


DFAT FOI - RELEASED UNDER FREEDOM OF INFORMATION ACT 1982 LEX12158

S 22(1)(3.)(| I) HOM - Domestic Page 1
YEARLY MOVEMENT REPORT
From 03/2024 To 02/2025
Division : None specified
Employee Name / Employee No. Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan/25 Feb Total

Department :HOLYSEE

s 22(1)(a)(ii) s 47E(d)
Earnings
Backpay Salary s 47F(1)

Separation/Termination Payment
Basic Salary

Overtime Pay

Meal Allowance

Bonus

Leave Pay

Misc. Payment (Taxable)

SOC SEC HOM DOM HOLY SEE

Deductions

Social Security Deduction

Net Pay 1711.09 1820.74 1629.83 1620.14 1765.83 1622.42 1632.11 1629.83 4785.58 10155.46 2823.17 2029.48 33225.68
s 22(1)(a)(ii) s 47E(d)

Earnings

Backpay Salary s 47F(1)

Separation/Termination Payment
Basic Salary

Overtime Pay

Meal Allowance

Bonus

Leave Pay

Misc. Payment (Taxable)

SOC SEC HOM DOM HOLY SEE

Deductions

Social Security Deduction

Net Pay 1193.46 1185.38 1024.01 957.49 1152.63 949.16 997.10 1053.55 3424.08 6571.11 2317.28 2117.05 22942.30
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s 22(1)(a)(ii) HOM - Domestic Page 2
YEARLY MOVEMENT REPORT
From 03/2024 To 02/2025
Division : None specified
Employee Name / Employee No. Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan/25 Feb Total
s 22(1)(a)(ii) s 47E(d)
Earnings

Separation/Termination Payment S 47F(1)
Basic Salary

Overtime Pay

Bonus

Leave Pay

Deductions

Social Security Deduction

Net Pay 1068.80 1169.58 1080.20 1068.80 1452.98 1068.80 1080.20 1387.65 3174.58 1169.64 0.00 0.00 13721.23

Department Total 3973.35 4175.70 3734.04 3646.43 4371.44 3640.38 3709.41 4071.03 11384.24 17896.21 5140.45 4146.53 69889.21
(No. of Employees : 3 )
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S 2 2 (1) (a) (| |) Australian Embassy Rome - LES Page 9

YEARLY MOVEMENT REPORT
From 03/2024 To 02/2025

Division HOLYSEE Holy See Embassy Staff

Employee Name / Employee No. Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan/25 Feb Total

Department :HOLYSEE Holy See Embassy

s 22(1)(a)(ii) S 47E(d)

Earnings

Appraisal Bonus S 47F(1)
Separation/Termination Advance

Social Security reimbursement

Basic Salary

Overtime Pay

Bonus

Deductions

Social Security Deduction
Social Security Extra Deduction

Net Pay 2105.94 2836.00 2105.94 4634.15 2619.86 3079.53 2632.83 7759.93 2586.22 4833.07 3840.64 2397.67 41431.78

s 22(1)(a)(ii) S 47E(d)

Earnings
Social Security reimbursement

s 47F(1)

Basic Salary
Overtime Pay
Bonus

Deductions

Social Security Deduction (
Social Security Extra Deduction

Net Pay 2499.54 2455.85 2548.74 4748.13 2634.90 2634.90 2634.90 2634.90 2634.90 5144.77 2634.90 2638.98 35845.41
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S 22(1)(3)(”) Australian Embassy Rome - LES Page 10
YEARLY MOVEMENT REPORT
From 03/2024 To 02/2025

Division HOLYSEE Holy See Embassy Staff

Employee Name / Employee No. Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan/25 Feb Total
s 22(1)(a)(ii)
Earnings

s 47F(1)

Payment of Recreation Leave

Separation/Termination Payment
Basic Salary
Bonus

Deductions

Social Security Deduction
Leave Without Pay Deduction

Net Pay 0.00 0.00 0.00 0.00 2449.12 1764.02 3383.37 0.00 0.00 0.00 0.00 0.00 7596.51
s 22(1)(a)(ii) S 47E(d)

Earnings

Appraisal Bonus S 47F(1)

Social Security reimbursement
Basic Salary

Overtime Pay

Bonus

Deductions

Social Security Deduction (
Social Security Extra Deduction

Net Pay 2836.51 3700.69 2836.51 5656.26 2836.51 2836.51 2836.51 2836.51 2943.36 5689.76 3138.54 2841.12 40988.79

Department Total 7441.99 8992.54 7491.19 15038.54 10540.39 10314.96 11487.61 13231.34 8164.48 15667 .60 9614.08 7877.77 125862.49
(No. of Employees : 4 )

Division Total 7441.99 8992.54 7491.19 15038.54 10540.39 10314.96 11487.61 13231.34 8164.48 15667.60 9614.08 7877.77 125862.49
(No. of Employees : 4 )
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DFAT FOI - RELEASED UNDER FREEDOM OF INFORMATION ACT 1982 LEX12158

Parking

If you require a SES car park at the department’s domestic offices, the cost is $2,145 per annum which
would be deducted fortnightly via a payroll deduction. Please advise the SES/HOM Services Section
¢ 22(0@()@dfat.gov.au) prior to your commencement date if a car park is required.

Terms and Conditions

Your engagement with the department is made under section 22 of the PS Act. The terms and conditions
of your employment with the department are principally those applying to SES employees under:

e this offer of employment

e the PS Act

e the Agency Determination 2024/87 (attached to the Offer of Employment)

As an SES employee of the department, you will also be required to comply with the SES conditions of
service in the department’s Human Resource Manual, as amended from time to time. :

While working at the department, you have an obligation to take reasonable care for their own health
and safety under section 28 of the Work Health and Safety Act 2011. This includes the disclosure of any
reasonable adjustments required to be made within the workplace to allow you to undertake your role in
the department. Any health condition/s relating to a workers compensation claim should also be
included in this disclosure. If you require reasonable adjustments to undertake your role, please notify
the SES/HOM Services Section via email at  22(1)(@)(1) @ dfat.gov.au prior to your commencement date
so that, where possible, adjustments can be in place on your first day.

All departmental employees must perform their duties in accordance with the PS Act. You should
ensure that you are familiar with the APS Values in section 10 of the PS Act, the APS Code of Conduct
in section 13 of the PS Act and the DFAT Values Statement. The department places the highest priority
on the ethical conduct of its employees. In addition, departmental employees representing Australia
overseas on either short-term or long-term missions are required to observe the department’s Code of
Conduct for Overseas Service. Breaches of the APS and DFAT Codes may be dealt with under the
department’s formal disciplinary procedures, consistent with section 15 of the PS Act.

The Secretary may terminate a departmental employee's employment at any time on any of the grounds
set out in section 29 of the PS Act.

Security Clearance
s 47E(c), s 47E(d)
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Attachment A
Acceptance of Non-Ongoing Employment

I understand and agree that this non-ongoing engagement with the Department of Foreign Affairs and
Trade is made in accordance with section 22 of the PS Act, is subject to the requirements detailed in
Schedule — Assignment of Duties and material provided. This engagement is conditional upon:
e meeting Australian citizenship requirements;
e the successful completion character checks to determine that I am a suitable person to be
employed in the Australian Public Service and the department;
obtaining and maintaining a security clearance;
providing evidence of formal qualifications required to perform the duties, if qualifications were
specified in the selection documentation;
satisfactory completion of the probation period; and
being medically fit for the role in the department. I understand that I may be required to attend a
medical examination conducted by my treating doctor or by a medical practitioner chosen by the
department.

I understand that failure to meet any of the above requirements may result in my engagement not taking
effect or termination of my employment.

This letter represents the formal contract of employment between me and the department and replaces
any previous contract between me and the department.

I acknowledge that I have read and understand the letter and material provided.

I accept this offer of non-osng%i:?% emplovment with the Department of Foreign Affairs and Trade.
Signature:
Name:
Address: s 47F(1)

Phone number:
Date offer signed:
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CONTENTS

s 22(1)(a)(ii)

OFFICIAL: SENSITIVE

HOM Demﬂqﬁrwng
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s 22(1)(a)(ii)

12
121

12.2

DFAT FOI - RELEASED UNDER FREEDOM OF INFORMATION ACT 1982 LEX12158

Remuneration and Allowances

Salary and Other Benefits

1211

12.1.2

12.1.3

12.1.4

12.1.5

The Employee will receive the annual salary applicable to his or her
substantive SES Classification as set out in Schedule 1 to this
Determination, which is payable fortnightly in arrears.

The Employee’s annual salary reflects the duties, skills and
responsibilities of the Employee, and recognises the Employee’s
previous experience.

Should the Employee’s salary meet or exceed the top pay point for
their relevant classification at any time, the Employee will not be
eligible for any increase to salary until the Department’s standard
top pay point for the relevant classification exceeds the Employees
salary.

Employees who are receiving a parliamentary pension (however
described), or have availed themselves of the benefit of a
parliamentary pension, shall come to an arrangement with the
Secretary on any adjustment to their salary that may be required as a
result of receiving a parliamentary pension.

Where the Employee is absent from work without approval all salary
and entitlements provided to the Employee will cease until the
Employee resumes duty or is granted leave. Any absence deemed to
be unauthorised will not count as service for any purpose.

Salary for Superannuation Purposes

1221

12.2.2

12.2.3

The department will make compulsory employer contributions as
required by the applicable legislation and fund requirements.

If the Employee is not a member of the Commonwealth
Superannuation Scheme, Public Sector Superannuation Scheme or
the Public Sector Superannuation accumulation plan (PSSap), he or
she will have superannuation contributions paid to a fund of his or
her choice in accordance legislative requirements.

Employer contributions to the PSSap will be 15.4 per cent of the
employee’s fortnightly contribution salary. Employer contributions
for employees in other accumulation schemes will be at the same
rate as for employees in PSSap, applied to their fortnightly
contribution salary. Employer contributions will not be reduced by
any other contributions made through salary sacrifice arrangements.
This clause does not apply where a superannuation fund cannot
accept employer superannuation contributions (e.g. unable to accept
contributions for people aged over 75).
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12.2.4  Employer superannuation contributions will not be paid on behalf of
employees during periods of unpaid leave that do not count as
service, unless otherwise required by legislation.

12.2.5  The Secretary may choose to limit superannuation choice to
complying superannuation funds that allow employee and/or
employer contributions to be paid through fortnightly electronic
funds transfer using a file generated by the department’s payroll
system.

12.2.6  Employees who are aged 70 years or older are entitled to
superannuation contributions, at the relevant rate, if the
contributions are accepted by the Employee's superannuation fund.

12.2.7  The Employee will receive an ‘in-lieu-of-superannuation’ allowance
where the following conditions are satisfied:

(@) the Employee is aged 70 years or older; and

(b) the department is not permitted under any Commonwealth law
to pay all or part of an employer contribution to the
Employee's superannuation fund in respect of the employee.

12.2.8  The in-lieu-of-superannuation allowance that is payable to the
Employee is equivalent to the amount that the department would
have paid as a superannuation contribution if the Employee was
under 70 years of age and was a member of PSSap, less any
contribution amount accepted by the employee’s superannuation
fund.

12.2.9  The in-lieu-of-superannuation allowance will be paid as a taxable
allowance in the Employee’s taxable fortnightly salary.

12.2.10 Employees who are currently members of the Public Sector
Superannuation Defined Benefit Scheme, and seek financial advice
on becoming a member of PSSap, will be eligible for
reimbursement for that financial advice up to $500.

12.3  Higher Duties Allowance

12.3.1  Where the Employee is selected to temporarily perform duties at a
higher band or broadband (including higher level SES duties) and
the role needs to be filled for 2 or more working weeks, higher
duties allowance will be paid to any employee temporarily
occupying the role acting at a classification level higher than their
substantive classification level.

12.3.2  The Employee will be paid the difference between the employee’s
current salary and the salary that would be payable if they were
promoted to the higher classification level, or a higher amount
determined by the Secretary.

12.3.3  Where the employee is found to be eligible for salary progression at
their acting classification level they will receive an appropriate
increase in the rate of higher duties allowance. The employee’s
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12.4

12,5

12.6

s 22(1)(a)(ii)

12.3.4

12.3.5

12.3.6

12.3.7

DFAT FOI - RELEASED UNDER FREEDOM OF INFORMATION ACT 1982 LEX12158

salary level will be retained for all future periods of acting
regardless of elapsed time.

Where an employee is assigned only part of the higher duties, the
Secretary will determine the amount of allowance payable.

The Employee will be paid higher duties allowance while an
employee is acting at a higher classification level as part of a job
sharing arrangement where the duration of the arrangement is at
least 2 working weeks.

The Secretary may shorten the qualifying period for higher duties
allowance on a case-by-case basis.

If the Employee acts as Chargé d’Affaires at an overseas post and
the role needs to be filled for 2 or more working weeks, they will be
paid at a salary point nominated by the Assistant Secretary, People
Division or their delegate.

Executive Vehicle

1241

12.4.2

The Employee’s annual base salary includes an amount in place of
any entitlement to an Executive Vehicle Scheme allowance.

Employees on overseas assignments may be provided with a vehicle
in accordance with the department’s Executive Vehicle Scheme
policy arrangements, as amended from time to time.

Vehicle Parking

1251

Access to departmental controlled parking spaces will be defined by
departmental guidelines as issued from time to time.

Other Allowances

12.6.1

Where eligible, Employees will be paid the following allowances:
(@) waorkplace responsibility allowance;
(b) motor vehicle allowance;

(c) out-of-hours parliamentary, media, protocol, humanitarian and
consular duties allowance;

(d) language proficiency allowance;

() community language allowance; and
(f)  remote localities allowance.

Further information is contained in the HRM.
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DFAT FOI - RELEASED UNDER FREEDOM OF INFORMATION ACT 1982 LEX12158

14 Travel

141

14.2

143

Domestic and Overseas Travel

14.1.1  The Employee is entitled to fly business class both within Australia
and overseas while on official business, with the exception of travel
between Canberra and Sydney, and between Canberra and
Melbourne, which will generally be limited to discount economy
class in accordance with the department’s travel policy. The
department’s policy intention is that all Employees will use business
class for international travel wherever it is available.

14.1.2  The Employee may use an approved corporate credit card to charge,
in accordance with the guidelines in the HRM, reasonable expenses
in relation to accommodation and meal costs incurred while
travelling on official business both within Australia and overseas.

14.1.3  Frequent flyer points accrued at the department’s expense should
not be used for personal travel or private purposes.

Spouse Travel

14.2.1  Anannual amount which may be applied, at the Employee’s
discretion, towards spouse-accompanied travel is included in the
Employee’s salary specified in clause 12.1. However, additional
funding for spouse travel may be approved if it is deemed
appropriate for a spouse to accompany the Employee for official
representational purposes.

Overseas Conditions of Service

14.3.1  The Secretary may determine conditions of service for Employees
working overseas on long-term posting.

14.3.2  The conditions regarding the official recognition of de facto
relationships for the purposes of conditions of service apply
regardless of sexual orientation, gender identity, or intersex status.
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15 Child Care
15.1

15.2

15.3

s 22(1)(a)(ii)

The department may reimburse additional childcare costs where
Employees are required by management to increase their hours of
work to cover emergency situations or to meet short term work
commitments, including short term missions. Further details are
provided in the HRM.

Access to childcare facilities on the department’s premises will be
provided to Employees where property leases and operational
requirements allow. Where provided, departmental employees will
have priority over other organisations or individuals in these centres.

Families of Employees returning unexpectedly from post for
operational reasons and at the department’s initiative will receive
higher priority access as determined by the Secretary. Further
information is contained in the relevant centre’s policies.

17 Additional Terms and Conditions of Employment

17.1 General
17.11

17.1.2

Any benefits provided to the Employee as detailed under this clause
are binding on the department only for as long as the Employee
remains in the employment of the department.

The Employee may use his or her officially-provided mobile phone
and other home office facilities for incidental private purposes
subject to the department’s guidelines.

17.2  Mobile Telephone

1721

It is a condition of the Employee’s employment that he or she must
be reasonably able to be contacted during periods when absent from
his or her usual workplace. In consideration of this requirement, the
Employee will be provided by the department with a mobile
telephone for both work and reasonable personal use. All costs
associated with the supply of the mobile telephone will be met by
the department on presentation by the Employee of the supporting
documentation/receipts requested by the department. The
Employee is required to meet the cost of personal calls in excess of
the reasonable personal use limit, as defined by departmental
guidelines issued from time to time.

Page 71 of 75



DFAT FOI - RELEASED UNDER FREEDOM OF INFORMATION ACT 1982 LEX12158

17.3  Airport Lounge Membership

17.3.1  The Employee may take out membership of one airline club lounge,
the annual cost of which will be met by the department. The annual
cost of a second airport lounge membership, which may be taken
out at the Employee’s discretion, has been included in the
Employee’s salary specified in clause 12.1.

17.4 Fuel Card

17.4.1  Where Employees on overseas assignments are provided with a fuel
card it is solely for use with respect to a vehicle provided to the
Employee under the Executive Vehicle Scheme pursuant to clause
12.4. The fuel card may be used for all fuel purchases and
commercial car wash services in respect of the vehicle. Consistent
with the Public Governance, Performance and Accountability Act
2013, an amount representing the personal contribution for private
benefit accruing from the use of the fuel card during leave and non-
leave periods has been included in the employee’s salary specified
in clause 12.1. The Employee will provide the department with
supporting documentation/receipts requested by the department.

17.5 Study and Professional Development Expenses

17.5.1  The Employee is not eligible for any study leave provisions
available to other employees of the department. An annual amount
which, at the Employee’s discretion, may be applied towards
professional development activities has been included in the
Employee’s salary as specified in clause 12.1.

17.5.2  An annual amount which, at the Employee’s discretion, may be
applied towards membership of professional associations has been
included in the Employee’s salary as specified in clause 12.1.

s 22(1)(a)(ii)
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Schedule 1 — Base Salaries

LEX12158

Classification and Salary Levels

Base Salary as at 18 October 2024

SES Band 1

$225,143

s 22(1)(a)(ii)

$245,569
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