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MEMB&‘RS“ QFFICE SUPPORT HANDBOOX INTRODUCTION ]

1.  INTRODUCTION o | i

1.1 About the Handboek

The purpose of this document is to identify the Electorate and Parliament House
Office support provided to Members of the Queensland Leglslative Assembly.

membership of pofitical parties, be provided with certain s¢rvices’a d su'ﬁ&m. This
document particularises only the services and support which-resu t\gx ex{aenditure
against the annual Appropriation (Parliament) Act. \\/ .

12 The use of services and support provided under th ﬂﬂ@i

Members of Parliament may, by vittue of their position in %xgve@‘cwemment or
Shreeutt

Services and support provided under this Haqéﬁ“ﬁﬁkwas_@niy_p ovided to a-Member
when the Member is officially recognised as\h&Member Tor an Electoral District,
This official recognition is effected when The ({iﬂﬁ { thie Parliament recelves the
Notice of Result of Election from th?eét\érai Commissioner, Queensland.

The Handbook (and all variations toth\el‘{a dbook) s approved by the Governor in
. Counell, and published in th "Q@OM ?r tnment Gazette.
1

1.3 Administration of the Handbook

Responsibility for the a?r{ﬁlis'tra i
with The Speaker of 2

£t Handbook rests, unless otherwise stated,
giﬁ?ive sspfbly and The Clerk of the Parliament,

The Speaker has a 'cgt to/ pl / lgr virtue of his/her responsibilities under the
Parliamentary Service-Act~1988, [palﬁcularly in terms of setting policies fo guide the.
operation of thé Paltamentary Sdivice and determining budgets.

¢ Pa %

The Cletk o<tl %é’tﬁ"é"ﬁt {as accountable officer) has certain statutory obligations
to ensure that Yinanoial and administrative activity under histher control is in

accoraqe with the Tawy
. té?of h%f ryices and support set out in the Handbook have prescribed limits.
Hovevel, some &’the services and suppott set out do not have express limits. Where

_ ni~expiess fimit s set out, The Clerk of the Parliament may (from tlme to time), after
J _consu tat@ \yith the Speaker, set out and maintain reasonable limits on services and

“support provided.

Speaker of the Legislative Assembly, In considering variations to the Handbook, the
pe er may take advice from The Clerk of the Parliament, the Auditor-Genetral, the

Départment of the Premier and Cabinet and Treasury before making a

recommendation to the Premler, ‘

Oé/%_jnﬂ requesting amendments to the Handbook may do so in writing to the
aki
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14 Using the Handbook

The Handbook has been designed as an informational and operational document, that
is, the handbook provides detail of}

& what support and services are provided and for what purpose; and

. an overview of how the services and support are administered by the
Parliamentary Setvice.

Where possible/applicable, details of ser\nces and Supp@@emei in the
following format:

. Purpose and Description; P

) Applicable amount or rate; and
Various administrative arrangements MGIttdingr&fm icable, the method
of payment, variations to the serv celwgpoﬂ and rvice contacts for

Members.
1.5 | Key Contacts

Specific contacts for Members ar / oughout the Handbook. General
Inquiries may be directed to the fowtm of Co pox/ te and House Services 07 3406
7125, _

1.6 Definitions

Accountable ofﬁce; :i“ in Segtion 35 of the Financial Administration and
Audit Act.

Spouse of a Meinb _g:

For the purp seq of tais rianaojok Spouse may inchude either:
) - the amed p.u'me‘l of a Member, designated by the Member; or
. a defacto” p{t]rxe of & Member, designated by the Member; or
el that has no partnet, a designated relative of the Member,

) n\ﬂ\femb
gc,/\esignft\e gl}atwe i3 not to be continually changed and is aiways subject to the
Speaker's apph: : .
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MEMBERS® OFFICE SUPPORT HANDBOOK * ELECTORATE OFFICE SUPPORT

5. ELECTORATE OFFICE SUPPORT ' |

2.1 Accommodation

Purpose and Description

Each Member is provided with a single Electorate Office to
servicing the Electorate. Those Members representing an elect
square kilometres or more in area may ¢lect to be proy'L(g
Electorate Office, if required. . <

euyport activities in
@ district of 100,000
wifhan additional -

Location of the Office ' [ D B
‘A Membet's Blectorate Office will, nnder normal 'rc(x?/a{ﬁélae located within
fances,

the boundaries of the Member’s Electorate. In special%trc approval may be
given by the 8peaker for the establishmen rof-the Member’s” Office outside the
Member's Blectorate, v“‘“"ﬂ*?,

The Electorate Office may be located ji"gither the Mémber's private residence or a
commerclal premises, however no 51 ensation ot rental will be provided to a
Member who elects to establish an {2 fﬁ&?} a,%

yw esidence.
Offices should offer adequate accessibil ty<q il constituenis including the elderty
and persons with disabilities Premises’ sh n@;r herefore, preferably be ground floor
or have lift access. < ‘

: ™~
Maintenance of the Eie_qt/_ggtepﬂ%ee

The Cletk of the Par;n{é.%/ ’r'e?\sime for:

‘. Officg @as\}/ﬁm% 1
All t;"xce} ades ave tbordinated/negotiated by The Cletk of the Parliament.

' Thc( Clerk/epgages o leasing agent fo negotiate all Office leases, All Office
renta “c@rgg/es are mei by The Clerk of the Parliament.
. Furnishin ‘s@}ovided from a standard furniture list)
. Blectricity '
. ecus% . .
* Insurance (In the event of loss or damage, all equipment, furniture, stationery

etfc. pro{rided by the Legislative Assembly for use by Members and staff in
\&ie§torate Officers will be replaced)
‘ Signage

. .A-w::/
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Each Member is responsible for:

Internal Office cleaning
. Insurance
Members are advised to make private insurance arrangements for privately

owned furniture,. equipment and personal effects held within Electorate
Offices.

¢  Postal Boxes
Por specific details in respect of maintenance of Iectorate Office,
Members may contact the Electorate Accommodatioyy Zl ;

Relocation of Electorate Offices
. Where a Member déems the existing Electorate Ofﬂg xffasmta
fia

I} the Member

/f’ﬁﬁ should outling the

Approval for the relocation of an Office wit Ii be“‘ﬁ‘rth&ﬁpeakel s discretion, The
Speaker will take a number of issues into ce side ti 1, \11 assessing requests for

may seek a relocation, Applications for relocation
areas of concern wnth the existing Oﬁice

relocation includmg.

» the status of the existing le

. any changes in boundaries o hag" oray/}ti ict;

. availability of suitable aItv:',rmeztu.'e\S cgpm dation,

. existing office security, size, acceds-and ) orkpiace Health and Safety ssues;

and [\}\ , |
N expected costs (?qi?tai‘aw\:lfpe ) associ&ted with the relocation.

Where existing premi Ousidered Dy the Speaker to be suitable for Electorate
Office purposes, rel C{:f pe approved, Specific Guidelines covering the
relocation of Electora es l'e /c&atlable to Members upon request {contact the
Electorate Acc?:mﬁ"“” cta> ﬁ,e /s

. /)
Service contag_ﬁ%vfen B'f‘_i”]

During working Hours for all Electorate Office issues:
Parhar}te t House

Electgh teA gommodation Officer

07 3406 7627

0419 92785’2\(1}1\9316)

%}l work eg storm damage, floods, fire, illegal entry and/or vandahsm

“after hours:

Déepartmént of Public Works
@ueensland Property Management
State Government Protective Services
1/5224 6666
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22 Staff '

2,21 Standard Staffing Arrangemenls

Purpose and Description

Bach Member may engage, Subject to the approval of the Speaker, one (1) full-time
Electorate Officer and one (1) full-time Assistant Electorate Gfficer to assist the
Member in maintaining the operation of an Electorate Ofﬂc:./

Where a Member representing an electoral district of 100,000 3qua klgo/\ctres has
been provided with an additional Electorate Office, thaLQ%e 1&@;5‘;@ be provided

with an additional Electorate Officer but not an ddi tighal A igt‘a;n{ Electorate
Officer,

Rach position of Electorate Officer and Assistant Elec@wer may be job-

shared between 2 individuals. - T
. N A
Where full-time Electorate Officers are abs Qt por approved leave, relieving

arrangements are to be made Internatly )ﬁfgﬁn set's taﬁﬁ/ng atlocations, except where &

Member is entitled to a second Electo az}’sc .

ministrative arrangements

Electorate Officers and Assistant ElectorateOfficers are Parliamentary Service
employees, employed by th @aa@r of %??Legislative Assembly on behalf of the
Legislative Assembly. The ﬁis\and\cp '?i lons of employment of Electorate Office
Staff are outlined in :l)e Parli A}enia drvice Act 1988, the Parliamentaty Service
Certified Agreement ,{}0/; nd .the Blectorate Office Staff Administrative

Arrangements. .

As employer, t e;:si\é ket “asgyifies a range of responsibilities in relation to the
management/étéﬂlga '}iameﬁtary Service staff, including Rlectorate Officers and
Assistant Ele Hsers.

The Speaker will work with individual Members to ensure that the Speaker’s
émplc{;e%\ esponsibilities and obligations are met within each electorate office
wor slave, The Speaker retains the right to take whatever action is required to ensure
ad{ preserve, ¥ rkplace conditions consistent with those responsibilities and
g) @atio%s, incifiding requiring the attendance of Members, as the workplace
upentQ,\Qt appropriate workplace treining or information sessions (for exdmple,
‘ ~~—~the new~lembers’ induction program) or the implementation of appropriate
O allministrative procedures, as a condition to the appointment of Electorate Office
siatf,”
!\ . . . . .
Rurther information concerning Electorate Office Staff Administrative Arrangements

i;vai!able from Human Resource Management Services.

Members may not engage thelr spouse,
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Members must notify the Speaker of their intention to engage an Electorate Officer or
Assistant Electorate Officer. Should a Member wish to terminaté the services of an
Electorate Officer or Assistant Electorate Officer, the Member must provide
justification to the Speaker prior to terminating the services of the Officer.

Seryice Contact for Membets :

For assistance regarding Electorate Office staff;
‘Human Resource Management Services
Parliamentary Service, |

Parliament House

07 3406 7544
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2.2.2  Optional Part-Time Staffing allocatlon
Purpose and Description
Members may, subject to the approval of the Speaker and in lieu of being provided

 with an Assistant Electorate Officer under the standard staffing arrangements, elect to
be provided with an annual allocation to fund the engagement of additional staff on a

part-time or casual basis.

The value of the allocation is equal to the current salary raie.pa '@ Assistant
Electorate Officer under 2.2.1 (plus on-costs). -

Members may implement a varlety of staffing options that/bes zet their individual

requirements. The minimum amount payabl @ﬁaﬁem@yeﬂ under this section is
equivalent to AO3 (level 1), SN y

. Members may not engage consultan??}may thefsgage their spouse,
Electorate Office staff are Parligm @-{Ze fdes” employees, employed by the

Speaker of the Legislative Assembl}o.%\\:/’?lé Legislative Assembly.

Amouﬁt of Allogation

Administrative Atrangements:

1
‘The terms and conditions of employment of Bléctorate Office Staff ate outlined in —
+ the Parliataentary Servic \Agt\]. 28, { > -
¢ the Patliamentaty 8 @e a‘eﬁiﬁe 4 ﬁreement 2007, and
¢ the Optional Part- '%:/S’rﬁfﬁng\ﬁxupcation Administrative Arrangements.

As employer, the Spe er\\éﬁué?s a range of responsibifities in relation to the
management of all Rar i‘a@f}ty Service staff, including Flectorate Officers and
Assistant Electotate %ﬁcers. :

The Speaké‘ \Qll?ﬁh individual Members to ensure that the Speaker’s

employer respo 15@ iit}as and obligations are met within each Electorate Office

workplage. The Spéaker retains the right to take whatever action is required fo ensure

?d} ﬂs}w% workpiace conditions consistent with those responsibilities and
 dbjigatiohis, noluding requiring the attendance of Mombers, as the workplace
su eqi\sor, at\gﬁpmpriate workplace training or information sessions (for example,
e new Members’ induction program) or the implementation of appropriste

(i
o PR T4 1 1} ‘i@}ive pracedures, as a condition to the appointment of Electorate Office
/ staff. ) : _
., O
™~

,‘-lhéft{ full-time Electorate Officers are absent upon approved leave, releving
arrangements are to be made internally within set staffing allocations, except where a
. \/Member is entitled to a second Electorate Office.

Service Contact for Members

For assistance regavding Electorate Office staff:
Human Resource Management Services
Parliamentary Service

Parliament House

07 3406 7544
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23

&

P

For assistan
formation Technology Services Section
Parlfaifietitary Service .

Equipnient

Purpose and Description

Each Member is provided with a range of Electorate Office equipment. The
equipment is provided to support activities in servicing the Electorate,

Standard Equipment Items

The following equipment items are available to each Member u{)on fequest, Note that

/-

Electorate Office.

where a Member has been provided with a sccond Elecforate Office \'./"i\-[iin their
clectorate, items accompanied by an asterisk (*) will_only<be @ﬁ d to one

s

Computer .
. One (1) {apiop computer . Telephione Angivering Machine
(to those Members not entitled o - *««Eglding};naclime
to be provided with a laptop . géﬁ_tgﬁmwn&y rolley
by Ministerial Services ofthe s;/‘h [ Bifider
Department of the Premier and /™, 6tf§e Guillotine
Cabinet) * Bv ment Holder
. Second computer* - Avtomatic Stapling Machine
. Visual Display Monitor I—feavy Duty Stapling Machine
" _Second ';?isuai Display ‘ Whiteboard
Monitor Water-cooler
. Printfzr . Q\ \/.2 Vacuum Cleaner
¢ Fac_s:mﬂe. j Micro-cassette recorder®
. Photocopier \/ .
. Approved dsdta/co nication .

equipment
Typewr'ter\
* Dictati é;zivf?c ine
. Do&m}\nt/‘jh:éﬂaéfj
Administrative Atrangements

All EIe/c%ate Office equipment remains the property of the Legislative Assembly of
aid

Queésl aﬁki}mbject to regular stock-takes.-
é Q t\ r

sryice

ontact 16r Members
i 5 regarding Electorate Office computing equipment:

é’éﬂlameﬂt House

07.3406 7400

J

For assistance regarding other equipment:
Financial and Administrative Services
Parliamentary Service

Parliament House

07 3406 7339

PAGE S
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2.4 Telephones

Purpose and Description

Hach Member is provided with Electorate Office telephone equipment, The
equipment is as determined by the Speaker from time to time. The use of office
telephones is at the total discretion of the Member. .

The telephone lines provided to Electorate Offices are as follows:

 amain service line;
~ asilent line;
- g facsimile ling;
a security line (duress alarm); and
a modem line. :

. ¥ 85 8 8

ez
For Electorates where the cost of a telepho ﬁ%ﬁ“frmm@g oint in the Blectorate

axceeds the cost of a local call, a “Freecall 18 Q:@honggﬁmber will be provided.

Members are also provided with a Teleé/\t”d for condfcting electorate business when
outside the Blectorate Office. z ' :

Amount

The cost of rental and al ca}!s made on abgve,
met by the Legislative Assefnbly:

Administrative Arrangeé?ms :
All telephone account %— i thw@e of The Clerk of the Parliament. All accounts

are forwarde;)cyrectl;\fo@\ 'lizﬁge(nt House. The cost of additional equipment and
i/

entioned telephone facilities shall be

lines required (a~Milj1ister wiltbe met by Ministerial Services Branch, Department
of Premier artd Cab, 1’1&’.'».““:7

Service Contact-for ﬁembem

For a/si\stane regarding Electorate Office telephones:
F}‘s@:ah and-Administrative Services
arh\amenta 'y S ;vice
2 Hamg‘nt Houe
07 3406 1387

—

=
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Service Contact for Members

Stationery/consumables

Purpose and Deseription

The Clerk of the Patliament mamtains a Stationery/Consumables store at Patliament
House. "

Members may order certain items from this Store for use within their Blectorate
Office.

Administrative arrangements

Members may request statonery/consumable items mpiatm taﬂonery
Regaisition Form and forwarding same to Financial d Aduﬁms\htiy Services by
facsimile on the number mentioned below. k 2

e
Coples of the Fonn may be obtained by contacting Finafic _gl/ d Administrative
Services on the phonoe number mentioned belmﬁ ------- ' '

Financial and Administrative Services
Parliamentary Service

Parliament House

Phone 0734067945

Fax 0732100117

For assistance regarding Office stati??@s

PAGE 10
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2.6  Publcations and Printing

2,61 Hansard publications

-

N

Putpose and Description

Each Member may access a range of Hansard publxcanons The
Parliamentary Reporting Service provides Members with transcripts of
proceeding of the Parament in various forms. :

Details of publications
Each Member may: Ve "7

a) receive one (1) copy of Daily Hansard; ( )
b) nominate one recipient of Weekly f_msard

¢} receive one (1) clean copy of spg magigjby the Member in the

House, but excluding Conn?;e of k\ gle,
d) recelve a transoript of all f hes ade in the House, but excluding

Committee of the Wh (kyng, ansatd “Greens™) and may, on
request, be provided with mjeQ‘ st Members® speeches;

¢} receive one (1) printed speech eath’year, the minimum number of copies
of which is 500\ ‘t ¢ Mmax number not fo exceed 50% of the
number en?le vm émbe s Electorate;

) receive e anuual bound volumes with their name

inscribé ”ﬂ-g} /
) recéwe o e p)g, f each issue of Hansard on CD-ROM,
Adnéi< ive-airangements ements

With respect\ o J) above, the list of nominated recipients must be forwarded
to e Chief Hansard Reporter. With respect to €) above, requests for printed
%Ch s must be made in writing to the Chief Hansard Reporter. Annual

umes provided under f) above may be retained by Members
oilow retirement or defeat at an Election,.

aryice contact for Members

~{hief Hansard Reporter

Parhamentary Service
Pariiament House
07 3406 7314

PacE 11
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- 2.6.2  Electoral Rell information

Purpose and Description

The Electoral Act 1992 provides that Members receive certain quantities of
Electoral Rolls, in both hard-copy and electronic format,

Details of publications

Each Member is, after serving one year as'a Member, 422&\ with i

a) cach financiat year, 12 complimentary copies oi‘\% ost Q printed ‘ ;
version of the entire slectoral roll for the—clec rw that the :

Member represents; (
b) in an clection year, 1 roll for each polling plasd in n, he' electoral district
that the Member represents; and [wj

¢} each month, a computer disk or }

/Kﬁhanges to the elecioral
roll for the electoral district that the einbe

grrepresents.

Admini trative arrangements

The Queensland Electoral om\mlsqion roduees the Blectoral Rolls in both
formats and makes them availabl {p o Parliament. Members wishing to
obtain hard-copy rolixn)ust contact thg’ Bills and Papers Office, Parliament
House. The Office wlk rdinate ?provision of the rolls to the Member.

Members wishir/? bta 1\tEe lecironic copy must contact Infonnatmn
Technology Servzce;) l(arhamentary Service,
cm

Service contact fm

For ha d-c6p of,Flec_to}al RoHs, contact:
Bitls/andPasers Officd
ParhameK Service

Parliament'H ouSu

07.3406 7639

For eledir nlc copies of the Blectoral Rolis, contact:
rmation Technology Setvices Section
l?mentary Service
ament Houss
=-«~~=07 3406 7400

PAGE 12
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2.6.3 Acts of Parliament

Purpose and Description

Each Member is provxded ‘with coples of Legislation passed by the
Queensland Legislative Assembly. .

Administrative Arrangements

Members wishing to obtain copies of Acts must cont e/i?e ills and Papers
Office, Parllament House. ’

Service contact for Membgrs

For copies of Acts of Parliament, contact:
Bilis and Papers Office
Parliamentaty Service
Partiament House

07 3406 1639

2.64 Printing of, personalised statior?
Purpose and Desg:ﬁptton
In addition to the certain stattone o simable items available to Members

under Section 2.5, rhame “feets the cost of printing  “With
Compliments” shps

Adm lmstrgtwe arr ments

Membetrs ma an'an ﬂ}r the printing of the slips by contacting Financial
and Admj matr3 a%ice on the phone number mentioned below.

Servige fontac for-Mombers
o/ ot

For assitance. %garding printing of “With Compliments” slips:

Financial a -Administrative Services

Qarliamentary Service

\ne{n’c House '
Phorio. 07,3406 7945
ax 0732100117

=

-/
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PARLIAMENT HOUSE SUPPORT

The Patliamentary Service provides a range of services to Members within the Parliamentary
precinct,

In addition, Members are provided with a 'range of other benefits to assist Members in
performing business associated with the activities of the Parliament, TheS“ clude:

. office, and in some cases overnight, accommodation; - /
. access to equipment, including telephones, photocoplets, fadsi 1a dchinésyand
. personal pagers. nw

All office accommodation, and overnight accommodation is \w direction of the
Speaker of the Legislative Assembly.
‘\%
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