
State Administration Centre 
200 Victoria Square 
Adelaide SA 5000 

GPO Box 1045 
Adelaide SA 5001 

DX56205 

Tel     08 8226 9500 
Fax    08 8226 3819 

http://www.treasury.sa gov au 

ABN 19 040 349 865 

OFFICIAL 

OFFICIAL 

File: T&F21/0296 
A1854000 

 
 
 
21 June 2021 
 
Mr Gabriel Polychronis 
31 Waymouth Street 
ADELAIDE  SA  5000 
 
Sent via email: gabriel.polychronis@news.com.au  
 
 
Dear Mr Polychronis   
 
Freedom of Information – Employee complaints Member for Reynell 

I refer to your application under the Freedom of Information Act 1991 (FOI Act), received by 
the Department of Treasury and Finance (DTF) on 24 March 2021. 

Your application specifically requested: 

‘Any document that refers to complaints or concerns expressed by employees who have 
worked in the office of the Member for Reynell about the behaviour of the current Member for 
Reynell. And, any document that refers to Workers Compensation claims by employees who 
have worked in the office of the Member for Reynell arising out of complaints or concerns 
expressed about the behaviour of the current Member for Reynell’ 

Under the Act, an agency has 30 days to respond to a freedom of information request. As 
DTF did not respond to your request within the time frame required, the department is 
deemed to have refused you access to all documents relevant to your application. However, I 
have determined to process the request as if the statutory time frame had been met. 

The purpose of this letter is to advise you of my determination.  

A total of 239 documents were identified as answering the terms of your application and I 
have determined as follows: 

• I grant you access in full to 6 documents, copies of which are enclosed 

• I grant you access in part to 1 documents, a copy of which is enclosed, and 

• I refuse you access to 232 documents. 

Please refer to the attached schedule that describes each document and sets out my 
determination and reasons in summary form. 

Documents released in full 
 
Documents 194, 199, 205 – 207, 220 
 
Documents released in part 
 
Document 156 
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This document contains information relating to the personal affairs of third parties. Under 
clause 6(1) of Schedule 1 to the Act, a document is exempt if its disclosure would involve the 
‘unreasonable disclosure of information concerning the personal affairs of any person’. This 
information falls within the definition of personal affairs under the Act and is therefore exempt 
from release pursuant to clause 6(1). 
 
Documents refused in full 
 
Documents 1 – 155, 157 – 193, 195 – 204, 208 – 219, 221 - 231 
 
These documents consist of information relating to the personal affairs of third parties. Under 
clause 6(1) of Schedule 1 to the Act, a document is exempt if its disclosure would involve the 
‘unreasonable disclosure of information concerning the personal affairs of any person’. This 
information falls within the definition of personal affairs under the Act and is therefore exempt 
from release pursuant to clause 6(1). 
 
Document 150 – 151, 157, 217, 225  
 
These documents also contain allegations or suggestions of improper conduct, the truth of 
which has not been established by a judicial process and disclosing this information would be 
unreasonable. I have therefore determined to exempt this information pursuant to clause 6(2) 
of Schedule 1 to the FOI Act. 
 
Documents 1 – 148, 158 – 193, 195 - 197 
 
Clause 12(1) of Schedule 1 to the FOI Act states that a document is exempt from release if ‘it 
contains matter the disclosure of which would constitute an offence against an Act’. These 
documents also consist of information obtained in relation to the administration or 
enforcement of the Return to Work Act 2014 (RTW Act), the release of which would be an 
offence in accordance with Part 12, section 185 of the RTW Act. I have therefore determined 
these documents to also be exempt pursuant to clause 12 of Schedule 1 of the FOI Act. 
 
Document 216 also contains information not relevant to you application and it has been 
exempted. 
 
Exemptions 
 
Clause 6 – Documents affecting personal affairs 
 

(1) A document is an exempt document if it contains matter the disclosure of which would 
involve the unreasonable disclosure of information concerning the personal affairs of 
any person (living or dead). 

 
(2) A document is an exempt document if it contains allegations or suggestions of criminal 

or other improper conduct on the part of a person (living or dead) the truth of which has 
not been established by judicial process and the disclosure of which would be 
unreasonable. 

 
Clause 12 – Secrecy Provisions 

 
(1) A document is an exempt document if it contains matter the disclosure of which would 

constitute an offence against an Act. 
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Section 185 of the Return to Work Act —Confidentiality to be maintained 

(1) A person must not disclose information (except as permitted by subsection (3)) if— 

(a) the person obtained the information in the course of carrying out functions in, or in 
relation to, the administration, operation or enforcement of this Act; and 

(b) the information is— 
(i) about commercial or trading operations; or 
(ii) about the physical or mental condition, or the personal circumstances or 

affairs, of a worker or other person; or 
(iii) information provided in a return or in response to a request for information 

under this Act. 
Maximum penalty: $10 000. 

Please note, in compliance with Premier and Cabinet Circular PC045 - Disclosure Logs for 
Non-Personal Information Released through Freedom of Information (PC045), DTF is now 
required to publish a log of all non-personal information released under the Freedom of 
Information Act 1991.  
 
In accordance with this Circular, any non-personal information determined for release as part 
of this application, may be published on the DTF website. A copy of PC045 can be found at 
the following address: http://dpc.sa.gov.au/what-we-do/services-for-government/premier-and-
cabinet-circulars Please visit the website for further information. 
 

Appeal Rights 
 
If you are aggrieved with this determination, you have a right to apply for internal review 
under subsection 29(1) of the FOI Act. Pursuant to subsection 29(2), your application must: 

• be in writing 

• be accompanied by the application fee of $37.50 

• be addressed to the principal officer, and 

• be lodged at an office of DTF, or emailed to freedomofinformation2@sa.gov.au within 
30 days after the day on which you receive this letter or within such further time as 
the principal officer may allow. 

If you require any further information, please phone Natalie Haigh on (08) 8429 0839. 

Yours sincerely 
 
 
 

Maria Ross 
ACCREDITED FREEDOM OF INFORMATION OFFICER 
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Doc. 
No.

Date Description of Document
# of 

pages
Determination Exemption Clause

1 11/0/2015 Sick certificate 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

2 19/05/2015 Work Capacity Certificates 26 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

3 19/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

4 21/05/2015 Signed form 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

5 21/05/2015 Signed report form 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

6 22/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

7 22/05/2015 Case notes 88 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

8 22/05/2015 Form 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

9 25/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

10 25/05/2015 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

11 26/05/2015 Signed form 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

12 27/05/2015 Payroll details 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

13 27/05/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

14 28/05/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

15 29/05/2015 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

T&F21/0296 - Member for Reynell - Any document that refers to complaints or concerns expressed by employees who have worked in the office of the Member for Reynell about the 
behaviour of the current Member for Reynell. And, any document that refers to Workers Compensation claims by employees who have worked in the office of the Member for Reynell 
arising out of complaints or concerns expressed about the behaviour of the current Member for Reynell.
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16 29/05/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

17 29/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

18 29/05/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

19 29/05/2015 Letter 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

20 29/05/2015 Request for information 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

21 29/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

22 6/02/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

23 6/05/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

24 6/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

25 6/09/2015 Form 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

26 6/10/2015 Report request 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

27 6/10/2015 Report request 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

28 6/10/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

29 17/06/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

30 29/06/2015 Letter 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

31 29/06/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

32 30/06/2015 Signed form 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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12(1) - Disclosure would constitute an offence against an Act
33 7/01/2015 Report 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
34 7/03/2015 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
35 7/03/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
36 7/06/2015 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
37 13/07/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
38 15/07/2015 Report 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
39 17/07/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
40 27/07/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
41 28/07/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
42 29/07/2015 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
43 31/07/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
44 8/05/2015 Report 44 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
44a 8/05/2015 Transcript 49 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
44b 8/05/2015 Documents 100 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
44cc 8/05/2015 Transcript 25 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
44d 8/05/2015 Transcript 12 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
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44e 8/05/2015 Transcript 20 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

44f 8/05/2015 Transcript 33 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

44g 8/05/2015 Supporting documents 70 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

44h 8/05/2015 Signed privacy notes 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

45 8/12/2015 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

46 8/12/2015 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

47 13/08/2018 Signed form 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

48 14/08/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

49 14/08/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

50 18/08/2015 Letter 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

51 18/08/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

52 19/08/2015 Fax 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

53 19/08/2015 Email 11 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

54 20/08/2015 Signed form 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

55 24/08/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

56 24/08/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

57 28/08/2015 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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12(1) - Disclosure would constitute an offence against an Act
58 28/08/2015 Completed form 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
59 28/08/2015 Letter 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
60 9/02/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
61 9/04/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
62 9/11/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
63 9/11/2015 Letter 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
64 25/09/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
65 29/09/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
66 11/06/2015 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
67 18/11/2015 Email 6 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
68 24/11/2015 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
69 25/11/2015 Fax 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
70 12/02/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
71 12/02/2015 Completed form 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
72 12/04/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
73 12/10/2015 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
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74 12/11/2015 Fax 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

75 12/11/2015 Email 12 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

76 16/12/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

77 18/12/2015 Report 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

78 18/12/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

79 20/12/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

80 23/12/2015 Email 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

81 1/04/2016 Email 9 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

82 20/01/2016 Fax 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

83 20/01/2016 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

84 27/01/2016 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

85 29/01/2016 Completed form 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

86 2/01/2016 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

87 2/04/2016 Assessment 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

88 2/12/2016 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

89 29/02/2016 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

90 3/01/2016 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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12(1) - Disclosure would constitute an offence against an Act
91 3/01/2016 Completed form 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
92 3/08/2016 Email 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
93 18/03/2016 Assessment 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
94 4/07/2016 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
95 4/08/2016 Report 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
96 13/04/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
97 5/09/2016 Email 15 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
98 13/05/2016 Email 13 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
99 30/05/2016 Email 26 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
100 6/06/2016 Email 13 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
101 15/07/2016 Email 17 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
102 27/07/2016 Email 6 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
103 27/07/2016 Letter 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
104 29/07/2016 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
105 29/08/2016 Email 9 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
106 9/01/2016 Completed form 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
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107 9/07/2016 Email 10 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

108 9/09/2016 Report 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

109 14/09/2016 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

110 21/09/2016 Email 6 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

111 25/10/2016 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

112 30/11/2016 Email 22 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

113 12/01/2016 Completed form 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

114 21/12/2016 Email 19 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

115 1/10/2017 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

116 23/01/2017 Email 11 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

117 24/01/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

118 24/01/2017 Letter 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

119 31/01/2017 Email 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

120 2/08/2017 Email 10 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

121 2/08/2017 Email 11 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

122 2/10/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

123 14/02/2017 Email 14 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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12(1) - Disclosure would constitute an offence against an Act
124 15/02/2017 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
125 15/02/2017 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
126 15/02/2017 Email 18 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
127 16/02/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
128 17/02/2017 Email 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
129 23/02/2017 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
130 28/02/2017 Email 13 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
131 28/02/2017 Fax 9 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
132 3/01/2017 Letter 11 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
133 3/01/2017 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
134 3/02/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
135 3/06/2017 Letter 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
136 3/10/2017 Letter 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
137 3/10/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
138 23/03/2017 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
139 31/03/2017 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
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140 4/07/2017 Email 13 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

141 4/10/2017 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

142 4/12/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

143 4/12/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

144 13/04/2017 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

145 6/07/2017 Email 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

146 6/09/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

147 16/08/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

148 21/08/2017 Letter 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

149 27/04/2015 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
150 1/05/2015 Letter 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

6(2) - Contains allegations/suggestions not established by judicial 
process and disclosure would be unreasonable

151 4/05/2015 Notes 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
6(2) - Contains allegations/suggestions not established by judicial 
process and disclosure would be unreasonable

152 11/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
153 19/05/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
154 22/05/2015 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
155 22/05/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
156 3/06/2015 Email 1 Released in part 6(1) - Unreasonable disclosure of personal affairs
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157 3/06/2015 Attachment to document 156 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
6(2) - Contains allegations/suggestions not established by judicial 
process and disclosure would be unreasonable

158 29/06/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

159 19/08/2015 Attachment to document 158 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

160 19/08/2015 Attachment to document 158 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

161 23/11/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

162 24/12/2015 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

163 9/02/2016 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

164 26/02/2016 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

165 26/02/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

166 9/03/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

167 18/03/2016 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

168 6/04/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

169 4/05/2016 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

170 6/05/2016 Email 7 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

171 8/07/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

172 5/08/2016 Letter 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act
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173 5/08/2016 Letter 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

174 5/08/2016 Documents 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

175 5/08/2016 Report 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

176 11/08/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

177 11/08/2016 Attachment to document 176 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

178 11/08/2016 Attachment to document 176 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

179 11/08/2016 Attachment to document 176 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

180 29/08/2016 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

181 11/10/2016 Attachment to 180 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

182 19/10/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

183 19/10/2016 Attachment to document 182 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

184 31/10/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

185 31/10/2016 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

186 31/10/2016 Attachment to document 185 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

187 9/11/2021 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

188 9/11/2021 Attachment to document 187 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
12(1) - Disclosure would constitute an offence against an Act

189 22/11/2021 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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12(1) - Disclosure would constitute an offence against an Act
190 22/11/2021 Attachment to document 189 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
191 24/01/2017 Email 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
192 10/02/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
193 10/02/2017 Attachment to document 192 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
194 10/02/2017 Attachment to document 192 4 Released in full
195 1/03/2017 Email 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
196 1/03/2017 Attachment to document 195 10 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
197 6/03/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

12(1) - Disclosure would constitute an offence against an Act
198 13/07/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
199 13/07/2017 Attachment to 198 8 Released in full
200 19/07/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
201 19/07/2017 Attachment to document 200 4 Refused in full 6(1) - Unreasonable disclosure of personal affairs
202 19/07/2017 Attachment to document 200 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs
203 19/07/2017 Form 8 Refused in full 6(1) - Unreasonable disclosure of personal affairs
204 19/07/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs

205 19/07/2017 Injury Management Rights and Responsibilities 4 Released in full

206 19/07/2017 Claim form 8 Released in full
207 19/07/2017 Your Road to Recovery 9 Released in full
208 19/07/2017 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
209 19/07/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
210 20/07/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
211 21/07/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
212 25/07/2017 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
213 26/07/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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214 26/07/2017 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
215 1/08/2017 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
216 2/08/2017 Email 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

Out of scope
217 27/06/2018 Minute 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs

6(2) - Contains allegations/suggestions not established by judicial 
process and disclosure would be unreasonable

218 2/07/2018 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
219 2/07/2018 Attachment to document 218 5 Refused in full 6(1) - Unreasonable disclosure of personal affairs
220 2/07/2018 Attachment to document 218 - Form 1 Released in full
221 5/07/2018 Document 3 Refused in full 6(1) - Unreasonable disclosure of personal affairs
222 6/07/2018 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
223 6/07/2018 Attachment to document 223 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
224 6/07/2018 Email 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
225 6/07/2018 Attachment to document 224 6 Refused in full 6(1) - Unreasonable disclosure of personal affairs

6(2) - Contains allegations/suggestions not established by judicial 
process and disclosure would be unreasonable

226 10/07/2018 Email 11 Refused in full 6(1) - Unreasonable disclosure of personal affairs
227 10/07/2018 Attachment to document 226 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
228 10/07/2018 Attachment to document 226 6 Refused in full 6(1) - Unreasonable disclosure of personal affairs
229 10/07/2018 Attachment to document 226 1 Refused in full 6(1) - Unreasonable disclosure of personal affairs
230 13/07/2018 Email 2 Refused in full 6(1) - Unreasonable disclosure of personal affairs
231 13/07/2018 Attachment to document 230 11 Refused in full 6(1) - Unreasonable disclosure of personal affairs
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POSITION DESCRIPTION

 

POSITION: Placement Officer   

EMPLOYMENT TYPE:  Fixed term contract until 30 June 2016   CLASSIFICATION: HEO4 

DIVISION/PORTFOLIO: Division of Education, Arts and Social Sciences  

SCHOOL/UNIT: School of Education  

DATE APPROVED: May 2011  

 
BROAD PURPOSE 
 
This position is responsible for the organisation and placement of student teachers in early childhood 
settings, junior primary, primary, middle schooling, secondary institute and non‐school settings and 
for the provision of administrative support to the academic staff responsible for the courses. 
 
POSITION ENVIRONMENT 
 
The  University  of  South  Australia  is  an  enterprising  and  dynamic,  outward‐looking  institution 
established in 1991, but built on more than 150 years of teaching, learning and research excellence of 
our antecedent institutions.  We are South Australia’s largest university, and continue to enjoy a strong 
upward trajectory across a number of key indicators and global rankings ‐ we are ranked amongst the 
top 3% of universities worldwide and in the top 50 international universities under 50 years of age.   
 
Known for our strong and engaged research and our experientially‐based teaching and learning, all 
activities  are  conducted  in  close  collaboration  with  business,  industry,  government  and  the 
professions.  The University of  South Australia prides  itself  on educating  individuals  to  the highest 
standards, investing in the very best teachers and researchers, as well as state‐of‐the‐art physical and 
virtual infrastructure; creating and disseminating knowledge so that our communities and societies 
are better able to understand and address the crucial challenges of our time.   
 
We offer a wide range of educational choices across our four academic divisions – business; education, 
arts  and  social  sciences;  health  sciences;  and  information  technology,  engineering  and  the 
environment.  We are also home to a range of dedicated research institutes and centres, as well as 
co‐operative  research  centres  that  ‐  in  collaboration  with  industry,  government,  university  and 
research partners ‐ are focused on helping to deliver practical and enduring solutions to real‐world 
problems. 
 
The Division  of  Education,  Arts  and  Social  Sciences  comprises  five  Schools,  the  Hawke  Research 
Institute, and a number of Research Centres. The Division employs  in excess of 700 academic and 
professional staff to service over 11,000 enrolled students. Staff and students are currently spread 
over the four metropolitan campuses of the University – Magill, Mawson Lakes, City West and City 
East, as well as at regional campuses in Mt Gambier and Whyalla.  
 
The School of Education is one of five Schools in the Division of Education, Arts and Social Sciences. It 
offers the largest range of teacher education programs in South Australia and one of the largest in the 
country, with over 3,300 students. It operates from Mawson Lakes and Magill campuses and provides 
programs at undergraduate and postgraduate levels in: Early Childhood; Junior Primary and Primary; 
Primary and Middle schooling, Middle and Secondary; Adult, Vocational and Workplace Learning. The 
School  also  has  an  active  research  culture  and  a  track  record  of  winning  major  national  and 
international grants, and providing significant research leadership for the education sector. 
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REPORTING RELATIONSHIPS AND KEY STAKEHOLDERS 
 
This position reports directly to the School Manager: Education through the Team Leader: Professional 
Experience Office. 
 
This position works closely with the Head of School and Dean of Education, School Manager, Program 
Directors, Course Coordinators, Academic Integrity Officer, and academic and professional staff within 
the Division and across the University.  Key external stakeholders include students, education sites, 
government agencies and industry organisations. 
 
CORE RESPONSIBILITIES  
 

1. Provide high quality and responsive customer service to all  internal and external clients to 
develop  relationships  and  ensure  timely,  consistent  and  industry  relevant  professional 
placements  at metropolitan,  country,  rural,  interstate  and  overseas  venues  by  proactively 
liaising and negotiating with: 

a. external  sites  regarding  professional  placement  availability,  placement  and  course 
information and assessment requirements; 

b. external site supervisors regarding student attendance;  
c. Course Coordinators and Program Directors  regarding student progress, queries or 

program related feedback provided by students or external sites 
d. school staff to share information, provide policy interpretation and advice, ensuring 

consistent implementation and use of processes across all programs; 
e. students  undertaking  placements  to  provide  policy  interpretation  and  advice, 

resolving  any  issues  (including  non‐compliance  with  legislative  and  University 
requirements)  escalating  to  the  Team  Leader:  Professional  Experience  Office  as 
required; and 

f. prospective students to provide high quality advice relating to professional placement 
enquiries 

2. Maintain  the  integrity  of  the  Student  Placement  System  by  developing  a  comprehensive 
knowledge of  student placement  requirements  including program and course  information, 
external  site  requirements  and  legislative  requirements  to  ensure  accurate  information  is 
recorded   

3. Undertake  a  range  of  administrative  activities  to  support  professional  placements.    This 
includes but is not limited to: 
a. Accurately  maintain  professional  placement  information  within  pro‐formas, 

publications  and  other  communications,  including  the  generation  and  analysis  of 
reports via the Student Placement System for the purpose of professional placement 
evaluation 

b. Ensuring quality school‐wide professional placement administration systems, processes 
and activities are developed, documented and implemented in conjunction with other 
relevant school administrative processes and procedures 

c. Supporting  programs  by  undertaking  general  administrative  support  including  web 
maintenance and participating in school projects 

d. Actively participating in professional placement events, including student briefings and 
academic and external site supervisor workshops.  

4. Ensure affiliation agreements between external sites and the University are in place where 
applicable.    This  includes  preparing  agreements,  ensuring  agreements  are  returned  and 
forwarded to UniSA Legal Services and recording this information in the Student Placement 
System 

5. Assist in the development and implementation of tools and systems to measure and report 
on school and professional placements administration performance and progress 

6. Participate in the School’s orientation and marketing activities, as required 
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7. Provide  support  for  staff  and  contribute  to  the  design  and  implementation  of  induction 

activities 
8. Contribute to the ongoing development and improvement of School policy and procedure 
9. Undertake  the  role  of  Executive  Officer  for  School  committees  and  working  parties  as 

required.  This involves the preparation of agendas and papers, taking minutes and following 
up on action items as required 

10. Contribute to an ongoing team culture of customer service and continuous improvement 
 
The responsibilities as specified above may be altered in accordance with the changing requirements 
of the position. 
 
SPECIAL REQUIREMENTS  
 

• Some out of hours work will be required. 
• Pursuant to the Children's Protection Act 1993 (SA), this position has been deemed 

prescribed. It is an inherent requirement of the position that the staff member maintains a 
current Criminal History Assessment determining them fit to work with children. 

 
UNIVERSITY REQUIREMENTS 
 
Staff must follow and apply the following: 
 
1. Core Staff Attributes 

To contribute to a successful and enterprising culture at UniSA, each staff member is expected 
to demonstrate the following key behavioural attributes:  
• Is trusted, authentic and self‐aware – establishes credibility, is honest, reliable, 

accountable, and responsive 
• Takes the initiative and delivers results – by seizing opportunities and being outcome and 

customer focussed 
• Provides solutions – through logical, creative and innovative thinking and timely, 

transparent and consultative decision making  
• Communicates with impact – displays clarity, diplomacy, persuasiveness and sensitivity  
• Leads and works well with others ‐ displays conviction and resilience, working 

collaboratively, motivating others and mobilising influence. 
 

2.  Health Safety & Injury Management  
• Follow reasonable instructions, work procedures and practices to maintain the health and 

safety of yourself and others. 
• Report all identified work place hazards and incidents. 

 
3.  Performance Development and Management 
  Participate in the University’s Performance Development and Management process. 
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SELECTION CRITERIA  
 
Essential 
 

1. Post  secondary  qualifications  in  a  relevant  discipline  or  demonstrated  equivalent  skills, 
knowledge and experience 

2. Demonstrated previous experience working in an administrative role in a team based service 
environment 

3. Demonstrated well developed written and verbal communication skills including preparation 
of written materials  and  experience  in  liaising with  people  at  all  levels  both  internal  and 
external to an organisation to deliver quality customer service 

4. Demonstrated organisational and time management skills to manage multiple priorities under 
broad direction 

5. Demonstrated  experience  in  using  information  systems  and  the Microsoft  Office  suite  of 
programs 

6. Demonstrated experience in identifying and implementing quality improvement initiatives 
  

  
Desirable 
 

1. Tertiary qualifications in a relevant discipline 
2. Experience and knowledge of professional experience placement procedures and processes 
3. Familiarity with South Australian school and other education sector systems 
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INJURY MANAGEMENT RIGHTS & RESPONSIBILITIES 
 

Managers and Supervisors Responsibilities: 
 
Managers and Supervisors play a key role in the successful recovery of injured employees and are 
responsible for: 
 
 ensuring all employees are informed of and understand the Agency’s approach to claims 

management and recovery and the processes involved 
 
 notifying the DPC Return to Work Consultant within 1 working day of an employee reporting a 

work related injury / illness (irrespective of whether the employee intends to lodge a claim) 
 
 (in accordance with the Agency’s WHS requirements) identifying and implementing strategies 

that prevent similar injuries occurring and ensuring that the nominated work area is safe and 
remains conducive to safe work practices for returning injured employees to work 

 
 providing employees with the necessary WHS accident / incident report and claim forms, and 

offering assistance to complete the forms 
 
 accurately completing and submitting all reports / required documentation in a timely manner 

and ensuring that all information and records are maintained and kept confidential 
 
 ensuring that injured employees receive prompt support and assistance, and when required are 

provided with Recovery/ Return to Work Plans that are developed in conjunction with the DPC 
Return to Work Consultant, manager / supervisor, injured employee, and are suitable given 
their medical condition / restrictions 

 
 actively participating in all necessary activities to ensure early, safe and sustainable return to 

work outcomes, including being involved in the development, implementation and review of 
Recovery/ Return to Work Plans 

 
 working with the DPC Return to Work Consultant and Agency Return to Work Coordinator to 

identify and provide injured employees with suitable alternative duties / employment within 
their own work group / business unit and providing the necessary induction, training and 
equipment to ensure a safe return to work 

 
 supporting and monitoring the day-to-day return to work process for injured employees and 

regularly contacting the employee even if they are unfit for work 
 
 immediately notifying the DPC Return to Work Consultant if the employee is absent from work 

or there are any issues affecting implementation of agreed Recovery/ Return to Work Plans 
 
 liaising with the DPC Return to Work Consultant prior to approving any applications for annual 

or long service leave for the injured employee 
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 taking reasonable steps to ensure that injured employees are able to comply with their agreed 

Recovery/ Return to Work Plan in a supportive work environment which is free from 
discrimination 

 
 immediately informing the DPC Claims Case Manager & DPC Return to Work Consultant of the 

intention to terminate an injured employee’s employment 
 

Managers and Supervisors Rights: 
 
In order to contribute to the claims management and recovery process, managers and supervisors 
have the right to: 

 be informed, by the DPC Claims Case Manager, regarding the determination status of workers 
compensation claims 

 
 provide relevant information to the DPC Claims Case Manager to assist with the determination 

of the employee’s claims and entitlements 
 
 be actively involved in the Recovery and Return to Work process and be consulted about the 

development and review of Recovery/ Return to Work Plans and be provided with copies of 
Recovery/ Return to Work Plans 

 
 request that Recovery/ Return to Work Plans be reviewed if the goals or objectives are not 

being met 
 
 be provided with clear information regarding an injured worker’s capacity and restrictions 
 
 disclose information to other staff regarding the worker’s capacity / restrictions to ensure 

effective implementation of the Recovery/ Return to Work Plans and to achieve a safe and 
sustainable return to work outcome  

 
 obtain advice / assistance from the DPC Return to Work Consultant if there are any 

difficulties in implementing Recovery/ Return to Work Plans 
 
 be informed, by the injured employee, of any medical appointments requiring time off work 
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Employee Responsibilities: 
 
In the event that an employee suffers a work related injury / illness, to achieve the best possible 
recovery and return to work outcomes and to enable the prompt and accurate determination of 
compensation entitlements employees are required to: 
 
 notify your manager / supervisor immediately upon suffering a work related injury 
 
 obtain medical treatment from a doctor of your choice and undertake appropriate medical 

treatment to facilitate medical recovery and an early and safe return to work 
 
 comply with your Agency’s WHS and Injury Management processes, and if necessary, 

participate in the WHS investigation process 
 
 provide your manager / supervisor with a completed Claim Form and Work Capacity Certificate 

as soon as possible after the occurrence of the injury / illness, if wishing to claim compensation 
 
 provide information reasonably required and requested by the DPC Claims Case Manager to 

assist with the claim determination and ensure the information is not false or misleading 
 
 if your claim is not able to be determined, you will need to complete and submit leave forms to 

utilise accrued leave entitlements for any time off work, or in the alternative contact the DPC 
Claims Case Manager to discuss a request for interim payments consistent with Agency policy  

 
 advise your manager / supervisor and DPC Return to Work Consultant (where involved) of the 

outcome immediately following each medical review 
 
 provide continuing Work Capacity Certificates to your manager / supervisor, DPC Claims Case 

Manager & DPC Return to Work Consultant for all absences and periods requiring alternate or 
modified duties / working hours until a full medical clearance is obtained 

 
 immediately report any absences from work directly to your manager / supervisor and provide 

the appropriate Work Capacity Certificate to explain the absence 
 
 abide by the medical restrictions at all times, both at work and at home 
 
 accept the primary objective of “Return to Work” and take active steps towards achieving the 

objective, and not act in a way that frustrates the objective 
 
 communicate regularly with the DPC Return to Work Consultant and your manager / supervisor 

and actively participate in the development, implementation and review of Recovery/ Return to 
Work Plans, including providing authority for the DPC Return to Work Consultant to 
communicate with and obtain information from your treating medical practitioners  

 
 perform all suitable duties within your physical / psychological capacity and upgrade duties / 

hours of work, as approved by relevant medical practitioners and provided by your employer 
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Employee Responsibilities ‘continued’: 
 
 comply with all reasonable requirements documented in your Recovery/ Return to Work plan to 

achieve the return to work objective, irrespective of whether you choose to sign the Recovery/ 
Return to Work plan or whether the Recovery/ Return to Work plan is the subject of an appeal 
to the SA Employment Tribunal 

 
 notify your manager / supervisor and DPC Return to Work Consultant immediately of any 

problems, issues or concerns about complying with the Recovery/ Return to Work plan 
 
 attend all scheduled appointments (including appointments arranged by the DPC Claims Case 

Manager) and notify all relevant parties when cancellation of an appointment is necessary, and 
reschedule the appointment at the first available time 

 
 avoid disruption to return to work activities by  arranging, where possible, appointments 

outside of working hours, and seek approval from your manager / supervisor for any time off 
work to attend appointments which cannot be made outside of working hours 

 
 whilst participating in a Recovery/ Return to Work plan, seek advice from the DPC Return to 

Work Consultant prior to requesting annual or long service leave from your manager/supervisor 
 
 comply with your employment terms and conditions 
 
 send medical accounts to the DPC Claims Case Manager within 7 days of receipt and claims for 

reimbursement of expenses within 14 days  
 
 complete a further claim for compensation form immediately, if you return to work and 

subsequently require further time off work or reduce your working hours and provide to your 
manager / supervisor  

 
 contact and advise the DPC Claims Case Manager and DPC Return to Work Consultant (where 

involved) if you are considering a surgical procedure; have received results of x-rays, 
ultrasounds, CT/MRI scans etc; are changing your treating doctor; are planning to travel 
overseas; considering moving interstate; have changed your address or contact number, or your 
treating doctor has recommended treatment eg. Physio, Remedial therapy (massage), natural 
therapy, hydrotherapy / swimming, gym or the purchase of equipment or appliances.  

 

Employee Rights: 
 
Under the Return to Work Act (2014), employees have the following rights to: 

 lodge a workers compensation claim for a work related injury / illness 
 
 choose your treating medical practitioner/s 
 
 return to work assistance and being provided with information regarding the recovery and 

return to work process 
 
 have your claim determined, where possible, within 10 business days, or be advised in writing of 

the additional information required to determine the claim 
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 if your claim cannot be determined within 10 business days from the time DPC Return to Work 

Services receives the claim form then interim payments must be offered 
 
 if interim payments are not accepted, you can utilise your leave entitlements (dependent on 

Agency Policy).  Alternatively contact the DPC Claims Case Manager for further information. 
 
 be paid income maintenance and to have reasonable medical / other expenses paid or 

reimbursed promptly, once the claim is accepted 
 
 request that an assessment be conducted to determine whether you are entitled to a lump sum 

payment should there be a permanent, residual injury 
 
 be actively involved in all decisions / actions relating to your recovery / return to work process 

and seek independent advice before signing any documentation 
 
 arrange for a representative or support person to attend any meeting regarding your return to 

work 
 
 be provided with suitable employment and perform duties within medical constraints stipulated 

on Work Capacity Certificates  
 
 have Recovery/ Return to Work Plans developed that take into account any individual needs and 

recognise cultural, linguistic and / or religious factors and be provided with copies of approved 
Recovery/ Return to Work Plans 

 
 request that Recovery/ Return to Work Plans be reviewed  where the objectives are not being 

met 
 
 access the DPC Internal Dispute Resolution process or contact the DPC Return to Work 

Services Team Leader if dissatisfied with the claims or return to work process and you have 
been unable to resolve the matter with the DPC Claims Case Manager or DPC Return to Work 
Consultant 

 
 lodge an appeal with the SA Employment Tribunal if the decision to establish or not establish a 

Recovery/ Return to Work plan or the provision of a Recovery/ Return to Work plan is 
considered unreasonable; or if you disagree with a decision about your entitlements to 
compensation 

 
 have personal information kept confidential by the parties involved in managing your claim and 

return to work 
 
 be assured that termination of employment will not occur as a result of participating in the 

recovery and return to work process 
 
 request to view or be provided with copies of documentation held on the claim and / or return 

to work files 
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DPC Return to Work Consultant: 
The DPC Return to Work Consultant has the responsibility of providing a comprehensive vocational 
return to work service for injured employees by facilitating the recovery and return work process 
and liaising / negotiating with the “Recovery/ Return to Work team” i.e. the injured employee, their 
manager / supervisor, DPC Claims Case Manager, Agency Return to Work Coordinator and the 
appropriate medical practitioners to ultimately assist the injured employee to achieve an early, 
safe and sustainable return to work. 

The DPC Return to Work Consultant is neither an advocate for the injured worker or the employer; 
rather their role is to act as a facilitator to the recovery and return to work process and is 
responsible for: 

 explaining the recovery and return to work process to the injured worker and their 
manager/supervisor and informing them of their rights and responsibilities 

 
 conducting an assessment to determine the need for return to work services within 1 working 

day of receiving notification of a  work related injury 
 
 notifying the injured employee and manager/supervisor of the return to work assessment 

outcome and providing them with a “Recovery and Return to Work kit”, where deemed 
appropriate 

 
 contacting the injured employee within 5 days of the notification to arrange an initial interview, 

when return to work services are required 
 
 contacting the injured employee as part of the initial assessment process and clarify if they 

wish to lodge a claim for compensation 
 
 assessing the needs for any services taking into account injured employees individual, cultural, 

linguistic or religious requirements 
 
 encouraging employees to participate in all decisions and activities related to their Recovery/ 

Return to Work plans  
 
 assisting the injured employee and manager/supervisor to: 

o identify suitable duties / employment that comply with the medical restrictions 

o develop appropriate Recovery/ Return to Work plans to ensure a safe return to work 

o explore the need for worksite modifications 

o identify barriers to return to work 
 
 establishing return to work goals and developing documented Recovery/ Return to Work plans in 

consultation with the injured employee and their supervisor / manager and in accordance with 
medical certification 

 
 convening case conferences when necessary, which may include the injured employee, manager / 

supervisor, DPC Return to Work Consultant, treating medical practitioner/s, Return to Work 
Coordinator, employee representative (if requested) and DPC Claims Case Manager 
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DPC Return to Work Consultant ‘continued’: 
 communicating regularly with all parties involved in the return to work process to ensure a 

coordinated and consultative process is maintained and provide the necessary support, 
assistance and relevant information 

 
 where necessary, engaging and monitoring services from external service providers  
 
 creating and maintaining return to work files in a secure and confidential manner 
 
 keeping personal information regarding the employee confidential  
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DPC Claims Case Manager: 
 
The employing Agency has an allocated Claims Decision Maker who provides instructions to the DPC 
Claims Case Manager to make decisions about workers compensation claims. 
 
The DPC Claims Case Manager is responsible for the administration and management of workers 
compensation claims which entails assessing claims and determining entitlements in accordance 
with the Return to Work Act 2014 and involves: 
 
 requesting relevant factual and medical information to determine claims and entitlements, 

which can include appointing an assessor to obtain statements, arranging an independent 
medical examination / tests or requesting reports from treating medical practitioners  

 
 calculating Average Weekly Earnings rates 
 
 issuing determination notices 
 
 assessing claim and if the claim cannot be determined organise interim payments 
 
 assessing the reasonableness of medical and return to work expenses 
 
 reviewing, calculating and authorising income maintenance payments 
 
 assessing capacity for work and determining income maintenance entitlements 
 
 managing disputes and representing the Agency at the SA Employers Tribunal, in conjunction 

with the DPC Return to Work Consultant  
 
 preparing payment schedule each week and forward to agency payroll for normal fortnightly pay 

cycle run. 
 
 calculate lump sum entitlements (if applicable) 
 
 send copies of medical reports to you 
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Agency Return to Work Coordinator: 
 
The Agency Return to Work Coordinator is generally the contact person at the workplace for 
return to work purposes (having a detailed knowledge of the structure, work and culture of the 
workplace) 
 
 where appropriate, notifies the DPC Return to Work Consultant of the occurrence of the injury 

as soon as possible.  Ensures that the claim form is completed and submitted to DPC Return to 
Work Services 

 
 works with managers / supervisors and co-workers to understand the injured workers 

restrictions 
 
 assists workers to remain at work by developing and providing the supervisor and DPC Return to 

Work Consultant with a copy of the suitable duties schedule 
 
 monitors progress or return to work through regular contact with the supervisor and injured 

worker. 
 
 communicates any known barriers or problems with the DPC Claims Case Manager / DPC Return 

to Work Consultant 
 
 attends return to work meetings at the workplace where necessary 
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Haigh, Natalie (DTF)

From: Annie Shepherd 
Sent: Wednesday, 3 June 2015 2:59 PM
To: Tatarelli, Paul (DPC)
Subject: Reynell EO report
Attachments: Reynell EO Report.pdf

Hi Paul 
 
I’ve attached my completed report. I hope it is useful in providing background and some solutions to help the staff and the Elected Member achieve their goals. 
 
Regards 
Annie 
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