ﬁ.ﬁ% Australian Government

= ,; ** Department of Education and Training

Reporting Staff data

http://heimshelp.education.gov.au/sites/heimshelp/support/pages/webinar-reporting-staff-data

http://heimshelp.education.gov.au/sites/heimshelp/support/pages/WebirEFNVerificationHELRlebt-transfers




Overview

* How staff datais used

* What data is reported

* How a staff member is classified
* How staff datais revised

* Verification and publication

* Reporting issues

A We will lookat how the staff data is used by the department and universities

A What data is reported in each of the staff submissions and what records are excluded
A How a staff member is classified as-ire, fractional fultime or casual

A How staff data is reviseglthe role of key elements and variation reason codes

A Reporting issues identified

A Verification for accurate publications
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How is staff data used?

Department
* analysis of academic workforce demographics

* calculation of student to staff ratios

Universities
* allocation of resources to universities

* academic workforce planning

The Staff Data Collection is used by the departmentwamdersitiesfor a range of purposes.
The department uses staff data

Afor the analysis of academic workforce demographics and
Ato calculate student to staff ratios

Universities uses the statbllection
Aas a basis for the allocation of resources
Kor academic workforce planning




Submissions

* Full-time and Fractional Full-time
* Actual Casual

* Estimated Casual

As you know the stafiata collection includes information on each staff member employed at your
institution.

The submissions that you needreport as part of the staff data collection are:

A Fulktime and Fractional Futime submission
A Actual Casual submission

A Estimated Casual submission
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New Starter

Reporting with HEPCAT
Validating your data

Checking and verifying your data
Revising your data
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Higher Education Staff Data Collection - 2018 Reporting Requirements

2018 reporting year

This page provides information about the data requirements for the higher education staff data collection 2018
reporting year. Select the tabs below for the information you need

The 2016 reporting requirements have been moved to the archives page. If you have data to report for the 2017
reporting year see the 2017 higher education staff data requirements page

2018 Ministerial Notice What? When? How? Verification Revising your data

The 2018 Ministerial Notice was issued on 18 September 2017. The 2018 Reporting Requirements and Change
Control document includes information about any changes that have been made since the 2017 reporting year to
the files and elements included in the data collection and when you need to report and verify your data

P 2018 HE Data Requirements and Change Control document PDF (202kB) OR o) DOCX (40kB)

"% 2018 Higher Education Ministerial Notice PDF (618kB) OR ] DOCX (86kB)
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Information you need to know on each of these submissions is available under the staff data
requirements tab on HEIMSHELP.

As you would have noticed, we have recently made some chandbs teporting requirements
pages on HEIMSHEMPRwiIll also have a new enhanced google search function on the website in
the next couple of weeks. We would love to hear your feedbacky comments on how we can
keep improving our resources are always very welcome.




Full-time & Fractional records

Referencedate 31 March 2018
¢  Substantive appointment

*  Currentduties

¢ Academic organisational unit
* Academic support services

* Student services

* Public services

* General institution services

* Independent operation for a controlled
entity

Details are required for your staff substantive appointments and their current duties categories by
their academic organisation unit and their role;

A Academic support services

A Student services

A Public services

A General institution services

A Independent operation for a controlled entity




Additional records required

When staff have:

* more than one substantive
appointment

* duties in more than one
organisational unit

* duties in more than one work
sector

For some members of staff you may be required to pro@deitional data wherghey have;

Anore than one effective substantive appointment with your institution; or
Aurrent duties are undertaken in more than one organisational unit; or
Aurrent duties are undertaken in more than one work sector




Records excluded
Full-time & Fractional full-time

» staff duties relate solely to TAFE

* staff in any independent operation
which is not a controlled entity

Staffrecords that are excluded from the Ftilne and Fractional Futime submission are;

A staff duties relate solely to TAFE
A a member of staff in any independent operation which is not a controlled entity




Casual Staff Submissions

Actual Casual

* number of casual staff employed

from:
1Jan 2017 to 31 Dec 2017

Estimate Casual

* number of casual staff that will be

employed from:
1Jan 2018 to 31 Dec 2018

In the Actual Casual submissigou report the actual number otasual staff employedt your
university for the calendar year beinglanuary2017to 31 Decembe017.

Then in the Estimated Casual submisgion report the estimated number of casual staff that will be
employed at your university from 1 Janu@@18to 31 Decembe018.




What characteristics classify a staff member as being engadatl-time work:

A the staff member i@mployed for a continuous period and

Ahey perform the full range of duties appropriate to the position and

Ahe duties are performed on a regular basis; and

Ahe number of hours worked each week are equal to the hours specified fairfidiwork in the
relevant awardor 35 hours per week and

Ahe member of staff is entitled to leave entitlemerssch agpaid annual leave, sick leave and leng

service leave.
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