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Foreword

Foreword

All holdets of political office and their staff are required to -
maintain high standards in public administration, management
and accountability.

‘This Handbook provides information relating to finangial,
administrative, information technology and human/i‘?so ltce
management policies and procedures and the s 1ce..
which ate available to assist the Leader of the }Dp gt 1011 @>
histher staff' in the efficient and effective admimst tx
management of their Of,ﬁce

" We seek the cooperation of all staffin ensuu the professional
management and adm1mstratlon of the-Qffice ef theé Leader of-

the Opposition, v "":“7 ‘

-

ANNA BJ GI-I A

PREM]B /“vLAND

Lawrgb Spungborg,
Leader Qh} Opposition

Ken Smith
.- irector-General

1 epattment of the Premier and
O 7 Cabinet

The QOpposition Hondbaok
Juna 2007
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Introduction

The Opposition Handbook has been developed to assist the Leader of the
Opposition and staff in the running of the Office and is designed to'act as a
single, simple and user friendly reference,

The Handbook sets out the common policies, practices and procedures to be
adopted in the Leader”s Office with respect to ﬁnanci?rffﬁnagement, human
resource management, provision of accommodationy gssets; entertainment,
travel, information technology security, and other po{io isdh r?aﬁ 1g to the
functioning of the Office. Ministorial Services will iSsue axr@x tits and an
updated index, to ensure that the Handbook mnféiﬁ‘a'clﬁ t.

The Handbook will also apply to other Non-é@”éen\o“ﬁces that may be

“established from time to time pursuant to the.apprdval flhe Premier. The
Handbook does not affect the operations of Electo@e/o ces or alter any of
the Pariamentary entitlements of M¢mbeisof-the Législative Assembly as
provided for in the "Members’ Entitt éiﬁjia @Rk" and should be read
in conjunction with the Mex%b%m’ g& dboo‘é Where a conflict arises,
Ministerial Services should be¢ort

%d. _

" The Opposition Handboo 44 ot/ nc;;lit‘y or affect the application of the

Criminal Law or the applicatioq and équirements of the Financial
Administration and Audit Act 1977,

The Leader of the O Qo»itj?n and/ﬁ}  operate in an environment of rigorous

accountability a1 heéir actions’and expenditure are likely to come under
close public sgru i y/..%:n ize@ public expects and demands the highest
standards oi:‘/etgc be ayu' and propriety from all holders of political

office and their staff

Ministeifal §érvices,@epa11ment of the Premier and Cabinet acts on behalf
of the'Ditecfor/Gener i as the Accountable Officer, to define predetermined
sta dar(c/isy{o xaming documentation and to seck additional information or
explana@n gre necessary to ensure the highest standards of probity are

maintained:

Co 're%dence telating to The Opposition Handbook should be addressed

N

The Director . ‘ i
Ministerial Services
Department of the Premier and Cabinet

) ““““““ "~ POBox 15185
S BRISBANE CITY EAST 4002

E Coples of The Oppositioﬁ Handbook may be purchased at£

Ministerial Services :
Depariment of the Premier and Cabinet
PO Box 15185

BRISBANE CITYEAST 4002

The Opposition Handbook
Aarch 2002
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Amendmenis

Date Amendment - Initial
Qctober 1998 . Qriglnal Tssue

*Pecember 1999 - © Contact Qfficers

Dept, Suppart for the
"~ Office of the Leader
* Employee Assistance
Service
Motor Vehicles - Staff’ _

.

Travel

Attachmeant (} '

Allownnces

N

March 2002 Compfé; ugda i

February 2003 Tetephone reiat:wc /ﬁf‘“
= sta

November 2003 / Zlé /j hZIf Leader

Deplity/ eader
Workpldce %ealﬁi and Safety
Apgendix 18
May 2@ Q/} erseas Travel
/> Motor Vehicles

Jan% /I?ﬁman Resource Management

Information Management
~~~—-«~ Gifts Recelved

mw Gifts Made

Advertising

Q Hospitality and Official Functions
e . " Working Meals
J . Office Bquipment
I /\ > Shadow Cabinet
_ ' Adverlising
::7 g Telecommunieations
Travel
Brochures and Newsletiers
Bereavements
Credit Cards
Stamps
Ministerlal Services
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Date

Amendment

Tnitial

Tanuacy 2006

Appendix 1 - Allowances-Travel

Appendix 4 - Gifis Made
Appendix 5.- Gifls Received
Appendix 7 - Hospltallty Certification
Appendix 18 - Incident Report Porm

* Appendix 2 - Review of Monthly Reports |-

February 2007

Gifts - Received

{fune 2007

* +Ofilee Staff
Study and Research Assistance Sclieme
Waorkplace Behaviour .
Workplace Health and Safety
- Electronic Mail
Information Security
Internet Policy
Opposition Records
~ Accountability and budget process

Public Report of))ﬁma?f@‘.ses
Hospitality. m<vi‘ e&
) }’oiﬁiﬁﬁ\ cals._
' fegbmn) \j
¢ ?mm unleations
Motn(&h‘i‘éﬁes
. Domesﬂ{i’?\'ei
Nquent Flyer Poiuts
/ Cred!>Cards - policy
~ Entitlénients - Other staff
\B titlements - Leaders

terlal Services - role
':"/'Kppendix 1 - Allowances - fravel
Appendix 14 - Administrative Dolegations
> Appendix 19 - Resolution Process for
Workplace Behaviour

Appendix 20 - Leaver’s Checklist

< ‘

Qifis - received N
Pecuniary mlerest?)?jarahé

June 2007

Partner’s expenses

Travel to and from the Electorate
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Humtan Resonrce Management

1.0 Human Resource Management

1.1 Employee Assistance Service

The Employce Assistance Service (EAS)-is a regular on-site
program of care and counselling on personal and work-related

issues which is easily accessible to ail SmBloyees and their
immediate families, < Z / —
The EAS can help staff deal with issues such as: /

work related problems j

emotional stress V
marital/family conflicts _,/
alcohol and other drug J@‘ls

financial worries

e e,
gambling difficulties\ \ 7~/

. grief

. fraima f
Davidson Trahai ag)@ c?&??x
i Opposition staff. Th coags%yxs

professionals.

FRme e gn

ted to provide these services to
are all qualified and experienced

onto gﬂ’\yone withoug4 4nitten permission of the person involved,

Cow fﬁ?ae. awigally and legally required to maintain

cq; ¢ Zi .

Tnti AS pr 7@3 provided free of charge to staff,
L <Em}$ﬂ£\t_=,.\ ‘ B

ﬁavi_dson_ﬁahaire Corpsych
Phone: 1300 360 364
/@iéce staff

Office of the Leader of the Oppasitton

All counse Iingﬁostric 1§ vonfidential and no details can be passed

The Leader is entitled to staff and resources to assist in the
performance of official duties. The Office of the Leader of the

~ Opposition consists of the Leader, Deputy Leader and all
O :j Opposition staff, including staff employed on a contract or
: consulilng basis, who directly support the Leader in carrying out

his/her official role. )

Staff management principles

Staff provide support to the Leader in fulfilling hisfher officlal
responsibilities, It is therefore essential that the Leader
communicates clearly to staff:

a. . their roles and responsibilities; and

The Oppositien Handbook Li-12
January 2006
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Hunan Resource Management

b.  thescope and sensitivitics attached to the Office of the Leader ‘
of the Opposition.

Ministerlal Services

Ministerial Services manages the personnel function associated with
staff and assists the Leader in makmg appointments to hisher Office,

Ministerial Services are responsible for Halsing with the Leader In
relation to staff administration which includes the recruitment,
appointment and termination processes for all positions within the

Office.

The human resource management functions of Ministeriat S @V
include: w

a.  maintaining a Register of Position Descrlptno

b.  advertising vacancies; é

¢ assisting the Leader in determmmg salary level

d.  processing the appointments of all staﬁ‘

e.  payment of salaties to staff mc}udm 1o essm 8¢ lary
variations; /

f. maintaining all leave, pelsonnel and.g :s! (}cords,

and ' : ' E
g  moniforing conditions of employment and ’
b, assisting the Leader as requitéd r\evelo?ﬁ proposals for
e

staffing establishment o \l{)f/ he approved

establishment level.

Staff entitlement
The following table re Ft ts the an,ge of positions in the Office,
Position ¢/ ~./ Classifleation Range
Chief of Staff % AO8 - 801
Senior Ad¥iso AO8 - 801
Adviso» - A06-A07
Asmyta Ad isor. ' - AO4-AOS
nager/P%enaI Secxetary AO4-AQS
yA Ma 1age - AO4-AO0S
Pe~s nal Secr ‘\y . AD4-AOS
Eefle"pondence Co-ordinator . - AO3-A04
inistEatjve Officer . AOI - AQ3
(c‘ nitfeui/Assistant 003

The te@gof remuneration within the range shown is subject to ‘
qualifications and experience and determined by the Leader.

Staff are not to be based in electoraté offices. Electorate based staff’
are provided by the Parllamentary Service.

Recommendations regarding the required staffing entitlement
should be made in writing and be signed by the Leader and

1.2

The Oppositfon Handbook
Jannary 2006
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forwarded to the Director, Ministexial Services. The Director,
Ministerial Services will then submit the required documentation
for the Premier’s approval. '

Overall staffing numbers will be deterinined by the Premier,

Basis of employz_ﬁent

All staff drawn from the Queenstand Publip’Sgfvige-fo work in the
Opposition Office are to be granted lea viit fpay vom their
substantlve positions. /

The basls of their engagement in t e} a?erﬂ fﬂ\gfis by way of
a temporaty appointment made uisya t/Ir\S etion 112 of the

Public Service Act 1996 and in’accor [ai]cj with arrangements

Staff drawn from the Queensland Pu!i;c/'aemce

approved by the Premier

The tetms and conditions of th ctem orary*cngagement are detaﬂed
in their appmntment letter, L\/)

privileges unde ice Act 1996 and therefore ate
, brovided with te ond ns of employment equivalent to
ihose contained ln Dn cm osued by the Minister for Industrial
Relations. e\ /

. Public Servants e agc ﬂxé aanner retain their rights and

At tu écop%c of, ippemod of temporary appolntment (or at-
any i whf% ither ’me appointee, or the Director-General upon
eem?tﬁe\dah Ol x{f the Leader, determines that the appointment
% N se) th fﬁcer shall return to the Department from which
jhe aye :Lh tpay took place, at the classification level to which

we e agpomted prior to their temporary engagement in the

f*r’q.ﬂ 1ce. _ .

paid leave taken subsequent to the completmn of the temporary
intment will be paid at the officer’s substantive departmental

54 dt fevel,

: %% Staff engaged from outslde the Queensiand Public Service

Non-public servants who are engaged in the Leader's Office are
enmployed under a Contract of Employment pursuant {o Section 112
of the Public Service Act 1996 and therefore shall not become

O 7 officers of the Public Service. .
e A summary of the benefits and conditions of employment uirder the
Contract of Employment are set out below:

a.  Employment in the Leader’s office shall be subject to the
terms and conditions as prescribed in Directives issued by
the Minister for Industrial Relations and any relevant
applicable industrial award or agreement as if the Appointee
were a Public Service officer.

b.  Recognition of service for sick leave, long service leave and
salary purposes may be given for pwvmus service that is

The Opposition Handbook ' 12
March 2002 )
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Human Resource Management

recognisable under the Department of Industrial Relations
Directive 2/03. This could include service with Members of
Parliament, Ministers and Senators lh the Commonwealth
and other State/Territory Governments,

¢.  The hours of work shall be those ordinarlly worked by public
servants, A

d.  The Government shall meet all expenses necessarily incurred
in the discharge of official duties in accordance with
Queensland Government policy as determined by policles
approved by the Premier.

¢.  All Senior Pohcy Advisors and Senior Media Advisors shal
be reimbursed in full, service and equipment charges of a
telephone installed in their private residence as well4s a/-
percentage of calls as agreed between them and the L, a@

f. Chauffeurs shall be reimbursed in full, home teléphnc
service and equipment charges plus 280 local calls per /

) calendar year (see ENTITLEMENTS - Staff), /™ __

g Adeclaration of pecuniary interests must be pt vh{zd 10 5\]
Leader prior to or upon taking up. engag
APPENDIX 9 - Statement of pecuniary iht rests)

h.  Queensland Public Service leave m fisiohis and\?ther
. benefits shall apply. { </
r

i If the Engagement is terminated for other than b each of L
confract the following severance conditlons. ap

Where the appointee has less than x
one (1) year of service at the date of  Fou )\;eek Lsplacy

termination -

Where the appointee has one (1} yedr :

or more but less than two (2) ¥8 ﬁs ix (6) weeks® salary
of service at the date of term] na 1 n ] Ny

Where the appointee has two (2) \>

yeats ot more but less fHan three (3)  “Eight (8) weeks’® salary
years of service af the:
termination

Where the appelr o hag ¥ 8 o
Y2als or m /ebLt\ess tham% U (4)  Ten (10) weeks’ salary
years of s/e vice at'the date o ~

termina Qé
Where the bp 01 has four (4)

years or more b s than five (5) Eleven (11) weeks® salary
years of service at tha date of
termination

Where the appointee has five (5)

years or more but less than seven (7)  Twelve (12) weeks’ salary
yeats of service at the date of
termination

12 I?w Opposition Hrmdbook
- June 2007
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Where the appointes has seven Twelve (12) weeks’ salaty plus
() years or more of service at the  an additional two (2) weeks’
date of termination salary for every completed yeat

O
()3:;7
<>

of service in excess of six years,
up to a maximum of fifty-two
weeks’ salary

Approval for the appolntment of perm/a(?t )?
Ministerial Services is to be contacted be ore 2 an ions taken to

All recommendations for the appol m of pert !u\lgaétﬂ’ are to
be made in writing and be signed by e fea E—l\Oi‘ Chief of Staff
and be forwarded to the Director, Mm( te tag Services. These
recommendations are to include prog)ie)/ alary levels and

commencement dates. - ? T
Provided -that the recom \3@?01{\&4 within the staffing

entitlements currently appro ed by the Premier, Ministerial
Services will fory ard \\ oyment contract (non public
servants) or temp{ra é/ ent'documents (public servants) to

appoint staff to the Office,

the relevant staff inembets

If the Leadet’s re::o}uen ation is In excess of the staffling
entittemerfts dy ap fbved by the Premier (numbers of staff or
“classifjcatio le\v-‘klt f)lrector Ministerial Services will submit
the seq u ent documentation for the Premier’s
approv/a / hls g ance no salary will be paid to any employee
ufit tn Pre ier's approval is veceived. Employment

quetit-tg,the Premier’s appy oval,

c}]fnﬂnts 'ili be forwarded to the relevant staff members
{oi

., cess«for filling vacant positions

ie {t positions in the Leader’s Office may be filled with or withouit
advestisement, based upon the recommendation of tha Leader or
Chief of Staff.

Where a vacancy s to be filled by advertisement:

a.  the Leader or Chief of Staff is to liaise with Ministeriat
Services concerning position requirements and updating of
the position description (if necessary);

. Ministerial Services places the advertisement/s, answers
inquiries, distributes position descriptions and receives and
registers applications;

¢.  an interview panel is convened to conduct short listing, and

arrange interviews;

d.  the Interview panel makes a selection; and

e.  Ministerial Services ensutes the appointment is in

accordance with appropriate legislation, and the provisions
of this Handbook.

&

The Opposition Handbook : 1.2
Janvary 2006
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All unsuccessful applicants wil! be notified by Ministerlal Services.

‘A direct translation of staff from the Office of the Leader of the
Opposition to-Govermnent Minister’s Offices following a change
of Government witl ocour.

Qualifications for Appointment

There are no mandatory tertlary qualifications required for
appointment in the Leader’s Office. However, the enhanced work
performance derived from the expanded knowledge base and skills
attained through formal tertiary training is valued,

Tt is acknowledged howaver that such enhanced work perfor a,dfc?
can be achieved through other learning experiences includmg
Job training, structured professional development or life experK :ay

‘An applicant’s skills, knowledge and abilities will be assessed agamsg
the selection criteria of the position description withiout prej ufbr‘q
regarding the origin of those skills, knowledge and abi i 1es\/

" Appointment expenses

Officers appointed to the Leader's Oﬁice an \ e surently
based in another centre may be entitled ;o ¢ a 01/ £pOnses
involved in taking up their appointment, Appm i expenses
incurred are to be reasonable and subject to the a pmva! of the
Leader. Ministerlal Services are to %}e\ nﬁted figi to the refund

of appointment expenses, All e} ses g sub_; to the appmvai
of the Chief Detegated Office /

These entitlements may mc

transport for the ofﬁw afid theie tmly to the new location;
temporary accommada mn\asgs ance whilst waiting to
secmealesiguc{l at the-ngwcantre,

transport of ill md-effetts; -

storage of furniture %l ffects; .

carfageo motor ve\ibi 7 boats and caravans; and

leave 1o

s

me o e

-Detalle ‘% eg rding this policy are available on the-

Oppoe 1 anet or from Ministerial Services.
Rells siN

oifel)s taff may be requived to cover the absence of staff on leave
( t 1o/ provide /ssistance when the workload of the Office has
b mpoga{:y increased beyoend its normal capacity,

The Leader may fecommend a suitable replacement or request
Ministerial Services {o advertise the temporary vacancy.

Recommendations for all relief staff, must be made in writing, be
signed by the Leader or Chief of Staff and forwarded fo the Director,
Ministerial Services.

L2 o The Opposition Handbook
) June 2007
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Provided that the recommendations are within the staffing

entitlements currently approved by the Premier, Ministerial Services

will forward written confirmation of the relicf arrangements to the
_employee. '

T the recommendation will increase staffing entitlements fora period
i1 excess of two weeks, the Ditector, Ministerial Services will subinit
the required documentation for the Premier’s approval.

In these instances Ministerial Services wi /it pay any salary,
allowances or debit notes until the Premie Zs(p/pm' al is received.

Temporary agency staff

11\t:e)‘1 temporary

arrangements, V \ |
iste tIS ryices for payment. ‘
/

Emptoyment agency stafl’ may bz@d}‘or sh
i

Invoices are to be forwarded to Mi

When engaging staff from @Hﬁnentggencies it should be noted
that the Department of the\\é%@ d_Cebinet utilises the Whole
of Govermnment stancyng offe St} Larzz;mef\t for the employment of
agency staff (SOAK:Z(}X{:)/%g Qp< f preferred suppliers has been
established undei® this /Arrangeinght, Further details may be
obtained by contagtiiig’Minis il Services,

Salary level reviews

The saia{\léxiels for /sﬁlff may be reviewed at any time by the
Le?r’“snbj o t}bgdfztéry constraints.
i

1(9 Oé'% a%xv th this process, Ministerial Services will

QQ: ? e ?cr {o the Leader after an officer has been on the

-SRI sgiai*yvl Ve for twelve months, requesting whether the Leader

; ﬁ;hltd like /io review the performance of that officer and

( chmend an increment to the next pay point of the classification
. tzsmd{er«iéat officer. For officers who have already reached the top
$f their classification level, ie. AO3(4), no reminders will be
fory rded by Ministerial Services. It Is at the discretion of the
Leader as to when or if the salary levels for these officers is
reviewed, Reviews must also be within the classification ranges for
positions.

All recommendations for sataty leve! adjustments must be returned
to Ministerlal Services, Provided that the recommendations are
within the staffing entitlements currently approved by the Premier,
Ministerial Services will forward written confirmation of the salary
adjustment to the employee. Ifthe Leader’s recommendation is in
excess of the staffing entitiements alrcady approved by the Premies,
Ministerial Services will submit the recommendation for the
approval of the Premier. No salary levels will be adjusted until the
Premier has approved the increase. Written confirmation of the
salary adjustment will be provided o the employes upon receipt of
Premier’s approval. '

The Opposition Handbook 1.2
June 2007
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Public Servants

Public Servants employed in the Leader’s Office maintain their
substantive salary and are paid an allowance up o their Opposition
office salaty level. The Leader will be forwarded a reminder as per
the above process to review the officer’s Opposition office salary.

Administrative processing

All Salary, Leave and associated.matfers for Opposition staff are
processed by Ministerial Services. Such matters could include

Overtime and Meal allowance claims

Deductions including Social Club contributions

Health Fund contributions

Resignations

Leave Applications _

Superannuation changes

Changes to Bank Account Dotails N
Employment Declaration Forms

The appropriate forms can be obtained from N 4@? f /
Completed forms should be forwarded to i steu,a\l§
Higher duties allowances “\/
Department of Industria! Relatlo Aﬂ'euw? outlines the

general conditions applymgt ! t dutics alloyfance. Claims for
the payment of exira remupe wOu b submitted to the
Human Resoutce Consult vices,

:

TermlInation of empid: m
Contract staff ]

Employment inthe Oﬁhnsﬁ\)Oﬂice may be terminated by

a. the pefso e\gaged by giving 2 weeks’ notice in writing; or
b. D thOl‘- General, Dopartment of the Premier and
b%t by givi two (2) weeks’ notice in writing or by
g y neiit of two ¥ eeks salary in Hel of notice either
i) } event of a breach of this Agreement by {he
Appointee; or
(ﬁ,},_,__ pon tecelpt of a notice in wnttng from the Leader
that the services of the Appointee are to be
:: terminated; or
(i}  based on the operational reguirements of the Office
of the Leader.

Ministerial Services should be contacted before any action is taken
to terminate the employment of staff.

The office manager is required to complete a leaver's Checklist
when any staff member ceases duty. The Leaver’s Checklist assists

1.2
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in ensuring all offical equ:pment is returned and official access is
disabled.

Checklists are to be forwarded to Ministerial Services within 7 days -
of a person leaving the office, Leaver’s checklists are available.
from Ministerial Services or the Opposition Intranet. See Appendix
20,

Public Servants employed in the Lead r‘;fﬂce :
Opposition

The temporary appointment of Public

Office positlons may be terminated at 2 {lm gither the
appointee or the Director-General, Departric: to%@ f mier and
Cabinet, upon the recommendation oF the Leader\/tc,rmmes that
the appointment should cease, (

they had taken leave withou if-pay, an and & ance being patd or

The officer concerned shall return to-th d }ment from which
all
salary sacrifice anangemetiin \ place-whilst in the Opposition

office posnion will cease

Ministerial Services {\ﬁld be nat d/;efore any action is taken to
terminate the tem p omi t of & Public Servant in the
Leader’s Oﬂ‘nce

The office manager r@ai fo complete a Leaver’s Checklist
when any staff member COUSES duty The Leaver’s Checklist assists

in ensun gl o@fia/ quipment is returned and official access is
dlsabl /

Cfl) cle sts to et rwarded to Ministerial Services wiﬂun?days
eiém g the office. Leaver’s checklists are available

/ S @, ervices of the Opposition Intranet. See Appendix

(? wtierZ of Leadsr’s Appointment

tht:n a Leader ceases to hold that position, the following
conséquences will flow:

a.  All temporary appointments of public servants in the
Leader’s Office automatically terminate, unless otherwise
determined, and officers will return to their mspectwe
Departments at the classification théy held irmmediately prior
to their engagement in the Leadei’s Office.

b.  Contracts of empldyment will remain in force pending
advice to the Director-General, Department of the Premier
and Cabinet, to terminate employment, If employment is
“terminated, severance conditions as detailed in the Contract
of Employment will apply.

Change of Government

Termination of existing arrangements

The Opposition Handbook 1.2
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When it is known that there is to be a change of government,
written notification signed by the Leader of the Opposition must be
forwarded to the Director-General, Departinent of the Premier and
Cabinet, advising which staff will continue employment under the
incoming Government, ’ :

Written advice signed by the Leader of the Opposition is also
required to terminate the employment of those staff who will not be
employed under the incoming government,

Interim staff arrangements for incoming Ministers

Inthe case of a change of government, Interim staffing lists signed_
by the incoming Minister, which include salary Ievel /2y c}f/ﬁ\
commencement dates, must be forwarded to the Premier, as s&w &

practicable. ///)

‘rneffic\e\andm_
s . /"J

No salary will be payable under the interim grrangemen

until the Premier’s approval is recelved. //‘

All interim staffing arrangements will bel of \g%o f? basis

pending the finalisation of Ministerial staﬁi}gﬂ@‘gﬁx S,

Following a change of Governméii; statf.ywhoateré formerly

mgm% a‘dﬂ}f

employed within the Office o;/ ? ‘the/Opposition'may
be directly translated into p@l 2%‘ in Ministeriat Offices.

The Premier’s Office will contact the Ministerig'
Ministerial Services in regards to a decision.

Similaly, staff who waggen Ioyed Within Ministertal Oftices
may be directly transk ?Hi?to the Officé of the Leader of the
Opposition followly B{h;t gfﬁmﬁfelment.

Personal{jury

Should an‘officer em_\@\lvad in an accident either at work, or on
the way’ td.0 frfn\x(grk, an ‘Application for Compensation’
formé 6{1.% e completed, This form is available from
Ministérial Seryices '

oftmatjon sought from the injured officer at this time will include
e foilo W\@Tﬁails:

8 @gﬂs of the injury including the day, time and location;
b, “epyployee’s name and address; .

¢,  employer’s name and address;

d.  employment particulars; and

e who the injury was reported to.

The full names and addresses of any witnesses are required as an
aid in confirmation of the injury and in respect of possible future
litigation, -

Jd12-13
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An ‘Employers Report® will also need to be completed by the
Opposition office, This form is available from Ministerial Services.

Once the forms are completed by the injured worker and the
Opposition Office, these forms and any other supporting
documentation such as leave forms, medical certificates and
hospital bills should be forwarded to Ministerial Services. The
forms will then be forwarded to WorkCover .Queensland for

wish to submit a claim form.

‘2. Record Purposes Only Cla m;7M*t iéﬂhereeno

medical expenses are requirgd aud thereds ha time taken off
from work, an officer shoijid. su ithe} claim form as a
report of the incident only, This-form; v}ll be forwarded to
WorkCover Queenslﬁn_@La«nd held/on fite in the event that

there may be some\fu ré tepercussions or complications
arising from a simple‘ipjury,

, r aecident,
b.  Time Lost Hafins: \hJs é:im exists when a medical
certiﬁcate('y*(d vé?s’iyat tﬁ\e\\y rker Is Incapacitated for work
as & conséquéngd of a ‘2‘/6‘; related injury. This claim may
also invoiv%p. mient edical or hospital expenses. It may
be necessary toing t?de an employment declaratton form
witi{this claim asWutkcover may be required to pay wages
ge tlko\@}%md officer.

c. ?ﬁ%al Experses Only Claim: this type of claim occurs
4;1311 an fficer Is injured but is able to retum to duty
3 rm%;d) t91 resulting in no time off work, Medical expenses
” 1 2, Do for's consultation fees or physiotherapy may be

coverel by WorkCover Queensland. '

processing. /Z
There are three different categories uncz_zi?zf‘ an officer may

ny~farther enqulries ‘regarding this matter may be directed
to-Ministerial Services. _

%% Study and Research Assistance Schems

Policy

The Study and. Research Assistance Scheme (SARAS) provides

O : financial and leave assistance to employees undertaking courses of
_j study or research prajects.

% All assistance provided is to be funded from the Opposition Office
budget.

Full SARAS assistance (financial and leave) is available to all

- permanent and temporary staff who have been employed for a
period of at feast 12 monthis. Employees who have been employed
for less than 12 months may be granted examination leave and/or
study leave,

The Opposition Handbook . - 13-14
Jonuary 2606 .
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To be eligible for SARAS, a course of study or research, (full-time,
part-time, or external), is usuvally undertaken with a recognised
Atertiary institation and would normally result in the gaining of a
qualification, eg, certificate, diploma or degree.

Two levels of assistance are available. The categories of assistance

include highly desirable and desirable. Different levels of

assistance are attached to each category. The determination of

eligibility and the level of assistance is at the discration of the

Leader. When determmmg the level of assistance, consideration @/

‘should be given to office convenience, budget constraints and

equity.
- IFSARAS assistance is being considered, full details of the S Q/ —_
provisions should be obtained from Ministetlal Services p
commencing the course of study. The policy on SARAS is av%t\ﬁeO
_ on the Opposition Intranet site or ﬁom Mmlstenal Services.

1.5 Workplace Béhaviour

1.5.1 Workplace Bullying

1.6.1.1 Policy o
The Depaﬁment of the Premier and {:’%&. has @cy in relation
to workplace bullying which t?) to AlLO \{s. ton staff.

"The Department considers vo kp /iymg unacceptable and
will not tolerate it under an e&eémc/

Workplace bullying i 1s e he Code of Conduct for
Opposition staff and Es ro bva! cs Obligation 2 "Respect

for Persons", The oﬁ f Co'zdw{ is derived fiom the Public
Sector Ethics Act 1994;

Any reports Sfworkplace billying will be treated seriously and

mvestigate? r%cénﬁdentially and impartially.,
1.641 lons

van

Wo:kp ace bu s the 'repeated less favourable treatment of a
pe on yanother of others which may be consideted unreasonable
é anpmn te workplace practice,! Workplace bullying is
t@*fi 1r_th&1 can intimidate, offend, degrade or humiliate an
mployee.

Bullyirig.¢an occur batween:

U A sentot staff member or supervisor and another staff
member

. Co-workers )

. An Opposition staff member and another person in the
workplace eg a public servant,

14-15.12 The Opposition Handbook
March 2002
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Behaviours that may constitute bullying include (but are not limited

to): ‘

. Assault, pushing or unwanted physical contact
. Yelling, screaming, swearing or abuse

. Personal insults or threats

Inappropriate comments about appearance or slandeting
family members or friends.

. Offensive jokes, spreading: malicious ours or practical
Jjokes /0

. Tampering with personal effects of Avql @mav

. Public reprimands or belittling </

. Constant criticism or frivial faplt-finding.

' Ostracising and isolating an e)J picg &—

. Deliberately over-working qr I? r\f Lg an employee

. Deliberately withbolding wo:k_mla ed) mation

. Excessive supervision

’ Singling out and 1 aﬁng onc-employee differently from
other employees }

. Inapplopnately/t cate %{ loss of employment or & cut
back in work 110

1.5.1.3 Discrlm aﬁ d Seoxual Harassment '

fitls considerex ’;%/“ lying behaviour involves acts of

dlscrimiugno or sexua fssment, refer to the relevant specific

pohc;es oivt 1e 38U e fI'he Opposition Handbook,

Effe rts of.wdrkplace bullying on the workplacs and

dwidua\l

vidy h
/ ;\%I cé kzu ¢ has dettimentel effects on the workplace and

oLknl;:gﬁ'Buiiymg may cause:

The loss of highly skilled, experienced and talented staff;
Increased costs associated with staff turnover and
absenteelsm;

. Increased costs of recruitment and training new staff;

. Service delivery problems;

. Reduced efficiency and productivity;

. Poor morale, erosion of employee loyalty and committuent;

. An unsafe working environment; and
. Legal risks and legal costs for the Department.

Individuals being bullled can become stressed, anxious, depressed,
physically ill, sleep deprived, withdrawn, aggressive and vengeful
or can lose seif-confidence and self-esteem, The detrimental effects
on work output are seldom limited to onc person and can often
spread ACTOSS an ofﬁce or work unit.

1615 Behavlours that do not constitute workplace
bullylng

The Opposition Handbook ' 1512-L5.L5
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Constructive feedback or bounseiling on work performance or work
related behaviour is appropriate and reasonable, Criical comments
indicating performance deficlencies do not constitute workplace
bullying. Constructively delivered feedback or counselling is
intended to assist employees to improve their work performance ot
standard of behaviour. = ‘

1.5.1.6 Responsibllity of Leaders and Staff

All staff have a responsibifity to ensure that all employees are able
to work in an environment free of buliylng. '

bullied. They are required to personally demonstrate appropfiate/
behaviour, promote the anti-workplace bullying policy @t—/ .
complalnts seriously and ensure that where an employee-ma'.@s_{M
is witness to a complaint, they are not victimised, I

e

1.5.1.7 Roferral offk_:ers : v/:]

Ministerial Services has access to Referral Qfficers whodse r6lg/it is

to
a.  provide confidentlal advice and su 040 plaifants -
subjected to bullying; {{/ e
' ts and

b, advise staff about the nature ofbullying, its effe
complaint resolution mechanisms:

1648  Role of the U/m?? |
An employee is entitled io egnt c\t;}éi? ibipat any time in regard

u
to a complaint of bullying. This is/@%‘ both employees who
report a complaint an}vfﬁé‘s‘e eniployées’ who have a complaint

made against them. Itis éiﬁﬁ-hekpii%i‘t anagers and supervisors to
contact the union oée g&f}f)f a staff.fember,

Unions are avaiiable\fo\gri)éic’le support and advice to their
thel

members and, may act on tHeit/behalf in respect of complaints of
bullying. ﬂ&\
v

1.5.1?1: ployee aaglstance service

Leaders, senior staff and supervisors must ensure that staff are m>

The m@e \Ess stance setvice is available to all staff for
cguﬁsel. ing on pergonal and work-related issues. Refer to Section
¥ %ﬁf\ his Handbook for further information on this service,

ey .
(1\ .ﬁ;ﬂbaﬂng with bullying

An emp\ yee who Is being bullied in the workplace has several
options, "These options include both informal and formal processes
and can be discussed with a referral officer, union delegate or
supervisor, These options are outlined below. A flowchart outlining
the process for resolving workplace behaviour issues is provided at
Appendix 19, '

LS.15- L5110 . ' The Oppostion Handbook
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If the bullying is persistent or ongoing, it may be useful to maintain
a diary about the behaviour including times, places and the details
of any witnesses.

Informal methods of resolution

. Speaking to the person directly
. Requesting the assistance of the man&geaisuperwsor
. Participating in mediation

Formai methods of resolution

. Mziking a forimal complaint
. Making an external complamt

1.5.1,11 Informat methods of res\qlu/n

Speaking to the person dlrectly

This option involves ad '{sin n’heﬂalle ed offender that their
behaviour is unreasonable a ceptab ¢ workplace behaviour.
The complainant nee(d go be peti c about the behaviour that has

glven offence so tha /ngt T left in the other person's mind as
to what is belng bj&t?‘l

If staff elect to deal wit K}‘ (matter themselves, they should be
careful to ensute that dls ssions with the aiieg_ed offender are

not ove: %ny ‘?-.er arties o
if t}n tionis the complainant and the alleged offender

shou e Fwith th atter in strict confidence and with respect for

: Q{lyr‘« Ris _
9/ ssistance of the manager/supervisor

80
B,Q()mpxainant may request the assistance of their
naqgr[§ pervisor in resolving the complaint, As patt of the
n ormal process the manager/supervisor should attempt to resolve
tﬁ(ir)atter at the local level. The manager/supervisor would need to
( N talk“frankly and honesily about the complaint with the alleged

2 SN offender, . ,
Q When assisting in the informal process, the manager should seek to

achieve a resolution between the parties, whereby there is

- agreement about what constitutes approprlate behaviour in the

workplace and that any Inappropriate behaviour that has occurred
M—j in the past will cease.

ov; to avoid re~offending,

The manager/supervisor who resolves a situation locally should be
aware of the need to monitor the workplace following the incident
to ensure that workplace behaviour is appropriate and that the
complainant is not being victimised.

Patticipating In mediation

Mediation between a complainant and the individual causing
offence is an effective way of dealing with complaints informaliy

The Opposition Handbook o 15,112
Alarch 2002
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_ Director-General, Department of the Premier and Cabinet,

. stages of this process will be dealt with in a completel.

and confidentially. Independent mediation can be arranged
through Ministerial Services.

1.6.1.12 Formal methods of resolution

Making a formal compiaint - Internal process

Formal mechanisms may be appropriate where informal measures

fail, the nature of the situation requires a more formal approach or

the complainant chooses not to resolve the matter informatly. //

It is generally recommended that avery effort be made to resotve\ _
the complaint within the Office. Failing this, or where this is not a /

viable coutse of actlon it is appropriate to refer the matter o"ﬁf} )

The following two step process has been established to dea \with{)
formal complaints of bullying relating to Oppositl ns\tag”. Attfw

; confidétitial... :
manner and only those with a genuine need to know wit \@Efgen
any information about an individual enquiry. T?@compla@\an ay
involve the union at any stage of this Prog: svj ay uét is

d_whi
appropriate may move straight to Step 2 of theé?r;eg. )
Step 1 \z/
The employee Informs the Chief of }Slgff verbally ondtf writing of

the existence of the complaint, If tlig Chief of Sjdfiis the alleged
offender or appears to condone ?x‘é?aehav- outythe amployee should
take the grievance to the Le: (c}e o odge. it Adirectly with the
Director-General, Depaﬁm;.\z t \f).he re}niﬁr and Cabinet. This
may also be appropriate wheret\he complainant has reason to prefer
to lodge their complaintdirectly wiil )Ié Director-General eg.

where there is fear of ?;51:.)]8 ions within the Office.
¥

The Chief of Staffqr Hth ersaz;gaproached in relation to the

complaint should informe ‘the Leader. The Leader determines

whether or mz he/she svishss\tgxatteinpt to resolve the matter. The
Jil]

person respo E 2 for resolving the matter must attempt to do so

“within 10 ¢a enda \cIEys.\If the matter remains unresolved after 10

calenday/days, the partie® to the complaint will be provided with
informatjon_about the Status of the complaint and the planned
finalisetion date,

f@

;,}after remains unresolved after 21 calendar days of advising
t% Chierof Siuff, the complaint may proceed to Step 2 unless
ofbiefs ise agréed between the employee and the Chief of Staff.
>

. If the complaint is not resolved at Step 1, the complainant may

submit the complaint in writing to the Director-General,
Department of the Premier and Cabinet, '

As with Step 1, if the complaint remains unresolved after 10
calendar days, the parties to the complaint must be provided with

L5012
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information about the status of the complaint and the proposed |
finalisation date. : ‘

The Director-General will ensure that the complainant has the
opportunity to present all aspects of the grievance and that the
grievance is investigated in a thorough, fair and impartial manner
within 21 calendar days, unless otherwise negotiated. Union
representation is also permitted at this level.

Following receipt of the Investigating oﬁicer'ﬂ/%bort,‘ the Director-
General will make the final decision on an:ﬁe‘ iof/ ¢ be taken and
will advise the complainant and the allegéd 6ffeidef acebidingly.

£

Where Step 2 remains unfinalised, dfu?he ampi% eé remains
agerieved after 21 days, he or she niay ko f ir'izedtment appeal
to the Public Service Commissiqn rwi*o/r/d tfsh)s on this appeal
process contact Ministerial Services-or-a /rgfgxa officer,

7

Making a formal compl%ﬁ@xt&:@mcess
Y

Physical assauit or thf€ats of phys{cal assault should be reported
immediately to the’ Manager/S Sivisor, to the Police and the
Diviston of Work\la ok ?aith nd Safety.

Where & wotker is‘dgﬁsszd/é forced to resign as a result of
wortkplace builying the Worker may be entitled to make a claim
under theéﬁfa{{dismisqéi\provisions of the Queensland Industrial
Re!cym -t\% .

1;3,1 y 3 Wjinessing or becoming aware of workplace

b:@f

Kii\staﬁﬁ fip/ experience or witness workplace bullying are

ehicgurage b report it to the Chief of Staff, Leader, Dircctor-
enerat:_ﬁepartment of the Premier and Cabinet, Ministerial

S&rvices or a roferral officer as appropriate to the circumstances.

This option is available fo %\0.3:‘? ghiargés of a particular nature.

iv6.2 Discrimination

1.5.24 Policy

‘The Depariment of the Premier and Cabinet is committed to the
prevention of discrimination in the workplace. Discrimination in
the workplace will not be tolerated and will be dealt with seriously.

The Department of the Premier and Cabinet has a poticy for
preventing and resojving discrimination in the workplace that
applies to all employees of the Department which includes staff
employed in the Opposition Office. :

1.5.2.2 Definitions

Discrimination includes both direct and indirect discrimination
based on one of the following attributes:

The Opposition Handbeok 1.5.012- 1522
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* Sex : : ¢ Relationship status

» Parental status ' * Breastfeeding .
+ Impairment » Political belief and activity
+ Trade union activity -+ Lawful sexual activity

+ Family responsibilities * Race

* Gender identity .+ Pregnancy

+ Age ‘ ' * Sexuality

+ Religious belief or religlous activity
+ Association with, or relation to, a person identified by any of the
above atiributes. . : '

“family responsibilitics”, of a person, means the person’s

responsibilities to care for or support- ./
() a dependant child of the person; or ({
(b) any other mermber of the person’s immediafe family wh isTn )
need of care or support,

. R

“gender identity”, in relation to a person, means that ﬂieipegon-“”/
{a) identifies, or has identificd, as a member of the cﬁ) Osjte 6%
by living or seeking to live as a member of that se:&)r{

f

?\&Zﬂmg/
“lawful sexual activity® means a person’s status a8 o lawfully
employed sex worker, whether or not-self-employed:

(b) is of indeterminate sex and seeks o liv
particular sex,

“religious activity” means engag‘:’ﬁgi&n,n t éngdgifig in or refusing
to engage in a lawful re]i_glc?;éctfvi ¥:

“religious hellel” means ho ‘diqg org\ot -/okiing a religlous belief,
“sexnality” means he’z@liw, homosexuality or bisexuality.

“relationship siaﬂé&é&ﬁame sex relationships.

Direct Discrintin occurs™when a person {reats, or proposes to
treat, a persafiwittione of the above attributes less favourably than

another })vrg n without the attribute, in circumstances that ave the
sanme or'no ateriall}di erent.

iretf Discrimination occurs if a person imposes, or proposes to
i ‘ﬁﬁée\,j term (siich as a condition, requirement or practice) -

vitﬁ"‘\v@h a person with one of the above attrlbites does
[0t 61 15 not able to comply; and .

"b. il which a higher proportion of people without the
attiibute comply or are able to comply; and

¢ that is not reasonable,

It is not necessaty that the person Imposing, or propesing to
impose, the term is aware of the indirect discrimination,

1.3.23-1.524 . The Opposttion Handbook
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1.5.2.3 Areas of Discrimination

Unlike sexual harassment, which is against the law in all
circumstances, discrimination is only against the law if it is based
on one of the grounds listed above and occurs in any of the

following areas:-

« Work and work related areas  * Disposition of fand

+ Education + Club Mexzbemhip and affairs
*» Goods and Services . +Loecal Go Ament

» Accommodation *» Supe fﬁﬁ% 0
» Insurance - » Administration ofstato.lay/s ograms

1524 Discrimlnaﬁon In the W r?/flil
Pre- Work Area

A person must not discrimmate in the pi‘e~ k area in terms of
offering work of the terms of wﬁ‘rk ths Li:‘m

Work Area

A person must no minate- .

a, Inany vat j / /z s of work; or

b, Indenying or lim t%g 'Eess to opportunities fcn
proa@, ttansfer, raining or other benefit to a worker; or

n.dis nissfng\a/\ fker; or

}Ey ey Jing needss 1o a guidance program, an
app ;ntic/eé?i?p training program or other occupational *
traim\ggox {etraining program; or

<) Tn developing the scope or range of such a program; ot
B"—tz-atmg a worker unfavourably in any way in
connection with work,

}.2 6 Referral Ofilcers

™~
' Ministerial Services has access to Referral Officers (ROs) whose
role it is to: ‘

a.  provide confidentiat advice and support to complainants
subjected to diserimination;

<)~“7 b, advise staff about the nature of discrimination, its effects

and complaint resolution mechanisms.

1.5.2,6 Vicarlous liahility

Vicarious lability is a legal doctrine which holds a person’ or
organisation responsibie for the wrongful actions of another, Tt
means that employers are legally responsible for the discriminatory
acts of their employees.

The Opposition Handbook T 1525-1527
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Sectlon 133 of the Anti-Discrimination Act 1991 provides that if an
employer's workers or agents contravene the Act in the course of
work or while acting as agent, both the person and the worker or
agent, as the case may be, are jolntly and severally liable for the
contravention, and a proceeding under the Act may be taken against
either or both,

Ati employer's defence is that it took reasonable steps to prevent

discrimination. It is no defence for the employer to say that they did

not know the discrimination was occurring.

-1.5.2,7 Responsiblilty of Ministerlal Services
Ministerial Services is responsible for facilitating ﬁg

implementation of the Department's policy. This respon<
includes:

a,  dealing with complaints promptly and seriously-

g
-g._,m(

b,  disseminating Information and providing train g ?a*srﬂ’
with the aim of preventing incidents of’ di mmn

The objective of the following mformat ﬁ ou neythe
responsibilities of the Leader and Opposit hE ta he e\ T the

unions and the procedures for the re soiutxon ow/

1.5.2.8 Responsibility of Leader W

All staff have a responsibility to enisura-that diserimination does not
oceur In the workplace <

Leaders and Semor staff have the resporisibility to:

a.  clarify and se < ds of a __pps {ate workplace

behavious; o
b.  monitor the work. mf{—nment for inappropriate behaviour;
c.  address htappropuiat\eb\?\wou;,
d  beco Cs\alt with the policy on discrimination;
e. r all compiai ts of discrimination are treated seriously,

nf‘ de&zlkya d, xpeditiously,
oni or theworkplace and ensure that all staff fulfil their

ponsib lig\p\s in relataon to this policy;

TEium the relevant pames ate not victimised; and

é\ t ae_mle maodels for other staff, _
1.8 . ole of the Unions

An employee is entitled to confact thelr union at any time in regard
to discrimination. This is true for both employees who report a
complaint and those employees who have complaints made against
them. It is not the role of managers and supervisors to contact the
union on behaif of a staff member.
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Unions are available to provide support and advice to their
members and may act ori their behalf in respect of complaints of
. discrimination at any stage.

1.5.2.10 ﬁrocedures for resolution

There are two paths for the tesolution of discrimination - an intetnal
path and an external path. |

1,621 Internal resolution ﬁ :

A number of options exist under the int{;n. path Avhigh include
both an Informal Process or a Formal Procgss: 'l;\ es% Y detailed
below, A flowchatt outlining the proces;}'or xw workplace

behaviour issues is provided at Ap@ﬁ /19~

The use of informal meas sfes~~tqg§ol‘{e$ci plaints promotes a
range of benefits including:

1.6.2.12 The Informal Process

a.  fihe leasl organ!sa&ional Eg{tém with the individuals

concerned corlf ing to work together;

b. allowing t‘<ﬁ1dj§(él‘s/66 werned to take positive action ,
to resolve thb-situ tigp, : \

& focgts' ng on improying future working relationships by
clg xﬁ{!‘ g{v@s/;?garded as acceptable behaviour for
3i

Lo

t0.°afeg:?} ainst the escalation of the matter. .
Y

/

This-informdl ,process may be initiated by the individual
@1 la “w{ following a discussion of the situation with a
?at;aggu;r dipervisor, a union or the RO

\@ﬁéiw and control is taken by the individual. ,
Yo.asblst in identifying which informal option a complainant should

& pursue, they should work out what outcomes they seek and choose

the option that s most likely to produce the desired outcome.
It may be helpful at this stage to discuss options with the RO.

‘The options available under the Informal Process ate as foltows: .

=

. Speaking to the person directly

, Requesting Assistance from your Manager/Supervisor

. Mediation

. Seeking assistance from the Referral Officer or Ministerial
.Services

These options are outlined in more detail below:-
Speaking to the person direcily

This option involves the complainant advising the alleged offender
that they find thelr behaviour offensive. The complainant needs to

The Opposition Handbook 13.29-135.212
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be specific about the behaviour that has gwen -offence so that no
doubt is feft in the other person's mind as to what is being objected
to and how to avold offending again. The complainant may also
wish to point out that the behaviour may be untawful under the
Anti-Discriminaiion Act 1991,

if staff elect to deal with the matter themselves, they should be
careful to ensure that the communication to the alleged offender is
not overheard or intercepted by any other parties.

If this option is pursued, the complainant and the alleged offender / o
should deal with the matter in sirict confidence and with respect for

each other's rights.

Care should be taken not to place either party in a threate nf,/;
intimidating situation or to embarrass or humiliate the 1t
offender by making a public accusation.

Equally, the alfeged offender should not respond to ¢ e/;orﬁ“piainamm
in a way that may humiliate, intimidate or embarrdss them. /
Victimisation of the complainant is also an‘offence andey t\hé nti-

Discrimination Act 1991,

Requesting the asslstance of the man.:gs- /eos,

The complainant may request the as ietame f their
managei/supervisor in resolving th complamt AS péut of the
informal process the manager/supergisor.ghould téé'npt to resolve
the matter at the local lovel, The n&g,thp ¢ would need to

talk frankly and honestly abouit the ,conip! mt w1th the alleged ' }
offender. - W Z

When assisting in the mform ce*:g)i o ifianager shoutd seek to

achieve a resolutlon betwem ﬁ/nes, wheteby there is

-agreement about wi con tl};gtgs ap oprlate behaviour in the o
workplace and that@ny-inap 1onna.te /behaviour that has occurred : : ) :
in the past will ceass, 2

The manager!su isor who resolves a situation locally should be
aware of th é\to ononitor the workplace following the incident
to ensu ti t Wor \]ace behaviowr Is appropriate and that the
comp z ani\i not bem Lciunised

Particlsating-in e dlaﬂon
@ between a complainant and the individual causing
offencs Isaneffective way of dealing with complaints informally

and- Logﬁlemz Iy, Independent mediation can be arranged through

;xep%? Services.
Requesting the assistance of the Referral Officer

Complainants can seek assistance from a Referral Officer (RO)
who is available to listen, provide support and advise about
cornplaint resoltution options.
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ROs are also available fo provide advice to manager/supervisors on
the general Issues involved in a complaint of discrimination and
complaint resolution options.

The RO's role is an advisory one only and ROs will not investigate
or attempt to resotve complaints of discrimination, The obligation
and authority for resolving complaints remains with management.

1.5.213 The Formal Process 0
er

ép’nal measures
fail, the nature of the situation requires adnote fory p oach or
the complainant chooses not to fesolve the ae.Ete }mlly

It is generally recommended that /’E ori-he made to resolve
the complaint within the Office, F% thi S57OF § there this is not a
viable course of actlon it is appropriate-to Ji;} the matter fo the

Director-General, Department_of the Prqnﬂg, nd Cabinet who is
legally responsible for ens msz; adlisrence to the provisions of the

anti-disctimination leglslahm\ 7&&&5} Opposition siaff.
ha

Formal mechanisms may be appropnate \%

‘The following two stép-proces been established to deal with
formal complaint Jlisc iminati Iat{ng te Opposition staff. All
stages of this pm(/rJ gii ¢ deaf\vﬂh in & completely confidential
tnanner and only tho ‘{ﬁ chuine need to know will be given
any information about anindiyidual enquiry. The complainant may
involve ﬂ}\ nion at xége of this process and where it is

appio?ate W/th ght 1o Step'2 of the process.
10

1p 9 ee tﬁms the Chief of Staff verbally or in writing of
the o ten e, e complaint, If the Chief of Staff Is the alleged
fg der o) app ears to condone the behaviour, the employee should
<take the-og plamt to the Leader or lodge it dlrectly with the
irector-General, Department of the Premier and Cabinet. This
may.also be appropriate where the complainant has reason to prefer
to~lodge their complaint directly with the Director-General eg.
where there is fear of repercussions within the Office.

The Chief of Staff or other person approached in relation to the
complaint should inform the Leader. The Leader determines
whether or not hefshe wishes to attempt to resolve the matter. The
person responsible for resolving the matter must attempt to do so
within 10 calendar days. If the matter remains untesolved after 10

7 calendar days, the partles to the complaint will be provided.with

information about the status of the complaint and the planned
finalisation date,

If the matter remains unresolved after 21 calendar days of advising
 the Chief of Staff, the complainant may proceed to Step 2 unless
otherwise agreed between the employee and the Chief of Staff,

Step 2
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If the complaint is not resolved at Step 1, the complainant may
submit the complaint in writing to the Director-General,
Department of the Premier and Cabinet.

As with Step 1, if the complaint remains unresolved after 10
calendar days, the parties to the complaint must be provided with
information about the status of the complaint and the proposed '
finalisation date.

The Director-General will ensure that the complainant has the
oppottunity fo presept all aspects of the complaint and that the
grlevance Is investigated in a thorough, fair and impartial manner~
within 21 calendar days, unless otherwise negotiated. U ioq
representation is also permitted at this level.

The Director-General will ensute that the complainant
opportunity to present all aspects of the complaint and that™ ?J
complaint is investigated in a thorough, fair and imp rhai-manne —
Union representation s also permitied at this level. Q

Following receipt of the investigating officer's rsport the D1r 4;:—
General will make the final decision on any fn be and
will advise the complainant and the alleged

CO
Where Step 2 remains unfinalised, and/or the cg‘m/ 'remains
aggrieved after 21 days, he or she may make a faIN eatpient appeal
to the Public Service Commissioie? ot detall this appeal
process contact a Ministerial Semcea r &-Refert fﬁcer

1.5.214 External resolutlof /7

External options available t Llo fr are:

+ Anti-Discrimination emmts ior? Queensland), or the
+ Crime and Miscoriu { Colnmission

Anti-Discriminatio

x issfon (Qusensland)
Staff may sep V\aﬁzce fromi-thy Anti-Discrimination Commission
(Queens}a d at stage, about making a complaint under the

Antt-Disc i f@x 991
If an emp eﬁishes 0 make a complaint to the Commission, it
w1ll ﬁe..d tok writing before action can be taken.

Kms g:lon staff will provide advice as to whether a compliant
falls yithi ij[urisdictton and if so, how the Commission may be

a ls t&&a .

Compla l)ts are investigated and settled primarily through
conciligifon, Coneiliation is a way of settling conflict by bringing
the disputing parties together to reach a voluntaty agreement that
suits everyone involved,

The disputing parties are helped In this by a conciliator who is an
officer of the Commission. Conciltators are neutral parties and

15213 - 15214 ‘ " The Opposttion Hondbook
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everything discussed with a conciliator is confidential. Thete is no
charge for having a complaint investigated and conciliated.

If the parties cannot seftle the matter through concliiation, the
complaint may be referred for hearing to the Anti-Discrimination
Tribunal,

Crime énd Misconduct Commission

Individuals may also coniplain to the Com i}’ 1ts Section of the
- Crime and Misconduct Commission about uyﬁhnon where the
behaviour is percelved to be official miscondyey?

1.6.3 Sexual harass &
1.6.3.1 Polley .
/Q

The Department of the Premier an committed to the
prevention of sexual harﬁﬁ‘smﬂm m the“workplace. Sexual
harassment in the workplacu will-not be E}erated and will be dealt

with seriously.

The Department o th e)’r mi d Cabinet has a policy for

proventing and r aOW assment in the workplace that
applies to all e ploy e epartment of the Premier and

Cabinet which include %ﬁ’ ployed in the Office of the Leader
of the 09@

1.6 ?2 Definitlons
Z( ?ré%ne is-defined in the Anti-Discrimination Acf 1991 as
héppenirlg

\411& erson; -
o

ubiec $ another person to an unsolicited act of physical

mtnﬂécy (eg. physical contact such as patting, pinching or

touching in a sexual way or other unnecessary familiarity such

deliberately brushing against a person); or

makes an unsolicited demand or request (whether dlrectly or
by implication) for sexual favours from the oﬂ1e1 person (eg.
sexual propositions); or

c.  makes arematk with sexual connotations relating to the other
petson {eg. unwelcome or uncatied for remarks or insinuations
about a person's sex or private life or suggestive comments
about a person's appeatance or body); or

d.  ecngages inany other unwolcome conduct of a sexual natute In

relation to the other person {eg. offensive phone calls, c-mails,

screen savers, indecent exposura or stalking);

and the person engaging in the conduct described above does so:

a.  withthe intention of offending, humtliating or intimidating the
other person; or

b, in circumstances where a reasonable person would have
anticipated the possibility that the other person would be
offended, humtliated or intimidated by this conduct,

The Opposiilon Handhook 152141532
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4,5.3.3 Referral officers

Ministerial Services has access to Referral Officers (ROs) whose rols
is tos

a.  provide confidential advice and support to complatnants
subjected to sexual harassment'

b.  advise staff about the nature of sexual harassment, its effects and
complaint resolution mechamsms

1.8.3.4 Vicarlous liabllity

Vicarious liability is a legal doctrine, which holds a perg o/

. otganisation responsible for the wrongful actions of ano e:ul
means that employers are legally responsible for the discrimi '-xtnry )
acts of their employees.

* Scction 133 of the Anfi-Discrimination Act 1991 provi eiua ifzm
employer's workers or agents eontravene the Agt In the\ yer(;?

. work or while acting as agent, both the perso and the v orkfr or
agent, as the case may be, are jointly and scve: al able the
contravention, and a proceedmg under the Act k against
either or both.

An employer's defence is that it tog reasonable stcp o provent
harvassment. It is no defence for the employer to 4a¥ that they did
not know the harassment was ocdii ri\g

1.5.3.5 Responsihility of S\Les .

Ministerial Services s ms oifs %}r facilitatmg the
implementation of th Dep menf's pr:i icy. This responsibility

includes: {7 .
a.  dealing with 4;\ aﬁts pro?tly and serlously;

b, disseminating in tm}1 fon and providing training to staff
with tl< m of preve ung incldents of sexual harassment

The obje tive f followmg information is to outline the
respons btlkes of h der and staff, the role of the unions and
the p e%’for th olution of complaints,

153 Resp ility of Leaders and staff

IJI styff have a respons:bllnty o ensure that sexual harassment does
cur in th the'workplace.

L. adeu,\§1d senior staff have the responsibility to:

a.  clarify and set standards of appropriate wmkplace
behaviour;

b.  monitor the work environment for inappropriate behaviour;

¢.  address inappropriate behaviour;

d.  be conversant with the policy on sexual harassment;
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e.  ensure all complaints of sexual harassment are treated
serfously, confidentially and expeditiously;

f monitor the workplace and ensure that all staff fulfil their
responsibilities in refation to this policy;

g.  ensure the relevant parties are not victimised; and
h.  act as role models for other staff.
1.5.3.7 Rola of the Unlons

An employee is entitled to contact their u ox{at/a h > In regard
to sexual harassment matters. This is tru for ‘eot emp yees who
report hargssment and those employe suw ) h Iamts made
agalnst them, It is not the role agp: 1<L§upervisom to
contact the union on behalfof a staﬂ’\gg

Unions are available to pwwde upport . 2n advice fo their
members and may act on t}’xeir behalf u(\rgsp ct of complaints of
sexual harassment at any s \

1.6.3.8 Procedure?or reso \*io

There are two pa or )he m\ utjon of sexual harassment - an
intarnal path an c\/el }

1.6.3.9 Internal ré olu{

A number of options e idtinder the internal path including an
Informal Pr cEss, or a{P l}'( al Process, These options are detailed
elowﬁﬂm. uha\l"v ning the process for resolving workplace

h?ﬂgé??les\km vided at Appendix 19,
\‘\O mal Process
/ e\use ormal measures fo resolve harassment promote a

fof%aﬂeﬁts including:
the least organisational disruption with the individuals
concerned continuing to work together; .

allowing the individuals concerned fo take positive action to
resolve the situation;

G, focusing on improving future working relationships by
clarifying what is regarded as acceptable behaviour for staff
and;

d,  to safeguard against the escalation of the matter.

This informal process may be initiated by the individual
complainant or following a discussion of the situation with a
manager or supervisor, a unlon or the RO. Responsibility and
control is taken by the individual. '

To assist in identifying which informal option a complainant should
pursue, they should work out what outcomes they seek and choose
the option that is most likely to produce the desired outcome,
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It may be helpful at this stage to discuss options with the RO, i
The options for the compiainant are as follows:

. Speaking to the person directly

. Requesting the assistance of the manager/supervisor

. Mediation

«  Seeking assistance from the RO or Ministerial Services.

These options are outlined in more detall below:-

This option involves the complainant advising the alleged
haragser that they find their behaviour offensive. e/
complainant needs to be specific about the behaviour that fias”
given offence so that no doubt is left in the other person's ntind as

to what is being objected to and how to avoid offending again.

The complainant may also wish to point out that tH& bicha iom4
may be unlawful under the dnti-Discrimination Actﬂlff . ]

Speaking to the person directly: : /

~

If staff elect to deal with the matter themsglves, thbﬁ sgould
ensure that the communication to the all g not

4
overheard or intercepted by any other paras\/

?sse‘ i
1f this option is pursued, the complainant and-the !igge»/Zarasser ‘ i
should deal with the matter in strict confidence @yith respect A :

for each other's rights, %
)

Care should be taken not to p ac@?:ithm\pariy nA threatening or
intimidating situation or to bi bar}at;} or huyifliate the alleged

harasser by making a publiwe@;at/ionﬁ
Eq_isally, the salleged /hmfz(s.s r_shadld” not respond to the.

complainant in a wgy, ¥ hffh\max/humiliate, intimidate or
embarrass them, VicHmis timﬁ‘;f;the complainant is also an

offence under the fn@f dirtieion Aot 1991,
i

Requssting the assistance of the managerfsupewlsoi

The comp}aémm{request the assistance of their
managerlsu})ervisc in-resolving the complaint, As part of the
inform '(procg{s-(s the tnartagerfsupervisor should attempt to

‘resolye thet a‘er\?t the local level. The manager/supervisor
k

Id need to ta\l\ vankly and honestly about the complaint

i

ol
it

/\.?he Tleged harasser,
Z\ j\];t assisting’in the informal process, the manager should seek

to\a:h gve a resolution between the parties, whereby there is
agy eg? it about what constifutes appropriate behaviour in the
workplace and that any inappropriate behaviour, which has’
oceurred in the past, will cease.

The manager/supervisor who resolves a situation locally should
be aware of the need to monitor the workplace foliowing the
incident to ensure that workplace behaviour is appropriate and
that the complainant is not being victimised.

15310
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Participating in mediation

Mediation between a complainant and the individual causing
offence is an effective way of dealing with complaints informally
and confidentialty. Independent mediation can be arranged
through Ministerial Services, o

Requesting the assistance of the Referral Officer

Complainants can seck assistance from a ?e‘férral Officer (RO)

who is available to listen, provide sup dr/and _advise about
complaint resolution options, { / .
é@eégvisors on’

ROs are also available to provide advice to niéglu
the general issues involved ina compﬁﬁa?ﬁ‘ 56 a@:ﬁssment and
complaint resolution options. . (J

The RO's role is an advisoty one on‘n}hai@ Jill not investigate
or atiempt to resolve co;nplaints of {sexual harassment, The -

management,
4.6.3.11 The For7 I/’rozﬁss
Formal mechanisms m;z,ébe a{p rppriate where inforinal measures
. S 3 .

fail, the nature of the sit zt\ign ‘quites a more formal approach oy
the complainant chooses\@\ /te/resolve the matter informally.

Itis gene@re\%omme@ed that every effort be made to resolve
the c?ﬁp alntwit iin,tﬁeréfﬁce. Failing this, or where this is not a
viab 5 urse>of ctiorl it is appropriate to refer the matter to the
Diiéetbr-Cenbral epariment of the Premier and Cabinet who is
Ie

911‘5:\/ oi?i é, for ensuring adherence to the provisions of the
n legislation as it relates to Opposition staff,

obligation and authority for ._;Sﬁf"iﬁgmco plaints remains with
§7 Wi

‘ a*rati-dx‘s‘e%i
S @e)ieﬂewiqg two step process has been established to deat with
. fo

{

al«eeaéplaints of sexual harassment relating to Opposition
staff All stages of this process will be dealt with in a completely
confidential manner and only those with a genuine need to know

will be given any information about an individual enquiry. The
\/complainant may involve the union at any stage of this process and

where it is appropriate may move straight to Step 2 of the process.
Step 1

The employee informs the Chief of Staff verbally or in writing of
the existence of the complaint. If the Chlef of Staff is the alleged
offender or appears fo condone the behaviour, the employee should
{ake the complaint-to the Leader or lodge it directly with the
Director-General, Department of the Premier and Cabinet. This
may also be appropriate where the complainant has reason to prefer
to lodge their complaint directly with the Director-General eg,
where there is fear of repercussions within the Office,

The Chief of Staff or other person approached in relation to the
complaint should inform the Leader, The Leader determines
whether or not he/she wishes to atiempt to resoive the matter. The
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petson responsible for resolving the matter must attempt to do so
within 10 calendar days. If the matter remains unresolved after 10
calendar days, the parties to the complaint will be provided with
information about the status of the complaint and the planned
finalisation date.

If the matter remains unresolved after 21 calendar days of advising
the Chief of Staff, the complainant may proceed to Step 2 unless
otherwise agreed between the employee and the Chief of Staif.

Step 2

If the complaint is not resolved at Step 1, the complainant may ™. !
submit the complaint in writing to the Director—G?erair ' :

Department of the Premier and Cabinet.

As with Step 1, if the complaint remains unresolved a egn}p/
calendar days, the parties to the complaint must be provided with/—
information about the stafus of the complaint and iffj)m“nsqu

finalisation date, : \ 4

The Director-General will ensure that the ¢ f’“ Iaina: t\ha the

opportumty to present all aspects of the cox Iai tgnd i a the

grievance is investigated in a thorough, fa1 a{i}g aﬂ tiglmdnner

within 21 calendar days, unless 0thelWi“ ego\t@e% Union : ‘
representation is also permitted at this level. '

The Director-General will ensure f\a the com i ajnant has the
opportunity to present all as;:ec % t and that the
complaint is investigated math ug dir_arid mparttal manner.
Union representation s also ewed at th \e

Following receipt of the invesiigating offt fgs report, the Director-
General wili make the fifial degisio or{ oy action o be taken and
will advise the comp Za’“ nl the k.ged offender accordingty.

Where Step 2 remains unﬁq\hsed and/or the complainant remains ;
aggrieved after 21 days, he or'che may make a fair treatiment appeal
to the Publl ervice Com nig foner, For details on this appeal

process c?; \ﬁm] Services or a Referral Officer.
1.5.341 ernal resolition

Bxtefnal op mwlab}e to Opposition staft are:

2 \l ti-Discrimination Commission (Queensland);

/QJC enisiand Police Service; or the
rine-and Misconduct Commission.

Anti-Digcrimination Commlssion (Queensiand)

Staff may seek advice from the Anti-Discrimination Commission
{Queensland)} at any stage, about making & complaint under the
Anti-Diserimination det 1991,
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If an employee wishes to make a complaint to the Commission, it
will need to be put in writing before action can be taken.

Commission staff will advise complainants if their grievance falls
within its jurisdiction and if so, how the Commnssxon may be able
to assist,

Complamts are mvestlgated and settled/primarily through
conciliation. Coneiliation is a way of seft ) ({o filet by bringing

the disputing parties together to reach a voit\ /fry gresiment {hat
suits everyone involved. /

The disputing parttes are helped in/t }& o110l i tor who is an
officer of the Commaission, Cor il{g}m n utral parties and
everything dtscussed with a concil w Ede tial. There is no
d donciliated.

T ——_.
e

If the parties cannot setth. the matte ‘;Eyough ‘conciliation, the
" complaint may be referred for \‘ng,a inf to’the Anti-Discrimination
Tribunal,

Police/Ctime afid Nildeond ;L\“ommlsslon

Complalnants may take serious assaults involving criminal conduct
to the poligs for mvestlg :\ Individuals may also complan to the -
Complaints §h edtl n o Crlme and Misconduet Commission
ahout al n!'ﬂSSIT vhere the behaviowr is perceived to be
ofﬁela s:é(‘) duc

1.54 Cn L2) cnduct

@ﬁ emplpfed within the Office of the Leader of the Opposition
\ar { public sector employees within the meaning of the Public
Se}j: Ethics Act 1994, Accordingly, all staff are required to
coniply with the ethical principles and obligations specified in the
Public Sector Ethics Act 1994,

A Code of Conduct has been developed pursuant fo the Act fm staff
employed within the Office of the Leader of the Opposition. All
staff are required to be familiar with and comply with this Code of
Conduet,

S
@g‘j

Copies of the Code of Conduct are to be maintained in the
Opposition Office and are avatlable from Ministerial Services.

Staff should also be aware that there are provisions in the Public
Service Act 1996, the Criminal Code Act 1899, and the Crinme and
Misconduct Act 2001 that relate to conduct by public sector
employees.
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1.6  Workplace health and safety

The Workplace Health and Safety Act 1995 and Regulations seek to
promote and secure the health and safety of everyone at the
workplace, By focusing on the management of health and safety at
work and emphasising accident prevention, the Aot requires
employers, employees and others to fake appropriate measures to
ensure a healthy and safe workplace.

Workplace health and safety can generally be managed by: ‘

a, identifying hazards;

b. assessing these hazards to determine the possible risk of injury;_

¢, deciding upon and implementing control measures fo repfove
or minimise the risk level of Injury; and B [ / '

d. monitoring and reviewing the effectiveness of these g{l_rol//-)

measures, :

.

e, —
R S

Employer's responsibilities : —

An employer has an oblgation to ensure the work Iacgh\ea £ xénd

safety of each of the workers at work. //)

The employer also has an obligation to ensgre t@@r workplace

health and safety and the health and safety of*other ivf:}»éﬁ‘ected
bus\in 5

by the way in which the employer conducts thel gss.
Employee’s responsibilities V
An employee or anyone else ap e work lege/l as the following
obligations: z-h/ o

a.  to comply with the igmqi nvg[v/ for workp_lacé health

and safety at the(\féflzﬁi;ce i)y{h‘e/ mployer;

b.  to use personal vlotgctive equipment if the equipment is ‘ . i
provided by@e player ard the employee is propetly |

instructed in its"use;

¢, nottowilfully or recldgfs)y interfere with or misuse anything
. provid@ for workplace health and safety at the workplace;

d. - not t6wil %ﬂ lace at risk the workplace health and safety

?/a / perso atjt iz workplace; and

e </ot to wilfully injdre himself or herself.
Conta tOfflb-

e{;a !»;..Hu_mﬁn Resources, Ministerlal Services Ph: 3224 4255,

kw%ﬁon of hazards _
Employeds are encouraged to participate in the development and *

maintenance of workplace health and safety in the office.

Employees are in the best position fo identify heaith and safety
hazatds in the workplace, Examples of hazards that might be
observed include:

* Blocked corridors and walkways;
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Uneven or wet and slippery walking surfaces;
Access to fire fighting appliances obstructed,;
Access to emergency exits obstructed;
Excessive use of power boards and extension leads;
Computer and or electrical leads across the floor or hanging
behind desks or from the ceiling etc;

. Sharp objects or edges exposed; -

» The possibility of hands, hair or clothes ete gettmg caught in

office machinery;
. Chemical hazards.

. & = & @&

Employees are not only in the best positicn o c@‘y lems in
the workplace, in most instances th y e also ost pable of
identifying appropriate control mefsz?s,auch_ as:

«  Elimination- this is the most efi¥c /w(l}yntrol measure.

J Substitution- this involves repiarc%,x ie hazardous material
or process with a safpions;.

s Redeslign- Work processes and *e‘}u:pment can often be
redesigned to reduce o Di gz?naf arisk;

. Separation-- Cofiteol by sepgraﬂon involves isolating the
hazard from tﬁfﬁe sof, or he person from the hazard,

. Administepii V(,\)‘l lves {iniiting the duration or conditions

: of the expo3ure. (egi)‘ fse job rotations etc).
Any empl Jreea who %mém with the health and safety of the
workplacé. r\ny work ge activities Is responsible for raising the

cm?r?nth ‘1@ , Human Resources, Ministerial Services.

cnd égents, workplace injuries, work caused illnesses
b\ oft :ed immediately to the Manager, Human Resources,
<1:g1niute“t°! Servxces using the incident report form, See

%ND 18 Workplace Health and Safety Report.
\ N

&=
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2.0 Information Management

2.1 Electronic mail

Email is an essential tool in a modern workplace. The capacity to
use email to communicate not only with fello staff but also with
anyone on the internet carries with it ¢ m 1espons1b1ht1es
Incorrect or inappropriate use of ent Z cgh have serious
consequences, The intent of the foIIowIn 1153_{ d gielmes is
to clarify the responsibiiities regardmg use f el establish
professional and ethical conduct of géod maﬁ\m@e/

[

Bmail will be provided for business puriioses h? system will have

both an internal and internet émail facilif:/ njrols will be put in

place to maintain the configentlality, infegrity’and availability of
M‘\""««-___Am

. the system. v

e,

Pollcy
Email System

The use of an exté nai ndn-s rp/ erted email sysmm Can pose a
security risk to oﬁ'ica mfo

A central(\p owded é?nall system will be used within the
Oppos tm %c; 1 corporates appropriate access controls
for ea? user ot ema:l systems, including those offered by
Int“l wce Prowders (ISPs) or external web-based mall
s bte uld /Zsed for official purposes for security reasons,

rz’ap ro r!q to Use
ail u usage must be able to withstand public scrutiny and/or
di closure

Uhauythorised accessing, teansmitting or storing of material that
/\might bring the public service into dzsrepute is not permitted.

\/Email must not be used to:

defaine, harass, abuse or otherwise offend other internet and .
- email users, individuals or organisations;
1 b)  refer to people in a manner that could reasonably be taken by
ey - them as being offensive;

o ¢)  download, store or distribute offensive material (eg pictures

and literature) or contraty to law material or matertial
containing defamatory comments;

d)  attempt to obscure the origin of any message or download
material under an assumed internet address or otherwise
disguise user identity;

e}  knowingly obtain unauthorised access to information or
damage, delete, insett or otherwise alter such information
with malicious intent;

The Opposition Handbook 2.0-2.1
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f)  circumvent copyright provisions;

¢}  maintain or support a personal or private business;

by  disrupt communication and information by placing an
unnecessary burden on an agency or Opposition resources;
or

i)  perform unsolicited mass marketing on the internet
{spamming),

* When writing email, staff should assune that the message can be

retrieved from backup at any time in the future, even if deleted by
the user, The potential exists for iingatlon dlscovery requests to
include disclosure from this source.

Inappropriate use of ematl can lead to disclplinary action and/orthe; )
revocation or suspension of email access, V

Personal use of email . . _/)

Cabinet has endorsed an Email policy and prmc;pﬁ sTamment

which requires that email access be provided i’R&II}»! th/
2r80

approved purposes only.

Officially -approved purposes .includes ljx 1ted use.
Limited personal use of email is permitted wh re i {
ork time;

generally takes place during the employee

incurs minimal additional expgnse to the G erpment,
is infrequent and brief; <\

is not used to support a pem?nal ate plisifiess;

does not interfere with-thie p?(;ktfon (\f\the Government;

does not compromiset gcurity of s sf/ ems; and
does not violate e(nv S{ /age{ ? policy or related

State/Federal ?laaon n%u ann

The pr mlege of um)x tﬂrduﬁnces for limited personal use
may be revoked or lim & t~any~t

Bxamples of Itmited ;N tise include:

@mhe oo o

a. sengir ? zra\lhome to advise what time you will arrive;
resporiding’to arvemail from a friend; or

&bmﬁ*\% ssignment to an educational Instltution
R eer%s

Inforthafion that meets the definition of a record must meet whole-
f:gévernment and leglslative requirements for records

Bmail systems are not records management systems and tape
backup systems do not adequately archive data.

A printed copy of email or calendar information may be required
for use in the Opposition records management system,

a1
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Only email that is necessary to demonstrate a significant decision
making process shouid be kept.

Refer to the Records Management Guidelines for more .
information,

Storage space

Email systems can become unstable for all users when large
amounts of data are stored, The duration of bﬁék 1ps and the time to

restore from a failure is ditectly related t?’lﬁ s f j space used,
Storage space is to be limited to an all d{ 40 b per user
account unless otherwise agreed betw(bthe eﬁice@x Ministeria£

Services.

Message size

Large attachments can decrease syéfem performance and
potentially cause system oy ages -

The size of an individual e \ J ‘zasage ttavemmg networks of
different bandwidth, V/é“eh as the ifternet, Is currently fimited to

10mb unless othe e( agfeed b t@een the office and Ministerial
Serviees. U '

Viruses

Email is e of the most “Common entry point for viruses and

maii:z ‘!de

The Z 1 Netﬁwlk will use anti-virtis software and will be
co\ﬁ rsd ft against viruses. Anti-virus sofiware will

automﬁc ly all messages and attachments at the internat
“gateway,; emall erver and af all workstations

dﬂfﬁf)ﬁ?'to anti-virus software, the email system will
prdéétwely block executable content from entering the network,
Qa; “ exe”, and other similar file types,

Spam -

A corporate email system can be the target of large volumes of
unwatited email (Spam). All email is filtered to prevent Spam
messages from entering the Ministerial Network, however no

. filter will capture all Spam. This filter is monitored and

| maintained centrally. Exceptions or additios {o the Spam filter can

W, be requested via the Ministerial Service Desk. All identified Spam
messages are quarantined and are teviewable by the office via the
service desk.

Use of distribution lists

Unnecessary email broadcasts can reduce the useability of the
email system.

Disttibution lists are to be used for official purposes only and are
not fo be used for personal messages.

The Opposition Handbook ' 2.1
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Monitoring

All internet email is subject to a filtering process. Al email is
backed up, including personal email and is tecoverable,

Forwarding emall after reslgnation or secondment

Automatic forwarding of a user's email to an external account can
pose a security risk to the confidentiality of that message.

Email will not be forwarded fo another address without the
approval of the Leader.

Email disclaimer

“The whole-of-government security standard recommends the ( 4
an email disclalmer on outbound internet messages.

An email disclaimer will be automatically inserted into the oot [)
on all outgoing Opposition internet messages. The-text of th

current approved disclaimer is below: ' %

" This email, together with any attachments, 1: nten ud he '
named recipient(s) only; and may conta r? e e
confidenttal information, 1If recieved in 910 you 's d to
inform the sender as quickly as possible a‘1 1s \éil and

any copies of this ﬁ-om your computer syst ty euj:

If not an intended recipient of thia\e\aﬂ you 1 a$t not copy,
distribute or take’ any action(s) tfx\a télies o i}; any form of
disclosure, modification, d str l(u\ion ane foxvpublication of this

email {s also prohibited.

Unless stated otherwise, this-smat gres nts only the views of the
‘s.ender and not the views-of 3

Sensitive informat (

Sensitive information n 2 easﬁy disclosed vla email,

Never send f‘!f ep email thatou would be worried about seeing
on the 67‘? BWS, quoted printed or forwarded onto others.

Never unicate-se sﬁwa or confidential information via
elec :c\ unless the information is encrypted or secured in
4 wa endor sed by, the Director, Ministerial Services. Do not

/‘ rward\sensﬁl\é email to external emall addresses, including
h

oine)oy web mail systems.

““Ema! stiquatte

Without face to face communications your comments in e-mail may
be viewed as criticism.

Be polite, professional and careful about what you say, especially
about others (the informality of email can trick the unwary).

" Always include a signature block (name, position, office and
internet address, including mobile number if appropriate) at the

21
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bottom of email messages when communicating with people who
may not know you personally or when broadcasting to a dynamic
group of subscribers. For example;

John Smith

Senior Advisor

Office of X

Telephone: +61 7 322 4\ XXX

Fax:+61 7 322 Sxxxx

Enmail; John,Smith@ l{r\}fvterial.qid.gouau

Emall and calendar permissions

It is casy for & user to inadvertentl r ide agegss tptheir emanl
and calendar to unauthorised staff,

It is your responsibility fo ensure thatwymﬁé/gagy check who has -
access {o your email and calyndar Permisgt 1 these systems are
set by users and cannot be ¢ \aﬂy cer*m_ ed. If in doubt, contact
the Service Desk (46358) tco\d ul{} chs,ck H settings.

2.2 'lnformation r@f Fy

Policy

This policﬁets out the /h sic secutity requ:rements to which you

need to be /must comply, Detailed IT security policies
and r/ zdmes re /61ace in Department of the Premier and-

n t a ppi;r o’the Opposition network except where they
aﬂ hE]es and procedures detailed in the Opposition

ppo_itfon. a great deal of Information is of & confidential

{iro, —This confidentiality requires that all staff using the

% sitfon computer network must maintain awareness of, and
u{o, all information securlty policies detailed below.

I-Iauab 0 /
Q‘ ye fo the natire of work carried out in the Office of the Leader of

Policy principles;
a.  IT systems are provided for officially approved purposes
only.
b.  Your use of IT systerns must be able to surviveé public
w scrutiny and/or diselosure, and comply with applicable laws,

regulations and agency policies.
g o . You have a responsibility to be ethical and efficient in your

©

use of IT systems, -You may be called upon to explain your
use of IT systems. Use of the 1T-systems will bo monitored
In accordance with lawful authority, Access logs will only be
provided at the request of the Leader of the Opposition or for
officlal investigators (eg. Crime and Misconduet
Commission},

d. Al staff must complete an “Information Security Document
- Condition of Use for Account Creation” form, on
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Security Practices

a
b,
c.
d.

commencing employment (see APPENDIX 8). This will be
a prerequisie to obtaining access to the Opposition computer
network.

Passwords are required for network access and must be
specific to the individual and are not to be shared.

Generic accounts are not to be used with the exception for
temporary staff hired for periods of time not excedding two
weeks, Use of generic accounts withiri the Office must be

maintained in a register within the office.

Ministerial Services must be. advised of any suspected
security breaches or potential security problems within the
Office in so far as they relate to the Opposition computer
network.

-

/

A monthly password change cycle will be implemented
Passwords must be at least 6 characters in length. ™

Passwords must not be written down. \\ h]
Physical access to 'servers and network equipme: 7 ding
patch panels, hubs and routers is to be r q?ﬂo ed to th rised

personnel only.
After 10 minutes of inactivity a pa-\swcrg tec ?screen

s

e

saver will be enforced unless otherwisa e\.
On cessation of employment of a staff me Office,
the facilitles manager shall be dutified by the lce Manager
or Ministerlal Services d\sgaﬂ ter te all access
privileges for the employ
Remote access to the. ne k/\‘ust uie.BecurlD two-factor
security, - j
Daily backups of all ta a d contrally. Weekly,
monthly and ye i b % t@ are retained in a secure
locked location ff-mtg for_di {ster recovery purposes in
accordance with“backup.procedures,
Service staff w leqﬁ re access to the Opposition computer
network or mach kt ached to the Opposition computer
: netwo 3hould be vetted prior to their being granted access.
(eg f(,}'x §%ha id\entlﬁCatmnof service personnel - all service
mpani K require theit- authorised access is
<,, }e p‘roﬂ or tht/ authenticity of the person is in doubt,
conta hs?enal Services immediately.
~All computer’ equipment must be disposed of through the
fau]ztzes manager or Ministerial Services, This equipment
ay hojige confidential information and disposal by any
?ﬁle‘r‘x)neans may put sensitive information at risk.
Gomputers often save information to temporary files that
rs may not be aware existed.)
‘The use of floppy disks, Cds, DVDs, and other portable
stotage devices such as memory sticks should be undertaken
with cautton:

1. - These disk diives are easy to misplace, therefore
they must be carefully managed by the user. Disk
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drives should be encrypted or password protected if
‘ possible. . '
i, Neither Ministerial Services or FacHitles
: Management can be held responsibioe for data stored
on these devices. . - '
il Manual backups of these devices should be
performed regularly by the Office as it s
" not possible to back up these media during standard
. systemn backups, /? :
. 'The use of non-standard software requitesthe-approval of the
Director, Ministerial Services, Z/e

Remote Access

A secure temote access facility is{proy d/ ff%}tieﬂders and staffl
Remiote access must use two factohauthein 1?1 n tokens in order
to protect against the mcre%{;d risk of unAtithorised access,

L

Remote access (such as We -Of, Cntrix via the Internet) may ba
via a non-ministerial asset. The, Servicé Desk will normally provide
limited support only (égheral a vu:;/; for Citrix or Webmail issues
related to home or a:zf:ry ’?:ampu ' :

Personal Dlgltai ssl

The current Standard of Pa i{al Digltal Assistant supported on the
network 1§\t Black 4}‘ The support of any othér device
conne the\U\ 7y must be approved by the Director
Mini \1 .

ie ‘ierv
Bl cké; ntain sensitive information, Data security for
Blackhe m mensurate with network security, Passwords
inatt / meouts will apply to these devices. A lost
Blackberiy mast be reported 1mmedtateiy to the service desk where
e device con be remotely dlsabled and securely erased,
:

2.3vinternet Policy
Purpose

Internet access is an essential tool in a modern workplace., The
capacity to use the internet carries with it certain responsibilities.
Incorrect or inappropriate use of the internet can have serlous
~ consequences for the office. The intent of the following policy and.
_;:7 : guidelines is to clarify the responsibilites of staff use of the intetnet

and to establish professional and ethical conduct of good infernet
usage.

Internet access is a valuable tool that is available to all users of the
Opposition network. Staff are encouraged to use the internet as an
information resource and to become familiar with how to use the
facilities it offars.

Due to the risk of security threats from the Internet, access will be
controlled and monitored. Unauthorised accessing, transmiiting or
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stdring of material that hight bring the office into disrepute is
strictly prohibited. : )

Inappropriate Use

Tnternet usage must be able to withstand public scrutiny and/or

disclosure,

Unauthorised accessing, transmitting or stoﬁng of material that
might bring the office into disrepute Is not permitted.

The internet must tot be used to:

a.  Defame, harass, abuse or otherwise offend other interne
users, individuals, organisations, or depariments; 7

b. Knowingly download, store or distribute offensive m :u!
(cg. pictures and literature) or contrary to law JM
coniaining defamatory comments;

c.  Attempt to obsure the origin of any message or downloac}i"“
material under an assumed Internet address(or offferwise

disgulse user identity, N, ( (\/
d.  Knowingly obtain unauthorised acces info tigrt or

damage, delete, insert or otherwise ai uch info tion

with malictous intent; (

Circumvent copyright provisions;

Maintain or support a personal private .as\ '

Distupt communication and mforman h{/ lacing an
' unnecessary burden on agen urcas,

Parform unsolicited mass ~ant temet
(spamnring). .

Inappropriate use of the in emg/ egtf‘;o disciplinavy action
and/or the revocation or st spens %ﬁm‘ internet access. Any
employee found to hav used gov t-owned communication
or information devic t oad st or distribute pornography
will be dismissed.

B o@ oo

Personal use of the Intey nei

Cabinet has/\do 5€ mtemet policy and punclples statement
which reg XQ“ internet access be provided for officlally
approv tf p oses baly.

Oﬁ‘lc@if\ap d purposes includes limited personal use,
[ mit\.ip:rson i % of the internet is permitted where it:

arally takes place during the employee’s non-work time;
6 2 neues nfinimal additional expense to the Government;
Is infrequent and brief}
d. Is hiot used to support a personal private business;
Dies not interfere with the operation of the Government or
the office;
f.  Does not compromise the security of the Opposition
systems; and

g.  Does not violate any State/agency policy or related

State/Federal legistation and regulation.
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Examples of Hmited personal use include:

a.  Accessing non-work related sites during a lunch break;
b.  Briefly accessing a non-work related site during office hours,
similar to making a brief personal-phone call; and
"e..  Accessing an educational institution’s web site to downioad
assignments or course notes,

Any personai internet access is at the user’s @ The Government

is not Hable for any loss or damage ca ed by position
Internet access system, j

The ptivilege of using Government ewcgs f01 hmlted ersonal use
may be revoked or Hmited at ahy/Tiihe A

1 n fernet access
inctuding personal access will be r&g\itored’)

. Who can access the internet ["

Use of the Opposition networ ‘{) rt@\@ by unauthorised users
can pose a securlty risk and biingthe Government or the ofﬁce into
disrepute. \

Internet 2ccess is yir dad oused persons only, Sharing of
passwords or Iogézqg i to pro?k < access for unautholised persons

is prohibited. - \‘
Virusesa d-ather internef attacks

‘I‘he i ter‘iet 1Laone oft (S most common entry polnts for viruses,
maI clous cod and\‘fp cker™ attacks,

The O{pé ion&T ystems will use anti-virus software and will be
sonfigo ec(\tq p otect agalnst viruses, Anti-virus software will
‘ to 1at(l}au\\( dean all traffic at the internét gateway and at all
rkstatio Iu addition to anti-virus software, the ititernet system
!:“plﬁau wely block exccutable content from entering the
neiw?rk such as “.exe”, and other sitilar file types.

\\ A fitdivall will be used to reduce the tisk of attacks from the internet
™ and lmit the damage any attack may cause fo departmental
ystems.,

Monltoring

authority. Access to logs wilf only be provided at the request of the
Leader of the Opposition or official Investigators (eg. Crime and

1 All use of the internet will be monitored in accordance with lawful
) Misconduct Commission).

All internet access will be logged. For each site accessed, an audit
log of lsername, site address, and date and time will be
automatically recorded and archived.

Access to the audit logs will be controlled and used only for official
purposes.

Internef system
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2.4

‘Min

The use of an external, non-supported internet link can pose a
security risk to government information.

A centrally provided internei link will be used within the
Opposition network that incorporates appropriate security systems,

Communication on the Internet

If staff are participating in any communication on the Infernet such
as nowsgroups, email or chat, ensure that any representation on
behalf of the office is appropriately authorised. If the officer does
not have the authority to speak on behalf of the Leader in a public

forum, they should represent themselves on the Tnternét as a privat &\/

individual, not as an Opposition representative. 7

Policy awareness and acknowledgement V .

All users must sign a form stating that they are aware of an \ag_es/
to adhere fo this policy. The induction for new sg;a_jff and th
QuickStart tratning course which is recommended for all nevwstaff,

——

will also inform users of this policy. -

See Blectronic Mail
Information Security

Opposition records - )

Policy

The Public Recwds Aet 2(3‘0//1}ovides that ratords which are
deemed to be public records ﬁy Eﬂs d of in accordance
with the Disposal Authority, issuq;i leex land State Archives.

Public Records do not i whid ctor te, arty political or personai
records., Furthermotd, r 5 of Mémbers of Parliament or
Parliamentary reco sre ut§ ”E"fﬁé"scope of the Public Records
Aot 20062,

State Archwes has advised% in the case of records held by the
Office of thé de\c}af the Opposition, the records which would be
deemed pdblic g s.are those which are created In the provision

“of ﬂ?\cia{and per a@l services by Ministerial Services.

As such, Ivi‘ dal Services already holds those pubhc records
which~ghould be_pétained for accountability and administrative

gmp é for the appropriate retention periods, as described in the

g ciéi M‘"‘Agement Standavd or the General Retention and
qus‘ edule for Administrative Records.

S

Ministerlal staff and public servents (other than the
Duector—GeneraI Department of the Premier and Cabinet) will not
be granted access to records of the Office of the Leader of the
Opposition held in Ministerlal Services except to the extent that
such access is required for audit purposes or other official
investigations (sg. requests for information in writing from the
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Crime and Misconduct Comnnssmn, Pohce, the Courfs, or
Commisstons of Enquiry).

The following procedures apply to the management -and disposal of
Records,

Procedures

Récords held in Ministerial Services

‘The Leader will be advised priot to release/? fa;matxon in all
instances except for routine audit examin: u{éb? he ge partment
. of the Premier and Cabinet Audit and“Eya nit or the
Queensland Audit Office or acce s*by e\\h?&-Generai

Depattment of the Premier and CaE
This is similar to access procedure j@ﬁ@hinistedal records

held in Ministerial Services,
. o

e

Management of Recor v\ \/
Public Records shoul /"b{" managed § i(a;cordance with the attached

Disposal Authon dsped by Qu censland State Archives. It should
be noted that ther {/ drementfo’ forward any records to State
Archives, K A ’

Personat and Political K ch/sfmgy be managed at the discretion of

the Leade\
lectronic Dut

Electron
/ /Kl?ﬁ 2}0 records may be stored oufside the official
nety or use computers of Leaders and their staff,

/lfm av r th Znal record must be retained within the officlal

3N

a %~qu o?data stored on the network should be carried out on a
daii weekiy, monthly and yearly basis,

security measure, Opposition Office backup tapes will be
: stored off-site.
< Disposal of Records

During the term of a current serving Leader

) Records should be disposed of in accordance with the attached
O 7 Disposal Authority, _

In the event of a Leader ceasing to hold the role of
Leader

Records should be disposed of in accordance with the attached
Disposal Authority.

In the event of a Change of Government

The Opposition Handbook 2.4
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Records: should be disposed of in accordance with the attached
Disposal Authority.

In the ¢ase of electronic records, the back-up tapes held off-site will
be returned to the facilities manager within 48 hours of the election
result and/or prior to the new Opposition staff taking up duty,

All electronlc data, with the exception of back-up tapes and
diskettes, stored in the network will be deleted by Ministerial
Services or its agent-within a period of 48 hours after the election

result and/or prior to the new Opposition staff taking up duty. i

A tape back-up of file servers will be made prior to deletion. The
full network back-up will be forwarded to the outgeing Leader. _ !

If an electronic record is not deleted through an error 0
subsequently recovered from the network, that record v :l 0

deemed to be the property of the Office of the Leader, under whos
administration the records were created.

_/

%—
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3.0 Accountability and Ethics

- 3.1 Accountability and budget process

'The overarching documents relating to accountability in the Office
of the Leader of the Opposition are the Financial Administration
and Audit At 1977, Financial Management StAndard 1997 and this
Handbook. Z

Leaders and their staff operate in an enyitd {ent o ugorous
accountability and their actions and eypmdztum are-tike y to come
under close public scrutiny.

" The Leader’s Office for accounta 11 ose falls under the
responsibility of the Director-Genetal, Dep'i nt of the Premier
and Cabinet, who is charged wwith-hei mg theAccountable Officer
under the Financial Admmfs@i vir-angd \_:r/rlaf Aot 1977,

Notwithstanding this, fh Leau“r SK I remains responsnble for the
propet managemen £l Al all financial transactions of the
Office, { 2 /?

The Freedom of nfor w(%> 992 apphes to the operattons of
the Office of the Leader Q}a Oppositlon

The budggeiforthe O 1@3 included in the appropriations of the
Depa 1t oi‘th‘e\F ier and Cabinet. As such, similar external |
lepm: in ?aq; iremm apply to the Office as to other fusictional
arghs \;E e/mﬁment These include:

c uiiny by Parliamentary Estimates Committees;

/ )w aud:t\hy/fhe Queensland Audit Office;

-iiiternal audit by the Department of the Premier and Cabinet

wudit and evaluation unit; and
%’ubhshed information in budget documentation tabled in the
ouse and annual financial statements,

Nﬂ addition a six monthly Public Report of Office expenses Is

required 1o be tabled in Parfiament. The report following the end
of the financial year is audited by the Queenstand Audit Office.

% To enable accountability requirements fo be met, Ministerial Servicss
will maintain necessary accounting systems that ensure compliance
O 7 with the requirements of this Handbook and facilitate the correct
,__m categorisation and charging of expenditure, These systems may be
separate from and independent of other Departmental accounting

systems.

The primary internal céntrols that apply to the Leader’s Office are; .

. Monthly budget and expenditure reporting. Ministerial
Services will provide the Office with detailed transaction
reporis of all monthly expenditure incurred and a report
comparing monthly and yearly expenditure {o budget

The Opposition Handbook 3.1
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3.2

Generally, any reques
appropriate business’c
to Ministerial Services:

‘Travet or othercosts for the

set out in t embers Entiflements Handbook may be referved by
Minim?ria {.rvtc o't Premier for approval.
Gifty’- re =ei\$d '

This s

forecasts. The Office is required to examine the reports,
certify the reports, and return the certification to Ministerial
Services. '
Adequate documentation. Expenditure is unable to be
processed without the following adequate supporting
documentation:
- otiginal source documents, eg. original receipts, vouchers;
—  approptiate authorisation; and
- an official order or other legal documnent, for ail
contracts/commitments,
Ministerial Servu:es checking, Ministerial Services
provides assistance to the Director-General in meeting the
obligations of the Accoungable Officer through oxaminatien-
of documentation and seeking, where necessary, addztm
information or explanation on expenditure claims. This él;zo
includes reconciliations of such items as petty cash, overseas
cash advances, and credit facilities {eg. credit oards, 1rave1\f*
accounts). T
Stockiakes of assets and pifts on display. Thg Fe 1siver nU
gifts vatued at over the reporting threshold is tabled h \iy,
Independent authorisation of exp iture ‘t the
exception of the Chief Delegated Offi e nof'abie fo
authorise thelr own expenditure, 2
Public reporting of expenditure, Six 1@1 y tgports on
office expenditure are tabled in Partiament. h\l}‘ ort for the
end of the financial year is aydlied by the Queshsland Audit
Office.

VN

Procedures (
Submissions for variations fo thi bu/Zﬁ e services or

entitlements require the approv 1of tb\/ remier.

X £ é?ih% cements’should include an
e\/A’E{gx of th request should be provided

“eagder that are in excess'of Entitlements

ﬁiule applies to Leaders and their staff,

Leadeys afe also required to ensure that gifts received by Shadow
Ministers that meet the reporting threshold in this section are
notified to Ministerial Services for inclusion in the gifts registen

This section should be read in conjunction with the requirements of
the Members’ Pecuniary Interest Roglster and the Code of Conduct
for staff of the Office of the Leader of the Opposition.

3.1-.32
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The Public Sector Ethics Act 1994 sefs out the ethical obligations
for public officials and requires they be included in Codes of
Conduct. It also sets out the functions of the Integrity
Commissioner which include providing advice (upon request)
about conflict of interest issues,

Gifts are tangiblo items.that-have a lasting value and can include
(but are not Himited to) items that have been presented or donated,
transfers of money other than as part of an p roved assistance
progtam, viriual or concealed gifis such @em loans of
money or property, sales at sums 51 3 ek}x\ proper
valuations or shares. They do not includ mﬁmgl & ben {its such -
as hospitality where there is no endui ing v lu\ ‘Iil;zvs ttems are
covered separately under section 4 ?ﬂqmt lity)

Inducements such as preferentlal ey ent/”éce s to information
or the promise of a job at a future at{/mLI(e éonsldered in line
with codes of conduct and codes. of ¢ ethic ... /

Leaders need not disclose ;?»m@ whiq!( can, be tegarded as

momentos and take th orm t‘ company badged gifts, cuff-links,

ties, scarves, station the zke%c‘he manufactorer’s wholesale

value of which di < the cauntry of origin unless:

a ; the gift was™one (if o (2) or more gifts made by the
© . same petson at ai y\t{m dming the same trip; and

b.  the wholesale valu:= of those two (2) or more glfis exceeds,

ina gg 8300/
(ot /tzio t exists o€ to the value of the gift, the gift should be

d1sa osed % d :}rlat Services).

; nmqp of “gifts” does not extend to include those gifts
ret hed By.the/Leader, their staff, or members of their immediate
fa1 ily-which are recelved from family memhers or personal filends

purnlyezersonai capacity.

K all, gifts recelved and estimated at more than $300 wholesate
aiue the Leader or staff member shall complete a *Declatation of
Gifts Received’ form within 21 days of receiving the gift (or 21
ays from the date of return to Australia if the gifi was recelved
overseas), ' :

Staff must seek the approval of the Leader prior to accepting or
retaining a gift of any value, The approval for gifis with a -
wholesale value above $300 must be included on the ‘Declaration
/ of Gifts Received® form,

See APPENDIX 5 - Declaration of gifis received.

The following acceptance and noh acceptance principles apply to

all gifts as defined above:
Acceptance Principles
A gift may be accepted if it complies with all of the following
principles:
The Opposition Handbook , ' 3.2
“June 2007
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.'by cash or loan) ofher than a8

a. Refusal would offend; or

b. it conforms to international practice or other cultural
practices of the giver; and

c. it does not influence a Leader or staff member in such a
way as fo compromise impartiality or create a conflict of
interest; and . .

d. it is received in the course of duty in respect of official
responsibilities or representing the State,

The State of Queensland will have first call to retain any gifts
deemed to be of historical or cultural significance (eg. artworks)
regardiess of value.

Non-Acceptance Principles

" A gift may not be accepted if any of the following principiesé\l(:j&')

a.- itls intended, or is likely to cause the recipient o actin a C"
partial manner in the course of their duties; or{ -

b.  itis aconcealed gift; or
¢ ltis an offer of money

Leaders or staff members of their immediatghfaméez é}‘m'mer
and dependent children), stiould not accept gift wh@}:}cl:ou]dfgive
the appearance of a conflict of interest past; prese tor fature with
aLeader’s dutles, or staff member, Q@hﬁ\ot inapy.eirenmstances
accept gifis involving transfer 091 olieys, 'e.gz;?d 9sg of value, (eg.
%a ofan prroved assistatice
program, N :
Promotional schemes offered in\cc’mjuncﬂ((}vaith official activities,
such as instant serateh-its for Tree Overseds ights or lucky door prizes
won at officiat funcﬁoxisdi;m lc%ot beid\.cepted as they will not meet

ﬂ}e‘principlesasstae/d\l {policy. /
Importation of gifts, ete tg ugh Diplomatic Mail Bags is not

* permitied ungder any circu\ﬁstapces.

Proced n{e\.s

The ueﬁquaii@ and e gift shall be forwarded to Ministerial
Serviees, wh%e respansible for valuation.

Fﬁ}l/%n@;al Servicés shall establish and maintain a register of gifts
rocelyed.—

T\fiwt may be purchased by the Leader only if the gift is deemed
no o{ {)f State or national significance, The purchase price will
be the wholesale value in excess of $300.

If not purchased, the Leader may choose to display the gift.
However, it will remain the property of Ministerial Services.

32
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The Premier will annually table the details of all gifis noted on the
gifis register which have a wholesale value of more than $300.

The Director, Ministerial Services may dispose of gifis not on
display subject to the approval of the Leader and in accordance
with the policies of the Department of the Premier and Cabinet,

3.3 Gifts - made

Policy
This schedule applies to Leaders and th'enr t%

In certain circumstances it may cpna\e fo1° Leaders to
~ provide gifis to persons on behalf %‘ her é) g t n of the State of
Queensiand, This is a normal ctisto 14_%191 travel overseas,
but circumstances may oce Z@nestmal\s\@m it would also be

appropriate to provide gi &r‘ons»em ahalf of the Opposition
of the Siate of Queensland, (fo ple a reciprocal gift to an
official overseas vi ;/ 0 Qu

to
Leaders should hav reg d\to (; Qny and appropriateness when
selecting gifts (1e expe < /’l l not always be necessary).
IOV de

The Leader may l%\ with gifts (badged with the
Queenslan9 Government cgga) up to the value of $1,000 per annum

' fo assist m\ = otmg censland, Badged gifts are to be used for
officia ,p wpo; %r mcretion of the Leader,

AL adel aut forise a staff member to give a gift on their
be al :

Pro e ures

( G’ﬁs nade need only be registered if the gift has a wholesale

< value of over $300 or, where two or more gifts ate given to

\/the same person during the same trip, the combined value of
he gifts 15 over $300 wholesale,

b.  Where a gift that is valued at $300 is made by a Leader (or

provided on behalf of the Leader), Ministerial Services is to

be advised in writing, by the Leader as soon as practical but

- within 21 days of giving the gift or returning to Australia (see
( . APPENDIX 4 — Declaration of gifts made). .

Oley "¢, Ministerial Services shall maintain a register of gifis made

\g‘ d.  Where the gift is to be made on behalf of the Oppositon of

the State, it should normally be selected from the gift range
tnaintained by Protocol Queensland in the Department of
the Premier and Cabinet,

e.  Applications for badged giﬁs are to be made each year and
should be directed to Protocol Queensland where
appropriate items (eg. ties, cufflinks, scarves, ete.) are

The Opposifién Handbook . . 32- 33
June 2007
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34

35

. suth entitlem

maintained in their gift range. Applications are to include a
purchase order from Ministerial Services. Costs wil bea
charge to the Office of the Leader of the Opposition.

Nembers’ code of ethical Smndards

Leaders, in undertaking their dutles must comply with the
principles set out in the ‘Code.of Ethical Standards of the
Legislative Assetnbly of Queensland’.

Memberships of boards, committees or cochiiQ ™~ %

Leaders who may be requested to perform duties or serv cgs o,
boards, committees or councils should note the followm f
provisions which apply to all Members of th Eeg\nlgggfrw
Assembly

Members who perform duties or services for g éovermn;/[ dies

(eg. boards, commiftees, or councils) may ée eiye_‘réasonable
expenses’ actually incurred by or for the 1&/{ Ahe gouise of

performing such additional duties or servmvs.\a

“The Legislative Assembly Act 1867 and the Offictul fy arliament
. Aet 1896 limit ‘reasonable expens "“thg categories of

expenses only:

~ accommodation
meals
domestic alr travel
taxi fares or pub ict tl‘aﬂSpO oh

o o.e T

motor vehxcl{\ ? ™
Members who reco ve “feeof reward associated with the
performance of duties T serv ces for government bodies in excess
of what is rgasgnable or fo.\, tegories of expenses outside those
listed abov: table to loss of their seat pursuant to the office of
profit prov 0:)%10}5\ £ the Legislative Assembly Act 1867 and the
Offict ls: ar ha%n et 1896,

Membérs mi \5& also, as soon as practicable upon becoming aware of
ent;yundertake the following:

O rcvmy‘)ly waive for all legal purposes any entitlement fo
<§cw1 teward, beyond the reasonable oxpenses described

gve, which are associated with additional benefits

associated with the performance of such duties or services
(eg. meeting fees);

b.  make the waiver in writing; '

¢.  present the waiver to the relevant paying authority for the
government body concerned; and

d.  provide a copy of the waiver to the Speaker.

Further details about this issue ate available from the Legislative
Assembly Offices.

3.4-3.3
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" Additional information is also available in the Governing
Queensland Suite of Handboaks - Welcome Aboard - A guide for
Members of Queensland Government Boards, Commitees and

Statutery Authorities,

3.6 Office of the Leader — role and function

The Office of the Leader refers to th%ministrative unit
established to support the Leader in th¢ pérfobmance of the
Leader’s duties. The Office consists of Lead g all ipposition
staff, including staff employed on a contrhct or Lol /tmg basts,
who ditectly support the Leaders | ﬁ’i@carryi oyl of his/her
functions as a Leader of the Opposn‘iz /

The Office of the Leader is to:

a.  provide effective advjéeie-the Leddes;

b, assist the Leader in\thg-ad inf\“t}atmn of the Leadem 3
duties; \/n

¢,  assistthe Leadefih the pepargtion of Opposition policy; and

d.  assist the Le de} 0 /dmem atp policy and other information
to the genetai p\yhc . .

3.7 Pecunia

3. er
g wirg eﬁ’ every Member of the Legislative Assembly,
lu\ i {ad /to make a declaration of their pecuniary interests

Wit m o f making and subscribing an oath or affirmation

asl These statements form the Public Register of
<31\§cm 1S vterests maintained by the Clerk of the Parliament. A
tg\tfem‘e‘m““ f the inferests of related persons is also to be made, such
tafements being maintained in a private register by the Clerk,

In addition every Member, including Leaders, must notify the Clerk
in writing of any change in the detalls contained in the last

tatement of interests within one month of becoming aware of the
change or, where there are ho changes a “no change™ of interests
return no later that 30 June each year.

3.7.2 Office staff

Staff employed within the Office of the Leader of the Opposition
are required to ensure that their private interests do not conflict
with, or are not seen fo be in conflict with, the discharge of their
official duties,

To assist In avoiding potential conflicts, officers employed within
the Opposition Office are required to lodge a statement of their
pecuniary interests with their Leader when they join the office or on
a change of Leader, and on an annual basis no later than 30 June

The Opposition Handbook ) 3.6-3.72
June 2007

RTI Document No.158




This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld)

Acconmtablity and Ethics

each year, When pecuniary interests details are updated in June of
each year, it may be that the interests declared are unaltered, In this
instance, staff may elect to re-sign and date the previous year’s
declaration,

The “Statement of Pecuniaty Interests” provides details of the
officer’s interests together with the interests {as known to the
officer) of the officer’s pariner and any dependents.

Leaders should sign and date all pecuniary interest declarations
upon lodgement following the staff member’s appointment and
annually thereafier or upon a change of Leader.

Notification of alteration of inferests

Officers must nonfy the Leader of any alteration to their inte
.detailed in their “Statement of Pecuniary Interests” within ZE\W
of becoming aware of the change,

_ Penalty provisions ) . _ _ j

Officers who knowingly fail to p:ov:de a “Stat nent of c tiiary
Interests” or a “Notification of Alteration of Jnt due
date or knowingly provide false or misiea iné the
Leader, may have their employment termt te mectm-
General, Department of the Premier and Cab1 1 oriiv, it

Disposal of register %
Disposal of detatls of pecuniary”infer haj /Z undertaken in

accordance with the clirrerit Ue‘s or dis al of Opposition

records.

New Leader /

Upon a new ‘Leader g g /up. the position, fresh details of

pecuniary interests é;ﬁ provide _d,.,by officers.

See APPENDIX & ‘t;teg g t of Pecuniary Interests; and
AFPEMRIX 10 Notiﬁoatlon of Alteration of Interests

3.7.3 uti)/\d ellhias Tor the compietion of the Pecunlary '
Ksts cidration

Cate rles f\nlosure

urs conswtency and comparability of information regarding
pemyﬁta{y inferésts, broad categories for the declaration of inferest .
ave een een adopted.

n\pry, interests will be categorised under:

shareholdings in public and private companies
family and business trusts and nominee companies
real estate

registered directorships of companies

partnerships

liabilities

me pe TR

372-373 The Opposition Handbook
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g bonds, debentures, and like investments

h,  savings or investment accounts

i other assets

1 othet substantial sources of income

k.  membership of any otganisation

l.  other interests

The followlng paragraphs provide more detail regarding the
composition of each category and the infi n requnred to be
disclosed.

Shareholdings in public and private om /
in‘any shares

Opposition staff are required to decl y}cres

including equitable as well as leg l {Srest; Wi pheld dlrectly
or indirectly, which enables the st%‘ ne?pﬂf?l}iyher partner or
dependents to exercise control overthe- ote or dispose of
those shares. It is not neces SpEY ry to notxf‘yzﬁlggg; ﬁ oldings held as an
executor or trustee of a dec sehte -where the staff member or
his/her partner or depandent St beneficiar fes of that estate,

* Where interests a /\ld in a 1 ate holding company (ie. a
‘proprietary’ comp Torfhad
:subsidiary compantes} l?l‘? private companies, and any

fo tne purpose of investing in

subsidiary comparhés shcm
Family ang huslnes% L{and nominge companies

" Staff a E tqkdec ‘e interests in family and business trusts

and Zcom ames

a. Q;s ich ? neficial Interest Is held, indicating the name of
the t he'nature of its operation and beneficial interest; and

b. ™\ Inw] cht e staff metmber or his/her pariner, or other person
-} who i3 & vholly or mainly dependent for support, is a trustes

~ @yj}got including a-trustee of an estate in which no

\ beneficial interest is held), indicating the name of the trust,

\}he nature of its operation and the beneficiary of the trust,

Note that both beneficial interests and trustee responsibilities
(except as trustes of a deceased estate where nelthor the staff

ember nor hisfher partner or dependents are beneficlaries of the
estate) should be spectfied.

Real estate

Staff are required to disclose detalls of any real estate holdings
‘other than real estate held as an executor or trustes of a deceased
estate where they or their partner or dependants are not
beneficlarles of that estate,

Reglstered directorships of companles

Staff’ generally should deolare direcforships held by themselves,
their pariner and dependants on the boards of any companies.
Details pertaining to the companies (ie. actwnies etc) should also
be provided,

The Opposition Handbook 373
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Accotablity and Ethics

Partnerships

Staff are required to disclose details of any involvement in
partnerships, including their interest in the partnershtp and the
activities of the partnership .

Liabliitles

" Staff are required to disclose details of all Habilities including
mortgages, hire purchase arrangements, porsonal loans and
overdrafts other than:

a.  Department Store credit accounts; and
b.  Credit Card accounis®

#Note; Cash advances amounting to $5000 or more obtaine Q::;z,
credit card and unrecouped for more than 60 days must be declared!

Bonds, debentures and like investments N %

This category includes any investment mvolving the! lac_\\en'f"cilw
money for a specified period which attracts inter & Svaﬁ‘ 4io-
required fo declare details of all of these in?v\ent hold ngs,

Savings and investment accounts

Staff are required to disclose details of § vings nd iny gstment
accounts with banks, building societies and ilk ations other
than ordinary non-interest bearing c ue accounts /

Other assets /
Staff are required to dlsclos s”ét holdings, valued at over
$5000 per item with the o ept ethe oﬂzowmg

a.  personal use mot r%hmés
b,  collections {eg fmpc llectiong

c. household ar&p‘{so al éﬂ@

Ttems under $5000 shiould b disclosed, if the nature of the item
Indicates a S?Slti\lify toa a@xct of interest.

Other su f Q; urces of Income :

Staﬁ‘ ap ired to disglose income from employment (other than
%ee of the Crown), business undertakings or

mvestment (\ha staff member and his/her partner and

epe ndants. Asagéie:al rule income of less than $1000 per annum

neéd 10Lbe‘d closed. Family allowance payments are also not

%quirii to.hadncluded,
Membeiship of any organisation

Staff are required to disclose Membership of all organisations.

- Other Interests

Staff are required to disclose any other interests which may result
in or be seen to result in a conflict of interest.

- 3.7.3 The Opposition Handbook
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Aceovmitablity and Ethics

Indirect pecuniary interests and contingent pecuniary interests must also
be declared in this category.

interactive Gambling (Player Pratection - disqualified Persons)
Amendment Regulation {No 1) 2000 ‘

Opposition Staff are prohibited from holding or acquiring an interest in
any holder of an interactive gaming licence issued in Queensland. If
staff currently possess any prohibited shares or become aware in the
future that they possess prohibited shares, the}a”}he shares must be
divested within a period of 14 days, at no profit. 1 not-divested within
this period, then the shares are forfeited to the Satg/and a pé alty may
be Imposed (maxlmum penalty $1500). !l

An exsmption Is made {o the above res Ic/;o}mh cusg pf membership
of a professionally managed investrient ?t/il]l erannuation fund
whereby staff are deemed to exercise ho disefetiq

!y control over the
investrnent strategy of the fund. C/j

The Regulation slso prohibits %afi&mﬁ?éi‘ﬁ a business or executive
assoclate of an interactive gambling {icensed;

3.4  Public-Report %ﬂfy
~ Policy |

Onasix moﬁt%l}b is, 8 re rtéof expenditure for the Office, in summary
format, wh)be tabledJy Pafiament by the Leader. Expenses will include
it

costs for /the 1eader w Leader and staff, and office which is shown
sepm“atilyw ,

These Toports willé,> due for tabling within Sisitting days after 15
Februdry ﬁidie?/{eport) and by 31 August (end of year repott).
be

Tié mr\pon-t:} % abled following the end of each financlal year wilt be
a%xdite:g%ansl«ceﬂiﬁcd by the Queensland Audit Office,

Proee\u/res

' Ministerlal Services will prepare statements as soon as possible at the end
f gach six monthly period for perusal and approval by the Leade.
AGopy of the mid-year report will be provided to the Queensland Audit

Office for information,

@ An exampte of this report follows:

The Opposition Handbook 38
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Public Report of Expenses for / /
the Office of the Leader of the Opposition

for the perlod ended xx/xx/xx

Cuvrent Year '
Expenditure fo Date (/f\

' Leaders Staff . Ofiiteg-.__ ’I‘aial fnréilhg
Salaries and Related Fayvinents _ T

Satary and Allowances- ' 634,732 6311732
Salary related taxes 9,520 46,420 55,940
Superannuation Co- 68,666 8,666
Sub-Total Salaries Costs 9,520 749,818 . 789338
Administrative Costs Lo :
Domestic Travel 24,846 17,708 42,554
Overseas Travel and Official Duties 16,277 1\“ 693 ) 31,971
Motor Vehicle Running Costs 57,064 "iéa ) 80,623
Charter Costs ) 2 2,00 2,928
Trave!l To and From Electorate / 12,852
Domestle Official Dutles - 814
Rent and Utilities _
Communication Charges / 9432 26,439 40,751
Consuimables and Maintenanc \/5 210 3,444 9,844
Other Administrative Charges 3 ,695 64,515 69,421

77,409 94,398 291,758

Capital Expenses ‘
- Depreciation 1,752 1,893 25618 28,665
Totals 181,223 829,122 119416 1,079,761

This rep t 1a may be changed by the Premier from time to time.

. ‘T/“
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Erpgnses relating to a Leader 5 Office

4.0 Expenses relating to .the
Office of the Leader of the
Opposition

41 Expenditure - allowable

Policy ' /
The justification for the incucring o cxpandﬁuWe Office is

underpinned by four principles:

a The expense must be for o 1Q\al Ji Poses

b, The expense must be properly do nc

¢.  The expensé must be Valmbl fo Iidl

d The expense must be reasmm!jl{e@he circumstances.

Allowable expenditur f{eioyeans pe iture incurred by or on behalf
of the Leader, st} T the of the Leadet - (including
consultants), part wer o ff he L nd guests of the Leader asa

result of undertakin oﬁ‘m\al}
E@

Expenditure where t purpose for the mcurriag of the
expense by Leadel ates to the discharge of the duties and
mspon iiﬁins ONH,}' ?d& as the Parliamentary representative of
their e tor te, ¢ shal be a charge against the Office.

es{ whiicl{ m ?\be used to assist in detelminmg whether an

exp Kls@ d to electoral responsibilities is — Would the Leader
ave, indurred Qh{ expense had the Leader not been the Member for
/ﬂ?é ) 'ea? }f\*he answer i§ yes, then the expense may well be an

\o ce experise. _
N o;v vel, the following expenditure which might otherwise be
deem;e to be electorate in nature and therefore not a charge against
\tﬁe Oﬁice will be a charge against the Office:
\/a 'ﬂ'anspoﬁ costs associated with travel to and from the
Leader’s electorate (see EXPENSES RELATING TO THRE

OFFICE OF THE LEADER OF THE OPPOSITION -
: ~ Travel to and from the Electorate {Office or Home}); and
] 1 b,  Costs assoclated with the installation and operation of
T telephone lines in the Leader’s Blectorate Office additional
to those provided under Member’s Parliamentary
entitlements (see EXPENSES RELATING TO THE OFFICE

. OF THE LEADER OF THE OPPOSITION -
* Telecommunications - Office).

Expenditure which is not allowable expenditure is considered
private expenditure. However, Leaders should note that some
private expenditure may be claimable as “Parliamentary business”
under the Members® Entitlements Handbook,

- The Oppostiton Handbook 4.1
March 2002
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Fapenses relating 10 a Leader & Office

4.2 Parliamentary Semce support for the Office
of the Leader -

The Parliamentary Service is responsible for providing the

following to the Office of the Leader:

a,  Establishment of office accommodation in the Parliament
House environs (including Initial cabling and
telecommunications normally available to Members);

b.  Standard office furnituwre and fiftings for office
accommodation in the Parliament House environs. The
standatd will be that which applies to oﬁ"ice fitouts for aIl
Members;

c.  Mail clearing for office accommodatlon in the Parl joifte nt7
House environs;

d.  Library facilities to the extent such facilities are gdl ?
available to the Members;

e.  Common stationery items to the extent that thgy a cﬂrnachl R

' available to Members; ’\

. Car parking normally available to Membegs; an

g.  Other administrative support genela /%rowde\ the
Members (eg. Parliament House s fces @ the
Table office, tralning on services geng;‘a/lsy P ied ta
members by the Parliamentary Servwe} d

The Parliamentary Service is n t\%ponsh providing

stationery used exclusively by thegﬁ (eg business

cards, leiterhead other than {s/ta} twe Assembly’
letterhead and letterhead for i /

NB: Patliament House en frond. ing ({?s clectorate offices

normally provided to embe KR

_J
4.3 Expenditure =not- éllowab!e

Pellcy

The cos gjthned ‘E v are examples of expenditure that is not |

allow hIe s no e charged as an oxpense of the Office of

the LgJ erof the. ppositlon ‘
ture vhich is not allowable is considered private
d1}g_re However, Leaders should note that some private

Z p,, di mx e méay be claimable as “Parliamentary business” under

M\ mbers’® Entitlements Handbook. Private expenditure

1.[1 ud\ ) .-

a.  personal expenditure;

b, clothing (with the exception of chauffeur suit payments),

¢.  personal household articles;

d.  partner’s wardrobe;

e.  halrdressing;

f.  video hire (in-house movies);

42-43 The Oppostiion Handbook
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Expenses relafing o a Leader s Office

g.  c¢lub membership, except for airline memberships;
h,  laundry and dry cleaning costs except costs associated with
the Leader’s Office {eg. tea towels, tablecloths ctc) and costs
incurred by the Leader and staff whilst travelling on official
business and involving st least four (4) consecutive overnight
stays;
i, 'personal presentations including presontations to any office
: staff’ or government emplayce whether employed on a
. permanent, temporary, casual, consultanpy-or any other basis;
“drinks onty” costs; /
entry fees to political party ﬁ ee EXPENSES
RELATING TO THE OFFICE © \/E ¥ THE
"OPPOSITION - Political Parly Rg

- L tipping, except for overseas t avel,a

m, donatzons (mcludmg donat!\Waﬂiw).

P

Procedures

Upon ident:fymg an incldent % on?m vable Expenditure that
has already been processed, s§ter 8 Sérvices will raise a debit
note 1o the officer wh6\/mcurrex thﬂ expendlture The officer has
thirty (30) days fror (l;: gicg/e hl invoice to either dispute the-

charge, pay the ébit n tanige a repayment schedule with
Ministerial Services </ :

4.4 Accommc ation
' 4.4' h,e accgrimodation
Lea

e Ie aj ng parking and utilities costs will be a charge to the
of 1Cf~9f—ﬂl eader. :

\é/ Iament House environs

Patiiathent House accommodation {including Blectoi'ate Offices,
and normal parking avallable to Members) will be the
responsibility of and a charge to the Parliamentaty Setvice,

Relqcat!oanepairsllmprovémenisIFurn]ture :
and Fittings

Pollcy

All requests for relocations/repairs/improvements/furniture and
fittings are to be made to Ministerial Services in the first instance
and will require the Premiet’s approval,

. Minor adjustments less than $5,000 (eg. moving a power point, data
outlet or antenna connection, installation of standard office
equipment) will not require the Premier’s approval except where
the adjustment is part of more significant works. -

The Opposition Handbook 4 - 441
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Expenses relating to a Leaders Office

" Parking costs (otﬁer-than those normally provided to Members b

4.5

Funding availability within the Parliamentary Service or the Office
Accommodation Program will be a prerequisite for refurbishments
to proceed. '

44.2 Parking

Pollcy

The Office will be provided with a reasonable number of
carpatking spaces for officlal vehicles and any other necessary
requirements.

the Parliamentary Service) will be a charge to the Office of the

LEADER OF THE OPPOSITION - Pallament
support for the Office of the Leader. :

Leader, . //~/ —
See EXPENSES RELATING TO THE OFFICE OP\’PH%
ary Servk aZ\

B3

Advertising f _
Advertisements by the Leader of the O'pp itia\véze
official purposes. . n\ _

While the business objectives of th%‘fhegger of the/ ipposition
may be different to those of governinant, a'gert septents must
have a clear nexus to the alter afiye é%e ofit'd policies, must
not be party political in natu c? 3 d i tn“&b designed Ina
manner that sigaificantly pél.rm@s/ ?x

may also provide a

Lz'cfd pr personally.
Advertisements as issued by the go 1%?1 ié _
guide for the type of adfertiseme m{}a% be issued by the -

Qpposition. < _7

Fot the purposes of thi: see@g, advertising is fo be defined as
paid advertising in the :}ed‘a, irilar to the way the term is used
in the Gove%he t Advertisi J(L;luidalines. As such it would
cover iteyﬁ\ oh & \p{ut advertising (eg. newspapers and
magazinesand insets), glectrmlic advertising (cg, television,
radio nckiéle net), outdoor media (eg. billboards, bus/taxi
advéﬁ{em n%r@' all other types of media services covered
nﬁéi\tSG Queenslpad Master Media advertising arrangement.

@ types of tommunications activitles such as newsletters,
Ei? t\’mail and brochures (except if part of a pald advertisement)
a *@d under Section 4.15.1 Brochures and Newsleticrs.

Relevant aspects of the government’s advertising code of conduct,
as well as the government’s actual practice, will be a guide to
determining if an advertisement can be met from public money.
The following have been based on that code:

1. There must be a direct and obvious benefit to the people of

4.4.2-43
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Expenses relating 1o a Leader s Office

Queenstand. :

2. Advertising must be directed at, and focused on, the
sections of the communityto which it is relevant. It must
have an educative or informative role during dealing with
something that is now or about which the community is
unaware or unclear,

3.  The ¢lear benefit from any advertising must be in its

- -informatlve or educative role so that there can be no
perception of any patly-political benefitf\ he
advertisement needs to emphasise i s bai g made by
the Opposition Leader and not a pol; ttcal)x/b Itfa 50
needs to emphasise that policles ar pol cy and
not policies of a political party, K { '

4,  There shonid be no advertis g,w ﬁin -six_menths of the i
scheduled date for an eiecti n {/ iere\ls an urgent !
emerging issue. Aty such Issug w 1d\$1 to be pie- :
approved by Mmmteraa&emces (\céll netion with the
relevant officers in the %parunen of the Premier and

Cabinet who advise &\S’f)\kemq;wemions

In line with current é?ic for government advertising, limits
apply fo the size o Ilz‘tag }ﬁ the E.edder in official

* advertisements. ge uged /17 \vemment advertising should be
a gnide to maxlmum 5 ze%qgl

The Offic %ON{G' Leade x"may access services under the

Queen aste M dx acrangement on the condition that the
- Offie S)mmlts pre osed advertisements to Ministerial Services

befo &/ zi g{ are made, and that Ministerial Services

advlse:, it A’( g\n the final version of the advertisement that it

is. ;h c\‘nagce wtth this Handbook section. A copy of the

Q‘ﬁva actual advertisement is to be submitted when !
/ a;,rmmt-m requested : [

\ O posstlon Oﬁice advertising is to be treated by Ministerial

Semcs.,s as confidentlal and is not to be disclosed by Ministerial
(\Services prior to the advertisetnent being publicised by the i

Leader, or unless required for audit purposes. This confidentiality
ay be waived by the Offlce of the Léader in writing.

. Advertising regarding Shadow Cabinet is not allowable
expenditure. This includes advertising both prior to shadow
“cablnet and reporting on results after shadow Cabinet.

Refer to 4.11 - Shadow.Cabinet )
Refer to 4.15,1 - Brochures and Newsleiters

Examples

- An advertisement outlining Opposition concerns with
government policy or identifying perceived failures of
government policy and proposing ah alternative to
government pollcy may be an official expense.

The Opposition Handbook : : 4.9
January 2006
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Expenses relating to a Leader s Office

- Anadvertisement only in the Leader’s electorate detailing
the Opposition Leader’s position on issues would normally
not be an official expense. The exception would be ifthe .
issue can be demonstrated to be of broader state or regional
- significance.

- An adveriisement promoting policy as Party specific
' policy would not be an official expense.

- An advertisement that appeated to have been produced by a
political party would not be an official expense. However,
incidental mention of a political party would not in itself .
cause the advertisement to be considered party politicall .

- The Leader reptesenting themselves as Leader of the Q_ 0
Opposition (first) and Leader of a party (second) is
acceptable to include in a publicly funded advgrtise 1ent;.

/

- An advertisement criticising individuals pgisona iv would
ordinarily not be an official expense. ?J yover, ifthe i
criticism was directed at a Minister an ¢ to pc\)h\c;* or
service issues and promoted an aitex@hve/g/qlf cy or
service position then this may be an ofiicial oxp:

. An advertisement that the Leader is to hcmblic forum
may be an official expense

- An advertisement dﬁs)géti? /Siich a \ay as to present
photographs or imag< r\th td/ef\l another Opposition
Member as a key focu voul be acceptabie as an
official expense inless J ah W tfgovemment

VAV 8
7

adverhsmg practide.

4,6 Consultants

Pollcy /Zn
The yse of consultants™(including persons, partnerships or bodies
corpbrale \o nisitake tasks on behalf of the Leader should be

1i dt‘éd\t‘n naturérsedpe and number,

1@9 rs’fnay ’h‘"\vever engage consultants on specified tasks:

:;'i\ ciated directly with the Leader’s Office; or
b \for the purpose of obtaining independent advice when the
Leader believes such independent advice is required.

All consultants engaged by the Leader are to be paid from the
‘ Office Budget,

4.6 ' The Opposition Handbook
; January 2006
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Expenses relating to a Leader s Office

¥f considering engaging a consultant, the office should contact
Ministerial Services. .o :

State Purchasing Policy

When engaging consultants, the Leader must comply with relevant
Financial Acts, all Cabinet directions, and particularly the
Queensland Government Stafe Purchasing Policy.

In general terms, a consultant is defined as”3n organisation or
individual coniracted fo perforimn a specié task>and provide
S 7 { ‘s
speelfic expert advice as an mdependen%;:os tr?ctm by dxercising
his or her own skill and judgement and whiere m/age tydoes not

exercise detailed control over the woricpe: ormed onsultancy

services constitute a contract for se(zééfé/"\a
@\w 1 -
7

Consultancy services should only bo obtat

a. there is a clear ﬁd‘*ferkﬁévialist technical and
professionally indepe dér“g:?vi e op/services; and

b,  in-house staffing resourc {s}i Is or contract staff are not
available to e/auately a\d ross the requirements of the

consultancy ih @pf‘é\cost eg"ective manner,

Pre-selection \

A clearly ‘de@led sub?fg‘ion suppotting the need to engage
consultané». erviges sya‘ { be prepared and must be approved by the
Chief Detegated Officer! The submission shall at the very least

incly 23 ﬁ _
a.gh &aisl?n?fﬂor the engagement; .
b He,\icu e aid specification of services required;
% 1?“ examfﬁation of the resource viability of the consultancy,
/<7 aﬁ*ﬁr@ﬁosed to alternative resourcing options such as in-house
\ “fesonreing and contractors (le, a cost/benefit analysis); and
.%n estimate of the anticipated expenditure for the
d\, onsultancy service to be performed, .
\Zﬂ terms of public interest and accountability conéiderations, this
ocumentation must be retained for audit purposes and-should be
forwarded to Ministerial Services for retention in accordance with
requitements of the Financial Administration and Audit Act 1977,

) wmu%m Selection .
- rJ Y apy s :
A specification identifying the consultancy requirements shall be
provided to-an appropriate selection of suitably qualified

consultants, to ensure that the market of consultancy providers is .
adecquately canvassed,

"In accordance with each contract’s value, specifications seeking
proposals for the consultancy services shall be sought as follows:

The Opposition Handbook 4.6
March 2002
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Contract Value Proposal Process

Less than $10,000 Three (3) quotations either.verbally or
: in writing,

$10,000 to $100,000 Written submissions from three (3) or
more consultants,

Over $100,000 Written submissions sought by public
advertisement, -

All selections shall be at “arms iength” and Subject to opel
competition. \

Following receipt of proposals, a comprehensive selection pt/ £33
shall be completed and documented, The process should na%z
the sultability of all proposals in terms of the project speciﬁaatmn
and should also include a cost/benefit analysis of the competln&
proposals, —

In terms of public interest and accountablii cot qﬁugt x{\s,
selection process documentation must be re}t ined for audit

purposes and should be forwarded to Mini ﬁ ses
Exemptlons to the selection process&

Exemptions to the selection process outlined above may only be,
approved by the Chief Delegated C@i ﬁ

The range of circumstances un ich\ tighs to the process
for engaging consultants w su/ il /ﬁé % véd, inciude:

a.  the speciaiist or conﬁaant inatura ofthe consultancy - with
a reasonable co cliston b n oniy one, o a lmited
number of cong 11 ,gouid 1de11ake the work; and

b, the urgency of dhe préject (g, insufficlent time to seek
invitations ﬁom\t\lr\n farket).

As appmvals\g}l;anted \l\n\thls regard offectively authorise
engagem /r'é ‘Q open competition, the Leader has an

obligati gnst re%
/2; ptﬁns approved are publicly defensible; and
b. ll\t‘n}aa% wts are made on an “arms length” basis and
apresent value for money.
nvt sﬂcE ,gubhc interest and accountability considerations,
docu ntation supporting atl exemptions approved must be

. retam \S}or audit purposes and should be forwarded to Ministerial
Service

Contractuat arrangements

Al contracts and commissions for consultancies are to be executed
by the Chief Delegated Officer prior to engagement,

4.6 The Opposition Handbook
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Expenses relating to a Leader s Qffice

Contracts shall clearly specify the terms and conditions of the
consultancy as well as the rights and obligations of both parties of
the contract.

Contracts may be multi-staged, as long as they are cleatly defined
as rauiti-staged at the outset, but are not to be “open ended” with
clauses providing for extended work beyond the scope of the
specified engagement.

Contracts should be in accordance wzth 1her the standard

proforma “shortform” or “longform” co t yzfailable from

- Ministerial Services,

Cotitracts must be signed by both the £ }U‘f clegated Officer and
the engaged consultant,

Supervision of consuitancies

The Leader shall be respons b!ﬂ f01 systemjic lly monitoring and
reviewing the performance ©f al consuitancles interms of:

a;  the performance of the ﬁ“ terms of the contract;
b.  any variations O>the ¢ gtr t's scope, in terms of work
required, cost or'othe eto
c. any requests 4) t /: ns; m}t for extensions in which to
comaplate the pﬁmccf
d.  expenditure anid.gommi 21 nts against the authorised budget.
0

(Note work i;\not be undertaken without prior .

ex p%t\auflyn 7)

At the/c}m letao of gll contracts, a detailed performance report
cogcn spects f the consultancy shall be completed and
refain d/%tese eé) tts provide invaluable information to support
i’ u agsient decisions and should be used for future
( %v 2nee ur;y{es This report should be forwarded to Ministerial

4.7 D gations

Policy

The power of the Director-General, Department of the Premier and
Cablnet, as Accountable Officer to delegate the incurring of
“expenditure, is found in section 36A of the Financial
Administration and Audit Act 1977,

:; Whilst the Director-General, as accountable officer, may undertake

such delegations, the Leader still remains responsible for the
proper management and conirol of all financial transactions
effected under such delegations,

The Financial Adminisiration and Audit Act 1977 prevents the
accountable Officer of the Department from delegating expenditure
authority to the Leader or the Deputy Leader of the Opposition.

The Opposition Handbook 4.7
March 2002
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" ‘Therefore the primary delegation in each office is provided to a
Chief Delegated Officer who may authorise his or her own
expenditure up to the delegated limit.

For internai control purposes, all proposed expenditure that is

significant, may be considered contentious, or related to

expenditure by the Chief Delegated Officer; should be discussed
© with and formally endorsed by the Leaden,

Except where specifically stated in this schedule, staff members
other than the Chief Delegated Officer are not allowed to authorise
their own expenditurs or expenditure incurred on their behalf.

The Director-General may formally delegate authonty to
appropriate personnel within the Office of the Leader to ap
the following expenditure; Cg

a.  expenditure of a periodic/recurrent nature;
b.  expenditure related to the normal operations of fiu mefjge oﬁw

the Leader; % —
¢. - expenditure for the purchase of routins office re él&a,
d.  petty cash expenditute; and ‘
e.  purchase of office equipment.

The Director-General must establish, in liah with the/gice of
the Leader, the appropriate level of delegations %1}1;1'1 for the
sffective operation of the Office,

These delegations are to the per %u he }/fszioh They are
not transferable, Delegation i in lu E\GS /The Leader must
personally authorise all e{( g irhi{red directly for
himselffherself, All expeud1 re'in urzed z{respect of the Office of

the Leader for ente:’rain?m trz§vq1 fft be authorised by the
Chief Delegated Of’ﬁ

The Director—Ge ay formally delegate authorlty to
appropriate personna} witkin Ministerial Services, to approve
expenditure in respect o}a\ Leader’s Office for:

a a peri ic/recurrent nature;
b. coees;f e\pen ltu?e related to the normal operations of the

xthe L ad
c. 5 ﬁbn re for the purchase of routine office requ131tes, and

Kl‘:ch @ce equipment.

( eg_atlons are as detatled in the Depariment of the Premier
d Cabinet’s Financial Management Practice Manual and are to
t ’AJ?

wﬁz rather than an individual.

Losse d special payments will require the approval of
Department of the Premier and Cabinet officers under the
Department of the Premier and Cabinet delegations,
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Expenses reI_aHng {0 a Leader s Qffice

Procedures
New delegations will be required on the change of a Leader.

The term “periodic/recurrent expenditure™ means expenditure on
services of a repetitive, periodic or standard nature rendered under
legislation, contractual or administrative arrangement or approval,
for which i{ is nelther accepted practice nor necessary to. issue a
requisition or official order for the rendering of such service.
Examples of such expenditure are:

a. . computer service charges;

b.  insurance renewal premiums;

‘¢.  workers® compensation payme L,7 \

d.  motor vehicle registration fe

& telephone, telegram or bulk o aae{ha‘ges,

£ subscriptions for magazines*and jolirngis dnd contributions
. to professional and research bodie&'ﬁﬁ,

g electricity and gas ct\@?s, —

h,  water and cleansing charE \/

L rates;

jo.  rent; &

k. laundry and ?ﬁrvims

L travelhng fer all (\nces or expenses for officers or

employees;

m. expenditure anci Iz.r;y ¢/ salaries and wages including pay-
roll tﬁ‘x\gmploy ) $ superannuation contributions.
1

See ]X\\widmmistrative Delegation Form

4.8 Hba it /?Id Offlcial Functions

j Ho».pitality (Including Entertainment)- Provided
<t} né Léader

Hospztahty includes enteﬁamment (which is the term used for

Fringe Benefits Tax purposes) and is generally the provisions of

“meals and beverages but may include other expenditure. (eg. svent

tickets) where they have a clear relationship to the functions and
> activitles of the office, Hospliality also includes the provision of
w items such &s travel and overnight accommodation.

O Hospitality is for the purpose of furthering official business with
non-governinent attendees, It must relate to carrying out official
' duties and fulfilling official responsibilities in trelation fo the
functions and activitles of the office. Expenditure must always be
teasonable and appropriate to the circumstances.

Hospitality should not be seen as a substitute for general business
meetings which would ordinarily be conducted in the workplace.
The number of governinent attendees should be limited to those
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" Expenses reloting to a Leader’s Qffice

who can assist in the performance of official duties and should be

-kept to a minimum.

Government attendees includes (but are not limited to) Public
Servants, Leaders, office staff (including contractors and
consultants), and the Leader’s partner. Parl-time Board Members
would not normally be considered government employees if they
are not public setvants and any government remuneration is not a
significant part of their income.

The provision of official hospitatity to Party political persons
should only be undertaken where there is a clear official purpose. .

Tipping is not allowable in Australia, However, tipping is likely to
be appropriate when providing hospitality overseas.

Alcoholic drinks ‘only hospitality is considered a private ¢ penss.
Tea, coffee and non-alcohohc refreshments only hospitality- 40

appropriate.
All hospitality must be approved by the Chief Delegzg‘; Z ]
pefson

Hospitality for Opposition staff or public servgisor o}e
directly paid by the Queensland Governm )#1(9' & ther aup no
non-government attendees is not covered\zy\bls °cr1:\/dt1! . See

LEARER OF

s

EXPENSES RELATING TO THE OFFICE®
THE OPPOSITION - Working meals.

Reasonable limits

A general limit of $120 per pe @mclu Ing meals and beverage)
applies. It is recognised tha / desTwli \lst where this limit
will be insufficient and a brigf ¢ ? igifation of the higher cost is to
be endorsed by the Le r,a\o cludqgi with the authorisation.

£

As a general’ rule val
exceed the value of

alconohc hevexages should not

In-house Gatering

The use of jii< catering can result in substantial cost savings
and is & &)\rag gre in-house catering is utilised, often the
cost (%lco ol may xceed the cost of food. Tt should be noted

. howi "t)at%ohoﬂc drinks only hospitality s still prolubited

Brocédures

Qch rifistance ofhospitality a “Hospitality Certification” will be
reqz ired (568 APPENDIX 7 — Hospitality Certification), All
séotions.of this form must be completed. When detalling the
purp\ke\}f hospitality, it is important to provide an adequate
desctlption that allows the official purpose to be identified. When
identifylng names of participants, only include persons on whose
behalf expenditure was incurred, :

Examples

4.8.1
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Expenses relating to a Leaders Office

a, - Catering cosis of Shadow Cabinet are not allowable
expenses.

b.  The Leader hosting a public fomm on an Opposition policy
issue would be allowable expenditure,

¢. A meal with a local candidate to discuss campaigning issues
is not allowable.

d. A Leader and four staff members attend & meeting with one
industry leader appears excessive.

8, A lunch {ime meeting for the Leader 4{f and two industry

- stakeholders where meal costs m-e ang-beverages are

$160 appears excessive. /

f.  Meal and beverage costs over ‘$12 pafs{\ﬁ when
entertalning in Japan would m; ba co 1:]@1 4. cesswe

g, Hospitality costs in a ﬁ ourie” hotel may

reasonably exceed $120 p ue o high prices of
meals, n)
f.  Hospitality Ina Bnisbane restauta t{ ot Parliament House),

where there ave oni ovemment attendees will not be
allowable, however, i i"-'h gﬁal allowances may be

. claimable,

h,  Officlal ente a/}xent o’x\a art-time Board Member (eg.

Queensland n y Cortgetions Board) who is a senlor

private seofor ﬁerb wo f\be appropriate,

i Christmas pani f d\}\él ourne cup parties are not official
hospitality unless bere € a olear official purpose.

4.8.2 (\ U[r(\?ldlng Entertalnment) ‘Provided -

taf

erved for't 1%13 Leader. It is therefore prohibited for staff to incur
spltahty__gosts except where the Leader has given prior approval.
his approval may be In the form oft -

cy
/ Eiﬂg‘ hospitality {including working meais) is genexa]ly
re:

permanent basis, (a specific lmit per person or por office
may be applied); or
a one off basis,

Hospitality should be limited to the provision of meals and
beverages.

If the Leader approves that an Opposition staff member can
entertain, the policy and procedures in Section 4.8.1 - Hospitality -
" Leader and Section 4.8.4 - Working Meals will apply.

4.8.3 Hospitality {including Entertalnment) Benefits
Received

Hospitality benefits include entertainment (which is the term use
for Fringe Benefits Tax purposes) and arc generally received in the
forms of meals and beverages but.also include (but are not limited
to) fravel, accommodation or access to a private spectator box at a
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Expenses relathig to a Leader s Office

sporting or other venue; tickets to the theatre, tickels to cultural
events, or use of facilities. )

As hospitality benefits have no enduring value they cannot be dealt
with as physical asset of the receiving agency as is the case for
tangible gifis. Nevertheless, acceptance of such intangible benefits
has the potential to give rise to a real or perceived conflict of
interest or futute obligation for a Leader or staff,

Hospitality benefits received of a purely personal nature from
friends or family are not covered by this policy.

The following acceptance and non acceptance principles apply to
the receipt of hospitality benefits as defined above.

~ Acceptance Prlnclplés

A hospitality benefit may be accepted if it complies with all Orth
following principles:

a, refusal would offend; or

b. it conforms to normal business practice £ pther elturdl
* practices of the giver; and {v

c. it does not influence the Leader or sin é asto
compromise impartiality or create a conﬂnct f\;% st; and

d, it s received in the course ofﬁﬁt ; in respectpf the official
responsibilities, or mpreserxt & fat\t?/({l
Leader has approved atte
Staff must notify either the Chh.f\p fyhe Leader upon
receipt of any invitation of hoy pltah be ts. They must also

seek approval of the ja/ dor to,ack accc.p\an offcrs
Non Acceptancex( Ble “’

A hospitality benefit miay, nS be accepted If any of the following

principles apply: >

a,  itis ir? nd\ea\ r is likely to cause the recipient to act in a
1

pé‘ nanhe m\t e course of their duties; or
offer is concoaled; or

© <;t 1s‘abl\to be exchanged for money.

(8.4 Working 1eals
iy /

Working meals are allowable where, for official purposes staff are
requifed 1o work through their normal meal periods and meals are

' then supplied. Working meals are not a substitute for normal Office

business, and as such, should not be a regular occurrence,

Official morning and aflernoon teas may also be considered
working meals where a clear business need exists,

Costs of working meals may be charged to the Office of the Leader
only when;

4.84
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Expenses relofing to a Leader s Qffice

a,  they are for a clear business purpose;

b, they constitute modest hospitality that is appropriate fo the
circumstances and time of day,

¢.  meals are held m-house (ie. in the Oppomtton Office, or at
Patliament House only), and -

d.  they are infrequent.

All oxpenditure on working meals must be approved by the Chief

ameal allowance

Delegated Officer. /2
Where working meals are provided, staff wfﬁe\fabl to claim

Reasonable Limits -

Allowance rates set out under the i ee fo trave! meals are to
be strictly observed as a maximum per- er_sy? st for a working
meal.

M‘h‘“““"w-.,

Normal meal permd\i‘z;q/ Cost per meal
Breakfast Staff direct d;Z: attend.by 7.30am  $19.60 No alcohol .
Lunch  12noon to/ \> $21.95 No alcohol
Dinner  Afer 6 5 , $37.80 {can include

alcoholic beverages)

Costs for oming and affergoon teas, to be considered modest,
would norfpa i) o signjfidantly less than the per head rate

oyu\ or ] W@ .60),

A-Ho pitali ty/C/2 ification must be completed and forwarded 1o
ter:al« epvices for all working meals as circumstances may
re ui ¢ FBTHo be calculated.

,m_/
See%’PENDD{ 7 — Hospitality Certification,

Exdniples

Reasonable clreumstances where working meals may be provided
\/ nclude:
staff are wotking through iunch oh an uigent issue and
sandwiches are brought into the office;

- staff ate required to wotk after 6pm on an urgent issuc and a
meal is brought to the Office; and
et c.  staff are assisting the Leader with legislation whilst
Parliament is in session late into the night,

4,86 Politlcal Party meetings
Palicy ‘

Where a Leader is required to aitend meetings, conferences or
conventions of a political party in their official capacity as

The Opposition Handbook 4.8.4-485
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Leader of the Opposition, costs reasonably associated with such
attendance and costs associated with the attendance of staff
required to assist the Leader in this official capacity may be charged
fo the Office.

However, as it is not appropriate for government funds to be paid
to political parties, the cost of eniry fees, meals and other direct
costs paid to the political party in connection with the function are
o be met personally by the Leader and any accompanying staff
member. (NB: Staff may be entitled to a meal allowance),

It should be noted that it is common business practice that keynote
speakers at official functlons are not charged for entry fees and meals, /

Attendance at political party meetings falls under the scap/ 7
Parliamentary business in the Members® Handbook, As such whe

a Leader’s atendance at a meeting does not meet the ‘ghov O
requirements, the Leader is able to draw on their Parhamematy —
entitlements as an MP. However, claims for the same }{sii mestm S
be made under both. \

See EXPENSES RELATING TO A LEADER’
Shadow Cabinet :

Examples ‘ . i

1.~ Where the Leader is invited to speak on Oppasition matters
at a function of their pehtu,a party and/tequires his/her
Advisor td attend to prov 3,asu tan<'e, erfoliowing costs
may be charged to ti

a  travel to a ?ﬂlﬁ function, including
' accommodatmn el s, and
b, staff m?l/éﬁ(? \ance 3 Q} niitlement exlsts.

The followlp\

cfosts’ would b8 personal costs and not be
—7
chargeable to

teO &6t

a. fn{dy fees; and . i

b dgn tions and meal costs paid directly to the political ‘
atfy, us_these would represent payments of

Governw@ﬂmds to a political party.

heto.the-Leader is simply invited to a political fundraising

*ﬁmcnon s.81.cader or Shadow Minister, but not to speak on

positmn matters, this would not be a sufficient reason for
O ¢08I5 10 ke charged to the Office,

4.9 'f-ﬂ%)eqmpment
Policy
Limits on office equipment are set by the Premier.
Office equipment is provided to Leaders and their staff for use in .
their official duties. Office equipment includes such things as
49 The Qpposition Hondbeok
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Expenses relating to a Leader 5 Office

computers, printers, televisions, video recorders, mcbile'phones,
photocopiers, and would normally not include furmture, stationery
etc.

Leaders and thelr staff are to have regard to cost efficlency and
administrative effectiveness when requesting office equipment.

Under no circumstances is the Leader’s Office to give away,

. iransfer, donate, trade in or dispose of any equipment. Equipment
that is surplus to Office needs is to be refduted to Ministerial
‘Semces ;

Equipment normally provided to Membrg v iI >t to the

Parliamentary Service.

Ministerial Ser\nces mamtams astg eege{ meént that is avalkable
for short term loan

Loan equipment includes diaital eamerastsgere phones, & dafa
projector, a conference phone and repiaw ;nt mobile phones

Procedures

Ministerial Serv;caa }na é\the ¢ equipment requirements of
the Office and requestif ﬂ‘ice 1uipment should be forwarded to
Mintsterlal Servicés-for éon ldﬁtatl(m Standard types, levels ‘and
amounis of office equiptaent apply Hems in excess of the standard
~ will only gaqs\ued wh élear business need exists and (where

necess: hg&:t er proval is obtained,
Put offteg , qmpment will be made by Ministerial

Se 0

_ _mlsieg\a \&gw es will maintam a register of office equipment as

[ it ed b‘ Financtal Management Standards. Stocktakes of
o

1ct,«equip ent will be undertaken by Ministerial Services in
gonjunctiont with the Office at least annually,

N hergequipment is surplus to the needs of the Leader’s Oftice it is

<\\‘~ . to be'returned to Ministerial Services and a receipt will be-issued.

\\\Efﬁnisterial Services will arrange either for the reassignment of the

sset or alternatively its disposal in accordance with the Financial
Management Standard.

Ministerial Services maintains a loan equipment pool, Conditions
of use are as follows:

a.  The Office is required to take strict care over the custody and
use of the equipment at all times, and should not permit the
equipment to be used by another person other than from the
Office,

b.  The Office will not use the equipment, nor permit it to be
used, for other than official purposes.

¢, I the Office misuses the equipment (i, uses it otherwise
than in accordance with the above instructions or damages it
in any way), costs will be charged to the Office.

The Oppositlon Handbaok 49
January 2006

RTI Document No,180




This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld)é

Expenses relating to a Leader s Qffice

d.  Equipment will only be loaned for a maximum period of 14
days. Further extensions must be approved by Ministerial
Services and will be subject o availability.

e. If equipment is lost or stolen, the Office will immediately
inform Ministerial Services and report stolen items to the
police.

Maintenance and repalrs

Procedures

The Facilities Manager should be contacted for repairs and
maintenance to computer equipment, :

The Office should organise maintenance and repairs of other 9@9
equipment through Ministerial Services. Damage to equ‘prte t
other than normal wear and tear should be repotted to Min @M)
Services together with brief details of how the damage occurredii

These details will be required for audit purposes. h

o

o

410 Partner’s expenses

Leader

Leaders in the course of thelr dutles both host anth tten}i meetings,
functions, entertainment, conferences‘a%:onvenﬂ;)% in an official
capacity., Frequently govemmen(,\.e{t rg\z:ﬁ }\rg/? isations and
companies hosting such evepfs /will ™ invito” gilests, including
Leaders, with partners. It is/approghiate at-sich events for the
Leader's partner to attend w{t\l t @]’fe der {otsindeed in the dbsence -
of the Leader), Attendance of'the Lefader's partner not only reflects
thie proper reciprocity i(ﬁl%\natue%t ?‘xe invitation and event, it
also in effect doubl thﬂpﬂoﬁmﬁ}~ o advance and interact on
DOTLUNILE
matters of State int% /

All expenditure incurréd. by~or on behalf of the pariner of the
Leader must(bs \for oﬁical‘pu?poses, eg. where the pattner of a
Leader is e@:@d-\ o attend meetings, entertainment, conferences
and convéntions in.anofficial capacity,

A Les ier@s p :@r may accompany the Leadér where the Leader
helie%s, on Tegsonable grounds, that the attendante of the partner
vill oivmay assist-the Leader in the performance of the relevant

c{@ 1 i\uties. ‘
T /C”éEf“s““\éuld also extend to those occastons when a partner
mizy ttavel separately from the Leader, to attend the same function.

It is also’appropriate to charge costs to the Office when the partuer Is
attending a function, conference or convention either:

a in lisu of the Leader in Australia; or
b,  invited with the Leader or in their own right as the partner of
the Leader.

4,10 The Opposition Handbook
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'Howéver, the attendance of a Leader’s partner, when not
accompanied by the Leader, at a party political function would not
~“result in an entitlement to have travel costs met by the State.

Also see EXPENSES RELATING TO A LEADERS® OFFICE -
Fravel to and from the Electorate.

Examples

a It may be appropriate for the Leade fs partn‘. to attend an
dignitary’s patiner is in attendance<

official dinner engagement with aqi\i rigr / ere the
©

b.  Travel to Brisbane by a regmumi} bas‘, det’s partner
merely to spend time with the rfwd \be a sufficlent
reason for the travel costs t hmlio abl, xpenditure.

¢.  Travel by the partner in the electorafe for assistance with MP
duties will not be offigial expendityre.
R

Unless exceptional ci b}é“tnstancw exist, costs of & pariner of a staff
¢ member would not diloxable & pinditure,

4.1 Shado‘{ <' Ignet

Opposition spokeslg& -Are-paid an allowance by the Legislative

Assembly to sist in tﬁc petformance of their duties, These

Mem als alm standard Parliamentary travel

entatls ? or re\/;(ose of attending shadow cabinet meetings.
D

With té ti f costs related to the Leaders of the Opposition
and tiaeir st ff/e enses relating to shadow cabinef are not to be

<m?frox th\ by get for the Office of the Leader of the Opposition.

Staff

1Z Telecommunications

\1 Leader

\Poilcy

eaders will be provided with additional telephones/lines to meet
cominunication needs and so that adequate access to the Leader is
available at all tites. Such expenditure will be a charge to the
Cffice of the Leader.

@;“7 - Residence
Leaders may regard the following as a standard for their residence:

Lines

1 official Ene/fax line
1 private line

Equipment

The Opposition Handbook 4.11-4.12.1
June 2007

RTI Do_cument No.182




