibited excellent leadership behaviour.

Fully effective

Performance meets in every regard the standard expected of a senior manager at this level. This appraisal indicates that the person has been fully effective in achieving the results against all significant responsibilities and may have delivered superior results against one or two responsibilities. The person will have clearly met all work requirements and have exhibited strong leadership behaviour.

Adequate

Performance generally meets the standard expected of senior managers at this classification level.  This appraisal indicates that the person has delivered adequate results against most of the significant responsibilities. The person will have met most work requirements and exhibited the essential elements of leadership behaviour.

Unsatisfactory

Performance does not meet the standard expected of senior managers at this classification level. This assessment outcome indicates that the person has failed to deliver adequate results against a number of significant responsibilities. The person will not have met all work requirements and will have failed to exhibit the leadership behaviour required in the Department.

LEADERSHIP PROTOCOL

1998-99

As a senior public servant, committed to upholding the APS values and the ethical standards set out in the Code of Conduct, I recognise the need to model leadership behaviour in the Department of Workplace Relations and Small Business.  

In particular, I accept the need to:

· Display energy and enthusiasm for the department and its goals

· champion the interests of the department as a whole, as distinct from protecting the interests of my ‘home patch’ 

· play the issue not the person, refraining from criticising individuals or other parts of the department 

-
apply the principle of collective responsibility, by respecting the confidentiality of decision-making processes and supporting approaches that have been agreed

· accompany major departmental decisions with consistent messages. 

· Be committed to an open and trusting workplace

-
support your colleagues

· set a high priority to people management

· accept the need to motivate and build teams

-
act as a coach and mentor to those who value your experience

· provide strong encouragement and constructive feedback on performance 

· work with staff in meeting their career development needs 

· contribute to quick and clear communication

-
take personal responsibility for sharing information

· instil the need for leadership behaviour at all levels of the organisation.

· Challenge the way we do our business

-
be innovative and proactive 

· be open to new information and ideas

· encourage a diversity of perspectives and leadership styles 

· suggest ways of improving how things are done

· ask tough questions and draw issues out in discussion

-
help distinguish performance standards and ethical values (which must be preserved) from traditional practices (which might need to be reformed or discarded) 

-
manage risk sensibly, learning from unsatisfactory outcomes 

· assist in taking pragmatic decisions rather than searching for the ‘perfect solution’

· keep on learning.

In return, the Secretary agrees to:

·  Keep me informed

·  Provide me with support when the going gets tough 

· Help me to learn continuously

·  Recognise the need to balance work and family responsibilities

·  Set clear directions 

·  Be honest in providing regular feedback on my workplace  performance

· Make me part of the leadership team.

I note that assessment of the leadership behaviours set out in this document will contribute to my performance rating.


Signature:


Name:


Date:


Signature:


Dr Peter Shergold


Secretary


Date:









Attachment C


SENIOR MANAGER VEHICLE SCHEME ( A PRACTICAL GUIDE

Introduction

1. This guide provides broad principles on the provision and use of private plated Commonwealth vehicles by senior managers in the Department of Workplace Relations and Small Business under the Senior Manager Vehicle Scheme (SMVS).

Application

2. These guidelines apply to employees who occupy substantive senior manager positions. Special arrangements may be made for non- senior managers, temporarily performing in senior manager positions for extended periods, to allow them to participate in the SMVS.

3.
Vehicles provided to senior managers are regarded as an Official Commonwealth vehicle. Employees are eligible to access additional vehicles beyond their official vehicle through salary sacrifice arrangements available in the department.

Vehicles and options

4.
Under the SMVS, senior managers are required to select their official vehicle from DASFLEET until September 2002.

5.
Government policy requires participants to select vehicles which are Australian-made, except in the lower priced car range (below 1500cc) and passenger vans, where Australian-made vehicles are not available.

6.
In exceptional circumstances, where the listed vehicles do not meet operational needs and it is convenient for the officer to use this vehicle for private purposes, the Secretary may authorise that another vehicle be provided.

7.
Selected benchmark vehicles provide a guide as to the appropriate standards of vehicles at different senior manager levels.  They include the following options: 

·  
air conditioning;

·  
automatic transmission;

·  
power steering;

·  
metallic paint,

·  
tow pack (standard capacity)

·  
ABS brakes;

·  
air bags;

·  
traction control; 

and where available,

·  
may also include the options of dual fuel capacity and in station wagons, a cargo barrier, as the Department would like to encourage sensible fuel economy and occupational health and safety.

8.
The benchmark vehicles for each of the senior manager bands are up to and including the following vehicles:

·  
For Regional Managers & SES Band 1 & 2 employees – Commodore Executive VT Station Wagon or Falcon Gli EL Station Wagon (whichever recommended retail price + standard options is the greater); 

·  
For SES Band 3 Employees – Holden Berlina VT Station Wagon; Mitsubushi Verada Ei Sedan; or Ford Fairmont EL Station Wagon (whichever recommended retail price + standard options is the greater); 

9.
Senior managers may vary the standard of their vehicle, and order other options on a salary sacrifice basis provided these are agreed with DASFLEET, including an agreement on the ownership of options at the end of the vehicle lease.

10.
DASFLEET can organise to make reasonable adjustments and modifications to vehicles for use by employees with physical disabilities. Such modifications will need to be discussed and agreed with DASFLEET on a case by case basis.  Any additional costs associated with the adjustments will be met by the department.

Lease and conditions

11.
The lease will usually cover:

·  
comprehensive insurance cover (excludes any personal property cover)

·  
third party personal insurance

·  
normal maintenance and scheduled servicing

·  
a quality replacement loan vehicle when the leased vehicle is undergoing servicing or repair work authorised by DASFLEET

·  
private registration

·  
emergency breakdown service, and

·  
automobile association membership (eg. NRMA, RACV).

12.
The lease is generally for a period of 2 years (based on an average usage of 20,000km per annum).  Utilisation patterns which significantly diverge from the norm may attract higher lease charges.  As the department will incur penalties for kilometres in excess of the lease limit, it is important to enter into the appropriate lease for your circumstances.

13.
It is the responsibility of senior managers to routinely care for and maintain their vehicle to avoid any excess wear and tear on the vehicle.

14.
Normal rules and arrangements in relation to official vehicles should be observed (eg. off street parking at residences, accident reporting, liability and damages, traffic offences, approval from DASFLEET for modifications and accessories, and manufacturers’ warranties.)

Vehicle use

15.
Vehicles are for both private and official use.  

16.
The vehicle should be made available during normal working hours for business use as required by other officers of the Department.

17.
When used for private purposes the vehicle is to be driven only by the officer and her/his nominees. Normal workers’ compensation cover applies to all officers using these vehicles: that is they are covered while travelling on Commonwealth business, including to and from their place of employment, but not while travelling on private business.

18.
The use of private plated Commonwealth vehicles for private commercial purposes by officers or other nominated drivers is not permitted.

Parking and fuel

19. Parking for the vehicle for work purposes will be provided by the Department. Fuel will also be paid for by the Department and includes payment for fuel while on annual leave and paid sick leave .  Fuel will be paid using a fuel card provided by the Department.

Purchase of vehicles at end of lease

20.
Depending on the specific lease arrangements, eligible employees may have an option to purchase their cars direct from DASFLEET at the end of the lease period (or lease them as a second vehicle under remuneration packaging arrangements), or when they retire from the APS.  Further details are available from DASFLEET.

Non-participating officers

As some senior managers will not wish to take advantage of the SMVS, an allowance in lieu option is also provided. The allowance is $15,300 per annum and non-superannuable, paid on a fortnightly basis.
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� The overall remuneration outcome for the senior managers comprehends reimbursement of private costs incurred on the relevant fuel credit card accounts consistent with the FMA Act.


� The overall remuneration outcome for the senior managers comprehends reimbursement of private costs incurred on the relevant fuel credit card accounts consistent with the FMA Act.
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