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What is HR eXpert?

HR eXpert is an interactive website which answers questions about
employment entitlements for staff employed under the Public Sector
Employment and Management Act 2002.

HR eXpert has been developed by the Public Sector Workforce Office (PSWO) of the NSW Department
of Premier and Cabinet.

> answers your questions about your entitle- > The information is about YOU and your
ments circumstances

> It can help you make decisions - you can > It provides you with reports, letters and
try out different scenarios application forms

> You do not need to know the ‘rules’

Nsw PREMIER'S DEPARTMENT

About HR eXpert

HR. expert helps staff employed under the Public Sector Employment and Management Act 2002 understand their entitlerments and conditions, It is
rmade up of interactive inquiries which cater for your particular circumstances, The "rules” are all built into HR eXpert so it does not matter how much
ar how little you know about your entitlements,

HR expert also includes a comprehensive list of NSW and other Australian government agencies,

Click on the title to commence an inguiry or use the "More details" link to find out how the inquiry can help you,

Leaving the Service

Leaving the Service More Details

Yoluntary Redundancy More Details
Leave

Entitlerment to Extended Leave/Recognition of Prewious Service More Details

Entitlerent to Maternity Leave More Details

Wariation to Maternity Leawve More Details

Study Time More Details

Allowances

Entitlerments for 8 Proposed Journey More Details
Entitlerments for a Completed Journey More Details
Higher Duties Allowance More Details

Salary Packaging

Building a Salary Package Iore Details

> Maternity Leave S TIP

> Extended Leave You can use it any time — work, at home, anywhere.

> Recognition of Previous Service For example, sit down with your partner at home

> Voluntary Redundancy to work out your Maternity Leave options.

> Leaving the Service I IMPORTANT

> Study Time

> Travelling Compensation HR eXpert is designed for staff employed under the
9 P Public Sector Employment and Management Act

> Higher Duties Allowances 2002. If you are employed under a different act,

> Salary Packaging the answers may not. be correct. You will need to
) i contact the HR Area in your agency.

> Agency List Inquiry
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How You Access HR eXpert 3. You can navigate through the DPC web
site www.dpc.nsw.gov.au
You can access HR eXpert in numerous

ways: EITHER
1.You can go straight to the HR eXpert web address  Click on the HR eXpert link on the home page
OR

www.dpc.nsw.gov.au/public_employment/hr_expert ) ) ]
Navigate through the screens — Click on Public

Sector Employment, then HR eXpert.

OR
_ If you want to use
v TIP / You can access HR eXpert in the information

HR eXpert often, save the address as a Favourite. areas of the web site. For example, links to the

Maternity Leave, Extended Leave and Study

2.Some agencies will provide links to HR Time modules can be found under:

eXpert through their intranet. Look
for the HR eXpert icon or other Public Sector Employment > HR eXpert

instructions on your intranet.

Skip to content

New South Wales Government
Department of Premier and Cabinet

| Hormme # Public Sectar Employrment = A A A | Quicklinks More

ernment The Premier of NSwW
HR e;’{}')ert Premier's Media
Releases
o - . s State Plan
Public Sector NOTE: Tax treatment on payments for eligible termination payment will change
Employment from 1 July 2007. Until the system is updated the estimated results generated by Parliarnent
PR CHTPne the voluntary R.edu.ndancy. module will not apply all of the tax treatment.changes. NEW Legislation
If you are considering taking voluntary redundancy you should seek advice from a
Creating and Filling Jobs professional financial advisor and your Human Resources area about your SHEOES
Warkforce Profile and entitlements post 1 July 2007. Boards and Committees
Flanning P [ d Ministers'
= I The HR exXpert System provides self service access to advice an SE:Q'&E;SQH il
SlafDEvEIDpImEnt employment conditions and entitlernents for staff employed under the . g
Finding a Jab in the Public Public Sectar Employment and Managerment Ack 2002 (PSEMA), Current ﬁ;gm;“;‘t" abinet
Sectar modules which are available relate to -
Working in the RSWw .
Fublic Sectar e Maternity Leave HR expert
Redepl t * Study Time Pasitian Codi
edeploymen osition Coding
* EXtend'_gl_j Leave . . Automated Tool
HR expert & Recoghition of Previous Service
: : Personnel Handbook
T — & Leaving the Service
_ e Voluntary Redundancy Mermaos and Circulars
Ethics and Conduct « Travel Compensation, including Meal and Private Maotar Wehicle &llowances B B
Equal Employment ¢ Higher Duties allowance
Cppartunity s Salary Packaging h
i i What's New More
Senior Executive Service = Agency List Inquiry
Trternatinnal Naw Af
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Starting your inquiry

Each module commences with an entry screen that explains what the module
does.

You should read the disclaimer, privacy and copyright information before starting your inquiry.

The responses provided by HR eXpert are estimates as they are based on the information that you
enter into the system.

The information you enter is not saved by the system to ensure your privacy.

Make sure you have all the information listed before you start your inquiry.

Leaving the Service

HR expert is based on the Public Sector Employment and Management Act 2002, If vou are not
currently emploved under this act the following results may be inaccurate or misleading.

In this inguiry you can determine an estimated value of the Extended Leave and Recreation Leave
cormponents of yvour payaout figure if vou leave the service throuagh resignation, retirerment ar
medical retirerment,

The inguiry will allow vou to model various options and provide gross, tax and net figures,
Before you begin

Before vou beaqin the inguiry, please read the disclaimer, privacy staternent and copyright notice,

In particular, please be aware that the inquiry and associated reports are based on information
vou provide, that calculations are only estimates, and that your final pav-out figure will be
provided by vour Human Resaurces area.

Please also note that any information vou provide during the inquiry will not be saved by this
systemn, However, non identifying statistical information about usage will be stared on the system
for monitoring purposes,

What you may need to complete the inquiry

To complete this inquiry you will find it useful to have certain information and docurments on hand.
You will need:

m detailz about your pay and taxation

m up-to-date balances of your Recreation Leave and Extended Leave

If you do not know vour Extended Leave balance, the system will calculate vour accrued Extended
Leave entitlermnent. To determine vour current Extended Leave balance you must deduct any
Extended Leave vou have taken or been paid out, In this case, vou will also need:

® your ernployment history with all government agencies (MSW, Commonwealth and other States
and Territories)

m periods of unpaid full time leave you have taken
B periods of unpaid part tirme leave you have taken

B periods of part time wark

® Extended Leave you have taken or been paid out,

enter

Click enter to begin your inquiry
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Examples of Screens

Most screens look like the ones below. They are split into two. The left hand
side of the screen provides the questions you need to answer. The right hand
side of the screen provides help to answer the questions.

To answer the questions you will usually:
> Select a statement from a drop down list

by clicking on (] the symbol
> Click on a ‘tick’ or ‘cross’ button ® v O X
> Type in text, numbersordates | |

v TIP Often the most common

answers are already displayed.

You can change them if necessary.

~
E Tax details
A Medicare exemption type Mo Medicare Exemption vl
Is vour leave loading paid as a lump
”%sum when you take leave? ® v O x
Did you supply a Tax File Murmber to the
/épempluyer? @Y OX
are wou claiming the tax free threshold
"’%with the employer? @® v O x
A Bre you a foreign resident? O v ® x
Each of the questions abave is alsa a link to further information. Click on
the question text above to see help for answering that question an the 3

Medicare exemption

Vithy is this question being asked?

The tax amount to be withheld from vour leave
entitlernents depends on whether you are
claiming an exerption from the Medicare levy,

How do | answer this question?

Determine whether vou are entitled to a half
Medicare levy exermption, a full Medicare levy
exermption or no Medicare levy exermption. Then
select the appropriate option from the drop-down
box,

Who is entitled to a Medicare levy
eHemption?

You may be entitled to a Medicare levy exemption
if:

When you have answered all of the questions, click enter to move to the next screen.

Pay details

b4

A Full tirme annual salary

L 1]

Each of the questions above is also a link to further information. Click on
the question text above to see help for answering that question on the right
hand side of the screen

Pay details

Vhy is this question being asked?

Your pay details are required to calculate how
ruch pay you will receive when vou leave the
service or go on Maternity Leave.

» If your classification is a 35 hour per week
classification you will be asked your annual
salary,

» If your classification is a 38 hour per week
classification vou will be asked your weelkly
wage rate,

» If you are currently on Unpaid Part-Time
Leave, or work part time permanently or
through an ongoing agreement you will be
asked to provide the eguivalent fulf ime rate
for your classification/ grade/ position.

How do lanswer this question?

This information is available on your pay slip, or
from your Electronic Self Service (ESS) system,

Enter your {gross) annual salary or weekly wage
{or equivalent full-time salary or wage) at the time
of taking Maternity Leave or leaving the service.
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Examples of Screens (cont.)

Some screens provide you with information about your particular circum-
stances throughout the inquiry.

In the Maternity Leave inquiry information is provided about:

> your entitlement to paid Maternity Leave

> your leave and payment selections

> the date that payment will be made up to

> the date that your 12 months unpaid full time Maternity Leave ceases

The information about your particular circumstances is provided to help you make a decision about
your intended date of return.

Intended date of return
E Date of return to work

Why is this question being asked?

The intended date of return is the date you
You have an entitlement of 14 weeks paid Maternity wish to cease full-time Maternity Leave.
Leave, {which can commence up to 9 weeks prior to the The date vou return to full or part-time
expected date of birth), and up to twelve months unpaid

leave following the actual date of birth. duties after giving birth is your own

decizion, subject to the provisions of

Your paid component is made up of: reasonable adjustrnent and occupational
health and safety considerations, the
* 14 weeks of paid Maternity Leave (paid at full pay over entitlernent to Maternity Leave (12 months
14 weeks) following the actual date of birth), right to
Based on your leave and payment selections, you will request an extension for a further
receive payment for the period up to 22 Apr 2009. continuous period of Maternity Leave of up
to 12 months, and right to request to work
Based on the expected date of birth, your 12 months an part time Maternity Leave up until your
unpaid full time Maternity Leave is due to cease on 30

Jan Z010. child reaches school age.

* Entitlement
A Intended date of return |:|

You have an entitlerment to take full time
Maternity Leave for up to 12 rmonths

following yvour child's actual date of birth,
Each of the guestions above is also a link to further information, s Right to request

Zlick on the guestion text abowve to see help for answering that

question on the right hand side of the screen Tou may request to extend your full time

Maternity Leave for a further continuous
period of up to 12 months, You may also

Each question also has its own help screen. On this type of screen it will appear in the right hand
window.

You should always read the help screens to ensure you understand what is required. These screens
provide definitions and explanations of how to answer the questions and allow you to access
legislation and other information.

Clicking on each question will bring up the help screen for that question.
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Examples of Screens (cont.)

Some screens allow you to enter multiple responses. For example the
‘Employment history’ screen allows you to enter all the agencies where you
have worked.

You should read the step by step instructions before answering the questions. Click on each
column heading to see help information about that heading.

E Employment history

Please provide details of all your government employers, including your current agency. If you have
been employed by the same employer on more than one occasion, enter each occasion separately.

Click on ADD AMOTHER to provide details about further employers. You can enter these in any order
but you may find it easier if you enter them from first to last. You can sort at any time by clicking the
SORT button.

For each emplovyer:

1. Click on the icon beside the first box to select your employer name from the list that
appears in the pop-up box. OMLY type in the text box if your employer does not appear in the
list.

2. Insert the start and end dates.

3. Click the relevant button to indicate whether you had any periods of unpaid full time leave,
unpaid part time leave or part time work.

4. Also indicate whether your Extended Leave was ever paid out.

During this employment did you

Click on the icon to select your Start date End date take unpaid full  take unpaid have your
employer name from the list time leave part time leave Extended Leave
ar worlk part paid out
timne
Prem - Premier's Dept (NS v v v
=N | 1/08/2004| ) 1/06/2007) O x O x O x
" ® ® ®
I add another 7 [ sort } [ enter
PN V' N
Each of the column headings above is also a link to further information. dlick on the heading for help to answer that
gquestion,
Click on the icon @ to Click on ‘add another’ to
select the agency list. enter as many employers
as necessary.
! IMPORTANT
_ . You can enter your
Do not_ type agency name in the bo>$ provided, employers in any order
unless it is not found in the Agency List. If you do and sort them by date.

HR eXpert will classify the employer as ‘unknown’
and will not recognise your service.

www.dpc.nsw.gov.au/public_employment/hr_expert




Selecting Your Employer

The Agency List contains interstate and Commonwealth agencies as well
as a detailed history of NSW agencies since inception. When you select
your employer/s the rule base determines if your service is recognised for
Extended Leave purposes.

HR eXpert only needs to know about your government employers. Do not enter service with
universities or councils as it will not be recognised. You should read the instructions before selecting
your employer/s.

Name of Employer

Why is this question being asked?

HE eXpert needs to know the name of your current and previous government employers to determine which periods of service may be
recognised with yvour current NEW government emnployver. % eXpert may also use this information to ask further questions about your
government service throughout your inguiry,

How do l answer this question?
o Only Commonwealth, State and Territory employers are included in the list, You do not need to enter details of private sector

employers,

» If you cannot find vour employer in the list (see below for tips), type its name into the box provided on the inquiry screen. Only type
in the box if you are unable to find the name in the list,

# Click on the appropriate letter of the ALPHABET to quickly locate vour relevant employer,
» Scroll through the list to locate the agency. Once you have located it, click on the arrow beside its name.

» The name will be transferred across to the inquiry screen and you can complete the remaining questions for that employer.,

ABCDEFGHIJKLMNOPQRSTUVWXYZ

v TIP Use the alphabet to quickly find
your employer.

H aDB - anti-Discrimination Board (NSW) 1977-06-01

5 adelaide Local Court (SA)

HH adelaide Paolice Court (S4&)

2 adelong Hospital (MSW)

5 administrative and Information Services, Dept of (SA) 1997-07-01 =2006-10-01
H adrministrative Appeals Tribunal (Cwlth)

H administrative Services, Dept of (NSW) 1989-04-02 1990-08-01
5 adult Migrant English Service (NSW)

M Advance Energy (NS 1996-03-01 =2001-07-01
H asg - attorney General (NSW) 1823-10-01 1901-07-31
H AG - Attorney General's Dept (NSW 1984-12-19

When you have found your employer click on the arrow. You will be taken back to the
Employment History screen and your employer will be inserted into the box. To help find your
agency easily, some agencies appear under more than one name. Please select carefully and use

the dates if needed.
Can't find your employer? ! IMPORTANT The Agency List will be

If you think it is a Government employer, return to updated on a continual basis. If you know of a

. . Government employer which is not in the list,
the previous screen and type the name in the box 4 .
sredied please forward details to the email address

found on the last page.

! IMPORTANT
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Summary of Results

You are presented with a screen containing summary information at the end
of each inquiry. Different inquiries provide more detailed reports, letters and/
or forms in Word format that can be saved or printed.

Click on the links to access the reports. ! IMPORTANT You can not save inquiries.

Print this screen or print/save any reports you wish
to keep.

Inquiry Summary

Entitlement to Extended Leave/Recognition of Previous Service

HR exXpert is based on the Public Sector Erployment and Management Act 2002, If vou are not
currently ernployved under this act the following results may be inaccurate or misleading,

This screen displays a brief surnmary of your results, HR eXpert also provides more detailed
infarmation in reports, application forms and letters. Go to the Reports/Forms section below to see
what is available for this module,

If you wish to retain a copy of your results you may print this screen and print/save any of the waord
docurnents in the Reports/Forms section. vou need to do this befare you start a new inquiry or exit
the systemn as HR eXpert will not save yvour inquiry.,

Summary of Results

Tour recognised service for Extended Leave purposes has been determined in line with the provisions
of the Public Sector Employment and Management act (PSEMA) 2002 and the Transferred Officers
Extended Leave Act (TOELA) 1961 as follows, Mote: TOELA 1961 was repealed on 1 January 2006
{and consolidated into Schedule 34 of the PSEMA 2002), but its provisions continue to apply to
service that occurred prior to 1 January 2006,

m vour 13,773 years of service with PEC - Public Emplovyment Sffice (MSW) [1]
rnay be recognised for Extended Leave purposes under the PSEMA 2002,

m Tour 5.016 years of service with TAFE - Technical and Further Education,

Cept of (MNSW) may be recognised for Extended Leave purposes under the
FSEMA 2002,

Your total length of service that may be recognised for Extended Leave purpases is 18,739 years,

Tou would be entitled to Extended Leave under the PSEMA 2002, as vou have over 7 years
recognised service,

If you access any reports or forms you will be taken to the Personal Details screen. Entering this
information is optional. However, if you intend to submit the document to your agency, you
should provide these details.

a =] Personal details

Your personal details
Why is this question beingasked?

These questions are asked to provide your personal details for

oFull name: /1 the repart or application form,

o Serialfemployee number: :l The information is saved by the system in any format other
than the repart or form that you download,

© Agency/department: [ You can chaose to save this report or form on your computer

oDivision/branch: 1 How do | answer this question?

o Classification: N Complete the details as you normally would on an application
form in your agency.

orade: [ ]| wons of thess questions are sompulssry. If you da net answsr
one or more questions this area will be left blank on the report

or farm

Each of the questions abave is alsa a link ta further information. Click an the question text
sbove to see help far answering that question on the right hand side of the screen
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Detailed Results

When you have completed your inquiry you have the option to produce
detailed reports, forms or letters. These contain more detailed information
than the Inquiry Summary screen.

What reports are available through HR eXpert?

> Entitlement to Extended Leave/ Recognition of Previous Service Report
> Letter to Previous Employer — Certificate of Service

> Letter to Current Employer — Recognition of Previous Service
> Leaving the Service Options Report

> Voluntary Redundancy Report

> Maternity Leave Application

> Maternity Leave Applicant’s Private Copy

> Application to Vary your Approved Maternity Leave

> Study Time Application

> Authority to Travel Application

> Approval to use a Departmental Vehicle Application

> Approval for Air Travel Application

> Travel Expenses Claim Application

> Salary Packaging Options Report

What can | do with the reports?

Reports and Forms
> are for your records
> help you make decisions e.g. take your Voluntary Redundancy Report to see a Financial Advisor

> can be submitted to your Human Resources area for actioning

Print and/or save reports, forms and letters if you wish to retain a copy. See the next page for an example of a report.

|
: IMPORTANT Information contained in reports is based on the details you provide

and are estimates only. Final figures are to be determined by your Human Resources area.
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Example of Report

ENTITLEMENT TO EXTENDED LEAVE/RECOGNITION OF PREVIOUS SERVICE
REPORT

The information contained in this repor iz based on the defailz vou have provided as part of
vour HR Expert online enguiry on £ Feb Z004 and is provided as guidance only. The
government of New South Wales gives no warranty or undertaking that the information or
rezults produced from using this system represent your true entitlemant.

Tha system examinas your amploymant history 1o determing which service may be recognised
zervice for Extended Leave purposes, according to the provisions of the Public Sector
Employment and Management Act (PSEMA) 2002 and the Transferred Officers Extended
Leave Act (TOELA) 1961,

The Human Fescurces area in your agency is responsible for formalising the recognition of an
amployee’'s previous service for Extended Leave purposes. You should contact your Human
Resources area for further advice about the data presented in this report or for infermation
about the process for farmalising the recognition of your previous service, (if applicable).

Employee Details

Mame: Example Name SeriallEmployee No: Example No

Agency/Department: Example Agency | Division/Branch: Example Branch

Classification: Example Classification Grade: Example Grade

Service Details

Employer Start date End date Length of service that may |

be recognised under
PSEMA TOELA
Example Agency (NSW) 15 Mar 1990 | 2 Feb 2004 13.BE8 years
Example Agency [(Cwith) 19 Mar 1980 | 18 Mar 1990 10.005 years
Total length of service that may be recognised for 23.893 years I
Extended Leave purposes (this amount may be
rounded)

Entitlement to Extended Leave

Based on your total of 23.8593 vears service that may be recognised for Extended Leave
purposes, you would be entiled to Extended Leave under the PSEMA 2002, Your estimated
accrued Extended Leave entitlement as at 2 Feb 2004 is 197 working days. To datermine your
current balance you will need to deduct any Extended Leave you have taken.
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Helping you use HR eXpert

In addition to the help for individual questions (see pages 6 and 7), HR eXpert
provides other forms of assistance.

HR eXpert toolbar
ﬁ Home D Start again @ View or change your answers @ Help
> fa takes you back to the HR expert /
Home Page. Use this if you want TIP
to change to another area within
HR eXpert .
> [ allows you to start a new inquiry
of the same type.
> @ takes you to a screen which
shows all your answers for this
inquiry. You can change these I IMPORTANT

if necessary and continue using
this new information.

> @ you to the area on the Premier’s
Department web site where
you can access all the HR eXpert
documentation.

Error messages

> i A red error message means that you
cannot continue without changing your
answers.

> ®] A yellow warning message means you
should check your answers before you
continue.
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Agency List Inquiry

The HReXpert Agency List Inquiry gives you access to the Agency List of
NSW and other Australian government agencies in a searchable format.
It includes predecessor and successor information and allows you to

download the list.
v TIP You can enter ‘known as’

names or Acronyms for NSW agencies.
Agency List Inquiry

The HR exXpert Agency List Inquiry allows you to access 5 comprehensive Agency List which provides details of past and
present MSW government agencies. Commuonwealth agencies and those from other states are also included, Mote that local
government agencies, universities and other tertiary institutions are not included as service with these agencies is not
recognised, The list is not exhaustive, If your agency is not included you should check with yvour HR area.

The primary use of the Agency List is to determine eligibility far Extended Leave far M3W government erployees under the
Public Sector Employment and Management Act (PSEMA), However, it is an excellent resource which provides detailed
information abaut agencies which can be used for many other purposes.

vou can search the list to find individual agencies, using any of the many names they are known by, This will provide details of
the agency and allow you to track them over time by identifying their predecessors and successors, vou can also download an
excel spreadsheet which contains details of all agencies in the list,

Type in,an Basic Search
agency's

name to find a
specific agency

orleaveit [ [ search ] Search'’ to select
blank to see

X categories to refine
the Wh0|e ||St Advanced Search g

N
in alphabetical Ezmortigeney List your search.
order Click Help for defiRiions of data fields and terms used in the Export Aigency List

SEARCH HINT: When searching for an agency, use the agency narme without Department of, Office of, etc (eg type
Community Services not Department of Commonity Services)

Click on ‘Advanced

The pgency List will updated on a continual basis, If you know of a government employer which is not in the list, your
feedback would be appPsciated, Please email as much information about the agency as possible to
hrefpert@premiers.nsw.qon.au

Click on ‘Export
Agency List' to
download the whole
list in an Excel
spreadsheet.

Click on ‘Help’ to
read information
about how the list
is set up.

|
: IMPORTANT The Agency List Inquiry is the same list

of agencies you access in the Extended Leave inquiry (see page
8). The only difference is that the Agency List Inquiry allows you
to search the list, see historical information and download the
whole list an Excel spreadsheet.
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Feedback and questions

You can address feedback and questions about the system to: hrexpert@dpc.nsw.gov.au

If you have any HR inquiries you should address them to your Agency’s HR area.

Department of Premier and Cabinet
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