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Provisional
EXECUTIVE LEVEL 2 AWA REMUNERATION POLICY

(including Transitional Arrangements for former DEETYA EL2s)

The following sets out the department’s remuneration policy for Executive Level 2s.

Objectives

1.
Key objectives of the department’s remuneration arrangements for Executive Level 2s are to:

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

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

· attract and retain high performing Executive Level 2s.

Pay structure

2.
The department has established a pay structure for Executive Level 2s which reflects the different work value levels of jobs within this classification.

3. The salary range for Executive Level 2s, effective from 10 March 1999, is:


Executive Level 2.5


$77,375

Executive Level 2.4

$74,923

Executive Level 2.3

$70,994

Executive Level 2.2

$68,571

Executive Level 2.1


$65,938

4. Executive Level 2s will receive a pay increase of 1.5% on 10 March 2000.

5.
The Exec 2.5 pay point relates to jobs of a higher work level within the classification.  These jobs will be determined on a case by case basis by the Secretary in line with the departmental work level standards. 

6.
For salary review purposes the Secretary may also determine the higher level of contribution to work value by the employee.  This will include an assessment of the employee’s effectiveness in performing their roles and responsibilities, including their contribution to work plans and corporate values, and their modelling of the Leadership Protocol. 

Performance Bonuses

7. Access to performance bonuses are subject to performance assessments.

 Assessment periods have been set to allow for a reasonable period of performance. 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).

8.
Executive Level 2s 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. As part of meeting their performance agreements, all Executive Level 2s are required to participate actively in the department’s Leadership Development Program and commit to the Leadership Protocol.

9. The performance assessment outcomes to apply against expectations will be: 


unsatisfactory, 


adequate, 


fully effective


superior

Those rated as fully effective and superior will receive a performance bonus.  This bonus will not count as salary for any purpose.  Further information on the assessment framework including the performance agreement and a description of the performance outcomes is at Attachment B.

10.
For Executive Level 2s rated as unsatisfactory clause 4.15 of the AWA will apply (Fairness in Managing Under-performance).

Advancement through the Salary Points

11. Where an Executive Level 2 is assessed as meeting the Advancement Criteria they will progress through the pay points as appropriate.

Bonus/Salary Rate Adjustment 

12.
Executive Level 2s may be paid a bonus or a salary rate adjustment in exceptional circumstances relating to market forces, or to meet the need to retain an employee with specialised skills and knowledge that is required for immediate operational reasons.  The Secretary will determine whether an employee is eligible for a bonus or salary adjustment.

13.
A bonus is not to be counted for salary for any purpose.  Salary rate adjustments will count as salary for all purposes.  The payment is normally at the end of the period of the AWA or project.  Or it may be structured to meet operational needs at that time.

14.
The payment or salary adjustment is contingent on performance that is fully effective.

15.
Where a Group Manager identifies a case for a bonus or a salary rate adjustment, a proposal should be submitted to the Secretary for consideration on a case by case basis.  This submission will need to identify the basis for the recommendation. 

16.
Bonuses will not exceed 15% of the annual salary for the Executive Level 2 receiving the bonus.

Attachment A

EXECUTIVE LEVEL 2 PERFORMANCE REVIEW FRAMEWORK

PERFORMANCE AGREEMENTS
Process

Performance agreements will be made between:

· Executive Level 2s and their immediate managers ;

A copy of each agreement will be forwarded to the Assistant Secretary, People and Leadership Team who advises the Executive on implementation of this framework.

The assessment process will operate on a cycle:

· The cycle will commence on 1 July 1999 to 30 June 2000.

The performance bonus will be paid at the salary rate received by the Executive Level 2 at the end of the performance review cycle.

Content

Performance Agreements:

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

· will specify key result areas – both internal and external (as outlined in Attachment B);

· are to reflect each Executive Level 2’s particular contribution to the delivery of corporate/Group/State/Regional priorities and outputs; and

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

Format

The suggested format for performance agreements is at Attachment B.  It covers:

· generic Key Result Areas (KRA) which are to be included in all agreements. These reflect corporate priorities and values, which all Executive Level 2s  are expected to actively pursue;  as well as 

· specific items to be framed in the context of the generic KRAs which relate to the work area.  

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:

· an Executive Level 2 will be expected to demonstrate how they have met performance outcomes; and

· their immediate manager may take soundings amongst staff about the Executive Level 2’s leadership practices within the area.

Performance assessment

Group Managers and immediate managers should discuss a consistent approach to measurement of performance across their areas of responsibility at the beginning of the performance assessment cycle.  Monitoring the agreed approach throughout the cycle will ensure that fairness and equity principles are applied consistently.  

At the review point, the relevant immediate manager and the Executive Level 2 will discuss the outcomes against expectations as determined in the agreement and make a preliminary assessment and rating.  The performance assessment outcomes to apply will be: unsatisfactory – does not meet expectations; adequate; fully effective against; and superior.  

Where an Executive Level 2 is assessed as being fully effective they will receive the appropriate performance based bonus on a pro rata basis for the period of the assessment, as follows:

Fully effective

– 5% of annual salary

Superior

– 10% of annual salary

Attachment B
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EXECUTIVE LEVEL 2 PERFORMANCE AGREEMENT

Between Executive Level 2   _______________________________________

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 three 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 Directions, Group Work Plan and Portfolio Budget Statements and may include Ministerial and parliamentary business.

Key Result Areas ( Internal (generic – to be included in all agreements)
· Give priority to personal development and learning, including participating in the department’s Leadership Development Program.
· Specify the key people management initiatives to which you will contribute.

Note: this should take account of the People and Leadership Plan (including the Workplace Diversity Strategy).

· Specify the key resources 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.

_______________________________         _______________________________

Manager 




Executive Level 2 

Date_________________                          Date_________________
ASSESSMENT OUTCOMES

Superior

Performance significantly exceeds the standard expected of an Executive Level 2 at this classification level. The Executive Level 2 has substantially exceeded standard work requirements against all the significant responsibilities. This assessment indicates that the person has achieved exceptional results against expectations in relation to leadership, external key result areas and internal key results areas. 

Fully effective

Performance meets in every regard the standard expected of an Executive Level 2 at this level. This appraisal indicates that the person has been fully effective in achieving results against all significant responsibilities and may have delivered superior results against one or two of their responsibilities. The person will have clearly met all work requirements and have exhibited strong leadership behaviour.

Adequate

Performance generally meets the standard expected of an Executive Level 2.  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 an Executive Level 2. 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.

Attachment C
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LEADERSHIP PROTOCOL 1998-99

As a 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 Employment, 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:
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Transitional AWA Remuneration and Performance Framework for former DEETYA Executive Level 2 (and equivalent)

Pay Structure

1.
The department has established a pay structure for Executive Level 2s which reflects the different work value levels of jobs within this classification.
2. The salary range for Executive Level 2, effective from 10 March 1999, is:


Executive Level 2.5


$77,375

Executive Level 2.4

$74,923

Executive Level 2.3

$70,994

Executive Level 2.2

$68,571

Executive Level 2.1


$65,938

3.
Executive Level 2s will receive a pay increase of 1.5% on 10 March 2000.

4.
The Executive Level 2.5 pay point relates to jobs of a higher work level within the classification.  These jobs will be determined on a case by case basis by the Secretary in line with the departmental work level standards.

5.
For salary review purposes the Secretary may also determine the higher level of contribution to work value by the employee.  This will include an assessment of the employee’s effectiveness in performing their roles and responsibilities, including their contribution to work plans and corporate values, and their modelling of the Leadership Protocol. 

Individual Performance Based Pay (PBP):  

6.
The performance management system involves an annual performance assessment cycle and is aligned to the financial year.  

7.
For Executive Level 2s accepting an AWA, the outcome of the performance assessment will determine the level of performance pay bonus for the period.   Performance assessment and PBP bonuses are determined by an individual’s level of performance against performance criteria agreed for the particular job and work level standards appropriate to the individual’s classification for the period of assessment.  The appraisal will also include a component related to demonstrated leadership behaviours.

8.
The Performance Management system will operate except as varied by this policy.

9.
A written performance agreement will be established with the relevant Branch Head/State Manager at the beginning of the business cycle (ie financial year) and be in place for the assessment period.

10. The agreement will stipulate expectations against which to measure performance in relation to three areas:

· Contribution to the business plan;

· Demonstration of the department’s leadership protocol and organisational values; and

· The work level standards for the position.

11. There will be at least two formal assessments during the course of the agreement, the last of which will provide an assessment in respect of the year overall.

12. There will be a rating scale which will provide for an assessment of performance and the extent to which it does not meet, fully meets or exceeds expectations in accordance with the performance agreement.  The rating scale is based on five points as follows: 

· Exceeds expectations – Excellent (Rating 5) 

Performance far exceeds expectations against the outcomes identified in the performance agreement in relation to all three areas including the work plan priorities achieved, the leadership behaviours and organisational values, and the work level standards.

· Exceeds expectations – Very good (Rating 4)
Performance significantly exceeds expectations identified in the performance agreement in relation to two areas of the work plan priorities achieved, the leadership behaviours and organisational values, and the work level standards.

· Fully meets all expectations (Rating 3)
Performance fully meets all expectations identified in the performance agreement in all regards on all areas of the workplan priorities achieved, leadership behaviours and organisational values, and work level standards.

· Meets expectations to a satisfactory level (Rating 2)
Performance meets the critical expectations identified in the performance agreement in terms of the work plan priorities achieved, the leadership behaviours and organisational values, and the work level standards.

· Does not meet expectations (Rating  - Unsatisfactory)

This assessment outcome indicates that the officer has failed to deliver adequate results against significant indicators in any of the areas.

13. Ratings may be moderated by arrangements to be established by the Secretary 

to ensure a consistent corporate approach.

14. A performance bonus will be paid where the employee fully meets all 

expectations in relation to their performance agreement.

15. A performance bonus will be paid on a pro-rata basis where the employee:

· Departs from the department on promotion, transfer, resignation or retirement, provided the Employee has completed at least 3 months of the business cycle;

· Does not have an agreement in place for the full business cycle, (but see clause 3.1.1 c of the AWA);

· Does not occupy the position for at least 9 months of the business cycle;

· Has occupied the position during the business cycle for  a combination of part time and full time hours (ie payment will be adjusted in respect of the period of part time employment); and/or

· Has undertaken more than 30 days unpaid lave or three months paid leave during the business cycle (ie payment not made in respect of period of excess leave).

16. The rate of the performance bonus will be determined by the extent to which expectations are fully met or exceeded.  Fully meeting all expectations (rating of 3) will attract a bonus of 5% of the then present annual salary; exceeding expectations in relation to two indicators (rating of 4) will attract a bonus of 10% of the then present annual salary; and exceeding expectations in relation to all three indicators (rating of 5) will attract a bonus of 15% of the then present annual salary.

17. The assessment that is relevant where an officer has spent a full year under the terms of a single agreement is the assessment in respect of the year overall.

18. A performance bonus will not be paid where the employee has been rated as not meeting expectations against any one performance indicator.

19. The performance bonus will be a one-off taxable payment and is not part of salary for any purpose.

Review

20. Where a difference in views arises in relation to the performance agreement or the performance assessment the Executive Level 2 and the Branch Head/State Manager would in the first instance discuss their differences and seek to resolve the matter informally.

21. If the matter cannot be resolved at that level, it would be open to the employee to raise the matter with the relevant Group Manager or Deputy Secretary for resolution.

Skills/Retention Loadings 

22.
A number of individuals possess skills, knowledge and abilities crucial to the success of a project or business outcome of the department.  They may be paid a retention/skills loading in certain circumstances.  The criteria against which an assessment needs to be made are:

· individual work attributes - the skills, knowledge and abilities that the person brings to the job;  and


· the prospects of and costs of replacing that person in timely fashion if they left the organisation; 


23.
Clearly the assessment to be made in each case is situationally based - it depends on the job to be done at a particular time and the essential skills to get that job done.  Thus, the retention/skills loading is payable as a non superannuable bonus available whilst an individual undertakes a particular job or task, for a particular time period.  The payment is normally at the end of the period or project or structured to achieve the primary goal of the payment, namely, to ensure the continued availability of the individual for the job within the department.  

24.
While payment of the loading is contingent on satisfactory performance (i.e. a rating of 3 or better on a 5 point scale), a retention/skills loading is not to be confused with a performance bonus.  High performing individuals would be rewarded for their contribution to the organisation through PBP.
Approval for and Determination of the value of the skills/retention loading

25.
Where a Group Manager can identify a case for a retention/skills loading against the above criteria, a proposal should be submitted to the Secretary for consideration on a case by case basis.  This submission will need to identify the basis for the proposal against each of the criteria, including evidence through past experience of difficulty in attracting suitable candidates or reliance on contractors. 

26.
Where reliable information is available the value of the loading would be set having regard to the wage differential between the going market rate and the DEWRSB salary rate for the position.  This would take into account the non-wage benefits received by APS employees (eg, superannuation, leave entitlements, potential for career, overheads, etc).

27.
Where the loading exceeded 15% of the base salary of the individual, alternative strategies for managing the situation in the longer term would need to be identified in the proposal submitted for approval to the Secretary, including succession planning strategies to address longer term impacts of difficulties in replacing staff in the particular function.

Attachment A
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EXECUTIVE LEVEL 2 (AND EQUIVALENTS) 

PERFORMANCE AGREEMENT

Between Executive Level 2   _______________________________________

and



__________________________________________

for the period


__________________________________________

Contribution to Team Goals/Business Plan
· Identify up to three 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 Directions, Group Work Plan and Portfolio Budget Statements and may include Ministerial and parliamentary business.

Leadership and Organisational Values
· Exhibit behaviours set out in the leadership protocol ( attached (as applicable in your work context) (generic).

Work Level Standards
· Exhibit behaviours, skills and knowledge consistent with the relevant work level standard for this classification.

_______________________________         _______________________________

Manager 




Executive Level 2 

Date_________________                          Date_________________
Attachment B
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LEADERSHIP PROTOCOL 1998-99

As a 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 Employment, 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:
