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Introduction/Purpose 
Making work decisions is central to every job within the ACT Public Sector (ACTPS). Whether it is a staffing 
decision, using ACTPS resources, or about your duty of care towards a client, all the decisions you make 
every day at work should be made with integrity. This handbook provides practical guidance to assist with 
decision making. 

Making decisions with integrity at work 
In the ACTPS, ‘integrity in decision making’ means we: 

• understand what is and what is not relevant information to 
our decisions; 

• clearly understand the scope of our obligations and 
powers under relevant legislation or policy; 

• follow a consistently proper and appropriate process; 
• use our power responsibly and for its intended purpose; 

• apply procedural fairness principles, including providing 
reasons for our decisions; 

• retain records appropriately; and 

• achieve evidence based, proportionate and impartial outcomes.  

Who is this handbook for? 
This handbook is designed to be used by ACTPS public employees to provide guidance on how to make and 
support sound work decisions.  

The handbook is based on the idea of principles-based decision making, which means that the guidance can 
be applied across various work contexts and in different types of decision making situations.  

This handbook references policies and resources found on the ACTPS Employment Portal. Using this 
handbook in conjunction with these policies and the ACTPS Integrity Framework will assist in sound 
decision making.  

A checklist is provided at Appendix 1 to assist decision makers in making principles-based decisions. 

Principles-Based Decision Making 
Principles-based decision making is about working through a set of steps or ‘principles’ in order to make a 
decision.  

Using rules to make decisions is a starting point in decision making. A good decision requires us to use 
judgement and, where permitted, discretion. 
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Integrity in work decisions is about 
more than having your ‘heart in 
the right place’. It is about 
consistently applying key decision-
making principles. 

https://www.cmtedd.act.gov.au/employment-framework/home
file://///nas125s1.act.gov.au/CMHome01/Andrew%20Durston/My%20Documents/ACTPS%20Integrity%20Framework.pdf
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Principles-based decision making offers a greater opportunity for sound and defensible decisions. This is 
because they allow us to apply the rules in a proportionate way, having regard to all relevant 
circumstances, including the specific evidence and operational requirements. 

Because principles-based decision making pushes us to use reasoned judgement and explore all factors 
influencing our decisions, it means that we are more likely to make a decision with integrity.  

 

 

 

 

 

Understanding Risk in Decision Making 
Making a decision can be daunting because of the risk of getting it wrong. Avoiding risk may mean that 
there would be delays in decision making, innovation could be stifled, talented employees could be lost, 
clients can be denied the right to dignity, or service provision might fail to keep up with the changing needs 
of the ACT Community.  

Assessing and appropriately engaging with risk is more effective than simply avoiding it. Principles -based 
decision making encourages the exploration of factors influencing a decision, allowing you to appropriately 
consider any discretions to make informed choices that approrpiately engage with risk.  

Making and Supporting Your Decisions 
This section outlines the steps or ‘principles’ involved in making sound and supported work decisions. 

1. Are you the right person to make the 
decision? 
The ACTPS Enterprise Agreements (EA) and other relevant legislation 
that applies in the ACTPS includes powers or functions for decision 
making.  

Under legislation, delegated powers can rest with Ministers, the 
Head of Service or Directors-General/Chief Executive Officers and 
other specified office holders. 

Delegations are the mechanisms that permit the owner of a power 
to delegate (in writing) the use of that power by others.  

If you are required to make decisions or undertake functions which 
will involve exercising delegations, you should ensure those actions 
are: 

➢ within the power and limitation of your delegation; and 
➢ consistent with any legislative requirements and directorate/agency 

policy and procedures. 

It is important that you understand the scope and origin (ie, the legal basis) of your decision making 
authority and ensure you only operate within that authority.  

You can seek further advice on delegations from your Manager, Human Resources, Finance or Legislation 
support team, and the relevant delegations register on your directorate’s sharepoint page.  

There are a range of delegations that 
different ACTPS employees hold 
including... 

• Employment related (e.g., 
recruitment, leave approvals, 
return to work situations and 
investigating misconduct) 

• Financial 
• Procurement 
• Patient care 
• Performing legislative functions 
• Planning applications 
• Licensing and regulation 

Unlike the ‘rules only’ approach, principles-based decision making does 
not try to provide a rule for every situation. Instead, it helps someone to 
look at the rules and parameters and use their judgement to make a 
decision. 

https://actgovernment.sharepoint.com/sites/Intranet-CMTEDD/corporate-governance/Pages/delegations.aspx
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If you find that the decision is not yours to make (ie, you do not hold the neccesary delegation), notify the 
correct person and be as helpful as possible to provide context and information around your actions up to 
this point. 

2. Does your decision comply with relevant legislation and policy? 
You should ensure that your decision and decision making is compliant with any EA or other relevant 
legislation, whole of government and/or directorate policy.  

Consider other relevant rules, even if they appear contradictory, and use them to form a complete picture 
of the legal/policy framework as it relates to your decision.  

Seek appropriate or specialist advice or clarification on any legal or policy matters if it is not your area of 
expertise. The greater the risk associated with your decision; the more important it is to seek specialist or 
independent advice.  

 

 

 

 

 
3. Have you gathered and considered all the information you need? 
Background information and discretionary decision options are important, especially if your decision will 
directly impact other people.  

Consider: 

• which facts are relevant to your decision and which are not; 
• what supporting material contributes to the complete picture and what does not;  

• the expectations and contributions of stakeholders; 
• whether important facts have been independently verified; 

• what, if any, qualifying criteria or requirements exist; 
• the history of the matter or any background information; and 

• what other decision options are available and the impact or risk of each option.  

4. Are you impartial? 
Self awareness is an important part of decision making. Are you 
being swayed by an emotive argument or letting personal values 
affect your interpretation of the facts? Are you being pressured 
to make a certain choice? Do you have a conflict of interest? 

If you have a real, percieved or potential conflict of interest, it is 
important that you suspend the decision making process while 
you seek apropriate advice on whether you are the most 
appropriate person to continue. 

Declaring a conflict of interest is not necessarily an admission or statement that you could not make a fair 
and reasonable decision. It is an aknowledgement of your personal circumstances or prior involvement in 
related issues, which depending on the circumstances may be addressed in a variety of appropriate ways. 
Declaring the conflict is the first step in being able to manage it and reduce or remove the risk of 
perceptions that your decision was unfair.  

Remember.... 

to consider the context of the legislation, regulation or policy 
when reaching your decision. Find out the intention behind 
the rule and do not read rules so literally that the intention is 
lost. 

Did you know... 

o A conflict of interest is a situation in which a 
person’s private interests or connections may 
lead to improperly influencing the 
performance of their official duties and 
responsibilities. It can be actual, perceived, or 
potential. 
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For further information regarding conflict of interest please refer to the whole of government Conflict of 
Interest Policy or your relevant directorate conflict of interest policy. 

5. In reaching your decision, are you observing the principles of 
procedural fairness? 
Procedural fairness, sometimes called ‘natural justice’, requires that a fair and proper procedure is used 
when making a decision. Procedural fairness is an important legal concept with a set of basic rules.  

To ensure procedural fairness in your decision making, particularly for personal matters, consult the 
relevant policy or legislation and: 

• check whether those affected by your decision have full access to the rules and any criteria or 
grounds on which the decision is to be made; 

• provide those people with a reasonable opportunity to communicate their position/ arguments/ 
reasons to you if they wish; 

• hear all parties affected by a decision as far as is reasonable and consider submissions including if a 
decision is disputed; 

• make reasonable inquiries and consider evidence before making a decision; 
• ensure a decision is supported with valid evidence; 

• ensure no person involved in making the decision has a conflict of interest; and 

• conduct your decision making process without undue delay.  

6. Protect privacy and maintain confidentiality 
Be aware of any responsibilities under privacy legislation, ACT Government policy, Territory Privacy 
Principles, and your own workplace practices in respect of privacy.  

Also note that depending on the circumstances of the decision you are making, different confidentiality 
considerations will apply to any documentation you create and use. In general you need to think about: 

• the appropriate Dissemination Limiting Marker (DLM) applying to the records (for example: 
Sensitive – Cabinet); and 

• if any material can be used to identify an individual person. If so, ensure that you store this 
information securely and share it appropriately. 

In addition, verbal as well as written/electronic communications can compromise confidentiality. Consider 
who you are intentionally or unintentionally communicating with in your decision making.  

7. Be consistent in your decisions 
Being consistent does not mean that you are bound to follow a decision that has been made before, 
sometimes called a ‘precedent’. But it does mean you should: 

• follow relevant policy guidance; 

• consider the merits of each case in a similar way so that the process is fair and reasonable for 
everyone; and 

• make a decision in the particular circumstances of each individual matter.  

8. Timely decision making 
It is important to make decisions promptly because delays may form grounds for review of the decision or 
the decision-making process. It is good practice to advise those affected of any unexpected delay in the 
process. 

9. Communicating decisions 
The way you communicate decisions will have a large impact on the way your decision is received.  

https://www.cmtedd.act.gov.au/__data/assets/pdf_file/0003/1765443/Conflict-of-Interest-Policy-2021.pdf
https://www.cmtedd.act.gov.au/__data/assets/pdf_file/0003/1765443/Conflict-of-Interest-Policy-2021.pdf
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Whether your decision is complex and has far-reaching effects or is simple and has less impact; you can 
generally rely on the following communication principles. 

Your communication should be: 

• accessible (the format, style, plain English, and platform of communication); 
• actionable (encouraging and informative to assist people to act according to your decision);  

• credible and trusted (thoroughly researched and presented in an appropriate, accurate way); 
• relevant (being judicious about the information you provide and considering the needs of your 

audience); and 

• timely (communication which is delivered too frequently or too intermittently will be less 
effective). 

• appeal or review (rights the person has about the decision if applicable).  

10. Keep records 
It is important to make notes during a decision-making process, record the basis for your decision and to 
provide written notification of your decision to the person affected by the decision. Depending on the 
significance of your decision, this may be an email acknowledgment or a statement of reasons.  

A statement of reasons provides the person/people affected 
by the decision with an opportunity to understand how the 
decision was made. A statement of reasons can be requested 
by the person affected by the decision and enables them to 
make an informed decision about whether they wish to 
exercise their rights of review or appeal. 

When decisions are reviewed, having clear records also 
promotes public confidence in the decision-making process, 
and clearly shows the basis on which the decision was made. It 
can also assist decision makers to consider their decision more 
diligently and make sure it is based on the merits of the case 
and on relevant facts.  

A formal statement of reasons should include: 

• your name and job title; 

• the date; 
• your authority to make the decision; 

• the rule or criteria used to make the decision, and any policy guidance considered; 
• what evidence or factors you considered when making the decision, and the significance or 

weighting given; and 

• what your decision is.  

A template for providing a Statement of Reasons for your decisions is provided at Appendix 2. Other 
templates may be applicable specific to the type of decision you are making. Please check with your 
Corporate team about this. 

Reviewing Decisions 
Decisions may be reviewed if new reasons, evidence, or facts are identified after you have made a decision, 

or if a person affected by your decision requests it. It is also important to note that legislation, policy, or 

procedures may include formal review mechanisms, such as the internal review process under ACTPS EAs. 

Reviews can also be undertaken externally by the ACT Civil and Administrative Review Tribunal.  

When should I prepare a statement of 
reasons?  

You should prepare a statement of reasons if 
you are making a significant decision (i.e. one 
that involves spending a large amount of 
public money or directly affects a person). 
Many ‘significant decisions’ you make at work 
have a record keeping element incorporated 
(i.e. procurement) so you do not need to 
prepare a separate statement of reasons. 
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Decision makers have a legal obligation to provide persons affected by reviewable decisions with 

information on how they may exercise their rights of review. 

Often, formal review mechanisms provide for another person to conduct the review of the original 

decision. If you are required to review your own decision, it may still be helpful to ask for an independent, 

appropriate person to assist you. Any new information should be considered using the principles described 

above.  

If you discover an error in the original decision, the decision should be reconsidered, withdrawn and a new 

decision given. It is important to note that it may not always be desirable, or lawful to withdraw a decision, 

at least not in its entirety. 

In such circumstances you should clearly distinguish between the reasons for the decision, and the matters 
subsequently considered. Otherwise, discrepancies between reasons given at the time the decision was 
communicated, and reasons provided in any statement, may be used to draw the inference that the 
decision-maker did not carefully consider the obligation imposed by the legislation.  

It is advisable to seek legal advice on this.  

Further Information 
If you have further questions about this Guidance Advice, please contact Whole of Government Industrial 
Relations and Public Sector Employment, Workforce Capability and Governance, Chief Ministers Treasury 
and Economic Development Directorate through EBA@act.gov.au 

Review 
This guidance advice is due for review 3 years from the last issued or reviewed date, or earlier where there 
are changes that affect the operation of the policy. 

 

Document name: ACTPS Decision Makers 
Handbook  

Prepared by: Professional Standards Unit and Industrial 
Relations and Public Sector Employment, Workforce 
Capability & Governance, CMTEDD 

Policy Number: 37/2022 Feedback to: Industrial Relations and Public Sector 
Employment 

Issue Date: 19 May 2022 Review Date: 19 May 2025 

 

  

mailto:EBA@act.gov.au
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Appendix 1: Checklist for Decision Makers 

 

 

  

The following checklist is provided to assist decision makers in making principles -based decisions. 

☐  
Confirm that you have the correct legal or organisational delegations/authority to make the 
decision.  

☐  Identify and comply with legislation, policy and procedures.  

☐  Gather material/information and consider all relevant facts and criteria.  

☐  Ensure that no one involved in the decision making process has a conflict of interest.  

☐  Evaluate the facts and criteria, checking facts if you are uncertain.  

☐  
Make your decision on the merits of each individual case and be consistent in the way you make 
your decisions. 

☐  Make sure you maintain confidentiality of information. 

☐  Ensure timely decision making. 

☐  Keep parties informed during the decision making process. 

☐  Inform the relevant parties and provide written reasons for the decision.  

☐  

Create and maintain records about the issues that were taken into consideration in the decision 
making process, why these issues were considered, the weight given to the evidence and the 
reasons for the decision.  
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Appendix 2: Template for a Formal Statement of 
Reasons 

 
DECISION MAKER DETAILS 

Name:        

Position Title:       

Division/Branch/Agency:       

Name of decision:       

Date:       

Details of delegation or other decision-making authority: 

 
Click or tap here to enter text.  
 

Decision: 

 
Click or tap here to enter text. 
 

Legislative or policy basis for decision: 

Click or tap here to enter text. 

Reasons for decision including background information, evidence or factors that were considered: 

Click or tap here to enter text. 

Signature:  Click or tap here to enter text. Date: Click or tap here to enter text. 

 

 

 


