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Introduction
Under section 103 of the Public Service Act 2008, the chief executive (Commissioner) may delegate the chief executive’s functions under an Act to any appropriately qualified

person. For the purpose of this instrument, nominated employees may not further sub-delegate their authority to any other person/position unless this ability is provided for in
the conditions of the delegation.

Policy Statement

The following principles will apply to workforce management delegations in Queensland Corrective Services
« management should ensure that their employees comply with the delegations,

* nominated employees must consult the relevant branch for sufficient budget if a delegation has financial implications. The employee must also have the financial
delegation, and

« nominated employees must not exercise a delegated authority where there is a potential conflict of interest.
In exercising delegations an employee can approve matters only for employees under their direction unless otherwise identified in the conditions of the delegation.
Updates and Changes

Updates are frequently made to this document and employees are advised to check the intranet for the latest version rather than rely on a printed version. Changes to these
delegations must be approved by the Commissioner. Please contact the Human Resources Branch if you have questions about the delegations.

Peter Martin APM
Commissioner
Queensland Corrective Services
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Public Service Act 2008
Instrument of Delegations

|, PETER JOHN MARTIN, Commissioner, Queensland Corrective Services, do under the provisions of Section 103(1) of the Public Service Act 2008, hereby:

a) delegate to the person who is from time to time performing the duties set out in the attached Human Resource Management Delegations the powers, authorities, functions and
duties conferred, or imposed on me by, or under the provisions specified in column 3 of the aftached Delegation Schedule.

b) repeal all pre-existing Human Resource delegations.

¢) delegate to the Director, Human Resources Branch, the authority l@revise this Human Resource Management Delegations Manual fo the extent of updating the
of positions, organisational units and primary references, as they change from time to fime.

Commissioner
Queensland Corrective Services

Date: . 2. 20.§-
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How to use the HR Management Delegations Manual

Step 1 ldentify your work division and delegated authority level by your position title (outlined on the next page).
Step 2 When you are exercising a HR delegation, find the activity that matches the decision you are required to make. The range of delegated level of authority will be

indicated (e.g. Levels 1to 5).

Step 3 Exercise the delegation, ensuring due process is followed in accordance with relevant legislation, industrial instruments, policies, guidelines and procedures, or

conditions associated with the delegation.

Step 4 If you are uncertain of your responsibilities and delegations, you should initially seek advice from your supervisor/manager. Alternately, advice may also be

sought from the HR Branch.

IMPORTANT NOTES: When exercising HR Delegations, authorised delegates must note:

The delegations outlined in this document will apply only to subordinate employees in a direct reporting line, unless otherwise specified.

Where exercising a HR delegation also requires exercising another type of delegation (e.g. financial delegations), you must ensure that you also have the authority to
exercise the other delegation.

Where monetary values comprise part of any HR delegation, the exercising of a HR delegation must be in accordance with your level of financial delegation.
These HR delegations are based on the relevant legislation, industrial instruments and/or policies / procedures.
“‘Best Practice” people management principles should always be applied.

Relevant contacts such as the Human Resources Branch and Ethical Standards Unit are available to offer advice and support. Some HR delegations will require
consultation or approval from these contacts prior to exercising of the HR delegation. This requirement must be adhered to at all times.

When exercising HR delegations, please note that the authority is up to the maximum level indicated. Due process must be followed in accordance with relevant
Legislation; Policies, Procedures and advice should be sought when necessary from departmental employees with appropriate expertise.

Delegates cannot exercise a delegation in relation to a higher level position (e.g. a Level 4 Officer is not authorised to approve higher duties for a Level 3 position. The
approving officer must be at least one level higher i.e. higher duties for a Level 3 position must be approved by a Level 2 Officer or the Commissioner).

Delegates cannot exercise a delegation in relation to themselves (e.g. approve their own conference attendance).
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Procedure for updating HR Management Delegations

Changes to these delegations must be approved by the Commissioner. Human Resources Branch will submit an approval brief to the Commissioner to update the instrument of
delegation on a periodic basis.

Step 1 Prepare a memorandum to the Director, Human Resources requesting changes to the HR management delegations and the reasons why these changes are
required. The memo must be supported by your highest level delegate below the Commissioner (i.e. level 2 delegate)

Step 2 Submit the memorandum to the Director, Human Resources for consideration during the next update.

Step 3 The HR Branch will amend the HR management delegations, obtain the signed instrument of delegations and publish on the revised delegations on the intranet

Step 4 You will receive email advice from the HR Branch advising the HR management delegations have been updated

Please contact the Human Resources Branch if you have questions about making changes to the delegations.
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Human Resource Delegation Levels and Positions
Queensland Corrective Services HR Delegation Level
Level 1 Level 2 Level 3 Level 4 Level 5*
Commissioner e Deputy Commissioner o General Manager ¢ Deputy General Manager Other departmental employees who :
o Executive Director o Regional Manager (Probation & | e Manager (but not a manager within a o by virtue of the job description applicable to their
e Chief Inspector Parole) correctional centre) duties have a supervisory responsibility
¢ General Manager, Capability and o Director  Regional Manager (Sentence Management)
Development
e General Manager, Strategy and
Governance

*Positions Level 3 or above may limit the HR authorities delegated to employees in Level 5 (e.g. approval of half pay long service leave applications), provided that a signed written direction
is given to the affected delegate and a copy of the direction is given to the Human Resources Branch.
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HR Delegations Activities Index

RECRUITMENT AND SELECTION

Advertising of Vacancies

Appointment / Engagement of Staff (also refer section 8)
Appointment — Direct Appointment / Conversion to Tenured Status
Criminal History / Employment Screening

Job Evaluation and Reclassification

Management of Displaced Employees

Role Descriptions

Secondments / Higher Duties / Relieving at Level

N>R~ LN =

PAY AND CONDITIONS

9.  Contracts of Employment
10.  Flexible Work Arrangements
11. Hours of Duty
12.  Leave (excluding SARAS)
13.  Overtime / TOIL / On-Call
14.  Establishment Management
15.  Salary, Allowances and Expense
(Commencing Paypoint / Increments / Travelling Expenses / Salary Packaging)
16.  Salary and Wages Overpayment
17.  Timesheets / Attendance Records

DEVELOPMENT

18.  Equivalence of Qualifications
19.  Performance Management

20. Study and Research Assistance Scheme (SARAS)

PERFORMANCE

21. Discipline / Suspension / Dismissal / Investigations

22. Employees Complaint Management
23. Medical (lll Health)
24.  Probation

SEPARATIONS

25. Resignation / Separation

26. Retrenchment / Redundancy

27. Voluntary Early Retirement

OTHER

28. Conflicts of Interests / Other Employment

29. WorkCover
30. Lobbyists
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Queensland Corrective Services Delegation Schedule
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Reference

\ Delegation Level

Conditions

Activity \
RECRUITMENT AND SELECTION

1. Advertising of Vacancies
1.1 Approve the advertisement (as prescribed in Directive 15/13 ‘Recruitment and [PbkcSenieAd 0B -Gt 128 Levels Must check with HR for suitable ERPs prior to filling a permanent or temporary position exceeding 12
Selection’) of vacant positions up to and including AO8. 1105 months. Email QCSEMP@dcs.qld.gov.au
1.2 Approve the advertisement of vacant Senior Officer (SO) positions. [P ACEXCB-Sect 128 Levels
1t02
1.3 Approve the advertisement of vacant Senior Executive Service (SES) positions.  [PubSenieAdie-set28 Commissioner Must also be approved by the Public Service Commissioner. Having regard to Directives ‘Senior
Only Executives — Employment Conditions’ and ‘Recruitment and Selection’.
14 Approve advertising of vacancies (not specified above) which are to be offered [PLCSenieAI0CB-Sect128 Commissioner
on the basis of a 5.122 contract under the Public Service Act 2008. only
15 Approve advertising of vacancies using any media outside of the Queensland [PUCSeniceAt200B-Seton 128 Levels
Government Gazette or Smart Jobs and Careers website. 1102
16 Determine circulation to fill temporary vacancy by expression of interest. |Dredtie—ReauirmertardSdedion Levels
1t05
2. Appointment / Engagement of Staff (Excluding secondments / higher duties / relieving at level —refer to section 8)
21 Approve appointment of Senior Executive Services (SES) in the department. IS A8 Set11(1) Commissioner Must also be approved by the Public Service Commissioner. Having regard to Directives ‘Senior
Only Executives — Employment Conditions’ and ‘Recruitment and Selection’.
2.2 Approve appointment of Senior Officers (SO) in the department. |PbSerR AT St 11(1) Levels Having regard to Directives ‘Senior Officers — Employment Conditions’ and ‘Recruitment and Selection’.
1102
2.3 Approve appointment of officers up to and including AO8 in the department. IS AT Set119(1) Levels Having regard to Directive ‘Recruitment and Selection’.
1103
2.3(a) Approve the appointment of employees to the court officer roles of Registrar, (S premeCoutofQersriAd19T-Sed )
Sheriff of Queensland, Deputy Sheriffs, Bailiffs, Marshal, Deputy-Marshal and Lt @ N/A
. | Dbt CourtofQueerstroiAct196/-Sed 36841
other officers.
24 Approve employment of general on tenure or a temporary basis (full time or part  |bSaeAc0B-Set147
: > e ' Levels
time); or on a casual basis to perform work not ordinarily performed by an officer. 1104
25 Approve employment and extension of temporary employees to perform work IR ST St 121138148 Excludes the temporary employment and extension of SES. Also excludes employment and extension of
ordinarily performed by an officer other than a senior executive on a temporary Levels Senior Officers which must be approved by Level 2 Officer.
full time or part time) or casual basis. 1103
( P
26 Approve appointment and transfer expenses and approval of extension of 12 |Dredie TansérandAppotmentBpenes Levels
month time limit to claim expenses. 1103
2.7 Approve work experience placements. |Fectheet- WokBperrePhemertznd Levels
e 1t05
28 Approve reasonable adjustment. Wt Qrimimin/c 1991 Levels
1t04
3 Appointment — Exemption from Advertising / Limited Advertising
31 Approve the exemption of a vacancy from advertising and appointment of a [Drectie“ReauirmertaroiSebir{ Commissioner Must check with HR for suitable ERPs prior to filling a permanent or temporary position exceeding 12
person to the vacancy. Only months. Email QCSEMP@dcs.qld.gov.au
32 Approve to limit the advertising of a vacancy and appointment of a person to the  [Dredie RequimentarciSebdtort Commissi
ommissioner
vacancy Only
3.3 Review of temporary employment status and subsequent appointment or [PSCOredieTermporaryEmdoyment Levels
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Activity \ Reference \ Delegation Level Conditions
decision not to appoint. 1103
34 Review of temporary employment status and subsequent appointment or [PSCOredie TermporaryEmpoyment Levels
decision not to appoint.
1t03
4 Employment Screening / Criminal History
41 Apprgve position/s requiring criminal history / employment screening prior to |PbSeniRAGITE Commissioner
appointment. |Diedie—fmpoymentSaeenig
Only
4.2 Authorise the exclusion of an applicant from further consideration in a selection  {AbcSaveAs0B o
L . . |Drectie—FrrpoymentSaeenig Commissioner
process based on criminal history / employment screening outcome. Only
43 Make final decision on engagement of an applicant with identified relevant AbLsnie/ a8, Levels
criminal history / employment screening outcome. [edeSTheoers 1102
& HR Director
4.4 Authorise criminal history / employment screening to be conducted on employees  {AbcSapAs0B c .
. . . ) Lo |Dreche7-FrrpymeniSaearis ommissioner
involved in changed circumstances to their role or responsibilities. Only
45 Make final decision on action, where a current employee has a change in criminal |RbkSevzAcaTs .
. |Diectie—ErdomentSaesrig Commissioner
history
Only
5 Job Evaluation and Reclassification
51 Approve the classification levels of public service employees in the department ~ {AbSovpAI0B-SatcB(l Subject to JEMS evaluation.
(including reclassification), up to and including SO level. Levels This delegation relates to the reclassification of existing positions within establishment only. For new
1t02 positions that do not already exist within establishment, refer to delegations listed under Section 14 —
Establishment Management.
5.2 Recommend classification level of SES positions to the PSC. IR A8 Sect BY1) Commissioner
Only
53 Approve that the 1/31 rule be waived for positions up to and including AO8 level,  [PSCGabrll/-kdbfiasinVeregament Levels
or equivalent. ke 1t02
6 Management of Displaced Employees — including ERP
6.1 Approve workplace change that will result in an employee becoming displaced |PbESenE A8 St B(1) Levels In consultation with the Commissioner
from their substantive role.
1and 2
6.2 Approve the relinquishment of a position for an employee who will be absent for a - |RacveA0B
: Levels
period of greater than 12 months.
1and 2
6.3 Direct a selection panel to undertake a suitability assessment for a displaced PbCSenieAd X8 Levels
employee. |Drectie—ErmployeesReqingPeernt 1103
7 Role Descriptions
71 Approve content of role descriptions for roles within direct reporting line. |[Dredie +-RequirmentandSeldion Levels
1102
7.2 Authorise that a job description be designated “specified” or “identified”. IPSOG.ckhel ecfebrlidPostorsn Levels
|QuesrsndPUdcSedor s 1102
8 Secondments / Higher Duties / Relieving at Level
8.1 Approve the secondment of an employee, in and out of the department. |PbESen A 008~ Sect 12011)secion 111, Levels
12,1200 1to 4
8.2 Approve internal secondments, higher duties, or relieving at level arrangements  |RSeveACaTR-Sect 10 lsecton 11,112 Levels *QCS Level 5 delegation is for Manager within a correctional centre, Escorts and Security Branch
for positions within direct reporting line. ) 1to 5* Manager only
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8.3 Approve revocation of secondment, higher duties, or relieving at level IPLCSenvie /At 008 Sect 100 jsecion 111, Levels
arrangements of an employee. 112,1204) 1t04
PAY AND CONDITIONS
9 Contracts of Employment
9.1 Approve the use of fixed-term contract terms and conditions under s.122 of the ~ |RbSaveAdR-Sat121)
PSA. Commissioner
Only
9.2 Approve contracts of employment for SES levels |RbESep AR5t 1191) Commissioner
Only
— - —
9.3 Approve contract variations for SES levels, or s.122 contracts of employment (RS L2008 Commissioner
under the PSA.
Only
94 Approve contract termination for SES levels, or 5.122 contract of employment |PbESeP AR5t 1191) Commissioner
under the PSA. Only
10 Flexible Work Arrangements
1041 Approve flexible work arrangements (including telecommuting/working from (Dredie-HorsOrtireandbeesTiae)
home, part-time, job share, compressed working hours arrangement.) (At ST Levels
1to 4
10.2 Approve a change in hours for an employee, from full-time to part-time, or a |PLESeRAGATE St 125 Levels
variation to existing part-time arrangements. 1104
103 Authorise to extend the maximum carryover of accrued time credit for a work |HRPdioyHousoferk Level Exercise this delegation only in exceptional circumstances where there are pressing operational
cycle period. 1etvoe4s requirements.
11 Hours of Duty
111 Determine hours of duty / rosters to be worked by an employee. P Sen At T8 St Levels In accordance with relevant industrial instruments pertaining to hours of work.
|[Dredie-HarsOwrtmeandBeesTrae 1105
112 Determine the normal operating hours of a work unit (i.e. times between which Ak SeieAT 208 Set B Levels
employees are to work ordinary hours of work). 1105
113 Vary business hours (i.e. hours between which work unit is to be open for public Level Public hours have been determined as between 9am to 5pm. Variation may be made to suit local
business) QRSO OtetiTpeswat eVels circumstances.
. S5 1t05
114 Approve departmental employee to work additional hours beyond the approved = |RbcSeveAcaTB St Levels
part-time hours (up to full time hours) to meet operational requirements. 1105
115 Direct employee to work standard hours (i.e. 9am to 5pm with 45 mins lunch )
break) QRSO Qtatimpbjeeswadt Levels
r 1t05
- -
116 Approve roster shift patterns. QR OftaRQtefipbees/nac Levels
1t02
117 Approve roster variations (employer or employee initiated). QA SOtk Othefrob e ot Levels *QCS only: Level 5 limited to approving variation for single shift for shift basis and includes Correctional
(St 2015 1to 4% Manager & Escorts and Security Branch Manager
11.8 Designate a role as field staff. Drediie- fisdSalf Commissioner
Only
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12 Leave (excluding SARAS)
121 Recall an employee from recreation, long service or special leave. [Cecies FatestinardirgSenielen Levels
|[Drecie“Speciilene! 1103
12.2 Cancel the approval of recreation, long service or special leave; or defer the \Cecie- Regeritnard creSentel el Levels
taking of recreation, long service or special leave. [Decie " Spocll e 1103
12.3 Determine need for whole or part of department to remain open on public/special  |RotsaueAzIB 18
. ' Levels
holiday and for officer to report for duty. 1102
Leave Recreation
12.4(a) | Approve the taking of recreation leave. |Drecte* Reqeationard| oreSenel e Levels
1t05
12.4(b) | Approve employee request to ‘cash out’ excess annual leave | CertieciAreerent 2015 Levels In addition to the provisions outlined in the Core Agreement, Section 2.9.1, the ‘Recreation leave cash
1105 out application’ form must be used by an employee requesting their annual leave cash out.
125 Direct an officer to take recreation leave. |Diedtiee-RegentinerdlongSeniel eae’ Levels In addition to the provisions outlined in the relevant industrial instruments, employees may be directed to
1104 take recreation leave where there is an excess leave balance.
126 Approve that an employee take all or any part of their annual recreation leave |Diedtie-Reneationerd orpSentelene’ Levels
prior to becoming entitled to it (i.e. in advance). 1t03
Leave — Sick
127 Approve the taking of sick leave. |Drectied/135c eanel Levels
1t05
12.8 Approve advance of up to 10 days sick leave (pro-rata for officers workingona  [Prediey/i3Skene
part-time basis) in the first year of service, to newly appointed officers who are Levels
absent from duty because of illness, and who have not accumulated the 1103
necessary sick leave on full pay.
129 Instruct an employee that they are required to provide a medical certificate where  |{DiedieSkene
. . ) ) Levels
the iliness is for 3 days or less and the employee is subject to a process for 1104
monitoring performance, conduct or attendance.
Leave - Long Service
12.10 Approve the taking of long service leave. | Diectie- Reaestionerd| reSeniel e Levels
1t0 5
12.11 Approve proportionate payment of long service leave, upon termination. |Diecie“ Recestionand orpSenelenve!Sectr| Request for proportionate payment due to domestic or other pressing necessity must be in writing.
14 Levels Having regard to
1t02 Circular 4/01 ‘Domestic and Other Pressing Necessity’
Intentionally left blank
Leave — Special
1213 Approve leave for employee to contest State or Local Government election (non-  [Dredie‘Soarlene Levels
discretionary). 1103
1214 Approve leave for employee who has been elected as Mayor, Chair or Member of * [Dredie’Soarlene Levels
a Council (non-discretionary). 1102
1215 Approve leave (without salary, up to two years) for employee to undertake |Dredie Spechlene
. h ! ) ; ; Levels
service overseas with the Australian Volunteers International (non-discretionary). 1103
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12.16 Approve leave for employee who has been directed to assist in an emergency |Dredie“Spedelleae
situation or a disaster situation in accordance with the Public Safety Preservation Levels
Act 1986 or the Disaster Management Act 2003 (non-discretionary). 1t03
1217 Approve special leave with salary for Defence Reserve Forces Training or |Diecfe-Specil eae Levels
deployment (non-discretionary). 1104
12.18 Approve bereavement leave (non-discretionary). |DredieSpecHlene Levels
1t05
12.19 Direct an employee to take other forms of leave prior to going on special leave |Dredie-SoecHleae Levels
with or without salary (except for non-discretionary leave requests). 1103
12.20 Approve discretionary special leave with full salary, (up to five days perreason ~ [Dredie-Sailene
per year) for any purpose including but not limited to: compassionate situations,
representation of state or national sporting teams, blood or aphaeresis donation, Levels
situations where an employee is precluded from attending or remaining at work 1103
due to natural disasters, work related study, following deployment for critical
incidents, domestic or family violence etc.
12.21 Approve the extension of discretionary special leave with full salary beyond five — [Dredie-Soaileae Levels
days per reason per year. 1102
12.22 Approve discretionary leave without salary for any purpose and for any duration.  [Dredie’Spedlene Levels
(Including purchased leave which is a form of leave without salary.) 1t03
Leave — Parental
12.23 Approve parental leave (paid or unpaid) initially up to 52 weeks. |t stioRetionsA 190, , Levels
|Famiene/wardi QA Sertor) Scte 2012
bis e 1t03
12.24 Approve extension of parental leave (paid or unpaid) up to a total of 104 weeks. WMMMMW Levels
1103
12.25 Approve paid parental leave (i.e. maternity, spousal, surrogacy or adoption). |Drecie-PadPrerialene Levels
1t0 5
12.26 Approve pre-natal/pre-adoption/pre-surrogacy leave to attend appointments |Drectie-PaidPorerallene Levels A medical genificqtion (for pre-natal) or satisfactory supporting evidence (for pre-adoption and pre-
related to the pregnancy/adoption/surrogacy. 1104 surrogacy) is required for each absence.
12.27 Approve or reject application to shorten period of parental leave. WWW Levels In consultation with Human Resources.
12
1t03
12.28 Determine date employee is to resume work on cancellation of parental leave |FermilenveAnard QoAb et Sete2012d In consultation with Human Resources.
N o ) . Ee) Levels
(due to termination of pregnancy or not proceeding with adoption of a child). 1104
12.29 Approve reduction in minimum period required to commence matemity leave or  [famileneAadQiR Ao} Sae2012d L Subject to submission of medical clearance.
S i ; BET) evels
reduce the minimum period required to resume duty. 1104
12.30 Revoke decision made to reduce minimum period required to commence |FermilenveAnard P Sector Sote2012d Levels In consultation with Human Resources.
maternity leave or resume duty. 20 o4
12.31 Assign an employee to alternate duties due to illness or risks connected with the  [anleneAnad QiR bisen) Sote2012d Level Subject to certification by medical practitioner.
pregnancy or work hazards. 1103
12.32 Direct employee to take maternity leave due to illness or risks connected with the  [fanleneAmadQinbisSen) Sote2012d Subject to certification by medical practitioner.
pregnancy or work hazards. 20 Level
1t03
Leave — Other
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12.33 Approve leave for employee subpoenaed/called as witness by the |Drectie CourtAttencereandin Sene Level Subject to submission of documentary evidence.
State/Commonwealth or in other circumstances in court proceedings. 1104
12.34 Approve leave with salary for jury service. |Drecie-CourtAencereardiuySavie! Level Subject to submission of documentary evidence
1to4
12.35 Grant special credit of 65 days (13 weeks) sick leave on full pay after 26 years |Dredie Slene Levels
meritorious service. 1102
12.36 Authorise carer's leave with or without salary. \FermilenveAnord QP St ke 012 Level
— 1105
12.37 Grant special War Service credit of sick leave. |Dredie Slene Commissioner Check with HR for service history.
Only
13 Overtime / TOIL / On-Call
1341 Approve employees to work overtime within direct reporting line. |PLESenpAGIT8 St
pp ploy porting o N Levels
L—M—Lm = 1t05
13.2 Authorise for an employee to be rostered 'on-call' outside of ordinary hours. Levels An employee cannot be on-call whilst on a form of leave.
|QRHSaviBOfer8 Qtatimpbjeesnad:
lSue2015 1t03
|Satin187
133 Approve continuous on-call arrangements. Level Where practicable, an employee should not be continuously rostered for more than six weeks.
QA bSO Ot o e wact evels
\Scte2015 1102
Sadtin1&7
134 Approve accrual and taking of TOIL. (RS /A 2008 St Level
1t05
135 Approve payout of TOIL for eligible employees. [Dedie-HarsOwrtmeardbeesTiae Levels
1103
13.6 Approve accrual of and access to accrue time (Elective Accrued Time) rather (AbkSeniA20B Se1h;
than receive monetary compensation for overtime worked for employees with (R e oAt e Levels
salary levels not exceeding the equivalent of AO5(04). o 1t04
13.7 Approve provision of meal allowance and free transport (e.g. taxi) for employees ~ RucmipAAIBS% Levels
working approved overtime. [ede-thsOatentesTae o4
13.8 In exceptional circumstances, approve payment for authorised overtime to |Drectie—FediSa Level
individual field staff or categories of field staff with salary levels not exceeding the 1103
equivalent of AO5(04).
14 Establishment Management
141 Recommend to the PSC, increases to the permanent establishment for SES |PbESeniA 2008 St R Commissioner
level. Only
14.2 Approve the creation, redesignation or abolition of an organisational unit IR A8 St ) c o
A ommissioner
(includes restructures) only
14.3(a) | Approve the abolition of recurrently funded positions (includes positions that are  |AbcSaveAs0B-51971)
of a permanent or casual nature and positions created for unattached Commissioner
employees). Only
14.3(b) | Approve creation of recurrently funded positions (includes positions that are of a  {AbSavipA0B-S9q1) Levels *Level 2 has delegation to approve the creation of operational casual positions
permanent or casual nature and positions created for unattached employees). 1and 2
14.4(a) | Approve the extension or abolition of a non-recurrently funded position (includes  |RoSveAL2T8 SR Commissioner
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positions that are of a temporary or casual nature). Only
14.4(b) | Approve creation, of a non-recurrently funded position (includes positions that are - {AbcSaweA0E-59q1) Levels *Level 2 has delegation to approve the creation of operational casual positions
of a temporary or casual nature). 1 and 2* positions
14.5(a) | Approve the redesignation of position (e.g. changes arising from major structural  |RaSenpA208 518 Excluding positions offered under a fixed term contract of employment (for fixed term contract positions
change, classification level, or budgeted Full Time Equivalent allocation of the Commissioner refer to
position) Only section 9).
14.5(b) | Approve administrative changes to positions (e.g. reporting relationships, ASCO  |AbkSavipAd2008-5ar%® Levels * QCS level 3 restricted to Director HR only)
Code, cost centre, job title). 1103*

15 Salary, Allowances and Expenses (Commencing Paypoint / Incr

ements / Travelling Expenses / Salary Packaging)

15.1 Determine salary level payable to appointees from outside the Queensland

Recommendation and justification for paypoint higher than paypoint one must be provided in the

i ice (i i | QR bSOt R Otetimpbyeesnat: Levels selection report and meet the requirements of the relevant industrial instruments
Public Service (including temporary engagements). 1103 p q .
15.2 Approve manual payment to be processed by the Queensland Shared Services.  |rsiRettnsAtion Levels Approval on a case by case basis. Associated QSS costs to be met by requesting business unit.
1t03
15.3 Approve salary increments (on substantive pay rate and higher duties). In accordance with provisions from relevant award.
Qe bSOt O etimpbeesAnat
[ *QCS Level 6 delegation is for Manager within a correctional centre, District Manager, Escorts and
gﬁg‘m@% Dy GO B TS Levels Security Branch Manager only
(GrebrobesQentroaermet Tto 5
|Denrtmentsrotetimpbeeswad:
o015
154 Withhold salary increments. This delegation may be exercised where an employee is subject to a performance improvement process
QA bSOl Ot b wadt Levels or a disciplinary action.
\soe2015 1t04
S129
155 Approve movement to a higher paypoint for Senior Officers and Senior [Drecie* SeriorBen e o mentCndion Commissi
A Ivectie-SerrOfters EvgomentGorgitre ommissioner
Executives.
Only
15.6 Determine percentage of higher duties performed by employee. |Dredie- HeherDuesAonence Levels
1t04
15.7 Determine that employee has a dependant to qualify for the full rate of locality |DredielowiyAonene Levels
allowance.
1t03
15.8 Approve relieving allowance for employee required to relieve another officer or  [Dredie-DomestTavebgarRelauneboeees Levels
perform special duties away from normal headquarters. 1103
15.9 Approve SES level salary packaging arrangements (excluding novated leases)  [Dredie"SmiBeae-frrobymentCondion Commissioner Arlloiiegz:)sl packaging arrangements must be organised through the Government's approved service
Only p ’
15.10 Approve SO level salary packaging arrangements (excluding novated | ). Drece’ SenioOfier-EmpoymentCoriors Levels
1t02
15.11 Endorse applications for novated leases under salary packaging arrangements  {SoeGaammentDaimetsrid
Ageamet 205,
for all employees. e i Director, HR
|Gorditrs,
15.12 Approve progression outcomes for professional and technical progression
arrangements. QR el OhetTheswart Levels
(St 2015 1t03
15.13 Approve the appointment of an employee as a first aid officer and approve the Levels Employee must hold a current certificate in first aid.

Page 14

Version 4 March 2018



https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/P/PublicServA08.pdf
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/P/PublicServA08.pdf
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/P/PublicServA08.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
https://www.legislation.qld.gov.au/LEGISLTN/CURRENT/I/IndustRelA99.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/y/youth_detention_centre_ees.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/y/youth_detention_centre_ees.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/g/general_employees.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/g/general_employees.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/g/general_employees.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/awards-and-agreements/state-gov-dept-certified-agreement-2009.aspx
http://www.psc.qld.gov.au/publications/awards-and-agreements/state-gov-dept-certified-agreement-2009.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.psc.qld.gov.au/publications/directives.aspx
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf
http://www.qirc.qld.gov.au/qirc/resources/pdf/awards/q/queensland_public_service_officers.pdf

CCC EXHIBIT

LAA 4243339
Activity \ Reference \ Delegation Level Conditions
payment of the first aid allowance. QAL OfteRQfatirpbee/nact 1to4
ISt 2015
15.14 Approve motor vehicle allowances. |Diedtie-VbtorVehide Aonences Vehicles must be appropriately insured and endorsed to indemnify employer (Section 8, Directive 20/16).
|_16tv e|48 For authority to approve motor vehicle allowance for s.122 contracts, please refer to section 9.4 of the
0 HR Delegations Manual.
Line Intentionally left blank
16 Salary and Wages Overpayment
16.1 Approval of a repayment proposal outside of the standard schedule (in cases of ~ [FRRySOemmas L
R B evels
financial hardship).
1to4
17 Timesheets / Attendance Records
171 Verification and approve timesheets / sign on cards (including approve request to Approval to carry-over accrued time balance exceeding 36.25 hours only in exceptional circumstances
access accrued time |QRAESavEOftesQhatimpbeeswact where there are pressing operational requirements.
Sote2015
YouthDetentonCantrefmpbyeesAnardiSiote
s Levels
(GrebrobeQentroaermet Tto5
|Denrtmentsrootetimpbeswad:
o015
17.2 Exempt certain employees from completing attendance records Exemption must be recorded in writing.
|QRHSviBOfer8 Qtatimpbjeesnad:
Sote2015
YouthDetentonCantrefmpbyeesAnardiSiote
216
|GradlErpbesQueenstrdGoemment
|Denrtmentsrotetimpbeswad:
P Levels
1103
DEVELOPMENT
18 Equivalence of Qualifications
18.1 Approve equivalence of qualifications for employment purposes. |PbSenipAwad-Sie 2012 Levels
1t02
19 Performance Management
1941 Approve employee Performance Effectiveness Plans. IR S ACI008 SectBl1)
RG.cehesfrehyeeatere Levels
|Veregervent 1to 5*
19.2 Approve employee Performance Improvement Plans. |PbESenp A8 Sect By
pp ploy p G I_1etve!55
[Veregeent 0
20 Study and Research Assistance Scheme (SARAS)
20.1 Approve applications for full-time, part-time or external study course (includinga  [-RRiyS&s In accordance with financial delegations and budget allocation.
determination of the level of assistance offered as Essential, Highly Desirable, or Levels
Desirable). 1t0 2* Advice should be sought from relevant divisional education and training units (QCSA) where applicable.
20.2 Approve SARAS leave without pay. |HRPO/SARS Levels
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1t05
20.3 Approve leave to attend exams, study etc. [HRPOYSRAS Levels
1t05
204 Approve reimbursement of course fees and expenses in accordance with [HRPOYSRAS Levels
financial delegations. 11
03
PERFORMANCE
21 Discipline / Suspension / Dismissal / Investigations
2141 Issue warning / direction. IR oAt A8 Sect 187 Commissioner, Deputy Commissioner, Chief
Inspector and Director, Ethical Standards
only
212 Approve suspension with or without pay. |PbESenpAGAT8 Sect19]
Delegates may sub-delegate to a suitably experienced SES level officer the authority to conduct
Commissioner and Deputy Commissioner disciplinary proceedings in a particular instance (e.g. conflict of interest) or suspension.
only
213 Approve formal disciplinary action to be taken against an employee |PoESavA 2008 Sect 188 Commissioner and Deputy Commissioner
only
214 Approve post-separation disciplinary action to be taken against a former |t St A 008 Sect 18RA
employee
Commissioner and Deputy Commissioner
only
215 Authorise the engagement of a suitably qualified investigator to undertake an IR SeVEAC AT Sect 187 Commissioner, Deputy Commissioner, Chief
investigation. Inspector and Director, Ethical Standards
only
22 Employee Complaints Management
221 Manage workplace issues and complaints lodged within the work unit. |HRPoky g eeComphints Complaints of serious misconduct or corrupt conduct must be referred to the Director, Ethical Standards.
Levels
1t05 In other matters consultation with HR is recommended prior to exercising these delegations.
222 Conduct an internal review of the outcome of an employee complaint, which has  |HRRdy/ETpbeeCompiins Levels
previously been addressed locally. 1103
223 Appoint an investigation officer to undertake formal investigation of a workplace  |HRPdo/EmpoyeeCompting
. : ’ ) Level
issue, complaint, or grievance that has been referred out of the local work unit / 1103
region for management.
23 Medical (lll Health)
231 Direct an employee to attend a medical assessment. IR Sect 175 Level Consultation with HR is required prior to exercising these delegations.
1103
232 Approve the transfer or redeployment of an employee following the receiptof a ~ [RAcSoneAs0B-5178 Level
medical report.
1103
233 Approve that an employee is to be retired on the grounds of ill health. IS8t 178 Lovel Consultation with HR is required prior to exercising these delegations.
eve
1t0 2* The Commissioner must be consulted before medically retiring an employee.
*The Deputy Commissioner can also exercise this delegation.
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24 Probation
241 Approve the conclusion of a probation period and confirm appointment. IR S8 Sect 164N Levels
1t05
242 Approve the extension of a probation period. IR AGIT8- S 12640 Levels Consultation with HR is required prior to exercising these delegations.
1103
243 Approve termination of employee’s services following unsuccessful performance  {AbcSapA0E-Sar 64 Level
during probationary period 1102
SEPARATIONS
25 Resignation / Separation
25.1 Terminate employment of temporary employee engaged on a full-time, part-time ~ |paSanipAr218-Sect1e8 Level Consultation with HR is required prior to exercising these delegations.
or casual basis for performance or conduct reasons. 1104
252 Terminate employment of temporary employee engaged on a full-time, part-time  [Drediie TemporaryEmptyment Erdofonted Level Appropriate notice must be provided to the employee in accordance with the relevant industrial
or casual basis other than for performance or conduct reasons. Pamert 1104 instrument.
253 Terminate the employment of an officer who does not meet requirements about  |RbcevACATBSEt1272) Level
Citizenship/residency etc. 1105
254 Terminate a person employed on an SES or Sect 121 contract. ISt A28 St 1212} Commissioner In accordance with the conditions of the contract.
peae Only
255 Terminate officer's employment where a transfer within department is refused |PbESeR AT St 134 Levels
and reasonable grounds for refusing transfer are not established. 1102 In consultation with the Commissioner.
256 Terminate officer's employment where a transfer to another department is |PbESen A8 Sect 134 Levels
refused and reasonable grounds for refusing transfer are not established. 1102
25.7 Approve payment in lieu of minimum notice for termination of employment other  [RAcSneAd0B-Sea1z5 Levels
than for performance or conduct reasons. 1103
258 Authorise salary to be forfeited in lieu of minimum notice period for resignation.  {AbSepAS0E Sa1z5 Levels
1t03
26 Retrenchment / Redundancy
26.1 Approve the retrenchment of an employee in accordance with the provisions of — |Dredie—falReementRed & N
Directive 11/12. peteinet C°mg§§'°”er
26.2 Approve offer of a redundancy package to an employee in accordance with the ~ [Dredie—farlRetfementRedt o
provisions of Directive 11/12. et Commissioner
Only
27 Voluntary Early Retirement (VER)
271 Approve the offer of a VER package to an employee in accordance with the | Dreche—farl ReffermentRed romy& Commissioner
provisions of Directive 11/12. etk Only
OTHER
28 Conflicts of Interest / Other Employment
28.1 Direct a Senior Executive Service (SES) or Equivalent level officer to provide a ~ |GatedGadugy Commissioner
statement of their personal interests. e— I Only
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http://intranet.justice.govnet.qld.gov.au/__data/assets/pdf_file/0004/75388/policy-conflict-of-interests-declaration-30-march-2012.pdf
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CCC EXHIBIT

LAA 4243339
Activity \ Reference \ Delegation Level Conditions
(GoemmentDepertment
YT
|SateProrementPoy;
Whithbwers Aotedin/Ad 1994
28.2 Direct an employee (other than Senior Executive Service (SES) and Equivalent  |RatsaueAaans st Levels
officers) to provide a statement of their personal interests. Tt 2
283 Direct an employee to resolve a conflict of interest or possible conflict of interest  |{DredieDedratinofiieres Atk The Director, Ethical Standards is to be consulted on conflicts of interest and other employment
(including other employment) in favour of the Department and determine whether &mm Levels declarations after consideration by the decision maker but prior to a decision being made.
the proposed resolution strategy is acceptable. Mﬁm 105
284 Direct an employee to declare details of other employment. [Dredie-Dedraionalierests A Sene
[Erpbyess(attertendifeenies Levels
29 WorkCover
291 Sign a “Declaration by Employer” on Employee’s or Employer's report, or seek  [WotasmpastingReuhioin/a0B Levels Consultation with HR is required prior to exercising this delegation.
review through Worker's Compensation Regulatory Authority. 1t05
30 Lobbyists
30.1 Approve an employee to engage in contact/activity with a registered lobbyist IPSCPo Didon et s mertsa Commissioner
and/or former senior government representativel/s. = Only
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