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the First Peoples of this land. 
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Welcome to DET 
Welcome to the Department of Education and Training (DET). We are delighted to have you join us as a 
manager.  

There is a range of material and guidance available to help new starters understand DET’s priorities and values, 
familiarise themselves with DET’s policies and procedures and easily transition into their new role and 
responsibilities.  

This document contains hyperlinks to important information. If you have received a hardcopy of this document, 
you can access a soft copy on the Induction and Orientation page on HRWeb. 

Induction and on-boarding material is co-ordinated by the People and Culture Branch. We welcome feedback to 
help us continually improve this process for new starters. Please send any feedback or suggestions to 
staffdevelopment@education.vic.gov.au.   

  

http://www.education.vic.gov.au/hrweb/workm/Pages/Induction.aspx
mailto:staffdevelopment@educationvic.gov.au
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DET INDUCTION 

The DET Induction consists of the following elements: 

 
1. LearnEd online induction: will provide you with an overview of our organisation, working at DET and our 

various office locations.  
2. Welcome and Orientation session: An optional orientation session (held every two months) provides you 

with the opportunity to hear from the Department’s leaders, learn about our values and meet other new 
starters. Details of these are available on LearnEd, the Department’s learning management system. 

3. Training: Completing compulsory eLearning modules to ensure you understand your obligations as a 
member of the Victorian Public Service.  

4. Policies and procedures: Familiarising yourself with key policies and procedures to ensure you understand 
your obligations as a member of DET.  

5. Role-based induction: DET subscribes to the Experience (70), Exposure (20) and Education (10) and 
development whereby majority of learning is acquired through on-the-job experiences. Informal on-the-job 
learning is an important part of the induction process. This usually includes meeting colleagues and key 
stakeholders and clarifying your role and the responsibilities associated with your position. This process will 
assist you in developing a Performance and Development Process (PDP) plan during your first month at 
DET. 

  

Orientation 
Sessions

eLearning

OHS 
Induction 
Checklist 

On-the-job 
learning

LearnEd 
online 

induction

https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=ADMN_DEECD_SELF_SERVICE&secondary=true&fname=LM_LEARNING&PORTALPARAM_PTCNAV=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.LM_LEARNING&IsFolder=true
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Training 
DET requires you to undertake the following online training which you can find on LearnEd. Each session takes 
approximately 30 minutes. Please complete this training within your first week at DET.  

• Understanding DET's Values 
• Working with Integrity 
• Information Security for Corporate Staff 
• Privacy for Corporate Staff 
• Knowledge and Records Management 

 

You should complete the following online modules in weeks two to four: 

• Conflict of Interest 
• Fraud and Corruption Control 
• Respectful Workplaces  
• Workplace Bullying  
• Equal Opportunities 
• Human Rights and Responsibilities  
• Sexual Harassment 
• Risk Management. This module is hosted on ELMO and a link with login details are available on the Risk 

Management training page 
• Delegations and authorisations 

As a new employee you will be allocated the following OHS eLearning modules: 

• OHS for New Employees 
• Hazard and Incident Reporting 
• Ergonomics 
• Slips, Trips and Falls 
• Manual Handling 

You will receive an email with username and details for accessing the Occupational Health and Safety (OHS) 
eLearning modules within 3 months of starting at DET. This email will include details of the timelines in which you 
are expected to complete these modules. 

Key policies and procedures 

An A-Z of DET’s human resources policy can be found on HRWeb.  While employees are expected to comply with 
all of DET’s policies, it is imperative that new starters familiarise themselves with the following policies and 
procedures: 

• Acceptable Use Policy 
• Accounts Payable Policy  
• DET’s Values 
• Conflict of Interest Policy  
• Disability and Reasonable Adjustments in the Workplace Policy  
• Equal Opportunity and Anti-Discrimination  Policy 
• Gifts, Benefits and Hospitality Policy  
• Performance and Development Plans – Key Policy Principles 
• Information Security Policy 
• Privacy Policy 
• Records Management Policy 
• Sexual Harassment Policy 
• Travel Policy  
• Working Remotely Guidelines.  

 

It is also essential that new starters complete the OHS Induction Checklist. You should familiarise yourself with the 
following policies and procedures: 

https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=ADMN_DEECD_SELF_SERVICE&secondary=true&fname=LM_LEARNING&PORTALPARAM_PTCNAV=PT_PTPP_SCFNAV_BASEPAGE_SCR&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.LM_LEARNING&IsFolder=true
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1927/support_and_service_(corp)%252Fgovernance_and_decision_making%252Frisk_management%252Frisk_management_training
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1927/support_and_service_(corp)%252Fgovernance_and_decision_making%252Frisk_management%252Frisk_management_training
https://www.education.vic.gov.au/hrweb/Pages/default.aspx
https://www.education.vic.gov.au/hrweb/Pages/acceptableuse.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2585/policies_(corporate)%252Ffinance%252Faccounts_payable_policy
http://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx
http://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx
http://www.education.vic.gov.au/hrweb/workm/Pages/Conflict-of-Interest.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx#link94
https://www.education.vic.gov.au/hrweb/divequity/Pages/default_eeo.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2627/policies_(corporate)%252Fprocurement%252Fgifts,_benefits_and_hospitality_policy
https://edugate.eduweb.vic.gov.au/Services/HR/pdp/Documents/PDP%20Key%20Policies%20Principles.docx
https://edugate.eduweb.vic.gov.au/edrms/project/DETI/Ref_Mat2/Policies/Information-Security-Policy.docx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2622/support_and_service_(corp)%252Flegal%252Ffoi,_privacy_and_copyright%252Fprivacy
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2581/policies_(corporate)%252Fdata_and_information_management%252Frecords_management_policy
https://www.education.vic.gov.au/hrweb/divequity/Pages/SexualHarassment.aspx
https://edugate.eduweb.vic.gov.au/edrms/collaboration/PD/GPS/_layouts/15/WopiFrame.aspx?sourcedoc=/edrms/collaboration/PD/GPS/Policy%20Library/DET%20Travel%20Policy.docx&action=default
https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
http://www.education.vic.gov.au/Documents/school/principals/management/ohsinductionchecklist.docx
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• Occupational Health and Safety (OHS) Policy 
• OHS Consultation and Communication Policy  
• OHS Issue Resolution Flowchart  
• Health and Safety Representative and Management OHS Nominee contacts 
• Hazard, incident and near miss reporting procedures (EduSafe) 
• Information on employee support services (e.g. Employee Assistance Program and Conflict Resolution 

Support Service). 
• First Aid Procedures 

The checklist requires you to ask your Workplace Manager to provide you with the following information for your 
place of work: 

• Emergency procedures  
• Traffic management plan  
• Introduction to the Return-to-Work Co-ordinator 
• Location of Chemical Register and associated Material Safety Data Sheets 
• Introduction to Asbestos Co-ordinator 
• Current Asbestos Management Plan and Asbestos Register 

ON-BOARDING CHECKLIST: EXECUTIVE OFFICERS 

Day 1 
Number Action Completed 

1.  Meet with your Manager 
Ordinarily, a meeting will have been scheduled with your Manager on your first 
day. If this is not the case, schedule one during your first week at DET.  

At this meeting we recommend you discuss the Department’s strategic intent, 
any responsibilities you have for budget, key policies and key stakeholders.  

This meeting will also be the first opportunity to begin discussing your 
performance and development plan.  

□ 

Day 2 
Number Action Completed 
1.  

 
Delegations 
Confirm whether any delegations (financial or otherwise) are attached to your 
role by searching here.  

□ 

2.  Meet with Finance 
Arrange a meeting with the Finance contact for your Division. 

At this meeting, we recommend you discuss financial matters relevant to your 
position including budget implications, procurement processes, credit cards, 
Divisional governance, and any relevant committees.   

□ 

3.  Meet with Procurement 
Arrange a meeting with your Division’s procurement contact by emailing 
procurement@edumail.vic.gov.au  

□ 

4.  Organise meeting with stakeholders 
We recommend you work with your Executive Assistant to begin to arrange 
meeting with key internal and external stakeholders by Week 3 

□ 

http://www.education.vic.gov.au/Documents/school/principals/management/ohspolicy.docx
http://www.education.vic.gov.au/Documents/school/principals/management/ohsconsultcommspolicy.docx
http://www.education.vic.gov.au/Documents/school/principals/management/corporateohsissueresolution.doc
http://www.education.vic.gov.au/school/principals/management/Pages/ohsworksafecontacts.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/reportinjuryhazard.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/employeeservices.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/employeeservices.aspx
http://www.education.vic.gov.au/Documents/school/principals/management/firstaidinfectctrl.docx
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/delegation/SitePages/default.aspx
https://edugate.eduweb.vic.gov.au/collaboration/FSD/endmonth/Email%20Attachments/SFO%20Budget%20Contacts.xlsx
mailto:procurement@edumail.vic.gov.au
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Day 3 

Number Action Completed 
1.  Coffee with buddy 

Your manager may have allocated you a buddy for your first 3 months at the 
Department. Your buddy will be able to provide you with informal guidance and 
information about working at the Department.  

We recommend you arrange to have a coffee with your buddy by Day 3.  

□ 

2.  Meet with staff 
We recommend you hold a meeting with your team by Day 3 to introduce 
yourself and meet your team members. 

□ 

 

 
Week 2 

Number Action Completed 

1.  Meet with direct reports 
We recommend that you meet with your direct reports individually by your 
second week.  

This meeting is a good opportunity to review the current Performance 
Development Plan of each of your direct reports and receive an overview of 
current projects. 

□ 

2.  Meet with Group Executives 
By week 2, we recommend that you work with your EA to arrange a meeting 
with each of the Executive Officers in your Group.  

□ 

3.  Meet with Executive Board Members 
• By the end of week 2, we recommend that you work with your Executive 

Assistant to arrange a meeting with the Secretary and each of the Deputy 
Secretaries.  

□ 

4.  Meet with key corporate functions 
By the end of Week 2, we recommend you work with your Executive Assistant 
to arrange a meeting with each of the Executive Officers for the key corporate 
functions: 

• Tony Bugden, Executive Director, People Division 
• Kathryn Johnson, Executive Director, Legal Division 
• Vivien Allimonos, Executive Director, Communications Division 
• Johnathan Kaplan, Executive Director, Integrity, Assurance and Executive 

Services  
• Helen Quiney, Executive Director, Employee, Health, Safety and 

Wellbeing 
• Elly Gay, Director, Operational Policy Support and Engagement Branch 

□ 
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Our Organisation 
OUR DEPARTMENT 
DET leads the delivery of education and development services to children, young people and adults, from birth to 
lifelong learning. We have a key role in shaping the lives of Victorians and the future of the state.  

Our department employs a significant workforce of over 80,000 staff, the vast majority are in the teaching service 
(76,943). Our non-school based staff are located in the central offices and across our four regions. The following 
seven groups support DET’s delivery of lifelong learning to all Victorians: 

• People and Executive Services (PES) 
• Financial Policy and Information Services (FPIS) 
• Policy, Strategy and Performance (PSP) 
• Early Childhood Education (ECE) 
• School Education Programs and Support (SEPS) 
• Higher Education and Skills (HES) 
• Schools and Regional Services (SRS). 

The delivery of our services is managed by four regions (we have about 20 area offices) that provide learning, 
development, health and wellbeing support and services to children and young people through partnerships with 
funded early childhood services, DET’s schools, vocational education and training providers and Learn Local 
organisations. 
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OUR SECRETARY 

 

Jenny Atta 

Jenny Atta has been the Secretary of the Department since March 2019. 

Prior to this, Jenny was Deputy Secretary of the Department's Infrastructure and Finance Services Group. As 
Deputy Secretary, Jenny was responsible for the management and oversight of the Department’s financial, 
procurement and information technology services, along with strategic advice and planning for state budget 
processes, and infrastructure policy and delivery across the education and training portfolio. 

Jenny has many years’ experience in senior public service leadership roles, notably at the Department of 
Treasury and Finance where she led the portfolio analysis function within Budget and Finance.  
OUR MINISTERS 

 
Deputy Premier and Minister for Education, the Hon. James Merlino MP 

  

Minister for Early Childhood and Minister for Workplace Safety, the Hon. Ingrid Stitt MP 

 

 
Minister for Training and Skills and the Minister for Higher Education, the Hon. Gayle Tierney 
MP 
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THE VICTORIAN PUBLIC SECTOR 

The Victorian Public Sector is comprised of public service bodies and public entities. The Victorian Public Sector 
supports the government of the day to serve the Victorian community by: 

• providing public services 
• supporting Ministers in developing and implementing policies and legislation 
• building and maintaining physical and social infrastructure 
• managing resources 
• administering state finances. 

 
 

This infographic was produced by the Victorian Public Service Commission. 

The Victorian Public Sector is supported by the Victorian Public Sector Commission (VPSC). The VPSC’s 
objectives include: 

• strengthening the efficiency, effectiveness, and capability of the public sector in order to meet existing and 
emerging needs and deliver high quality services 

• maintaining, and advocating for, public sector professionalism and integrity. 

More information about the VPSC can be found on their website.  

  

http://vpsc.vic.gov.au/about-public-sector/the-victorian-public-sector/
http://vpsc.vic.gov.au/about-vpsc/
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OUR SERVICES 

DET is responsible for delivering state-wide learning and development services to Victorians every year across the 
early childhood, school education and higher education and skills sectors. 

Early childhood 
development School education Training and skills 

Birth to 8 
over 400,000 children and 

families 

5 to 18 
over 988,400 students 

15 to 65+ 
over317,000 enrolments in 

government subsidised vocational 
education and training 

• Maternal and child health 
services 

• Early years learning and 
development including early 
childhood education and care 
services 

• Early childhood intervention 
services 

• Primary education 
• Secondary education 
• Special education 
• Health and wellbeing 

• Technical and Further Education 
(TAFEs) 

• Universities 
• Private registered training 

providers 
• Learn Locals 

We have a diverse range of public, private and not-for-profit providers serving Victorians of all ages: 

• Almost 4264 approved 
education and care services 
and approximately 450 
licensed children’s services, 
including long day care 
services, community 
kindergartens, outside school 
hours care providers, 
occasional care services and 
family day care services 

• 652 maternal and child health 
service locations 

• 1543 government schools 
• 720 non-government schools 

(498 Catholic schools and 222 
independent schools) 

• 12 TAFE institutes 
• 8 public universities (4 of which 

also provide vocational training), 1 
specialised university and 
campuses of the multi-state 
Australian Catholic University 

• 266 community-owned and 
managed not-for-profit 
organisations registered with the 
Adult Community and Further 
Education (ACFE) Board as Learn 
Local organisations to deliver pre-
accredited training 

• 321 government-contracted private 
registered training organisations 
(RTOs) 

• 497) government contracted private 
registered training organisations  

 

OUR STAKEHOLDERS 
We work collaboratively to build and maintain inclusive relationships with our stakeholders and education partners 
to ensure we are able to deliver for Victorian learners and their families. 

We work and collaborate on a regular basis with: 
• early childhood education and care services, non-government schools, vocational training providers 

including TAFEs, universities, and other government agencies 
• students, parents, carers and their families, local communities, the community sector, business, industry, 

local government; and 
• professional bodies, community representatives and unions. 
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OUR STRATEGIC INTENT 

DET’s Strategic Intent sets out our vision for Victorians. Together we give every Victorian the best learning and 
development experience, making our state a smarter, fairer, and more prosperous place. 
As part of this vision: 

• children and young people are confident, optimistic, healthy, and resilient 
• students reach their potential, regardless of background, place, circumstance, or abilities 
• Victorians develop knowledge, skills and attribute needed now and for the jobs of the future 
• DET’s workforce is high performing, empowered, valued, and supported 

This intent guides strategic plans, business plans and individual Performance Development Plans to ensure DET 
achieves its vision and focuses its efforts to deliver the Victorian Government’s Education State agenda. Objectives 
include:  

• ensuring Victorians have equitable access to quality education and training  
• working with providers and partners to build an integrated birth to adulthood education and development 

system  
• supporting children, young people and adults with well-coordinated universal and targeted services close 

to where they live  
• activating excellence, innovation, and economic growth.  

 

https://edugate.eduweb.vic.gov.au/edulibrary/Documents%20for%20Corporate%20Users/Communications/2015/DET%20Strategic%20Intent.pdf
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MAKING VICTORIA THE EDUCATION STATE  
Education State is a reform agenda for the Victorian education and training system, which was announced by the 
Government in 2015. It is about building a world-class education and training system that produces excellence 
and equity. It will ensure all Victorians have equal access to the benefits and opportunities that come from 
education, to shape their lives regardless of background or circumstance. 

Education State targets 

Our ambitious Education State school targets focus our efforts on the things that promote excellence across the 
curriculum, the health and wellbeing of students and break the link between disadvantage and student outcomes. 

These targets reflect our ambition to improve student outcomes: 

• Learning for Life More students achieving excellence in reading, maths, science, critical and creative 
thinking and the arts. 

• Happy, Healthy and Resilient Kids Building the resilience of our children and encouraging them to be 
more physically active. 

• Breaking the Link Ensuring more students stay in school and breaking the link between disadvantage 
and outcomes for students. 

• Pride and Confidence in our Schools Making sure every community has access to excellence, in 
every government school and classroom.  

You can find more information on the Education State internet page.  

  

https://www.education.vic.gov.au/about/educationstate/Pages/targets.aspx
https://www.education.vic.gov.au/about/educationstate/Pages/default.aspx


 

SES Welcome Kit Page 15 

Our Organisational Structure 
DET is structured with seven central groups and four regions and works in conjunction with a number of statutory 
bodies.  You can find more information Structure HRWeb page regarding the organisational along with the 
organisational chart. The Groups and Divisions intranet page provides information about the Groups and Divisions. 

People and Executive Services 
People and Executive Services (PES) focuses on people services, communications and media, legal services, 
knowledge services, ministerial support, audit and integrity. PES provides direct services to the Department’s 
central office, regional offices and to government schools. 

Financial Policy and Information Services 

Financial Policy and Information Services (FPIS) develops and implements finance and infrastructure policies, 
procedures and strategies providing direct services to the Department’s central office, regional offices and 
government schools. FPIS coordinates, facilitates, and supports all areas of the Department to maintain and 
improve environmental outcomes. 

Policy, Strategy and Performance 

Policy, Strategy and Performance (PSP) brings the two existing policy and strategy groups together to focus on 
performance and strategy and ensure the Department’s policy agenda remains aligned with our organisational 
goals and delivers strategic coherence across the breadth of our portfolios.  

Early Childhood Education  
Early Childhood Education (ECE) was established to implement major reforms that will make Victoria the first 
state or territory to deliver universal three-year-old kindergarten. 

Higher Education and Skills  
Higher Education and Skills (HES) facilitates participation and achievement in senior secondary and tertiary 
education and training by supporting partnerships between providers, employers and the community and advising 
on public funding and regulation. It manages the Government-funded training market, public provider governance 
and accountability, and the apprenticeship system. 

School Education Programs and Support  
SEPS plays a critical role in designing services, operational policy and programs across school education.  

Regional Services  
The role of Schools and Regional Services (SRS) is to deliver, and support the delivery of, services to children 
and learners. SRS plans for services to ensure that children and young people are able to access and participate 
in high quality education. SRS consists of four regions: 

• North-Eastern Victoria Region (NEVR) 
• North-Western Victoria Region (NWVR) 
• South-Eastern Victoria Region (SEVR) 
• South-Western Victoria Region (SWVR) 

Each region is divided into areas. There are 17 areas in total. You can access a map of the regions on the 
Regional Maps and Data page. 

Victorian School Building Authority 
The Victorian School Building Authority's (VSBA) mission is to deliver contemporary, safe and sustainable 
learning environments in line with the Victorian Government's priorities for educational infrastructure. 

  

https://www.education.vic.gov.au/about/department/structure/Pages/default.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/35/structure_&_governance%252Fgroups_and_divisions
https://edugate.eduweb.vic.gov.au/edrms/organisation/regions/Pages/home.aspx
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OUR STATUTORY BODIES 

Victorian Curriculum and Assessment Authority 

The Victorian Curriculum and Assessment Authority (VCAA) is an independent statutory body directly responsible 
to the Victorian Minister for Education. The VCAA provides high quality curriculum and assessment programs for 
all students in Victoria, in both government and non-government schools 

Victorian Registration and Qualifications Authority 

The Victorian Registration and Qualifications Authority (VRQA) is the statutory authority responsible for ensuring 
that employers of apprentices and trainees and providers of education and training (including course and 
qualification owners) meet quality standards, and that information is readily available to support informed choice in 
education and training. 

Merit Protection Boards 

The Merit Protection Boards (MPB) is an independent statutory body established to hear grievances; appeals and 
reviews from employees of DET. 

The Department also works in conjunction with a number of statutory bodies including: 

• Adult, Community and Further Education Board (ACFE) 
• Adult Migrant English Service (AMES) 
• Centre for Adult Education (CAE) 
• Children’s Services Coordination Board 
• Disciplinary Appeals Boards 
• Victorian Children's Council 
• Victorian Institute of Teaching 
• Victorian Skills Commission. 

You can access further information on the Statutory Authorities page.  

  

https://www.education.vic.gov.au/about/department/structure/Pages/statutory.aspx
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Our Governance Structures  
DET's committee structure provides the foundation for good governance at DET.  

Further information about our governance structures, including information about membership, committee 
principles and key dates can be accessed on the Structure and Governance page on DET’s intranet.  

Complementing the new governance arrangements, DET's central and regional office leaders have signed up to 
a Leadership Charter, discussed below. 
OUR EXECUTIVE BOARD  

The Executive Board (EB) is the ultimate decision making and governance body of DET and its responsibilities 
include setting policy directions, ensuring the alignment of planning and resources for the achievement of DET’s 
priorities and considering advice of executive committees. More information about the EB, including its 
membership, can be found on the Executive Board page. 

OUR EDUCATION STATE BOARD 

The Education State Board (ESB) is the key advisory body to the Secretary with respect to the progression of the 
Education State Agenda. The ESB is intended to be time-limited with ongoing activity relating to Education State 
transitioning to the Executive Board or other committees.   You can access more information about the ESB, 
including its membership, on the Education State Board page.. 

The ESB meets fortnightly, or at the Secretary's request. As an Executive Officer, you may be asked to attend 
the ESB from time to time.  

More information about the ESB, including its membership, can be found on the Structure and Governance page 
on DET’s intranet. 

EXECUTIVE ROUND-UP 

The Executive Round-Up is held every Thursday from 8.45am – 9.15am in G.1 on the Ground Floor of 2 
Treasury Place. This as an opportunity for all Executive Officers to regularly meet and share information. The 
Executive Coordinators in the Deputy Secretaries Offices request agenda items from Executive Directors in 
advance of each Round-Up.  

 

https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2/structure_and_governance
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2488/structure_&_governance%252Fexecutive_board
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2489/structure_&_governance%252Feducation_state_board
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2489/structure_&_governance%252Feducation_state_board
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Your Role as a Leader at DET 
OUR VALUES 

 

The Department has adopted the public sector values which are set out in the Code of Conduct for Victorian 
Public Sector Employees, which are Responsiveness, Integrity, Impartiality, Accountability, Respect, 
Leadership and Human Rights. The values define what is important to our organisation and how things will be 
done. We are all required to uphold and demonstrate DET’s Values which underpin how we interact with 
colleagues, learners and families, members of the community, suppliers and Government.  

As a leader at DET it is imperative that you act in accordance with the values at all times, behave in a way 
that brings the values to life in the workplace, encourage others to do so and hold them to account when their 
behaviour is inconsistent with the values. You can access more information about on the Department’s 
Values page.  

REPORTING MISCONDUCT 
All staff should feel safe and confident to raise concerns, issues, complaints and provide feedback about their 
workplace. 

Employees who want to raise a concern or make a complaint should speak to an appropriate manager or 
principal first. This is the best way to reach a quick resolution. You should expect your manager to be responsive 
and manage your concerns fairly, respectfully, transparently and in a timely way. 

Otherwise, employees can: 

• Approach their manager's manager or their regional office 
• Obtain more information about lodging a formal grievance about employment decisions or actions, 

including appointments or leave, to the Merit Protection Board 
• Raise concerns to the Fraud and Corruption Control Unit on (03) 7022 0121 or email 

fraud.control@education.vic.gov.au 
• Contact the Speak Up service on 1800 633 462 or email educationspeakup@pkf.com.au 
• Contact the Independent Broad-based Anti-corruption Commission on 1300 735 135 or email 

info@ibac.vic.gov.au. 

OUR LEADERSHIP COMMITMENT  
Leadership is critical to achieving DET’s reform program. It is through strong, ethical and authentic leadership 
that cultural change will be achieved, and the foundation laid for building our organisational capability. All our 
executive officers have committed to the DET’s Leadership Charter. 

The Leadership Charter sets out our leaders' shared commitment to living the values and modelling the 
behaviours we need to realise its Strategic Intent and the required Leadership Capabilities. 

The charter guides how you, as a leader, should work, make decisions, form relationships and bring out the best 
in your staff. Your ability to demonstrate the leadership capabilities is critical to lifting organisational performance.  

As a leader, you should be encouraging every employee to strive towards achieving their own leadership 
capabilities as well as working to continually improve your own capabilities. This Leadership at DET guide 
provides information on leadership development, practice and staff engagement. You can access further 
information on the Leadership Charter and Capabilities page.  

Each year, as part of the Performance and Development cycle, all executive officers are asked to re-commit 
to the Leadership Charter when they complete their online beginning of cycle process. 

http://www.education.vic.gov.au/hrweb/employcond/Pages/conduct.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/conduct.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx
http://www.education.vic.gov.au/about/contact/pages/regions.aspx
http://www.mpb.vic.gov.au/Pages/default.aspx
mailto:fraud.control@education.vic.gov.au
mailto:educationspeakup@pkf.com.au
https://edugate.eduweb.vic.gov.au/Services/GC/Shared%20Documents/0000_DET_Leadership%20Charter_1pp%20V9_TP.pdf
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/8/strategy_and_leadership%252Fleadership_charter
https://edugate.eduweb.vic.gov.au/Services/GC/Shared%20Documents/Leadership%20capabilities%20-%20Final.pdf
https://edugate.eduweb.vic.gov.au/Services/GC/Shared%20Documents/Leadership%20at%20DET%20-%20development%20and%20engagement%20guide.pdf
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/8/strategy_and_leadership%252Fleadership_charter
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RESPECTFUL WORKPLACES 

DET is committed to, and responsible for, providing workplaces that are healthy, safe and inclusive, and free from 
bullying, harassment, and discrimination. A respectful workplace culture, underpinned by the Victorian Public Sector 
values, is fundamental to the way we operate. We all have the right to be treated with respect and work in a 
respectful workplace. This also means that we all have the responsibility to act respectfully and treat our colleagues 
with consideration.  

A respectful workplace: 

• is inclusive and values diversity 
• communicates clear expectations 
• promotes health, wellbeing and safety 
• deals constructively with conflict 
• strives for improvement, and 
• has open channels of communication.  

We all have the right to be treated with respect and work in a respectful workplace. As a manager, you have a 
responsibility to act respectfully, and treat our colleagues with consideration. You also have a responsibility to 
encourage respectful behaviour and hold people to account when their behaviours are inconsistent with a respectful 
workplace. You can contact the Employee Conduct Branch for guidance and support for managing inappropriate 
workplace behaviour.  

DET’s Respectful Workplaces HR Web page contains resources and links to DET’s HR policies and procedures and 
additional support.  

DIVERSITY AND INCLUSION 
DET values its diverse workforce. A diverse workforce promotes equality and prevents discrimination against those 
with protected attributes and includes everyone, regardless of their circumstances, background, or personal 
preferences.  

By bringing together different people we build a breadth of experience and diversity of through which enables us to 
achieve our goals. We are committed to building a diverse workforce reflective of the wider communities in which we 
serve, creating inclusive environments that unifies our people and recognises the unique needs and skills of 
everyone. 

It is every employee’s obligation to ensure they practice inclusion by treating their colleagues and clients with respect 
and dignity. DET has a range of Human Resources policies which guide how we conduct ourselves at work and what 
to do if a staff member has concerns about their treatment. These can be found on HRWeb under Diversity and 
Equity. 

The Victorian Public Sector Values and DET’s Respectful Workplaces program are intrinsically linked to and 
supported by the Charter of Human Rights 2004 (Vic). An overview of the Charter and our obligations under it are 
explained in an eLearning module that can be accessed on LearnEd. 

As a leader, you have a responsibility to champion diversity at DET.   

DET’S COMMITMENT TO ACCESSIBILITY OF INFORMATION 
DET is committed to ensuring its information is accessible to all people. As a DET executive you should consider the 
needs of diverse users of the information and documents you produce to ensure that they can access the 
information.  

Guidance on what to you can do to ensure that your information is accessible is available on the Accessibility 
website. 

Supporting staff with disabilities 

The Department acknowledges the significance of employing people with disabilities, and makes reasonable 
adjustments to provide equal opportunity for people with disabilities in the workplace.  

As an executive, it is important that you provide staff with disabilities the required support to help them do their job 
well, while understanding our legal obligations for making reasonable adjustments.  More information can be found in 
DET’s Disability and Reasonable Adjustments in the Workplace Policy and the Disability Action Plan. When you are 
involved in recruiting staff consider what adjustments applicants with disabilities may need to be supported through 
the process. 

http://www.education.vic.gov.au/hrweb/workm/Pages/comunt.aspx
https://www.education.vic.gov.au/hrweb/divequity/Pages/SexualHarassment.aspx
http://www.education.vic.gov.au/hrweb/divequity/Pages/default.aspx
http://www.education.vic.gov.au/hrweb/divequity/Pages/default.aspx
https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/PSFT_LM/c/LM_SS_LEARNING.LM_LEARNING_ITEMS.GBL?Page=LM_SS_ACT_DTL&Action=U&LM_ACT_ID=1175&LM_CI_ID=1079&NAV=URL
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2573/policies_(corporate)%252Fdata_and_information_management%252Faccessibility_policy
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2573/policies_(corporate)%252Fdata_and_information_management%252Faccessibility_policy
http://www.education.vic.gov.au/hrweb/Documents/Disability-Reasonable-Adj-in-Workplace.pdf
http://www.education.vic.gov.au/hrweb/divequity/pages/disability.aspx
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MARRUNG, ABORIGINAL EDUCATION PLAN 2016-2026 
DET’s Marrung, Aboriginal Education Plan 2016–26 ensures that all Koorie Victorians achieve their learning 
aspirations and is focused on four key action areas:  

• Create a positive climate for learning and development where services demonstrate the highest levels of 
respect and inclusion and, as a result, Koorie children and learners of all ages feel strong in their identity 
within all services. 

• Build community engagement in learning and development so that, through partnership and collaboration, 
services work together with Koorie people to find innovative ways to improve outcomes in local 
communities. 

• Build a culture of professional leadership where success for Koorie Victorians is core business for all 
educational leaders. 

• Achieve excellence in teaching, learning and development at all stages so that:  
o young Koorie children are on track in their health, development and well-being, and their early 

learning experience sets them up for life 
o Koorie students engage fully throughout their schooling years and gain the knowledge and skills to 

excel at year 12 or its equivalent 
o Koorie learners transition successfully into further education and employment and have 

opportunities to access education at all stages of life. 

As an executive at DET it is important that you are familiar with the Marrung, Aboriginal Education Plan 2016–26. 

Wirnalung Ganai Aboriginal Inclusion Plan 2019-21 

The purpose of Wirnalung Ganai is to achieve the vision of Aboriginal inclusion identified by staff and stakeholders 
during consultation. That is, the Department will be: 

• a culturally safe place for Aboriginal employees, potential employees, volunteers, visitors, community 
partners, learners and families 

• an organisation where Aboriginal people, without fear of retribution or questioning, proudly identify as 
Aboriginal and feel safe to be 

• themselves, and where the expertise shared by First Nations Peoples is valued and respected  
• an organisation committed to Aboriginal self-determination, which is fundamental to better outcomes for 

Aboriginal learners, and affirms the relationship between government and the Aboriginal community as being 
one of mutual respect and joint decision-making.  

How to Show Respect for Country 

For guidance on how to Acknowledge the Country they live and work on, staff can access the Department’s new 
guide, Welcome to Country and Acknowledgement of Country: A guide for the Department of Education and Training. 

The Guide has been developed by Koorie Outcomes Division to compliment Aboriginal Victoria’s protocols 
concerning Welcomes to Country and Acknowledgements of Country. The Guide highlights the Department’s 
expectations regarding Acknowledging Traditional Owners. 

Employee Networks 

A range of employee networks operate at the Department and across the Victorian Public Service (VPS). These 
networks contribute to DET being a safe and inclusive work environment and connect staff. 

The DET Pride Network is a peer-led network created to connect and support LGBTIQ employees and their allies in 
the Department. The Network works to promote understanding of issues faced by LGBTIQ staff in the workplace. 

The DET Enablers Network represents the needs, interests and concerns of Department employees with lived 
experience of disability and long-term health conditions, carers, family members and allies. 

The Koorie Staff Network provides a safe and supportive environment for Aboriginal staff within the Department. It 
allows Koorie staff to share experiences, provide support for each other and contribute to the work of the Department. 
Get involved by contacting the Koorie Outcomes Division. 

The VPS Women of Colour (WoC) Network is a staff-led collective run by and for self-identifying WoC across the VPS. 
The Network strives to create a safe and inclusive space for WoC. 

https://www.education.vic.gov.au/about/programs/Pages/marrung.aspx
https://www.education.vic.gov.au/about/programs/Pages/marrung.aspx
https://edugate.eduweb.vic.gov.au/edrms/collaboration/kod/_layouts/15/WopiFrame2.aspx?sourcedoc=/edrms/collaboration/kod/AIC/Aboriginal%20Inclusion%20Plan/FINAL%20VERSIONS/Wirnalung%20Ganai%20Digital%20Version%20for%20online.pdf&action=default
https://edugate.eduweb.vic.gov.au/sites/i/_layouts/15/WopiFrame.aspx?sourcedoc=/sites/i/Shared%20Documents/Welcome%20to%20Country%20V1.0.docx&action=default
https://edugate.eduweb.vic.gov.au/edrms/collaboration/DPN/Pages/DET-Pride-Network.aspx
https://edugate.eduweb.vic.gov.au/edrms/organisation/DETEN/Pages/default.aspx
mailto:Koorie.Outcomes.Division@education.vic.gov.au
https://www.vic.gov.au/vps-women-colour-network
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The VPS African-Australian Network aims to support and advocate for the personal and professional development of 
people of African descent in the Victorian Public Service. 

Cultural Diversity  
DET welcomes staff from culturally and linguistically diverse backgrounds and works closely with culturally and 
linguistically diverse communities. DET reports annually to the Office of Multicultural Affairs and Citizenship (OMAC) 
about the range of programs and initiatives it provides to multicultural communities, asylum seekers and refugees. 
This information is published in OMAC’s annual Whole-of-Victorian-Government report. Previous reports can be 
accessed on the Achievements in Multicultural Affairs page.  

Flexible Work Practices 
At the Department we are building a culture where working flexibly becomes business as usual. Our aim is to attract 
and retain great staff, and we know that flexibility is increasingly important to our current and potential employees.  
 
The Department has well established flexible work options available to all its VPS staff.  
 
As a manager, your role will be to embrace flexibility in the workplace and to consider flexible work requests from 
staff with an open mind by exploring the possibilities of new ways of working and to achieve business outcomes. 

Workplace Contact Officer Network 

The Department has a Workplace Contact Officer Network which is a group of staff who have volunteered to be a 
point of contact for colleagues experiencing harassment, discrimination, bullying, victimization or family violence. The 
network contributes to the Department’s commitment to a respectful and equal opportunity workplace. The network 
contributes to the Department’s commitment to a respectful and equal opportunity workplace. More information and 
contact details for your local Workplace Contact Officer can be found on the Workplace Contact Officer page. 

People Matter Survey 

Every year DET participates in the People Matter Survey to find out what matters most for our corporate employees. 
The People Matter Survey is an employee opinion survey run by the Victorian Public Sector Commission (VPSC). 

The feedback provides an insight into how engaged and satisfied our staff are feeling. In addition to feedback about 
the public sector values and employment. 

The DET People Matter Results can be accessed on the People Matter Survey page.   

https://www.vic.gov.au/vps-african-australian-network
http://www.multicultural.vic.gov.au/resources/publications/achievements-in-multicultural-affairs
http://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
http://www.education.vic.gov.au/hrweb/divequity/Pages/WCONet.aspx
https://www.education.vic.gov.au/hrweb/divequity/Pages/WCONet.aspx
https://edugate.eduweb.vic.gov.au/edrms/project/PMS/Pages/Home.aspx
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Our Programs and Systems 
GOVERNANCE AND DECISION MAKING 

Delegations and Authorisations 

Statutory powers are given to individuals or bodies under specific pieces of legislation. For example, the 
Department’s Secretary or Ministers are given various powers under the Education and Training Reform Act 2006, 
Children’s Services Act 2006, Education and Care Services National Law, Public Administration Act 2004 and 
Financial Management Act 1994.  

 Delegations and authorisations are the formal process by which statutory powers and functions are passed from an 
office holder to a department employee or officer. This occurs to ensure efficient workflows and clear lines of 
accountability. DET’s management of delegations and authorisations is fundamental to ensure departmental 
employees make lawful decisions and take lawful actions.  

 It is important that DET employees are confident that any power that they exercise has been properly given to them 
under a valid delegation or authorisation before they use those powers. 

 There are three ways in which statutory powers can be given to DET employees: 

1. By delegation. When expressly permitted by the relevant legislation, a power, duty or function may be 
delegated to another office holder or authority (the delegate). This will most commonly take the form of a 
written instrument of delegation, and the delegate will exercise the power in their own name and position 
(i.e. the delegate is accountable for decisions they make). 

2. By express authorisation. Similar to a delegation, some legislation provides for the appointment of 
‘authorised officers’ who exercise powers in their own right (i.e. authorised officers are accountable for 
decisions they make). These appointments are usually made by a particular office holder named in the 
legislation, such as the Minister or the Secretary. 

3. By implied authorisation. When the express powers to delegate or authorise described above are not 
available, the Minister, Secretary or other authority may authorise an official to exercise a statutory power on 
their behalf. This will generally occur in the case of day-to-day administrative functions for reasons of 
practicality and the power is exercised for and behalf of the holder of the statutory power (ie the Minister or 
Secretary). 

The Delegations and Authorisations Policy, which sets out the framework and procedures for managing the 
delegation of authority within DET, can be found on the Delegations and Authorisations Policy page. You may also 
want to review the Register of all Delegations and Authorisations. 

The Department also provides the following Delegations and Authorisations training: 

1. The Legal Division conducts face to face training upon request. To organise, please contact the Legal 
Division on x 73146 or at legal.services@edumail.vic.gov.au.  

Possible Parliamentary Questions (PPQs) 

A PPQ is a short document that provides the minister with speaking points and background on a topical matter likely 
to be raised in Parliament during question time. 

The endorsement of PPQs is ultimately the responsibility of executive directors, but they may assign them to other 
staff to write.  

Parliamentary Services supports the Department to prepare PPQs by: 
• providing advice on protocols  
• working with program areas and ministers’ offices to ensure all timelines are met 
• keeping all relevant parties informed about key dates and stages. 

 
Parliamentary Services also maintains a register of all PPQs (current and archived) that are reviewed or updated by 
the Department for each sitting week of Parliament. For more information, including a quick reference guide see: 
Parliamentary Help and Support. 

Risk Appetite Approach 
Risk appetite is the amount of risk the Department is willing to accept in the pursuit of its objectives. The Risk Appetite 
Approach (approved by Executive Board) summarises and describes the Department’s acceptance levels across a 
broad range of areas/activities.  

https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2797/
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/delegation/SitePages/default.aspx
mailto:legal.services@edumail.vic.gov.au
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1917/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fparliamentary_services%252Fparliamentary_help_and_support
https://edugate.eduweb.vic.gov.au/edrms/PSPD/PRGB/CorpInfo/Risk-Appetite-approach.pdf
https://edugate.eduweb.vic.gov.au/edrms/PSPD/PRGB/CorpInfo/Risk-Appetite-approach.pdf
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This strengthens the way the Department manages risk, empowers distributed leadership and supports high-quality 
public administration. Understanding when to take (or not take) a risk empowers staff across the Department to consider 
the necessary trade-offs between opportunities and threats. The Approach informs decisions on major policy changes, 
reforms and procurement, particularly those with financial or strategic implications, as well as day-to-day decisions. 
The appetite for risk varies according to the activity being undertaken, and the acceptance of risk is subject to ensuring 
the potential benefits and risk are understood and mitigated.  

It also articulates the areas in which the Department is open to change or innovation and the boundaries that leadership 
and staff are expected to work within, supporting executives, staff and governance committees to better understand 
the Department’s risk exposure.  

Decisions should be made in line with Department’s Risk Appetite Approach. 

Cabinet and Parliament dates 
Information on Cabinet, Committees and Parliament Dates can be found here. 

Briefings 

A briefing document advises decision-makers in the Department about matters they deal with. The purpose of a 
briefing is to ‘brief’ the reader on the facts and provide advice on the issues. There are four briefing types: noting; 
decision; events; and meetings. Briefings are either department-generated or requested by the Minister and 
Secretary’s offices.  

The Departmental Liaison Unit (DLU) requests briefings through the Briefings and Correspondence Tracking System 
on behalf of the Deputy Premier and Minister for Education, the Minister for Training and Skills, the Minister for 
Families and Children. The DLU is responsible for communicating the preferences and priorities of the Ministers, and 
ensuring that requests for information and advice are clear, appropriate, set with realistic timelines and consistent 
with the Westminster system of government.  

Department-generated briefings are also raised and submitted through the Briefings and Correspondence Tracking 
System by executives. 

Further information about briefings is available through the following links: 
General information about briefings  
Briefings for Noting  
Briefings for Event  
Briefing for Meeting  
How to raise and track a briefing  
How to submit a briefing  
About the Departmental Liaison Unit 

Protocols for reporting urgent issues and incidents to the Minister’s office 

Executive directors and regional directors are required to provide the relevant education Minister/s and their offices 
with an urgent issues notification as soon as possible following the Department becoming aware of an issue. The 
urgency of the delivery of the advice will vary according to the nature of the issue and the likely impact on or interest 
from a minister. Further information on the protocols and the system for providing urgent issues notification is 
available here.  

Correspondence  

Correspondence is written and sent to the Department by members of the public, Members of Parliament, schools, 
interest groups and other stakeholders who choose to do so.  

The Departmental Liaison Unit (DLU) requests replies to correspondence received by the Secretary and the 
education Ministers through the Briefings and Correspondence Tracking System.  The DLU will assign a piece of 
correspondence to an executive or regional director.  That member of the executive is ultimately responsible for 
providing the response to the correspondence. However, the member of the executive may ask another member of 
staff to draft a response on behalf of the division.  

Further information about correspondence is available through the following links: 

General information about correspondence  
Correspondence from an MP  
Correspondence from the Public  
Correspondence Tracking System 

https://portal.eduweb.vic.gov.au/edrms/keyprocess/CP/Guidelines%20and%20SOPs/Cabinet,%20Committee%20and%20Parliament%20Meeting%20Dates.ics
https://portal.eduweb.vic.gov.au/edrms/keyprocess/CP/Guidelines%20and%20SOPs/Cabinet%20and%20Committees%202018%20Calendar.pdf
https://edugate.eduweb.vic.gov.au/edrms/tracking/default.aspx
https://edugate.eduweb.vic.gov.au/edrms/tracking/default.aspx
https://edugate.eduweb.vic.gov.au/edrms/tracking/default.aspx
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1901/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Fgeneral_information_about_briefings
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1903/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Fbriefing_for_noting
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1904/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Fbriefings_for_events
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1905/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Fbriefing_for_meeting
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1907/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Ftrack_a_briefing
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1906/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Fsubmit_a_briefing
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1915/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fdepartmental_liaison_unit
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2711/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fbriefings%252Furgent_issue_alerts
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1910/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fgeneral_information_about_correspondence
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1912/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fcorrespondence_from_an_mp
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1913/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fcorrespondence_from_the_public
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1914/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fcorrespondence_tracking_system
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EMPLOYEE HEALTH, SAFETY AND WELLBEING 
The Department is committed to ensuring the safety, health and wellbeing of its employees, students and visitors 
through the provision of safe schools and workplaces. For more information on DET’s policies and practices relating 
to Safety, Health and Wellbeing in the workplace, view the Safety, Health & Wellbeing site.. 

Employee safety and support service.  
The Department provides a range of employee safety and support services including: 

• OHS Advisory Service (a telephone and in-person service providing effective and timely advice to principals, 
managers and employees on any aspect of workplace health and safety) 

• Employee Assistance Program (a short term, solution focused, in person and strictly confidential counselling 
service) 

• Manager Assist (a dedicated telephone advisory service available to support Principals and managers to access 
management support and coaching) 

• Medical Advisory Service (a telephone and email advisory service for managers and principals provided by 
occupational health professionals familiar with the Department's policies and requirements). 

• Workers' Compensation Advisory Service (a dedicated advisory service to assist managers and principals with 
the management of complex workers' compensation claims). 

• The Workplace Contact Officer Network is a group of staff who have volunteered to be a point of contact for 
colleagues experiencing harassment, discrimination, bullying or victimisation.  

Further information about these services is available on the Employee Safety and Workers' Compensation Support 
Services page.  

Reporting incidents and near misses - eduSafe 

eduSafe is DET’s user-based Incident Reporting and Hazard Management System that covers all non-student 
incidents across DET’s operations. This can be accessed at the reporting site. 

Health and Safety Contacts 

A list of key OHS and Workers’ Compensation contacts can be found on the OHS, Workers' Compensation and 
Corporate Accommodation and Facilities Contacts page.  

BUDGET MANAGEMENT AND REPORTING  
DET is committed to ensuring the effective management of financial resources through continuous improvement of 
the budgeting and reporting process, and through the provision of high quality, strategic budgeting and financial 
advice.  

Internal Budget Management and Client Services 
Managers can access a range of financial and budgetary services, including: 

• Assistance with developing and ongoing monitoring of divisional budgets 
• Provision of the divisional financial reports on a monthly basis 
• Transactional processing including budget and expenditure journals 
• Coordination of overspend / underspend carry forward process 
• Advice on the robustness of costings associated with Expenditure Review Sub Committee submissions and 

Budget and Financial Management Committee submissions 
• Verification of budget and financial information for Departmental and Ministerial briefings, Possible 

Parliamentary Questions, Freedom of Information requests and other ad hoc information requests 
• Management of departmental contingency and budgetary cost pressures 
• Secretariat Support to Budget and Financial Management Committee. 

Each group and statutory authority is supported with a Senior Finance Officer (SFO) as the first point of contact within 
the Financial Services Division (FSD) for assistance with budget management and financial reporting.  SFOs are 
specialised in providing budgetary advice and are able to assist in redirecting any other finance related queries to the 
appropriate contact in FSD. Contact details for your SFO can be found can be found in this FSO contact list. 

External Budget Management and Reporting 

The Department is also committed to maintaining an open and effective relationship with Department of Treasury and 
Finance, Commonwealth reporting bodies and the financial reporting areas of other jurisdictions and to ensure 

http://www.education.vic.gov.au/hrweb/divequity/Pages/WCONet.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/employeeservices.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/employeeservices.aspx
http://www.education.vic.gov.au/EduSafe/login.aspx?ReturnUrl=/edusafe/Default.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/ohsworksafecontacts.aspx
http://www.education.vic.gov.au/school/principals/management/Pages/ohsworksafecontacts.aspx
https://edugate.eduweb.vic.gov.au/edrms/organisation/committees/budget-and-financial-management/Pages/default.aspx
https://edugate.eduweb.vic.gov.au/collaboration/FSD/endmonth/Email%20Attachments/SFO%20Budget%20Contacts.xlsx


 

SES Welcome Kit Page 28 

compliance with Government’s budget and financial management policies and procedures, and to ensure 
Departmental budgetary issues are dealt with in a timely and appropriate manner. 

PROJECT MANAGEMENT AT THE DEPARTMENT 
The Enterprise Portfolio Management Office (EPMO) provides training, tools and supports for successful project and 
program management. The EPMO will work with you at any stage of your project.  

For help in building your project management skills, please visit the Project Management Skills Development 
Framework. To find out more about the EPMO’s services, visit the Project Toolkit or email 
KPR.support@education.vic.gov.au. 

   

   

https://edugate.eduweb.vic.gov.au/edrms/keyprocess/PM/Pages/Detail.aspx?pmId=29&Title=Project%20Management%20Skills%20Development%20Framework
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/PM/Pages/Detail.aspx?pmId=29&Title=Project%20Management%20Skills%20Development%20Framework
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/PM/Pages/Detail.aspx?pmId=1&Title=Home.aspx
mailto:KPR.support@education.vic.gov.au
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Performance and Development  
At DET we are committed to continually improving individual performance and the Department’s performance.  

EXECUTIVE PERFORMANCE AND DEVELOPMENT PLANS 
The Department's Executive Officer Performance and Development Plan (EO PDP) centres on four domains in a 
"balanced scorecard" approach to performance assessment. Performance planning and development is an ongoing 
process between you and your manager. Further information, including key principles, PDP templates, circulars, key 
dates and other guidance materials can be found here.  

STAFF PERFORMANCE AND DEVELOPMENT PLAN 
Each employee is responsible for developing their own PDP. As a manager at DET it is essential that you encourage 
and support employees through the PDP process, in accordance with DET’s guidelines. The PDP is based on a 12 
month cycle.  

The PDP cycle has three major milestones:  

1. Planning; includes developing performance and learning and development goals, as well as identifying 
progression criteria. These are recorded in the PDP plan (generally August) 

2. Mid-cycle review; includes a meeting between the employee and manager to discuss progress to date and 
to review, adjust or revise the PDP plan as necessary (generally December / January) 

3. End of cycle review; includes the mandatory review of the employee’s performance based on the agreed 
PDP plan (generally June/July). 

Specific milestones of the PDP are regularly communicated to staff by email during the cycle. Managers meet 
regularly with their employees throughout the PDP cycle and provide both informal and formal feedback.  

Information on the PDP including key principles for performance and development, the PDP template, circulars, key 
dates and other guidance material can be found on the Performance and Development at DET page. 

Capability development 
DET is committed to capability development. You can find development resources on the capability development 
portal. For information about upcoming training courses visit the Learning and Development Calendar.  

Any enquiries about capability development, contact staffdevelopment@education.vic.gov.au.  

https://edugate.eduweb.vic.gov.au/Services/HR/Pages/pdp.aspx
https://edugate.eduweb.vic.gov.au/Services/HR/Pages/pdp.aspx
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/PDEV/Pages/default.aspx
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/PDEV/Pages/default.aspx
https://edugate.eduweb.vic.gov.au/edrms/keyprocess/PDEV/Pages/Calendar.aspx
mailto:staffdevelopment@educationl.vic.gov.au
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Communications 
WRITING STYLE GUIDE 
DET’s Writing Style Guide is a reference for employees to ensure that style, tone, grammar, spelling and formatting is 
presented in a consistent manner across all internal and external written materials and can be accessed Writing Style 
page. 

Stakeholder Engagement 
DET’s Stakeholder Engagement framework provides for a step-by-step process to develop a Stakeholder 
Engagement Plan, and allows you to work through the issues involved when engaging stakeholders.  

COMMMUNICATIONS WITH SCHOOLS 
As part of the Principal Health and Wellbeing Strategy, in an effort to reduce and support Principal workload, the 
Department has committed to providing well-timed, clear, streamlined and practical communications to schools. This 
commitment is managed by the Operational Policy Support and Engagement (OPSE) Branch within People and 
Executive Services. The OPSE Branch works with program areas across the Department to assess all proposed 
communications intended for more than one school, including emails, school update (link) articles and postal 
mail. This approach applies to communication about new or ongoing initiatives and strategies, compliance matters, 
policy updates, legislation, newsletters, projects, events, evaluations and surveys. 

Any corporate staff that wish to communicate with more than one school can visit our intranet site or contact the 
OPSE Branch at school.delivery@edumail.vic.gov.au or 7022 0044. 

MANAGING KNOWLEDGE FOR THE DEPARTMENT 
As a DET employee, you have obligations under a number of legislative and regulatory structures and frameworks to 
ensure that you handle all information appropriately. 

Records management 
Public records are any document made or received by a public officer in the course of their duties. Records must be 
created and maintained appropriately in DET when: 

• there is a requirement for accountability 
• a business activity or transaction has occurred 
• there has been formal communication with the public or other agencies 
• to provide evidence of decisions made or actions taken 
• there is a reasonable expectation that a record should be kept. 

All staff are advised to complete the Knowledge and Records Management module within a week of commencement 
in order to gain an awareness of records management expectations at DET. This online module is accessible through 
LearnED. Each business area will have a Local Recordkeeping Procedure advising that records must be managed 
within an appropriate system, for example SharePoint which is used to manage many of our electronic records. 
Paper records must also be managed according to each business area’s Local Recordkeeping Procedures. For help, 
advice or support, contact Knowledge, Privacy and Records Branch via knowledge@edumail.vic.gov.au or phone 
1300 359 140. 

Privacy 
DET collects personal and health information of individuals in order to carry out our functions and operate our 
services, while balancing the rights of those individuals to privacy. This information can be about staff, students, 
parents, research participants and others. 

All staff have a duty to responsibly handle personal information in the course of their work. Broad guidance for this 
can be found in the Victorian Information Privacy Principles (IPPs) and in our own Privacy Policy. More direct 
guidance can be found in specific policies and processes such as the recruitment process, or school-specific policies 
found in the Policy Advisory Library (PAL). 

Overall, staff must be aware of what information we are collecting, how we can and cannot use and/or disclose it, to 
ensure that we meet our obligations under privacy legislation while working at DET, and to avoid the mishandling of 
personal information. More information can be found on the Privacy page. All staff are advised to complete the 

https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1879/support_and_service_(corp)%252Fcommunications%252Fbest_practice_for_communications%252Fwriting_style_guide
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1879/support_and_service_(corp)%252Fcommunications%252Fbest_practice_for_communications%252Fwriting_style_guide
https://edugate.eduweb.vic.gov.au/collaboration/projects/Stakeholder/Toolbox/Pages/process.aspx
https://edugate.eduweb.vic.gov.au/sites/i/Pages/School.aspx#/app/content/2918/support_and_service_(schools)%252Fhuman_resources%252Fprincipal_health_and_wellbeing%252Fprincipal_health_and_wellbeing_strategy
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/3003/support_and_service_(corp)%252Fcommunications%252Fschool_communications%252Fschool_engagement_and_communication
mailto:school.delivery@edumail.vic.gov.au
https://www.cpdp.vic.gov.au/images/content/pdf/privacy_guidelines/OVPC%20Guidelines%20to%20the%20IPPs%20Edition%203%202011.pdf
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2622/policies_(corporate)%252Fdata_and_information_management%252Finformation_privacy_policy
https://www2.education.vic.gov.au/pal
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1789/support_and_service_(corp)%252Flegal%252Ffoi,_privacy_and_copyright%252Fprivacy
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Privacy for Corporate Staff module within a week of commencement in order to gain an awareness of privacy 
management expectations at DET. This online module is accessible through LearnED. 

For help, advice or support, contact the Privacy Unit in Integrity, Assurance and Executive Services Division at 
privacy@education.vic.gov.au.  

Confidentiality for Cabinet materials 

As a public servant, you may be involved in providing advice or assistance to Cabinet. The confidentiality of this 
process is referred to as ‘Cabinet-in-Confidence’. This confidentiality allows for frank and open discussion in the 
Cabinet decision making process. Detailed information of the Cabinet-in-Confidence protocol can be found on the 
Cabinet Confidentiality page. 

Information security 
DET employees are obliged to protect the confidentiality, integrity and availability of information under the Privacy 
and Data Protection Act 2014 (Vic). This means that departmental information, including information held by schools, 
must be protected against unauthorised access, use, disclosure, disruption or destruction.  

Information systems, flows and processes must be designed to ensure that security is maintained, to ensure that 
DET complies with the Victorian Protective Data Security Framework (VPDSF). 

The Information Security Policy, developed by the InfoSafe Program, outlines the Department of Education and 
Training’s (the Department’s) commitment to and requirements for, Information and Communications Technology 
services (ICT) security. This policy ensures sensitive information is kept confidential and protected from unauthorised 
disclosure, information is accurate and complete, as well as ensuring any ICT technologies are available to the right 
staff at the right time. 

The Information Security Classification Policy outlines how to apply a classification or dissemination limited markers 
(DLMs) to documents with particular access requirements such as For Official Use Only (FOUO) or Sensitive: Legal. 
More information can be found on the Information Security page.   

Freedom of Information 

All documents you create through your work with DET may be subject to a request for access under the Freedom of 
Information Act 1982 (Vic). This means it is important that any emails, notes and documents are accurate. As with all 
communications, written correspondence should reflect the DET's Values. All use of the Departments’ information 
and communications technology must be in accordance with the Department’s Acceptable Use Policy. You can learn 
more about freedom of information requests on the Freedom of Information. 

Briefings and correspondence  

DET’s Briefing and Correspondence process is coordinated by the Integrity, Assurance and Executive Services 
Division. Information about the correspondence process can be accessed on the General Information About 
Correspondence page. DET tracks this information through a briefing and correspondence tracking system. 
Information about this system can be found on the Trach a Briefing page. DET templates, including letterhead and 
presentations, can be accessed on the Education State Templates page.  

Intellectual Property and Copyright 
The Department’s Intellectual Property and Copyright Policy outlines the responsibilities of departmental staff 
(including those located in schools) when creating or using intellectual property. 

The policy’s overarching purpose is consistent with the Whole of Victorian Government Intellectual Property Policy 
in that it clarifies how: 

• the Department grants rights to its intellectual property in a manner that maximises its impact, value, 
accessibility and benefit consistent with the public interest 

• the Department acquires or uses third party intellectual property in a transparent and efficient way, while 
upholding the law and managing risk appropriately 

• intellectual property created by employees in the course of their work is owned by the Department. 

For help, advice or support, contact the Copyright Officer in Integrity, Assurance and Executive Services Division at 
privacy@education.vic.gov.au.  

  

mailto:privacy@education.vic.gov.au
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1895/
https://www.cpdp.vic.gov.au/menu-data-security/victorian-protective-data-security-framework/vpdsf
https://edugate.eduweb.vic.gov.au/edrms/project/DETI/Ref_Mat2/Policies/Information-Security-Policy.docx
https://edugate.eduweb.vic.gov.au/edrms/project/DETI/Pages/default.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2624/policies_(corporate)%252Fdata_and_information_management%252Finformation_security_classification_policy
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1847/
http://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx
http://www.education.vic.gov.au/school/principals/infrastructure/Pages/acceptableuse.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1788/support_and_service_(corp)%252Flegal%252Ffoi,_privacy_and_copyright%252Ffreedom_of_information_(foi)
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1910/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fgeneral_information_about_correspondence
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1910/support_and_service_(corp)%252Fgovernance_and_decision_making%252Fcorrespondence%252Fgeneral_information_about_correspondence
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1907/
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1885/support_and_service_(corp)%252Fcommunications%252Ftemplates%252Ftemplates
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/2625/policies_(corporate)%252Fdata_and_information_management%252Fintellectual_property_and_copyright_policy
mailto:privacy@education.vic.gov.au
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Software Applications 
Citrix 
Citrix is a framework that allows remote access to DET applications. For any IT assistance required please log a 
service call via the IT Service Gateway (IT Online service desk) Submit a Request page. 

Entity Register Search (ERS) 
The ERS enables a search for school details across education sectors and contains information relating to a school 
including school status, principal details, school contact details, as well as physical and postal address details. ERS 
allows export of school details to Microsoft Excel, CSV or PDF files to assist with creating lists and mailing lists. 
Access is via the Entity Register Search page. 

DET intranet  

DET’s intranet provides useful information about DET and links to departmental templates, guidelines and 
procedures. When you open up internet explorer you are automatically taken to the Home Pageof the DET intranet.  

eduMail 

The Department's messaging service, eduMail, is a central repository for all your emails, calendar and business 
contacts. All staff are provided with an eduMail account for the duration of their employment. The eduMail service is 
governed by the Acceptable Use Policy for the Department's Information, Communications and Technology (ICT) 
Resources. 

If you need to access your inbox and calendar from home or another location, you are able to do so by logging into: 
www.eduMail.vic.gov.au 

• Under Username, enter the pin number you use to log onto your work computer 

• Under Password, enter the password you use to log onto your work computer. 

eduPay 
eduPay is the Department's web-based HR and payroll system which enables employees to: 

• view online accurate and up to date leave balances (including Long Service Leave) 

• access their online payslips 

• apply online for leave 

• view and update contact details 

• update banking details 

• access development courses via LearnEd 

Visit the eduPay page for further information.  

Skype for Business and Videoconferencing 

Skype for Business 2016 is used by DET for instant messaging, sharing documents, voice or video conferences from 
desktop or notebook computers. More information can be found on the Video Conferencing page. 

Many of the Department’s facilities have Webex functionality which allows videoconferencing. This is often used to 
allow central and regional staff to connect. More information about Video Conferencing can be found on the Video 
Conferencing page. 

ARIBA access 
1. How do I get access to ARIBA? 

• Step 1: A manager or colleague with ARIBA access can create your user account.  
• Step 2: When your access is created you will receive a new user email with a quick link to ARIBA. 
• Step 3: Update your User Profile in ARIBA.  

The next steps depend on the task you want to perform in ARIBA. 

https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1793/support_and_service_(corp)%252Fit%252Fhelp_and_support%252Fsubmit_a_request
https://edugate.eduweb.vic.gov.au/ers/Pages/ershome.aspx?Redirect=2
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1797/support_and_service_(corp)%252Fit%252Femail_and_network_access%252Fedumail_accounts
http://www.education.vic.gov.au/school/principals/infrastructure/Pages/acceptableuse.aspx
http://www.edumail.vic.gov.au/
http://www.education.vic.gov.au/hrweb/Pages/resources/eduPay.aspx
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1814/support_and_service_(corp)%252Fit%252Fcomputers_and_devices%252Fvideoconferencing
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1814/support_and_service_(corp)%252Fit%252Fcomputers_and_devices%252Fvideoconferencing
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/1814/support_and_service_(corp)%252Fit%252Fcomputers_and_devices%252Fvideoconferencing
https://edugate.eduweb.vic.gov.au/services/procurenet/Documents/Ariba%20Training%20Material/How%20to%20Create%20a%20New%20User.docx
https://procurenet.eduweb.vic.gov.au/Buyer/Main/aw?awh=r&awssk=kUAL&dard=1
https://edugate.eduweb.vic.gov.au/services/procurenet/_layouts/15/WopiFrame.aspx?sourcedoc=/services/procurenet/Documents/Ariba%20Training%20Material/UP%20-%20Updating%20Preferences.doc&action=default
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Training to use Ariba to undertake the following functions is available on the Corporate Procurement Portal - Ariba 
Support and Training page:  

• mobile phones 
• personal expense claims 
• travel requests 

Accounts Payable  

The payment of invoices by the Department in a timely manner is an important part of living our values every day. 

When an invoice comes into the Department it must be entered into the Ariba system as soon as practicable. Once an 
invoice is approved in Ariba it will be forwarded to Accounts Payable and processed in the next payment run. 

This is especially important in the case of invoices to smaller suppliers (deemed as invoices less than $3m). Invoices 
less than $3m must be paid within 10 business days of the date of receipt of the invoice under the Victorian Fair 
Payments Policy. 

The Department’s performance under the Fair Payments Policy is monitored by the Department of Jobs, Precincts and 
Regions annually. 

Under the terms of the Fair Payments Policy, vendors are entitled to claim penalty interest from the Department if 
invoices are paid outside the 10 day terms of the policy. 

Procurement Workspace  

How do I obtain permission in ARIBA to access Procurement Workspace? 

• Step 1: Complete the Procurement Essentials module 
Users require a permission to access Procurement Workspaces. New users must first complete the 
eLearning Procurement Essentials (Corporate) in eduPay. Click here to access the Procurement 
Essentials (Corporate) module. 

• Step 2: Complete the eLearning for Creating a Procurement Workspace 
Users who will be required to create Procurement Workspaces require further knowledge and training.  
Further information can be found on the Corporate Procurement Portal. 

Procurement Workspace  

2. How do I obtain permission in ARIBA to access Procurement Workspace? 

• Step 1: Complete the Procurement Essentials module 
Users require a permission to access Procurement Workspaces. New users must first complete the 
eLearning Procurement Essentials (Corporate) in eduPay. Click here to access the Procurement 
Essentials (Corporate) module. 

• Step 2: Complete the eLearning for Creating a Procurement Workspace 
Users who will be required to create Procurement Workspaces require further knowledge and training. 
Please refer to the link which outlines How to Create a Procurement Workspace  
Further information can be found on the Corporate Procurement Portal.  

SouRCe 

SouRCe is DET’s internal Service Referral Catalogue. You can use SouRCe to locate general service information, to 
FAQs, to contact details.  

SharePoint 

SharePoint is the platform DET uses to save and share documents. Most teams use a collaboration site to store their 
work.  

IT TIPS 

IT Service Desk 

If you are having IT problems, you will need to log an online service request via the IT Service Gateway. Access to 
the Gateway is available on the Information Technology Services page. 

Training and Support 

https://edugate.eduweb.vic.gov.au/edrms/PD/CP/Wiki/Ariba.aspx
https://edugate.eduweb.vic.gov.au/edrms/PD/CP/Wiki/Ariba.aspx
https://djpr.vic.gov.au/__data/assets/pdf_file/0003/1955730/Victorian-Government-Fair-Payments-Policy.pdf
https://djpr.vic.gov.au/__data/assets/pdf_file/0003/1955730/Victorian-Government-Fair-Payments-Policy.pdf
https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/PSFT_LM/c/LM_SS_LEARNING.LM_LEARNING_ITEMS.GBL?Page=LM_SS_ACT_DTL&Action=U&LM_ACT_ID=1154&LM_CI_ID=1061&NAV=URL
https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/PSFT_LM/c/LM_SS_LEARNING.LM_LEARNING_ITEMS.GBL?Page=LM_SS_ACT_DTL&Action=U&LM_ACT_ID=1154&LM_CI_ID=1061&NAV=URL
https://edugate.eduweb.vic.gov.au/edrms/PD/CP
https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/PSFT_LM/c/LM_SS_LEARNING.LM_LEARNING_ITEMS.GBL?Page=LM_SS_ACT_DTL&Action=U&LM_ACT_ID=1154&LM_CI_ID=1061&NAV=URL
https://edupay.eduweb.vic.gov.au/psp/hoadmin/EMPLOYEE/PSFT_LM/c/LM_SS_LEARNING.LM_LEARNING_ITEMS.GBL?Page=LM_SS_ACT_DTL&Action=U&LM_ACT_ID=1154&LM_CI_ID=1061&NAV=URL
https://edugate.eduweb.vic.gov.au/services/procurenet/Documents/Ariba%20Training%20Material/ACW%20Training%20Modules/NEW%20How%20to%20Create%20a%20Procurement%20Workspace.swf
https://edugate.eduweb.vic.gov.au/edrms/PD/CP/
https://edugate.eduweb.vic.gov.au/sites/source/Pages/Default.aspx
https://edugate.eduweb.vic.gov.au/Services/IT/Pages/Service-Catalogue-archive.aspx
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A range of training, quick reference guides and video tutorials for using DET’s Information Management Systems, 
collaboration sites and electronic document records management are available through the Learning Hub.  

Additional Software 
Additional software packages such as Microsoft Project and Microsoft Visio are available from IT (licences are 
limited). You will need your line manager’s approval then you can log a service call through the IT Service Gateway 
requesting installation.  

https://edugate.eduweb.vic.gov.au/edrms/collaboration/LH/Pages/Homepage.aspx
https://edugate.eduweb.vic.gov.au/Services/IT/Pages/Service-Catalogue-archive.aspx
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Our Support Services 
DET has a range of support services which can be found at the Support and Services page on the Intranet. 

 

Other Support Services 
VICTORIAN GOVERNMENT LIBRARY SERVICE 

The Victorian Government Library Service supports Victorian Government departments and agencies to deliver 
quality research and policy outcomes for the Victorian community and provides information resources such as subject 
specific journals, legal resources and conference papers.  

Employees that are required to undertake research as part of their job may find this service useful. 

Users will be required to register to use the service. Training is also available. 

Further information can be found at the Victorian Government Library Service site.  

Sustainability 
Find out how you can reduce your carbon footprint by visiting the Sustainability page. 

 

https://edugate/
https://www.ssp.vic.gov.au/library-services
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/1867/support_and_service_(corp)%252Foffices_and_facilities%252Fenvironmental_sustainability%252Fsustainability_tips
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