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CONTEXT

This is one example of a-dentified, template Human Resources PoliciP&cedures
Manual. It attempts to consolidate comprehensive and current best practice.

NACCHO has made this example template available to Member ACCHOQOs as a resource which
each ACCHO can consider and adapt to their individual operational and legahements; or
at least reduce the costs of hiring consultants

Any queries should be directed tha Chief Operations Officer oACCHO. NACCHO also
welcomes feedback in the spirit of continuous quality improvement.

DISCLAIMER
Not all the sectionsnay apply to your ACCHO.

ACCh Q areviewing oradopting any components or parts of the provided policies will need
to contextualise the relevant sections:
1 suit their own organisational structures/scale

1 suit their organisational industrial environment eg relevant Awards,
1 ensure compliance wittheir own state/territory legislation.

Consideredby the CEO Date
Considered by the Board Date
Review Date: Date
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HUMANRESOURGOLIZ& PROCEDURES

1. HRIPOLN& PROCEDURES'FRAMEWORK

National Employment StandarddModern Industrial Awardst ACCH®olicy &
Procedures

All employees have the minimum entitlements set out in the National Employment

{GF YRINR&a 0ab9{£00® 'L NI FNRY GKS&aS YAYAY
subject to the terms of a modern industrial award or enterprise agreement as well as their
common law contract of employment.

The National Employment Standard@sply to all employees covered by the national
workplace relations system, however only certain entitlements apply to casual employees

The Modern Awards applicable é&m ACCH@clude

1 Aboriginal Community Controlled Health Services Award 2010 (MA000115)
and potentially, depending on organisation functions and job roles:
Social, Community, Home Care and Disability Services Award 2010 (MA000100)
Health Professionals and Support Services Award 2010 (Award code MA0O00027)
Nurses Award 2010, (Award code MAO00034).
Medical Practitioners Award 2010 (Award code MAOO0031).
Royal Australian College of General Practitioners & General Practice Training
Empbyees Award 2003 (transitional) Award (MAA000027)
1 Aged Care Award

= =4 4 A4 A

The objectives chin ACCHQ KR Policieand Procedures are:

U to ensureall NES and Modern Award entitlements and conditionsnae¢

U to ensure compliance with other relevant legislation

U to take all practicable steps to provide and maintain a workplace thedfis and
healthyandfree from discrimination and harassment
to articulatethe ACCHGpecific procedures and conditions

c:

LG Aa O2YY2y F2NJ Ly !/ /| h atitory requiredentdieSa | Ol
number of areas and are constructed to reflect the industry, sector and organisational

specific needs.

Employees are required to comply withe ACCHQa LJ32f AOASA | yR LINROSF
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2. EMPLLOYEE CODEOF CONDUCT

2.1 Purpose- The Code of Conduct outlines the responsibilities, general standards of work,
conduct and behaviour expected of all employeethef ACCHQwith a view to encourage and
promote a culture of integrity, quality and performance.

The Code of Conduct drawsgether a number of requirements outlined in legislation and
specific HR policies. It is presented as a st@ide policy to emphasise key requirements, it is
to be presented to all staff as part of an induction process.

Allemployees are required ungdalne Code of Conduct, to behave at all times in a way which
adheres tahe ACCHQa SELISOlFGA2ya 2F SYLX 2eSSao

Compliance with the Code of Conduct is mandatory. A breach of the Code of Conduct can
result in sanctions, ranging from a reprimand to terminataf employment.

2.2 Scope- The Code of Conduct applies to all employees-{ifuk, parttime, fixed term,
casual, voluntary and temporary) for the duration of their employment.

2.3 Principles

The Code of Conducequires that employees at all tinse

behave in a way that upholds the integrity and good reputatiothefACCHO

respect and observe appropriate cultural protocols and practices;

act with care and diligence in the course of their employment;

perform the duties and responsibilities whicheaassigned to them to the best of their

ability, with all care and diligence and in compliance with the directionseoACCHO

comply with all applicable Australian laws;

not be under the influence of drugs and/or alcohol in the workplace:

1 comply with any lawful and reasonable direction giversbgneone who has authority
to give the direction;

1 disclose, and take reasonable steps to avoid, any conflict of interest (real or
apparent);

1 disclose any offer of gifts or benefits offered or suggddb them in carrying out
their duties;

1 provide evidence of and maintaall necessary licenses/accreditation/certification
/qualifications/checks required to fulfil their work requirements

f use providedesources in a proper manner;

1 take responsibility fotheir actions, and be accountable for the consequences;

1 maintain a high level of confidentiality in regard to the work they undertake and any
other client matters they may encounter;

1 not make improper use of inside information, or the employee's dytatus, power
or authority, in order to gain, or seek to gain, a benefit or advantage for the employee
or for any other person;

1 maintain all premises and vehicles as smoke free environments;

1 ensure access to and use of mobile phones, internet, emaibao@l media are as
authorised and consistent with policies and procedures;

1 ensure that no unauthorisepublic or media comment pertaining to the operations
of the business are made

1 not conduct themselves in such a manner, whether during work hours or\atiek
hours, as to cause damagettte ACCHQ & LINR LISNIi& 2 NJ NBLJzi |
reputation of any othe ACCHQ& Of ASy GaoT

= =4 —a -9

= =4
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1 not, withoutthe ACCHQ& SELINBaa osNARGIESY Oz2yasSyidsz §
trade, business or professional aaty for any other entity during the period of their
employment withthe ACCHQunless the employee is a casual employee and
therefore this sukclause will not apply); and

1 not unlawfully discriminate against or harass another person.

2.4 Disclosures bfmployees

All employees are required, as a condition of their employment, to disclose:
T details of any employment /second job held outsidetbé ACCH@nd
T details of any preexisting injury and any previous Work Cover Claims.

Second Job

Employees areequired to provide immediate advice of any outside employment. Details must
include any other employ& name, their job role, hours and term of employment.

The ACCHquires all employees to provide ¥ I A (i K T deeaniag3dsEre the et
interests ofthe ACCHOAccordingly any outside employment that creates obligations that
conflict with your obligation ttACCHQ@re unacceptable. eg where there is a clash of hours,
the outside role is in competition witACCHQthe outside role conflicts with thethos and

values othe ACCHO

The following circumstances will be considered a breach of Policy and Procedure and will be
subject to disciplinary action (including possible termination of employment);
o failure to advise of a Second Job/outside employment and obtain written agreement from
the ACCHO
o0 outside employment which is deemed the ACCH@ be in conflict with your obilgations
to the employer
o usingthe ACCH@me and/or resources to perform worlof another organisation

Pre Existing Injury

Theemployee(including a prospective employess) required to disclosen writing, details of
anyexisting medical condition or disability which may adversely affect their ability to carry out
their functions and dutieand/or which may be aggravated by the duties offered byARBCHO

The employee (prospective employasyequired to providevritten consent for theACCHQo

seek a copy of their Work Cover claims history.

2.5 Code of Conduct Acknowledgement

All staff are provided with a copy of the Code of Conduct upon commencement.

A signed copy of the Code of Conduct Acknogteeht will be mainained on the Personnel
File.
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Section - EMPLOYEE CONDITIONS

1. EmploymentContracts

1.1 Responsibility
The Chief Executive Officeis responsible for the authorisation and issuing of Employment
Contracts. (The Board Chairpergemesponsible in the casettie/ 9 h Q& P2y i NI O

TheChief Finance OfficéiNSERRLTERNATIVE POSITION TITLE FOR YOUR witCHO]
coordinate development of the employmenomtract content in accordance with the relevant HR
Poligesand Procedures. Thehief Finance Officevill coordinate signing, issue, processing and
filing of the Emppyment Contract.

1.2 Contract Duration

Other than casual and contractor arrangements,cdlthe! / / | hQa 9 Y LX 28 YSVy i
subject to funding renewal and will be fixed term contracts for a specified maximum term, in lin
with the period of funding foeach position.

Should the funding that provides f@rposition cease, at any stage, the contract of employment
will be terminated at the same date as the cessation of fundifite ACCH®@ill advise you of any
withdrawal of funding, and the resultant effect on your employment, as soguoasible aftethe
ACCHas been advised of the withdrawal of such funding by the relevant statutory authority.

1.3 EmploymentContract Elements

The EmplymentContract outlines the kegon-legislativeconditions applicable to employment
It should be read in conjunction with the Padisand Procedureso identify the full conditions
applicable to employment witthe ACCHO

TheEmploymentContract willclearly set out:

A The employment statuggfull time, part time, fixed term or casual

The position titleprdinaryhours of work, status of work, conditions of termination, leave
entittements and superannuation guarantee fund details.

A commencement dateral to whom the person should report upon theirizal

A maximum term end date

Theprobation/qualifying/minimum employmentperiod for statutory unfair dismissal
purposesshould be stated.

Remuneration details including salary and benefits.

Conflict of Interest, Confidentialityintellectual Property obligations

> > D>

> >

The Contract will have attached:
A A position description
A A Confidentiality Agreement

TheEmploymentContract will be signed by both parties. Signing by the employee confirms their
acceptance and acknowledgement of:

A the terms of theEmploymentContract

A GKS 1 /polities endl procedures
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the Confidentiality Agreement

full disclosure of any or all prexisting injuries or diseases tham employeesuffer from,

of whichthe employedasaware, and which could be affected by employmbwpithe

ACCHO

A If the employee fails to disclose or makes a false or misleading disclosure about any sucl
pre-existing injury or disease then the relevant legislation will applytaacemployee
maynotbeSY GA Gt SR (2 g2 NJ SWérkers Oinienidtiom legislatiny ¢
for any recurrence, aggravation, acceleration, exacerbation or deterioration of that injury
or disease.

> >

A signed copy will be provided to the empleyand the original kept in thegosonnel files.

Note: An Employment Contract for an individual who is a school aged child for the purpose of
child employment legislation will require Parental/Guardian consent.

2. Remuneration:and Salary-Sacrifice

The Policy applies to all full timgart time and casual employees/positions.
It details the principles and procedures that apply to:
- Payment of Salaries/WagesSetting of Salaries,Salary Review,Salary Sacrifice

2.1Pay Rates
Pay rates are set by the Organisation to ensure:
A Compliance with Minimum Award conditions
A Fairness, Transparency and Consistency
A (Above award salaries are discretionary based upon ACCHO consideration of own
situation,location and theelative market to attract and retain the required skjlls

Wheresalary ranges for any job family are set above Award rates, theratheysangesfor each
job will bereviewed and set annuallyy the CEO, and approved by the Board

TheSalary ranges and pointgll be determined as a result of analysis of:
1 The levebf work required and Job grades of all positions
1 Relevant Modern Award(s) Salary Ran@ejusted by Fair Work Commission July each

year)

Relevant Queensland Health pay grades

Funding Agreements and budget situatiom funding levels, the organisationbibity to

pay.

1 Consideration of Total Reward position to ensure alignment and consistency in approact
to non Salary reward including, vehicles, benefits and any other Reward and Recognitiot
programs

T
il

Overtime and Penalty rate conditions are as fection 4
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2.2 Base Salaries

2.2.1 Salary on Commencement

T 91 OK SYLX28S8SSQa altlFINEB gAftf 0SS asSiAacoHD
Salary Tabl&ward rates

1 Commencement will typically be at the base point of the Grade. The CEfisheetion to
vary in accordance with the employ@eelative experience, qualifications and or
situation.

1 For the Senior Management level jobs, the pay point on commencement will be as
determined by the CEO, based on relative experience and qualifications

2.22 Pay Increases
9F OK SYLX 28SSQa alflNe gAff 0SS NBOASGHSR | &
f Saa NB3IdzZ NI e +d GKS '/ /1 hQa RAAONBIAZ2Y O

Staff on award rates may receive
A automatic increases in line with relevant award rate increagssally with effect
from1 July in each year,
A annual increment adjustments, where applicable, on the anniversary date of
commencing in the role, subject to satisfactory performance

Staff on above Award rates will be
A reviewed annually

A Individualsalaries for employees will increase only in the following circumstances;
owhere the employee is not paid above the salary range for their current job grade

0 KSNBE GKS SYLX2eS8SQa alftlFINe KFa y2i o
six months prior tdhe review date
oif there has been satisfactory performance on the job

A salay changes will be advised irriting and applicable frora set dateeach year

Salary Changes outside of the Annual B&\process are possible whettgere is a gnificant
changein job role

2.3 Payment of Wages
The ACCHGperates on a weekly/fortnightly payroll system.
Staffare paid retrospectively for the period worked.

Wages will be paid after the end of thneeekinto a bank account nominated by the employee.
Payments must be made to a bank account or financial institution.

[NOTE: THE PRECEDING CLAUSES ARE SUGGESTED BUT EACH ACCHO WILL ADJUST
TO REFLECT THEIR OWN OPERATIONAL CIRCUMSTANCES.]

2.4 Superamuation

The ACCH®@iIll make employer contributionsn accordance with the Superannuation Legislation
Amendment (Choice of Superannuation Funds) Bill 2003.

Contributions will be at a rate as determined by h€ CH®oard and will ensure compliance or
payment above the rate required by legislation, currently 9.5%.

The contribution will be paithto the employeenominated superannuation fund.
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Shouldthe employeefail to nominate a fundthe ACCH@ill make contributions to the Default
Fund, which is currentiyNSERT NAME OF FUND, FOR EXAMPLE, HESTA].

2.5 Higher Duties

Absences/Vacancies will not automatically create a higher duties situation.

Where theCECapproves the need to fill a position on a temporary basis, higher duties may be
payable.Periods of short term acting in a higher role are consideretheyACCH(to be

primarily development opportunities for the individual.

The ACCH®@Iill automaticaly pay higher duties where an individual is assigned to and performs
the full responsibilities of a higher role for a minimum period of one (1) week or more. The highe
duties will be paid at a rate equivalent to the minimum rate for that role for the erjigriod of
higher duties. Such rate is as determined and approved by #@©

At the discretion of theCEQ payment of partial higher duties may be authorised where acting is
for a minimum period of two weeks and less than the full position respongilire assumed by
the employee. The assessment of responsibility and rate of pay will be as determined®@he

2.6 Salary Sacrifice
Salary Sacrifice provides eligible employees with the flexibility to package benefits into the
salaries thusninimising the amount of PAYG tax paid and maximising their available income.

Salary Sacrifice is an arrangement between an employee and their employer, whereby tl
employee agrees to forego part of their salary or wages and in return receive a beriaétgame

G tdzS Fa GKS IY2dzyd &aF ONATAOSR® ¢CKS YIFAYy |
restructure the way participating staff receive their salary and maximise their net pay after ta
thus reducing the amount of PAYG tax paid.

2.6.1 Eligibility
To be eligible to participate in the Salary Sacrifice Poli&C&@H@he employee must:
1 be a permanent full time employee with an employment contract, and
1 earn a minimum gross base salaify$45,000o0r greater.

Employees who aremployed on a part time atasuabasisare not eligible, nor are contractors

2.6.2 Capping of concessional & exempt Fringe Benefits Tax
ACCHQ@s a Public Benevolent Institution (PBI) under the Fringe Benefits Tax Legislation is deen
to be an ExempEmployer. As an Exempt Emplop&CHQ@eceives concessional treatment under
the legislation.

The first $30,000 of grosseap taxable benefits provided to an employee will be exempt of tax for
an Exempt Employerny excess, however, will be taxed in titegmal way. The $30,000 grossed
up taxable benefits capping equates to an actual cash valu@5899.

This means thaACCHGas the employer will pay no fringe benefits tax on the firgb,889 of
taxable fringe benefits of each employee. This exethmshold amount is dependent upon the
top marginal tax rate and is subject to change depending on changes to this tax rate.

2.6.3 How does it work?
Salary sacrifice is not mandatory and it is up to each eligible employee to decide whether they wi
to take advantage of this benefit offered BZ CHOAs suchACCH®@equires all eligible employees

who wish to arrange salary sacrifice to obtain independent financial advice about the packaging
Template Dedentified ACCHO HR Policy & Procedures Manual



benefits and salary, in line with this policy and the FriBgaefits Tax Legislation. The employee
is required to provide a letter from their independent financial advisorA@CH®@utlining how
GKS SyLi2esSSqQa altFNe Aa (2 6S LI O1F3ISR Iyl

For a salary saciging arrangement to be considered to bena fide the arrangement must be
agreed to in writing before the arrangement commences and must be reviewed annually prior t
18t April each year to ensure that the agreement and amount of salary sacrificed complies with tf
PBI exempt threshold and the Fringe Benefits Tax Legislation.

The exempt threshold of &18890f taxable fringe benefits per year for each employee equates to
$306.00 per week of salary based on a payroll year of 52 weeks. Some payroll years will be
weeks and therefore the weekly threshold is reduced to $301.892 per week. Essentially tt
employee would salary sacrifice an amount equivalent30&per weekfrom their weekly payroll.

The 806A & O2RSR (2 |y oYL 2eSS {FfFNEB {I ONAT
from these accounts that the salary sacrifice payments for all employees are administere
tFe@YSyida I NB YI RS minated éxpeBsestredilad dit&nilQ dThese2individual
control accounts are liability accounts and must never be overdrawn (go into debit). At the end
each Fringe Benefits Tax year$t8darch, all employee control accounts must be cleared to a zero
account balance.

The fringe benefits tax year commenceSApril and ends 3 March, so it is important that the
salary sacrifice system is coordinated around these dates. The FBT return is required to
completed for the FBT year endeds8Warch andg A f f Ay @2t @S NBO2y OAf
{FEFNE {I ONRFAOS /2y(NRt | 002dzy1a¢ o6KAOK
SYL 2885SQa NBLRNIIoftS 60SySTAGA Y2dzyld G2 0°
for the year ended 30 Jen

2.6.4 Superannuation on Salary Sacrifice Amounts
The FBT and Superannuation legislation state that the employer is only obliged to calculate anc
pay the statutory superannuation guarantee charge on the gross salary after salary sacrifice.
I/ | | $al@rg sacrifice policy states that the employer statutory superannuation guarantee
charge is calculated and paid on the gross salary before salary sacrifice, ensuring that the
SYLX 28SSQa 20SNYIff alfFNEB LIO1lF3B A& y2i R,

2.6.5 Benefits Available to be Salary Packaged

The following is a list of benefits that are available to be salary packaged, this list is not exhaust
nor complete. To keep administration costs to a minimum, each employee will be limited to sala
padaging only three benefits.

1 Housing Loans / Mortgages, Personal LoBECS Loans

1 Rent

1 Credit Card repayments

1 Superannuation

2.6.6 Documentation Requirements
With all salary packaged benefits, whether exempt or not, it is important to ensure that the
employee provides copies of receipts, invoices and loan statements to verify the expense befc
the expense payment benefit is made from their salary sacrificecalbaccount. Any loan account
including credit card accounts are required to be verified that a debt actually exists before th
salary sacrifice payment is made. This can be achieved by obtaining a copy of the latest statem
If the debt does not ezt at the time the salary sacrifice payment is made, then the payment must
Template Dedentified ACCHO HR Policy & Procedures Manual



be treated as salaries and wages and therefore taxed as such in the hands of the employee. Wt
there are transactions of benefits where the GST input credit is able to be cIdiiyn@@CHOthp
SYLX 28SS Ydzad SyadaNB GKIFG I O2NNBOG ac¢l E L

LG Aa GKS SyLiz2eSSQa NBalLkyairoAtAide G2 Sy
operations of salary sacrifice and that they provide all the necessary supporting documentatic
and declarations to assistCCHGn administering this salary sacréipolicy.

2.6.7 Administration Fees
Currently ACCHGQloes not charge an administration fee for administering the salary sacrifice
arrangements of its employees. The decision not to charge a fee is based on employees sa
packaging a maximum of three benefits.

ACCHOQeserves the right to charge an administration fee at any time should there be legislativ
changes and/or other factors which significantly impact on the cost of administdrengalary
sacrifice policy. ShouldCCH@ecide to charge an adminisiion fee,we would ensure that the
employees are advised of these charges prior to them being imposed.

2.6.8 Changing or Terminating Salary Sacrifice Arrangements
Employees may elect to terminate their salary sacrificing arrangements at any time. Tr
termination advice must be in writing and provided to ti&hief Finance Officexith sufficient
notice for the changes to be made in payroll.

Employees may elect to make changes to their salary sacrificing arrangement at tt
commencement of the FBT year, nam&tyApril. The employee may only make a change to the
salary sacrificing arrangement at another time during the year when these changes are broug
about from extenuating circumstances which necessitate the amendments to the arrangement. /
changes musbe advised in writing to the Finance Manager.

2.6.9 Changes to the Salary Sacrificing Policy
This salary sacrifice policy is guided by the provisions of the Fringe Benefits Tax Legislation, Inc
Tax Assessment Act, Superannuation Industry Act Andtralian Tax Office Rulings and
Determinations and may be modified or altered from time to time to ensure compliance with the
relevant legislation.

ACCHOQeserves the right to make any alterations or changes to or terminate the salary sacrificir

arrangements between the employer and the employee as may be required to maihtain Is h Q
compliance with the applicable legislation

3. Hoursof \Work& Attendance

3.1 Ordinary Hours
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Staff are expected to be at work for their full weekly hoof€mployment All absences and
variations must be accounted for by completing relevant leave forms.

The standard applicable requirement is for all full time staff to warloadinary38.0hour week.

The standard weekly hours of work, as prescribedhie relevant Awards, may be worked, as
directed by theCEQany time between:

- ACCHS Award’.00 am and 7.00 pm Monday to Friday

- Nurses Award 6.00am to 6.00pm Monday to Friday for Nurses

- Social and Community Services Awa&l00am- 8.00pm Monday to Sunday

Part time staff will work the daily and weekly hours as agreed in their contract.
Casual staff will work the daily and weekly hours as determined by their Line Manager

L/ /1 hQa & i | DaRIstidandEhidaNgs wilkbe typicallpetween8.30am and.00pm
as determined by the Line Manager in line with operational needs.

Unpaid lunch breaks will be Y2 an hour as determined by the Line Manager amatrang /
afternoon tea break is to be kept to a maximumil®f minutes.

Part time staff will work the daily and weekly hours as agreed in their contract.
Casual staff will work the daily and weekly hours as determined by their Manager

Any variations to standard start and finish times must be requested in yréid can only be
approved by the CEO if in accordance with operational needs.
Any varation must be included in thexdividual®@ employment contract.

[NOTE: THE PRECEDING CLAUSES ARE SUGGESTED BUT EACH ACCHO WILL ADJUST
TO REFLECT THEIR GPERATIONAL CIRCUMSTANCES.]

3.2 Record of Work Attendance
To record their hours of workach employee must complete a Timesheet each week, and submit
to their Line Manager for signature.

For known periods of leave, timesheets must be completed and gtéxiin advance prior to
going on leave.

The timesheet is to be used daily to record attendance/times and should be supported by Leave
forms as required. All employees must record their daily hours of work, including lunch breaks.
LG Aa St Orgspdhsiblliy tB énSufe @hady make use of this system in an accurate way to
record attendance.

¢tKS SYLX2eSSQa [AYS alyl3aSNI gAftf OKSOl |y
responsibility of the employee to ensure that their timesheet isydobmpleted and in the
timesheet folder for Line Manager signature bpOpm on Tuesday of each week

Failure of staff to complete timesheet correctly will mean that you are not paid until it is submittec
and this may mean waiting until the next pay joer.

3.3 Absence from Work
Template Dedentified ACCHO HR Policy & Procedures Manual



If for any reason a staff member is unable to attend work, they must telephone their Manager
soon as practicable and in any eveat later than (*2half an hour prior to the scheduled start
time. This will help to minimise the disruption to other staff members.

An SMSr email messagés unacceptableas the sole means of advice of absence

Any person who will be absent from work for any heatthated reason must advise
his or her manager of his or her inability to report for work and of the nature of the
illness/injury.

In cases where a person is absent from work on personal leave for two or more

consecutive days, a medical certificate from a duly qualified medical practitioner is required to b
submitted to theManager at the earliest possible opportunity, or on the day that the person
returns to work after the absende the event of the staff mé 6 SN & AffySaa |y
RSOf I N} GA2Yy Ay (KS S@Syd 2F GKS adlFr¥FF YSYo!

Unless unusual circumstances exist, absences of one day do not require a medical certificate.
Notwithstandingthe ACCHQ®@eserves the right to request a MedicCertificate from any person,
for any absence due to iliness, at any time if it is believed that unusual circumstances exist.

An employee who is absent from work for a continuous period exceeding (3) three working days
without notification to the emplogr shall be evidence that the employee has abandoned their
employment.

3.4 Leave Forms
An employee must submit all requests for leav@ Repliconn the following manner
Annual Leave ¢ Minimum four (4) weeks$hotice, approved by CEO
TAL ¢ requires prior approval by CEO
Personal Leave As soon as you return to work following your
absence oas soon as practicable for prarranged leave egsurgery

Leave forms must clearly idefyt the type of leave claimed and reasons for leave, especially
where combination of leave types taken in one pay period.
Separate Leave forms are required for periods of-nontinuous leave

3.5 Right to Request Workplace Flexibility
Permanent staff who have completed twelve (12) months continuous service or long term casu
employees with a reasonable expectation of continuing employment on a regular and systema
basisand are;
1 parents who cag for, or persons with responsibility for the care of children under school
age or a child under 18 who has a disability,
employees who are legal carers,
employees with a disability,
employees over 55,
employees experiencing family violence or who prevare or support to a member of
0KS SYLX 285SSQa AYYSRAIFIGS FlLYAf& 2N K2dza
YSYOSNI Ad SELISNASYyOAy3a @Azt Sy0S FNRY (K
1 employees returning to work after taking parental leave
mayrequest in writing a change in working arrangements relating to their circumstances.

= =4 -4 -4
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The written request must address both the reason for the change (ie how it will assist) and tf
nature of the change

The ACCH®@ill respond within twentyone (21) daysdvising whether the request is granted or
refused. Employers can refuse on reasonable business grounds. These reasons may include th
nature of the role, the impact of the request on business/team operations and associated costs
to the business and indoual.

4. Overtime / Time OffiiniLieu (Toidnd RenaltyrRatePolicy

4.1 Principles

The employer has a reasonable expectation that ad hoc requirement to work back/get in early,
to 15 minute over standard hours in line with operational demands, beilcompleted without
additional compensation.

Where full time and part time employees are requiffed pre-approved work of a minimum of 15

minutes above their standard weekly or rostered hours, they will be entitled to receive
compensation for that exar time worked, unless otherwise specified in their employment contract.
This extra time will either be TOIL or overtime in accordance with the conditions detailed below.

Penalty rates apply to hours worked outside the ordinary span of hours

The ordinary burs of work, as prescribed in the relevant Awards, are between:
- ACCHS Award7.00 am and 7.00 pm Monday to Friday

- Nurses Award 6.00am to 6.00pm Monday to Friday for Nurses

- Social and Community Services Awa&l00am- 8.00pm Monday to Sunday

4.2 Overtime (extra pay) vs TOIL (time off)
The majority of preapproved extra work on weekdays is not regular or substantial and will be
compensated as TOIL.

AllACCH®@vork groups, with the exception of those designated below are, with acknowledgemen
of staff, required to participate in the TOIL scheme.

Work groups, as determined by tHeEQ where TOIL will not apply and overtime payments are
automatic unless otherwise specified in the individual contracirrently include:

- staff working after hours clinics

- Staff working Community Events on weekends

-Dt Qa4 {SYyA2NJ al yl 3SNa

4.3 ToiL Scheme

Time off-in-lieu is granted at the discretion of theEO Reasonable extra work time up to 15
minutes worked, within the span of hours,y’ 2 NRSNJ (G2 Fdzf FAf GKS N
position will not be TOIL or overtime

All accrual offiL. must be preapproved byCEO/Manageprior to accumulation.
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4.3.1 Requirement to Work Extra Hours

Management will attempt to provide all emptees with as much notice as possible of the need to
work outside usual hours. However, due to operational requirements, advance notice may nt
always be possible.

The work outside of usual hours, which is to qualify as TOIL, must be undertaken by mutt
agreement and be approved by the manager before the work is done. This mutual agreement mt
be the result of genuine consultation between the manager and the employee, free from duress

4.3.2 Accruing of TOIL Credits and Credit Limits
Accrual of TOIL ale the standard hours can only occur in the following circumstances:
I.  TOIL is not intended as a system for individuals to determine their own flexible start,
lunch and departure times or to claim reasonable travel time as overtime.
ll.  Extra Worktime (normal®&NJ | OGAQGAGASakYSSGAYy3Ia X0

a Only relates to approved extra work time above standard weekly hours (eg 38)

a Must be for preapproved extra work on weekdays, within ordinary span of hours
(eg 7.00am7.00pm)

a Must be for one continuous period of greater than rbinutes

N, 9EGNI ¢NJ} St GAYS F2NJ I LILWINRPGSR 2 2NJ LJdzNJ

u Only that part of travel time not already absorbed in standat@)(daily hours, can
be recorded as TOIL. dges not include travel during normal daily work hours

u Weekdaysg; car travel to alternate location with early departure or late arrival, only

count total actual time above standard daily hours, from time left/arrived at Head
Office and arrived/left the teaporary work location
u Weekends; car travel to alternate location (but not working on that day) on a-hon
standard work day, count from time left/arrived at Head Office and arrived/left the
temporary work location
A Note: Weekend work including travel compsated as Overtime
u Air Travek travel time commences from 30 minutes prior to scheduled flight
departure and time counts till 30 minutes after scheduled flight arrival. Only that
part of travel time not already absorbed in standard (8) daily hours, caedmded
as TOIL. eg does not include travel during normal daily work hours
IV. TOIL Credits will be accrued at the standard rate eg one hour worked = one hour TOIL.
Credits may be accrued up to a maximum of 15.2 hours (2 standard days) in a fortnight.
Onlyin exceptional circumstances will accrual above 15.2 hours be approved by the Line
Manager andCEO
V. TOIL accrued in any pay period (weakiist ke used within two months of its accrual
VI.  Prior to separation TOIL balances should be proactively managed bgrstiafianager
down to a zero balance
VII.  On separation any TOILIaaces remaining shall be paidt at the standard hourly rate

4.3.3 Recording of approved TOIL credits
Recording requirements of TOIL accrued in the above circumstances, are as follows:
I.  The rumber of approved and agreed hours must be recorded on the timesheet.
[I.  The hours recorded and accrued as TOIL will be the actual hours worked. (as defined
above at 4.3.2)
lll.  The timesheet and hours must be verified by the Line Manager
IV. TOIL balances will be m#éained on personnel/payroll records
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4.3.4Management of and Taking of TOIL
Both the line manager and the employee must carefully monitor demands to work hours in
excess of ordinary working hours and work cooperatively to manage TOIL balanggsiatintl
of TOIL leave.
I. If an employee wishes to access their TOIL, they are required to complete a Lea
Application Form, and submit it to their Line Manager for approval
II.  The Line Manager is responsible for authorising all leave requests, within tegation
in line with the service delivery needs of the business;
lll.  TOIL leave shall be granted in minimum of 4.0 hour blocks (1/2 day)

4.4 Overtime and Penalty Rates

Rates will be paid in accordance with the provisions of the relevant Modern Award.

For ful time employees time and half for the first two hours of overtime, double time after the
first two hours in any one instance. (Sundays double time for Nurses)

4.5 Roster Scheme
A Roster Scheme (for full time employees only) will be applied to some work groups.
eg Nurses, Senior Managers

Designated work groups will be as approved by the Board.
The Roster Scheme will operate in accordance with following conditions

1 Staff will berostered to work set hours, equalling 40 hours per week, allowing one
RDO per 4 week period, (to be taken as approved by the CEO)

1 Roster start and finish times are as determined by the Practice Manger / CEO

1 t NA2NJ 02 &SLI NI A2y Eoaétd mahdge anKildntceRlovwdzioS
zero

1 On separation any RDO balances remaining shall be paid out at the standard hourly
rate

5. Staff ExitrfRaolicy

5.1 Resignation
Permanent employees arequired to givethe period ofnotice of resignatiorasper the National
Employment Standardsinless otherwise indicated on their individual employment contract.

If a permanent employee fails to give notice, the organisation has the right to withhold monies
due to an amount equal to the ordinary time rate afypfor the period of the notice

5.2 Termination
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The ACCH@ay terminate employment at any time by giving the other party the required period
of notice specified below and be approved by tBeief Executive Officer

In order to terminate the employee, the employer must give the following period of notice:

Years of Service Required Notice
1 Year or less 1 week

Over 1 Year up to completion| 2 weeks

of 3

Over 3 Years up to completiol 3 weeks

of 5

Over 5 Yearsompleted 4 weeks

service

In addition, employees 45 years and over who have completed at least two (2) years continuou:
ASNIAOS 4AUOK GKS SYLIX 28SNJ gAff NBOSAGS 2yS

Payment in Lieu of the prescribed notice period must be mhthe appropriate notice period is
not required to be worked. Note: that the employment may be terminated with the employee
working part of the required period of notice and by the employer making payment for the
remainder of the period of notice.

Note: The period of notice in this clause does not apply:

1 in the case of dismissal for serious miscortgduc

1 to employees engaged for a specific period of time or for a specific task or tasks

1 to trainees whose employment under a traineeship agreement orpgoraved traineekip
is for a specified period;

1 to casual employees

Employees still in their initial six month qualifying period shall be entitled to onegék<hotice
of termination.

Should the funding from the relevant statutory authorities that yides for a position cease, at
any stage, the contract of employment will be terminated at the same date as the cessation of
funding. The ACCH®@Ill advise you of any withdrawal of funding, and the resultant effect on
your employment, as soon as possibfeer ACCH®as been advised of the withdrawal of such
funding by the relevant statutory authority.

5.3 Summary Dismissal
The Chief Executive Officeor( Chairperson fothe CEOposition) may summarily dismiss an
employee for serious misconduethich may include but not be limited to:

1 any serious breach of this Agreement committed by the employee or any disgraifiull,
disobedienceRA a K2y Sad 2NJ AYLINR LISNI O2y Rdz0O0 Ay (

i any conduct that brings or may reasdota have been foreseen to bring the employee or
the ACCH®r any of its associated companies into disrepute; or

i any failure to carry out any lawful and reasonable order or direction givehéoACCHO

5.4 Redundancy
Genuine redundancy occurs whete ACCHRRSOARSA& AG y2 f2y3ISNI gl
be done by anyone and terminates their employment. Thayinclude circumstances where:
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1 the job someone has been doing is replaced due to introducing new
technology (i.e. it can be done by a machine)

1 the business relocates
1 a merger or takeover happens
1 the business restructures or reorganises

Redundancy does not apply in situations where funding for a specific role ends nor due to the
ordinary and customary turnover of labour.

If the employerdecidd (G KIF G GKS SYLX 2e8SSQa LkRaArAdrazy O
redundancy, the employer shall canswith the employee about alternativpossibilities, such as
working in another form of employment and other opportunities besides the ending of their
employment.

If employment is ended because of redundancy then, as well as notice or payment in lieu of
notice, the employer will pay to the employee a severance payraccording to the following

Table:

Period of continuous service Redundancy pay
Lesghan 1 year nil

1 year and less than 2 4 weeks pay
2 years and less than 3 6 weeks pay
3 years and less than 4 7 weeks pay
4 years and less than 5 8 weeks pay
5 years and less than 6 10 weeks pay
6 years and less than 7 11 weeks pay
7 years and leghan 8 13 weeks pay
8 years and less than 9 14 weeks pay
9 years and less than 10 16 weeks pay
10 years and over 12 weeks pay

Note: long service leave entitlements provide the rationale for reducing the redundancy pay
SYGAGEt SYSyd F2NI SYLX 28S5S3a oK2 KIF@GS | LISNR 2

5.5 Exit Checkilist

An exit procedure is to be conducted for all staff members by tBemiorManager. The purpose
is to recover work items and provide an avenue for the employee to communicate feelings/
concerns/ views.

The following procedure should be coordinated by 8eniorManager when an employee leaves
the organisation:
1 Staff members who are given notice of termination or resign will be providedang#htificate
of service,
TRecover properties, passwords, tools, keys, relevant documents.
{Letter of resignation orelter of termination to be placed on the personnel file.
{ Termination payment to be prepared with ordinary wages due or wages in lieu of notice
calculated.
"M yydz f fSIF@S RdzS G2 GKS RFEGS 2F GSN¥YAYLF GA
current rate.
fLeave loading in accordance with the employment contract is calculated. Amgtartong
service leave entitlements that may be applicable are calculated.
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The Manager should dedicate time to the employee to discuss:

1 The staff membe® views orthe ACCHQwork procedures and any relevant matters.

1 The staff members needs and feelings in regards to movirfgpomthe ACCHO
TheManageristo consider and make operational/procedural improvements as required.

Financestaff will ensure:

1 Staff members who areiven notice of termination or who resign will be provided with a
Statement of Service, on request

1 Termination payments will be prepared with ordinary wages due or wages in lieu of notice
calculated and paid within one week of the termination date

T Annualf SI S RdzS G2 GKS RFEGS 2F GSNNYAYLFGAZ2Y |
current rate.

1 Leave loading in accordance with the employment contract is calculated. Amatartong
service leave entitlements that may be applicable are calculated

6. Annual Lkeave

The National Employment Standards provide foreemployee (other than a casual employ¢e
havefour weeks of paid annual leave for each year of service thebACCHOT his may be varied
by individualEmployment Contraair overridden byan Award eg Nurse&wardc five weeks.

ly SYLX 28SSQa SyidadtSySyd G2 Fyydadt €SI @S |
of ordinary hours they worked.

New Employees must complete 3 months service before annual leave can be taken.
Employeewill be paid Annual Leave loading of 17.5% of their ordinary weekly pay

Typically theapprovalof periods ofannual leave is dictated by ooperationalrequirements.

6.1 Christmas Leave

The ACCHu®Ill determine on an annual basis whether there is a ctbmen period over Christmas.

At the sole discretion of the Chief Executive Offites, ACCH@ayclose down over Christméasr
GKS 2NRAYINE ¢2NJAYy3 RFHeé&a OGKIFG Frif o0SGeSS,
Day) Further it is at the sole sretion of the CE@hether staff are required to access annual
leave and/or timein-lieu (less public holidays) or will paid in full without use of leave entitlements
for this close down period.

6.2 Applying of Annual Leave

Staff wishing to take annudave must submit an application for leave at least one month prior
to the date that the leave is to commence.

6.2.1 Approval of annual leave is at the discretion of MEO Staff must not assume that leave
will be granted until written approval, approjately authorised by the manager, is received.

6.2.2 The principle behind the concept of Annual Leave is to provide an avenue for staff to rels
and rejuvenate without loss of income. Accordingly annual leave should ideally be taken in bloc
ofaminimum2 ¥ 2y S ¢ S Shpwedier viaraahdhs tioxhas ¥6 at the discretiontbe CEO

6.2.3 Accrued annual leave should be taken regularly. No person will be allowed to accrue mo
than eight (8)weeks annual leave without the written approval of t8&0 Stdf are encouraged
to take leave in the year it falls due.
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6.2.4 Due to the requirements of the business and other departments, the number of people
from the sameunit allowed to take leave concurrently maye limited.

6.2.5 In the event of a person, witha appropriate approval, accruing greater thaight (8)

weeks annual leavehe ACCH®@eserves the right to insist that the person arrange to take annual
leave. If the person does not take steps to arrange such lehgedCCHWvill, with 4 weeksQ
noticein writing, send the person on annuehve.

6.2.6 The primary objective adhe ACCHGs to successfully operate its business and there are
business peaks at various times each year. At these times, annual leave may be either unavaile
or of limitedavailability. In all cases, unless extenuating circumstances exist, annual leave will b
F LILINE SR 2y | GFANRG Ay FANRG aSNWSRe ol a.
6.2.7 TheACCHQeserves the right to cancel or defer approved annual leave of any person if
business requirements dictatthat the leave would have a detrimental effect on the operation of

the business. The decision to cancel or defer approved annual leave is at the discretion of the
Chief Executive Officer

7. Personal/Carers Leave

Every employee (other than a caseaiployee) is entitled to ten (10) paid working days per annum
OGLINE NI GF F2NJ LI NI GAYS Sy} 28S5Sauv 2F t SN&:
leave per occasion.

Ly SYLX 28SS8Qa SyidAdGtSYSyd G2 LlivelRduldsayka? of | f |
service according to the number of ordinary hours worked, and can accumulate from year to
year.

t SNE2Y It k/ I NENRa tSH@S Aay

(a) paid leave (sick leave) taken by an employee because of a personal illness, or injury, of
employee; or
LI AR 2NJ dzyLJ AR fSI @
YSYOSNI 2F GKS SyL)X 2eS
requires care or support because of:

l. a personal iliness, or injury of the meeh or

Il. an unexpected emergency affecting the member.

S 60 NBNRa tfSI@So Gl
SQa AYYSRAFGS FI YATL &

Fultimeandparti A YS SYLJX 28SSa IINB 2yteé StA3IAofS T2
LI AR LISNE2Y Il f kOFINBNR&a fSIF@PS ONBRAG | @FAfLl o

Casual employees are entitled to a period of upto vet 0 RI &a dzyLJ AR [/ |
permissible occasion, as above.

7.1 Procedure

7.1.1 Any person who will be absent from work for any heakfated reason must advise his or
her manager of his or her inability to report for work and of the naturéhefillness/injury.

Where practicable, the manager must be advised no later th@rhour prior to the normal work
commencement time. This notification must be by way of telephone &WS or email
messagesre not acceptable.

7.1.2 In cases where a pgon is absent from work on personal leave for two or more
consecutive daysmmediately before or after a public holidegymedical certificate from a duly
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qualified medical practitioner is required to be submitted to the manager at the earliest possible
opportunity, or on the day that the person returns to work after the absence.

7.1.3 Unless unusual circumstances exist, absences of one day do not require a medical
certificate.

7.1.4 Notwithstanding points abovehe ACCHQ@eserves the right to requestiedical
Certificate from any person, for any absence due to iliness, at any time if it is believed that
unusual circumstances exist.

7.1.5 Medical Certificates are confidential documents and must be placed in each individual
a0 FF YSYO0 SNIsapossible &tarfeSeipt: & a22y

7.1.6 Managers must take all reasonable steps to ensure that the operation of the business is
not delayed or unduly effected by the absence of one or more person through personal leave.

8. Long:Serviced-eararies:accordingd STATE)

The ACCH@cognises thaEmployees are entitled to a minimumofweeks on full pay after each
period of xx years continuous service (pro rata for part time employe€SyECK relevant
STATHERRITORMXEGISLATION for ENTITLEMENTS

Employees with{xx) to (xx)years or more of continuous employment are entitled to be paid pro
rata long service leave on termination of employment, in the following circumstances
1 The employee's service is terminated by their death;
1 The employee terminates their sereibecause of their illness or incapacity or because
of a domestic or other pressing necessity;
1 The employeterminates the employee for reasons other than serious and willful
misconduct or
1 The employer unfairly dismisses the employee.

Long servicéeave is exclusive of public holidays that may fall during the period of leave.

hyteé G4KS /9h OFy |LIWINRPG@S AN YGAYI 2F [{[ I
Leave loading is not payable in relation to any long service leave.

Long servicéeave may be taken in conjunction with other leave entitlements.

Employees will not receive payment instead of long service leave except where eligible ¢
GSNXYAYLFGA2Y 2F (KS SYLX 2e8SSQa SyYLX 2eYSyd |
leaverequirements.

8.1 Procedure
811 C2NJ 0 KS LJzN1J2asSa 2F GKA&a LRtAO& GaSNBAO
which will be defined as service without a break in employment.

8.1.2 A break in your continuous employment for any unpaid leaveisnctluded towards the

f Syadk 2F (KS SYLX 28SSQa O2yiGAydz2dza &aSNDAO
8.1.3 Any person wishing to take Long Service Leave should pr&&@eith a minimum of 3
monthshotice, in writing, of his or her intention.

8.14 Any variation from the content of this policy that is not dictated by legislative
requirements shall be at the discretion of tREO

Template Dedentified ACCHO HR Policy & Procedures Manual



8.15 Managers must take all reasonable steps to ensure that the operation of the business is
not delayed or unduly effeet by the absence of one or more people on Long Service Leave.

9. Parentall:eave

9.1. Unpaid Leave
Parental Leave may include Maternity Leave, Paternity Leave or Adoption Leave.

¢ KS | /empldyeds are eligible aftel2 months continuous service witthe ACCHOEach
eligible member of an employee cple may take a separate periaaf unpaid parental leave
totalling 12 months combined subject to a limited entitlement to take concurrent leave
Parental leave is only available to employees who have or will have responsibility for the care o
child. The leave must be associated with:
WiKS 0ANILIK 2F | OKAfR (2 (GKS SYL}X 28SS3 (
partner or
wthe plaement of a child under 16 with the employee for adoption.

9.2 Procedure
9.2.1 General rule: Employee needs to have completed 12 months of service.

9.2.2 Any person who requires Parental Leave will be entitled to take such leave in accordanct
with the NES. The employee will be required to provide a letter from a duly qualified practitioner
or other person of authority.

9.2.3 A minimum of 2 mont® notice, in writing, must be provided the ACCH®Yy any person
intending to take Parental Leave.

9.2.4 When a person wishes to return to work from Parental Leave, he or she must prtrde
ACCHQvith a minimum of 1 mont® notice in writing prior to the intended date of return.

9.2.5 TheManagemust take reasonable steps to ensure that the operation of the business is
not unduly effected by absences due to Parental Leave.

9.2.6 TheACCHuill take reasonable steps to ensure that a person returning from Parental
Leave may return to the same rdieat he or she held prior to commencing the leave. Changes
within the business may however dictate that the role has significantly changed or no longer
exists. In these instances each situation shall be dealt with in a way that provides the best
possible atcome, within legislative requirements, for all parties.

9.3. Paid Leave

An employee may in lieu of or in conjunction with parental leave, access any annual leave or lor
service leave entitlements which they have accrued subject to the total amoueawé Inot
exceeding fiftytwo (52) weeks.

From 1 July 2011, employees who have 12 months service prior to the expected date of birth
adoption of their child, will be entitled ta government fundedParentalPaymentin addition to
the above unpaid leaventitiement.

Eligible staff may receive 18 weeks Government fundey at the National Minimum Wagdhe
Family Assistance Office will advance fundh&®ACCHO
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Staff need to advisthe ACCHOf their intention to take this leave up to 3 months priorexpected
date of birth/adoption, to enable application to the Family Assistance Office.

10. PublicHolidays

You will be entitled to all statutorandAgazettedonidays incluehg:
oM WI ydzZl NBE 0 bu@JanudayAdsiala DaylwsSaod Fridg, wEaster
Monday
w25 April (Anzac Day), Labor Day, dzS SBftfday holiday
w25 December (Christmas Dag6 December (Boxing Day)
fllocal
Pay for public holidays will be at normal base rate.
The ACCH®@ay request employees to work on puldticlidays, where there is an overriding
business need and sufficient notice is provided.

11. CeremonialCultural Leave((unpaiddeave)

An employee who is legitimately required by Aboriginal & Torres Strait Islander tradition to b
absent from work for Aboginal or Torres Strait Islander ceremonial/cultural purposes shall be
entitled to up to ten (10) working days unpaid leave in any one year, provided leave is granted
advance withi K S | /althofityQ &

11.1 Procedure

11.1.1 An employee should completidhe Leave Application Formnd a written statement of
reasons and evidence of requirement to atteadd submit it to theirChief Executive Officext
least four (4) weeks prior to the requested leave date (where possible). An application will k
granted kased on the following criteria:

1 The leave request is legitimate; and

1 Thebusiness needsfthe ACCH@an be met whilst the employee is on leave.

11.1.2 Approval of Leave of Absence will be at the discretion ofGheef Executive Officeilhe
Manager willnotify the employee as soon as possible prior to the requested leave date, of the
outcome of the application.

12. Compassionate l.eave

Compassionate leave isid leave taken by an employé¢ether than Casual employees);

1/ For the purposes of spendingty S ¢A 0K | LISNER2Y ¢K2 AnnediateY S
familyoramemd SNJ 2 F (G KS SYLI 2masSadersonaKilbhess & ijpry, Rat pokes
a serious threat to his or her life;

or
2/ After i KS RSFGK 2F | YSY0oSNI 2F (GKS SYLX 2& S¢€
SYL 28SSQa K2dzaSK2z2f RO

An employee(other than Casual employees} entitled to a period of two (2) days of paid
compassionate leave for each occasamnspecified above
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Theemployee will be required to provide evidence of theess, injury or deatfie. funeral
notice) that would reasonably satistiye ACCHO

The definition olmmediate Family Membemcludes an Employé
- SpouseDe facto partnerChild Parent Grandparent Grandchild Sibling,or
- a Child, parent, grandparent, grandchild or sibling of the employees spouse or de facto partnel

12.1 Procedure

12.1.1 People, other than casual team members, may take two days compassionate leave per
occasionwithout loss of pay, upon the death of an immediate relative

12.1.2 Casual team members shall be allowed R tinge@fQwithout pay for the purposes of
compassionate leave.

12.13 Applications for compassionate Leave should be completed on the Leglieakjon form
with a statement of reasons and supporting evidence

12.1.4For the purposes of maintaining appropriate records, any Compassionate Leave taken
should be recorded in writing.

12.1.3Approval of Leave of Absence will be at the discretion ofGhef Executive Officer. The
Manager will notify the employee as soon as possible prior to the requested leave date, of the
outcome of the application.

13. Community Service d.eave

Employees, including casual employees, are entitled to be absent from work for the purpose of
performing certain community service activities such as:

A - w@2ftdzydl NB SYSNESyOe YIryl3aSySyid | OGAd
A jury service (including attendance for jury selection) that is required by or under a law o
the Commonwealth, a State or a Territory.

An employee engages in a voluntary emergency management activity only if they:

A engage in an activity that involves dealingh an emergency or natural disaster
A engage in the activity on a voluntary basis
A the employee is a member of, orhasamembek { S | aa20A1 GA2Yy A0

SYSNESyOe YIyl3aSYSyid o062ReQ FyR SAUOKSNY
o the employee was requested by or on behalf of ey to engage in the activity or

0 no such request was made, but it would be reasonable to expect that if the circumstance
had permitted the making of such a request, it is likely that such a request would have
been made.

Community service leave under the NES is unpaid, except in relation to jury service where
SYLX 28S8SS 020KSNJ GKIYy -tzLJOLIB Azt §2 NAGKEUX A NBR
is absent for a period of jury service. Malkp pay is the difrence between any jury service pay

the employee receives (excluding any expeNsBf  t SR [t f2¢F yOSauv | yR
2F LI eQ F2NJ UKS 2NRAYINE K2dzZNE GKSeé g2dzZ R

13.1 Procedure
13.1.1 There is no set limit on the amount of commuyngervice leave an employee is entitled to.
An employee is entitled to be absent from his or her employment:
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A for the time that the employee is engaged in the eligible community service activity,
including reasonable travelling time associated with thewetyt and reasonable rest time
immediately following the activity
A if the absence is reasonable in all the circumstances (jury service is taken to always
reasonable).
13.1.2 An employee who wants an absence from his or her employment to be covered by
community service leave must provitlee ACCH@vith:

wnotice ofthe absence as soon practicable, by completing the Leave Application form

with supporting evidence

wthe period o expected period of absence.
The ACCH®@ay require an employee, who has given notice of taking community service leave, t
provide evidence that would satisfy a reasonable person that the employee is entitled to the
leave.A request to attend Jury Sereicequires documentation from the relevant government
department.
13.1.3 TheACCHnay, at its discretion, elect to provide the person with a letter requesting that
he or she be excused from jury service.
13.1.4 Casual team members required to attend jsgrvice will be allowed to be absent from
the workplace. This time will be taken as leave without pay.

14. LeavewithoutPay|(LWOP)

Employees are contracted to perform their duties to enable ACCHG@ provide quality and
efficient services to clients accordance with the Action plafihe ACCH@rovides a number of
leave options to employees to meet planned and unexpected personal requirements.

Leave without Pay is not available for staff to opt for occasional unpaid days off work and
approval cannobe anticipated.

Leave without Pay maybe authorised at the discretion of@héef Executive Officesubject to
the following conditions:
A only full time and part time employees with 12 months service are eligible (unless
exceptional circumstances exist)

A staff must have exhausted all other available sources of leave eg annual leave
A plannedLWOP can only be approved for a minimum period of 5 days and up to a

maximum of twelve (12) months
2 KAt ad oaSyoS 2y €SI @S ¢ A0 K 2idejithisdbséncemillindt y
generally count for the purposes of accrual of leave entitlements

14.1 Procedure

14.1.1 Reasonable advance notice is required, for LWOP requests in excess of twaweeeks
Y2Y(iKaAaQ FROIFIYyOS y2iA0S Aa NBIldzANSR®

14.1.2 Application for LWOP must be made in writing with a full statement of reasons, addresse
to the Chief Executive Officavith an accompanying Leave Form, indicating dates.

14.1.3 The date of returnto work will be fixed in advance as part of the apation and approval
process.
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14.1.4 TheChief Executive Officenust take reasonable steps to ensure that the operation of the
business is not unduly effected by absences dueWw©OP

14.1.5 TheACCHQVill take reasonable steps to ensure that a persomuneing from LWOP may
return to the same role that he or she held prior to commencing the leave. Changes within the
business may however dictate that the role has significantly changed or no longer exists. In the:
instances each situation shall be dealtiwin a way that provides the best possible outcome,
within legislative requirements, for all parties.

14.2 Conduct During Leawithout Pay

Whilst on Leave without Pay, the employee will continue to maintain an employment relationshi
with the ACCHOConsequently, the employee may not accept any other employment during the
period of leave of absence without the permission of the Chiefcutive Officer

Where an employee is granted Leavélout Pay, they are expected to conduct themselves in a
mannerin line with the Code of Conduct and policegled ACCHO Any conduct which might
tend to adversely reflect upon the reputation or standingtoé ACCH®ill be viewed seriously
and may result in disciplinary action
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Section 2 EMPLOYEE CONDUQUAANAGEMENT

15. Workforce Rlanning:&Recruitment iRolicy

15.1 PrinciplesofiResourcing-and:-Recruitment

The ACCH®@ committed to management of a fair and effective process to ensure appointments
are made in line with approved needs, are based on merét(ihthe applicant best meeting the
Position Description will be appointed) and aire line with equal employment opportunity
principles.

Workforce Requirements

The Annual Action planning process will detail the organisations service delivenyr@meém
objectives, taking into account planned growth, strategic objectives and the requirements specifie
in relevant funding agreements.

The Chief Executive OfficdiINSERT ALTERNATIVE POSITION TITLE FOR YOURNACEEHO]
responsible for developing na annual Workforce Requirements Plan that addresses the
organisations needs in terms of:

1 the number and type of positions

1 skills requirements

1 current vs future needs

1 resourcing options and timeframes

The plan will inform the annual Salary and WaBadget.

All recruitment will be conducted in line with thennual Workforce Requirements Plan and
approved Budget.

Recruitment Principles
The ACCH® committed to appointing applicants based on merit (thattie applicant best
meeting the position description for the job).

The ACCH@ committed to appointing applicants based on equal employment opportunity
principles, and to providing development opportunities to staff by advertising all vacancie
internally in the first instance.

15.2 Recruitment Approval
Recruitment for existing vacancies (unchanged positions already approved in the budget), can
approved and initiated by th€hief Executive Officer

Recruitment to a new or substantially changaakition (as a variation to the existing approved
budget positions), required a Business Case submitted b¢khef Executive Officéo the Board
showing:
1 current and budgeted FTE
effect the position will have on salary budget
why the position is needed
the reason(s) that it needs to be fdiine/part time/casual
the benefit tothe ACCHO

E e N
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15.3 Position Descriptions

A Position Description will be developed or reviewed for each position to be filledrelEwant
Manageris required to review the Position Description and ensure that it is accurate before :
position is advertised.

15.4 Selection Criteria
The Selection Criteria will provide the basis for determining the relative suitability of candidate
for the nominatedvacancy.

In developing Selection Criteria, the following should be noted:
1 each selection criteria should be specifically related to the work to be performed, as se
out in the Position Description;
1 the number of selection criteria should be restrictedky factors, as such there will be
four to eight selection criteria.

The selection criteria should include, as appropriate, the following:
organisational alignment/fit with values

relevant skills, personal qualities, core competencies
previous work expeence and relevant knowledge

required qualifications and training

Working with Children Checksolice Checks agsquired

= =4 -4 48 -4

15.5 Remuneration on Commencement
Following the review or development of the Position Description,G€will consider the salary
to be offered for the position in line with award atide ACCH@alaryTable

15.6 Advertising Positions
On receipt of relevant approval documentation the Manager will draft advertisement.
All vacancies will be advertised intally and as requiredhroughout the Sector and externally.

External advertisements will be placed via media that wiitlbarget the required audience

15.7 Selection Panels
Interviews and appointment recommendations will be managed by a Selection panel.
The Selection Panel will be convened by the Manager of the vacant position.
LG Aa GKS [AYyS alyl3aSNNa NBalLkRyaAiAoAafAide (2
U consists of at least two @ano more than three members,
U is gendetbalanced and includes where practicable an Aboriginal or Torres Strait Islande
ACCHOnanager
U only has members who have an understanding of relevant health and community issues
Panel members must be fair and objeet when conducting the selection process. As such, where
LI ySt YSYOSNDa LISNB2YFf NBtFIGA2yaKALI gAdFk
member must disclose their relationship with the applicant to the other panel member/s. At this
time, the panel member/s may feel that in the interest of fairness to the other applicants, the pane
member (with the relationship to the applicant) should be disqualified from participating in the
selection process.

The Manager will normally be nonated as the Chair of the Selection Panel and will be responsible
for coordinating and leading the process.
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15.8 Shortlisting

tKS RSOA&AAZ2Y (2 aAK2NIfA&ad Iy LI AOIYG oAt
criteria, and their skills, experience and relevant qualifications.

The Panel Chair is responsible fecommending a Selection Interview Shortlist to tlederant
Unit Manager for approval.

15.9 Interviews

The Panel Chair is responsible for preparing relevant questions to ask during the interview proce
using the Interview Questions Template. All shortlisted candidates shall be asked the sar
guestionsand given the same opportunities to respond. Other panel members are responsible ft
reviewing the questions for interview.

Interview notes must be taken for all applicants, and kept for 12 months following the appointmen
of the successful candidate. hdse interview notes will also be used to provide feedback to
unsuccessful applicants.

At the conclusion of the interview for each candidate, the selection panel members will complet
the scoring section. At the conclusion of all interviews, the selegianel will discuss and agree
upon the preferred candidate, and then proceed to complete Reference Checking.

15.10 Reference Checks

Prior to any offer of employment, it is essential that reference checks are conducted an
documented (Reference CheEkrm). It is recommended that at least two (2) reference checks
are conducted on each applicant prior to the offer of employment being made.

Reference checks should also be conducted on previous employees being reconsidered fo
position within the orgaisation.
20K gNRGOSY FTyR (StSLIK2YyS NBFSNBYyOS OKSO]
employment history. Prior to conducting a reference check, the express permission of tf
applicant should be obtained.

Quialifications should also be viged, and confirmation that the information provided is accurate
aK2dzZ R fa2 0S y2iSR gA0K (GKS AYRAGARdZ f Qa

15.11 Offer of Employment
The Selection Panel will prepare a brief report (Selection Panel Report) outlining the recruitme
proces and the preferred applicant.

When the preferred applicant has been determined, the SelectioreRail submit their report
to the CECfor approval. Once approved by th€EQthe Chief Finance Officevill coordinate the
Letter of Offer and Contract

Unsuccessful Applications
ThePanel Chaiwill ensure unsuccessful applicants are advised in wri{imgy be delegated to
Corporate Services).

15.12 Police CheckWorking with Children Check (Blue Card
Specific positions/ employees will be requitechave a Police Check and or Working with Children
Check in accordance with legislative requirements or as determined by the Board.
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A person will need a Blue Card if they work in a paid or voluntary capacity in aethietl area
regulated by theCommission for Children and Young People and Child Guardian Act 2000

All the ACCH®@mployees are required to undertake a national police record check.
The AGCHOwill pay for the cost of obtaining and renewals of these documents.
The Police clearance process will be required/renewed every 2 years.

Evidence of disclosable convictions will lead to review of ongoing employment at the discretion
the ChiefExecutive Officer(Chair for Director positions) and may result in summary termination ¢
employment depending on the inherent requirements of the position

b20SY C2NJ I SIFHfOGK LINPFSaarzylfta 652002Nael y
AHPRA registration process.

15.13 Disclosuref Pre-Existing Injury and Claims History

Employees (prospective employee) are required to disclose, in writing, details of any existii
medical condition or disability which may adversely affect theirtghiii carry out their functions
and duties and/or which may be aggravated by the duties offered by the ACCHO.

Employees (prospective employee) are required to provide written consethéohCCHQo seek
a copy of their Work Cover claims history

15.14 ProbationaryPeriod

Employees will be informed at the time of employment that the offer of employment is subject tc
the successful completion of a six (6) moptiobationaryperiod and that continuity of athe

I/ | | posit@ns are subject to annufinding approval.

16. Induction

16.1 Principles

TheACCHGs committed to a structured Staff Induction process which will provide the necessan
information tools and support to enable new employees to be clear regarding! the/ Ish Q
expectations and bpb ready from time of engagement. This process is recognised as an importal
contributor to staff motivation, productivity and retention.

16.2 Scope

All new employees and volunteers will participate in all elements of the Induction Program. Wit
the exception of casuals and staff contracted for less than three (3) months, who will have a tailore
program.

16.3 Program Elements
The Induction Program covers three (3) broad areas.
i.  Organisation Overview
- History of Organisation

- Outline of current pograms/services
- Cultural Awareness
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http://www.legislation.qld.gov.au/LEGISLTN/CURRENT/C/CommisChildA00.pdf

ii.  Job Specific
- Unit Action Plan & PD
- Job specific (as applicablelse of Equipment & Systems,
- Site specifig introductions, facilities, workstation, Fire Evacuation procedure

iii.  CorporateServices / Administration
- Sign up proceduresContract, Confidentiality Agreement, Employee Details Form,

Superannuation, TFN Decléiom, provision of QualificationsSalary Sacrifice

- Licences and ClearanagBrivers Licence, Blue Card, Policeathe

- Briefingon Pay and Leave processgBLL, timesheet, leave forms, Fair Work Statement
- Provision of Toolscars, phones, computers, email ID/password, keys

- Policieg; briefing on HR Policies, Health & Saf€@)) Medical Emergencies

16.4 ProgramTimetable and Responsibilities
The schedule of program elements is as detailed below:

Within First Week
1 TheSeniorManager shall complete allJob Specific Induction elements
91 CorporateServices Unit shall complete a@lCorporateServices Induction elements
91 CorporateServices Unit will arrange access to documentanet/Share
Pointre Organisation overview

Within First Three Monthg, CorporateServices will coordinate all new start@pgarticipation in an
Induction session where Organisation Overview elements and other specifics will be presented.

16.5 Record of Attendance/Completion
Employees will be required to complete a declaration of attendance/completion of the Inductior
Progran elements, for each program element.

¢tKS wWSO2NR 2F LYRdzOGA2Y ' GOSYRIYyOSk/ 2YLX Si.

17. PersonnelRecords

A range of information must be made and kept for each employee as prescribed bgithé&ork
Act 2009and Fair Work Regulations 2009.

The ACCH®@ill maintain staff employment record® assist the effective operation of the
business and ensu@mpiancewith all legal and statutory obligations.

17.1 Records Management
Our employee records are:

1 in a form that is readily accessible to a Fair Work Inspector
legible and in English

kept for seven (7) years

not altered unless for the purposes of correcting an error

y20 FLfasS 2N YAafSIRAYy3I G2 GKS SYLX 2&SND
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private and confidential. Geneltg, no one can access them other than the employee,
their employer, and relevant payroll staff, as required by Brezacy Act 188.

made available at the request of an employee or former employee (copy only)
Qurrencyof Records: Employment records are reviewed at least annually to ensure
currency of clinical qualifications & registrations, professional indemnity insurance,
training records, immunisations and personal contact details.

17.2 Personnel Records
A confdential employee personnel record is created for every employee. The following recorc
are to be retained in the personnel file.

1 Application for employment and medical report (if relevant);

Evidence of qualifications / current registration (wheegjuired);

Selection Assessmeand reference checks;

Copy of letter of offer and signed acceptance;

Signed Workplace Confidentiality Agreement, Staff Code of Conduct and receipt

Policies and Procedures Manual,

Proof of participation in orientation ihduction;

/| 211 2F AYRAGARIZ £t Qa .tdz2S /I NR 068KSNB
1 Leave application forms (including relevant supporting documentation such as medic:
certificates);

Authority to make deductions from salaries;

Change of employee details material,

= = = =4 =4 =4
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Performance relew / appraisal documentation;

Disciplinary notes;

Complaints;

Incident Report Forms relating to the employee;

Workers compensation claims; and

Separation forms, termination letter / form and any exit interview notes
Training Records including:

U Record of taining attended, Training plans, Certificates

= =4 =4 a4 -4 -4

17.3Payroll Records

Ly

I RRAGAZ2Y G2 GKS Ay T2NN¥I GA2yACCKHMmiintaiksy SI O

records on payroll, taxation and superannuation transactions, as required Hyain&Vork Act
2009 These include:

Time and Wages Records

1

= =4 =4 =4

1

The name of the employer and the name of the employee.

Date the employee started employment.

If the employee is fullime, parttime.

If the employee is permanent, temporary or casual.

The employee's pay ratecluding gross and net amounts paid and any deductions from
the gross amount.

Any loadings, monetary allowances, bonuses, incerdiaged payments, penalty rates or
other entitlements paid that can be singled out.
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1 Leave information for all types of leave¢luding:
a. leave taken, leave balance
b. a copy of any agreement to cash out accrued leave, the rate of payment for the leave
and when the payment was made.
1 Employees paid superannuation (excluding payments to a defined benefit fund):
a. amount paid, pay peéod, date(s) paid
b. name of super fund, record of the employee's super fund choice and the date that
choice was made).
1 If the employee or employer terminates their employment:
a. name of the person who terminated the employment
b. howthe termination took place by consent, by notice, summarily or in some other
way (need to include details).

Pay Slips
Pay slips are given to each employee and these include the following, as requiredAartiiéork
Act 2009.

1 the name of the employeand ABN (if any).

1 the name, position & classification of the employee.

1 the period to which the pay relates and the date it is paid.

1 the hourly rate (or annual rate, if applicable).

1 the hours worked, itemised as normal hours, overtime, penalty rates &ngadleave
payments, etcand the amount paid per hour for each income type.

1 details of any additional allowances or deductions.

1 the gross amount of the pay, taxation deducted and the net payment made.
1 superannuation contributions for the period withetfund name and employer & employee
contributions itemised separately.

17.4 Advising of Changes

LG A& GKS SYLIX 2eéSSQaFinani DHeyNSRRT A TERNATIVE P OSM2ah
TITLE FOR YOUR ACG#i@hy changes to their personal detads soon as practicahlerhis may
include change of address, name, phone number, person to notify in case of accidents or illne
any changes to information related to the tax status of the employg®nge renewal of
gualifications/licencesr any otherchange affecting the relationship betwe#me ACCH@nd the
employee

17.5 Licence and Registration Renewals

Each employeés responsible to ensure current licenses and registration are on record. Each
employeewill receive aeminderemailfrom Corporaé Servicesbased on expiry/renewal dates

of work required licences/registration.The employee is required to provide updated evidence of
renewal/current licence/registration to th€orporateServices UnifINSERT ALTERNATIVE
BUSINESS UNTITLE FOR YARIACCH(ds soon as practicable.

17.6 Database of Record
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Employee Recordsmaintained on secure staff filesontracts on SharepoiffiNSERT
ALTERNATNEFTWARETLE FOR YOUR ACCHO]

Pay Records:maintained on MYOBNSERT ALTERNATBE-TWARHETLE FOR YOUR ACCHO]
Training and OH&S recordsnaintained orfiles

17.7 Access to Personnel Records
Employee personnel records are considered confidential and will be maintained b§Hhieé
Finance Office[INSERT ALTERNATIVE POSITION TITMOEBBRCCHO]

Managers can access personnel records of staff employed in their respective area. The C
9ESOdziADBS hFTFFAOSNI Oy | 0O0Saa LISNE2YyYySt NBO:

The Corporate Services Unit will only confirm (redéase) employment dates, position and salary,
when contacted by financial institutions, where written authorisation has been provided by the
staff member.

Private telephone numbers of staff may be accessed by the Manager forrelatkd purposes
only. No address information will be proved without clearance from individual employees.
Employees may view their personnel file at any time, subject to the following conditions

The employee is to formally request in writing access stating the reasonteghest is to be made
to the Chief Executive Officer
9 ¢KS SyYLX2e8S vYire GKSy SEFYAYS GKSANI FAL
within 3 days of the employer receiving the request or the employer may post a copy to th
employee within 14 daysf receiving the request. The personnel record is the property of
the organisation and will be viewed in the presence of @eef Executive Officer
1 Under no circumstances is an employee permitted to remove the file from the location o
remove documentgrom the file;
1 The employee is free to insert notes or comments into the file. These notes may incluc
disagreement with material contained in the file.

Filing cabinets / storage areas containing personnel files will be kept closed and locked at all tir
when not in use.

Personnel files are to be treated as strictly private confidential. Any breach or suspected breach
confidentiality must be reported to th€hief Executive Officéor investigation.

18. Confidentiality & Privacy

18.1 Principles

In order to protect the rights of clients, it is imperative that every member of staff, when dealing
GAOUK 20KSNBQ RSi{OlIAfas 20aSNBS GKS adNROGSaA
responsibilities.

Any disclosure or discussion of recsrdr information concerning clients die ACCHQOwill be
regarded as a serious breach of confidentiality and could lead to dismissal. Such information &
records would include, but are not exclusive to:

9 client records

1 employee records

Template Dedentified ACCHO HR Policy & Procedures Manual



1 ACCH@ocuments
9 computer records and passwords

Employees must take care in maintaining the integrity and security of official documents an
information for which they are responsibl®lisuse of information includesistlosing information
without proper authority to:

other employees,

members of the public,

government departments/agencies,

banks, credit agencies,

the media,

private investigators.

- Accessing information for personal interest, benefit or advantage, or for the interest, benefit o
advantage of anotheperson.

- Seeking to take advantage, for any reason, of another person on the basis of information abc
that person held in official records.

= =4 -8 8 -8 9

18.2 Publicity/Media Statements

No staff member ofhe ACCH® permitted to make any statement to the media cenning clients
ori KS | /o/dbEamiqyasSaa 2N 02 Fff2¢ GKSANI LIK20G23INIFL
premises without the express written approval of t8aief Executive Officer

18.3 Storage, Security and Release of Information

Information inthe possession ahe ACCHGhall only be used for the purposes for which it was
acquired. Employees who use such information for any improper purpose may be guilty of serio
and wilful misconduct, and their employment terminated in accordance with Diigciplinary
Process.

Staff shall take all precautions to ensure that information is securely stored and managed so as
prevent other individuals and unauthorised persons obtaining access to personal information whe
not authorised to do so.

18.4 Corfidentiality Agreement

All employees / contractors are required to sign a Workplace Confidentiality Agreement pric
to/upon commencing withthe ACCHO

This Agreement will be filed on the employ@®ersonnel File.

Upon exiting the organisation all staff must handover all properties, passwords, tools, key
relevant soft copy and hard copy documents. These elements remain the propehnty ACCHO.

19. PerformanceManagement

19.1 Principles
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The ACCH®@ndeawurs to assist employees maintain and improve their performance through a
fair and structured Performance Management process which will:

ensure that employees know what is expected of them in their jobs

drive improved quality of performance and output

ensue alignment of individual outputs with K S | / ¢tioniPl@na !

plan for the development and training of employees

manage poor performance as it arises

= =4 =4 -4 =4

19.2 Performance Review
Managers are responsible for the continuing management of employee ewdguts. This will be
managed through regular meetings, discussion and feedback on progress; including discussion
work plans and targets where relevant.
Formal Performance Reviewsll be conducted;

1 within the initial six month period of employment and

1 as a minimum annually

19.2.1 Probationary Review
The ACCHDeéxpectation is that within the initial six months, the employee should have; the basic:
of the role under control; a good grasp of the broad business offering, strong ownershigproid¢h
competence in terms of required administrative and stakeholder relationships.

If it is evident that an employee cannot meet the requirements of the role within six (6) months o
commencement, employment may be terminated within the probationaryigué without being
subject to Unfair Dismissal proceedings.

It is appropriate both that the employee gets on the job feedback tmed ACCHQssess the
suitability for ongoing employment within the initial six month period.

Steps in Probationary Review Bess

1 Managers providemployeewith Probation Review Foriend advise of process
o Manager adviseemployee of date & time for review
o0 Manager advises employee to write down key work outcomes/tasks/outputs for

past 6 months

1 Manager and Employee have discussion, document and comgpletem’Record
0 Manager gives feedback on performance
o Highlight any relevant issues with examples if possible
o Discuss issues raised
o Document specific action or outcome

1 Manager Completes ForiRecord - indicates recommendation and both parties sign

forward to the CEO/Corporat&ervices Unit for action and filing.

19.2.2 Annual Review
The annual review will address:
T FOKAS@GSYSyl 2F 202S00A0Sa o0aG2KIGé R2yS
 beh GA2dzNB YR a{iAftfta RSY2YadNIGSR 04l 24
9 training and development plans
The Annual Review Process is a two stage process looking forward for next year and looking bz
on previous year.

Stagel ¢ Looking Forward SettingPerformance Expectations (at start of financial year)
The manager in conjunction withe employeewill set:
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performance objectives
actions, deliverables, milestones, targets
expected behaviours
Commit to and record a Training and Development Plan
heform/record will be signed by both parties and a copy kept on the Staff Members file.

— = == == o

Sage 2 ¢ Looking BackPerformance Review (#te end of financial year). The formal Annual
Review will be informed bydividualWork Plais, the regular Manager/Empyee performance
discussions, performance and activity repofts each roleandreflectthe Action Plan

This is a formal event that requires preparation by both parties. The Manager will:
1 set a date for performance review meeting
1 advise employee adate and inform them that they nee prepare by reviewing reports,
outcomes,objectives and work plan and document on the form at Column
1 prepare for discussion bgatheiing performance evidence eg completed reports, statistics,
feedback from member oanisations/peerandconsider examples of behaviours
1 conduct theone on one meeting to discuss achievements, organisational behaviours and
overall performance.
record final details as discussed and add any further comments.
T consideri KS AYRA@GARdzZ f Qa LISNF2NXIyOS yR STF¥
recommend a rating to th€hief Executive Officéor endorsement.

=

19.3 Review of Decisions
Any staff member is entitled to seek a review of decisions relating to the imeaiace appraisal
process. The following steps apply:
1 The staff member should request that tighief Executive Officeeview the initial decision
of the Manager. Th€EGshould review the decision and discuss the outcome with the staff
member.
1 The outcome of this meeting will be final so far as the organisation is concerned.

194 Confidentiality and Access

Information contained in the Performance Review forms and discussions bdedldeen the
employee and their mnager are confidential.

t SNF2NXIyOS wSOASg FT2N¥a NB {SLIWKG Ay GKS S
per the Personnel Records Policy.

195 Managing Poor Performance

Managers are responsible for work outcomes in their unit and the directioangbloyees to
achieve the business objectives. Accordingly Managers should address any issues regarding |
or under performance as they arise.
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The process adopted should be fair, transparent and timely. A Six Step process with Manax
Guidelines is outlied below at 19.5.1.

19.5.1 Process
STEP ONE: INFORMAL DISCUSSION
The first step, as appropriate to level of performance issue, is for the Manager to have an informr
discussion with the employee regarding the performance concern.
The manager should explain to the employee the concerns the manager has regarding t
SYLX 28SSQa LISNF2NXYIYyOS YR FTAYR 2dzi FNRY
them from performing at an optimal level.
The manager should then work witthe employee to try and address the performance issue before
it escalates into a larger problem.

STEP TWO: FORMAL PERFORMANCE MANAGEMENT MEETING AND VERBAL WARNING
Where informal discussions have failed to achieve the necessary improvement to perforrttence
manager should hold a formal performance management meeting with the employee concernec
The purpose of the formal meeting is to inform the employee that there is a serious concer
regarding their performance, formally set out the expected perforoelevels and verbally warn
the employee that they may face disciplinary action if their performance does not improve.

Guidelines for Meetingthe Manager should;
T DA@S GKS SYLX 28SS Hn K2d2NBQ y2GA0S3I Ay T:
employee they have the right to have a support person present, arrange a suitable locatic
1 At the meeting
A clearly explain the concerns, give specific examples where possible
A Give the employee an opportunity to respond and provide explanations
A Discuss the reasons behind the poor performance (includes personal an
professional barriers) and whether anythittge ACCH®an do to assist
A Clearly explain the level of performance expected and actions employee needs t
take to improve to standard requed
A Set a reasonable timeframe for further review
A Warn the employee that if performance does reach level required within timeframe
then further disciplinary action will occur
A Make a written record of meeting, offer employee to sign (they may elect notrtd) a
file on personnel file

STEP THREE: REVIEW OF PERFORMANCE (and WRITTEN WARNING IF NECESSARY)
5dzZNAyYy 3 a0SL) G2 | GAYSTFNIYS FT2NJ AYLINROSYSy
Following the completion of that timeframe the manager should mei¢h the relevant employee

for the purpose of reviewing their performance against the agreed actions and performance leve
discussed at the first meeting.

The same guidelines apply to the conduct of this meeting as with the meeting in step two.

If after hearing from the employee and taking into account all relevant information and
OANDdzvyadGl yOSaz (GKS YFylF3ISNI Aa 2F KS O@OAS¢o
the requisite level the employee should be informed that a written warning wilsbued following
the conclusion of the meeting.

Guidelines for Written Warningthe Manager should;
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1 Consult with theChief Executive Officéo confirm outcomes and confirm the content and
obtain CEQigning of a Written Warning
1 The Written Warning lger should;
- confirm the process steps taken to date
- outline the poor performance that has given rise to the warning
- specify the actions and expectations to address the poor performance and the timefram
in which improvement taequired standard is required
-2dzif AYyS GKS O2yaSldsSSyoSa (KIFIGd AF GKS S
required within timeframe then further disciplinary action, including potential
termination of their employment, will be considered.
A Phce a copy of the letter and record of the meeting on the employees personnel file

STEP FOUR: FURTHER REVIEW OF PERFORMANCE (AND SHOW CAUSE LETTER IF NEC
5dzZNAyYy 3 AaGSLI GKNBS I GAYSTFNIYS F2NJ FdzNI KSNJ
set.

Following the completion of that timeframe the Manager should meet with the relevant employee
for the purpose of reviewing their performance against the agreed actions and performance leve
discussed at the first formal meeting.

The same guidelinegpply to the conduct of this meeting as with the meeting in step two.

If after hearing from the employee and taking into account all relevant information and
OANDdzyaidlyoSaz GKS YFyF3ISNI A& 2F KS @ASgH |
G2 GKS NBldAaAGS fS@St (GKS SyLi2eSS akKz2dz R
t SGGSNE YR FaiSR (2 FGdSyR  YSSidiAay3a G2 S

Guidelines for Show Cause Letterthe Manager should;
1 Consult with theChief Executive Officéo confirm outcomes and confirm the content and
obtain CEQigning of a Show Cause Letter
1 The Show Cause letter should;
- confirm the process steps taken to date
- provide details of the continued poor performes
- direct the employee to attend a further and final meeting to give them a final opportunity
to provide an explanation for the poor performance and give reasons why their employmen
should not be terminated
- inform the employee that they are entétl to bring a support person to the meeting and
- warn the employee that ifthe ACCHGs not satisfied withi KS SYLX 28 SSQa
the meeting it is likely that their employment will be terminated.
1 This letter should ideally be prepared and delivevethin 48 hours of the meeting at Step
4, with the Show Cause Meeting set to take place within a further 48 hours.

STEP FIVE: SHOW CAUSE MEETING

In circumstances where a show cause letter has been issued a meeting should be held with 1
employee to givéhem an opportunity to show cause as to why their employment should not be
terminated. TheChief Executive Officewill conduct this meeting and in most cases tGaief
Finance Officer/HR Managshould attend this meeting along with the Manager.

At the conclusion of the meeting the employee should be told that consideration will be given tc
the responses provided by the employee during the meeting and a decision regarding the
continued employment will be made and conveyed to them as soon as possible.
Following the meeting the Manager an@hief Executive Officeshould decide on appropriate
action to be taken in relation to the poor performance.
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The decision regarding the outcome of the show cause meeting should be conveyed to tl
employee as soon a®psible following the conclusion of the show cause meeting (and preferably
within 24 hours of the meeting).

If a decision is made to take some form of action other than termination of employment (fol
example a further warning is to be issued, the emploiet be demoted or transferred, or no
action is to be taken), this decision should also be conveyed to the employee orally and in writir
Where a decision has been made to terminate employment, that decision should be communicatt
to the employee both ally and in writing, as per Step Six.

STEP SIX: TERMINATION OF EMPLOYMENT

A termination letter on the basis of unacceptable performance, should only be issued i
circumstances where an employee has been provided with at least a written warning and Inas be
invited to attend/has attended a show cause meeting.

TheChief Executive Officavill issue the termination letter.

Guidelines for Termination Letterthe Termination Letter should;

1 Refer to the show cause letter (and the history of performance mamagx process)

1 Refer to the show cause meeting

1 Explain thathe ACCH®@oes not consider that the employee has acceptable or sufficient
reasons for their continued poor performance

1 Clearly state that following consideration of all the circumstanagscision has been made
G2 GSNXYAYIFGS GKS SyYLX2e8S8SSQa SyLX 2eyYSyl
detailed in the show cause letter.

1 Set out the separation entitlements including:
- notice period and whether this will be paid out or required torkwnotice period
- stipulate that accrued annual leave (and long service leave if eligible) will be paid out ¢
soon as practicable

19.6 Related Policies
Misconduct& Disciplinary ActioiPolicy

20. Training &Development

ACCH@s committed to the development of a competent workforce to enable the achievement
of the strategic business objectives and annual action plan deliverables.

The approach to the training aneédelopment of employees has three key components:
1) the analysis of required workforce skills sets
2) UKS RS@St2LIYSYyld I'YyR RStADGSNE 2F GONRGAO]
3) structured individual employee assessment and planning
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TheACCH®ecognises that a major proportion job specific skills learnmdy@development occurs

in the workplace eg systems, procedures and reports. The Training and Development pol
provides a framework for the alignment of all learning and development activities to improvec
business performance outcomes.

20.1 Workforce Skil Sets

Training and dvelopment initiatives and investment will be targeted at the skilling of employees
to meet the knowledge and skill competency requirements of their current position. The
preference is for all training and development programs/inities to lead to achievement of an
accreditation under the Australian Qualifications framework.

20.2 Continuing Professional Development

20.2.1 Registered Health Practitioners

As part of the annual Performance Review and Development process, Managesmplayees
who are Registered Health Practitioners will develop a learning plan that satisfies the continuir
professional development (CPD) requirements as specified by AHPRA and the relevant Natic
Board

20.2.1 Other Professionals

As part of the annal Performance Review and Development process, Managers and employes
are encouraged to plan for ongoing education and maintenance of competencies/profession
requirements.

20.3 Corporate Programs
As part of the annual Action Planning procdbe ACCHOQwiIll identify key skills sets and
development opportunities that will be coordinated BprporateServices. This includes:
- Generic training eeds- regular training will be organised for Fire and Evacuatidioymation
systems e@harepoin{INSERT AERNATIVEOFTWARETLE FOR YOUR ACCHO]

20.4 Employee Training and Development Plans

The Employee Performance Review process will provide a focus for the assessment and plant
of employee training and development requirements.

Each Manager will beequired to document an Employee Development Plan. This plan shoulc
identify needs, proposed actions eg courses, timing and estimated costings.

CorporateServices can advise Managers on training and development options, compliance wi
CPD requirements and assist with coordination of program sourcing/delivery as appropriate.

20.5 Training Approval Process

The Chief Executive OfficeNSERT ALTERNYEIPOSITION TITLE FOR YOUR A@ppiojes
release and expenditure in line with business requirements and budget.

t NA2NJ FLIIN2GFE FNRBY GKS SYL)X 2e8SSQa al yl 3SN
training undertaken by employees.

Courses o$tudy that require a commitment extending over a period in excess of two months
require approval by th€hief Executive Officer

Employees seeking assist to pursue a course of studyot specifically required as part of
current role, must submit a witeen application to theChief Executive Office(see20.6)
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20.6 Payment for Training and Release for Training

On the Job Training

The expectation is that the majority of training will be conducted on the job and during norma
work hours. Accordinglihis will mean normal hours of work and pay conditions apply.

Staff doing certificates as part of their current job requirement, will be able to have up to 4 hour
per week for orsite study time, within standard weekly hours, as approved by their Linealytam
and where operational needs permit.

Formal Training Blocks (eg offsite conferences)
The ACCH®@ill pay for all registration / course costs for approved conferences and/or training
(may also include funding towards associated travel, accommodatists)co

¢CKS SYLIX28SSaQ GAYS Ay FTOGGSYRAY3 | LILINRPDSR
work hours. The time should be recorded on the timesheet as training, noting that a maximum «
a standard 7.6) hours per day can be recorded on the tsheet.

If conference attendance / training is undertaken outside normal working hours, the employee
will receive no extra payment for their time.

Professional Development Leave

The expectation is that the majority of training will be conducted on theajath in work hours.
Accordingly this will mean normal hours of work and pay conditions applgss specific
contract entitlement to professional development leave is specified.

Non Job Specific / Personal Study / Training

Courses of study undertaken by employees on their own behalf, not as part of the approve
Employees Training and Development plan must be done duringwooking hours and costs paid
by the employee.

The ACCHG@oes not provide for Study Leave for rapproved courses.

TheChief Executive Officenay review the granting of Study Leave on a case by case basis. In
instances where non job specific training is supported with time off or payment of tieigswill

be documented and authorised by the CEO anfbrmal written commitment from the

Employee will be required, as below

20.7 Employee Commitment to thekCCHO

Where the employee is supported by tAReCCHO to undertake a ngob Fecific course of study
or training eg Studies for a higher level dfiadition or alternate profession; then the employee is
required to maintain ongoing employment with tAeCCH@or a period as determined by tHeEQ
as recognition for thACCHQ@s the employer supporting their development

Should you leavithe ACCHOf your own accord within twelve (12) months of the completion of such
training, then the cost of that training may be deducted from any monies owing via reimbursement

21 Staff Grievances

21.1 Purpose
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The ACCH@cknowledges that employees experience a range of problems in the workplace whic
may affect their work performance. If these problems cannot be resolved and develop into
grievance, there needs to be a formal process to enable the grievance to beesolv

The purpose of the Grievané&esolutionProcedure is to provide employees with the opportunity
to resolve a grievance concerning decisions which adversely affect them, or other matters abc
which they are aggrieved, in their capacity as employe¢seoACCHO

The procedures are intended to prevent personal conflicts becoming entrenched and to resolve
disputes without delay and in a conciliatory, informal and effective manner.

21.2 Definitions

A grievance is a problem, concern or complaint relatethe working environment. It can arise
from discrimination, harassment, or any other behaviour by one employee against another, or t
the organisation against an employee

Grievances can be raised on a range of matters including:

1 Breaches of policy;

fInteraction with colleagues;

fEmployment conditions; and/or

fAny other forms of unfair treatment which are perceived to have a detrimental effect on ar
individual or their work environment.

Not every matter complained about necessitates a grievance. Magsage responsible for
resolving concerns and may intervene in instances where inappropriate behaviour or actions ha
been observed or reported by others.

21.3 Principles
The Grievanc®esolutionProcedure will emphasise and promote the following principles:
{1 Fair and equitable treatment for all staff;
1 Confidential treatment of all grievances;
fAccess to grievance resolution for all employees;
{1 Timely resolution of grievances;
fResolution ofyrievances by an accountable delegate wherever possible;
fNonradversarial resolution;
1 Open discussion; and
10Open communication and consultation with all stakeholders including relevant unions wher
appropriate and necessary.

21.4 Who do you discuss/submitgur Grievances to?

In the first instance grievances should be attempted to be resolved between the parties and the
raised with their Line Manager as required.

All employees must comply with the procedures set out below. Unless there is a valid reason (
GKS SYLX 28SSQa INASOlIYOS Aa 6A0K GKSANI [ Ay
a grievance outside of the escalation process (ie. an employee cannot take a grievanc€Ethe
unless they have first followed steps 1 and 2). The omtpumstances in which a grievance can be
lodged outside this procedure, is when an employee has a grievance agairGEM& such an
instance, it is acceptable for the employee to lodge their grievance directly with the Chairpersc
of the Board of Diretors.
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Aside from this instance, it is NEVER acceptable for an employee to approach any member of
Board with a grievance. If an employee deliberately acts outside of this procedure, form:
disciplinary action will be taken.

215 Steps in GrievanceResolutionProcess
1. If an employee is unable to resolve their grievance on their own (ie. directly with the perso
(s) involved), they should discuss the matter with their Line Manager. The Manager w
attempt to resolve the grievance within five (5) war’ 3 Rl &a 2F (GKS SY
being notified.

All parties to the grievance should try to solve the grievance using the following preaking
process:

1 Assesghe situation;

1 Plan;

1 Implementthe plan; and

1 Evaluate

To assist in resolutioat this stage, the aggrieved employee should clearly state theicexms,
the party/parties involved and the outcome sought in writing. Any concerns raised verbally will b
documented by the Line Manager for review and confirmation by the aggrieved geglo

If the issue is not capable of resolution on the spot, the Line Manager will establish a process
I RRNBaaAay3a (GKS SyLX 2eS8S0a O2yOSNyao LF¥ A
issue, they will advise the employee accordirggijthey may take the process to the next stage.

2. If the Line Manager is unable to resolve the matter or it is inappropriate for the employee tc
approach their Line Manager, the employee may then approacitCtinef Executive Officer

3. The CEO will attemgb resolve the grievance within ten (10) working days of being notified
of the grievance.

4. |If the issue still exists after the above mentioned processes have been carried out, the matt
may be referred by either party to the Fair Work Commission for iiation and, if agreed,
arbitration.

5. Until the grievance is determined, work shall continue normally in accordance with the custor
and practice existing before the grievance arose, if practicable.

6. However in the instance of a workplace health and safetyter the CFO should be consulted
before work recommences.

7. No party shall be prejudiced as to the final settlement by the continuance of work.

21.6 Records

Records of Grievances and actions taken will be maintained confidentially and secured
personnelffiles.

22. MisconductandDisciplimary Action

22.1 Principles

The ACCHQeeks to deal with any breaches of policy, issues of misconduct and or poc
performance; in a prompt, fair and reasonable manner.
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Misconduct is quite separate and distinct frgpuor performance and therefore will be addressed
in a different manner. An employee can be a good performer and still engage in misconduct.

Allegations and instances of Misconduct will be investigated and dealt with as soon as possible ¢
in accordance vth the procedure detailed below.

22.2 Investigation Procedure

All allegations of misconduct will usually be subject to some form of investigation prior to a
decisionbeing made to take disciplinary action. The precise steps involved in an investigadion
misconduct will differ depending on the nature of the allegations and the particular
circumstances of the matter.

All allegations should be referred by Managers to @eef Executive Officéor decision on the
appropriate process to be adopted. TG&Qwill typically assign someone independent to the
allegations to conduct any required investigation.

22.2.1 By way of guidance, an investigation will usually involve the following steps:

(@) gathering of relevant evidence (including documentary evidence isterviewing
witnesses);

(b) meeting with the accused to get their side of the story and give them an understandin
of any evidence against them;

(c) making a decision as to whether the allegations are substantiated and communicatin
that decision to the accuseda theCEQand

(d) where the allegations are substantiated, discussion with the accused, vi@EEin
respect of any proposed disciplinary action.

22.2.2 Investigations should be conducted and resolved as quickly as possible once alleged
misconduct isdentified.

22.2.3 In conducting an investigation into an allegation of miscondiet ACCH®@ill endeavour
to ensure that the principles of natural justice and procedural fairness are adhered to.
This means that, where possible, the accused will be:

i. fully informed of the details of the allegations against them and provided with details of
any evidence that supports those allegations (this does not necessarily mean that th
accused will be entitled to copies of witness statements);

il. given details of the pragss that will be followed in respect of investigating the alleged

misconduct;
iii. given a reasonable and genuine opportunity to provide a response to the allegations ar
put forward any additional evidence;
iv. treated as innocent until proven guilty; and

v. entitled to be represented and supported by a person of their choice (eg. family membel

union representative, and lawyer).

22.3 Suspension

In most circumstances the accused is likely to be suspended whilst the allegations are be
investigated, subject tohe severity of the allegations. This should not be viewed as disciplinan
FOGA2Y odzi aAyvyLiXe | adSLI RSaA3IAYySR G2 Sy adzN
Any suspension period will typically be on full pay.

22.4 Summary Dismissal

Template Dedentified ACCHO HR Policy & Procedures Manual



Serious misconduct is assessed by taking into account the effect of the conduct on the safety ¢
well-being of clients, employees, business, and property; breaches of legislation, industri
instruments, or policies; and the knowledge, skill, motivatiad atate of mind of the employee at
the time of the incident/s.

Employees should be aware that the following types of conduct are regardédebxCCHQ@s
constituting serious misconduct and are likely to result in summary dismissal:

a) failing to comply wit a lawful and reasonable direction given to the employee by their
manager;

b) walking off the job without reasonable excuse;

c) consuming drugs or alcohol whilst on company premises or during working hours (othe
than where such consumption is authorised by th€ CHQ; for example at a work
function);

d) attending for work under the influence of drugs or alcohol to the extent that the
employee is incapable of carrying out their normal duties or is likely to injure themselve
or any other person or cause damageAGCHQroperty;

e) theft or wilful or reckless damage to Organisation property or the property of other
employees;

) RAaAK2ySaidte o0AyOfdzRAYy3 | 6dzasS 2F LISNBR2Y I

g) physical violence or threats of physical violence;

h) failing to comply wth directions and obligations in respect of workplace health and
safety (including smoking on work premises); and

i) breach of any company policy.

The above list is not exhaustive of the types of conduct that constitute serious misconduct.

22.5 Responsibilites
Managers- under this policy, managers have a responsibility to:
- notify the Chief Executive Officas soon as a misconduct issue is identified;
- have concrete examples of the alleged misconduct;
- keep adequate records of all discussions and meetings;
- remain open minded and not prejudge outcomes before the investigation process ha
been completed;
- participate in or conduct the investigation as directed or guided byGhe&f Finance
Officeror other senior management; and
- maintain confidentiality at ltimes by not discussing the matter with anyone other
than as directed by the human resources manager or other senior management.

Witnesses and the accusednder this policyhave a responsibility to:
- participate in the investigation process;
- answer anyquestions asked of them honestly; and
- maintain confidentiality at all times by not discussing the matter with anyone other
than as directed by th€hief Executive Officer other senior management

22.6 Findings and Disciplinary Action
22.6.1 Findigs

All relevant facts will be gathered before reaching a conclusion on the appromlisteglinary
action to be taken.
Factors to be considered in the process will include:

- the seriousness and implications of the work behaviour or poor performance;

- theSYLX 2888Qa SELXIFYylLiGA2Y 2F GKSANI 02y Rdz
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- any previous disciplinary action undertaken.
In the event that the investigating officer makes a finding that misconduct has occurred, this w
be presented to theCECior confrmation and final decision on the disciplinary action to be taken.

22.6.2 Disciplinary Action

Depending on the judgement of théhief Executive Officem the severity of the misconduct the
disciplinary action options include:

- requesting an apology be rda by the employee;

- theissuing of a warning ( as per the Performance Management process);

- demotion;

- counselling, possibly by external body/professional otiblg S ! /CEQoKbihér

professional as appropriate

- suspension for a fixed period or

- termination of employment
Where an employee has been found to have engaged in Serious Misconduct, their employmen
likely to be terminated summarily (without notice or payment in lieu of notice).
The dscipline action to be taken will be formally confirmed byéetissued by th&€hief Executive
Officer.

The records of the Investigation and Disciplinary Actions will be maintained confidentially ar
secured on personnel files.

22.7 Related Policies
Performance Management Policy
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Section3 - EMPLOYEE TOOLS & TRAVEL

23. BusinessTravel

23.1 Authorised Travel
Travel arrangements will be paid for and arrangedigyACCH@n the following instances;

1 A requirement toundertake outof-office travel

1 A requirement towork temporarily at another location outside ahe [INSERT
STATE/TERRITORY]

1 A requirement to perform a specific travel activity or attend a function.

23.2 Booking Arrangements

All travel arrangements for employees thfe ACCHGnNd the Board shall be arranged by the
Administration OfficefINSERT ALTERNATIVE POSITION TITLE FOR YOUR ThisGhtRides:

1 Airfares

1 Accommodation

1 Car Hire

1 Travel Allowance

All payment processing of Travel Allowances shall only occur on a Tuesday and/or Thursday.
the responsibility of the employee undertaking the travel to ensure that all relevant travel
allowance forms are completed and appropriately authorised and provided t& ithenceOfficer

in sufficient time to meet the processing deadlines.

Procedures

9YLX 28S5Sa VYdza (¢ Mly@8NBw & IKdz8 & i iasbeknt congplétedycddrctlyC 2
and is auhorised by their relevant Einager before passing onto thelevant Administration
Officer. (Refer to Appendix 6.Jhe relevant Administration OfficewA f £ O2 Y LDfagli S
Request / Allowance Foin 2y 0OtBeKACEHR &2 F 9h G KS FT2N)X &Kl f f
Chief Executive Officer.

Appropriate travel includes, but is not limited to: meetings, conferences, community consultations
trainingprograms, irservices, and delivery of outreach services that are directly related to the jok
roles, duties and work plans of managers and staff.

Where the travel involves a seminar or workshop, a copy of the registration form is required t
accompany theé ¢ NI @St wS|j dzS a (i This will énsufe dhiat yrly$he Ge2eliSiry travel
arrangements will be made. If accommodation and/or meals are provided as part of th
seminar/workshop and this is confirmed on the registration form, tiles ACCH®ill not book
accommodation or pay the relevant meal allowance, thus avoiding double payment of travel cost

TheManagerg K 2 | dzii K 2ThalkeR&Guestl/ KiBwadce Fokm Ydza i NB O2 NR 2
appropriate job number that corresponds to the projecattihe travel costs are to be assigned to.

TheFinanceOfficer will match up copies of the travel forms with the invoices from the airlines, hire

car companies, accommodation providers and/or training providers and assign the appropria
general ledger amunt code

23.4 Travel Allowances



Staff are paid a Travel Allowance to cover meals and incidental costs whilst away from home fo
work purposes.

Travel Allowance Rates NB o6l aSR 2y (GKS aNBIlFazylroftS Y2
overnighttravel required, from the Australian Taxation Office.

Mileage Rates The ACCHDA L2 f A0& Aa&a (G2 SyO2dz2N}3IS GKS
vouchers for all business purpose3he ACCH®ill, in exceptional circumstances, reimburse
employees when athorised prior to travel to use their own personal motor vehicle foe
ACCHQ & 2 T F A OThk rate & mzenbussedn@ri will be calculated in relatiorthte Australian
Taxation guidelinesr if paid via an Industrial Award the relevant Award datitent appropriate
to the individual employee

Airfareswill be booked by the relevaridministrationOfficer who will always try to secure the
best discounted airfare available for the travel required. If an employee wishes to change a flig
itinerary and this results in additional costs to the fare, then the employee will be required tc
reimbursethe ACCHGQGor these additional charges. If the change in flights for the employee is due
to the request ofACCHQr is out of the control of the employee, thehe ACCHWill cover any

additional charges. All airfares for the Chief Executive Officer wikte b SR | & & F dzf €
to enable the greatest amount of flexibility foravel.

23.5 Extension of Travel to Incorporate Private Travel

Where an employee undertaking domestic travel for work purposes, proposes to extend the visit fc
private purpses, or seeks to extend private travel for work purposes, prior approval from the CEO
required.The ACCHQ®@Ill not coordinate or bear any costs involved in changing travel arrangements
for private purposes.

Staff seeking approval for travel must dise any associated private travel plans or funding at the
time of making the application.

23.6 Overnight Accommodation
The need for overnight accommodation shall be determined byC#€br delegate, having regard
to the safety of the employee and local conditions applicable to the area.

Where employees are required to attend conferences or seminars, which involve evening session:

or employees are required to start early at another kima, overnight accommodation will be
appropriately authorised.

24. Standardof Dressan8taff Uniforms

24.1 Principles
The appearance of employees reflects the image of our company and has a significant impact c
GKS ¢1& 6S NS OASH6SR o0& YSYOoOSNRasz SyLwif 2esS.
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The ACCH®@xpects staff to dress and present professionally and in a manner that projgotsda
image.The ACCH@rovidesemployees with access to comfortable and professional uniforms.

Whilst it is not mandatory to wear the provided uniform in the office at all times, the provided
uniform must be worn whilst representirte ACCH@ any facdo face work related activities
with external groups/individuals.

This Policy will be reviewed and redeveloped by the Chief Executive Officer [INSERT

ALTERNATIVE POSITION TITLE FOR YOUR,A@GKE{plopriate discussion with staff to
ensure meets business needs.

24.2 Uniform Allocations
All full time and part time employees, from date of commencement, are eligible $tafh
Uniform on the following basis;
1  All Staff will allocated 2 ACCHO polo shirts
1  These shirts are providddee of charge, staff can purchase extras at their own expense
1  The ACCH®@Iill consider provision of replacements on a needs basis on the return of
the old shirt(s)

24.3 Standard of Appearance
[INSERTDPTIONAL POLIE®R YOUR ACCHO]
24.4  Wearing thaJniform outside of Work
The Corporate Uniform(s) musbt be worn in the following situations/circumstances:
1 whilst engaging in private activities outside work hours
1 in situations/venues which are not in harmony withl 9 ! / ide&lho@pomoting
better health and lifestyle choices or conflicting with the Code of Conduct and
expectations of employees
1 inside Pubs, TABs, Betting and Gaming Venues.

24.5 Completion of Employment
Uniforms not purchased by staff, remain the propertyTéfE ACCH@ntermination of
employment, all items shall be returned, before final payments will be made to the employee.

25. Mobile DevicesPolicy

25.1 Purpose

Employeesnaybe provided with a Mobile Phone and/@abletsfor business usage whereist
necessary teupport their work role

The intent of this policysto establish a framework for consistent, authorised and lawfé of
the device and minimise the rigi inappropriate and/or unauthorised use

25.2 Allocation

Each position will be assessed determine eligibility for allocation of a mobile device, in
accordance with business need.
Business need criteria include, but are not limited to:

1 arequirement to undertake frequent otgf-office duties, including travel.
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a requirement to be on call.

limited access to a fixed phone.

a requirement to perform a specific security or OH& S function.
improved client services, productivity, or efficiency

E R N

In all cases th€OQAs responsible for approving issue of devices to employees.

The device remains theroperty of theACCH@nd may be reallocated or substituted for another
device at the discretion of th€hief Finance Officeor other approved delegate. (No employee is
guaranteed to keep the same handset/device).

25.3Approved Services

The ACCHG®@ill pay for each service up to the monthly allowance on the provided mobile plan
Staff will be notified where xxess chargeare incurred and these will bdeducted automatically
from staff pay.

Staff are not permitted to enter into any telephony or dgblan with any carrier on behalf tie
ACCHOregardless of funding source or device ownership. Unauthorised plans will be cancelle
and the carrier advised to recover costs from the staff member responsible for entering into th
plan. The ACCH®@Iill not meet or subsidise plan costs for nohCCHG@levices.

Standard Services provided include; Voice calls, Voicemail, Text messaging (SMS), Data p
allowing Internet access, email, and data transfers, are standard on smart phones and certain ott
devias only.

Access to the following services is not considered a standard requirement and requires writte
approval from theCEO Global Roaming , Conference calls , Call diversions (except to voicemalil
MMS (Multimedia Messaging Service) , WAP (Wirefggdication Protocol), PXT (Picture Text
message) , Chargeable downloads, Use of Multimedia Telephony Devices.

25.4 Responsibilities
Managers are responsible for
1 Monitoring usage of mobile devices for their staff.

Staff allocated Mobile Devices are responsibi¢to:
1 Abide by all laws relatg to the use of mobile devices
1 Report lost/stolen mobile devices to thBusiness Services Unit and complete the
AYOARSY (kLY 2dzNE ¢ daysdMNIE logs bdinggosfed p 62 NJ Ay 3
Return the device and SIM to their Manager # ttlevice is no longer required
Limiting usage to that reessary for effective business
Keeping calls brief
Protecting dewes from damage, loss or theft
Not using the device for unlawful activities, commercial purposes unrelatdtetd CCHQO
or personal gainor to send harassing, menacing, intimidating or offensive messages
1 Reimbursinghe ACCHG@r all personal charges in excess of your monthly allowamcthe
provided mobile plan. Excess charges will be deducted automatically from your pay. At
minimum rate of 10% per pay until the outstanding is paid at the discretion d¥idreager
1 The use of any premium services chargeable downloads (eg thighrty software, ring
tone services, competitions, 1900 calls) are not permitted and must be fully reimbursed t
the ACCHOBreaches of this will also be suttjéo disciplinary procedures

= =4 -4 -4 -2
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1 Make themselves aware of potential health and safety risks relatetig¢aise of mobile
devices, including use while driving

255 Return of Devices on Leavirige ACCHO

When a user ceases employment witte ACCHG@heir mobile device must be returned to their
manager for reallocation/recycling.

If the device is noteturned the user will be charged the cost of its replacement. The SIM will be
cancelled and the device locked, rendering the device useless.

Outstanding personal calls must be paid for on termination of employment and will be
automatically deducted from gur separation payment.

26. Useof ICT Systemiternet, Social'Media& Email

26.1 Purpose

Theintent of this policy to establish frameworkfor consistent, authorised and lawful use and
management of internet, email and other ICT devices and seqtimes reducing theisk of
threats, of denigration of service and of inappropriate andioauthorised use

26.2 Definitions

This policy applies to the usage of all ICT devices used in the workplace or in connection with
work, including: desk top computernd laptops (including palm or hand held devices); mobiles
and portable devices (including blackberry, smartphones tablets); removable media (including
USBSs, SD cards, external hard drives); recorders and imaging equipment

26.3 Access and Business Use

Employees should have access to the internet for email and research purposes only if it suppc
their work role.

System access will be via udBr and password, the confidentiality of passwords must be
maintained. This means that passwords shouldb®tlisclosed to any other unauthorised person
and should not be written down. Computer terminals should be locked when not in use, logge
out and closed down at the end of each day.

Employees must not allow family members or other unauthorised individtal access the
Information Technology environment. This includes the usa@PACCH@ternet access devices
such as modems and mobile phones.

The ICT systems are tools to be usedifd¢ S | /purposeSanly.

Obtaining unauthorised access to electronic files of others or to email or other electroni
communications of others, is not permitted and may constitute a criminal offence und€rthees
Actor other legislation.

26.4 Internet and Information Technolgy
The Internet and Information Technology environmentlid# ACCH@ intendedto allow for the
creation, access and transmission of information pursuant to achieving the objectivibe of
ACCHOThe ACCH@ermits reasonable personal use of interriatilities provided that this use is
lawful and does not:

Template Dedentified ACCHO HR Policy & Procedures Manual



T AYOGSNFSNBE 4A0GK GKS LISNF2NXIFyOS 2F (KS S
1 interfere with the delivery of services to clients; or
9 breach any policy or procedure.

The followingguidelines apply to all employees:

71 Internet time should be minimised to keep costs as low as possible and web browse
applications should be closed when not in use;

1 Extensive personal research on the internet is not permitted without prior authorisation
from the Manager;

1 The internet is not to be used to access, download, send, search or post inappropriate
offensive material,

1 Web based emailesvices are not to be used and contractors will require authorisation

access to do so

7 Installation of links tcsocial interaction tools and web sites such as Facebook, Youtube
MSN Chat, MySpace, etc is not allowed, unless without prior consent of the CE
Installation of peeito-peer (P2P) filsharing network programs such asnkewire, is
strictly forbidden

1 Largevolumes of data must not be downloaded or transmitted (A large file imeée as
equal to or greater tha 50mbits in size)

1 Computer programs not supplied lige ACCHOnust not be downloaded or installed
without approval from the System Administrator;

1 Empgoyees must not gain, or attempt to gain unauthorised access to any network, servic
information, communications computing facility or resource through the use of the
ACCHaGnformation technology environment.

26.5Email Usage Policy
Email is a business communication tool and users are expected to utilise this tool in a responsit
effective and lawful mannerThe ACCH@ermits reasonable personal use of email facilities (ie.
correspondence to family / friends) provided that this uséawful and does not:
T AVISNFSNE 6A0GK GKS LISNF2NXIyOS 2F GKS S
1 interfere with the delivery of services to clients; or
1 breach any policy or procedure.

Certain email content may expose employees anel ACCHQo legal liability. This includes
material that may be construed as sexual harassment, workplace harassment (bullying
defamation, breach of confidentiality and / or copyright infringement. The following guidelines
apply to all employees:

1 Any persnal use of Email must comply with workplace policies, including, (but not limitec
to) antidiscrimination, workplace bullying, and sexual harassment. Employees must NC
send or store emails that contain or attach inappropriate or offensive material (venen
text, visual or audio form). Employees must immediately delete any messages that conta
inappropriate or offensive material;

1 Broadcasting unsolicited views on social, political, religious, or othetonemess related
matters is prohibited;

1 Emplgrees must not use email for unauthorised purposes, including sending unauthorise
broadcast emails to a group of individuals;

1 Employees must not forward and / or reply to material that may be considered spam, chai
letters or hoax emails if in doubt contg¢dNSERBUSINESS UNFODR YOUR ACCHUDit;

1 Employees must not personally subscribe to any-namk related external mailing lists or
bulletin boards;
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Employees must not send / receive photos or videos without the written explicit approva
of their Manager;

T ¢KS dzaS 2F St SOUGNRYAO O2YY dpyofit @éssndes, gr&hail 2
letters is strictly pohibited.

1 Retention of messages fills up large amounts of storage space on the network and can sl
down performance. Asfewmessadest L2 aadAof S aKz2dzZ R 06S YI
aSaal3aSa TFT2N) I NOKAQGS akKz2dzZ R 6S 1SLI Ay
home or shared drive.

1 Email should not be considered as a secure medium to send private messages, and as s
all information sent over Email should be written on the assumption that it may become
public knowledge;

All messages, both incoming and outgoing, will become the propettyechACCHQand as
such are subject to examination by tRE=Qor any other authdsed person, at any time;
Documents and information that are confidential tee ACCH@ust not be sent outside
the organisation at any time via Email;

1 Employees using Email should take care in the language they use in drafting Em
messages. Users shduendeavour to be polite in all messages and to avoid making
statements on subjects about which they are uncertain, and use common sense to dicta
what is acceptable and what is not;

All incoming messages and attachments will be scanned for computsesita ensure the
information technology system is not disabled or corrupted;

1 Any virus infections must be reported as a matter of urgency to the IT department via voic

as soon as practicable.

=

=

=]

26.6Unauthorised Email and Information Technology Use

Any material that is received by email or saved inA@CHformation technology environment
which is illegal, discriminatory, racially vilifying or which could reasonably be viewed &
inappropriate or offensive or which, in the opinion ttle ACCHQcauld reasonably injure the
reputation ofthe ACCHOnust be forwarded to IT for archiving in case of need for future legal
reference and deleted immediately. Such material must not, under any circumstances,
forwarded or distributed within or outsidihe ACCHO Storage or distribution of such material will
result in disciplinary action, which may iade termination of employment.

26.7 Social Media

Social Media can have a significant impact on the workplace. Social forums such as Facebook
Twitter have blurred the line about what is acceptable conduct in a private forum that can also b
viewed publicly.

Social Media includesut is not limited to; social or business networking sites (eg Facebook
Linkedin), video and/or phot sharing sites (eg Ydael Flickr, Instagram), business and personal
blogs/micro blogs (eg Twitter), chat rooms and forums.

TheACCH®olicy guiding acceptable use of Sddviedia has two parts covering:
1/ Business Useaccess and use in the workplace and
2/ Private Use employee responsibilities regarding use of Social Media for their own
purposes eg Facebook, Instagram and Twitter pages.

26.7.1 Business UseACCH®ites / Forums and Authorised Use
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All usage oACCH®elated social media must be authorised by theiefExecutive Officer
Use of and participation in interactive services by employees must comply with the following
standards for use;

1 Onlythose authorised to do so by thdiinit Manager should undertake social media

activity on behalf of thédCCHOThisincludes responding to any comments posted.

1 The ACCH@xtively encourages staff &hareits posts with their social media networks.
Any personal social media communication on matters that relate to the business shoul
include a personal disclaimer and ribe official view of the organisation.

We do not provide any confidential or proprietary information.

Posts and comments by authorised staff will always reflestS ! /valueshafidkculture.
We do not make reference to clients, colleagues or suppliétsowt their prior approval.
We do not use this as a vehicle for your personal views

Prohibited communications include; postings that may be considered discriminatory or
harassing spam or junk type postings, profanity or pornography

=

= =4 =8 =4 =4

26.7.2 Private Use Responsibilities as an Employee when using Social Media

Employees should not use thACCH@mail address when creating or accessing social
networking accounts and should not usee ACCHQ lagos that may give the impression of
official support or endorsement of personal comments made online

Statements and/or comments that are made by an employee via social media eg on their
Facebook and Twitter pages, can be considered to be a publicretate Where such comments
concern the, the employees work, the organisation its employees or clients; these actions are
subject to the Policies and Procedures of &BCH@nNd must comply with the standards
required bythe ACCHO

Specifically any commesrallegations against the company, clients and employees, that are;
1 breaches of workplace confidentiality,
1 examples of bullying, discrimination and/or harassment
9 fraudulent or libellous claims
1 denigrate the workplace and its employees
1 portrayed as repreanting the company view
Will be considered to be unacceptable behaviour and subject to disciplinary action.

26.7.3 U of Social Media for pvate purposes vidhe ACCH® server
The ACCH@ermits reasonable personal use of social media provided thatuthesis lawful and
does not:
T AVISNFSNE ¢6A0GK GKS LISNF2NXIyOS 2F GKS S
1 interfere with the delivery of services to clients;
1 breach any theACCH®olicy or procedurg
1 put atrisk the integrity of the system; ednaxk your account and privacy settingarefully
consider any@iendQequestg especially from people not personally known
1 itis not acceptable to spend hours using social media not related to your work

26.7.4 Reporting Inappropriate Use of SocMkedia

If any employee becomes aware of any negative comment made about the organisation, its brar
products or services, or employees on any social media they will not respond directly, but infor
the their direct line manager or the communication managsrsoon as possible.

The ACCH®@Ill instigate the relevant investigation, grievance and discipline action as apprapriate
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26.8 Viruses

Electronic communications are potential delivery systems for computer viruses. All data, prograr
and files which e downloaded electronically or attached to messages should be scanned by &
anti-virus program before being launched, opened or accessed.

Viruses have the potential to seriously dama@ieK S | /ICT dysieéns. Do not open any
downloaded files, emails ottachments that you are not expecting or that look suspicious. In the
event that you receive any files that you suspect contain a virus it should be reported immediate
to [INSERBUSINESS UNFOR YOUR ACCH®it via Voice communication.

26.9Property

The ACCH®@ the owner of, and asserts copyright over, all electronic communications created b
employees as part of their employment and sent throigK S ! /IGTIsystOns.

Electronic communications created, sent or received by the users referredht@iRolicy are the
property ofthe ACCHQCand may be accessed as records of evidence in the case of an investigatic
Electronic communications may also be subject to discovery in litigation and criming
investigations. Please note that email messages imayretrieved from backip systems and
organisations, their employees and the authors of electronic communications can be held liable f
messages that have been sent.

26.10Copyright Infringement

The copyright material of third parties (for example, softwadatabase files, documentation,
cartoons, articles, graphic files, music files, video files, text and down loaded information) must n
be used without specific authorisation to do so. The ability to forward and distribute electronic
messages and attachmenand to share files greatly increases the risk of copyright infringement.
Copying material to a hard disk or removable disk, printing or distributing or sharing copyrigt
material by electronic means, may give rise to personal and@ECHQability, desjite the belief

that the use of such material was permitted.

The ACCHGupports the rights of copyright owners and does not and will not tolerate reckless o
deliberate copyright infringement.

26.11Monitoring
Useoftl KS | /ICTIsystOrds may meonitored by Authorised Persons.

Useofil KS | /IGTIsystends is provided to users on condition that it is agreed that ICT syster
are monitored in accordance with this Policy. Uséid¢ S ! /ICTIsystOnds constitutes consent
to monitoring in accordnce with this Policy.
If at any time there is a reasonable belief that ICT systems are being used in breach of this Pol
the manager of the person who is suspected of using ICT systems inappropriately may susper
LISNB 2y Qa dzaS 2 F éqlire that thé eéngdpmant beiyigRusel byéthe Ndrson be
secured by the manager while the suspected breach is being investigated.
The monitoring and retrieval of email messages may be undertaken in any circumstances whe
the CEQbelieves it is appropriate tdo so. These circumstances include, but are not limited to,
the following:
1 In the course of an investigation regarding misconduct, discrimination or sexue
harassment;
1 To comply with Workplace Health and Safety obligations;
f To protect and prevent interfence withi K S ! /bisindss) &
1 To locate substantive information required for organisational business, which is not mor
readily available by some other means.
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26.12Complaints

If an employee suspects that this Policy may have been breached, or drheyposed to an email

or other electronic communication (including mobile phone messages), which offends them anc
or which they believe is inappropriate, they should contact their Manager oCE@

Sectiod - EMPLOYEE CARE
27. WorkplaceHealth& Safety

27.1 Purpose

The ACCH®@ committed to providing a safe workplace and ensuring compliance with all
requirements under thé-ederal workplace health and safety legislation and fire regulations
applicable at any point in time.

27.2 Workplace Health and Safety System
Under current prevailing legislation (March 2015), the ACEHOPCBUWa person conducting a
business or undertaking and has a statutory obligation to establish a compliance system for
specific duties under leglation. These include:
1 providing and maintaining a working environment that is safe and without risks to
health, including the entering and exiting of the workplace
1 providing and maintaining plant, structure and systems of work that are safe and do
not pose health risks (e.g. providing effective guards on machines and regulating the
pace and frequency of work)
1 ensuring the safe use, handling, storage and transport of plant, structure and
substances (e.g. toxic chemicals, dusts and fibres)
1 providing adguate facilities for the welfare of workers at workplaces under their
management and control (e.g. washrooms, lockers and dining areas)
1 providing workers with information, instruction, training or supervision needed for
them to work safely and without riskto their health
1 monitoring the health of their workers and the conditions of the workplace under
their management and control to prevent injury or illness
1 maintaining any accommodation owned or under their management and control to
ensure the health andafety of workers occupying the premises.

In addition, a PCBU with management or control of a workplace must ensure, so far as is
reasonably practicable, that the workplace, the means of entering and exiting the workplace anc
anything arising from thevorkplace do not affect the health and safety of any person.

The Act authorises BCBUo establish a Health and Safety Committee (HSC) on their own
initiative. The ACCH®@as determined thathie Senior Management Team will tage the
functions of the HSC to ensure that the compliance system receives the highest level of
authoritative attention and decision makingVorkplace health and safety and fire regulation
compliance are to be standing agenda items for every meetingeoStmior Management Team.

The Senior Management Team will ensure that there is an appropriately trained Fire
2 NRSYKk9 @I Odzt A2y [ 22NRAYFG2NI YR | CANAU
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premises; that fire drills are carried out in complea with fire regulations; and that the means of
entering and exiting the workplace are periodically reviewed.

27.3 Workplace Health and Safety Responsibilities
The Chief Finance OfficefiINSERT ALTERNATIVE POSITION TITLE FOR YOURa&@EGH O]
resporsibilitywithin the Senior Management Tedor ensuringhe ACCH@nd its Managers have;
U current information on work health and safety matters
0 analysis of associated work hazards and risks
U appropriate resources and processes to eliminate or reduce riskedtth and safety
u

appropriate processes to receive and consider information about incidents, hazards ar

risks, and to respond in a timely manner
0 processes for complying with their duties and obligations

All Business Unit Managers will;
U  support compliage with Workplace Health and Safety procedures

U participate in prevention and review decisions as part of Senior Management Team

All Employees must:

U  take reasonable care for their own health and safety while at work and take reasonabl
care that their act®r omissions do not adversely affect the health and safety of other

persons
cooperate with any reasonable instruction given by Management

cooperate with any reasonable policy or procedurdhe ACCHO

eg not smoke in work premises or vehicles, prompégart incidents, hazards and
injuries to their Manager

27.4Workplace Health and Safety Procedures

Workplace Audits

The Senior Management Team, advised by the Chief Finance O#fiteananage a program of
workplace hazard identification, risk assessment and corrective adkodit program outcomes
and recommendations will béiscussed by the Senior Management Team

Health and Safety related Training

CorporateService$NSERBUSINESS UNFDR YOUR ACCHWII] manage a program of identifying
relevant need based on a review of individual job requiremeifitaining will be organized by
CorporateServices ifire warden/evacuation procedures;irst Aid, CPR angon a needs basis
Manual Handling.

A schedule of training will be overseen by tR®O and théNorkplace Health and Safety
Committee.

Injury / Incident Reporting and Notification
Workplace Injury Incident Report Forms are to be completed in the event of any incidéith

is not consistent with the routine operation of the organisation. This includes incidents with or

gAOGK2dzO Aye2dzNE GKFG NBfFGS G2 lye OftASyid:z
premises.
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Thelnjury / Incident Report form is avable onSharepoint INSERT ALTERNATBEFTWARE
FOR YOUR ACCHOQO]

In completing theWorkplace Injury /Incident Report only known facts are to be recorded.
Assumptions could leave the organisation liable in any legal matters.

TheReportform is completedby the person reporting the incident and forwarded to tG©O.

The CFO will arrander further investigationas required recording and reporting to th&enior
Management Team in its capacity as tMerkplace Health and Safety Committee

27.5Fireand Emergency Procedures

CorporateServices will ensure
(i) Procedures are in place to ensure persons can evacuate buildings safely including;

U Development and maintenance of all procedural aspects which covers roles an
responsibilities, ife procedures, fireawareness, @&rning systems and equipmenomb
threat procedures , other enrgencies and chetikts and reporting forms.

U Evacuation Plan, diagram and assembly points are developed and displayed in each w
area and toilet facility
A ist of Emergency Contact phone numbers is kept at Reception at each work site
A Fire WardenEvacuation Coordinatas appointed and briefed in order to coordinate
evacuation procedures for each workplace premises

U New employees to a worksite are instrudten these procedures and annual briefings are
provided per workplace

(i) Prescribed fire safety installations for buildings are maintained. (Audit Form)

Evacuation Procedures
The ACCH#®@as adopted the following standard operating procedure to apply wheae@ation of
workplace premises is necessary.

In the event of a fir@r hazardous material emergency:
Staff will:
U Raise the alarm (yell Fire, Fire)
U Advise theFire Warden/Evacuationd@rdinator, if they are unavailable
U Ring 000 or 112 and ask for the Fervice (refer sheet)
U Evacuate the building and gather at the assigned assembly paintpa leave, close all
open doors and windows (if safe to do so).

The Fire WarderZvacuation Coordinatawill:

U Investigate the situation,

U If safe to do so attempt textinguish fire

U Raise the alarm (yell Fire, Fire)

U0 Ring 000 or 112 and ask for the Fire Service (refer emergency contact sheet)

U If time permits, check all rooms; turn off building master power switches, heating and air
conditionersg secure computers andlés

U Ensure safe evacuation of all occupants

U Account for all occupants at the assembly area

U0 Meet the Fire Service and advise them of any relevant information

U Brief emergency services when they arrive. If it is suspected that someone is still in tt

building only enter the building again if it is safe to do so.
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U Ensure occupants do not attempt to-emter the building until safe to do so

At the Assembly point
U Responsibility rests with the most senior member of staff present
U Take roll call and check namef$ against staff list
U Ask each staff member if they had visitors with them and check location of the visitor.
U No one is to return to the building unless the all clear has been given by the most senit
member of staff present in consultation with the emengy services.

Post Evacuation

U TheFire WardenEvacuation Coordinator will complete an Incident/Injury Report Form and
submit to theChief Finance Officer

U Corporate Services will conduct debriefings and investigation as required and repor
findings to the Senior Management Team

U TheChief Executive Officeshould be notified of the event at the earliest opportunity if
(s)he wasot present.

U Further instruction to be igen to staff by theChief Executive Officein regard to
arrangements for the rest of the day, and further duties

First Aid
Corporate ServiceBNSERBUSINESS UNFOR YOUR ACCHMIl provide a First Aid kit and
oversee training and appointment ofrarst Aid Officer for the ACT office

27.6Return to Work Procedures

The ACCH@ committed to assist employees return to work after periods of illness or injury, as
quickly and safely as possible.

CorporateServices will coordinate return to work withfocus on active case management and
outcomes based rehabilitation to enable optimal return to work in lines with the needs of the
business and the individual.

28. SexualHarassmentDiscrimination andWorkplaceBullying

28.1 Purpose

It is the policy othe ACCHG@hat all employees should enjoy good working relationships with each
other and with management. This means that everyone should feel comfortable at work.

An important part of good working relationships is that everyone ningsable to work in an
environment free of:

1 Sexual harassment;
i Discrimination; and
i Workplace Harassment/Bullying.
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Such behaviours will not be tolerated the ACCH@s they are disruptive to the wdbleing of our
workforce and affect the performance anshfety of ceworkers. Thereforethe ACCHQs
committed to implementing processes to prevent such behaviour from occurring and the
elimination of sexual harassment, discrimination and workplace harassment/bullying in th
workplace.

28.2 Definitions

28.2.1 Sexual Harassment

Sexual harassment refers to a range of behaviours which are sexual in nature and which are
wanted, not asked for, not reciprocated, and which make the recipient feel humiliated,
intimidated, offended, hurt or upset. The behaviotan take many different forms and may
include physical contact, verbal comments, jokes, propositions, display of offensive material
other behaviour, which creates a sexually hostile working environment.

Sexual harassment is not always intentionatts or behaviour, which are funny or trivial to one
person may hurt or offend another.

Verbal Sexual Harassment

rude jokes or comments;

making promises or threats in return for sexual favours;

requests for sex;

repeated invitations to go out aftgsrior refusal;

sexbased insults, taunts, teasing or name calling;

offensive or abusive telephone calls; or

LISNBAAGSY (G ljdzSadAaz2ya 2N AyaiaydzZ Gdazya | o
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Non-verbal Sexual Harassment
1 putting sexually suggestive, offensive, or itisg material including posters, pimps,
cartoons, graffiti or messages, on walls, noticeboards, desks, computer screen save
electronic mail or other common areas, "flashing" or offensive hand or body gestures;
staring or leering at a person or padttheir body; wolf whistling; or
unwelcome practical jokes.

= =

Physical Harassment
funinvited or unnecessary physical contact such as pinching, patting, brushing up agains
person, touching, kissing, hugging or massaging a person without invitation;
flindecent or sexual assault or attempted assault putting a hand or an object (eg pay slip) in
a2yYS8S2ysSQa L1O1S0z SalLlSOArtfe oNBlFadx KAL

Sexual Harassmedbes not refer to complirents or behaviour which neithgrarty finds offensive
andwhich is based on mutual attraction, friendship and respect. If the interaction is consensuc
welcome and reciprocated, it is not sexual harassment.

28.2.2 Discrimination

[NOTE: THE FOLLOWING TEXT REFERS TO THE A.C.T. CHANGE THIS FOR YC
STATE/MEWL ¢ h w, [ 9DL{ [ ! ¢]LUndeQthe Ads®aliah ICapital TekritdrAnti-
Discrimination Act 1991Discrimination is defined as treating anyone less favourably on the basi
of the following attributes:
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(a) sex; (b) relationship status; (c) pregnarfdyparental status; (e) breastfeeding; (f) age; (g9)
race; (h) impairment; (i) religious belief or religious activity; (j) political belief or activity; (k)
trade union activity; (I) lawful sexual activity; (m) gender identity; (n) sexuality;

(o) familyresponsibilities;

This policy prohibits such behaviour. [Note: Discrimination may be intentional or unintentional]

Direct & Indirect Discrimination
Direct discrimination happens when a person treats, or proposes to treat, a person with a
attribute less favourably than another person without the attribute. Indirect discrimination
happens when a person imposes, or proposes to impose, a condition:
1 with which a person with an attribute does not or is not able to comply; and
1 with which a higher proportion of people without the attribute comply or are able to comply;
and that is not reasonable.

The organisation is an equal opportunity employer. All lxygpes are treated on their merits,
without regard to race, age, sex, marital status or any other factor not applicable to the positior
Employees are valued according to how well they perform their duties, their ability and thei
enthusiasm in maintaingthe standards of service and values.

Discrimination occurs when someone is treated less favourably because one of the persor
characteristics noted above. Discrimination may involve (but is not limited to):

9 al{Ay3a 2FFSyargdsS 2N SMma | M2@# I y2NIKS 8Ky
preference, age or disability;

1 9ELINBaaAy3d yS3IlIGAoS aiSNB2GeLISa | o2dzi LI 1
1 Judging someone on their political or religious beliefs rather than their work perforegpanc

T ' YRSNXYAYAY3I | LISNA2YQa FdziK2NRGE 2N g2 NJ
personal characteristics; or

1 Using selection processes based on irrelevant personal characteristics such as age, rac
disability rather than skills and merit.

28.2.3 Workplace Harassment/Bullying
Workplace bullying can be defined as the repeated less favourable treatment of a person whi
may be considered as unreasonable and or inappropriate workplace practice. Itincludes behavic
that intimidates, offends, degrades or humiliates a staff member possibly in front of anothe
employee or client.
Bullying can occur at all levels within an organisation, between individuals and groups.
Bullying behaviours may include, but are not lirdite:
1 Poorly managed conflicts of opinion or personality;
1 Intimidation;
1 Abuse of power;
1 Yelling, screaming abuse, offensive language, insults, inappropriate comments about
LISNE2Y Q& FLIJISHENIYOSs tAFS 2N fAFTSadetSs af
1 Bdittling opinions or constant criticism;
{1 Isolating employees from normal work interaction, training and development or careel
opportunities;
1 Overwork, unnecessary pressure, impossible deadlines;
1 Underwork creating a feeling of uselessness;
1 Undermining work performance, deliberately withholding worlelated information or
resources, or supplying incorrect information;
T 'YSELX IAYSR 2206 OKIy3Sazs YSIyAy3atsSaa Gl aj
1 Tampering with an employ& personal effects or work equipment;
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1 Teasing or regularly being made the brunt of pranks/practical jokes;

1 Displaying written or pictorial material which degrades/offends a worker or group of workers
1 Unreasonat® WI RY A Y A a  NJuiduediSlay i lprgcssSing applicadionS far training
leave or payment of wages.

28.3

Prevention and Response Procedures

28.3.1 Responsibility of Managers

The ACCH®as a legal responsibility to prevent sexual harassment, discrimination, and workplac
harassment/bullying in the workplace and may also be liable for the behaviour of employees.

This means that Managers have a responsibility to:

T

T
T

Monitor the working ewnironment to ensure that acceptable standards of behaviour are
observed at all times;

Model appropriate behaviour themselves;

Promote the Sexual Harassment, Discrimination, Workplace Harassment/Bullyin
Prevention policy within their work area;

Treat allcomplaints seriously and take immediate action to investigate and resolve then
under the Grievance Dispute Procedures or Disciplinary Policy. Management must enst
that complete privacy is maintained. The details or names of anyone involved in
complain must not be discussed with anyone other than those people immediately
involved in the complaint; and

Refer complaints t@€EQf they do not feel that they are the best person to deal with the
case (egif there is a conflict of interest or if the complaint is particularly complex or
serious).

28.3.2 Employee Responsibility

All employees have a responsibility to:

T

1

1

Comply with the Sexual harassment, discrimination, workplace harassment/bullyini

prevention policy;

Respect the rights of others and not knowingly tolerate sexual harassment, discriminatiot

workplace harassment/bullying in the work area,;

Offer support to a person being harassed by:

- letting them know where they can obtain help and adyice

- offering to act as a witness if the person being harassed decides to lodge
complaint;

- maintaining confidentiality if required to provide information during the
investigation of a complaint. Breaching confidentiality by spreading rumours ol
gossiping may expose a person to action for defamation.

28.3.3 What to do if you are harassed

Any person who claims to have experienced sexual harassment, discrimination, workpla

harassment/bullying may:

1 Tell the harasser to stop. Also tell them that you do not like what they are doing and that it |
not OK with you or with management.

1 If the harassment does not stop, or if you do not wish to approach them directly, you shoul
report the incident to your Manager &EO Your Manager should take action to stop further
sexual harassment, discrimination, workplace harassment/bullying.

1 Record inents of sexual harassment, discrimination, workplace harassment/bullying witr
dates, times, witnesses if any, what happened and what you said, did or felt.
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28.3.4 Defamation
Sexual Harassment, Discrimination and Workplace harassment are serioussnaautieto formally
lodge a claim against another person is also a serious matter.

A possibility of being sued for defamation arises when the person making the complaint speaks
someone other than the alleged harasser or those people involved in the ssoaeformally
resolving the complaint. It is in his or her own interests, that the person making the complair
should not discuss the matter with anyone else.

Complainants and those involved in investigating complaints need to ensure that the alleigation
disclosed only to those with a genuine interest in resolving the dispute.

The defence of qualified privilege protects anyone necessarily involved in investigating or resolvi
the complaint both formally and informally.

It should be noted that th@erson accused also has rights and the principles of internal justice wil
be applied.

28.3.5Rights of theRespondent

1 To be informed of what they have been accused of (the specific allegation) and who
making the allegation;

The right to natural justeE and the opportunity to fully respond to any allegation made;
The right to have a support person of their own choice during any investigation interviews
To fair treatment and procedures;

Not to be prejudged or discriminated against on the basis of tmeptaint;

The right to representation and advice throughout the investigation process;

The right, taking into account all of the circumstances, not to be unfairly dismissed c
otherwise treated harshly, unjustly, or unreasonably;

Privacy to have the mattdr SLJG O2y FARSYy (GAlLf 2y | aySSR
The respondent is obliged not to victimise or harass the complainant, witnesses to th
complaint or supporters of the complainant on the basis of the complaint.

1 Protection from defamation and malicious complaint

=A =4 =8 -4 4 =4
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28.3.6Consequences of breaching the sexual harassment, discrimination, workplace

harassment/bullying Prevention Policy
The ACCHOviews any complaint of sexual harassment, discrimination, workplace
harassment/bullying seriously.
If a complaint isubstantiated, it may be dealt with under the Disciplinary Policy. Depending or
the severity of a case, possible disciplinary action can include:

1 averbal or written apology;

1 transfer to another position;

! warning notes on file;

1 demotion, ordismissal.

The ACCH@ay also seek to take disciplinary action against anyone who victimises or penalises
person who has complained of harassment or who is a witness to such actions.

28.4Procedures for Dealing with Criminal Conduct
Some forms of severe harassmemor(example, sexual assault, stalking, indecent exposure,
physical molestation, obscene telephone calls) may constitute criminal conduct.
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Whilethe ACCH@® committed to treat harassment complaints at an organisational level as far a:
possible, this typef conduct is not suited to internal resolution, and should be directed to the
criminal justice system.

In relation to alleged criminal offences such as rape or sexual assault, the matter must be referr
to the CEO Employees should be advised of theiop of police support or intervention. It is not
the obligation or duty ofthe ACCHQo report such matters to the police on behalf of the
complainant.

28.5Contacts for Further Information

Within the ACCHO

Employees wishing to confidentially discuss sexual harassment, discrimination, workpla
harassment/bullying complaints should contact 8EGor advice or further confidential contacts.

External Advice
Employees may seek external advice in relatiotheomatter (for example, a Union).

Equal Opportunity Commission/ArdDiscrimination Commission

You may at any time contact the Human Rights and Equal Opportunity Commission or the Al
Discrimination Commissiaor the Fair Work Commissidar advice or tanake a complaint, if you
feel that your complaint is not being handled properly.

me commitied to rostering the improved health, safety and welfare of all employees,

clients and visitors in the workplace, by providing a smoke free work environment and provision
of information to employees to support healthy choices outside the worlglac

The specific objectives of the policy are tiadd:
(1) to ensure a healthy and productive environment for staff and clients
(2) to actively encourage and role model smoking prevention and cessation

29.1 Smoke Free Workplace(s)
29.1.1 AllACCHGtaff are profibited, without exception, from smoking in the following
circumstances:
1 at allACCHvork sites and facilities (offices, restrooms, lunch areas, vehicles)
1 during working activities at all outdoor locations (eg whilst working at Community Days)
1 whilst actirg in an official capacity off site
1 where otherACCHGtaff or clients are subjected to the smoke

29.1.2 ACCHGQtaff choosingo smoke during work hours must
1 comply with the restrictions listed above at 32.1.1
i do so at their own risk
1 do so only duringlesignated breaks (no additional breaks are provided to smokers)
1 do so beyond 15 metres frodMCCH@r Member Service premises/workplaces
1 not go out for a smoke in groups

29.2 Smoking Cessation
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