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Wel | , itdos been a |
published a newsletter due to the
organisation of the conference, so there
is so much to tell you all. With many
changes on the way.

Firstly, as you would be aware, the
association management committee has
been advocating for an offline
presidentds position
have pushed to have a fully funded
position paid for by the department.
While we were not successful in having

a position fully funded we did see for
over the past 21/2 years a position for
the president working with MyHr and
OneSchool to assist with the rollout of
these 2 programs. This position was
invaluable. It allowed the president to
attend various meetings and also
organise relevant PD for BSMs and AOs
regarding these 2 projects and other
important topics.

In June of this year we again approached
Lyn McKenzie the DDG of Education Qld
regarding a fully funded president. She
informed us due to budgetary
constraints that the department could no
longer consider funding the position and
encouraged us to develop a business
plan to see if the association had the
means to fund the position ourselves.

Two weeks later it was announced that
al | principal
positions would no longer be funded by
the department.

The management committee developed
a business plan and submitted it to the
DDG. The business plan had costings on
how the association could fund this
position and was thoroughly checked by
the department to ensure that this was
the case. On Friday the 10th August the
executive again met with Lyn McKenzie
and she encouraged the association to
draft a MOU to have an agreement with
the department and she would fully
support the position as SBMAQ has the
means to fund the position.

On Monday the 13th August, the
management committee met before the
state conference started. A discussion
was had to determine whether the
association should go ahead with the
position. The management committee
determined that the association could
meet the costs and decided to trial the
position for 12 months with the
extension to 2 years if successful and
review after 2 years.

At each management committee
meeting the position will be reviewed to
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meet the financial requirements.

This was then conveyed to members at

the conference, via email and also at our

last general meeting.

As nominations for the president and

other committee members are being

called at the AGM, a full position

fdescriptioraandyalsy guidetings to revidie

the position will be included with the
nomination form. This will ensure that
whoever nominates for the position of
president has a clear understanding of
what is required of them to ensure
funding requirements are met by the
association.

This is a fantastic opportunity for the
association. It means we will have a
representative at all major stakeholder
meetings and the ability to organise
relevant and meaningful PD for BSMs
and all school support staff.

Other major things that have happened
over the term are the association has
been invited to provide 2 representatives
on the OneSchool board. The OneSchool
board meets once a term and its key
role is to determine what new
enhancements will be implemented in
the next release among other things.
Representatives on the board include
key central office staff from OneSchool
par eregiorthle ndirestdr,
principal associati
stakeholders. Our 2 representatives are
Christine Porter who was an RLO and
has extensive knowledge of OneSchool
and is currently BSM at Boondall SS and
Shane Woodward, who also has
extensive knowledge of OneSchool and
whods school has been i
school. Shane is currently the BSM at

Stretton State College. Shane and
Christine  will give wus an update
regarding the meeting at each general

meeting and will ask for feedback from
members where required.

| have also been invited to attend a

meeting each term with OneSchool and

each president from t
associations which will then report back

on what enhancements will be made.

This is also an opportunity to provide
feedback to OneSchool regarding other

items that may pop up from time to

time.

The association executive also has a
regular meeting time with Lyn McKenzie

DDG of Education Qld each term. This is

an opportunity to share information with

the department and is another great
opportunity for SBMAQ.
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The association has also been
invited to participate in another
reference group & More support for
students with disabilities Teacher
Aide reference group. This group
is looking at targeted PD to up skill
teachers aides working with
students with disabilities. This fits
in nicely with the association
having the ability to provide PD to
school support staff and once it is
determined what PD is required we
will  be working with the
department to offer PD to teacher
aides in this field. Consultation is
being sought in regards to this and

3 questions are being asked:

1. What are the professional
learning requirements of
Teacher Aides supporting

students with disability?

2. What methods of delivery
support this learning best?

3. What else should we
consider in planning for the
learning of Teacher
Aides supporting students
with disability?

If you would like to provide
feedback in regards to these 3
questions, please email me at
ssabbO@eq. edu. au
your feedback to present at the
next meeting.

During last term we also attended
our biennial state conference at
Jupiters Casino. This year saw the
unprecedented attendance with
over 285 BSMs attending the
conference. We also had over 46
sponsors attend and SBMAQ raised
$194000 in sponsorship. This
money was used to keep costs
down, provide outstanding
entertainment and speakers, offer
travel subsidy for eligible branch
members and provide the
compendium and other great
things to conference attendees.

For our sponsors this year, we
were able to offer professional
booths for all who attended,
banners with every sponsors logo,
advertising in the professionally
printed program and much more
exposure to BSMs. A huge thank
you to all our sponsors who
attended. From all feedback
received, they too had a great
time at the conference and the
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feedback from the sponsors is
that they would love a conference
every year. No w
to think about.

At our conference this year, we
were extremely lucky to have Lex
Lowrie as our MC and he did an
amazing job. He had everything
running on time, he entertained
us with his sixty seconds with Lex
segments and ensured everything
ran to plan. Thank you Lex for
doing an amazing job!

We were also very fortunate to
have the Honourable John
Langbroek, Minister of Education,
Training and Employment open
our conference. This was a great
honour and we thank the Minister
for attending.

Craig Allen ADG HR attended our
conference dinner and spoke
eloquently about the huge role we

play in schools. He also
presented our 2012 significant
achievement awards. Thank you

Craig for helping to make our
conference dinner a special one.
Congratulations to the recipients:

SBMAQ Significant Achievement
Awards Recipients:

and
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T Christine Porter Boondall SS
il Gloria Pyne Whitfield SS
Nominees:

il Kerri -Ann Steadman
Murrumba State Secondary
College

il Narelle Searston Tonwsville
SHS

Kerri Wright McGregor SS

il Eva Foster
Secondary College

Heatley

School
Recipients:

Community Awards

il Robyn Burnett Bundamba

SS
il Jenny Shard Ipswich SHS
Life Members of SBMAQ:
i Kerri Wright McGregor SS

il Eva Foster
Secondary College

Heatley

-Paul

At this years conference, choice was a
major factor. With over 20 different

t |workshops to choose from, there was
something for everyone. Although
from all accounts the OneSchool
workshops were the most popular. As
a result we will now look at running
some of the workshops over the
coming 12 months in other forums, so
that we all get the opportunity to
attend them.

We ended our conference with 2
amazing speakers. Professor Karen
Starr discussed her research into the
role of the Business Manager and
shared her predictions of where our
role is headed. She shared with us
that we reduce the workload of
principals by 1/3 and that the
Business Manager is no longer an
invisible back office employee who
balances the books. Our role is highly

complex and accountable and the
scope of the work we do is
wide -ranging and forever changeable.
Karen is doing further research into

our roles and as more information
comes to hand, | will share this with

you so that Qld BSMs can take part in

this very important project.

Finally we ended the conference on a
high, with comedian and story teller

Anh Do. We went on an emotional
rollercoaster ride where we were in

stitches of laughter and tears of
sadness as Anh spoke about his
resilience as he battled being a
refugee in Australia. He talked about

his education and how a teacher had a

profound influence on his life. This

influence has carried him through to

where he is today. His message to us

was that we do make a difference in

children's lives. It was an uplifting

way to end our hugely successful
conference.

I would like to take this opportunity to
thank everyone who was involved in
the organisation of the conference.
Kerri Wright, the conference convenor
and entertainment and speakers guru
made our conference the huge
spectacular that it was. From the
Aboriginal dancers for our opening to
the Chinese Lion dancers for our
Wonders of the Worl
imagination makes every conference
bigger and better than the last.
Christine Porter had the huge task of
organising registrations,
accommodation and managing the
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huge budget among so many other
things. Glenys Brown and Eva
Foster were responsible for
organising the 46 sponsors,
ensuring all their needs
were catered for, including
accommodation, tickets to events
etc. This was a huge task!

Beryl McGreevy had the task of
organising 285 conference
delegates workshops. This was a
mammoth job and Beryl did it with
ease. Linda Woodward was
responsible for allocating
conference delegates to a sponsor
team and from all accounts this
proved to be very successful and
lots of fun was had by all.

opportunity. Her handy work is in
this newsletter for everyone to
see. Elaine Fickling organised all
the speakers requirements which
was a huge task with 20 different
workshops running and each
needing different requirements.
Jenny Collins kindly handled the
travel subsidies for us. Lastly a
huge thank you to the whole
management committee, who
helped with packing satchels,
wrapping gifts, ensuring everyone
knew where to go for every event.
Without the strong support of the
management committee, the
conference committee would
struggle so thank you to everyone

and proformas will be available on the

website. Please consider being

involved in this fantastic association.

We have come such a long way and it

is by the efforts that is put in by

members that makes this association

So great!

Please try and attend the AGM on the

14th November. Venues will
advised shortly.

be

We hope to have

someone from facilities to discuss the
Direct to Market Program and also

cleaning in schools.

| hope everyone had a fantastic break

and are geared up for another term!
Warm regards

Sharon

involved.

Nominations are now open for all
management committee
positions. The nomination forms

Julie Grace was our photographer
extraordinaire and also promoted
the conference at every

Sharon Abbott
President

Q-Comp Regional Network

Did you know you can access free professional development sessions in your local area?

Did you know that attendance at one of Q -Comp 6 s
your Q -Comp Rehabilitation and Return to Work Accreditation?

Regional Net work session

AspartofQ -Compds Regi onal Net wor k

Q- Comp across the whole of the state.

progr am, regul ar professi

These events are a great networking opportunity and attendance at these sessions can be used to
extend your existing RRTWC Q  -Comp accreditation.

Who should attend these training events?

Anyone involved or interested in the workers' compensation scheme
officers, human resource staff and others

- RRTWCs, health and safety

How much does it cost? Nothing, it's absolutely free!

Speci al benefits for RRTWCOs:

RRTWC registration renewal: If you are a RRTWC in Queensland, you can renew your registration for
one year from the date of the workshop.

How do | register to attend a session?

Visit Q-Compd s website and register y o Regionala tNétveorkd Bventse on

page.
Q-Compds curr-ewmntdestpabgr am 6 A R LU bléakidgshowstd tura tompex problems
into solid outcomesd is j-Qemp@dbomewtpr dfi @ms sihomallt @evel op
commencing shortly so watch the Q -Comp Events page for more details and to register.

Q-COMP’

The Workers' Campensation

Regulatory Anthority
ISSUE 2 Page 3
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http://www.qcomp.com.au/services/regional-network-program/events.aspx

SPREADING
SMILES TO YOUR

SCHOOL COMMUNITY

www.campaustralia.com.au/schools
phone: 1300 792 668

Camp Australia programs create more than 60,000 smiles each week and we are proud to be helping families
balance work and life commitments. To have Camp Australia spread smiles at your School call 1300 792 668.

Our charity, The Camp Australia Foundation is committed to positively impacting the lives of children through
projects focused on wellbeing, inclusion, health, empowerment, opportunities and the environment.

Find out more about the Foundation at www.campaustralia.com.au/foundation

CAMP ‘@ . CAMP
Q AUSTRALiA q: AUSTRALIA

; foundation
we make Kids smile helping Kids shine
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What is MyHR?

MyHR is a suite of online Human Resource applications that enable business processes such as
Employee Self Service, Corporate Reporting, Workplace Health and Safety and others.

Support for these applications is centralised within the MyHR -Business Implementation Support Unit
(MyHR BISU) in Brisbane.

So what information does each MyHR application provide?

i MyHR Self Service (Employee Self Service) I provides access to view and update personal
contact and banking details; as well as the ability to access your pay advice slips online.

NOTE: MyHR Self Service (ESS) is  not  available from home as staff must be logged into the secure
DETE network for security reasons.

i MyHR Workplace Health and Safety (WH&S) I the new system used to record and
manage workplace incidents and hazards. This system also provides the capacity to record
student first aid incidents and information.

i MyHR Corporate Reporting 1 all staff have basic level access to corporate reporting. This
enables staff to view their own employee details, including: leave balances, current rosters,
movement history and their leave history.

For school managers and administrators, higher levels of access to location data can be requested to
enable accurate reporting and data management. This provides managers and administrators with a
wealth of information including Establishment, Leave and Payroll Reports

i MyHR Recruitment 1 this application is comprised of two products;
i Teacher Transfers T Manages teacher transfer applications
i TRACER 1 Teacher Replacement management tool

NOTE: only nominated TRACER schools to access the TRACER option. The TRACER Help Desk is
available by contacting 1300 TRACER (1300 872 237).

i MyHR Performance, Capability and Talent (PCT) T Access for Principals to manage their
performance development plan (PPDP). Deputy Principals and other school leaders will soon
be able to access and develop their own specific performance plans from this site.

How do | get help with MyHR?

All MyHR applications are supported by a dedicated MyHR Help Desk team providing technical and
business support. Contact the MyHR Help Desk on 3404 8258 or email MyHR-
Helpdesk@dete.qgld.gov.au

The MyHR BISU team have scheduled ongoing training primarily delivered via web conferences to
enable staff to refresh their knowledge of WH&S or ESS and to ask questions in a live interactive
environment. Contact the MyHR Help Desk to enquire about monthly training dates, or visit
OneChannel and view all upcoming MyHR WH&S web conferences in the training calendar.

Live program Web Conferences on the MyHR Channel:

To view the MyHR live web conference programs being offered use the One channel Live Program
MyHr Calendar . This can also be used to access recordings of previous MyHR web conferences.
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Accessing MyHR Training Materials from home:

Access to all training and suppor tMynthR eH oi naeclo sP
One Port al

You wi || need t

O provide your network | ogin 4
My HR Home Page has I in

training and support ks

. =

MyHR
MyHR Workplace Health
Self Service & Safety

MyHR Training and Support links . -
View/Update personal details Workplace Health and Safety

» Address and postal address ¢ Add an incident or hazard
= Phone, Email, Fax ® View an incident or hazard
.+ Emergency contacts # Enter student first aid

View / Update pay details """-* MyHR Workplace Health and Safety Training

Materials

= Net income details
= Additional bank details
= View/Print pay advice

View and project legve balances

MyHR Self Service Training Materials

TRETTURTIET T

MyHR Online Pay Advice FAQs

Teacher Transfer application

nagr ee
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MyHR WH&S 7 Common issues and Queries

While all school staff (with the exception of supply teachers) are able to enter a new incident record,

there are a few areas of the workflow process that cause a great deal of confusion:

i Recording a new incident is a 3 step process T enter the incident data, enter data into
incident type subforms selected (eg: injuryl/illness, fire, electrical etc), then submit the incident
record for review by selecting YES and hit SAVE. NOTE: All incidents must be submitted for

review to enable the next level school staff to review the data and complete the next steps in
the incident management process.
i The staff me mb er n o muipenasing dfficea s G hies O0r e q eviewethk initial
data entry of the record. The supervising officer can make changes or add further information
or details to the record or review page. Once the review is completed and saved the record is
reviewed and next steps of the incident management workflow (assign investigator, sign off and
close) can only be completed by the Principal/Officer -in-Charge (OIC) or their delegate (D/OIC).
i Assigning an investigator i the OIC or D/OIC is required to make a decision to conduct a
health and safety incident investigation or not. If yes is selected, a staff member trained in
health and safety incident investigations must be selected and assigned to the complete the
investigation. If no is selected, a reason for not investigating the incident should be entered.

Health and Safety investigator training
The Health and Safety Investigation policy outlines the departmental policy roles and responsibilities
for incident investigation. It also includes links to Guideline for Conducting a Health and Safety

Investigation and the Health and Safety Investigation Reporting Template

To register for the self paced 2 hour online Incident Investigations Training course and become
trained health and safety investigator go to OnePortal Home page, select Learning Place from the quick
links. From the Learning Place home page, select Staff Learning from the menu, then Browse Courses.

Under departmental training click on Health and Safety Incident Investigation to register for the course.

Upon successful completion of the course, you will be issued with a certificate.

a
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http://ppr.det.qld.gov.au/corp/hr/workplace/Pages/Health-and-Safety-Incident-Investigation.aspx
http://education.qld.gov.au/health/pdfs/healthsafety/investigation-guideline.pdf
http://education.qld.gov.au/health/pdfs/healthsafety/investigation-guideline.pdf
http://education.qld.gov.au/health/pdfs/healthsafety/investigation-template.pdf
https://staff.learningplace.eq.edu.au/learning/Lists/CourseCatalogue/ViewCourse.aspx?List=8fc26d05%2D82c1%2D4d5e%2D9ac9%2D7585c03ab2bf&ID=133&RootFolder=%2Flearning%2FLists%2FCourseCatalogue
https://staff.learningplace.eq.edu.au/Pages/Default.aspx
https://oneportal.deta.qld.gov.au/SERVICES/HUMANRESOURCES/PROJECTS/MYHR/Pages/Default.aspx
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RO AMCCETIMYEIganol  |nvestigation Guidelines Investigation Report Template

1.Incidents and investigations INCIDENTIINVESTIGATION Rl EPARTMENT OF EDUCATION AXDTRAINING

Why investigate?

HEALTH AND SAFETY
INCIDENT INVESTIGATION REPORT

Use this template to record your investigation findings and outiine your recommendations. Th
detail will be dependent on the severity of the incident. On completion save this template elec
upload it as a File Attachment to the MyHR Workplace Health and Safety on-line reporting sy

MyHR WH&S INCIDENT ID | INC-

Investigation Team Leader Signature / Digital signature
-

Role (e.g. Deputy Principal, Project Officer, Teacher, etc)

‘ Mark
.
T For more information on the MyHR WH&S processes for assigning investigators or processing

investigations refer to the Assigning an Investigator and Investigate an Incident training materials
through One Portal MyHR WH&S Training and Support

— I
ke o ‘

Dowa heaith and safety investigation sucessfuly prevented the
of an incident. \

MyHR WH&S 1 Tips for workflow management

The role of a BSM is pivotal to efficiency of school administrative management and reporting activities. As

a result, BSM6s may be considered a natur al-inechage @OICfimr t he
My HR WH&S. However, it must be acknowledged that BSM&6s hav
egate OIC role will add further responsibilities to their workload but, if the BSM is entered as one of the
Delegates, this would provide them with the ability to view all incident data at the school so they could see

at which point in the incident management workflow process may be stuck in. The BSM could then use the

Delegate OIC role to identify who needs to complete a specific task to move the record along towards sign

off and closure. This is one suggestion to assist schools to manage their WH&S data but the decision to

add the BSM to the D/OIC role must be made by the Principal after consultation with the BSM.

If you intend to become a Delegate In Charge at your School you will need your Principal to be logged in to
MyHR WH&S.

1.  From the MyHR WH&S Home Page go to Workspace Y Administration Y Location Y Location List
Select one of your Org Units (eg. Example High School)
Select and search your (BSM) surname in the Delegated Officer in Charge Area

Once you have been highlighted your name (BSM) click ok

o kM 0D

Click Save to update the Delegated Officer In Charge (You may have more than one and many
schools include their Deputy Principals)

Repeat this process 1 -5 for your sub org units (eg Example High School SEP Program )

E llll Reports and Graphs llll Dashboard & g orkplace Roles

» | Officer in Charge
Di Certo, Royston, , Male, CUA Security Role, Cairns State High School

Action Management

3

Delegated Officers in Charge
Surname Given Names Employee IDs Gender Roles

s

B3 Location
Location Hierarchy 63 .
O
O
L]

Location List

Cairns 5HS - Spedial Educatic
Cairns State High School

Locations with no Officer in Charge

MyHR WH&S 1 Further Assistance

If you would like to discuss how to manage incidents at your school, you can contact your Regional Health
and Safety Consultant (see contact list below) or call the MyHR Help Desk -3404 8258 for support.

DETE Workplace Health and Safety Staff: - http://education.gld.gov.au/health/contacts/hscontacts.html
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https://oneportal.deta.qld.gov.au/Services/HumanResources/Projects/MyHR/Trainingandsupport/Pages/WHS.aspx#incident
http://education.qld.gov.au/health/contacts/hscontacts.html

MyHR Self Service

A,

Queensland
GeowsErTimaEnt

Overview

What can employees
do in MyHR Self
Service?

All employees with a school network ID can
i View and update their personal contact details

View their own online pay advice slips and nominate to receive them
electronically only from now on.

i View and update net income* and additional bank details

View their own leave balances, and Project their leave balance
entitlement for a future date. They can also view their Long service Leave
entitlement date

How do they access
MyHR Self Service?

By logging on to the School network, accessing One Portal . From One  Portal
Home Page access via quick link MyHr Self Service or the MyHR Self Service
Icon on the MyHR Home Page . Remember access is only available from Home

with a laptop with Virtual Private Network (VPN) access.

Click on the employee tab to access and update your details.

For further information refer to the MyHR Self Service Training Materials

MyHR Self Service

i Common queries

Access Times for My
HR Self Service

MyHR Self Service is available during normal business hours (7.00am E6.00pm)
except for every Friday off pay week (7.00 E4.00 pm) due to payroll batch pro-
cessing. If MyHR Self Service is unavailable or access to some self service functions

is restricted (update to bank and personal details, leave balance projections) for
processing reasons a message will be displayed on the MyHR Self Service Home

Page.

How can you email
your electronic pay
advice home?

Open the pay advice you intend to email home then from the Internet Explorer
Menu select File>Send >Page by Emalil enter your home email address and click
send to send your pay advice to your home email account

How do you save your
own offline copy of
your pay advice?

Open the pay advice you intend to save then from the Internet Explorer Menu select
File>Save As> browse to a directory and name your file then access from your
local file directory as required.

How do | print a copy
of my online pay
advice?

Open the pay advice then from the Internet Explorer Menu select File>Print

What is the normal
escalation process for
MyHr Self Service
queries?

Employee Payroll Data query T answered by the relevant Payroll Services Team
Problem with accessing the system - MyHR Help Desk 3404 8258
Problem inputting information or using MyHR Self Service T
Training Materials _ then MyHR Help Desk

MyHR Self Service

Network problems i contact ITB Help Desk 1800 680 445
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https://oneportal.deta.qld.gov.au/Pages/Default.aspx
https://oneportal.deta.qld.gov.au/SERVICES/HUMANRESOURCES/PROJECTS/MYHR/Pages/Default.aspx
https://oneportal.deta.qld.gov.au/Services/HumanResources/Projects/MyHR/Trainingandsupport/Pages/SelfService.aspx

