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	NDIA Statewide Recruitment process
	

	Frequently Asked Questions (March 2017) 
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icons to find out what questions have been most recently added or updated. 
NDIA – eligibility to apply for jobs

What functions at the department are in-scope for the NDIA employment process?

Roles that perform a planning and intake function are in-scope, including: Case Management, Planning, Facilitation, Outreach, Disability Individual Support Administration, Disability Intake, Disability Support Register and Disability Justice Case Management teams.
What will happen with the planning and intake functions currently being delivered and what is the impact?

Clients will transition to become participants under the NDIA according to the sequence of transition set out in the Bilateral Agreement between the Commonwealth and the Victorian Government. From the date that an Area transitions, the department will no longer perform disability planning and intake functions in that Area.
Ongoing staff who occupy positions that are directly impacted by the cessation of the department’s disability intake and planning functions: 
· Planning and Facilitation.

· Disability Intake 
· Disability Individual Support Administration 

· Disability Support Register
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What will happen to the case management, outreach and disability justice case management functions currently being delivered?

Case management and outreach services will continue to be provided by the department while the Victorian Government makes an assessment about what organisations are best placed to provide these services. In addition to case management and outreach services, the Victorian Government is also considering what organisations may be best placed to provide behavioural support services, disability accommodation and respite facilities.
Disability justice case management services (standalone teams) will continue to be provided by the department.
What is the eligibility criteria for jobs at the NDIA? 
The NDIA requires staff to be:
· an ongoing employee of the Victorian Government

· substantively occupying the roles listed in the relevant Divisional Addendum and

an Australian citizen.

As part of the process, the NDIA will seek confirmation from the department that the staff who have applied are eligible In Scope Staff (that is, they meet all the requirements listed above).
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Will non-Australian citizens be eligible to transfer to the NDIA? 

Applicants for Australian Public Service positions must be Australian citizens.

Successful candidates will be required to provide evidence of Australian Citizenship, prior to a formal offer of employment being made by the NDIA. The NDIA has however provided some flexibility as part of the NDIA First Offer Recruitment Process.
Through the Statewide Recruitment Process, candidates who are going through a process of obtaining citizenship will be permitted to apply through the First Offer Portal. They will need to provide evidence that they have commenced applying for Australian Citizenship. If successful, they will be made a preliminary offer of employment, conditional on the result of their citizenship application. 
Frequently asked questions about general recruitment at the NDIA can be found on the NDIA’s recruitment page http://www.ndis.gov.au/about-us/jobs-ndia/faqs-jobs
Can fixed-term staff apply for roles under the first offer of employment process?  

No. The NDIA First Offer Recruitment process for Victorian Government staff is only available for ongoing employees at their substantive level. 
I’m a VPS2, am I eligible to apply for roles under the first offer process?
No. There are no roles available at the VPS2 level with the NDIA. Staff will be supported to either continue in their current role, if the function continues. If the function is ceasing, staff will be supported to find another role within the division or department.
NDIA  - recruitment and selection process

Why has the decision been made to conduct a single statewide NDIA recruitment process for remaining areas transitioning to the NDIS?

There are a number of benefits to staff by conducting a single statewide recruitment process for roles with the NDIA. 

· Staff will have more certainty regarding their employment options with the NDIA. Even those staff who work in Areas that will not transition until 2018 and 2019 will know in advance whether they have secured employment with the NDIA.
· It will maximise opportunities available for staff to obtain a role at the NDIA. Staff will be able to be considered for other Areas (in the case that there are more roles with the NDIA than suitable applicants in an Area) without undergoing an additional selection process.
In addition, a single statewide recruitment process allows both the department and the NDIA to conduct forward workforce planning and to identify workforce gaps. 
When will the recruitment process start? 
The NDIA Recruitment Portal will open on 20 March  2017. 
How will staff access the NDIA recruitment portal?  

An email will be sent out to eligible staff, advising them that the Recruitment Portal is open. The email will contain a link to the Portal.
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How will staff on leave get access to the portal? 
Staff on leave will preferably receive an email and link to the portal or be provided with the necessary information by letter. Staff on leave or about to commence leave should ensure they have provided their divisional NDIS Transition Manager with a current email address if they do not have remote access to their departmental email.
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I will be on leave and overseas during the application period and/or the interview period? What should I do?

Staff who are unlikely to have internet access to submit their application during the application period, or who are unlikely to be available for interview during the interview period, should contact their local NDIS Transition Manager with a personal email address and personal phone number as well as the details of their concerns. In these circumstances, and on a case-by-case basis, the department will make an effort to come to alternative arrangements with the NDIA. The NDIA have allowed for some flexibility depending on the case-by-case circumstances. 

Where possible, staff on leave will receive an email and link to the portal. Staff on leave or about to commence leave should ensure they have provided the local NDIS Transition Manager with a current email address and or phone number if they do not have remote access to their departmental email. 

Will staff be given time during their working day to complete their resume? 

Yes, if staff require time to complete their application and resume during working hours, it will be accommodated. Staff should inform their line supervisor that they need to take time out of their working day for this purpose.

Will the NDIA undertake the recruitment or use a recruitment agency?

A selection panel will be established to assess applications and conduct the recruitment process. The NDIA and Victorian Government representatives will be involved in the selection process. An external recruitment partner may also provide support where necessary.
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Who will be the department representative on the recruitment panel?

Decisions about the department representative on the panels will be made closer to the dates for interviews. There is likely to be more than one department representative involved in the selection process, due to the number of applicants involved across Victoria. Preferably the representatives will be from an area other than from where the staff originate, to maintain impartiality.
Can I negotiate terms in the interview process?

Staff may talk to the interview panel about their preferred part-time hours or other flexible working arrangements. Other terms of employment are in accordance with the enterprise agreement that applies to current employment in the department.
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I work part time—Can I transition to the NDIA on the same part-time work arrangements?

Staff who are successful through the NDIA First Offer Recruitment process will be offered a full-time role, however, they have the opportunity to ask for part-time employment. The NDIA will assess applications on a case-by-case basis.
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Will the selection process include any online testing?
No. The values testing component has now been removed from the application process. 

Will the selection process include emotional intelligence testing?

No. Emotional intelligence testing will not be conducted.
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Will staff see the results of online Values Inventory prior to the interview? 

The online values testing and the non-assessed values inventory have now been removed from the application process.  
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When will staff referees be contacted?

Staff will be asked for their referee contact details by email following the completion of their application. Referees may be contacted via email and will be required to respond to a number of questions. There may be a need for a follow up conversation with the referee to clarify points. The referee may be contacted prior to the interview taking place. 
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Do staff have to put down the current manager as a referee?

Yes. Referees must include the current manager. If it is inappropriate to put down a current manager (for example, where the current manager is an applicant for the same role), then staff should nominate the manager of their manager or a former supervisor with good knowledge of their skills and experience. 
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Can I put down my new manager as a referee?

The referee should have a good understanding of your work history, performance and behaviour. If you have a relatively new manager (less than three months), the NDIA would prefer to have the contact details of your previous manager. 
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How many referees do staff need to provide?  

Staff need to provide two referees. The NDIA’s preference is that one should be a current manager. The only exception to this is if it is inappropriate to nominate a current manage (see above), then the manager or their manager should be nominated or a former supervisor with good knowledge of their skills and experience.
What is the adjusted application process for staff on maternity leave (and other long term leave)?

Staff can apply via the NDIA First Offer Portal from home. If you have any issues or concerns staff should raise these with the NDIS Transition Manager who will work with the NDIA to look at alternative arrangements. This may involve conducting an interview at a later date.
How do staff apply for a role that is a lower classification level than the one they are matched to?

Staff will be able to indicate on the NDIA First Offer Portal whether they wish to be considered for positions at a lower level (as well as the level they match to). Please note that employees who accept an offer of a role at a lower level will be considered a non-transferring employee and would be employed under the National Disability Insurance Agency Enterprise Agreement 2016-2019.
What happens if staff accept an offer at a lower level during the first offer process?

Employees who accept an offer of a role at a lower level are considered to be non-transferring employees. Non-transferring employees can still take their annual leave, long service leave and personal leave balances and other benefits as identified in Workforce Schedule H to the Bilateral Agreement with them to their employment with the NDIA, however, they would be employed under the National Disability Insurance Agency Enterprise Agreement 2016-2019 and not their current EBA.

How do I know the APS classification level that is equivalent to my substantive classification? 

The change proposal includes a table showing the alignment of VPS and NDIA classifications. 

[image: image15.png]


My current salary range (the top of the band) is lower than the top of the salary band for the equivalent APS level. What salary will I be paid? 

As a transferring employee, you will transfer to the NDIA with your current enterprise agreement which maintains the current salary and provisions of your relevant enterprise agreement. For example, a transferring DDSO3 at the top of the salary band ($65,193 p.a. effective from 1 December 2015), who successfully gains an APS Level 5 role (maximum salary $76,715 p.a. effective from 28 February 2017) through the confined merit process, maintains their current salary and enterprise bargaining agreement. Any salary increase as a result of the new Disability Agreement that replaces the HACSU Department of Human Services Disability Services Enterprise Agreement 2012-16 will apply to the DDSO3 for the duration of that agreement.
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 If I am offered employment with the NDIA as a transferring employee, can I relinquish my DDSO-3 role in order that I be employed under the National Disability Insurance Agency Enterprise Agreement 2016-2019 and attract the maximum of the APS 5 as a comparable salary?
No. Under Transfer of Business rules pursuant to the Fair Work Act, employees who are deemed as performing substantially the same duties, can only transfer at their existing salary under the same agreement. There is no option to take up the alternative agreement (or corresponding salary) unless you are successful in obtaining a substantially different role through recruitment outside of the first offer process.
I am on a higher duties assignment. Can I apply for NDIA roles that match to my higher duties role?

No. The NDIA First Offer Recruitment process for Victorian Government staff is only available for ongoing employees at their substantive level.
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Can I apply for a promotion through the NDIA First Offer Recruitment process?

No. The NDIA First Offer Recruitment process for Victorian Government staff is only available for ongoing employees at their substantive level.
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If I obtain a promotion to a role in the NDIA via an external process, what employee benefits to I take with me?
If you obtain a promotion to a role in the NDIA via an externally advertised process, you will transfer onto the National Disability Insurance Agency Enterprise Agreement 2016-2019 and will not be able to transfer their annual leave, long service leave or personal leave to the NDIA. In this circumstance, staff may be able to apply for recognition of prior service for the purpose of accruing long service leave, but it will be at the discretion of the NDIA.
Prior to making job offers, is the NDIA able to access past performance and disciplinary records held by the department? 

Access to records will not be provided. It should, however, be noted that it is standard practice for a potential new employer to ask the current employer about such issues during the reference checking stage.

Why are only planning roles available at the NDIA through this process?

At this stage the NDIA roles open to Victorian Government employees through this process only includes planning and intake functions.

Why does the NDIA have jobs advertised on their website?

Jobs on the NDIA website may include jobs that are not part of the First Offer Recruitment process for Victorian Government staff; for example, national roles based in Geelong.

Jobs that are not subject to the confirmed merit based process for a first offer of employment are publicly available and can be found on the NDIA’s recruitment page https://www.ndis.gov.au/about-us/jobs-ndia.html
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If I am not successful for a role in the Area where I currently work, can I be considered for a role in another Area?

Yes. Applicants have the option of nominating up to three Areas where they wish to be considered for roles with the NDIA. The first preference must be the Area where they currently work, but the second and third preferences may be in another Area. The only exceptions to this are:

· staff who work in the Stawell office, who are able to apply for roles in Ararat (Central Highlands Area) or Horsham (Wimmera South West Area) as their first preference and,

· staff who work in the Western Melbourne and Brimbank Melton Areas will be able to nominate any of the following NDIA office sites as their first preference; Footscray/Sunshine (final site to be confirmed), Moonee Ponds, Werribee or Melton. 
Applicants who are found suitable during the selection process, but who are not made an offer for a role in the Area where they currently work, will be placed on an Order of Merit and may be considered for a role in the Area of their second or third preference (in the case that there are more roles available than suitable applicants). In this case, applicants will not have to go through additional selection processes. 
Applicants who are found unsuitable will not be placed on the Order of Merit and will not be offered roles in the Area of their second or third preference. However, if the NDIA has additional roles available once the Order of Merit has been exhausted, it may publicly advertise those roles in an open merit selection process (that is, not confined to the Victorian Government but open to the public). Unsuccessful applicants may still apply for these roles.
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I want to put an Area where I do not currently work as my first preference. Can I do this?

The Area where you currently work must be your first preference (with the exception of Ararat, Western Melbourne and Brimbank Melton as described above). However, if you have a desire to be primarily considered for an Area where you do not currently work, you may discuss this with the panel at interview. 
What if there are less roles available than suitable applicants?

If there are less roles available in an Area than suitable applicants, applicants will be ranked in an Order of Merit. The Order of Merit will be used to make offers. If an applicant rejects an offer, either immediately or subsequently, the Order of Merit will be used to make an offer to the next most suitable applicant. 
If other applicants who work outside my Area put it down as their second or third preference, will they be considered for roles at the same time as me?

No. Applicants who currently work in an Area will be considered first for the roles in that Area. If there are surplus roles available once offers have been made to suitable applicants who currently work in the Area, then those roles may be offered to applicants who have nominated that Area as a second or third preference. In this situation, the Order of Merit will be used to make any additional offers.
If I nominate an office location now and accept an employment offer, but circumstances change prior to that office location rolling out, can I request a new office location? 

A staff member may be able to request a transfer to a new office location prior to engagement. Depending on gaps and the Order of Merit at that new location, there may be some flexibility to allow for such a transfer. The request would be considered on a case-by-case basis by the NDIA.
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If I change to a new location (as per the circumstances outlined in the question above), and the request is successful, will the employment terms and conditions of a transferring employee be transferred to the new location?

If the request was successful, and the new role was not a promotion (or a role at a lower level), then the status of being a transferring employee would not change due to a change in location (unless the change in location is not part of the Victorian Regions—i.e. the request was for an interstate location) and so the staff member would continue to take the relevant employee agreement with them.
What supports are in place if I don’t gain employment with the NDIA?

Staff who are unsuccessful in the First Offer Recruitment process or who choose not to apply and whose roles are ceasing, will be assisted to find suitable employment within the division or department.
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If I’m not successful in gaining employment with the NDIA, am I still able to apply for a publicly-advertised role with the NDIA?

Yes. An application in the Statewide First Offer process would not preclude a further application for any publicly advertised roles with the NDIA. Roles will only be publicly advertised should there be more roles available than suitable applicants through the Statewide First Offer Recruitment process and there are no suitable applicants on the Order of Merit. 
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If I am eligible to apply for a position as part of the NDIA Statewide First Offer Recruitment process but gain employment through a publicly advertised role with the NDIA, am I still considered a transferring employee?

Under the Fair Work Act 2009 (Cth), if you are working in an eligible role and are applying for a substantially similar, at level role with the NDIA within three months of leaving your eligible role at the department, you may be considered a transferring employee. If this is the case, you would retain your current agreement (the Victorian Public Service Enterprise Agreement 2016, or the HACSU Department of Human Services Disability Services Enterprise Agreement 2012-2016 and its successor agreement) until the expiry of the agreement or you are promoted or move into another role in the NDIA. If you apply for a role which is a promotion or is below your in scope level, or if there is a gap of greater than three months between your employment in your in scope role and your application to the NDIA, you would not be considered a transferring employee.
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How will COSI numbers in the department be reduced as more areas transition to the NDIS?

COSI funding, and therefore FTE, for each Division will indicatively reduce on a percentage basis (according to the tables below) each time an area transitions to the NDIS. 
[image: image25.png]


East Division
	COSI 

Total Position FTE = 19.0
	Ovens Murray

Reduction = 11% (1.9 FTE)

1 October 2017
	Inner East 

Reduction = 72% (13.0 FTE)

1 Nov 2017
	Outer East

Reduction = 1% (0.2 FTE)

1 Nov 2017
	Goulburn

Reduction = 16% (3.1 FTE)

1 January 2019

	Disability Individual Support Administration (DISA)

Total Position FTE = 9.4
	FTE Reducing by 1.0
	FTE Reducing by 6.8
	FTE Reducing by 0
	FTE Reducing by 1.6

	
	FTE Remaining = 8.4
	FTE Remaining = 1.6
	FTE Remaining = 1.6
	FTE Remaining = 0

	Intake

Total Position FTE = 6.8
	FTE Reducing by 0.7
	FTE Reducing by 4.9
	FTE Reducing by 0
	FTE Reducing by 1.2

	
	FTE Remaining = 6.1
	FTE Remaining = 1.2
	FTE Remaining = 1.2
	FTE Remaining = 0

	Disability Support Register (DSR)

Total Position FTE = 1.8 
	FTE Reducing by 0.2
	FTE Reducing by 1.3
	FTE Reducing by 0
	FTE Reducing by 0.3

	
	FTE Remaining = 1.6
	FTE Remaining = 0.3
	FTE Remaining = 0.3
	FTE Remaining = 0

	DFVCI Liaison Officer = 1.0
	FTE Reducing by 0
	FTE Reducing by 0
	FTE Reducing by 0
	FTE Reducing by 0

	
	FTE Remaining 1.0
	FTE Remaining 1.0
	FTE Remaining 1.0
	FTE Remaining 1.0
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 South Division

	COSI 

Total Position FTE = 38.9
	Inner Gippsland

Reduction = 5% (2.0 FTE)

1 October 2017
	Bayside Peninsula

Reduction = 41% (16.0 FTE)

1 April 2018
	South Melbourne

Reduction = 40% (15.6 FTE)

1 Sept 2018
	Outer Gippsland

Reduction = 13% (5.3 FTE)

1 January 2019

	Disability Individual Support Administration (DISA)

Total Position FTE = 17
	FTE Reducing by 0.9
	FTE Reducing by 7.0
	FTE Reducing by 6.8
	FTE Reducing by 2.3

	
	FTE Remaining = 16.1
	FTE Remaining = 9.1
	FTE Remaining = 2.3
	FTE Remaining = 0

	Intake

Total Position FTE = 11

	FTE Reducing by 0.6
	FTE Reducing by 4.5
	FTE Reducing by 4.4
	FTE Reducing by 1.5

	
	FTE Remaining = 10.4
	FTE Remaining = 5.9
	FTE Remaining = 1.5
	FTE Remaining = 0.0

	Disability Support Register (DSR)

Total Position FTE = 10.9
	FTE Reducing by 0.5
	FTE Reducing by 4.5
	FTE Reducing by 4.4
	FTE Reducing by 1.5

	
	FTE Remaining = 10.4
	FTE Remaining = 5.9
	FTE Remaining = 1.5
	FTE Remaining = 0
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North Division

	COSI 

Total Position FTE = 27.4
	North East Melbourne 

Reduction = 39% (10.8 FTE)

1 July 2016


	Loddon

Reduction = 27% (7.3 FTE)

1 May 2017
	Hume Moreland

Reduction = 19% (5.2 FTE)

1 March 2018
	Mallee

Reduction = 15% (4.1 FTE)

1 January 2019

	Disability Individual Support Administration (DISA)

Total Position FTE = 16.8
	FTE Reducing by 6.6
	FTE Reducing by 4.5
	FTE Reducing by 3.2
	FTE Reducing by 2.5

	
	FTE Remaining = 10.2


	FTE Remaining = 5.7
	FTE Remaining = 2.5
	FTE Remaining = 0

	Intake

Total Position FTE = 8.6
	FTE Reducing by 3.4
	FTE Reducing by 2.3
	FTE Reducing by 1.6
	FTE Reducing by 1.3

	
	FTE Remaining = 5.2
	FTE Remaining = 2.9
	FTE Remaining = 1.3
	FTE Remaining = 0

	Disability Support Register (DSR)

Total Position FTE = 2.0
	FTE Reducing by 0.8
	FTE Reducing by 0.5
	FTE Reducing by 0.4
	FTE Reducing by 0.3

	
	FTE Remaining = 1.2
	FTE Remaining = 0.7
	FTE Remaining = 0.3
	FTE Remaining = 0
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 West Division

	COSI 

Total Position FTE = 25
	Central Highlands

Reduction = 14% (3.5 FTE)

1 January 2017
	Wimmera South West

Reduction = 26% (6.5 FTE)

1 October 2017
	Brimbank Melton

Reduction = 31% (7.7 FTE)

1 October 2018
	Western Melbourne

Reduction = 28% (7.0 FTE)

1 October 2018

	Disability Individual Support Administration (DISA)

Total Position FTE = 7.4
	FTE Reducing by 1.0
	FTE Reducing by 1.9
	FTE Reducing by 2.3
	FTE Reducing by 2.1

	
	FTE Remaining = 6.4
	FTE Remaining = 4.5
	FTE Remaining = 2.2
	FTE Remaining = 0.1

	Intake

Total Position FTE = 10.8
	FTE Reducing by 1.5
	FTE Reducing by 2.8
	FTE Reducing by 3.3
	FTE Reducing by 3.0

	
	FTE Remaining = 9.3
	FTE Remaining = 6.5
	FTE Remaining = 3.2
	FTE Remaining = 0.2

	Disability Support Register (DSR)

Total Position FTE = 6.8
	FTE Reducing by 1.0
	FTE Reducing by 1.8
	FTE Reducing by 2.1
	FTE Reducing by 1.9

	
	FTE Remaining = 5.8
	FTE Remaining = 4.0
	FTE Remaining = 1.9
	FTE Remaining = 0


Appeals against NDIA selection decisions

What appeals and review processes are available to staff who are not happy with a decision made by the NDIA?

The current departmental appeal mechanism does not apply to staff who apply for roles outside of the Victorian Public Service. The NDIA has also confirmed that their appeal mechanisms apply only to existing Australian Public Service (APS) staff. Staff who are not successful in gaining employment may seek feedback from the NDIA.

Planning function in the NDIA

Will the process for planning in the NDIA be similar to that currently followed with Individual Support Packages (ISPs), whereby there is separation between the planning and approval/administration process? 

Information on the process for client planning and funding can be found on the NDIA’s website - http://www.ndis.gov.au/
Salary maintenance

Is salary maintenance available for employees classed as non-transferring employees who obtain a role with the NDIA?

Salary maintenance for non-transferring employees is not available because the Commonwealth and Victorian Government’s Bilateral Agreement stipulates that NDIA employees will either be transferring employees who will maintain their current salary, or they will be non-transferring employees who will be employed pursuant to the National Disability Insurance Agency Enterprise Agreement 2016-2019. There is no obligation on the NDIA to pay salary maintenance to new employees who are not deemed transferring employees.

Is salary maintenance applicable for staff moving to other roles in the department?
Salary maintenance is not applicable for staff who are reassigned to a role at level (transfer) or to a comparable salary within the reassigned classification salary range.
Is there a provision for salary maintenance for staff in receipt of commuted allowance when they move to the NDIA?

Commuted allowance relates to rostered hours of duty on Saturdays, Sundays and public holidays. As the NDIA does not have a requirement for rostered hours of duty on weekends or public holidays, the commuted allowance will not apply.

Office location

[image: image29.png]


Where are the NDIA offices likely to be located?

Staff will be informed of the street addresses when they are known. Locations are indicative only and may change close to the transition date. At this stage, NDIS offices are proposed to be located in the following places:

	Division
	Area
	Proposed Office location

	East Division
	Ovens Murray
	Wangaratta

Albury

	
	Inner Eastern Melbourne
	Box Hill

	
	Outer Eastern Melbourne
	Boronia 

	
	Goulburn
	Shepparton

	North Division
	North East Metropolitan Melbourne
	Epping
Coburg or Preston (TBC)

	
	Hume Moreland
	Broadmeadows

	
	Loddon
	Bendigo

	
	Mallee
	Mildura

	South Division
	Inner Gippsland
	Traralgon

	
	Bayside Peninsula
	Cheltenham

	
	
	Frankston

	
	South Melbourne
	Dandenong

	
	
	Narre Warren

	
	Outer Gippsland
	Bairnsdale

	West Division
	Wimmera South West
	Horsham

	
	
	Warnambool

	
	Western Melbourne

Brimbank Melton
	Footscray or Sunshine (TBC)

Moonee Ponds

Werribee

Melton

	
	Central Highlands*
	Ballarat

Ararat*


*Other Central Highlands offices have already been subject to a first offer recruitment process. 
Relocation expenses 

Is there any travel consideration or relocation expenses for staff who obtain roles with the NDIA outside of the place where they live?
No. Employment with the NDIA is being offered to ongoing staff through a confined merit process, where staff are informed about the available roles and locations and are encouraged to apply. In these circumstances, staff who reside in one place and choose to apply for a role with the NDIA in another place would not attract travel allowance or relocation expense provisions.
Superannuation

Can non-transferring and transferring staff retain membership of defined benefit superannuation schemes after getting a job with the NDIA?   

Yes, department staff who are currently members of State Employees Retirement Benefits Scheme (SERBS), Revised and New (now ESS Super) schemes may apply to maintain membership of these funds.
I understand the NDIA pays 15.4% employer contributions to superannuation. Will this apply to me if I take my accumulation fund with me (VicSuper)?
Yes, you can take your accumulation fund (e.g. VicSuper) with you to the NDIA and the NDIA will pay a 15.4% employer contribution. This applies to both transferring and non-transferring employees.
Novated lease arrangements

Can novated lease arrangements continue to apply upon employment with the NDIA?

Staff with existing novated lease arrangements in place may be able to renegotiate their novated lease with the Commonwealth Government's contracted salary packaging providers, Selectus and SmartSalary. This is subject to the agreement of those salary packaging providers, 

Please note staff are responsible for contacting both their current and prospective salary packaging providers to discuss their particular circumstances. Details of the Commonwealth Government's providers are provided below.

Selectus (phone - 1300 01 02 03; email - info@selectus.com.au)





SmartSalary (phone - 1300 476 278; email - customersupport@smartsalary.com.au)
Secondment arrangements

If I am successful in getting a role, will I be seconded from the department to the NDIA? If so, when will I become an employee of the NDIA?

Depending on the timing of the roll-out of the NDIA in each Area (as listed in the sequence of Victoria’s transition to the NDIS), a period of secondment may precede staff formally becoming NDIA employees. This arrangement has been put in place to ensure the transfer of staff is seamless and beneficial for employees, the department and the NDIA.

Do staff have the option of returning to their DHHS role after their secondment with the NDIA?

Staff will be considered for roles with the NDIA through a merit based selection process. This may be preceded by a formalised secondment arrangement for two express purposes, as explained below. This is not a secondment arrangement in its traditional form, where the department’s staff are released ‘on loan’ with the intention of them returning to the department.

Depending on the sequence of transition to the NDIS, staff may or may not be required to be seconded prior to transitioning employment to the NDIA. Staff will be informed about any requirements for secondment closer to the role out date for their Area.

Applying for LWOP to work outside of the department

Can eligible staff access leave without pay and apply to work outside the department leading up to the statewide recruitment process? 

Leave without pay and outside employment applications will be assessed on a case-by-case basis and will also take into consideration the likely impact on the NDIA should the staff member indicate an intention to apply for NDIA roles.
Emergency management

Will I be able to support the department in an emergency management role during an emergency event when I am working for the NDIA?
No. As you will no longer be employed by the department, you will not form part of the department’s response to emergency situations. During the period of secondment to the NDIA, should that apply, you will not form part of the department’s response to emergency situations.

Enterprise agreement applying to transferring employees
If I transfer to the NDIA, can I choose to be covered by the National Disability Insurance Agency Enterprise Agreement 2016-2019, instead of my current agreement, at some time in the future?
If you are a transferring employee and stay in the role that you transferred to within the NDIA, you will continue to be covered by the agreement covering you as an employee of the department (i.e. the Victorian Public Service Enterprise Agreement 2016, or the HACSU Department of Human Services Disability Services Enterprise Agreement 2012-16 and its successor agreement) until the agreement expires and is replaced by another agreement. You cannot elect to be covered by the National Disability Insurance Agency Enterprise Agreement 2016-2019.
If, after transferring to the NDIA, you change roles (for example, if you are promoted to a new role in the NDIA) you will no longer be a transferring employee and therefore, your employment will be covered by the enterprise agreement applying to employees of the NDIA at that time.

What happens when the enterprise agreement reaches its expiry date? Will I move to a Commonwealth enterprise agreement?

The agreement will continue to apply to your employment (unless your role changes as explained above) until it expires and is replaced by another agreement. The likelihood is that the agreement will be a successor to the existing National Disability Insurance Agency Enterprise Agreement 2016-2019.
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I’m a HACSU employee, will I receive my annual increment if I move across to the NDIA in the 2016/2017 financial year?

If you are a transferring employee and stay in the role that you are transferred to within the NDIA, you will continue to be covered by the agreement covering you as an employee of the department (i.e. the Victorian Public Service Enterprise Agreement 2016, or the HACSU Department of Human Services Disability Services Enterprise Agreement 2012-16 and its successor agreement) until the agreement expires and is replaced by another agreement, including any annual increments. It will be at the discretion of the NDIA Manager, whether the increment is paid. However, in order to assist the NDIA Manager reach their full-year recommendations relating to the annual increment, DHHS Managers should provide part-year recommendations for NDIA Managers, based upon an assessment of the most recent part-year period immediately prior to the staff member transferring to the NDIA. This does not guarantee the NDIA Manager would agree to the recommendation made by the DHHS manager, but the NDIA Manager can therefore take into account the part-year recommendation for the period of time which the staff member worked in the department. 
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 Will I complete my PDS/ PDP evaluation if I move across to the NDIA in the 2016/2017 financial year?

If you are a transferring employee and stay in the role that you are transferred to within the NDIA, you will continue to be covered by the agreement covering you as an employee of the department (i.e. the Victorian Public Service Enterprise Agreement 2016, or the HACSU Department of Human Services Disability Services Enterprise Agreement 2012-16 and its successor agreement) until the agreement expires and is replaced by another agreement. This includes any Professional Development and Support (PDS) or Performance Development Plan (PDP) evaluations for the relevant reporting cycle. In order to assist the NDIA in their full-year recommendations relating to the PDS or PDP evaluation, DHHS Managers should provide part-year recommendations to pass to NDIA Managers, based upon an assessment of the most recent part-year period immediately prior to the staff member transferring to the NDIA. The NDIA Manager can therefore take into account the part-year evaluation for the period of time which the staff member worked in the department. However, full year evaluations will be at the discretion of the NDIA Manager and goals and targets may change with the move into a NDIA role.
Long service leave

How will long service leave be calculated when it is either used or paid out at a future date?
The option of being paid out for long service leave will only be available at the point where staff accept a formal offer of employment with the NDIA. Where staff opt to carry across their long service leave to the NDIA, it will be calculated based on a person's existing agreement and salary when the long service leave is taken or paid out.

General information about the NDIS has been published on the NDIS intranet site at -  http://intranet.dhs.vic.gov.au/our-organisation/projects-and-initiatives/ndis. 
Further information about the NDIS is available at http://www.ndis.gov.au/.
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Payout of Annual Leave and/or Long Service Leave 
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How will annual leave be calculated on payments of unused leave entitlements on termination of employment?

The option of being paid out for annual leave will only be available at the point where staff accept a formal offer of employment with the NDIA. 
Unused leave payments on termination of employment are taxed in accordance with Schedule 7 – Tax table for unused leave payments on termination of employment published by the Australian Taxation Office. 

The tax table can be obtained from the ATO’s website via the link below:

https://www.ato.gov.au/Rates/Schedule-7---Tax-table-for-unused-leave-payments-on-termination-of-employment/



If you wish to seek individual taxation advice, please speak with the ATO on 13 28 61 or your independent financial adviser.  Please note Payroll Customer Service are unable to provide individual taxation advice.
Where staff opt to carry across their annual leave to the NDIA, it will be calculated based on a person's existing agreement and salary.
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Professional Registration and Qualifications
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Do we need to maintain our professional registration and/or qualifications?

The roles on offer in the NDIA do not require for professional registration and/ or qualifications to be maintained.
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Are there opportunities to access funding to attend professional development workshops/ seminars that would meet various professional registration requirements (e.g. VIT registration, AHPRA registration) or paid study leave or practical placement leave?

The roles on offer in the NDIA do not require professional registration and/or qualifications to be maintained. Provision for paid study leave will depend on the provisions of the relevant transferring employee agreement and agreement from your manager. In future, in the event that staff transfer to the National Disability Insurance Agency Enterprise Agreement 2016-2019,  the agreement includes provisions for paid study leave.
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Remaining with the department: service delivery under the NDIS
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If I remain with the department, how will case management services be delivered under the NDIS?

Support Coordination services may be provided to NDIS participants by the department. Please see the following information at http://intranet.dhs.vic.gov.au/our-organisation/projects-and-initiatives/disability-services-delivered-by-dhhs-under-the-ndis which provides links to a Service Statement, Service Agreement and Practice Guide for support coordination services as well as links to other services which the department is registered to provide. The documents provided at these links are subject to review as required, so staff are advised to always access the latest documents at this link.
	To receive this document in an accessible format phone 9096 2655 using the National Relay Service 13 36 77 if required, or email NDIAConsultation@dhhs.vic.gov.au
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