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Introduction and commitment statement 

1 In today’s dynamic business environment, where change is rapid, complex and 
unrelenting, workplace learning has become a key lever for success. To respond to this 
change, people need to not only develop new skills more rapidly, they also need to develop 
new mind sets and capabilities. Organisations that effectively build a culture of continuous 
learning are able to adapt to change and sustain growth (APS Learning and Development 
Strategy, 2021). 

2 OPC is committed to the continuous development of all of our people, recognising 
that they are the key element in achieving superior performance meeting OPC’s objectives. 
This includes our commitment to ensuring that all of our learning opportunities are accessible 
to people with a disability. This meets our obligation to “build the organisational capability 
necessary to achieve the outcomes of the Agency properly expected by the Government” (see 
paragraph 49(1)(b) of the Australian Public Service Commissioner’s Directions 2022). 

3 The purpose of this document is to help all employees to continuously learn, discover, 
grow and develop themselves throughout their career. This document maps out opportunities 
for individuals, supervisors and leaders, to ensure our people can continue to provide clear, 
effective and accessible Commonwealth law for all Australians now and into the future.  

Performance management and continuous learning 

4 To achieve our mission of “Providing clear, effective and accessible Commonwealth 
laws for all Australians”, OPC will maintain a strong performance feedback culture. Sharing 
performance feedback in an environment that promotes professional growth, collaboration 
and achievement is the key to successful individual performance, which forms the basis for 
attaining team and organisational objectives.  

5 Continuous learning is at the heart of our performance management program, the 
ACE program. Its purpose is to empower OPC’s people to develop their skills to do their 
best work. This purpose will be achieved by meeting key objectives, including by: 

(a) developing capability in staff to deliver consistent, quality outcomes, to grow 
in their current role and to prepare for future roles; 

(b) supporting the careers of staff in line with their potential, aspirations, 
organisational fit and future opportunities; and 

(c) promoting a feedback culture based on trust and fairness, by giving staff the 
skills necessary for timely, growth-focussed and balanced feedback 
conversations. 

6 A key part of the performance agreement for every employee is the Grow plan. OPC 
is committed to developing capability in staff to grow in their current role, to prepare for 
future roles and to fulfil their potential. Staff are encouraged to take ownership of their 
professional development and to work together with their supervisor to identify learning 
needs and implement appropriate solutions. 

7 The Grow plan reflects a well-known model of capability development known as the 
70:20:10 model, which has a focus on continual learning. The model notes that adults learn 
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best with a mix of learning styles, where broadly 70% of learning is through Experience (on-
the-job), 20% is through Exposure (through relationships with others) and 10% is through 
Education (formal training).  

8 The model can be used:  

(a) by an individual to plan their own development;  

(b) by supervisors to support the embedding of Education by providing 
Experience and Exposure opportunities; and 

(c) by OPC to ensure that all three types of opportunities are available for 
capabilities that are critical to achieving organisational objectives. 

9 Employees are expected to develop a plan for their own development that contains a 
mix of experience, exposure and formal learning.  

10 Formal learning may include: 

(a) short courses provided in-house by OPC on priority capabilities; 

(b) external short courses (refer to the intranet for further guidance); and  

(c) studies assistance.  

OPC Capability Framework 

11 The OPC Capability Framework provides the OPC with a shared language to describe 
the core capabilities in the areas of Personal Behaviours, Relationships, Results and People 
Management that underpin the success of every individual, as well as the Technical Expertise 
capabilities appropriate to each business group to perform the variety of work across the 
organisation. 

12 The OPC Capability Framework is outlined at Schedule 1. 

13 People Services will regularly promote development opportunities for each of the core 
capabilities in the Capability Framework with input from People Committee.  

Technical expertise 

14 OPC recognises that the range of technical expertise needed to perform our roles 
effectively will differ depending on the role within OPC, and thus offers a range of learning 
opportunities for technical skills.   

15 OPC’s unique functions of drafting and publishing legislation require specialised 
skills that are not readily available in the market, and OPC has developed tailored in-house 
training to ensure that employees develop and maintain this essential expertise. This enables 
OPC to hire employees who have an aptitude for the work and to develop the required skills 
on the job.  
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16 Conversely, opportunities for developing the technical expertise required for all 
corporate services roles are readily available outside OPC, and most corporate services 
employees are highly skilled and experienced before joining OPC. 

Training in technical drafting expertise 

The pairing system 

17 OPC takes pride in the extremely high quality of the professional work done by its 
drafters and is committed to seeing that high standard maintained. 

18 Assistant drafters work in a drafting team headed by a senior drafter, responsible for 
training the assistant drafters in legislative drafting. A newly appointed assistant drafter will 
be placed into a Bill drafting team which is usually a team of two (but may be three). As 
assistant drafters gain experience, they are rotated with different senior drafters to gain 
exposure to different drafting styles and subject matters, as well as an instruments drafting 
team which comprises a senior drafter and (where possible) at least two assistant drafters. 

19 On-the-job training of the assistant drafters involves the undertaking of a range of 
activities as a member of a drafting team. The activities vary depending on the drafting 
methods of the senior drafter, the nature and urgency of the work allocated to the team from 
time to time, and the stage of development of the assistant drafter’s drafting skills. The 
detailed and targeted feedback that is given as part of the pairing system is one of the most 
effective ways of learning drafting skills and is the most integral part of the training for 
assistant drafters. 

Internally-provided training for drafters 

20 A program and record of internally provided training in drafting skills is in document 
s19RC121. It is intended to provide for about ten sessions each year. 

Continuing professional development for drafters 

21 OPC encourages drafters to undertake continuing professional development to 
expand, refresh and maintain the currency of their legal knowledge and drafting skills. 
Further information can be found in the supporting document on continuing professional 
development. 

Director of Drafter Training 

22 The role of the Director of Drafter Training is to oversee the training of drafters in 
OPC and to manage the internal training program for drafters, mainly consisting of training 
sessions put together by other drafters but also some by external providers such as AGS or 
other government agencies.  The Director of Drafter Training also works with SMT to 
identify drafter development issues and ways to address these, and has a role in approving 
drafter attendance at appropriate external courses. 

APC Development Managers 

23 The functions of an APC development manager are to: 
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(a) assist in identifying development needs of individual APCs, and make 
suggestions (to the APC, supervisors and statutory office holders) for 
addressing those needs; 

(b) be an information resource in relation to where APCs are up to in their careers 
and to provide a moderated and transparent source of feedback in relation to 
this to APCs, their supervisors and the statutory office holders; and 

(c) identify broader learnings, such as gaps in training topics and approaches to 
training APCs that might be of interest to senior drafters, and drafters 
generally, and to pass on those learnings to the Director of Drafter Training 
and, where relevant to people and supervising skills more generally, to People 
Services. 

24 Further guidance about APC Development Managers is provided in Procedure No. 
6.1.3 APC Development Managers.  

Pre-admission legal training 

25 Assistance for drafters undertaking pre-admission legal practice courses is not 
covered under the studies assistance scheme. 

26 When a person joins OPC, FPC may determine that OPC should assist the person to 
undertake (or to complete) a pre-admission legal practice course. FPC determines whether 
assistance will be given and the nature of that assistance, including financial assistance and 
paid and unpaid leave.  

27 An assistant drafter will not be given any assistance to undertake (or complete) a pre-
admission legal practice course during their probation period. 

Training in technical publications expertise 

28 The Publications Training Program is a formal program based on contemporary best 
practice, designed to introduce new Publications employees to technical aspects of our work 
in a scaffolded way that builds on the knowledge they acquire moving through its various 
stages.  

29 The primary objectives of the program are to build foundational skills and a broad 
understanding of our work, to ensure employees feel confident in delivering that work, and to 
establish and grow collaborative behaviours that empower employees to seek solutions. The 
program provides an intended trajectory beginning with core components of the Publication 
group’s work before allowing for individual development in ad hoc areas of interest in 
accordance with business needs.  

30 Training is delivered in small groups and follows the gradual release of responsibility 
training method commonly described as “I do, we do, you do”, and embeds a variety of self- 
and peer-review throughout. Existing employees are encouraged to use the program as a tool 
to assess their comfort level with various work tasks and as a roadmap for potential future 
development.   
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Senior Publishing Officer Training 

31 The role of the Senior Publishing Officer Training is to: 

(a) liaise with other Senior Publishing Officers to identify training opportunities 
for Publications staff; 

(b) coordinate training for new and existing Publications staff; 

(c) prepare and maintain training materials (including eLearning modules); 

(d) consult Publications staff to ensure procedures are up-to-date; and 

(e) report on, and maintain training records in relation to, Publications training 
activities. 

Core capabilities  

Supervisor training 

32 All new and acting supervisors are encouraged to attend a supervisor induction 
session. These sessions cover the roles and responsibilities of supervisors at OPC and provide 
helpful information to get the most out of your team. People Services provide support in 
arranging a supervisor induction session.  

Performance feedback skills 

33 OPC is committed to consolidating our feedback culture, and will continue to support 
the development of feedback skills. This enables us to meet the requirements of the APS 
Commissioner’s Directions that OPC “supports supervisors to manage the performance of 
APS employees under their supervision, including by providing appropriate training in 
performance management”; and that supervisors “work… to improve [their own] capability 
in effectively managing the performance of APS employees, including through appropriate 
training” (see paragraphs 49(1)(f) and 50(f)). 

Leadership training 

34 OPC is committed to developing the capability of all leaders within OPC. A range of 
formal and informal opportunities exist to develop leadership capability. These initiatives will 
continue to evolve based on the development requirements and strategic direction of OPC. 
An example of the types of opportunities may include: Leadership Development Programs 
through the APS Academy; OPC Mentoring Program; new supervisor induction training; and 
access to coaching.  

SES development 

35 OPC will ensure that all new employees appointed or promoted to SES Band 1 
positions in OPC attend an appropriate SES orientation seminar within 18 months of their 
appointment or promotion or (for senior drafters) as soon after that period as the demands of 
the drafting program allow. 
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36 OPC expects each SES employee to attend any other training and information 
sessions provided by the APS Academy targeted for SES officers that is relevant and 
available. 

Cultural capability 

37 The Commonwealth Aboriginal and Torres Strait Islander Workforce Strategy 2020-
2024 includes the requirement to develop cultural capability for all employees so that by 
2024 all Aboriginal and Torres Strait Islander employees can expect that their manager and 
their colleagues have received cultural competency training.  

Inclusion skills 

38 Building capability in leaders, supervisors and colleagues will underpin the success of 
our diversity and inclusion strategies, which are essential to our success as an organisation. 
Our future success rests on our ability to provide an inclusive, and culturally and 
psychologically safe, workplace. 

Career conversations 

39 A career conversation is an annual conversation that takes a long term view of a 
person’s development to assist them to thrive and achieve their career aspirations. It should 
be separate from a performance conversation.  

40 Career aspirations are about achieving a desired impact at work and do not have to 
include a desire for promotion. Further information about having a career conversation can be 
found in Policy No. 6.8 Achieving Capability and Excellence (ACE) program.  

Mentoring program  

41 Mentoring is a relationship between an experienced professional (the mentor) who 
shares their knowledge, skills and experience with another professional (the mentee) to assist 
in their personal and professional development. Mentoring relationships supports and 
encourages people to manage their own learning in order for them to maximise their 
potential, develop their skills and improve their performance. 

42 People Services team has committed to designing a Mentoring Program to trial in 
2022. The Mentoring Program will offer an opportunity for mentors and mentees to develop 
new skills, share knowledge and reflect on professional achievements and challenges of 
others. Further information is available on the OPC intranet page or through the People 
Services team. 

Secondments 

43 A secondment is where an OPC employee attends work in another agency, with a 
view to gaining a broader experience of work in the Australian Public Service or to develop 
particular skills consistent with an employee’s Grow plan.  

44 An example is the ongoing placement of an assistant drafter in the Department of the 
Senate to assist with the provision of drafting services for the Senate.  
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45 Approval for a secondment can only be given by FPC. 

Induction program 

46 The induction program is an important element of the onboarding process to ensure 
that all new starters are given the best start and welcome to OPC. All new starters will 
participate in an induction program when they commence employment at OPC. The type of 
program the new starter participates in depends on their role within OPC.   

47 People Services will work with supervisors to support staff returning from extended 
leave to transition back to OPC. 

Mandatory training 

48 The development and maintenance of skills and knowledge on key topics is an 
important part of OPC’s management of risk. Consequently, a program of introductory and 
refresher training is provided. 

49 All employees are required to undertake the mandatory training. 

50 The mandatory training program is outlined in Procedure No. 6.1.2 Mandatory 
training program. 

Studies Assistance  

51 Studies Assistance may be approved for formal programs of study at a recognised 
tertiary institution1 leading to a formal qualification, subject to the criteria below.  

Eligibility criteria 

52 Studies Assistance may be approved: 

(a) for full-time and part-time ongoing employees; and 

(b) where the study supports a development need for current or future role 
outlined in the employee’s development plan, and it is supported by 
experience learning; and 

(c) where the skills to be gained: 

(i) are relevant to OPC’s functions; or  

(ii) align with priorities in Corporate Plan or Workforce Plan; or  

(iii) are skills that are difficult to recruit; or  

(iv) promote workplace diversity; and 

(d) where the budget is available, and the course proposed offers value for money 
(for example, in terms of price, content, quality). 

                                                      
1 Refer to Procedure No. 6.1.1 Studies Assistance for more information 
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Ineligibility criteria 

53 Studies assistance will: 

(a) Not be approved for short courses, conferences or seminars where formal 
qualification is not involved. 

(b) Not be approved where it would create unreasonable detriment to work area’s 
operational requirements and priorities. 

(c) Not be approved where it would prevent the employee from achieving key 
deliverables in their performance plan. 

(d) Usually not be approved during periods of extended leave (beyond six-
months), including parental leave, long service leave, personal leave, or leave 
without pay (unless there are exceptional circumstances, and then only 
financial assistance). 

(e) Usually not be approved where development programs available through the 
AGD Learning Calendar or other freely available sources offer similar skill 
development. 

Scheme of study 

54 Studies assistance provides three primary benefits: financial assistance; study leave; 
and worker’s compensation coverage for employees who have an approved scheme of study.  

55 Approval of a scheme of study will be given once for the entire scheme of study, 
which might involve study spread over several periods of enrolment2. Once this approval is 
given, the employee: 

(a) May apply for financial assistance (to be approved separately for each period 
of enrolment for the scheme of study); and 

(b) May apply for study leave (to be approved separately for each period of 
enrolment for the scheme of study); and 

(c) Will be provided worker’s compensation coverage for injury or illness 
incurred while participating in approved studies (if needed). 

Financial assistance 

56 An employee may apply for financial assistance of up to $6,000 per financial year. 

57 Where FPC nominates an employee to undertake a scheme of study, FPC may 
determine that the $6,000 cap does not apply, and may come to a different arrangement 
regarding financial assistance with the employee. Examples of when FPC may nominate an 
employee to undertake a scheme of study include the attainment of skills that are critical to 
OPC’s operations, and the need to retain skills within OPC.  

                                                      
2 Refer to Procedure No. 6.1.1 Studies Assistance for more information 
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58  Further guidance about financial assistance is provided in Procedure No. 6.1.1 
Studies Assistance.  

Study leave 

59 A full time employee may apply for study leave of up to 100 hours for every six 
month period for both in person and online courses. The available hours of leave will pro-
rated for part time employees.  

60 Further guidance about study leave is provided in Procedure No. 6.1.1 Studies 
Assistance.  

Governance 

61 The Director, People Services will report to SMT quarterly on: 

• participation in mandatory training; and  

• expenditure on staff development activities.  

 

Related documents 

62 The following documents are related to this policy: 

(a) Procedure No. 6.1.1 Studies Assistance 
 

(b) Supporting document No. 6.1.2 Mandatory training 
 

(c) Supporting document No. 6.1.3 APC Development Managers 
 

(d) Supporting document No. 6.1.4 Program of internally-provided training for 
drafters 

 

(e) Supporting document No. 6.1.5 Continuing professional development for 
drafters [to be developed in consultation with drafters] 
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Review 

63 This policy will be reviewed at least every three years. 

 

 

 

Meredith Leigh 
First Parliamentary Counsel 
May 2022 

 
Document History 
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called Office Procedural Circular No. 6.1 Staff Development Plan.  
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Schedule 1: OPC Capability Framework 

 
Personal Behaviours  Relationships Results People Management 
Display Resilience 
and Courage 
  
Be open and honest, 
prepared to express 
your views, and 
willing to accept and 
commit to change 
 

Communicate 
Effectively 
  
Communicate 
clearly, actively 
listen to others, 
and respond with 
understanding and 
respect 
 

Deliver Results 
  
Achieve results through 
the efficient use of 
resources and a 
commitment to quality 
outcomes 
 

Manage and Develop 
  
People Engage and 
motivate staff, and 
develop capability and 
potential in others 
 

Act with Integrity 
  
Be ethical and 
professional, and 
uphold and promote 
the APS values 
 

Commit to Client 
Service 
  
Provide client-
focused services in 
line with APS and 
organisational 
objectives 
 

Plan and Prioritise 
  
Plan to achieve priority 
outcomes and respond 
flexibly to changing 
circumstances 
 

Inspire Direction and 
Purpose 
  
Communicate goals, 
priorities and vision, 
and recognise 
achievements 
 

Manage Self 
  
Show drive and 
motivation, an ability 
to self-reflect and a 
commitment to 
learning 
 

Work 
Collaboratively 
  
Collaborate with 
others and value 
their contribution 
 

Think and Solve 
Problems 
  
Think, analyse and 
consider the broader 
context to develop 
practical solutions 
 

Optimise 
Organisational 
Outcomes 
  
Manage people and 
resources effectively 
to achieve outcomes 
 

Value Diversity and 
Inclusion 
  
Demonstrate 
inclusive behaviour 
and show respect for 
diverse backgrounds, 
experiences and 
perspectives 

Influence and 
Negotiate 
  
Gain consensus 
and commitment 
from others, and 
resolve issues and 
conflicts 
 

Demonstrate 
Accountability 
  
Be proactive and 
responsible for own 
actions, and adhere to 
legislation, policy and 
guidelines 
 

Manage Reform and 
Change 
  
Support and promote 
change, and assist 
others to engage with 
change 
 

 
 
 

http://opc-intranet.opc.local/hr/SitePages/Personal-Behaviours.aspx
http://opc-intranet.opc.local/hr/SitePages/Relationships.aspx
http://opc-intranet.opc.local/hr/SitePages/People-Management.aspx
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