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Overview 
The Remuneration – Public Service policy deals with remuneration for employees under the Victorian Public Service 
Enterprise Agreement 2020 (VPS employees other than the Senior Executive Service). 

Public service remuneration policy assists with the achievement of the key objectives illustrated below: 

Remuneration 
Policy

Value of the work
•Role 

•Responsibilities
•Complexity
•Accountability

Performance
•Recognition
•Reward

Retention
•Valuable staff
•Hard to staff

Attraction
•Outstanding candidate
•Hard to staff 

 

Value of the work is determined relative to the role, responsibilities, skill level and accountability of the 
position. 

Attraction and retention of the best people to meet the current and future demands and challenges of the 
Victorian Public Service  

Recognition and reward for the quality of the work and contribution to the achievement of the Department’s 
goals.  
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Salary Package  

Total 
Remuneration 

Package

Salary
Package

Employer
Superannuation

Optional
Benefits

Salary

 

The salary package for public service employees includes: 

• monetary remuneration  
• any additional benefits the individual may have elected to include in the salary package in lieu of salary such as 

a novated lease vehicle. 

EMPLOYER SUPERANNUATION CONTRIBUTION 

In addition to the salary package, the Department makes any required superannuation contributions on behalf of 
employees (to either a defined benefits scheme or an accumulation scheme). 

An employee who is not a member of a statutory superannuation scheme may nominate a complying superannuation 
fund for the purpose of receiving the employer's compulsory contribution. The employer's compulsory contribution will 
otherwise be directed to VicSuper as the default fund. 

VPS employees who have been on primary caregiver parental leave occurring on or after 1 July 2020, are entitled to 
have superannuation contributions made for the first 52 weeks of paid and unpaid parental leave. Superannuation 
contributions will be made as a lump sum upon the employee’s return to work and will be calculated based on the 
number of weeks of primary caregiver parental leave taken by the employee, capped at 52 weeks.  

SALARY PACKAGING 

All employees may participate in salary packaging to meet their personal needs while complying with taxation 
legislation and rulings. All costs associated with salary packaging, including the Department’s reasonable 
administrative costs, are to be met from the salary of the participating employee.  
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Remuneration on Employment, Transfer, Higher 
Duties or Promotion  
Except as set out below, remuneration/salary on commencement of employment, transfer, higher duties or promotion 
is set at the base of the applicable grade of a position. 

In exceptional circumstances, a delegate may offer a salary on commencement, higher duties or promotion that is no 
more than five per cent above the person’s current salary. An employee’s current salary refers to the base salary of 
the employee’s substantive position, not including allowances, bonuses, incidental expenses or any payment of a 
temporary character. Where a person is not employed, current salary refers to the salary on the person’s most recent 
pay slip, dating back no longer than six months. 

Specific provisions relating to transfers, higher duties and promotions are included below. 

TRANSFER 

Transfer is the movement of an employee from one position to another position in the public service and may be 
permanent or temporary with the same or lower maximum remuneration than the employee’s substantive position. 
For further information, see Transfers and Promotions – Public Service on HRWeb. 

An employee may only be transferred to a position at a lower classification level or value range with the employee’s 
consent. In this case, the employee will be permanently transferred and paid at the lower level. The Managing 
Surplus Employees Policy applies in the case of transferring a surplus employee and provides for a period of salary 
maintenance. 

On transfer to a position at level, an employee will continue to be paid their current salary. 

On transfer to a position at a lower classification level or value range, an employee will be paid the salary determined 
as if all of the employee’s service had been at that lower classification level or range. That salary cannot exceed the 
maximum salary of that lower classification level or range. 

In exceptional circumstances a Level 1 delegate may approve an employee’s salary above either the base of the 
applicable grade or value range or the employee’s current salary following a permanent transfer. That salary cannot 
exceed the maximum salary of the applicable grade or value range. For further information regarding delegation 
levels and powers, see the Secretary’s Public Service Delegations on HRWeb. 

HIGHER DUTIES  

An employee who is assigned duties of another position which is of a higher work value (i.e. a higher classification or 
higher value range) than their substantive position for longer than five consecutive working days or on a regular and 
systematic basis is entitled to payment of a higher duties allowance for the assignment period.  

The higher duties allowance will equal the greater of either the amount required to raise the employee’s salary to the 
base salary of the higher duties position or the salary which would apply had the employee been promoted to that 
position as set out in the promotion section below.  

Where less than the full duties of the higher position are to be performed, higher duties allowance will be paid which 
is proportionate to the extent of the higher duties performed. 

An employee may be assigned higher duties against a position with a greater or lesser time fraction. Remuneration in 
the higher position will be based on the hours worked. 

Higher duties cannot extend beyond an employee’s end date of employment. An employee’s release to take up 
higher duties is subject to the delegate agreeing to the release for the period of time requested. For further 
information, see Transfers and Promotions – Public Service on HRWeb. 

It is expected that a higher duties assignment would not extend beyond 12 months, except in exceptional 
circumstances. 

An assignment of higher duties may be terminated prior to its scheduled end, where it is reasonable to do so or upon 
the request of the employee. Without limiting the circumstances where early termination may occur, this may include 
operational reasons, a change in resources or poor work performance. Such a decision can only be made by the 
appropriate delegate with the endorsement of the Executive Director, People Division.  

Where an employee is in receipt of a higher duties allowance immediately prior to commencing paid leave, and the 
employee would have continued to receive the allowance had they not taken leave, the allowance will be paid during 
the period of leave for the duration of the higher duties assignment. In the case of long service leave, the employee 
must have been receiving the higher duties allowance for a continuous period of 12 months or more. 

https://www.education.vic.gov.au/hrweb/workm/Pages/transferPSS.aspx
https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/transferPSS.aspx
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PROMOTION 

Promotion is the permanent movement of an ongoing employee from one position to another in the public service 
with a higher maximum remuneration. 

Remuneration/salary upon promotion is set at the base of the applicable grade of a position, except where prior to 
promotion, the employee has service (including higher duties) at or above the minimum remuneration of the 
promotion position. In this case, the remuneration on promotion will be at that higher level, provided this does not 
exceed the maximum of the promotion position. 

Attraction 
A Level 3 delegate may approve a remuneration/salary for a person on employment, higher duties or promotion that 
is up to five per cent above either the employee’s current salary or the base of the applicable grade or value range in 
order to attract that person to a position. In exceptional circumstances, a Level 1 delegate may approve a 
remuneration/salary for a person on employment, higher duties or promotion that is more than five per cent above an 
employee’s current salary or more than five per cent above the base of an applicable grade or value range for 
attraction purposes. 

Delegates will consider each case on its merits when considering a salary offer above the base of the applicable 
grade and will have regard to: 

• the employee’s current salary  
• the degree of difficulty in attracting suitable applicants 
• relativity with the salary levels of other employees performing similar duties 
• the level of skill, experience and qualifications of the employee  
• opportunities for future salary increases based on performance 
• gender equity effects of appointments 
• current or recent higher duties assignments (where applicable). 

Where the position is at a grade which has progression steps, the commencing salary must be an appropriate 
progression step within the value range of the grade. 

The salary determined cannot exceed the maximum salary of the classification level and value range (where 
applicable) of the position. 

For further information regarding delegation levels and powers, see the Secretary’s Public Service Delegations on 
HRWeb. 

Job Resizing Review  
An employee can move to the higher value range within their classification level following a job resizing review. This 
includes an assessment of the work to be undertaken and the employee’s performance of that work. 

The value range of an employee may be reviewed if the employee has been in their role for six months or more. 

The review may be initiated by either the workplace manager or the employee and as soon as practicable, the 
employee will be advised of the outcome of the review. 

Factors that may be taken into account include: 

• the duties and responsibilities required of the position compared with the relevant descriptors 
• the key elements of the changes in the duties and responsibilities where change has occurred  
• the performance of the employee. 

The Grade and Value Range Assessment Tool can be used to both aid the assessment process in a formal way and 
as part of formal feedback provided to the employee. 

A job resizing review may result in movement to the higher value range or no change to the value range of the 
employee. Where the job resizing review results in a higher value range, the effective date of the higher value range 
will be on and from the first pay period after the date of the employee’s application for review or the date the 
employee was directed to undertake the duties of the higher value range, whichever is the earlier. 

A job resizing review cannot result in a position moving to a higher classification level. Information regarding the 
reclassification of a position is available on HRWeb at: Recruitment in the Public Service. 

https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
http://www.education.vic.gov.au/hrweb/careers/pages/recruit-ps.aspx
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Salary on movement to a higher value range within a classification level following a review is set at the minimum of 
the higher range, except where it is determined that the employee’s salary should be above the minimum of the 
higher value range.  

Where the employee had been in receipt of a salary at or above the minimum salary of the higher range (including 
higher duties), the salary on movement to the higher range will be determined as if all of the employee’s service had 
been at that higher range. The salary determined cannot exceed the maximum salary of the higher value range. 

Salary Progression 
Salary progression is the movement between progression steps or amounts which occurs when an employee is 
assessed at their end of cycle review as meeting the progression criteria outlined in the employee’s Performance and 
Development Plan (PDP). 

An employee who is at the top of their grade or value range, and who is assessed at their end of cycle review as 
meeting all the elements of their PDP will be paid a top of grade or value range payment. This payment is calculated 
at one percent of the employee’s substantive salary as at 30 June. 

Changes to progression criteria that are outside the employee’s control are to be taken into account in determining 
whether or not the employee meets the criteria necessary for salary progression or a top of grade or value range 
payment.  

The outcome of a performance review does not allow an employee to move to a higher value range within a 
classification level or to a higher classification. Movement to a higher value range within a classification level may 
only occur where there has been a value range job resizing review. 

VPS EMPLOYEES 

A VPS employee will be eligible to access progression or a top of grade or value range payment if the employee is 
employed with the Department at 30 June of the relevant cycle, except in the following circumstances: 

• the employee has been continuously employed in the VPS for less than 12 months at the end of the performance 
cycle; or 

• the employee obtained a promotion, or otherwise negotiated a salary increase within the performance cycle. This 
does not include any moves to the next grade or value range which resulted in the employee receiving less than 
the equivalent of one progression step or amount, or that occurred following a job resizing review process; or 

• the employee is subject to a formal underperformance process or proven misconduct during the performance 
and development cycle.  

• Where an employee has been ineligible for progression because they have been continuously employed in the 
VPS for less than 12 months, obtained a promotion, or otherwise negotiated a salary increase, the maximum 
period of time an employee may go without receiving a progression payment is 18 months. Where the employee 
is assessed as having achieved progression on 30 June, at the end of the first performance cycle in which the 
employee becomes eligible for progression, the employee’s progression payment will be back dated. 
Progression payment will be backdated to 1 January in the performance cycle to which progression relates, or 
the employee’s 18-month date whichever is the later. An employee’s 18-month date for this purpose is the date 
18 months after the employee commenced employment in the VPS or obtained a promotion 

An employee returning to work after a period of primary caregiver parental leave not exceeding 52 weeks may 
advance two progression steps or be paid two top of grade or value range payments in the following circumstances: 

• the employee was not considered for progression or top of grade or value range payment due to the employee’s 
absence on primary caregiver parental leave; and 

• the employee is otherwise eligible to be considered for progression or top of grade or value range payment; and 
• the employee is assessed as meeting progression criteria in the performance cycle when the employee returns 

to work.  
In considering an employee’s eligibility for progression, an employee’s absence from work on parental leave for part 
of a relevant performance cycle must not disadvantage the employee. 
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PROGRESSION AND HIGHER DUTIES 

An employee who has been assigned higher duties for a continuous period of at least 12 months at the end of a 
performance and development cycle will be eligible to be paid a higher duties allowance at the next salary step, if the 
employee meets the progression criteria of the higher role. 

Where salary progression is approved, it will be applied to any allowance paid at the higher grade or value range and 
to the employee’s substantive salary.   

Employees will receive a top of grade or value range payment upon return to their substantive position where they:  

• receive higher duties progression;  
• are at the top of grade or value range of their substantive position; and  
• return to their substantive position before the end of the cycle. 

This payment will be a pro rata lump sum payment for the working days remaining in the current performance cycle, 
based on one percent of the employee’s substantive salary as at 30 June. 

Where an employee has been in a higher duties assignment in another department and salary progression has been 
approved by that department on a whole-of-job basis, the salary progression will be applied to the employee’s 
substantive salary on return to the Department of Education and Training, subject to confirmation being provided by 
that department. 

Determining Remuneration/Salary in Exceptional 
Circumstances 
A higher salary may be paid to an employee in order to retain the employee in the Department. Each case is to be 
considered on its merits, having regard to the risk of the employee leaving the Department and the degree of difficulty 
in replacing the employee. The higher salary is payable while the employee occupies the position for which the 
retention payment was originally made. A briefing setting out the circumstances which warrant such an offer must be 
forwarded to the Executive Director, People Division for approval.  

Payment of a gratuity may only be made to an employee in exceptional circumstances and for the following 
purposes: 

• where there is definite special work required to be performed by an employee that is of a higher work value or is 
in addition to normal duties but does not involve assignment to another position. The delegate may approve a 
fortnightly payment of a gratuity to the employee for the duration of the definite special work performed.  

• for attraction and retention purposes where: 

o there are recognised difficulties in recruiting or retaining persons for a particular position 
o a candidate has received a documented offer of employment from outside the VPS 
o the position is of critical importance to the achievement of the Department’s objectives; and 
o it would be more cost effective to retain an employee compared to employing a replacement. 

Applications for the payment of a gratuity are required to be approved by the Executive Director, People Division.  

With the exception of gratuities, an employee’s remuneration/salary cannot exceed the maximum remuneration/salary 
of the classification level and value range (where applicable) of the position. 

Payment/Recovery of Salary Under and Over 
Payments 
An employee (or former employee) who believes they have been underpaid may request a salary review. Where it is 
established that an underpayment has occurred, consistent with the Fair Work Act 2009 (Cth), the employee or 
former employee will be paid arrears for any underpayments that occurred in the 6 years prior to the date the salary 
review was requested. 

The work location(s) where the employee (or former employee) was employed at the time the underpayment 
occurred will meet the cost of any payments made. 

The management and recovery of overpayments is undertaken consistent with the relevant legislative provisions. 
Information about the management and recovery of overpayments is available on HRWeb at Overpayments. 

 

http://www.education.vic.gov.au/hrweb/employcond/Pages/opay.aspx
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Retention of Documentation 
All documentation in relation to decisions on an employee’s salary arrangements should be placed on the employee’s 
personnel file with a copy of the record of decision provided to the employee. 

Further Assistance 
Further information, advice or assistance on any matters related to remuneration in the Public Service is available by: 

• accessing the A-Z topic list on HRWeb,  

• using the related topics list; or   

• contacting Corporate People Services 

 

http://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/remuneration-ps.aspx
http://www.education.vic.gov.au/hrweb/Documents/Corporate_HR_Services_Contact_List.docx
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