
[image: image1.jpg]FOREIGN

AUSTRA AFFAIRS AND
WSS TRADE






Corporate Management Division

Senate Finance and Public Administration References Committee

Inquiry into recruitment and training in the Australian Public Service (APS)

WRITTEN QUESTIONS ON NOTICE

As at 30 June 2002 the Department had a total of 3431 staff including 1959 Australia-based employees and 1472 Locally Engaged Staff (LES) employed by our overseas missions.

The figures provided below include ongoing and non-ongoing Australia-based employees of the Department of Foreign Affairs and Trade (DFAT) engaged under the Public Service Act 1999.  They do not include, except where indicated, Locally Engaged Staff.

General

1. What percentage of your staff are covered by the Public Service Act 1999? On what terms are other employees of your agency employed?

All of DFAT’s ongoing and non-ongoing employees (57% of total staff) are covered by the PS Act.  Locally engaged staff (43% of total staff) are engaged in terms that are consistent with the relevant local labour laws.  

DFAT also employs contractors (who are not employees of the Department) to undertake various specialist work.  Contractors may be engaged directly (around 20 persons work on specialist projects around the department, such as historical document research), through a labour hire supply company (for example we have a pool of 85 language tutors engaged on an as-needs basis and 10 persons working on our financial management program), or under a head agreement with a company contracted to supply a specific service (including 87 IT contractors).  

The terms of the contractors’ engagement are set out in their individual contracts.  Contracts made directly between the Department and the Contractor are made in a manner not inconsistent with relevant legislation.  All contracts are made in accordance with relevant government guidelines such as the Commonwealth Procurement Guidelines. 

2. What are the differences between recruitment and training processes for APS employees and non-APS employees?

DFAT does not distinguish between APS and non-APS employees in its recruitment processes.  All vacancies advertised externally are open to all members of the Australian community and filled through competitive selection processes.  Non-APS locally engaged staff (LES) positions are subject to similar competitive and merit based selection processes as for APS vacancies.  Selection Advisory Committees are convened by the post to consider all applications and to make recommendations to the delegate.  LES positions at our posts are open to any person legally able to work in the host country.

Non-APS staff (ie contractors) are not obliged to undertake specific training, although they are encouraged to participate in training courses where this is relevant to their work functions.  Such training includes security awareness and training in specific computer systems.  See answer to Q17 below in relation to LES training and development. 

3. Is it possible for your organisation to identify recruitment and training data relating only to staff covered by the Public Service Act?

Yes.  Through our PeopleSoft Human Resource Management Information System (HRMIS), the department keeps data according to whether successful applicants in recruitment and selection processes have been promoted or moved from other APS agencies (in which case they are covered by the PS Act) or engaged from non-APS organisations.

In regard to training, the PeopleSoft training module allows us to identify training conducted by the department for ongoing and non-ongoing employees.

4. Are you able to identify recruitment and training data by ongoing, non-ongoing, contract and part time employees?

DFAT asks applicants in externally advertised recruitment and selection processes to identify whether they are ongoing APS employees, but does not currently distinguish between other categories of employees.  We recruit most non-ongoing employees through our outsourced recruitment service provider, which maintains a register of potential non-ongoing employees which we draw on for short-term work as the need arises.

Because contractors are not employees, they are not included in the PeopleSoft HRMIS.  Contractors can be identified only as a ‘visitor’ to the system.  The term ‘visitor’ also covers people from other agencies who attend DFAT training workshops.

5. In addition to the data already provided by your annual reports, can you provide the Committee with the staffing profile each year by age group for the past three years?

Staffing profile by age group 

 
Under 20
20-24
25-29
30-34
35-39
40-44
45-49
50-54
55-59
Over 60
Total

 
 
 
 
 
 
 
 
 
 
 
 

2000
2
34
217
305
310
313
305
335
147
38
2006

 
 
 
 
 
 
 
 
 
 
 
 

2001
1
25
186
290
304
313
299
312
176
54
1960

 
 
 
 
 
 
 
 
 
 
 
 

2002
1
26
165
313
286
341
284
305
178
60
1959

Recruitment

6. Does your agency have a formal recruitment and selection strategy and/or policy? Can you provide the Committee with a copy of it?

DFAT maintains a Human Resources Manual (HRM) which consolidates the department’s people management polices and practices concerning Australia-based staff into a single electronic reference accessible by all staff.  The HRM includes a chapter on recruitment and selection (attached).

DFAT also maintains a briefing document on recruitment, promotion and placements policy in the department (attached), which we use to respond to queries from external organisations, including foreign governments.

7. Can you provide the Committee with details of recruitment by year for the past three years including:

· recruitment by classification; 

· recruitment by five year age group;

· recruitment by area of employment (eg IT, legal and so on); and

· any contextual information that has affected these figures.

Recruitment by classification:

 
APS1
APS2
APS3
APS4
APS5
APS6
EL1
EL2
SES
INDIGENOUS

CADET
GT
Total

1999-2000
14
4
2
6
1
17
6
5
 
 
28
83















2000-2001
 
14
10
11
2
13
7
2
 
1
25
85

 
 
 
 
 
 
 
 
 
 
 
 


2001-2002
 
2
1
15
1
24
11
4
2
2
24
86

Recruitment by Age Group:

 
Under 20
20-24
25-29
30-34
35-39
40-44
45-49
50-54
55-59
Over 60
Total

 
 
 
 
 
 
 
 
 
 
 


1999-2000
 
9
33
20
6
5
8
 
1
1
83














2000-2001
 
9
27
13
14
9
9
1
3
 
85














2001-2002
 
8
26
25
8
9
3
3
3
1
86

Recruitment by Specialist/Non Specialist Categories: 

Most vacancies in the department are filled through generic selection processes which allow us to place successful applicants in generalist positions throughout the department.  We also recruit to specific positions when we require particular skill sets, such as IT or finance skills.  These are recorded as specialist positions in our database but are not identified by area of employment.  The breakdown of specialist and non-specialist recruitment for the past three years is provided below. 

 
Specialist
 
Non Specialist
 
Indigenous

Cadet
GT
TOTAL

1999-2000
34
 
21
 
0
28
83










2000-2001
39
 
20
 
1
25
85










2001-2002
42
 
18
 
2
24
86

Contextual information:  

The above figures refer to external recruits to the department.  They do not include internal promotions within DFAT.

8. Can you provide the Committee with data relating to retention rates by year for the past three years including:

· by area of employment;

· by age group; 

· by classification; and

· any contextual information that has affected these figures.

DFAT has a highly mobile workforce, with employees moving from positions in Canberra and overseas every two to three years.  Therefore, we cannot provide a breakdown of retention rates by area of employment.  Retention rates by age group and area of employment are provided below.  There is no other contextual information that has affected these figures.

The overall retention rates for the department for the past three years are:

2000 91%

2001 91%

2002 93%

Retention rates by age group:

 
Under 20
20-24
25-29
30-34
35-39
40-44
45-49
50-54
55-59
Over 60

 
 
 
 
 
 
 
 
 
 
 

2000
 
82%
92%
93%
94%
94%
95%
92%
63%
64%

 
 
 
 
 
 
 
 
 
 
 

2001
 
91%
91%
94%
96%
95%
95%
94%
83%
79%

 
 
 
 
 
 
 
 
 
 
 

2002
 
100%
95%
93%
96%
96%
96%
96%
81%
56%

Retention rates by classification:

 
APS1
APS2
APS3
APS4
APS5
APS6
EL1
EL2
SES

 
 
 
 
 
 
 
 
 
 

2000
0%
92%
94%
88%
92%
89%
89%
90%
95%

 
 
 
 
 
 
 
 
 
 

2001
86%
95%
88%
94%
83%
94%
94%
96%
93%

 
 
 
 
 
 
 
 
 
 

2002
100%
94%
86%
97%
81%
92%
96%
93%
92%

9. Can you provide the Committee with graduate retention rates by area of study for the past three years?

DFAT has a very high retention rate for Graduate Trainees (GTs), with ninety per cent of staff recruited as GTs in the past three years (2000-2002) still with the department.  GTs have a wide range of academic backgrounds and there is no clear pattern to this retention rate with regard to area of study.

10. Has your agency experienced any difficulty over the past three years in relation to filling graduate positions? What areas of work/study did such difficulty arise in? Was a strategy devised to address this difficulty and, if so, what did it consist of?

DAFT has no difficulty in filling graduate positions.  The selection process is highly competitive, with 2500 applications received for approximately 25 positions in each of the past two years.

11. Can you provide the Committee with the percentage of recruits recruited from the private sector by year for the past three years?

1999-00

73% 
(61 of 83 external recruits were from the private sector)

2000-01

76% 
(65 of 85 external recruits were from the private sector)

2001-02

78%
(67 of 86 external recruits were from the private sector)

Note: We have included graduates in our figures for private sector recruits.

Training

12. Your annual report provides good information regarding expenditure and time spent on staff training. Can you also provide the Committee with data for the past three years showing, as far as you are able:

·  expenditure per person per year;

· percentage of total agency expenditure spent on training per year; and

· expenditure per person per year on training; and

· expenditure by area of training (eg contract management, service delivery and so on) by year.


1999-00
2000-01
2001-02

Expenditure per person per year

(calculated by total departmental expenditure divided by no. of employees including both A-based and LES employees)
$182,789
$201,968
$205,709

Percentage of total agency expenditure spent on training per year
0.88%
0.86%
0.96%

Expenditure per person per year on training
$1,615
$1,787
$1,982

Expenditure by area of training (e.g. contract management, service delivery and so on) by year.


n/a
n/a
n/a

Note: Accurate information for point 4 (above) is not readily available in this format.

13. Can you provide the Committee with the percentage of training expenditure, and the dollar figure, that has gone to external providers per year for the past three years? 

Individual DFAT work units (ie. posts overseas, divisions and state/territory offices) operate their own training and development programs.  Reporting is by number of training days per individual and total costs of training by financial year.  This reporting format does not isolate the cost of training provided by external suppliers from total training expenditure.  See also Q17.  

14. What is the cost per graduate of your graduate training program?

1999-00  
$4,470

2000-01 
$4,430

2001-02  
$7,346*

Note 1:  This amount covers only training costs additional to the in-house provided general training program.  It does not include salary or associated costs for graduates trainees.  

Note 2: From 2000, Graduate Trainees undergo a two year training program.

*The 2001-02 program included a regional travel component to introduce graduates to or enhance graduates’ understanding of regional Australia and its perspective on foreign and trade policy issues.  The program was designed to ensure graduates are able to advocate on behalf of all Australians when at post, as well as improve their understanding of the work of the department’s state and territory offices.

15. Your staff’s individual training needs are primarily identified through performance agreements. What percentage of APS staff are covered by such agreements?

In the 2001-02 cycle 91% of staff (1788 employees) participated in the performance management system.  Only staff who had worked less than three months of the cycle, non-ongoing staff who had worked less than 12 months in the department and some seconded staff were not eligible to participate in the performance management system.

16. Does your agency’s Certified Agreement stipulate any training obligations towards staff? If so, what are they and how is compliance monitored? What happens if non-compliance occurs? Does the Agreement contain any other clauses relating to staff training?

A copy of DFAT’s Certified Agreement is attached.  The Certified Agreement (paragraph 2.52) recognises the importance of training and development as an investment in people.  It commits the department to providing all employees with training and development opportunities focused on achieving the department’s corporate goals, and to providing specific resources for this purpose.  DFAT’s Training and Development Strategy, developed in consultation with employees, stipulates that staff should devote at least five working days per annum to training and development.
The Certified Agreement (paragraph 2.54) commits the department to the following priority areas:

· leadership and management skills;

· core professional knowledge and skills including policy, media, communication, technical and resource management skills;

· languages, including language retention; and

· a Professional Development Awards Scheme (PDAS) for high performing EL2 staff and above, under which the department will fund salary, fees and associated costs of study, research, external secondment or other activities that are both professionally beneficial to the employee and of direct relevance and interest to the department.

The Certified Agreement (paragraph 2.55) commits the department to ensuring technical staff are provided with appropriate training to carry out their work.

Compliance is monitored through the biannual Divisional Evaluation Review (DER) and the annual Post Evaluation Review (PER) and Office Evaluation Review (OER).  The DER is a review of the performance of each division within the department.  The PER and OER are reviews of the performance of the department’s posts and state and territory offices, respectively.  The review process is set out in paragraph 2.56 of the Certified Agreement.

A major criterion of the training and development component of each review is whether the division had complied with the obligation of five days of training per person per year.  The DER, PER and OER also review the type of training undertaken to ensure relevance to the department’s corporate objectives and provide an opportunity for each work unit to identify skills gaps, training needs that are not being met and any difficulties faced in achieving the five-day training obligation.

Non-compliance with the training obligation is noted by the Senior Executive and contributes towards their assessment of the performance of each work unit.

The Certified Agreement contains the following additional clauses relating to training:

· Paragraph 2.53 states that the training and development needs of employees will continue to be addressed as part of the performance management process.

· Paragraphs 2.35 to 2.47 set out the arrangements for Graduate Trainees (GTs) and staff participating in the Administrative Officer Development Program (ADPs).

· Paragraph 4.11 details the department’s commitment to providing staff with study leave to pursue further study that is relevant to the department’s corporate objectives and provides tangible benefits to the department.

17. What are your agency’s main training delivery methods (eg in house, external, external conferences and seminars, job rotations, e learning) and how is this decided?

The department maintains an extensive in-house training capability.  The department’s pre-posting training programs are delivered via in-house workshops using in-house expertise.  

The department’s professional development and management workshops are provided in-house and facilitated by external training providers.  It is cost effective for the department to provide these workshops in-house rather than send staff to external providers on an ad hoc basis.  By providing the workshops in-house under contract, the department can ensure that content is tightly focused to DFAT’s corporate goals.

DFAT’s language tutors are employed and managed under a contractual arrangement with an external provider.

IT training courses are delivered in-house, with some courses using an external training provider under contract.

In 2002, Passports Branch introduced OPAL, an on-line training program for staff in passport offices around Australia.  An on-line learning system designed specifically for passport staff guarantees consistency in training across all passport office staff and provides the most effective training delivery method in terms of cost effectiveness and achievement of outcomes.  

Locally Engaged Staff (LES) receive training through a combination of: 

· the annual LES Leadership and Development Program conducted in Australia;

· Regional Management Conferences – a rolling program of regional post management conferences with the objective of bringing a corporate approach to meetings on all post management and consular/passport issues.  RMCs are attended by senior departmental managers to ensure the consistency of advice delivered from Canberra; and

· post-based training programs, funded by individual post budgets.

18. Is your agency satisfied with the training it is able to provide to recruits from the private sector? Could this area of training be improved and, if so, how?

DFAT does not distinguish between recruits from the private sector and other recruits.  The department seeks to ensure that appropriate professional development training is available for all recruits to enable them to carry out their jobs effectively.  All entrants to the department undertake a suitable induction/orientation training course.

19. Does your agency think that there is scope for increased identification of, and response to, cross APS skills needs? Is there a role for the APS Commission in addressing this issue?

DFAT considers that it is one of the roles of the APS Commission to identify skills gaps and needs across the APS and to promote better practice solutions to help individual agencies develop strategies suited to their own particular requirements.  

20. Does your agency have a view on the merits of broad, general learning and development versus narrowly focused learning and development? Has your agency considered this issue at any time? 

Yes.  As stated above, the Certified Agreement 2000-2003 (paragraph 2.52) commits the department to providing all employees with training and development opportunities that are directly relevant to the department’s corporate goals.  Paragraph 3 (b) of the department’s Training and Development Strategy states that to be successful the strategy must ‘ensure training programs in the department are relevant, focused and cost effective’.

DFAT believes that it gets a good return on its investment in staff training, but in an increasingly tight fiscal environment it must ensure that scarce resources are harnessed to maximise outcomes on training investment.  DFAT places a high priority on ensuring that training and development programs are consistent with corporate goals.

At the same time, the department encourages broad learning, for example by supporting employees who choose to undertake external academic studies that are relevant to the department’s corporate goals.  The department provides such support through study leave and partial financial assistance.

21. What APS Commission services does your agency use and how effective has it found them? What percentage of training expenditure, and dollar figure, goes towards APS Commission services?

DFAT has an extensive in-house training capability.  It expends a negligible amount on APS Commission services.  When the department has used the APS Commission for training in recent years, primarily as part of the Graduate Trainees’ induction to the department and the broader APS, it has been satisfied with the services provided by the APS Commission.  The department advertises APS Commission training programs and provides a link to the APS Commission’s training website through the DFAT Training intranet site.

Indigenous employees

22. Your agency participates in the indigenous cadetship program and has recruited 18 indigenous graduate trainees. How many places are provided each year and how is this number decided upon?

The department does not identify specific positions for indigenous Australians in terms of the Public Service Commissioner’s Directions 4.2 and 4.3.  However, the Secretary has indicated that, if possible, two indigenous graduates should be offered positions each year on the Graduate Trainee program.  This means that we advertise our recruitment programs in the indigenous press and address indigenous community groups at a range of universities each year.  We also identify indigenous applicants early in the selection process and put in place a positive strategy to assist them through the selection process.  The department has employed 18 indigenous graduates since 1993 under our Graduate Trainee program.  

The department has participated in the National Indigenous Cadetship Program since 1994 and seeks to employ between one and three cadets each year.  In 2001-2002 the department employed three cadets (see also Q7). 

We also advertise a number of general employment opportunities each year in the indigenous press, including the Koori Mail and the National Indigenous Times.

23. Does your agency have figures on retention of indigenous employees?

Retention rates for indigenous employees in DFAT is around 77 per cent.  This figure has been calculated from information available for the past five years.  Over that time the department employed 39 indigenous Australians, with nine terminations, leaving 30 currently employed, including one graduate trainee, three cadets and one non-ongoing employee. 

24. Could you provide the Committee with figures of how many indigenous employees were employed in your agency each year for the past five years by classification? 

Over the past five years we have engaged 16 indigenous employees. In that time, nine separated from the department. The number of indigenous employees in the department over the past five years by broadband, is shown in the table below. 

 
1998
1999
2000
2001
2002

ATS
0
0
1
0
0

BB1
5
5
5
5
5

BB2
4
4
5
6
7

BB3
12
14
13
13
13

TMP
1
1
1
1
1

TRN
4
1
1
2
4

Total
26
25
26
27
30

Note: Figures for each year provided above include the number of existing indigenous employees plus new recruits for that year, less the number of separations. 

25. Does your agency, where there is an identified engagement with indigenous communities, have a practice of including in the selection criteria that the position is an identified position? What are the criteria for identifying jobs that have an engagement with indigenous communities? Are there any other measures taken to ensure that such positions are filled by indigenous employees or appropriately qualified non-indigenous staff?

The department does not identify positions for indigenous employees.  As indicated in our response to Q22 above, we seek to employ indigenous Australians through our Graduate Trainee and Cadetship programs and in generalist positions in the department.  Successful applicants are provided with training and development opportunities relevant to the positions and general training through the Training and Development Strategy which requires that staff spend five days on training and development each year (see our response to Q16).

26. Is your agency participating in the Indigenous Employment Group that the APS Commission is coordinating in any way?

Yes.  The department’s Workplace Diversity Officer attends the quarterly meetings of the Group.  DFAT has also hosted meetings for and made presentations to the Group.  In addition, indigenous employees in the department participate in the APSC Working Party on Indigenous Employment in the APS.  

The department also has a DFAT Indigenous Employees Network (IEN), which seeks to provide support for indigenous employees and promote indigenous issues in the department.  Members of the IEN organise and participate in the department’s Indigenous Task Force (ITF), chaired at deputy secretary level.  This forum is used as a ‘link’ to the Senior Executive in progressing indigenous specific proposals through the department’s decision-making process.

27. Does your agency provide cross cultural training for non-indigenous people who provide a significant level of services to indigenous people?  How is the need for employees to attend such courses identified? 

Given the nature of its work, DFAT does not provide significant levels of service to indigenous community groups.  However, because we work in the international environment, including with people from many different ethnic and cultural groups, we include cross cultural awareness training as part of our pre-posting briefings to employees.  The training course includes indigenous issues and seeks to encourage employees to promote awareness of indigenous Australians overseas.  All employees must complete this training before departure on an overseas posting.  

NAIDOC Week is observed by our embassies, High Commissions and Consulates overseas.  The department’s Workplace Diversity Program is also active in promoting awareness of indigenous issues in the department.  

