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This document is licensed under a Creative Commons Attribution Non-Commercial No Derivatives 3.0 Australia 
licence. To view a copy of this licence visit http://creativecommons.org/licenses/by-nc-nd/3.0/au/ 
 
© Darling Downs Hospital and Health Service (The State of Queensland) 2014 
 
This work is copyright. In essence you are free to copy and communicate the work in its current form for non-
commercial purposes, in accordance with the Copyright Act 1968, as long as you attribute the Darling Downs 
Hospital and Health Service (State of Queensland) and abide by the licence terms. You may not alter or adapt 
the work in any way. 
 
For permissions beyond the scope of this licence, copyright inquiries should be addressed to: 
   Principal Project Officer 
   Intellectual Property 
   Office of Health and Medical Research 
   GPO Box 48 
   Brisbane Queensland  4001 
   t. +617 3234 1479 
   e. IP_Officer@health.qld.gov.au 
 
Disclaimer 
Darling Downs Hospital and Health Service has made every effort to ensure that the information in this resource, 
at the time of publication is correct. The information in this resource will be kept under review and future 
publications will incorporate any necessary amendments.  
 
The information in this resource does not constitute clinical advice and should not be relied upon as such in a 
clinical situation. The information is provided solely on the basis that readers will be responsible for making their 
own assessment of the matters presented herein and readers are advised to verify all relevant representations, 
statements and information. Specialist advice in relation to the application of the information presented in this 
publication must be sought as necessary to ensure the application is clinically appropriate.  
 
In no event, shall Darling Downs Hospital and Health Service be liable (including negligence) for any claim, 
action, proceeding, demand, liability, costs, damages, expenses or loss (including without limitation, direct, 
indirect, punitive, special or consequential) whatsoever brought against it or made upon it or incurred by Darling 
Downs Hospital and Health Service arising out of or in connection with a person’s use of information in this 
publication. 

mailto:EB_training@health.qld.gov.au
http://creativecommons.org/licenses/by-nc-nd/3.0/au/
mailto:IP_Officer%40health.qld.gov.au?subject=
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Introduction 
Queensland Health is committed to supporting continuing professional development for all its 
employees to ensure they have the knowledge and skills necessary to succeed in their roles. 
The Administrative Officers’ Employee Training and Development Education Incentive Fund 
(AO Incentive Fund) was introduced in the Queensland Public Health Sector Certified 
Agreement (No. 7) 2009 (EB7) as a means of supporting training and development 
opportunities for administrative employees. This commitment has been continued in the 
Queensland Public Health Sector Certified Agreement (No.10) 2020 (EB10). 
 
Under this initiative, eligible Administrative Officers Level AO2, AO3, AO4 or AO5 may apply 
for funding assistance (up to $1800) to attain an Australian Qualification Framework (AQF) 
certificate relevant to their role. Line Managers are to assist employees in identifying suitable 
AQF or TEQSA accredited qualifications through the Performance Appraisal and 
Development (PAD) process. Two hundred (200) places per year will be offered for eligible 
employees across Queensland Health to attain AQF qualifications. Employees who 
successfully complete a qualification may be eligible to apply for the Targeted Training 
Allowance (please refer to HR Policy G14 Targeted Training for Administrative Officers).  
 
The EB10 Implementation Group (EB10IG) is the governing body of this program and will be 
provided with a progress report each month. Any proposed changes to the management or 
guidelines of this program must be tabled and endorsed through this body.  
 
 
Eligibility criteria 
For an employee to be eligible to access funds under this initiative, they must meet each of 
the following criteria: 

• the employee must hold a permanent AO2, AO3, AO4 or AO5 (full time or part-time) 
position within Queensland Health 

• the employee is required to incorporate details of this initiative in their Performance 
Appraisal and Development (PAD) agreement, either current or future, in consultation 
with their line manager 

• the desired qualification must be relevant to the employee’s role and be recognised within 
the Australian Qualifications Framework (AQF)the training provider must be a nationally 
recognised and accredited Registered Training Organisation (RTO) or Tertiary Education 
Provider.  

• The Tertiary Education provider must be registered through the Australian Government 
Tertiary Education Quality and Standards Agency (TEQSA) 

• the employee can only apply once per Enterprise Bargaining Agreement (a three-year 
period). 

 
For temporary employees  

• EB10IG have determined that temporary AO2, AO3, AO4 or AO5 employees with greater 
than 12 months’ worth of continuous service (with no breaks) may also apply. Approval of 



 

Page 2 of 9 Cunningham Centre | Darling Downs Hospital and Health Service 
 

a temporary employee’s application is for determination by EB10IG on the basis that it is 
unlikely to displace an otherwise eligible Administrative Officer. EB10IG’s decision is final 
and without appeal. 

 
Applications for temporary employees must be accompanied by an employee movement 
form (EMF) or statement of service providing evidence that the applicant meets the 
requirements listed above. 
 
Relevant qualifications completed within 12 months of application date may be funded. 
Applications for retrospective funding require EB10IG approval. 
 
Australian Qualifications Framework 
The Australian Qualifications Framework or AQF is: 
‘…the national policy for regulated qualifications in Australian education and training. It 
incorporates the qualifications from each education and training sector into a single 
comprehensive national qualifications framework.’  
(Source: https://www.aqf.edu.au/) 
 
Providers require accreditation to offer qualifications. Further information on packages and 
providers can be found on www.training.gov.au. 
 
 
Application process 
Selecting the right qualification is critical. The course must be relevant to the employee’s role 
as well as to the employee’s own learning and development interests. Interested employees 
at the AO2 to AO5 levels should consult with their Line Managers to choose a course as part 
of the PAD process.  
 
Employees interested in participating in this initiative do not need to wait until their yearly 
PAD agreement to initiate discussions with their line managers. Those who are interested 
should make immediate arrangements to meet with their line managers and modify their 
PAD agreements accordingly. 
 
 
Applying 
To apply for funding, an expression of interest (EOI) is to be completed and signed by the 
employee and the employee’s line manager. Completed EOIs should be forwarded to the 
Program Officer, Cunningham Centre, Darling Downs Hospital and Health Service via email: 
EB_Training@health.qld.gov.au. The EOI can be accessed at 
https://www.health.qld.gov.au/cunninghamcentre/docs/ao-fund-eoi.pdf . 
 
Submitting the EOI applies for approval to access funding only. If approved, it is the 
responsibility of the employee to then: 

http://www.training.gov.au/
http://www.health.qld.gov.au/cunninghamcentre/docs/ao-fund-eoi.pdf
mailto:EB_Training@health.qld.gov.au
https://www.health.qld.gov.au/cunninghamcentre/docs/ao-fund-eoi.pdf
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• contact your chosen training provider to organise your enrolment and authorise a release 
of information for enrolment status to the Cunningham Centre; 

• determine payment requirements with the training provider and liaise with the Program 
Officer Cunningham Centre to arrange payment as per the training provider’s 
requirements. 

 
The Program Officer, Cunningham Centre, Darling Downs Hospital and Health Service 
(DDHHS) is the approval point for access into the Incentive Fund. Local Human Resource 
(HR) and/or Learning and Development (L&D) units may assist the Program Officer with the 
coordination and management of the numbers of applicants per HHS. All parties should 
provide prompt responses in submitting, approving and responding to applications to avoid 
unnecessary delays. 
 
All applications will be considered equally and will be reviewed according to the eligibility 
criteria outlined in this Implementation Guide. It should be recognised, however, that funding 
and numbers are limited. 
 
If an application has been approved, the employee will be notified in writing by the 
Program/Administration Officer with a copy to the applicant’s line manager and relevant L&D 
unit. 
 
Employees are to enrol in their approved qualification within 12 months of receiving approval 
or the allocation may be re-allocated to another applicant. In instances in which a placement 
is reallocated, enrolment must occur within six (6) months. 
 
Funding is conditional upon the student providing consent (via the Student Authority to 
contact RTO form) that the Cunningham Centre be advised by the training provider of: 
• the student’s enrolment status 

• the student’s history of results for the course being funded 

• any instances of withdrawal or deferment. 
 
If an application is not supported or approved, the employee will be notified in writing. It is 
the responsibility of the Program/Administration Officer to formally notify the employee.  
 
Where possible, applications for qualifications that meet the criteria, and the employee’s 
interest, should be supported at all levels. Valid reasons for applications not being approved, 
other than not meeting the criteria, are limited to the following conditions: 

• the qualification is not deemed to be relevant to the employee’s role 

• the quota of places for that HHS has been met. 
 
An employee whose application is not supported may appeal the decision, as per the 
process outlined in this Implementation Guide. 
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If the initial applications outnumber the allocated places and all criteria have been met, 
applications will be assessed by the Program Officer in consultation with the HHS concerned 
in order to make a determination.  
 
 
Funding 
Under this initiative, funding will be available for 200 places per year of the EB10 Agreement.  
The allocation of the 200 places will be determined by the number of eligible AO2, AO3, AO4 
and AO5 staff employed in each HHS, Division and Queensland Ambulance Service. 
 
Funding for this initiative is the responsibility of the Cunningham Centre, Workforce Division, 
Darling Downs Hospital and Health Service. 
 
Hospital and Health Services are to ensure that all employees are given equal opportunity to 
apply for access to this initiative. This will help ensure the even distribution of places across 
the HHS. 
 
An amount of $1,800 per qualification has been allocated for each approved applicant under 
this initiative. The Incentive funding allocation of $1,800 is to include mandatory textbooks. If 
an individual’s course cost exceeds this amount, payment of the outstanding amount is to be 
arranged between the applicant and the HHS. The outstanding amount will be either self-
funded or locally-funded depending on the HHS and job requirements. Employees may be 
entitled to receive assistance under the provisions contained in HR Policy G10 SARAS - 
Study and Research Assistance Scheme (SARAS) Approval for SARAS entitlements are the 
responsibility of the HHS. The applicant must be notified in writing of these arrangements, 
with a copy placed on their personnel file. 
 
No provisions have been made in the funding allocation for accommodation or travel 
assistance if the employee needs to attend classes. 
 
Fringe Benefits Tax  
There may be fringe benefits tax (FBT) implications in relation to the payment or 
reimbursement of an employee’s Self Education expenses. If the course that the employee 
has chosen to study is Commonwealth Supported (and therefore subsidised by the Federal 
Government) then this will attract FBT.  
 
Payments are to be correctly treated under either the FBT or income tax (IT) regimes. The 
nature of the payment/benefit and the circumstances determine whether it is the FBT regime 
or the IT regime that is applicable. 

• Reimbursements direct to employee - Subject to FBT – Paid through Accounts 
Payable 

• Payment direct to supplier (educational institution/professional body) e.g. Griffith 
University – Subject to FBT – Paid through Accounts Payable 
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The direct payment to a supplier or reimbursement to an employee of employee’s self-
education expenses will be subject to FBT except where the expenditure is ‘otherwise 
deductible’. Expenditure may be treated as ‘otherwise deductible’ where the employee would 
be entitled to claim an income tax deduction in his or her income tax return if the employee 
was incurring the expenditure of their own. Where an employee is undertaking a course that 
is directly related to their current income earning activities (position) and the course is not 
Commonwealth supported, the otherwise deductible rule may be applied 
 
Before applying for funding, it is recommended that the employee refer to the Self-Education 
FBT factsheet which provides information for Queensland Health employees regarding the 
fringe benefits tax (FBT) implications in relation to the payment or reimbursement of an 
employee’s self-education expenses. 
https://qheps.health.qld.gov.au/csd/business/finance/tax/expenses 
 
HHS’ local FBT contact will be available for advice 
https://qheps.health.qld.gov.au/csd/business/finance/tax/contacts  
 
Invoicing 
Where the provider of choice is a TAFE college, the applicant must obtain from TAFE an 
‘Authority to Invoice’, complete their personal and DDHHS invoice details; and submit this 
form to the Program Officer, Cunningham Centre, Darling Downs Hospital and Health 
Service. Once received, this form will be signed and returned to the applicant for forwarding 
to their chosen TAFE. 
 
If the applicant is applying through an RTO or Tertiary Education provider other than TAFE, 
the employee must arrange payment details prior to enrolment. This should prompt an 
invoice from the training provider which must then be forwarded to the Darling Downs 
Hospital and Health Service Accounts Payable team.  
 
Employees can also elect to self-fund the qualification and be reimbursed (via a staff 
expense claim) through the Cunningham Centre, Darling Downs Hospital and Health 
Service. Employees should keep all records related to financial outlays to ensure the 
appropriate information is available and that they do not exceed the $1800 maximum 
amount offered.  
 
Detailed payment information will be provided to the applicant upon approval of funding. 
 
Appeal process 
Employees who receive advice that their applications are not supported may appeal the 
decision if they consider the qualification to be relevant to their role. An applicant cannot 
appeal, however, if the HHS has already reached its quota. Please check quota numbers 
with either the Program Officer or your local HR/L&D unit. 
 
In the event that an employee appeals a decision, a place will be held vacant pending the 
outcome of the appeal. This will help to ensure all available places are not filled whilst an 

https://qheps.health.qld.gov.au/csd/business/finance/tax/contacts
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employee awaits the outcome, and where the appeal is subsequently upheld. An employee 
wishing to appeal must submit the appeal in writing to the Program Officer outlining the basis 
of their appeal and include supporting documentation from their line manager.  
 
Appeals are to be sent to EB_Training@health.qld.gov.au for tabling at the next available 
meeting of the EB10 Implementation Group. All decisions made by this Group are final. 
 
 
Roles and responsibilities 
Key stakeholders in this initiative include eligible AO2, AO3, AO4 and AO5 employees, line 
managers, local HR/L&D units, local training units, HHS Executives, the Program Officer and 
the EB10 Implementation Group (including relevant union representatives). A summary of 
these stakeholders’ roles and responsibilities appears below: 
 
AO2 
AO3 
AO4  
AO5 employees 

• Consult with line manager to identify relevant course 

• Submit EOI 

• Once approved, liaise with line manager and training provider to 
complete enrolment in chosen course. 

Line managers • Assist employee to identify suitable course and to submit EOI 

• Ensure employee has a current PAD agreement  

• Record the training in the current or future PAD agreement 

• Assist employee in liaising with Program Officer to arrange 
payment to training provider. 

Local Human 
Resources - 
Learning and 
Development 

• Provide information and assistance to HHS staff as required 

• Provide assistance in the submission of EOIs 

• Forward completed EOIs to EB_Training@health.qld.gov.au 

Administration/ 
Program Officer, 
Cunningham 
Centre, Darling 
Downs Hospital 
and Health 
Service  

• Receive EOIs from potentially eligible employees or HR/L&D units 
for determination of eligibility 

• Notify employees/line managers of the outcome of their EOI 

• Produce and keep up to date with the relevant initiative’s 
documentation on QHEPS 

• Provide monthly updates to the EB10 Implementation Group on the 
progress of the initiative 

• Work with applicants/line managers in order to provide funding 
assistance in a timely manner. 

EB10 
Implementation 
Group (EB10IG) 

• Receive monthly updates from the Program Officer concerning 
current issues/progress of the initiative 

• From time to time make determinations as to the relevance of 
certain qualifications to the administrative stream 

• Decide on temporary employee applications 

mailto:learning@health.qld.gov.au
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• Hear appeals. 

 
 
Communication and reporting 
All communication must be managed efficiently and effectively with prompt turnaround times 
for responses. 
 
During the life of the initiative, communication will occur between: 

• employees and their line managers 

• employees and/or line managers and local HR units 

• line managers and HR managers 

• local HR units and Program Officer where required 

• employees and the training provider. 
 
A monthly report prepared by the Program Officer will inform the EB10 Implementation 
Group on the progress of the initiative as well as participation rates and qualifications being 
undertaken. This report will enable a state-wide review of the monthly progress of the 
initiative.  
 
 
Project coordination 
• The Program Officer, with assistance from the local HR units, is to prepare monthly 

reports to monitor progress, participation rates and qualifications undertaken 

• Line managers for AO2, AO3, AO4 and AO5 employees are to provide support in 
recommending an employee and the agreed qualification 

• Hospital and Health Service HR managers/training units will monitor the types of training 
being undertaken in HHSs 

• The Program Officer will arrange payment of invoices and expense claims (not to 
exceed $1800 per applicant) 

• The Program Officer will provide advice and support to HHSs as well as liaising with 
HHSs regarding appeals and correspondence with applicants 

• The EB10 Implementation Group will review monthly reports to monitor the initiative’s 
progress and participation rates. 

 

 
 
 
Evaluation 
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A post-program evaluation of this initiative will be developed and managed by the Program 
Officer. Overall success will be determined by analysing factors such as the take-up rate 
achieved and qualifications completed.  
 
Further information  
Email: EB_Training@health.qld.gov.au  
Website: https://www.health.qld.gov.au/cunninghamcentre/html/courses/044.asp  
For information on how to contact your local HR units visit 
http://qheps.health.qld.gov.au/hr/contact/local-hr-contacts.htm   

mailto:learning@health.qld.gov.au
https://www.health.qld.gov.au/cunninghamcentre/html/courses/044.asp
http://qheps.health.qld.gov.au/hr/contact/local-hr-contacts.htm
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Appendix A | Definitions and acronyms 
AO Administrative Officer 

AO Incentive Fund 
Administrative Officers’ Employee Training and 
Development Education Incentive Fund 

AO2 Administrative Officer Level 2 

AO3 Administrative Officer Level 3 

AO4 Administrative Officer Level 4 

AO5 Administrative Officer Level 5 

AQF Australian Qualification Framework 

DDHHS Darling Downs Hospital and Health Service 

EB Enterprise Bargaining 

EB10IG EB10 Implementation Group 

EMF Employee movement form 

EOI Expression of interest  

FBT Fringe benefits tax 

HHS Hospital and Health Service 

HR Human Resources 

L&D Learning and Development 

PAD Performance appraisal and development 

RTO Registered Training Organisation 

TEQSA Tertiary Education Quality and Standards Agency  
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