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1. Overview

1.1  Welcome!

an your ol 23 a Dep J Linisan Officer (DLOY, You pam of the G Relati
kam'.n within Office of the Smumy(’&?ﬂl

DLOs have a unique epporiunity 1o see how the work camried out atross Trameport for NSW (TINSW) lnflucnees the decisions
of Gavemment,

The role ofa DLO kwmmd&nllmmg. This fast-paced, dﬂwmu msudrm pm\-idm stafT with an opponumity 1o fmm ’

new and inflyential St oTheww NSW Patli
Govemnment and uammml offices mo} operale. It also provides aa opponumly lmmpmrc o your knpwledge of the key
Issues und prioritics of the Transpad portfolias,

ADLO role is 20 extremely ralm‘blcdmlommlqmwu.au&anmyurmﬂy Qmstilbnndexpume.ma
DLO, you are instmmental in the delivery of timely, accurate and responsive advice lo Illtfmmpm‘l perifotio MOs as well a3
ensure effective reladonships and appropriate communication bumn’m'swwm Mlmssr.m off

1.2 Purpose of this document r\

7.
The purpose af this d isto provide mid d 10 DLQs-m fniﬁ!lmu their role ond respansibilives. It provides
et practice for DLOs anid a consistent approach Iomuﬁagﬂue»pa«;?:lim..m dards of MO#. The Hasdbook d
the key finetions, palicies and wwe\h:u.andmhw elevant information ﬁmlm DLa.

)
DLOs should familiarise themselves wilh the Wuw\ttfuf :Ius H’.‘mdhonl: pmr ] m‘nmg their assigament of as soom o8
practical aflet their commencement date, \ ) 'N.‘ b \.\

\'\ 5

The Harlback aligns with th -afgnsw-" ;314 mﬁblﬁe?ﬂmuhwﬁnw&?mmoﬂmm ¥

and Cabinet [,Drc‘ijﬂar- “ipiny t

-
ermmhmmzihnm litond \‘ lod o8 d direetions are received from the MOs

and within TINSW, leunele.l.&u:spml'm mlamdtumi‘bi!uluonhe'rmwl folios DLOs may vary ding to
the requirsments of individaal wntnhn Mmlmn and their :ﬂvsm Tt in accordtmee with C2020-07 Departrient Uﬂxm
Qfficers, DLOs must rewalo ;pllncally aéiiiral Mdimpﬂﬂ} “while asskiting the Minister and hisher staff, end must aveld
pasty wuuwlfcli\zrms in'the pcrfwunw of their duties. 4"

\
Any mumgnﬂnnﬂwﬂndb}kh‘shmmbowmtdmﬂvemmlw Offies of the Secrerary

rmm_lﬂn_hﬁmmmw

o
1.3 OurMimslcrs \\

The make up of porfol ' = iges over time, The d number of Cablnet ministers will vary based on the
needs of the Pmnlernr:luth‘y'

Currenily, the Transport portfolis reports Lo three Minisiens;

The Tloo. Jo Haylen MP

Minister for Transport

Member of the Legislntive Assembly; Mersber for Symmer Hill

Further dutails: hitp#veas parliament s sovan/mesnbers Paves Menher-Apinify sspetpk=1 11

The Hoo. John Graham MLC

Special Minister of State, Minlster for Roads, Minister for the Asts, Minister for Masic and the Nipht=
time Economy, and Minister for Jobs and Tourism
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visits, House Folder Notes, Budger Estimates notes, questions on with and withoul notice

s Provide sound parlizmentory support on pelicy and legishatlon, and roview i briefing notes, mecling
bricfs and speeches for accurscy and consistency with G 1 policy, legislation, 2nd cumment position and
messaging

¢ Manage the workflow of comespondence In the MO and review incoming Mindsterisl pond Tinise with
relevant Divisions regardiog respomscs

*  Maintsin excueilent werking relmionchips with TINSW and other ministerial offices

- Mommmuglngihmumnkmﬂchmggﬂn i to ipate shifls in the I wnd knowledyo
management needs of the MO, ond to Ty roeet Makeholder nad equesta.
Hey challenges:

+  Deliver high quality products and senvices wilkita a bigh volume, high pnswvmmonmm 1o strfet dendlines and -

with limited resurees L
A5 NN
®  Ability to exercise judgment and discharge tasks with @ high m&t ol confidentizlity snd dmm
s Openote in p politically sensliive enviconment in which delhie and prinsiies change at nm Batlee.

DLDs may be asked to undenake additional dutics in the course nmmrms,gnmmhy cither the MO uT);}SW Duties must
e apolitical in pature and any congema shoold be reised with the Sm\i\.w Im:;er. Office of the Semmy

DLOs have a duty 10 respond prompily and pﬂ#ﬁﬂmﬂy o MO mqum I‘m' “sdvice In ways which sre consistent with e

relevant policies fud procedares of TINSW. Whm-u D murunh-eanu‘m which arises in their dealings with MO g1alf,

they should prompily refer the jswe 1o the Senlor Mnm;cr Office of the Secrelary, ‘who can manage or escatale it dircaly,
SN

ADLO should not: 1‘"\.\ \}
G

. Cmmpdithmhnwk

*  Prpum specches, -r‘:{dfu/mlm;:‘ \ fal stk T ¥ questlons and enswers or other similar
docursents < r":. H) \\
. &pﬁumﬁuﬁ}v‘nﬁll wilh extefml ﬂaﬁhﬁdﬂs}m %e'h:l.l.foflhe Minister of their oflice
i N ¥
. IM:IMemmmmmﬂ;mmipmin, inchuding of Pardi orother MOs (excluding laising with

DLOs i other MO3 fo ﬁemmn lisison with Departicniy/agencies)
-‘
Be lvolved in elmm}l‘ﬂee manegSor any ather party political sctivities.

~
3 Transp ort for ’I,\[SW
Transpon for NSW'S m'lu Is lo et the strategie direction for ransport across the State.

This fnvolves cinsalidaing the I.nming, policy, smtegy, regulation, resaurce allocation, and other senvice aad non-service
delivery fimctlons for 2lf Imd& of Lransport in NSW,

‘This work suppons the safe and seamless movement of people and goods en mads, mewo services, traing, buses, feries, ligh
rail, paint (o pojot anspon vehieles, on demand services, community transpert, nd walking and eyeling.

TSV aleo oversees the delivery of wansport infrastrucnae across NSW through our project experts and industiry partners,

3.1 Tmnspon portfolio opcrating model

The Transpon poedelio is made up of an extended nerwork of Government sgencics and independént emtities whith werk
tgether to deliver tramspont senvices and infrstructure.
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Fﬂ\ﬂh. » = Maintsia the Mini;m': Cabinct ﬁle :ndoth«mrdmi'-l gapens
‘Secretary

. Ll:uw\ulb other Ministers, meabers of P.mmml, agency stafl and memberi of the wmlnnn!q

Ad’m}n i f‘ﬂll": . Cmdmueﬂm{?h‘e.l‘ufsuﬂ'ldhn".nnd apphnunﬂw. admfninr.n!\t suppm 1o the :brcfol's‘l'a:‘f
M;Imnl

1

-l - F B ..
Rtttplimhl Gﬂml udmmmum. office mdnigement, handh enqui uies. reccive v!rhn-rs. an-:mgv:
. ,r._ uypmn!mcnh

.

s e N

|
4

! Fndhm:nlnry * Knowladee and skills refating to the operations uf?admr.]:nm with Parliament and

Llalson, -- :Irpmmm&’mgud'mg n\cMsmm’anetdl farl'nrl:;mcn\

}{)mnr b
i .[ - S .___\_." % Ny
i il "N

5. Parliament P O

NN ¥ i
The Parliament of New South Wales is the law-making body for the State nl'N:w South Wales, d.rv:cllydcmd by the people
10 make stato laws, conwol suie finances, and dm:ut: matters ol’nmpon‘ae:e 16 thé people of New South Wales, i consists of

o democruically elegred Houses; - “‘x .
= \\..
«  Lapishiise Assembly (Lower House) n ‘“‘\.
= Legishitive Council (Upper House), \ , - \-‘:,"

Parliamentary elections dcnmnefc_sml: Gow:mm:ntwhlth il fun'.nud by !!sc farty with majority suppect in the Lower
House. Functions anMnmmh:Tudev

1
. meb!sﬂv\tmgmmg b l ‘\‘\
) . &
w8 S
®  Making laws '/ _ﬁ‘_;.\‘__“’v
. Rmmmgvulmwcﬁw el

ry A Y

Ly nmnrofl.‘hc(im\:mcm ‘\‘
RS o =
It is highty recommended DLOS C:mxhuhc Lhumlnu with the Parifament of New South Wales® aw Porliamers Wil
E fi > ns mnmpmmml-
i 5
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Atthe completion of'a DLO assignment, DLOS retum to the gubatantive role they held prier to the assipnment.

64  Work hours and location

DLOs do wot have to complite Umesheets doe to the fregalar hours which DLOs may work, There is on opticn to place o |
flexsheet on hold for the doration of the DLO sasignment by emailing a request vis Transport Equip, this will megate back
caplun of limes vpon o DLOs rotim to TINSW and cease croall reniindiers about Nexsheets,

Due 10 IT frewalls end resvicted aceess of Minjsterial emails and datasets, fexible work armangements are subject lo the
operational requirgments of MOs and the spproval ol the relevant MO CaS,

{n most cies, DLOs ane required 1o be physieally present af the MO w deal uilhlmnpe:lu! ond nrgent Issues. Any working
from home arrangements will be in accondance with office and business practices wilhin 1he R MO.TMDLIJ may be requinad 10
work from two locations —Minisierial offices a1 52 Mantin Place aod NSW Paﬂnmanmmm Street.

5 .

6.5 Leave \

Repulor and pumchral attendance is mmha! Tor the efficient uptraﬂwhmd 1o cnsuwre l.he bt pufnrmw\ne from DLOa,
Attendance is nanaged in J wwards,

All Jeave must be reconded to ensure Socurate reconds mmmu: A'5a Tmspm Equip. The Seumrmnagu Office of the
Seetetary is responsible for approving all thum:l'mlcawu'l‘rwpm Equip n:!\d.msmnual Teave n&mkluw:)

Plauned Jeave -
P

AL requests for leave must be discussed with both the MO CoS and the Senior Marager Ofice of the Secrvtary prier to opplying.
in Transpart Eqoip, This alkers for better planniog of feliel DLO mmm&\

DLOs abould then request fnotify the MO CoS (or M!u!d:slywd pcmlnllch .m their MO via email. Onze approved
by the MO inwriting. the DLOs shou!d rumm:m willien 2pproval Tio the Seniar Mmrer Ofice of the Seeretary, afierwhich
lezve should be applied fﬂmEqu \ \/’//

Al phmadluwmm bcdascu:w mﬂ: ather DLOs in llusu':e MO to extablish whether any ether DLO leave is planned

Unph::ed leave ( / )

Froma time o ;pe. S'LO.S puay mcdto Inkcunp!mnu! Iﬂm:.ln hese instanses, they are required 1o infonm their MO CaS (or
:lla:rdﬁimum{]\min lbeMO)ua\Fell nsllw Seniar Mmbguoll'oe ofthe Secrvrary at the earlien opportinfty, preferably

W&
6.6 'rrgvcx \)
As the pei , ‘ 'DLOsul-wes“ dministrative and palicy matters, they penerally should not ccampany the Minister o
official n'n\t‘.l,uu.u 10 Iy or' ionall:

s
Travel by DLOs should oaly pwc{: where peoessary to facilitute lisison between the department amd the MO, or if asked to
accompuny Uie Minister (of & d&pmmt site visit. This may inclade, for exomple, the delivery of ungent or confidential
mwlﬂebﬂmh delivercd by other mems,

DLOs must seek appeoval froum the Seaior Menager Office of the Seeretary, prior 1 any travel being orpanised. Enrployee-
related costs of BLO2 are to he met from the budgets of hoine ppedciee. Other cosus, for example, mobile telephone, office

quip ransport and dation for official business, are to be met from Ministers® office badgete. This docs aiol
pmeh:dga DLO from wsing existiog agmey administered asses in the perle of their duties (for cxample, laptops, tblts,
phones elc),

6.7 Lecaming and development

From time to time, DLOs may participate in leaming and develop F for Transport s1afT ks notified by the
epprepriate TINSW team.
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Access to bealth and wellbeing blogs. podeasts, videos, medil activities, leaming medoles and moee = view enntent uny
lime, anywh speak toa clinied LiveChat, Information 1o create an Bmclhlb account is available hero,
Contact the EAP

TINSW, and Sydaey Metra: 1300 360 364
Sydney Trains end NSW Traimliok: 1300 364 213
Abariginal and Torres Stealt Bstander support line: 1800 §16 152

The Senlor Manager Office of the Secrerary is olso available to discuss matters of a personal nature, particubarly if they are
{epa¢ring on a DLO"s capacity fo work. The Senlor Manager Office of the Secreary may be able o offer support ar additional
resourees (o DLO+, where permined.

7.3 Resilicnce/responding to sivessful situations L1
DLOs work fo 2 fast-pated enviroament with extremely tight deadlices md dmandn:., Sakebaldern, Dealing with these

siteations requires resilience and adapabiliy, /! /-\
Resilience is nud enc spocilfie skill, but a set of resousces and skills. B has shown that learning new skillsa—and prastising
these skills—csn Inm:aum!ﬂm:e Inpanieular, focsing on peshive ritegies, selfregdlat 4 social i
e build resiliense. ra \
-
DLOs raust always be profissional, kind, empathetic and s "'.usIITINSWanﬂ\IONI[

A wreful way to appmach 1hiz is using the PERMA rme\awk 10 lnuld wcﬂhﬁn;. which includes fivei ma;xwt.m bullding

blocks of wellbelug and bapphuests
+  Positive emaions - feeling good
= Ei =being letely abrsort 'lum.wnu

* Relutionships - being authentical
*  Meaning - purposelul existence \(\ > \\
»  Achievement - annzcl‘nmnpluhmmmmesg. /\\\
When thase PERMA elements Sre mwm arg tane hicly to cope with chaflenges,

It i especially important for, DLOs 1o build ::Iaunmhp; wih other DLOs o well as their collcugues within Ofice of the
Sueretary, and munbmd]ﬂm'mmpun fo INSW. These's neiwwl.: can b o valuable resource a3 o woochpoint following
strexaful internetions, '\ -

\
DLOs who arg vxposcd 1o tlul;‘u'nlm with the pﬂﬁe may n:q-uze additionsl suppont, and zach DLO necds to consciouwdy
bwrimpm'nnd mnnmg!m Wieir's daﬁy worke

. e
8. DPC gmdelmes\ 5

The Cabinet Tﬁum MlmarmwmmmmhﬁmmmMpmm number of key guidelines ia
relation to Depantment Lizison OMficers and their assignment to a MO:

The below gaidelints npp!{tn the assignment of DLOs 1o MOs!
=h e
& Payrofl and fexve pdministration for DLO3 will be provided by the bome agency, with leave and other matters affecting
the performenee of the DLO role considered in consuliation with the MO,
s Daytoday, DLOs will be supervised by the Minister's CoS.
. Empln}tc-:eimd com ol DLOs are 10 be nut from the budpets of home ogencies, Owber costs, for example, mehile
eoffice trentpon and dation for official business, ate 1o be met from Ministers! office

Yadgets. This docs not proclade 8 DLO from wsing exiating agency administenad assets in the performence of their
doties (for example, laptops, whiets, phoncs ewed.

«  DLOs must be pulitically neutral and impartial while assisting the Ministers to sehicve their ubjectives, DLOS must
avold party political activities in the perfosmance of their duties.

e  DLOs may remain jo a ALO during th \: fod before an electinn shauld (b it fnue 1o be required
alI.I|=dlu.Pamwlucdehnlmmmduucsmmpohuullym
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