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About this document

Our vision is one of resilient communities, and this includes the 
people as much as the flora and fauna.

For our community groups to continue to grow and deliver the 
great natural resource management work they do, there needs to 
be a solid foundation.  Good governance provides that.  This 
handbook is intended to help sub-regional groups across the 
South Coast NRM region critically assess and improve where 
necessary their governance practices.  

The handbook will cover the following areas around governance:
• Committee
• Staff
• Safety and Health
• Contracts and project management
• Legal and finances

It contains a range of templates, draft policies and procedures that 
can be adapted for use.

If there is something you think we should be including, please let 
us know.  We will update this document as new information comes 
to hand.

Please email Letisha Newman at letishan@southcoastnrm.com.au 
Alternatively please call on 08 9845 8537.

The format of this document has drawn upon original work completed by Save the 
Children Inc. Their assistance is gratefully acknowledged.  1
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COMMITTEE
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A committee is responsible for governance.  But what does that 
mean?  How does a committee deliver on their governance 
responsibilities?  

The role of the committee involves certain core elements, such as:
• Strategic planning including vision, purpose and values of the 

organisation
• Financial management, including approval of annual budgets 

and providing a check on the integrity of external financial 
reports, and approval of expenditure over prespecified limits.

• Appointment, performance evaluation and (if the circumstances 
necessitate) termination of the employment contract of staff.

• Risk oversight.
• Any additional monitoring of the activities of the organisation in 

order to satisfy itself that the organisation is being properly 
managed.

• Supporting effective engagement with key stakeholders.

Committee
Overview
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Committee
Key phases

• Developing
• Reviewing & updating
• Understanding its relevanceConstitution

•Induction/orientation
•Defined roles for members
•Succession PlanningMembership

• Developing
• Goals and principles
• Performance
• Organisational risk 

Strategy 
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Committee
Constitution
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Relevance Template Further info

Developing Even if your incorporated 
organisation doesn’t have a 
constitution you still need to 
comply with the Associations 
Incorporation Act (2015).  These 
requirements are set out in the 
model rules for associations.

There have been some recent 
changes to the Associations 
Incorporations Act (2015).  These 
are highlighted on the 
Department of Commerce 
website.
In summary these are:
Associations must review and 
update their rules as well as 
introducing a number of changes 
regarding:
• Financial reporting;
• Governances;
• Privacy;
• The rules;
• Becoming Incorporated and
• Membership of Incorporated 

Associations.

No template 
available

• http://www.commerc
e.wa.gov.au/consum
er-
protection/associatio
ns-and-clubs

• https://www.commer
ce.wa.gov.au/consu
mer-
protection/associatio
ns-new-law

Reviewing and
updating

Committee is responsible for 
ensuring the constitution is 
adhered to.  It outlines
membership of the committee as 
well as the roles and 
responsibilities of office bearers.  
Efficient committees review their 
constitution annually.  Even if no 
changes are made, it ensures 
the constitution is always 
relevant and up to date. That 
way, when changes are required 
it takes only a small amount of 
time. 

No template 
available

• http://www.commerc
e.wa.gov.au/consum
er-
protection/associatio
ns-and-clubs
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Relevance Template Further info

Understanding 
its relevance

Copies of the constitution should 
be available to all members.  

New committee members should 
be provided with a copy at their 
induction.

No template 
available

• http://www.commerc
e.wa.gov.au/consum
er-
protection/associatio
ns-and-clubs

Committee
Constitution



Committee
Membership
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Relevance Template Further info

Induction Many committees get new 
members only to find they turn 
up at one or two meetings, 
before never being seen again.  

Consider holding a meeting 
after the AGM for new 
committee members to receive 
an orientation or induction 
regarding the group, their role 
and responsibilities and conflict 
of interest parameters.

As of 1st July 2016  new 
committee members must 
declare they meet the eligibility 
criteria as stated in the 
Associations Incorporation Act 
2015 (Model Rules – 27. 
Committee members)

No template 
available

• https://www.comme
rce.wa.gov.au/publi
cations/model-
rules-associations-
2016

Defined roles 
for members

Outlines what is expected of 
members and what their duties 
are.  Consider sending new 
committee members a letter of 
engagement after the AGM 
outlining their role and 
responsibilities.

No template 
available

Succession 
planning

It’s difficult attracting new 
members.  Developing an 
induction kit or outlining in 
writing what is expected of new 
members can help.  

New members bring with them 
new ideas.  However what is 
not good is the loss of 
knowledge that may come with 
that.  It is important that the 
group has a process in place to 
ensure this doesn’t happen.

No template 
available

• http://www.ourcom
munity.com.au/man
agement/view_help
_sheet.do?articleid
=740



Committee
Strategy 
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Relevance Template Further info

Developing Good planning helps the organisation 
clearly set objectives, strategies, and 
actions, timeframes and performance 
indicators. It also provides a means to 
monitor performance. Plans should be 
regularly reviewed and updated to allow 
for timely and practical adaptation of 
strategies in response to changing 
circumstances including new and 
emerging risks and opportunities.

No 
template 
available

Goals and
principles

A set of goals and guiding principles can 
be very useful in day to day 
implementation of the strategy.  They can 
be used to set acceptable behaviours as 
well as assessing the compatibility of 
possible projects and funding sources.

No 
template 
available

Performance A strategy must be a living, breathing 
document. Our strategies must be 
adaptable and flexible so they can 
respond to changes in both our internal 
and external environments.   We can’t 
know if our strategy is achieving its 
objectives if it is not monitored on a 
regular basis (yearly).  

No 
template 
available

Organisational 
risk

In developing a strategy it is a good idea 
to identify the risks that your group may 
face as well as actions needed to 
minimise them.  Examples of 
organisational risk for NRM may include a 
lack of funding opportunities.

No 
template 
available



Committee checklist
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Committee …….. Yes No

Has a process for reviewing and updating the constitution 

Provides access to the constitution to all members

Has an induction process for new committee members

Has a written statement of duties for every committee member/role

Has a succession plan and are implementing it

Has a strategic plan that is underpinned by goals and principles

Regularly assesses progress towards implementing the strategy
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Committee
Further information

Organisation Information Contact details

Our Community Has a huge range of fact 
sheets and other 
information relevant for 
committees.  

• www.ourcommunity.com.
au

South Coast NRM There’s a good chance that 
whatever problem you 
have, we have probably 
experienced it too!

The Regional Agriculture 
Landcare Facilitators will 
be able to put you in touch 
with someone who will be 
able to help you with your 
issue.

• Letisha Newman (Albany 
office) 
letishan@southcoastnrm.
com.au

• Kylie Fletcher 
(Esperance office) 
kylief@southcoastnrm.co
m.au



STAFF
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Staff



If you employ staff it can at times be overwhelming to work out 
what you need to know. This section of the guide will shed some 
light on the requirements.

South Coast NRM uses the Western Australian Public Service and 
Government Officers General Agreement 2014 to guide employee 
benefits and salaries.  A copy of that agreement can be found at:  
http://www.publicsector.wa.gov.au/publications-resources/key-
legislation/awards-and-agreements.

Templates listed in the following pages can be accessed by 
clicking on the icon. These are for you to update to suit your 
specific needs.  

Staff
Overview
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• Job description form
• Applicant assessment criteriaRecruitment

• Contract
• Including staff entitlements

• Rate of pay
• Induction process

• Including providing copies of the 
strategy and any policies and 
procedures

Appointment

• Nominated committee contact
• Timesheets
• Performance reviews
• Professional development
• Reports to committee
• Policies and procedures

Management

14

Staff
Key Phases
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Relevance Template Further info

Job 
description
form

Outlines role, responsibilities, 
contribution to group’s strategic plan 
and key deliverables.  

Good tool for measuring performance 
and can be used in performance 
review.

Applicant 
assessment 
form

Provides the framework to assess 
any applicants against the selection 
criteria.  

Good to have a rigorous process in 
case decisions need to be justified.

Staff
Recruitment


 




JOB DESCRIPTION FORM (DATE)



Position Identification 

		Position Title

		XXXXXXXX



		Position location

		XXXXXX office



		Employment Status

		X.X FTE



		Contract Agreement

		The contract of employment between employer and employee resides within the Western Australian workplace relations regulatory framework and is bound by the Minimum Conditions of Employment Act 1993 (WA), the Superannuation Guarantee (Administration) Act 1992 and National Employment Standards (NES) of the Fair Work Act (2009).



		Classification

		Level X to X



		Contract term

		X year



		Position approved and date

		







Position Relationships 

		Responsible to

		Supervisor Title



		Positions Under Direct 

Supervision

		Nil (change where required)



		Department

		Operations



		Theme/Team

		







Contract(s) or Agreement(s) to be delivered by this position remove if not Operations position

		Contract no.:

		Project title:



		

		



		

		



		

		









Key Responsibilities

		· Deliver…..

· Report…..

· Provide support…….

· Cooperate with……..

· The role is…….










Key project deliverables/duties (as defined in contract)

		PROJECT TITLE

		DELIVERABLES AND MILESTONES

		% ALLOCATION



		From table above

		· Interpreted from contracts or agreements

		% of FTE or Days or events or hours



		From table above

		· Interpreted from contracts or agreements

		



		From table above

		· Interpreted from contracts or agreements

		



		From table above

		· Interpreted from contracts or agreements

		







Additional theme activities

		PROJECT TITLE

		DELIVERABLES/OUTPUTS

		ALLOCATION



		From priority project list or strategy etc.

		· 

		



		Team meetings

		· 

		



		Reference Group meetings

		· 

		



		Liaison with 

		· 

		







Special conditions related to this role 

•	Periods of work outside normal hours.

•	Potential for driving long distances.



Note: The occupant of this role will be expected to comply with and demonstrate a positive commitment to all policies and procedures. 





* * *



I have read and understand the requirements of the role as detailed in this job description form. I will undertake the role as described to the best of my ability and hereby accept the responsibilities and duties for the position as described on this job description form.







Signed by:	 ............................................(Appointee's signature).	Date:	......../......../........
















JOB SPECIFICATION FORM (DATE)

only required when recruiting – don’t add to current JDF if renewing contract

Position Identification 

		Position Title

		XXXXXXXX



		Position location

		XXXXXX office



		Employment Status

		X.X FTE



		Contract Agreement

		The contract of employment between employer and employee resides within the Western Australian workplace relations regulatory framework and is bound by the Minimum Conditions of Employment Act 1993 (WA), the Superannuation Guarantee (Administration) Act 1992 and National Employment Standards (NES) of the Fair Work Act (2009).



		Classification

		Level X to X



		Contract term

		X year



		Position approved and date

		







Position Relationships 

		Responsible to

		Supervisor Title



		Positions Under Direct 

Supervision

		Nil (change where required)



		Department

		Operations



		Theme/Team

		







Selection Criteria 

		Essential 

1. Demonstrated success in delivering projects from scope and work plans to execution and closure; including monitoring and reporting. 

1. Demonstrated ability to work autonomously with minimal instruction to successfully deliver project outcomes to the schedule and on time and on budget. 

1. Demonstrated experience in establishing and maintaining stakeholder cooperation and trust. 

1. Ability to coordinate, oversee and instruct sub-contractors and/or community based volunteer groups.

1. Very good communication skills with an emphasis on verbal communication for education, negotiation, presentations and instruction of and for stakeholders. 

1. A demonstrated approach to field based work that emphasises safety and risk minimisation.

1. Current ‘C’ Class Driver’s License. 

Desirable 

1. Hold a recognised appropriate tertiary qualification in natural resource management or related field or procession of recognised skills and experience relevant to the fields referred to above.

1. Demonstrated commitment to NRM issues and the environment.

1. Demonstrated ability to work with diverse stakeholder groups including farmers, Aboriginal, youth etc.








SHORT LIST APPLICANTS FOR INTERVIEW

		DATE:

		POSITION NUMBER:



		DEPARTMENT:

		POSITION:







		ESSENTIAL CRITERIA



		



		



		



		



		



		



		







		DESIRABLE CRITERIA



		



		



		



		







		

		ESSENTIAL

		DESIRABLE

		



		APPLICANT

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		1

		2

		3

		4

		COMMENT



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		
























RATING SCALE



5 - exceeds the requirements – demonstrates exceptional experience plus other advantageous skills
4 - more than meets requirements – demonstrates good experience
3 - meets requirements - demonstrates some experience
2 - less than meets requirements – demonstrates some experience but not in all areas
1 - much less than required – does not demonstrate experience






INTERVIEW

Applicant name: 						 Date: 				

Interviewer:  										

Position:						Salary: 					

Location: 					  Contract period: 				

Introduction of interview panel

Welcome with overview of the group and specifics of the advertised position.

We’re going to ask you a series of questions which will allow us a better understanding of you and your skills

1. Could you tell us a little about yourself and some of your experience relevant to this position



		



		



		







1	2	3	4	5



2. Job specific –ADD QUESTION HERE



		



		



		







1	2	3	4	5



3. Job specific



		



		



		







1	2	3	4	5



4. Job specific



		



		



		







1	2	3	4	5



5. Communication



		



		



		







1	2	3	4	5



6. Team work



		



		



		







1	2	3	4	5



7. Time management – work under pressure – prioritise work – meet deadlines



		



		



		







1	2	3	4	5



8. OH & S - Understanding of safe work practices in the office/field



		



		



		







1	2	3	4	5



9. EEO – the group has a commitment to the indigenous people and their culture. Aboriginal people are employed and volunteer within the organisation and various programs run by the organisation. What experience do you have working with aboriginal people?



		



		



		







1	2	3	4	5



10. Evidence of essential requirements – Do you have current drivers licence, police clearance, working with children clearance, current first aid certificate – or willingness to provide current clearances for commencement



		



		



		







1	2	3	4	5



11. If you were offered this position how soon would you be able to commence.



		



		







1	2	3	4	5



12. Do you have any questions you would like to ask us?



		



		



		







1	2	3	4	5









Finish with an indication of how long the decision making process might take and thank the applicant for coming in.





Eligibility

Prior to employment the successful applicant will be required to:

Obtain a current National Police Clearance – please note a current clearance is one less than 3 months old;

Obtain or hold a ‘C’ class driver’s licence.

If the applicant does not hold current First Aid certificate they will be required to obtain this as part of their employment conditions





















Guidelines for rating interview responses

Well Qualified (5) Candidate provides a thorough response to the question. Candidate demonstrates a thorough understanding of the issues at hand that is more to substantially more than the job requires. Response is well thought-out and well presented. Overall, candidate’s response is complete, addresses all aspects of the question and does not require probing.
Qualified (4-2) Candidate provides an acceptable response to the question. Candidate’s understanding of the issues at hand is equal to or slightly less than what the job requires. The response may not be as complete or thorough as the well-qualified candidate’s response. Overall, candidate’s response is complete, addresses the question and any probing required is minimal.

Not Qualified (2-1) Candidate fails to provide an acceptable response to this question. Candidate’s response does not convey the level of experience/expertise required in this position. Candidate’s response may be vague or incomplete. Overall, candidate fails to provide experience/expertise demonstrative of the requirements of this position. 



5=Excellent

4=Very Good

3=Good

2=OK

1=Insufficient
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Relevance Template Further info

Contract Legal document outlining 
entitlements, period of 
employment, etc.

• Fair Work Australia
• Local Chamber of 

Commerce and 
Industry

Staff 
entitlements 

See the draft contract template 
for more information on the 
types of entitlements

Don’t forget to make provision 
for leave (including long service 
leave!).

No template 
available

• Fair Work Australia
• Local Chamber of 

Commerce and 
Industry

• Wageline (FREE 
WA service) 1300 
655 266

Rate of pay South Coast NRM uses the 
Western Australian Public 
Service and Government 
Officers General Agreement 
2014 to guide employee benefits 
and salaries. 

No template 
available

• http://www.publicse
ctor.wa.gov.au/publ
ications-
resources/key-
legislation/awards-
and-agreements

• Wageline (FREE 
WA service) 1300 
655 266

Induction
process

Allows the new employee to 
familiarise themselves with your 
process, policies and 
procedures.

Staff
Appointment






PERSONAL



DATE











Dear 

POSITION TITLE

On behalf of [INSERT NAME HERE], I have pleasure in offering you a fixed term contract of employment to perform the role of [INSERT ROLE HERE].

Contract of Employment

1.	Employer

The employment contract is issued by [INSERT NAME HERE] (herein known as ‘the employer’).

2.	Commencement date and contract length

2.1	This employment contract commences on 1 July 2014 and will conclude on 30 June 2015. 

2.2	It is noted that you commenced full-time employment with the employer on 22 March 2011. If no break in employment occurs this date will be used for the calculation of long service leave entitlements (refer Clause 11.7).	Comment by Kylie Bishop: This clause is only necessary if they are existing employees.

3.	Employment category

The employee is employed as a full-time.

4.	Supervision

The position is supervised by 

5.	Duty statement or job description

Your duties are set out in the job description form for the position.  The duties and responsibilities described for the position can be varied or changed at any time by your supervisor, by the manager of the relevant department, or by the [insert position title here]; provided you are consulted, the changes are implemented with fair notice and the changes are reasonable having regard to your skills and competence.




6.	Ordinary hours of work

The ordinary hours of work are 38 hours per week (76 hours per fortnight).

7.	Additional hours of work

7.1	The employee will at times be expected to work reasonable additional hours/overtime. If you work any additional hours/overtime these hours must be accrued and acquitted in compliance with the time-in-lieu conditions detailed in .

7.2	The need to attend out-of-hours meetings and other functions as well as travel within or outside the region is a periodic requirement of this position. 

8.	Remuneration

8.1	The salary for the position is XXXXX  gross per annum.

8.2	When determining the salary the employer has chosen to use as a guide the salary ranges, rates and levels of the Western Australian Public Service General Agreement (PSGA).

8.3	The salary shown is equivalent to PSGA 2013-14 Level XXXXX with a 3% capped CPI increase.

8.4	The salary will be paid by the employer fortnightly into a bank account nominated by the employee. The employer reserves the right to suspend payment if the employee fails to submit the required timesheets in a timely manner.

8.5	By signing this contract you agree to reimburse the employer for any amounts paid to you in error.

9.	Superannuation

9.1	The employer will make superannuation contributions to a fund nominated by the employee. The superannuation contribution will be paid in accordance with the Superannuation Guarantee (Administration) Act 1992. 

9.2	The superannuation contribution is in addition to the full-time salary.

10.	Probation period

	Not applicable

11.	Leave entitlements

11.1	The full-time entitlement for annual leave is twenty (20) days per annum. This entitlement is cumulative, carries no leave loading and is applied pro rata for part-time positions.

11.2	The full-time entitlement for personal/carer’s leave is ten (10) days per annum. This entitlement is cumulative and is applied pro rata for part-time positions.

11.3	An entitlement for paid compassionate/bereavement leave of two (2) days per occasion is available to full-time and part-time employees. This is a per occasion entitlement and is therefore non-cumulative. 

11.4	An entitlement for paid cultural/religious leave of three (3) days per annum is available to full-time and part-time employees. This entitlement is non-cumulative.

11.5	An entitlement for paid jury duty leave of ten (10) days per annum is available to full-time and part-time employees. This entitlement is non-cumulative.

11.6	An entitlement for unpaid community service leave is available to full-time and part-time employees once the specific conditions of the entitlement are met.

11.7	An entitlement for long service leave of thirteen (13) weeks leave following seven (7) years of continuous service is available to full-time positions and a pro-rata of this to part-time positions. Additionally, if an employee resigns after more than five (5) years of continuous service but less than seven (7) years of continuous service then the entitlement will be paid pro-rata in lieu of taking the entitlement as leave, conditions apply refer to policy for details. 

11.8	An entitlement to parental leave (paid and un-paid) in the form of maternity, paternity or adoption leave is available to full-time and part-time positions.

11.9	The full-time entitlement for public holidays in Western Australia is ten (10) days per annum. This entitlement is applied pro-rata for part-time positions.

11.10	The terms and conditions of the leave entitlements listed above can be found in the staff policy folder

12.	Flexible Working Arrangements

The employer has committed to a range of additional flexible working arrangements. Full-time and part-time employees can access these entitlements by meeting the criteria listed in Work Life Balance Policy; an application process applies.

13.	Termination and funding availability

13.1	The following periods of notice apply to the employer and employee when terminating this employment contract:

i)	Less than one (1) year continuous service requires one (1) week of notice to be given;

ii)	More than one (1) year of continuous service but less than three (3) years of continuous service requires two (2) weeks of notice to be given;

iii)	More than three (3) years of continuous service but less than five (5) years of continuous service requires three (3) weeks of notice to be given;

iv)	More than five (5) years of continuous service requires four (4) weeks of notice to be given.

13.2	If the employee is over 45 years of age and has worked at least two (2) years of continuous then the employer, but not the employee, is required to increase the period of notice by one week.

13.3	The employment contract is subject to the employer receiving on-going funding commitments from State and Commonwealth funding bodies. The employment contract may be terminated if the funding body redirects, withholds or discontinues some or all of the allocated funds prior to the conclusion of the contract (see Clause 2.1 for contract end date). Additionally if terms or conditions of the funding deed/contract are altered by the funding body in such a way that the position can no longer continue as designed then the employment contract may be terminated.

13.4	While employed under this contract of employment you commit to:

i)	become familiar with the policies and procedures of the employer and comply to the best of your ability;

ii)	comply with any reasonable and lawful instruction given to you by your supervisor, manager or the CEO and participate in an annual performance review process;

iii)	devote the whole of your time, attention and skill to carrying out your duties during your working hours;

iv)	not work for reward for any person, business entity or trust other than the employer; except with the CEO’s prior written approval; 

v)	not, at any time during or after your employment, disclose confidential information gained during your employment to any person, business entity or trust; unless such disclosure is authorised by the CEO or required by law;

vi)	not, at any time during or after your employment, use confidential information gained during your employment for personal gain or to the detriment or likely detriment of the employer; and

vii)	not, at any time during or after your employment, engage in any conduct likely to cause damage, or loss, to the employer’s reputation, brand, public image, professional standing or viability of the employer.

A breach of these terms and conditions may result in termination of the employment contract and/or recourse to legal action.

13.5	The period of notice required to be given by the employer will not apply in the case of contract termination for serious misconduct that justifies instant dismissal, including but not limited to:

i)	any serious or persistent break of the terms of this employment contract;

ii)	gross negligence in your conduct or the performance of your duties which causes imminent and serious risk to the health and safety of yourself, your co-workers or members of the public;

iii)	attendance at work under the influence of alcohol or drugs;

iv)	criminal conviction, theft, fraud, violence or threats of violence in the course of employment.

14	Other benefits

No motor vehicle home garaging or limited private use privileges are part of this contract.

15	Entire agreement and variation

15.1	The employment contract constitutes the entire agreement between you and the employer and supersedes all prior arrangements, contracts and representations, whether written or oral, regarding your employment. 

15.2	The employment contract may only be varied through a letter of variation signed by both parties or by the re-issuing of a new contract signed by both parties.

15.3	The contract of employment between employer and employee resides within the Western Australian workplace relations regulatory framework and is bound the Superannuation Guarantee (Administration) Act 1992, the National Employment Standards (NES) and the Fair Work Act (2009). 

*****

If you wish to discuss any of the terms or conditions of the contract prior to signing please contact the [insert appropriate position title here].  If you wish to accept this offer, please return a signed copy of this employment contract to the employer (please initial each page).

I look forward to working with you as part of the team.

Yours faithfully





Chair

*****

In accepting the position of XXXXXXX I hereby agree to accept and be bound by the terms and conditions of employment as set out in this contract. 



Appointee’s signature:	 ...........................................................		Date:..................................
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NEW STAFF INDUCTION CHECKLIST

This checklist list outlines the procedures of pre and post commencement for all new employees.


The induction procedures are listed under the department or person responsible for their delivery. The content and all supporting documents are the responsibility of the listed department or person, the HRC is to be notified of any changes.

The completed checklist must be filed with the employee’s contract of employment in the employee’s staff file.


		EMPLOYEE AND POSITION DETAILS



		EMPLOYEE NAME:

		



		POSITION TITLE:

		



		POSITION FTE:

		

		



		DEPARTMENT:

		

		



		SUPERVISOR:

		

		



		FIRST DATE OF EMPLOYMENT: (Contract start date)

		



		CONTRACT END DATE:

		



		PROJECT/JOB ID: 

		





		LEGEND: 







		INDUCTION

		Position responsible

		INITIAL 

(Task completed)



		· Pre – induction: [position title] to send group email to staff who are involved in the set-up of a new employee asking them to make the necessary arrangements. Tasks are: [position title] – order name badge, copier code, laptop, desk, landline and number, staff contact list. Financial Administrator – mobile phone, timesheet and job code. [position title] – passwords, email address, access to drives and computer set-up. [position title] – business cards, e-news. Supervisor – position information/notes, internal contracts, and handover notes. 

		

		



		· Pre-induction: [position title] to email salary, FTE and level information to [position title] for the set-up of [insert programs here].

		

		



		· Pre – induction: email sent to all staff announcing new employee details and start date (see standard email notification).

		

		



		· Pre – induction: HR file to be created

		

		



		· Pre – induction: [position title] to create an induction schedule commencing with [position title] and with contributions from [other people as applicable].

		

		



		· Pre-induction: [position title] to send out induction manual to new employee to be read, signed and brought in on commencement

		

		





		INDUCTION by Human Resources Coordinator to cover

		Position Responsible

		INITIAL 

(Task completed)



		· Completion of employment paperwork, including:


· Contract of employment


· Staff record sheet


· Signed JDF


· Superannuation choice form


· Tax declaration form


· Supply of NES information sheet – Fair Work Act


· Confidentiality and how the documents will be filed and accessed

· Overview of Organisation and structure, including:


· Organisation structure (see diagram)


· Governance structure


· Executive, Management and Supervisors 


· Annual Report

· Corporate Plan


· Staff contact list


· Drive and key folders (no other drives overviewed)


· Policies and Procedures:


· Where are they found?


· Key Policies to be covered:


· Eg Work Life balance


· OH&S


· Evacuation


· Workplace self-assessment checklist


· First Aid and evacuation procedures

		

		





		INDUCTION by Receptionist to cover

		Position Responsible

		INITIAL

 (Task completed)



		Desk/Office


· Desk  


· Cupboard storage 


· Filing cabinet 


· Chair and chair mat 


· Stationery needs

· Phone line

· Photocopier pass codes


· Keys and access to locked cupboards


· Booking procedures for catering, vehicles, rooms


· Location Monitor

		

		





		INDUCTION by Business Services (Finance) to cover

		Position Responsible

		INITIAL 

(Task completed)



		Office access


· Swipe card


· Compound gate key


· Budgets (for relevant staff)


· Procurement procedures and forms


· Reimbursement procedures and forms


· Completing timesheets and HR3


· Superannuation


· Computer/Laptop  or Desktop computer


· Special software requirements


· Workstation accessories


· Monitor 


· Keyboard


· Mouse


· OS&H supports (i.e. back or wrist supports)


· Monitor stand


· Computer lock and key

		

		





		INDUCTION by IT to cover

		Position Responsible

		INITIAL

 (Task completed)



		Information and Communication Technology

· Email address


· Server access 

· Mobile server access (where applicable) 

		

		





		INDUCTION by Executive Support Officer to cover

		Position Responsible

		INITIAL 

(Task completed)



		· The executive structure


· 

		

		





		INDUCTION by Chief Warden

		Position Responsible

		INITIAL 

(Task completed)



		· Emergency Evacuation

		

		





		INDUCTION by PR and Communications Coordinator to cover

		Position Responsible

		INITIAL 

(Task completed)



		Branding/Logos and Communication


· PR and Media Policies and guidelines


· Logo and brand


· Producing media for project deliverables


· Name badge – use of

· Business cards 

· Communications organised about new staff member

		

		





		INDUCTION by Operations (where applicable) to cover

		Position Responsible

		INITIAL 

(Task completed)



		· Committee structure

· Strategy and other key documents


· The Head contract, external contracts, internal contracts


· Current Projects and other handover requirements

· Shared drive


· Project Management procedures


· Structure and reporting lines


· Supervisor roles and responsibilities

		

		





		INDUCTION by Contracts and M&E (where applicable) to cover

		Position Responsible

		INITIAL

 (Task completed)



		· Contract Management


· Reporting


· Variations


· Library


· Project Databases

		

		





		END OF MONTH ONE

		Position Responsible

		INITIAL 

(Task completed)



		· Discuss employee’s perceptions of the first month

*Does the role meet their expectations?


*Any specific training needs?


*Do they have all the correct equipment in working order

		Supervisor

		



		· Work plans are finalised with agreed performance indicators

		Supervisor

		



		· General compliance based training has been undertaken or is organised

		Supervisor

		



		· Discuss performance expectations – progress during probationary period

		Supervisor

		





		END OF MONTH THREE

		Position Responsible

		INITIAL

 (Task completed)



		· Discuss performance based on agreed work plans

		Supervisor

		



		· Develop future work plans with agreed performance indicators

		Supervisor

		



		· Acknowledge successful completion of probationary period (if appropriate)

		HRC

		



		· Assess the induction process – obtain feedback for future improvement

		HRC

		





		APPROVAL Supervisor to complete AND [position title]to complete


Purchase requisition forms to be attached where required



		Signature


(HRC – confirmation all tasks have been completed)

		Date



		Signature


(Employee – confirmation of induction tasks completed)

		Date





Completed form to be filed with employee contract in employee file
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1. INDUCTION POLICY



1.1 The Induction Policy relates to [Insert organisation here] and, where relevant, operates in conjunction with other policies relating to minimum standards of behaviour and conduct, the Contract of Employment or Contract for Services.



2. COMMENCEMENT OF THE INDUCTION POLICY



2.1 This policy will commence from [Insert date here]. It replaces all other Induction policies of [Insert organisation here], if any (whether written or not).



3. SCOPE AND APPLICATION



3.1 The policy applies to all employees, including contract employees, of [Insert  organisation here], collectively referred to as “workplace participants”.



3.2 The policy does not form part of any person’s contract of employment, nor does it form part of any other workplace participant’s contract for services.



4. PURPOSE



4.1 [Insert organisation here] recognises the importance of a work environment which actively promotes continual improvement and realises the importance of induction to assist new workplace participants including staff of other organisations hosted at the [Insert organisation here] office and volunteers to settle into the workplace and to inform new workplace participants about [Insert organisation here] and [Insert organisation here]’s policies.



4.2 The purpose of this policy is to outline the Induction process that all new employees of [Insert organisation here] will participate in on commencement of employment.



5. POLICY PROCEDURES



5.1 THE INDUCTION PROCESS



The Induction process will typically comprise 2 phases. Phase 1 involves completion of relevant paperwork such as payroll details etc. Phase 2 involves a face to face induction session that covers a range of topics about [Insert organisation here].



5.1.1 Phase 1 – Paper Work



Phase 1 of [Insert organisation here]’s induction process involves new workplace participants completing necessary paperwork, to ensure the new workplace participant can be established on [Insert organisation here]’s database.



This phase should occur on the first day of the workplace participant's employment/ engagement.



The paper work includes but is not limited to completing:

(a) an employment declaration form;







(b) employee record card;

(c) details of banking information;

(d) superannuation documentation;

(e) tax file number declaration.



5.1.2 Phase 2 – Induction Session



The second phase of [Insert organisation here]’s induction involves an induction session which is typically conducted by the [insert appropriate position title here] or another staff person who is delegated the role and has the appropriate level of knowledge.



The sessions are run on a needs-basis, however, a new workplace participant will be required to attend an induction session within one (1) week of commencing work with [Insert organisation here] or being hosted in the [Insert organisation here] office.



The induction session will typically cover:

(a) a brief history of [Insert organisation here];

(b) a general outline of [Insert organisation here] and the future directions of the business including an outline of the various units/departments in the organisation;

(c) an explanation of their role and how it relates to other roles within the organisation

(d) overview of the organisational structure including the different “departments” and how they inter-relate.

(e) a training session on EEO, discrimination and harassment in the workplace;

(f) occupational safety and health including the emergency evacuation procedure;

(g) telephone protocol and appropriate use of voicemail;

(h) availability of training;

(i) an outline of [Insert organisation here]’s computer network system;

(j) a general overview of policies with more detail on certain policies of specific relevance to the position they will fill.



At the end of the induction process, new workplace participants are required to sign a form confirming their attendance at the induction session and their understanding of the various issues covered in the induction session.



One week subsequent to the induction process the workplace participant will meet with their supervisor to determine if further induction information is required.



5.2 INTRODUCTION TO STAFF



5.2.1 The new workplace participant’s supervisor or manager is responsible for ensuring the new workplace participant is introduced to other workplace participants.



5.2.2 All employees should aim to make the new workplace participant feel welcome and assist their transition into their new environment.



5.3 INDUCTION INFORMATION KIT



5.3.1. A new workplace participant may be given an induction information kit comprising of:

(a) phone list;

(b) policies of [Insert organisation here];

(c) Staff Code of Conduct

(d) Staff Charter

 (
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(e) [Insert organisation here] Corporate Plan which includes the statement of [Insert organisation here]’s Guiding Principles;

(f) reference guides to applicable computer programs and phone system;

(g) maps/guides to workplace area;

(h) induction evaluation form.



6. BREACHES OF THIS POLICY



6.1 A breach of this policy may lead to disciplinary action including, but not limited to, termination of employment or services.

 (
VARIATIONS
[Insert organisation here]
 reserves the right to vary, replace or terminate this policy from time to time.
)







POLICY VERSION AND REVISION INFORMATION:



		Policy Number:

		



		Policy Title:

		Induction



		Current version:

		



		Policy Authorised by:

		



		Title:

		



		Original issue date:

		



		Policy Maintained by:

		



		



		Approved by:

		



		Approval date:

		



		



		Review date:

		























WORKPLACE PARTICIPANT ACKNOWLEDGEMENT:



I acknowledge:

· receiving the [Insert organisation here] Induction Policy;

· that I must comply with the policy and that there may be disciplinary consequences if I fail to comply, which may result in the termination of my employment or contract for services.





Workplace Participant:



Name:	 	



Signed:	 	



Date:	 	
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Relevance Template Further info

Nominated 
committee 
point of 
contact

Having a single point of contact for 
the committee (not necessarily the 
chair) will make it easier on both 
employees and the committee.

Typically this person would be 
involved in performance reviews etc.

No 
template 
available

Timesheets Capture hours worked and calculate 
leave liabilities.

Also encourage staff to use diaries to 
show where they are allocating their 
time.

Performance 
reviews

Try for more than one meeting a year
– will pick up on performance issues 
sooner.  
1st meeting – set goals for year
2nd meeting – check on progress
3rd meeting – official review

Professional
development

Needs should be identified through 
performance reviews. Development 
ensures that staff are challenged and 
continue to grow and bring new skills 
to the group.

No 
template 
available

Reporting to 
committee

Regular reports to committee will 
show progress towards deliverables.  
Make sure that reports are written 
and submitted in advance.  It’s hard 
to make decisions on something at a 
meeting that you’ve never seen 
before!

Policies and 
procedures

Written rules on how the committee 
expects business to be carried out.  
These can be useful in managing 
performance and ensuring staff have 
clear guidelines.

No 
template 
available

Staff
Management


Reporting template



<INSERT CONTRACT NAME & NUMBER>

Project officer/s:

Committee meeting date:



		Contract milestone/activity

		Contract

amount

		Total

achieved

to date

		Total formally

committed to

date (but not

implemented)

		Planned

activity for

period to

next

meeting

		Due date for

completion of

milestone/activity

		On track to

be completed

by due date?

(Y/N)*

		Comments



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		







*If no, an appropriate course of action (i.e. implement contingency strategy or seek variation) must be described in the comments section	










		

		Performance Appraisal and Professional Development Form



		NAME:

		POSITION: 



		SUPERVISOR: 

		REVIEW DATE: 



		REVIEW PERIOD: 

		DATE OF NEXT REVIEW:





		The [insert organisation here]. recognises that the performance of the organisation is dependent on the performance of the employees and the skills, knowledge and experience that they bring to their roles. 


[insert organisation here] believes that each employee needs a clear understanding of what they are required to do and how their actions play a part in the achievement of the components and strategies that go into creating the corporate plan.


As a result the committee believes that work performance is at its most effective when employees have clearly defined work objectives, goals and milestones to meet.  Additionally opportunities should be identified to develop new skills and knowledge that will benefit both the organisation and the employee.


(excerpt from Professional Development: Performance and Review Policy)





		Summary - Performance and Development Review Process.


2 weeks prior to Performance Appraisal meeting


Step 1: Supervisor emails Personal Development Survey to key internal stakeholders


1 Week prior to Performance Appraisal meeting 

Step 2: Supervisor and staff member obtains a Performance Appraisal and Professional Development Form and current JDF (in MS word format) from the [insert position title here]. Both complete the form separately prior to the meeting. Supervisor uses results of Personal Development Survey to assist with completing form

At the review meeting:


Step 3 Assess performance against key responsibilities and deliverables

Step 4: List solutions for resolving impediments to achieving key responsibilities and deliverables. 

Step 5: Estimate current use of potential and performance

Step 6: Assess current relationships. 

Step 7: Estimate your overall degree of satisfaction.


Step 8: Set date for next review meeting, sign off, and submit for processing and filing.





Step 3: Assess performance against key responsibilities and deliverables as per Job Description Form (JDF)

		Category

		Criteria (add additional rows as necessary)

		Outcomes

		If expectations have not been met, please explain why (are they organisational structural issues or individual issues). Detail solution(s) in table below.



		

		

		Expectations not met

		Expectations met

		Expectations exceeded

		



		Responsibilities (copy all from JDF into column opposite)*

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Deliverables or duties (copy all from JDF into column opposite)*

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





*Any changes to the JDF arising from the Performance Appraisal should be recorded during the Appraisal Meeting using track-changes and then sent to the relevant [insert position title  here] for approval and implementation.

Step 4: List solutions for resolving impediments to achieving key responsibilities and deliverables. These may be new goals related to responsibilities or deliverables, or training/professional development needs.

		Solutions to impediments

		Target completion date



		

		



		

		



		

		



		

		



		

		





Step 5: Estimate your performance and how much of your relevant potential (in percentage terms) you use in your day-to-day activities. For example, to estimate how much of your skill-set is not applied in your day to day work you may determine that [insert organisation here] is not utilising your skills around creative writing, and that this means only 70% of your relevant skills are being used. 

		Measure

		Estimate (%)



		Performance

		



		Potential

		





Step 6: List stakeholders and assess current relationship (Please detail specific people or groups as relevant). Comment on the working relationships. What successes can be highlighted? What problems can be identified and managed?

		Internal Stakeholders

		Committee

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		Contracting

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		Communications

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		Delegated sub-committee 

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		Add or delete stakeholders 

(as relevant)

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		External Stakeholders

		Govt. Agencies

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		NGOs

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		State NRM Office

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		General Community

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		Sub-regional Representatives

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:



		

		Add or delete stakeholders 


(as relevant)

		Relationship:  



		

		

		Successes:



		

		

		Problems & solutions:





Step 7: Estimate your overall degree of satisfaction with your current role (draw an arrow or line at the appropriate level).



Step 8: Comment, sign-off and submission.

		Employee comments (This can include any feedback (positive or negative) that is easiest to convey in written form):





		Supervisor comments (This should include any justification to change salary, justification to retain salary as per current, description of any goals or performance expectations that must be met for a future change in salary):






		Signed: 


(Employee)


Date:

		Signed:


(Supervisor)


Date:



		[insert position title here] to sign confirming they have reviewed the completed form

Signed:

[insert position title here] to sign and date. The document has been received, has been completed and can be processed for filing.

Signed: 

Date:





	Highly satisfied





Highly  unsatisfied	Neutral





















Name:


CASUAL TIMESHEET







		

Day

		

Date

		

Start Time

		

Break

		

Finish Time

		

Total Hours

		

Comments



		Sat

		

		

		

		

		

		



		Sun

		

		

		

		

		

		



		Mon

		

		

		

		

		

		



		Tue

		

		

		

		

		

		



		Wed

		

		

		

		

		

		



		Thu

		

		

		

		

		

		



		Fri

		

		

		

		

		

		



		

		

		









Employee 		Supervisor  	









image1.jpeg




SAMPLE ONLY

PROFESSIONAL DEVELOPMENT – PERFORMANCE AND REVIEW POLICY



1. PROFESSIONAL DEVELOPMENT – PERFORMANCE AND REVIEW POLICY



1.1 The Professional Development – Performance and Review Policy relates to [Insert organisation here] and, where relevant, operates in conjunction with other policies relating to minimum standards of behaviour and conduct, the Contract of Employment or Contract for Services.



2. COMMENCEMENT OF THE PERFORMANCE AND REVIEW POLICY



2.1 This policy will commence from [Insert date here]. It replaces all Professional Development – Performance and Review policies of [Insert organisation here], if any (whether written or not).



3. SCOPE AND APPLICATION



3.1 The policy applies to all employees, including contract employees, of [Insert  organisation here], collectively referred to as “workplace participants”.



3.2 The policy does not form part of any person’s contract of employment, nor does it form part of any other workplace participant’s contract for services.



4. DEFINITIONS



4.1 A Performance and Development Review process and supporting documentation have been developed as tools to support this policy and to give supervisors and employees a framework within which they can review performance, set goals and develop skills and knowledge, in a fair, consistent and co-operative manner.



4.2 The Performance and Development Review process aims to ensure that:

i. the employee has a JDF that is current and that clearly details the role responsibilities, duties and outputs that can then be used as the basis for setting goals and for performance planning;

ii. all employees have clearly understood, realistic and measureable goals and objectives in the form of a workplan and that these align to the organisation’s corporate plan;

iii. all employees receive the appropriate feedback, guidance and support they need to carry out their roles;

iv. all employees participate in at least one formal Performance and Development Review process each year;

v. employee performance is assessed and an opportunity for further development is given on a regular basis; and

vi. employee contributions and achievements are recognised and celebrated.



4.3 Compliance with the policy and with its supporting standards, practices, procedures and guidelines are a requirement of all employees of [Insert organisation here]. While undertaking the Performance and Development Review process all employees are required to behave in a professional manner conducive with [Insert organisation here] codes of conduct.



 (
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5. PURPOSE



5.1 [Insert organisation here] recognises the importance of a work environment which actively promotes continual improvement.



5.2 	The Management Committee of [Insert organisation here] recognises that the performance of the organisation is dependent on the performance of the employees and the skills, knowledge and experience that they bring to their roles.



5.3 [Insert organisation here] believes that each employee needs a clear understanding of what they are required to do and how their actions play a part in the achievement of the components and strategies that go into creating the corporate plan.



5.4 The committee believes that work performance is at its most effective when employees have clearly defined work objectives, goals and milestones to meet. Additionally opportunities should be identified to develop new skills and knowledge that will benefit both the organisation and the employee. The committee is also committed to ensuring that employee contributions and achievements are recognised and valued.



5.5 Formal and informal feedback is to be encouraged so as to build a culture of openness and support within which goals can be set and achieved. The organisation and the employees can then cooperatively strive to maintain the high standards that our stakeholders expect of us.



6. POLICY REQUIREMENTS AND PROCEDURES



6.1 Requirements



To ensure that the Performance and Development Review process is fair for the organisation, supervisor and employee the following principles are to be applied.



6.1.1 All employees will participate in a formal Performance and Development Review meeting at least once per year at a period of the year deemed appropriate by the HR coordinator or supervisor or by the request of the employee.



6.1.2 The time and date on which the review meeting will occur will be negotiated and agreed upon by the supervisor and employee.



6.1.3 Employees will be provided with reasonable time to prepare for the Performance and Development Review meeting.



6.1.4 The meeting will be conducted for the purpose of reviewing the role and the related JDF, reviewing and evaluating objectives, goals and milestones, clarifying expectations, identifying development opportunities and setting new objectives, goals and milestones.



6.1.5 Employees will be provided with the opportunity to receive feedback and engage in discussions about performance and development on a regular basis.

 (
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6.1.5 Information discussed during the Performance and Development Review processes will remain confidential between the supervisor and employee, unless there is a requirement for it to be provided to another person with a legitimate need to know.



6.1.7 The performance review will be based on a valid and objective assessment of performance against agreed work objectives, goals and milestones.



6.1.8 Performance and Development Review forms, notes and records will be stored in the employee’s personal HR file in a secure and confidential manner.



6.1.9 If a dispute arises during the Performance and Development Review process the supervisor and employee will attempt to resolve it between themselves in the first instance. If this cannot occur then the [insert appropriate position title here] will attempt to mediate a resolution and if this is not successful then the procedure detailed in the relevant grievance policy will be followed.



To ensure that the Performance and Development Review process is effective all employees have a role to play in establishing the appropriate performance, feedback and goal setting culture. The following responsibilities have been set for all employees to follow to ensure the success of the process.



6.1.10 The Management Committee are responsible for:

i. Leading the development of an organisational culture consistent with performance review and development, continuous improvement and valuing employee achievements and contributions.

ii. The modeling of high standards in all areas of leading and managing people.

iii. Ensuring that an effective Performance Review and Development System is developed and implemented.

iv. Ensuring that performance review and development is conducted in a fair and respectful way.

v. Acting on recommendations in a fair, compliant, consistent and timely manner. Especially in regard to recommendations relating to the employees tenure, level and salary.

vi. Demonstrating commitment to the process by participating in it.

vii. Ensuring that all employees are provided with adequate support and training in performance review and development.

viii. Ensuring that employees are familiar with the policy.

ix. Development and implementation of relevant procedures to support the implementation of this policy.

x. Monitoring compliance with the policy within their teams and/or areas of responsibility.

xi. Monitoring and reporting any costs associated with the administration of this policy and procedures within their teams and/or areas of responsibility.



6.1.11 Supervisors are responsible for:

i. Supporting a workplace culture that provides regular feedback, performance development and continuous improvement.

ii. Ensuring that each employee for whom they are responsible has a current workplan and/or Performance and Goal Planning Form or equivalent.







iii. Establishing work objectives, goals and milestones in consultation with employees for whom they are responsible.

iv. Conducting a formal Performance and Development Review process for each employee for whom they are responsible at least once per year.

v. Conducting Performance and Development Review activities in a fair and respectful manner.

vi. Following through on all agreed outcomes or actions arising from the Performance and Development Review process.

vii. Making recommendations to the business services manager and senior management team on any changes to the level or salary of the employee.

viii. Providing regular informal feedback and opportunities for the employee to seek feedback or update their workplan or Performance and Goal Planning Form.

ix. Undertaking all supervisory and leadership tasks in a professional and conscientious manner.

x. Ensuring that employees are provided with the level of resources needed to undertake their role and achieve their objectives, goals and milestones.

xi. Attending training to be able to undertake a formal or informal Performance and Development Review process.

xii. Managing under-performance in a fair and timely manner.

xiii. Ensuring that all documentation is forwarded to the [Insert appropriate position title here] for filing.



6.1.12 All Employees are responsible for:

i. Undertaking work in a professional and conscientious manner consistent with their role requirements, JDF, workplan and/or Performance and Goal Planning Form.

ii. Participating in the process co-operatively and in good faith.

iii. Being receptive to feedback.

iv. Demonstrating commitment to their own development with completion of planned activities.

v. Taking a proactive approach to the clarification of work objectives and standards of performance.

vi. Raising issues that impact on performance and identifying changes to work practices that may be required and taking a solution focused approach to problems, impediments or barriers to performance.

vii. Maintaining confidentiality.



6.2 Procedures



6.2.1 Performance and Development Review is a process based on open dialogue and is supported by the use of the Performance and Development Review form. The process follows a series of steps that have been designed to lead the supervisor and employee through a series of discussions that will result in clear and measureable objectives, goals and milestones being set. The process will also uncover any changes or amendments that need to be applied to the role JDF as well as the identification of training and development needs. The receiving and giving of feedback is also an integral part of the process and an important cultural feature that the committee want to see develop.







6.2.2 The Performance and Development Review form can be summarised into the following 9 steps which will lead to objectives, goals and milestones being discussed, set and reviewed at a later stage.



1 Week prior to formal review meeting (Step 1):

i. The [Insert appropriate position title here] will send a reminder email to the supervisor and the employee with the current role Job Description Form (JDF), or duty statement, and a copy of a blank Performance Development and Review Form attached.

ii. The employee is to review the JDF prior to the meeting.

iii. The employee and supervisor are to obtain a copy of the Performance Objectives set at the last review meeting (if applicable).



At the review meeting:

i. Step 2: Review the JDF and together make amendments where applicable,

ii. Step 3: Assess employees performance against duties listed in the JDF,

iii. Step 4: Identify, assess and discuss key internal and external stakeholders,

iv. Step 5: Set performance objectives, goals and milestones,

v. Step 6: Discuss contributions to the objectives of the organisations corporate plan.

vi. Step 7: Review and identify training and development activities and needs.

vii. Step 8: Confirm and sign the completed review form and set a date for next review meeting. Make recommendations to [Insert appropriate position title here] relating to level or salary changes.

viii. Step 9: Submit the form to the [Insert appropriate position title here] for processing and filing.



6.2.3 Recommendations and changes to levels and salary – an outcome of the Performance and Development Review process may be a recommendation by the supervisor for the employee’s level or salary to be changed. The criteria against which merit based and performance based salary increases and level increases will be assessed are (note the following criteria are separate from annual CPI related increases):

i. The designation and the JDF of the role will dictate the levels and salary ranges within which the role can be remunerated.

ii. Length of tenure in a role can be considered as part of a reason for an increase in level and salary however will not automatically lead to an increase without meeting other criteria. Length of tenure can be considered on a 12 monthly interval and no earlier. Once a role reaches the top of the range for a level and salary the limit of remuneration has been reached (excluding CPI increases).

iii. In the first instance merit and performance linked increases will be assessed against a minimum of meeting all set milestones, goals and duties over a period of not less than 6 months. In addition evidence show that a majority of these milestones, goals and duties were exceeded, and/or higher duties were undertaken, and/or additional responsibilities were managed and/or contributions or value was added in some other way over an extended period of time. Once a role reaches the top of the range for a level and salary the limit of remuneration has been reached (excluding CPI increases).

iv. Recommendations where high performance has occurred but issues related to discipline or code of conduct breaches have been identified or raised will need to be investigated on a case-by-case basis.







v. The salary and level ranges may be determined by funding arrangements and limitations imposed by third party contracts.



7. ISSUES FOR MANAGERS AND SUPERVISORS



7.1  (
7.2   Discipline 
– If, during the Performance and Development Review process, it is deemed that   that an employee’s performance, conduct or behavior warrants disciplinary action then the guidelines and procedures detailed in the organisation’s relevant pe
rformance and misconduct policy are to be
 
followed.
8.
BREACHES OF THIS
 
POLICY
8.1
A breach of this policy may lead to disciplinary action including, but not limited to, termination of employment or
 
services.
VARIATIONS
[Insert organisation here]
 reser
ves the right to vary, replace or terminate this policy from time to time.
)Disputes and grievances - arising from the Performance and Development Review process will, in the first instance, be discussed and resolved between the supervisor and employee. If this does not result in a satisfactory resolution then the [Insert appropriate position title here] and or the Chair will mediate the issues and failing a successful resolution at that stage the procedures outlined in the organisation’s relevant grievance policy are to be followed.







POLICY VERSION AND REVISION INFORMATION:



		Policy Number:

		



		Policy Title:

		Professional Development – Performance and Review



		Current version:

		



		Policy Authorised by:

		



		Title:

		



		Original issue date:

		



		Policy Maintained by:

		



		



		Approved by:

		



		Approval date:

		



		



		Review date:

		























WORKPLACE PARTICIPANT ACKNOWLEDGEMENT:



I acknowledge:

· receiving the [Insert organisation here] Professional Development – Performance and Review Policy;
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Performance Reviews



Performance reviews are a daunting time for both staff and management. But they don’t have to be! They represent a great opportunity to have a frank and open discussion and provide a framework for keeping employees focussed.



Who should do a performance review? If you have an executive officer, then they should do the performance reviews for all other staff members. The performance review for the executive officer should then be conducted by the chair or their nominated proxy.



What format should a performance review take? Well, for starters, having a meeting once a year isn’t the best way to make the most of the opportunities that a performance review provides. Ideally, a performance review would be a series of three meetings throughout the year.





		Stage

		Details



		1st meeting

		Set performance goals for the year. These goals will need to link to your constitution or

strategy and can be as simple or as complex as you require. Just remember that they will need to be achievable!

Two key questions could be:

What do you expect the staff member to achieve over the next 12 months? What skills or professional development is needed to achieve this?

Make sure you get agreement on the goals and outline the process forward. When are you next going to meet?



Ideally this meeting should take place close to the start of your financial year, but can be altered to a time that suits both the group and the staff member.



		2nd meeting

		Check in meeting about progress towards goals – this could take place anywhere between 4 and 7 months after the 1st meeting.

Get an update on progress, any barriers, any remedial actions required, etc.

This meeting should be fairly informal.



		3rd meeting

		Performance review - review performance against goals set in the initial meeting.

When you get to the performance review meeting you should:

· ask the employee to rate their progress towards the goals

· rate the employee’s progress towards the goals (a kind of report card). Provide this in writing to the employee. Make sure you back up any positives or negatives with examples.

· Don’t sugar coat anything. You’re not doing any one any favours.

· Note and file any employee comments and then ensure that the final version goes on file.

· Encourage your staff to rate the group’s performance, where can the group improve and what support may be required.







What we have suggested is an ideal process, which may or may not be achievable for your group. It is important that the goal setting process takes place as it gives a solid framework on which the employee will be assessed during the performance review. It ensures that expectations are clear and understood. There’s nothing worse than getting in to a performance review as an employee and find that the goals have shifted without you knowing!



There are a lot of online resources that may be useful. Harvard Business Review has an interesting article that is worth reading prior to conducting a performance review (http://blogs.hbr.org/2011/11/delivering-an-effective-perfor/).





It is important to keep in mind that the performance review process isn’t just about addressing issues, it also shows that the employee’s work is valid and appreciated





During a review you will need to be specific. What exactly was good? What exactly needs improvement? Why? If there are areas where an employee is under performing, ask why. Then keeping asking questions until you get to the cause. Once that cause is identified then you can together look at ways to address the underlying cause.



Another important aspect of the performance review is that it is an opportunity for your staff to request an improvement in their work conditions such as requesting a pay rise or other appropriate compensations for good performance or any increases in responsibility.	It’s best not to have these discussions in a public manner (I.e. at a committee meeting) with your staff present and any judgements should be done by the chair or the delegated member privately. You should allow time for your staff to consider their right to reply if they are not satisfied with any decisions.



It is important to keep copies of any documentation generated during the review. This should include main discussion points and any agreed actions. The record of discussion should be reviewed by both staff member and reviewer, corrections or changes made, and a final version signed by both parties. The record is kept on a confidential personnel file with access limited to the staff member, the reviewer and the person the staff member is responsible to (if not the reviewer) unless both agree to another person having access. The record is available for use as a reference for the implementation of the agreed actions and for consideration at the next review.







Take home message:



Our biggest advice is that if someone isn’t doing something well, don’t wait until the end of year performance review to tell them! Pull them aside as soon as the issue is identified and set them on the right path as soon as possible.
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PROFESSIONAL DEVELOPMENT – PERFORMANCE AND REVIEW POLICY



1. PROFESSIONAL DEVELOPMENT – PERFORMANCE AND REVIEW POLICY



1.1 The Professional Development – Performance and Review Policy relates to [Insert organisation here] and, where relevant, operates in conjunction with other policies relating to minimum standards of behaviour and conduct, the Contract of Employment or Contract for Services.



2. COMMENCEMENT OF THE PERFORMANCE AND REVIEW POLICY



2.1 This policy will commence from [Insert date here]. It replaces all Professional Development – Performance and Review policies of [Insert organisation here], if any (whether written or not).



3. SCOPE AND APPLICATION



3.1 The policy applies to all employees, including contract employees, of [Insert  organisation here], collectively referred to as “workplace participants”.



3.2 The policy does not form part of any person’s contract of employment, nor does it form part of any other workplace participant’s contract for services.



4. DEFINITIONS



4.1 A Performance and Development Review process and supporting documentation have been developed as tools to support this policy and to give supervisors and employees a framework within which they can review performance, set goals and develop skills and knowledge, in a fair, consistent and co-operative manner.



4.2 The Performance and Development Review process aims to ensure that:

i. the employee has a JDF that is current and that clearly details the role responsibilities, duties and outputs that can then be used as the basis for setting goals and for performance planning;

ii. all employees have clearly understood, realistic and measureable goals and objectives in the form of a workplan and that these align to the organisation’s corporate plan;

iii. all employees receive the appropriate feedback, guidance and support they need to carry out their roles;

iv. all employees participate in at least one formal Performance and Development Review process each year;

v. employee performance is assessed and an opportunity for further development is given on a regular basis; and

vi. employee contributions and achievements are recognised and celebrated.



4.3 Compliance with the policy and with its supporting standards, practices, procedures and guidelines are a requirement of all employees of [Insert organisation here]. While undertaking the Performance and Development Review process all employees are required to behave in a professional manner conducive with [Insert organisation here] codes of conduct.
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5. PURPOSE



5.1 [Insert organisation here] recognises the importance of a work environment which actively promotes continual improvement.



5.2 	The Management Committee of [Insert organisation here] recognises that the performance of the organisation is dependent on the performance of the employees and the skills, knowledge and experience that they bring to their roles.



5.3 [Insert organisation here] believes that each employee needs a clear understanding of what they are required to do and how their actions play a part in the achievement of the components and strategies that go into creating the corporate plan.



5.4 The committee believes that work performance is at its most effective when employees have clearly defined work objectives, goals and milestones to meet. Additionally opportunities should be identified to develop new skills and knowledge that will benefit both the organisation and the employee. The committee is also committed to ensuring that employee contributions and achievements are recognised and valued.



5.5 Formal and informal feedback is to be encouraged so as to build a culture of openness and support within which goals can be set and achieved. The organisation and the employees can then cooperatively strive to maintain the high standards that our stakeholders expect of us.



6. POLICY REQUIREMENTS AND PROCEDURES



6.1 Requirements



To ensure that the Performance and Development Review process is fair for the organisation, supervisor and employee the following principles are to be applied.



6.1.1 All employees will participate in a formal Performance and Development Review meeting at least once per year at a period of the year deemed appropriate by the HR coordinator or supervisor or by the request of the employee.



6.1.2 The time and date on which the review meeting will occur will be negotiated and agreed upon by the supervisor and employee.



6.1.3 Employees will be provided with reasonable time to prepare for the Performance and Development Review meeting.



6.1.4 The meeting will be conducted for the purpose of reviewing the role and the related JDF, reviewing and evaluating objectives, goals and milestones, clarifying expectations, identifying development opportunities and setting new objectives, goals and milestones.



6.1.5 Employees will be provided with the opportunity to receive feedback and engage in discussions about performance and development on a regular basis.
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6.1.5 Information discussed during the Performance and Development Review processes will remain confidential between the supervisor and employee, unless there is a requirement for it to be provided to another person with a legitimate need to know.



6.1.7 The performance review will be based on a valid and objective assessment of performance against agreed work objectives, goals and milestones.



6.1.8 Performance and Development Review forms, notes and records will be stored in the employee’s personal HR file in a secure and confidential manner.



6.1.9 If a dispute arises during the Performance and Development Review process the supervisor and employee will attempt to resolve it between themselves in the first instance. If this cannot occur then the [insert appropriate position title here] will attempt to mediate a resolution and if this is not successful then the procedure detailed in the relevant grievance policy will be followed.



To ensure that the Performance and Development Review process is effective all employees have a role to play in establishing the appropriate performance, feedback and goal setting culture. The following responsibilities have been set for all employees to follow to ensure the success of the process.



6.1.10 The Management Committee are responsible for:

i. Leading the development of an organisational culture consistent with performance review and development, continuous improvement and valuing employee achievements and contributions.

ii. The modeling of high standards in all areas of leading and managing people.

iii. Ensuring that an effective Performance Review and Development System is developed and implemented.

iv. Ensuring that performance review and development is conducted in a fair and respectful way.

v. Acting on recommendations in a fair, compliant, consistent and timely manner. Especially in regard to recommendations relating to the employees tenure, level and salary.

vi. Demonstrating commitment to the process by participating in it.

vii. Ensuring that all employees are provided with adequate support and training in performance review and development.

viii. Ensuring that employees are familiar with the policy.

ix. Development and implementation of relevant procedures to support the implementation of this policy.

x. Monitoring compliance with the policy within their teams and/or areas of responsibility.

xi. Monitoring and reporting any costs associated with the administration of this policy and procedures within their teams and/or areas of responsibility.



6.1.11 Supervisors are responsible for:

i. Supporting a workplace culture that provides regular feedback, performance development and continuous improvement.

ii. Ensuring that each employee for whom they are responsible has a current workplan and/or Performance and Goal Planning Form or equivalent.







iii. Establishing work objectives, goals and milestones in consultation with employees for whom they are responsible.

iv. Conducting a formal Performance and Development Review process for each employee for whom they are responsible at least once per year.

v. Conducting Performance and Development Review activities in a fair and respectful manner.

vi. Following through on all agreed outcomes or actions arising from the Performance and Development Review process.

vii. Making recommendations to the business services manager and senior management team on any changes to the level or salary of the employee.

viii. Providing regular informal feedback and opportunities for the employee to seek feedback or update their workplan or Performance and Goal Planning Form.

ix. Undertaking all supervisory and leadership tasks in a professional and conscientious manner.

x. Ensuring that employees are provided with the level of resources needed to undertake their role and achieve their objectives, goals and milestones.

xi. Attending training to be able to undertake a formal or informal Performance and Development Review process.

xii. Managing under-performance in a fair and timely manner.

xiii. Ensuring that all documentation is forwarded to the [Insert appropriate position title here] for filing.



6.1.12 All Employees are responsible for:

i. Undertaking work in a professional and conscientious manner consistent with their role requirements, JDF, workplan and/or Performance and Goal Planning Form.

ii. Participating in the process co-operatively and in good faith.

iii. Being receptive to feedback.

iv. Demonstrating commitment to their own development with completion of planned activities.

v. Taking a proactive approach to the clarification of work objectives and standards of performance.

vi. Raising issues that impact on performance and identifying changes to work practices that may be required and taking a solution focused approach to problems, impediments or barriers to performance.

vii. Maintaining confidentiality.



6.2 Procedures



6.2.1 Performance and Development Review is a process based on open dialogue and is supported by the use of the Performance and Development Review form. The process follows a series of steps that have been designed to lead the supervisor and employee through a series of discussions that will result in clear and measureable objectives, goals and milestones being set. The process will also uncover any changes or amendments that need to be applied to the role JDF as well as the identification of training and development needs. The receiving and giving of feedback is also an integral part of the process and an important cultural feature that the committee want to see develop.







6.2.2 The Performance and Development Review form can be summarised into the following 9 steps which will lead to objectives, goals and milestones being discussed, set and reviewed at a later stage.



1 Week prior to formal review meeting (Step 1):

i. The [Insert appropriate position title here] will send a reminder email to the supervisor and the employee with the current role Job Description Form (JDF), or duty statement, and a copy of a blank Performance Development and Review Form attached.

ii. The employee is to review the JDF prior to the meeting.

iii. The employee and supervisor are to obtain a copy of the Performance Objectives set at the last review meeting (if applicable).



At the review meeting:

i. Step 2: Review the JDF and together make amendments where applicable,

ii. Step 3: Assess employees performance against duties listed in the JDF,

iii. Step 4: Identify, assess and discuss key internal and external stakeholders,

iv. Step 5: Set performance objectives, goals and milestones,

v. Step 6: Discuss contributions to the objectives of the organisations corporate plan.

vi. Step 7: Review and identify training and development activities and needs.

vii. Step 8: Confirm and sign the completed review form and set a date for next review meeting. Make recommendations to [Insert appropriate position title here] relating to level or salary changes.

viii. Step 9: Submit the form to the [Insert appropriate position title here] for processing and filing.



6.2.3 Recommendations and changes to levels and salary – an outcome of the Performance and Development Review process may be a recommendation by the supervisor for the employee’s level or salary to be changed. The criteria against which merit based and performance based salary increases and level increases will be assessed are (note the following criteria are separate from annual CPI related increases):

i. The designation and the JDF of the role will dictate the levels and salary ranges within which the role can be remunerated.

ii. Length of tenure in a role can be considered as part of a reason for an increase in level and salary however will not automatically lead to an increase without meeting other criteria. Length of tenure can be considered on a 12 monthly interval and no earlier. Once a role reaches the top of the range for a level and salary the limit of remuneration has been reached (excluding CPI increases).

iii. In the first instance merit and performance linked increases will be assessed against a minimum of meeting all set milestones, goals and duties over a period of not less than 6 months. In addition evidence show that a majority of these milestones, goals and duties were exceeded, and/or higher duties were undertaken, and/or additional responsibilities were managed and/or contributions or value was added in some other way over an extended period of time. Once a role reaches the top of the range for a level and salary the limit of remuneration has been reached (excluding CPI increases).

iv. Recommendations where high performance has occurred but issues related to discipline or code of conduct breaches have been identified or raised will need to be investigated on a case-by-case basis.







v. The salary and level ranges may be determined by funding arrangements and limitations imposed by third party contracts.



7. ISSUES FOR MANAGERS AND SUPERVISORS



7.1  (
7.2   Discipline 
– If, during the Performance and Development Review process, it is deemed that   that an employee’s performance, conduct or behavior warrants disciplinary action then the guidelines and procedures detailed in the organisation’s relevant pe
rformance and misconduct policy are to be
 
followed.
8.
BREACHES OF THIS
 
POLICY
8.1
A breach of this policy may lead to disciplinary action including, but not limited to, termination of employment or
 
services.
VARIATIONS
[Insert organisation here]
 reser
ves the right to vary, replace or terminate this policy from time to time.
)Disputes and grievances - arising from the Performance and Development Review process will, in the first instance, be discussed and resolved between the supervisor and employee. If this does not result in a satisfactory resolution then the [Insert appropriate position title here] and or the Chair will mediate the issues and failing a successful resolution at that stage the procedures outlined in the organisation’s relevant grievance policy are to be followed.
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WORK/LIFE BALANCE POLICY

1. WORK/LIFE BALANCE POLICY



1.1 The Work/Life Balance Policy relates to [Insert organisation here] and, where relevant, operates in conjunction with other policies relating to minimum standards of behaviour and conduct, the Contract of Employment or Contract for Services.



2. COMMENCEMENT OF THE WORK/LIFE BALANCE POLICY



2.1 This policy will commence from [Insert date here]. It replaces all Work/Life Balance policies of [Insert organisation here], if any (whether written or not).



3. SCOPE AND APPLICATION



3.1 The policy applies to all employees, including contract employees, of [Insert  organisation here], collectively referred to as “workplace participants”.



3.2 The policy does not form part of any person’s contract of employment, nor does it form part of any other workplace participant’s contract for services.



4. DEFINITIONS



4.1 The policy incorporates the statutory requirements of the National Employment Standards 2010 (NES) and existing [Insert organisation here] flexible work practices and conditions of employment. Additionally, [Insert organisation here] provides paid Parental Leave and introduces the practice of core working hours.



4.2 Eligibility to the conditions and entitlements as described in this document will be determined by and reflected in the terms and conditions of all full time, part time and casual employment contracts issued by [Insert organisation here].



4.3 Immediate family member - is a spouse, de facto partner, child, parent, grandparent, grandchild, sibling, or a child, parent, grandparent, grandchild or sibling of the employee's spouse or de facto partner.



4.4 Household member – is a person who has lived at the same residence as the staff person for a period of six (6) months.



5. PURPOSE



5.1 [Insert organisation here] recognises the importance of a work environment which actively promotes continual improvement.



5.2 The purpose of this policy reflects [Insert organisation here]’s commitment to creating a flexible working environment for employees and to promoting a positive and cohesive workplace culture. We also aim to become an attractive organisation to work for; a potential ‘employer of choice.’
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6. POLICY CONDITIONS AND PROCEDURES



The following conditions and procedures apply to the Work/Life Balance Policy.



6.1 Work/Life Balance



[Insert organisation here] aims to develop and implement programs, practices and initiatives within the workplace, which in conjunction with the statutory entitlements of employment, will enable an employee to balance the needs of their personal lives with the needs of the workplace.



6.2 Flexible Work Practices



Following is a list of current practices that relate to how, where and when work is done. For the purposes of this policy it is assumed that the following listed flexible work practices would not be detrimental to the organisation’s needs nor impact unduly the work function and effectiveness of other employees. Such practices include:

(i) Time-in-Lieu: hours worked in addition to an employee’s normal hours of work and which are redeemed as time off rather than paid overtime.

(ii) Flexible Working Fortnight: flexible arrangements to allow full time employees to work a standard 10-day fortnight (7hr 36 min day) in a condensed 9-day fortnight (8hr 26min day) with the tenth (10th) day a nominated non-work day.

(iii) Flexible work: in accordance with the NES an employee may request in writing that specific flexible work arrangements affecting the days, hours, patterns or location of work be adopted.

(iv) Negotiated Working from Home: may be requested in writing to undertake working from home for short periods of time to be approved by a manager and to be in accordance with the Working from Home Policy.

(v) Part Time Work: working an agreed fixed number of hours per week that is less than the ordinary weekly hours worked by a full time staff member in the same role or classification.



6.3 Hours of Work



a) The maximum ordinary hours of work per week for a full time employee is 38 hours per week, denoted as 1FTE (full time equivalent). The ordinary hours of a part time employee will be a lesser amount which will be determined as a percentage of the full time equivalent, i.e .6FTE is equivalent to .6 x 38hrs = 22hrs 48 mins per week.



b) The total hours that a [Insert organisation here] employee is expected to work is detailed in their contract. The time that the employee arrives and leaves work each day is flexible but it is expected that employees are available during the core working hours.:



[Insert organisation here] has core working hours of 9.30am to 4.00pm Monday to Thursday and	9.30am to 3.00pm Friday.



c) The needs of the organisation sometimes require an employee to work additional hours to the maximum ordinary hours. These hours are to be reasonable, to be pre-approved by a

 (
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supervisor, and any additional hours that are accrued are to be accrued and acquitted in line with the time-in-lieu section 6.10 of this policy.



6.4 Annual Leave



a) A full time employee is entitled to four (4) weeks annual leave a year which accrues progressively during a year of service and accumulates year to year. A part time employee is entitled to the relevant pro-rata equivalent of the four (4) week entitlement. A casual employee is not entitled to annual leave.



b) An employee must request annual leave by applying in writing and in advance of the leave period to their supervisor using the appropriate leave form. In most cases requests will be granted but a request may be refused on business grounds or if the employee does not have enough accumulated leave. The standard payslips issued (electronically) on a fortnightly basis detail how much accumulated leave an employee has available, alternatively the [Insert appropriate position title here] in charge of payroll can supply this information where  required. An employee may be granted a leave request that results in the employee having a negative annual leave balance as long as the negative balance does not exceed two (2) days. The employee will not be granted annual leave again until the balance returns to the positive.



c) Annual leave is paid at the employee’s base rate of pay and no leave loading applies. Accrued annual leave entitlements are paid out in full along with an employee’s final pay at the termination or cessation of the employment contract. If an employee has accrued annual leave balance of more than 4 weeks they can make a request in writing for a portion of the leave to be cashed out. Such requests will be considered on a case by case basis and conditions apply.



d) [Insert organisation here] believes in actively encouraging employees to access their annual leave entitlements to take regular leave to enjoy a break from work. A procedure has been put in place for [Insert appropriate position title here] to send a prompting email to an employee and their supervisor if their accrued annual leave entitlement exceeds 160 hours. The email asks the employee in conjunction with their supervisor to come up with a plan to take some of the leave and to reduce the accrued total to a level below 160 hours.



6.5 Personal Leave



a) Personal leave is the term used to refer to the leave entitlements previously known as sick leave and/or carer’s leave. A full time employee is entitled to ten (10) days of paid personal leave a year which accrues progressively during a year of service and accumulates year to year. A part time employee is entitled to the relevant pro-rata equivalent of the 10 day entitlement. A casual employee is not entitled to paid personal leave but may be entitled to unpaid personal leave.



b) To qualify for carer’s leave you must be the primary person responsible for the care of an immediate family member. An immediate family member is a spouse, de facto partner, child, parent, grandparent, grandchild, sibling, or a child, parent, grandparent, grandchild or sibling of the employee's spouse or de facto partner.



c) Full-time and part time employees who have exhausted their paid parental leave entitlements may access unpaid parental leave at up to two (2) days per occasion.



d) Personal leave is generally needed without warning for a personal injury or illness and the employee is often unable to apply for the leave in advance. When taking personal leave an







employee is required to contact their supervisor or reception at the earliest possible opportunity letting them know that they are unable to work and when they are likely to  return. The onus is on the employee to ensure the relevant staff member has been notified of their absence. Once the employee has returned to work they are required to submit the appropriate leave form immediately.



e) Personal leave in excess of two (2) days requires a medical certificate to be submitted along with the leave form. A certificate is required when taking the leave for personal illness or when caring for an unwell dependent. Failure to submit a medical certificate can result in  the request to access personal leave being refused.



f) Accrued personal leave entitlements are not paid out at termination or cessation of an employment contract.



6.6 Unpaid Parental Leave



A full time or part time pregnant employee and adoptive parents are entitled to take up to 52 weeks of combined unpaid and paid parental leave after twelve (12) months (52 weeks) of continuous service prior to the date of birth or date of placement of the child. A long term casual employee can qualify for the unpaid parental leave entitlement if they have been employed for at least twelve (12) months on a regular and systematic basis and there must be an expectation of ongoing funding or employment.

(i) A pregnant employee must apply in writing for parental leave at least 10 weeks prior to the preferred commencement date of the leave. (The notice period is required in case a maternity leave contract needs to be filled).

(ii) The twelve (12) months of parental leave must be taken as a single continuous period. For pregnant employees it can start up to 6 weeks prior to the birth, for all other employees it may only start from the date of birth or placement of the child.

(iii) If a pregnant employee wishes to work in the last 6 weeks prior to the birth of the child they must provide a medical certificate stating that they are fit to work and whether they have any restrictions on the duties they can perform.

(iv) The entitlement of a guaranteed return to work in the previous position or one with equivalent status is dependent on the ongoing funding of the position. If a position ceases to be funded during the period of unpaid parental leave the employee must be consulted and any change to the entitlement must be done so in writing.

(v) Any unused portion of parental leave cannot be preserved to be used at a later date.

(vi) In the event that the birth, or adoption, were to result something other than the arrival of a living child, the employee shall be entitled to a period of paid personal leave or unpaid leave for a period certified as necessary by a registered medical practitioner. Leave under this circumstance cannot be taken concurrently with paid Parental Leave.

(vii) Where a pregnant employee not on paid Parental Leave suffers an illness related to the pregnancy or is required to undergo a pregnancy related medical procedure, the employee may take any paid sick leave to which they are entitled or unpaid leave for a period as certified necessary by a registered medical practitioner.

(viii) The employee should provide at the appropriate time, four (4) weeks written notice of their planned return to work date.







6.7 Paid Parental Leave



A full time or part time (non-casual) employee can access paid parental leave after 52 weeks of continuous service:

(i) A full time employee who is the bearer of a newborn or the primary carer of an adopted child can access fourteen (14) weeks full pay or twenty eight (28) weeks half pay (pro- rata equivalent for part time employees). The paid component of parental leave is taken in conjunction with the fifty two (52) weeks unpaid parental leave and must be taken at the commencement of this period of leave (i.e. fourteen (14) weeks paid parental leave followed by thirty eight (38) weeks unpaid parental leave = fifty two (52) weeks parental leave).

(ii) Two (2) weeks paid leave for a full time employee or pro-rata for part time employee who is the partner of the child bearer of a new born child or the partner of the primary carer of an adopted child. Paid parental leave for the partner must be taken after the birth of the child and not before and must be applied for in writing using the leave form process.

(iii) If you wish to take parental leave you must provide [Insert organisation here] with a certificate from your doctor or your partner’s doctor stating that you or your partner is pregnant and the expected date of birth.



6.8 Cultural, Religious or Compassionate Leave



(i) An entitlement of up to three (3) days paid leave per year (non-accumulative) for attending to or dealing with essential cultural or religious matters is available to full time and part time employees. The three (3) days of leave can be taken as a block (together) or separately but is limited to a maximum of three (3) days per calendar year. This entitlement is not available to casual employees.



(ii) Compassionate leave is an entitlement that can be taken when an immediate family member or household member gets a life-threatening injury, or illness, or dies. An entitlement of three (3) days paid compassionate leave per occasion is available to full time and part time employees. If more than three (3) days is required per occasion then the additional days must be taken as annual leave or LWOP. A casual employee is entitled to three (3) days unpaid compassionate leave per occasion.



6.9 Community Service Leave



Community service leave is an entitlement of leave for attendance at jury duty and voluntary service to a recognised emergency management body or as a Reserve member of the Australian Defence Force.



(i) Jury duty leave is available to all employees for up to ten (10) days. Full-time and part time employees are entitled to ten (10) days of paid leave where the employee must provide evidence of the request for jury service attendance and evidence of any jury service pay received. Casual employees are entitled to ten (10) days of unpaid leave and must also provide evidence of the request for jury service attendance.



(ii) Community service leave is unpaid leave that must be with a recognised emergency management body or as a Reserve member of the Australian Defence Force and is available to all employees for up to five (5) days per annum. Community service leave is intended for use during call outs and emergencies and for a reasonable amount of







recovery time following a call out or emergency. Community service leave is not intended to be used to attend training sessions or meetings run by such bodies, except in respect to necessary training obligations of Reserve members of the Australian Defence Force.



A recognised emergency management body is a body, or part of a body, that has a role or function under a plan prepared by the Commonwealth, a State or a Territory which is for coping with emergencies and/or disasters. It can be a fire-fighting, civil defence or  rescue body, or part of such a body or is any other body, or part of a body, which substantially involves securing the safety of persons or animals in an emergency or natural disaster, protecting property in an emergency or natural disaster or otherwise responding to an emergency or natural disaster. Examples of bodies that would be recognised for the purposes of community service leave are the State Emergency Service (SES), Country Fire Authority (CFA), and RSPCA (in respect of animal rescue during emergencies or natural disasters). Membership of the body must be able to be shown and notice and length of leave must be applied for as soon as is practicable.



6.10 Time-In-Lieu



The intent of Time-in-Lieu (TIL) is to allow an employee of [Insert organisation here] time off  (in lieu of over time payment) for authorised time worked out of the standard contracted work hours for special projects, events, or unanticipated urgent work priorities etc. Specifically:

(i) A full time employee is contracted to work 76 hours per fortnight (known as 1 FTE - full time equivalent), plus any reasonable number of additional hours. Additional hours worked over and above the standard 76 hours per fortnight must have approval from your supervisor. Up to two (2) days (17 hours) of TIL can be accrued within a fortnight and can be carried forward to be acquitted within a six (6) week (3 fortnight) period, within which it must be acquitted or it will be forfeited.

(ii) A part time employee is contracted to work the equivalent hours of their FTE per fortnight, plus any reasonable number of additional hours. Additional hours worked over and above the contracted FTE per fortnight must have approval from your supervisor. Up to two (2) days of TIL (17 hours) can be accrued within a fortnight and can be carried forward to be acquitted within a six (6) week (3 fortnight) period, within which it must be acquitted or it will be forfeited.

(iii) TIL cannot be accrued unless authorised by the line manager prior to it being worked. A line manager has the right to refuse the accrual of TIL if permission is not sought prior to it being worked.

(iv) TIL is capped to a maximum of 17 hours and cannot be accrued above this limit unless approved by the Chair in exceptional circumstances. For example if an employee has 12 hours of TIL owed to them and needs to accrue additional TIL, no more than 5 hours is able to be approved and accrued. Any hours worked beyond this limit are not authorised and able to be claimed.

(v) Approval can be either in the form of an email between employee and supervisor or in the form of a phone call which must then be followed by an email confirmation.

(vi) TIL should not be used by an employee to accrue extra/additional leave. TIL cannot go into the negative, i.e. an employee cannot have a negative TIL balance.

(vii) TIL will not be paid out when an employee leaves employment with [Insert organisation here].







(viii) TIL must be recorded and tracked on the official employee timesheets managed by the payroll process, these will form the official record. It is expected that supervisors in conjunction with employees will responsibly manage the accrual and acquittal of TIL within the policy limits. TIL is not to be used as a solution to workload or workflow issues, these must be addressed as a part of normal project or duty planning.

(ix) 	An employee may be granted a TIL request that results in the employee having a negative TIL balance as long as the negative balance does not exceed two (2) days. The employee will not be granted TIL again until the balance returns to the positive.



6.11 Flexible Working Fortnight (9-day fortnight)



Employees can adopt a Flexible Working Fortnight (9-day fortnight) after their probationary period or by agreement at commencement of employment with [Insert organisation here] or by agreement at any stage during the term of their employment. Conditions apply:

(i) The standard work hours for the flexible working fortnight (9-day fortnight) will be 8 hours and 26 minutes per day.

(ii) For business continuity purposes, the preferred non-work day will be either a Friday or a Monday and must be taken within the fortnight it is accrued. The agreed non-work day cannot be changed on a permanent basis unless discussed and agreed to by the [Insert appropriate position title here]. One-off changes can be agreed to between the employee and supervisor.

(iii) Non-work days cannot be accrued. Heavy workflow periods and other special circumstances may require you to work on a non-work day, if this is to occur an agreement must be reached with your supervisor and the non-work day will then be rolled over to be taken in the following fortnight. It is preferred that no more than two

(2) non-work days be taken in succession. A non-work day that is rolled over and not taken in the next fortnight will be forfeited.

(iv) Consideration will be given to an alternative non-work day (NWD) arrangement on a case-by-case basis and must be proposed in writing to the [Insert appropriate position title here] and supervisor.

(v) Flexible start and finish times, as per the Work/Life Balance policy, are to be scheduled around core working hours of 9.30am to 4.00pm Monday to Thursday and 9.30am to 3.00pm Friday.

(vi) If an employee is consistently unable to complete their contracted minimum hours within the 9-day format then the agreement may be re-negotiated and the employee will revert to a standard 10-day fortnight.



6.12 Negotiated working from home



a) An employee of [Insert organisation here] may only work from home to undertake unscheduled, intermittent periods of work on a short term basis to accommodate special circumstances with approval from the Chair or [Insert appropriate position title here]. Working from home is not a substitute for carer’s or personal leave and cannot be used for this purpose.



b) Working from home must be negotiated and approved in advance. Approval would include recognition of a suitable home based work station and resources that would meet Occupational Safety and Health standards. A working from home assessment form must be completed and submitted to the [Insert appropriate position title here].









c) Typically, the work would be the type that does not require interaction with any other employee, for example: no meetings are required, and that information required is easily transported (electronic or written format).



Working from home should not be utilised where it will or likely will influence unduly or limit the schedule of work of other employees such as time available for meetings, impact team related activities, or reduce opportunity for consultation or contribution.



6.13 Long Service Leave

 (
Refer to separate Long Service Leave Policy (if available).
7.
BREACHES OF THIS
 
POLICY
7.1
A breach of this policy may lead to disciplinary action including, but not limited to, termination of employment or
 
services.
VARIATIONS
[Insert organisation here]
 reserves the right to vary, replace or terminate this policy from time to time.
)







POLICY VERSION AND REVISION INFORMATION:



		Policy Number:

		



		Policy Title:

		Work/Life Balance



		Current version:

		



		Policy Authorised by:

		



		Title:

		



		Original issue date:

		



		Policy Maintained by:

		



		



		Approved by:

		



		Approval date:

		



		



		Review date:

		























WORKPLACE PARTICIPANT ACKNOWLEDGEMENT:



I acknowledge:

· receiving the [Insert organisation here] Work/Life Balance Policy;

· that I must comply with the policy and that there may be disciplinary consequences if I fail to comply, which may result in the termination of my employment or contract for services.





Workplace Participant:



Name:	 	



Signed:	 	



Date:	 	
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Staff …….. Yes No

Have a clear job description form that reflects their current work

Know who to talk to on the committee about any concerns

Have a minimum of yearly performance reviews

Prepare a report for committee on their progress before each meeting

Have access to long service leave and other entitlements

Have copies of all policies and procedures

Follow all policies and procedures

Have a copy of the group’s strategic plan

Have access to professional development

Don’t have large amounts (more than 20 hours) of time in lieu owing to 
them
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Organisation Information Contact details

Wageline WA Department of 
Commerce service.  
Includes info on:
• Rates of pay
• Conditions of 

employment
• Workplace awards and 

agreements

• www.commerce.wa.gov.a
u

• Wageline 1300 655 266

Fair Work Australia Information on
entitlements, etc.

• www.fairwork.gov.au

Albany Chamber of 
Commerce and Industry & 
Esperance Chamber of 
Commerce and Industry 

They offer a range of 
services to members and 
have partnerships with CCI 
WA and other 
organisations.

South Coast NRM is a 
member

South Coast NRM There’s a good chance that 
whatever problem you 
have, we have probably 
experienced it too!

The Regional Agriculture 
Landcare Facilitators will 
be able to put you in touch 
with someone who will be 
able to help you with your 
issue.

• Letisha Newman (Albany 
office) 
letishan@southcoastnrm.
com.au

• Kylie Fletcher 
(Esperance office) 
kylief@southcoastnrm.co
m.au

Staff
Further Information



Safety 
and 

Health

20

Safety and health



A lot of information around safety and health is available, so much 
so that it can be overwhelming to find out what groups should be 
doing.

Firstly, it’s important to note that responsibilities are set out in the 
Occupational Safety and Health Act 1984. The most important 
sections of the Act for community NRM groups are Section 19 
(duties of employers) and Section 20 (duties of employees). They 
can be summarised in that as far as practicable employers must 
provide a safe workplace.  

It is important to note that a workplace isn’t just confined to the 
office and includes field visits and travel.

Even if you don’t have employees the act still applies.  

What is practicable in providing a safe workplace?  Tough 
question to answer!  A better question to start with is do you 
actually know what the risks and hazards are for your employees?  
A good first step to providing a safer workplace is to establish and 
maintain a risk register.  This involves documenting all the risks 
employees face, the likelihood of them occurring, the consequence 
and assigning a risk rating.  

Both the Land Program Leader and the Regional Capacity 
Program Leader have a good working of the Occupational Safety 
and Health Act 1984.  They will be able to point you in the right 
direction for further information.

Safety and Health
Overview

21



Safety and Health
Key phases

• Document risks
• Likelihood of occurrence
• Consequence
• Mitigation strategies
• Review regularly

Risk register

• Develop based on risk register
• Provide guidance for employees, members 

and volunteers on how to work safely

Policies and 
procedures

• Access to policies and procedures for all 
staff, members and volunteers

• Job safety analysis 
Implementation

22



Safety and Health
Risk Register
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Relevance Template Further info

Risk 
register

Risk registers are a great first step in 
creating a safer workplace.

They can be used to document the 
risks, likelihood, consequence and the 
necessary mitigation strategies.

The register should form the basis of 
what you use to draw up policies and 
procedures. Start with the highest risk 
and then work progressively 
downwards.

This needs to be reviewed regularly. It 
could form a part of the first meeting 
after every AGM so that all new 
committee members understand the 
risks.

Don’t forget to include psychological 
risks.  Stress is a risk!! 
(https://www.commerce.wa.gov.au/wo
rksafe/stress-what-law)

Check out 
https://www.commerce.wa.gov.au/wor
ksafe/safety-and-health-topics-0 for 
some indication of the types of topics 
you should include in your register.

• South Coast NRM
• Worksafe WA 

(https://www.commer
ce.wa.gov.au/worksa
fe)


Risk Register Sample Template

Risk rating table

		

		

		 CONSEQUENCE 



		

		

		Insignificant

		Minor

		Moderate

		Major

		Critical



		 LIKELI-
HOOD 

		Almost Certain

		Low

		Medium

		High

		Severe

		Severe



		

		Likely

		Low

		Medium

		Medium

		High

		Severe



		

		Possible

		Low

		Low

		Medium

		High

		Severe



		

		Unlikely

		Low

		Low

		Low

		Medium

		High



		

		Rare

		Low

		Low

		Low

		Medium

		High







Table 3 - Risk register example.  

		Risk/Threat Description

Describe the threat/risk, its sources and impacts

		Likelihood*

Taken from the table above

		Consequence*

Taken from the table above

		Rating

Taken from the table above

		Management / mitigation actions 

Describe what you will do to reduce the threat/risk, source or impact



		Injury through accident whilst travelling.  

		Possible 

		Critical

		Severe

		Is the trip necessary?

Take regular breaks whilst travelling (minimum one break for every two hours of driving)

Plan ahead.  Try and car pool and make sure that your journey time is at a time you are normally awake.

Check ins – make sure that someone knows where you are and what time you’re likely to arrive.  

Follow South Coast NRM policies and procedures.

First aid kits in cars that are up to date and stocked.

Counselling if required. 













Staff - appointment
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Relevance Template Further info

Policies Some policies to consider for 
our region might include:
• Working alone
• Traveling long distances
• Media policy
• Work life balance

May seem like an added layer of 
bureaucracy, however their main 
function is to ensure that 
employees have guidance on 
how to deal with day to day 
situations.

Start with the highest priority 
identified in the risk register and 
work towards the lower risks.

• South Coast NRM
• Worksafe WA 

(https://www.comm
erce.wa.gov.au/wor
ksafe)

Safety and Health
Policies and Procedures


SAMPLE ONLY

RISK MANAGEMENT POLICY AND PROCEDURE



1. RISK MANAGEMENT POLICY AND PROCEDURE



1.1 The Risk Management Policy and Procedure relates to [Insert organisation here] and, where relevant, operates in conjunction with other policies relating to minimum standards of behaviour and conduct, the Contract of Employment or Contract for Services.



2. COMMENCEMENT OF THE RISK MANAGEMENT POLICY AND PROCEDURE



2.1 This policy will commence from [insert date here]. It replaces all other Risk Management Policy and Procedures of [Insert organisation here], if any (whether written or not).



3. SCOPE AND APPLICATION



3.1 The policy applies to all employees, including contract employees, of [Insert  organisation here], collectively referred to as “workplace participants”.



3.2 The policy does not form part of any person’s contract of employment, nor does it form part of any other workplace participant’s contract for services.



4. OVERVIEW



4.1 Good risk management underpins a successful organisation and is an integral part of the management processes and culture at [Insert organisation here].



4.2 The organisation embraces the active management of risk by all [Insert organisation here] employees, supported by clear accountability and performance evaluation, to achieve strategic and business objectives.



4.3 While the acceptance of risk is necessary to achieving business goals, success is derived from the organisation’s ability to identify key risks in a timely manner and implement appropriate strategies to maximise opportunities, manage uncertainties, and minimise  potential hazards. In continually evaluating the risk and reward balance and building risk management into daily activities, the [Insert organisation here] risk management framework addresses the interests  of all stakeholders including directors, customers, suppliers, regulators and employees. Risks can be broadly classified as strategic, operational, financial reporting and compliance.



5. PURPOSE



5.1 [Insert organisation here] recognises the importance of a work environment which actively promotes continual improvement. The purpose of this policy and procedure describes the organisation’s approach to risk management.
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6. POLICY REQUIREMENTS AND PROCEDURES



6.1 ACCOUNTABILITY AND RESPONSIBILITY



The key components of the risk management accountability framework are illustrated below.



6.2 [MANAGEMENT COMMITTEE]



The committee sets the Risk Appetite and, is responsible for overseeing the establishment and implementation of an adequate system of risk management and internal compliance and control across [Insert organisation here]. It is also responsible for reviewing, at least on an annual basis, the effectiveness of the organisation’s risk management system and Risk Register. Integrated risk management programs aimed at ensuring risks are identified, assessed and appropriately managed include regular reports to the Management Committee on the status of business risks. The committee also annually reviews the Risk Appetite Statement.



The committee fulfills its risk management and oversight role by independently assessing compliance with internal controls and risk management practices. It monitors:

· financial reporting practices;

· business ethics, policies and practices;

· compliance with legal and regulatory requirements;

· management and internal controls;

· risk management and system of internal controls regarding finance, accounting, compliance with applicable laws, regulations, internal policies and ethics established by management and the Management Committee;

· provides a forum for communication between the committee and both the internal and external auditors;

· adequacy of insurance coverage;

· ensures the integrity of the internal and external audit function;

· monitors the organisation’s equity levels;

· recommends to the committee the appropriate equity comfort level; and

· any other matters referred to it by the committee.



6.4 MANAGEMENT



The committee has delegated responsibility for implementation of this Risk Management Policy and Procedure to the Chair.



In practice, the Chair will delegate to the [insert appropriate position title(s) here] responsibility for risk management within their respective divisions and functions. This responsibility includes overseeing a sound system of risk management and internal control that identifies, assesses, monitors and manages key risks that impact achievement of organisational objectives. To promote accountability, the Chair delegates day-to-day

 (
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responsibility for compliance and control to respective managers and [insert appropriate position title here].

.

An OS&H Committee is established and, along with the [insert appropriate position title here] (with responsibility of coordination of OS&H) is also appointed to assist in establishing and monitoring risk management processes and awareness.



6.5 RISK MANAGEMENT FRAMEWORK



[Insert organisation here] risk management framework is based on the following components:

· active support by senior management for awareness and management of risk;

· implementation of a corporate policy and a consistent organisational wide framework - understood and owned by all senior staff;

· communication and development of processes to make risk management a daily way of doing business;

· implementation of processes at committee and management level to identify, assess and manage key risks through active review of an organisational Risk Register; and

· implement processes to monitor the risk management framework, including ongoing evaluation and reappraisal of key risks.



The process for key risk identification and management at committee and organisational level is detailed as follows:



 (
Establish the Scopes
)





 (
Assess and Prioritise Risks
) (
Analyse Risks
) (
Identify Risks
)Ongoing Monitoring and Reviews





 (
Treat Risks
)



 (
Mitigate Risks (includes insurance)
)







The committee has the overall responsibility to oversee risk management at an organisational level as well as monitoring risk management at a project level.





6.6 RISK PROFILE



As a natural resource management service provider, business risks may arise from such matters as occupational safety and health (including vehicle and working alone safety), environmental project management, property management, business continuity, financial and capital management, insurance, development and use of information systems and technology.



Managing significant contractual relationships with funding providers and external delivery organisations in are also key business areas that must be effectively managed.



[Insert organisation here] has adopted a Risk Register and a Risk Appetite Statement which are reviewed annually.



6.7 INTERNAL AUDIT



The internal auditor is responsible for independently evaluating the effectiveness and efficiency of selected risk management and internal compliance and control practices.



The internal audit function is directed by the committee and coordinates the program which includes reviewing activities covering occupational safety and health, contract management, assets, project management, accounting process and corporate governance.



It also assists in monitoring and evaluating the effectiveness of the organisation’s business risk analysis and monitoring program.



6.8 EXTERNAL AUDITORS



The external auditor is responsible for providing an opinion on the truth and fairness of the annual report. This includes assessing the management of financial statement risks and related internal control systems.



6.9 COMPLIANCE AND INTERNAL CONTROL



The strength of [Insert organisation here] risk management and internal control framework is founded on a combination of 'formal' controls, analysis, reporting, and policies and procedures, and 'informal' controls such as management competence, ethics and values, and specific accountability, all actively promoted by senior management.



The committee is responsible for oversight of the compliance and internal control framework but recognises that no cost effective internal controls system will preclude all errors and irregularities.



Selected compliance and control mechanisms employed to support the business include:

· Business planning, budgeting and reporting - a comprehensive business planning and budgeting process includes evaluation of strategies, objectives and risks resulting in an annual budget approved by the committee. Monthly actual performance is reported







against budget and revised forecasts for the year are prepared periodically. Strategy and business plan performance are monitored by [insert appropriate position title here] and supported by regular meetings (if necessary) and reporting to the committee.

· Quality and integrity of employees - there are clearly defined accountabilities, statement of duties and reinforcement of values and ethics by senior management. [Insert organisation here]’s management system is supported by training, development and appraisal and requires the involvement and commitment of management, employees and subcontractors to ensure continuous improvement and management of risk.

· Organisational policies – Committee-approved policies address matters such as Conflict of Interest, Occupational Safety and Health, Equal Opportunity, Work Life Balance, Working Alone, Drugs and Alcohol, Corporate Governance, Management Performance Review and Development, and Privacy.

· Business controls - comprehensive financial, business process, project management, and IT system controls and procedures exist at the committee level.

· Risk management is also integrated into the planning and implementation of all projects.



6.10 MITIGATE RISKS



As part of [Insert organisation here]’s strategy to mitigate identified risks, it will maintain all appropriate insurance policies.



7. BREACHES OF THIS POLICY



7.1 A breach of this policy may lead to disciplinary action including, but not limited to, termination of employment or services.



VARIATIONS



[Insert organisation here] reserves the right to vary, replace or terminate this policy from time to time.







POLICY VERSION AND REVISION INFORMATION:



		Policy Number:

		



		Policy Title:

		Risk Management Policy and Procedure



		Current version:

		



		Policy Authorised by:

		



		Title:

		



		Original issue date:

		



		Policy Maintained by:

		



		



		Approved by:

		



		Approval date:

		



		



		Review date:

		























WORKPLACE PARTICIPANT ACKNOWLEDGEMENT:



I acknowledge:

· receiving the [Insert organisation here] Risk Management Policy and Procedure;

· that I must comply with the policy and that there may be disciplinary consequences if I fail to comply, which may result in the termination of my employment or contract for services.





Workplace Participant:



Name:	 	



Signed:	 	



Date:	 	
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WORK HEALTH AND SAFETY POLICY



1. PURPOSE





1.1 [Insert organisation here] is committed to providing a safe and healthy working environment for all workers, and other persons, so far as reasonably practicable. This will be achieved by management and employees working together, following a program of health and safety activities and procedures which are monitored, reviewed and audited by the Committee to achieve best practice.



2. COMMENCEMENT OF THE POLICY





2.1 [Insert organisation here] undertakes to regularly review this policy to take account of changes in legislation, activities, services and products. As a result of this review, changes may be made to this policy from time to time and all employees and contractors are required to comply with those changes.



3. SCOPE



3.1 This policy applies to:

(a) all employees of [Insert organisation here] (whether full-time, part-time or casual) and all persons performing work at the direction of, or on behalf of [Insert organisation here] (for example contractors, subcontractors (see definitions), agents, consultants, and temporary staff) (collectively referred to as ‘workers’); and

(b) all of [Insert organisation here] workplaces and to other places where workers may be working or representing [Insert organisation here] for example, when visiting a customer, client or supplier (collectively referred to as ‘workplace’).



4. DEFINITIONS



In this policy:



4.1 ‘Person Carrying on a Business or Undertaking’ means an individual or organisation that arranges, directs or influences work to be done or contributes something towards the work being done. It can include partners in partnerships, sole traders, trustees of trusts or committee members of unincorporated associations, public or private companies and incorporated associations.



4.2 ‘Manager’ means employees that bear the title [Insert appropriate position title(s) here].



4.3 ‘Supervisor’ means employees that hold a position within the organisational structure and have been delegated the responsibility for the supervision (oversight of work plans, timesheet and leave sign-off, performance management etc.) of one or more employees.
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4.4 ‘Contractor’ (‘Subcontractor’) means an entity such as an individual, partnership, trust or company) that agrees to produce a designated result for an agreed price. Examples may include an electrician, plumber, IT service provider, accounting firm etc. In most cases an independent contractor meets the following requirements:

· is paid for results achieved;

· provides all or most of the necessary materials and equipment to complete the work;

· is free to delegate work to other entities;

· has freedom in the way the work is done;

· provides services to the general public and other businesses;

· is free to accept or refuse work.



4.5 ‘Delivery organisations’ means an entity (trust or company) that has received funding from [Insert organisation here] to deliver project outcomes. They are most often a community- based, not-for-profit organisation (such as a catchment group, volunteer environmental group or similar), or a local or state government agency (such as a local government authority, DEC or DAFWA, or similar). These groups can also sometimes be referred to as subcontractors or contractor but, for the purposes of this policy, they are referred to as delivery organisations and the contractor term is defined above. This policy does not apply to delivery organisations (as defined above) which are governed by their own health and safety policies and procedures as a contractual requirement for undertaking project related activities for [Insert organisation here].



5. [INSERT ORGANISATION HERE] WORK HEALTH AND SAFETY SYSTEM



5.1 The Work Health and Safety system relates to all aspects of work health and safety including (without limitation):

(a) WHS Plan;

(b) WHS terms of reference;

(c) defined WHS responsibilities;

(d) exercising due diligence;

(e) health and safety training and education;

(f) adopting a risk management approach to manage health and safety risks;

(g) evacuation plans and procedures;

(h) consultation with employees on matters related to health and safety;

(i) emergency procedures and drills;

(j) workplace inspections;

(k) incident/accident reporting;

(l) management of injured employees.



6. [INSERT ORGANISATION HERE] HEALTH AND SAFETY OBJECTIVES



(a) To provide a safe and healthy work environment for all our employees, contractors and other persons.



(b) To provide safe and healthy methods of work.

 (
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(c) To provide programs of health and safety activities and procedures which are continually updated and effectively carried out.



(d) To identify and eliminate or reduce hazards and risks to health and safety.



(e) To continually monitor and improve work health and safety.



(f) To provide education and training resources.



(g) To comply with all relevant laws, rules, standards and codes ofpractice.



7. WHS COMMITTEE RESPONSIBILITIES



7.1 The WHS Committee is responsible and accountable, as far as reasonably possible, for ensuring all WHS policies, procedures, safe work practices and safe work procedures are in place, reviewed and updated as required.



7.2 The WHS Committee is required to meet a minimum of six (6) times per year and maintain records in the form of agendas and minutes, reports to the committee, a register of accident and incident forms, and a WHS library of forms and information sheets. WHS information should be ideally maintained in an on-line library/folder readily accessible by allemployees.



7.3 The WHS Committee is to consist of a cohort of employees, representative of the organisation's structure and must include the Chair, [insert appropriate position title(s) here] and three (3) elected, or nominated, employee representatives. A quorum of three (3) committee members is required to hold a meeting.



7.4 The WHS Committee is to oversee the management of a dedicated WHS budget to be used for the purchase of products and services required for the delivery of the WHS practices and procedures and for the committee to fulfill their duties. The budget may be used for the purchase of WHS training for committee representatives and employees, equipment required for first aid consumables, ergonomic aids, or general safety equipment for use by all employees. The WHS budget is not intended to be used for equipment, products or consumables specifically required for the use within a project. These items should be paid for out of the project budget.



7.5 The WHS Committee will oversee bi-annual emergency evacuation practice drills for all employees in each of the office locations. Employees are to be selected for training to undertake fire warden duties. An evacuation procedure for the offices are to be developed and made available and communicated to employees. The evacuation process is to be communicated verbally with the use of a standard script to visitors attending meetings and events at each of the office locations. Employees that are based outside of these locations  such as in a home-based office or at an office allocated through an MoU with a third party must undertake annual emergency evacuation practice drills.



7.6 The WHS Committee will plan, publish and deliver an annual calendar of WHS  communications, events, information sessions, training and drills. A minimum of nine (9) such employee interactions must occur annually.







8. MANAGEMENT RESPONSIBILITIES



8.1 The Chair, managers and supervisors are responsible and accountable for the safety of employees, contractors and company property under their control so far as reasonably practicable. Managers and Supervisors are responsible for ensuring all policies, procedures, safe work practices and safe work procedures are followed at all times.



9. EMPLOYEE RESPONSIBILITIES



9.1 All employees are required to comply with health and safety legislation and [Insert organization here] policies and procedures by taking reasonable care that their acts or omissions do not adversely affect their health or safety and that of other persons. Employees must report all hazards and incidents to their supervisors or WHS committee as soon as practically possible to ensure their own health and safety and the health and safety of others  in our workplace, including contractors and third parties.



10. CONTRACTORS



10.1 All contractors engaged to perform work for [Insert organization here] are required to comply with the health and safety legislation as amended from time to time, the policy, programs and procedures of [Insert organization here] as they relate to work health and safety and to observe all directions on health and safety given by management. Failure to comply or observe a direction will be considered a breach of the contract and sufficient grounds  for termination of the contract.



VARIATIONS



[Insert organization here] reserves the right to vary, replace or terminate this policy from time to time.







POLICY VERSION AND REVISION INFORMATION:



		Policy Number:

		



		Policy Title:

		Work Health and Safety



		Current version:

		



		Policy Authorised by:

		



		Title:

		



		Original issue date:

		



		Policy Maintained by:

		



		



		Approved by:

		



		Approval date:

		



		



		Review date:

		





















WORKPLACE PARTICIPANT ACKNOWLEDGEMENT:



I acknowledge:

· receiving the [Insert organization here] Policy – Work Health and Safety

· that I must comply with the policy and that there may be disciplinary consequences if I fail to comply, which may result in the termination of my employment or contract for services.





Workplace Participant:



Name:	 	



Signed:	 	



Date:	 	
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Relevance Template Further info

Induction It can provide consistency for new 
employees. It’s a good opportunity to 
ensure they are aware of the safety 
requirements and all policies and 
procedures of the group.

No 
template 
available

OSH Act
1984

Sets out the requirements of 
employers and employees.  

• http://www.slp.wa.
gov.au/legislation/
agency.nsf/docep
_main_mrtitle_65
0_homepage.html

• Worksafe WA
• South Coast NRM

Job safety 
analysis

A job safety analysis simply means 
looking at the work task and 
considering what is the safest way to 
complete it. It is a way of becoming 
aware of the hazards involved in 
doing the job and taking action to 
prevent an injury.

Good for staff to complete these for 
key project tasks.  It can help identify 
any safety equipment that may be 
needed.

• South Coast NRM
• Worksafe WA

Record
injuries, 
hazards, and 
near misses

The outcome of every incident should 
be recorded.  They can help identify 
where improvements in safety and 
health need to be made. They may 
be called upon in any workers 
compensation claims.  

It might be worthwhile considering 
adding a safety and health section to 
your agenda for each committee 
meeting.


		Job Safety Analysis Form		

Activity (Brief description):  Click here to enter a brief description of the activity you’re carrying out.

Staff members name: Click here to enter the name of the people who developed this JSA.

Date developed: Click here to enter a date.

Other staff members involved:  Click here to enter the names of staff members involved in the activity

Job Location: Click here to enter where this activity is taking place.

List the tasks/steps involved:

1) Click here to enter text.

Click here to enter text.

Click here to enter text.

Click here to enter text.

Click here to enter text.

Risk assessment (add more lines as required):

		Potential hazards (identify the hazard associated with each of the above steps):

		Initial risk (Using the risk assessment matrix to assign a risk rating on the back page)

		What measures will you use to control the hazards? (Refer to the hierarchy of controls on back page):

		Risk after intended control action(s) (Using the risk assessment matrix to assign a risk rating on the back page)



		1)

		Choose an item.		1)

		Choose an item.

		2)

		 Choose an item.

		2)

		 Choose an item.



		3)

		 Choose an item.

		3)

		 Choose an item.



		4)

		 Choose an item.

		4)

		 Choose an item.



		5)

		 Choose an item.

		5)

		 Choose an item.







Reassessment (is the job now safe to do? Circle assessment below):

		Yes
Proceed with caution using control measures.
Do the job safely.

		No
Do full safety assessment.
Contact line manager.







Check if personal protective equipment (PPE) is appropriate and serviceable:

☐ Respirator	☐ Gloves	☐ Safety Shoes	☐ Hard Hat	☐ Sun protection	☐ Overalls

☐ Safety goggles   ☐ Chemical protection suit  ☐ High visibility clothing  ☐ Other (describe)________________

Staff signatures:____________________________________________________________________

__________________________________________________________________________________

Now send your JSA to your friendly Safety Representative!

Approved by:								Date:








Risk assessment matrix

CONSEQUENCES

Catastrophic – Death, loss of infrastructure/system, release causing irreversible high impact wide scale, detrimental alteration of the environment, such that significant public interest or regulatory intervention occurs or reasonably could occur.

Critical – sever injury, minor infrastructure/system damage, release causing reversible, localised, high impact, decrease in environmental value such that minor public interest or regulatory intervention occurs or reasonably could occur.

Marginal – major injury, minor system damage, non-damaging environmental exposure

Negligible – less than above

PROBABILITY

Frequent – likely to occur often during the life of an individual item or system or very often in operation of a large number of similar items

Probable – Likely to occur sever times in the life of an individual item or system or often in operation of a large number of similar items

Occasional – likely to occur, sometimes in the life of an individual item, or will occur several times in the life of a large number of similar components

Remote – unlikely but possible to occur sometime in the life of an individual item or system or can reasonably be expected to occur in the life of a large number of similar components

Improbable – so unlikely to occur in the life of an individual item or system that it may be not assumed to be experienced, or it may be possible, but unlikely to occur in the life of a large number of similar components



RISK

Extreme

High

Moderate

Low



Senior management attention required

Full safety assessment needed

Specific monitoring or procedures required. Management responsibility must be specified

Manage through routine procedures





CONSEQUENCE



Catastrophic

Critical

Marginal

Negligible

PROBABILITY

Frequent

Extreme

Extreme

Extreme

Moderate



Probable

Extreme

Extreme

High

Moderate



Occasional

Extreme

High

Moderate

Low



Remote

High

High

Moderate

Low



Improbable

Moderate

Moderate

Moderate

Low



What you need to do

1) Consider what can go wrong

2) Determine how bad the outcome would be (CONSEQUENCE)

3) Determine how likely it is to happen (PROBABILITY)

4) Calculate the risk level
































Hierarchy of controlsElimination – removing the hazards or hazardous work practice from the workplace.  This is the most effective control measure

Substitution – substituting or replacing the hazard or hazardous work practice with a less hazardous one

Isolation – isolating or separating the hazard or hazardous work practice from people not involved in the work or the general work areas, for example, by marking off the hazardous areas, installing screens or barriers

Engineering – this may include modifications to tools of equipment, or adding guards to machinery or equipment.

Administration – includes introducing documented work practices that reduce the risk.  E.g. limiting the amount of time a person is exposed to a particular hazard or erecting sign to restrict access to particular areas

PPE (personal protective equipment) – the last resort.  This is the least preferred option and should be considered only when other control measures are not practicable, or to increase protection.



PPE



Engineering

Isolation



Substitution



Elimination



Administration

Least preferred safety control

Most preferred safety control
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		Occupational Safety and Health Act 1984

As at 6 September 2014



		Part III

		General provisions relating to occupational safety and health



		Division 2

		General workplace duties







Division 2 — General workplace duties

	[Heading inserted by No. 51 of 2004 s. 4.]

19.	Duties of employers

	(1)	An employer shall, so far as is practicable, provide and maintain a working environment in which the employees of the employer (the employees) are not exposed to hazards and in particular, but without limiting the generality of the foregoing, an employer shall —

	(a)	provide and maintain workplaces, plant, and systems of work such that, so far as is practicable, the employees are not exposed to hazards; and

	(b)	provide such information, instruction, and training to, and supervision of, the employees as is necessary to enable them to perform their work in such a manner that they are not exposed to hazards; and

	(c)	consult and cooperate with safety and health representatives, if any, and other employees at the workplace, regarding occupational safety and health at the workplace; and

	(d)	where it is not practicable to avoid the presence of hazards at the workplace, provide the employees with, or otherwise provide for the employees to have, such adequate personal protective clothing and equipment as is practicable to protect them against those hazards, without any cost to the employees; and

	(e)	make arrangements for ensuring, so far as is practicable, that —

	(i)	the use, cleaning, maintenance, transportation and disposal of plant; and

	(ii)	the use, handling, processing, storage, transportation and disposal of substances,

		at the workplace is carried out in a manner such that the employees are not exposed to hazards.

	(2)	In determining the training required to be provided in accordance with subsection (1)(b) regard shall be had to the functions performed by employees and the capacities in which they are employed.

	[Section 19 inserted by No. 43 of 1987 s. 13; amended by No. 30 of 1995 s. 13 and 47; No. 51 of 2004 s. 5, 17 and 78.]

19A.	Breaches of s. 19(1)

	(1)	If an employer contravenes section 19(1) in circumstances of gross negligence, the employer commits an offence and is liable to a level 4 penalty.

	(2)	If —

	(a)	an employer —

	(i)	contravenes section 19(1); and

	(ii)	by the contravention causes the death of, or serious harm to, an employee;

		and

	(b)	subsection (1) does not apply,

		the employer commits an offence and is liable to a level 3 penalty.

	(3)	If —

	(a)	an employer contravenes section 19(1); and

	(b)	neither subsection (1) nor subsection (2) applies,

		the employer commits an offence and is liable to a level 2 penalty.

	(4)	An employer charged with an offence under —

	(a)	subsection (1) may, instead of being convicted of that offence, be convicted of an offence under subsection (2) or (3); or

	(b)	subsection (2) may, instead of being convicted of that offence, be convicted of an offence under subsection (3).

	[Section 19A inserted by No. 51 of 2004 s. 18.]

20.	Duties of employees

	(1)	An employee shall take reasonable care —

	(a)	to ensure his or her own safety and health at work; and

	(b)	to avoid adversely affecting the safety or health of any other person through any act or omission at work.

	(2)	Without limiting the generality of subsection (1), an employee contravenes that subsection if the employee —

	(a)	fails to comply, so far as the employee is reasonably able, with instructions given by the employee’s employer for the safety or health of the employee or for the safety or health of other persons; or

	(b)	fails to use such protective clothing and equipment as is provided, or provided for, by his or her employer as mentioned in section 19(1)(d) in a manner in which he or she has been properly instructed to use it; or

	(c)	misuses or damages any equipment provided in the interests of safety or health; or

	(d)	fails to report forthwith to the employee’s employer —

	(i)	any situation at the workplace that the employee has reason to believe could constitute a hazard to any person that the employee cannot correct; or

	(ii)	any injury or harm to health of which he or she is aware that arises in the course of, or in connection with, his or her work.

	(3)	An employee shall cooperate with the employee’s employer in the carrying out by the employer of the obligations imposed on the employer under this Act.

	[Section 20 inserted by No. 43 of 1987 s. 13; amended by No. 30 of 1995 s. 14 and 47; No. 51 of 2004 s. 19, 79, 102(1) and (2).]

20A.	Breaches of s. 20(1) or (3)

	(1)	If an employee contravenes section 20(1) or (3) in circumstances of gross negligence, the employee commits an offence and is liable —

	(a)	for a first offence, to a fine of $25 000; and

	(b)	for a subsequent offence, to a fine of $31 250.

	(2)	If —

	(a)	an employee —

	(i)	contravenes section 20(1) or (3); and

	(ii)	by the contravention causes the death of, or serious harm to, a person;

		and

	(b)	subsection (1) does not apply,

		the employee commits an offence and is liable —

	(c)	for a first offence, to a fine of $20 000; and

	(d)	for a subsequent offence, to a fine of $25 000.

	(3)	If —

	(a)	an employee contravenes section 20(1) or (3); and

	(b)	neither subsection (1) nor subsection (2) applies,

		the employee commits an offence and is liable —

	(c)	for a first offence, to a fine of $10 000; and

	(d)	for a subsequent offence, to a fine of $12 500.

	(4)	An employee charged with an offence under —

	(a)	subsection (1) may, instead of being convicted of that offence, be convicted of an offence under subsection (2) or (3); or

	(b)	subsection (2) may, instead of being convicted of that offence, be convicted of an offence under subsection (3).

	[Section 20A inserted by No. 51 of 2004 s. 20.]

21.	Duties of employers and selfemployed persons

	(1)	A selfemployed person shall take reasonable care to ensure his or her own safety and health at work.

	(2)	An employer or selfemployed person shall, so far as is practicable, ensure that the safety or health of a person, not being (in the case of an employer) an employee of the employer, is not adversely affected wholly or in part as a result of —

	(a)	work that has been or is being undertaken by —

	(i)	the employer or any employee of the employer; or

	(ii)	the selfemployed person;

		or

	(b)	any hazard that arises from or is increased by —

	(i)	the work referred to in paragraph (a); or

	(ii)	the system of work that has been or is being operated by the employer or the selfemployed person.

	[Section 21 inserted by No. 43 of 1987 s. 13; amended by No. 30 of 1995 s. 15 and 47; No. 51 of 2004 s. 6 and 21.]

21A.	Breaches of s. 21

	(1)	If an employer or a selfemployed person contravenes section 21(1) or (2) in circumstances of gross negligence, the employer or a selfemployed person commits an offence and is liable to a level 4 penalty.

	(2)	If —

	(a)	an employer or selfemployed person —

	(i)	contravenes section 21(1) or (2); and

	(ii)	by the contravention causes the death of, or serious harm to, a person;

		and

	(b)	subsection (1) does not apply,

		the employer or selfemployed person commits an offence and is liable to a level 3 penalty.

	(3)	If —

	(a)	an employer or selfemployed person contravenes section 21(1) or (2); and

	(b)	neither subsection (1) nor subsection (2) applies,

		the employer or selfemployed person commits an offence and is liable to a level 2 penalty.

	(4)	An employer or selfemployed person charged with an offence under —

	(a)	subsection (1) may, instead of being convicted of that offence, be convicted of an offence under subsection (2) or (3); or

	(b)	subsection (2) may, instead of being convicted of that offence, be convicted of an offence under subsection (3).

	[Section 21A inserted by No. 51 of 2004 s. 22.]

21B.	Duty of body corporate to which s. 23D, 23E or 23F applies

	(1)	If section 23D, 23E or 23F makes any other provision of this Act apply to a body corporate as if it were the employer of a particular person, this section and section 21C apply to the body corporate at such times as the other provision is made to apply.

	(2)	A body corporate to which this section applies shall, so far as is practicable, ensure that the safety or health of a person is not adversely affected wholly or in part as a result of —

	(a)	work that has been or is being undertaken by —

	(i)	the body corporate; or

	(ii)	a person carrying out work under the direction of the body corporate;

		or

	(b)	any hazard that arises from or is increased by —

	(i)	the work referred to in paragraph (a); or

	(ii)	the system of work that has been or is being operated by the body corporate.

	[Section 21B inserted by No. 51 of 2004 s. 7.]

21C.	Breaches of s. 21B

	(1)	If a body corporate contravenes section 21B(2) in circumstances of gross negligence, the body corporate commits an offence and is liable to a level 4 penalty.

	(2)	If —

	(a)	a body corporate —

	(i)	contravenes section 21B(2); and

	(ii)	by the contravention causes the death of, or serious harm to, a person;

		and

	(b)	subsection (1) does not apply,

		the body corporate commits an offence and is liable to a level 3 penalty.

	(3)	If —

	(a)	a body corporate contravenes section 21B(2); and

	(b)	neither subsection (1) nor subsection (2) applies,

		the body corporate commits an offence and is liable to a level 2 penalty.

	(4)	A body corporate charged with an offence under —

	(a)	subsection (1) may, instead of being convicted of that offence, be convicted of an offence under subsection (2) or (3); or

	(b)	subsection (2) may, instead of being convicted of that offence, be convicted of an offence under subsection (3).

	[Section 21C inserted by No. 51 of 2004 s. 7.]




		

		Incident and Hazard Report







This form is to be completed by staff members who are involved in or are a witness to: a workplace accident, injury or incident, or a near miss incident, or who have identified a hazard.

The priority is to fix the issue as soon as possible, either in the field or with the assistance of others. Please talk with and report the incident to your supervisor, make the changes if possible, and then complete this report together including the findings about the cause(s) and recommendations. Then submit the documentation to the OHS Committee for review.

		A. Details of the person reporting:


I was involved in the incident □ or, I was a witness to the incident □.

First Name:                                                                     Surname:


Position Title:                                                                 Contact phone number:


Were there other witnesses to the incident? Yes  □     No  □. If Yes, please provide their details:


First Name:                                                       Surname:


Contact phone number:





		B. What was the nature of the event:


Accident  □       Incident  □       Hazard  □       Near Miss  □   

An accident is commonly used to describe an incident which has resulted in an injury.


An incident is any unplanned event resulting in or having the potential for injury, ill health, damage or loss.


A hazard is a source or a situation with the potential for harm in terms of human injury or ill health.

A near miss is a type of incident that did not result in an injury or damage but could have if the time, position or conditions were different.

Was a [insert organisation here] vehicle damaged in the event? Yes □  No  □.

Was any other office property or equipment damaged in the event? Yes □  No  □.

If Yes, see the [insert position title here] and complete an insurance claim form. Please briefly describe the damage:





		C. Details of the incident:


WHEN did the event occur?         Date:                                  and Time:                  am/pm.

WHERE did the event occur?

Describe sequence of events, in detail. Add a sketch or photos if available.





		D. Details of injury (if any):


Describe type of injury e.g burn, break, sprain:


Describe any additional information relevant to the sequent of events that caused the injury eg. actions, circumstances, objects, substances:


Was first aid given at the event and if so please describe what and by whom?


Was professional medical treatment sort and if so what, where and by whom?








		The following sections are to be completed with your supervisor (and/or an OHS committee representative).



		FINDINGS:

What do you believe were surface causes (symptoms) that lead to the incident or hazard? E.g. unsafe conditions and/or work practices.


What do you believe were root cause(s) that lead to the event or hazard? E.g. policies, procedures, supervision, training, decision making, other factors.






		RECOMMENDATIONS:


What immediate short-term actions have been implemented to control or eliminate the risk?


What additional long-term corrective or preventative actions need to be considered? Consider equipment, products, services, training, changes to conditions or work practices etc.:






		Employee Signature:




		Sign:


Date: 






		Supervisor Signature:




		Sign:


Date: 








		The following sections are to be completed by an OHS committee representative.



		In certain circumstances a further investigation of the event or hazard is required. This is to be conducted by an OHS committee member. Findings:






		In certain circumstances accidents that result in injury or environmental damage need to be reported to a statutory authority. Action where required. Notes:






		The immediate actions have been taken as per recommendations.        Yes   (   No  (     Date:

The recommendations have been actioned (where required).                 Yes   (   No  (     Date:


Relevant statutory bodies have been alerted (where required).              Yes   (   No  (     Date:  

Insurance paperwork has been sent to the insurer (where required)      Yes   (   No  (     Date:                                                                            

Reported to the committee                                                                              Yes   (   No  (     Date:  

Notes:






		On behalf of the OHS committee I confirm that the event has been investigated and appropriately actioned, sign below. 



		OHS Committee representative 1:


OHS Committee representative 2:

		Sign:


Date: 


Sign: 


Date:



		Filed in OHS committee files                                                           Yes   (   Date:  

Scanned and filed in online OHS records                                      Yes   (   Date:  





�








Incident and Hazard Report Form (v3.2015)

Page 2 of 2





Safety and Health
Checklist

26

Our group …… Yes No

Has a risk register

A process for reviewing it

Has made staff  and committee members aware of the policies and 
procedures and the expectation that they will abide by them.

Talks about safety issues at committee meetings and resolves them.

Has a process for documenting accidents, incidents, and hazards

Has an induction process (for staff and committee) that includes a section 
on safety and health.
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Safety and Health
Further information

Organisation Information Contact details

Worksafe WA They have a diverse range 
of information including 
guidance notes and codes 
of practice that are relevant 
for NRM.

• https://www.commerce.w
a.gov.au/worksafe

South Coast NRM The Land and Water 
Program Leader and 
Regional Agriculture 
Landcare Facilitator are 
both trained Safety and 
Health Representatives 
and have a good working 
of the Occupational Safety 
and Health Act 1984.  They 
will be able to point you in 
the right direction for 
further information.

David Broadhurst (Albany 
office) 
davidb@southcoastnrm.co
m.au

Kylie Fletcher (Esperance 
office) 
kylief@southcoastnrm.com.
au

South West Catchments 
Council’s “OSH Handbook 
For NRM Small Business” 

A great resource that 
compiles at lot of the 
information that groups 
need to consider.



CONTRACTS 
&

PROJECT 
MANAGEMENT

28

C
ontracts and project m

anagem
ent



Contracts and project 
management
Overview

29

Governance is the systems and processes put in place to control 
and monitor or ‘govern’ an organisation. Governance is important no 
matter the size, purpose and maturity of a group as it provides the 
systems and process to ensure that the group complies with:
• Legal obligations 
• Its rules and any funding agreements or other contracts;
• Its legal responsibilities to any employees, such as complying 

with employment awards or agreements, paying tax and 
superannuation and providing a safe working environment 

• Its legal responsibilities to members, volunteers and any clients 
or customers who may use the group’s services.

This means that committees require a good knowledge of contracts 
and the obligations that these contracts place on their group.  It also 
means that in order to understand that these are being met, 
committees may need to have a knowledge of how the project is 
being managed.

This section covers basic contract management principles and the 
associated project management tasks.



Contracts and project management
Key phases

• Applications
• Agreements & contractsFunding

• Recognition of funding body
• Deliverables
• Reporting
• GPS/GIS data
• Project reviews
• Variations

Implementation

• Reporting to funding body
• Archiving

Contract 
closure

30



Contracts and project management
Funding

31

Relevance Template Further info

Applications Funding applications should be approved by 
the committee before submission.  The 
project proposed and the funding source, 
should be consistent with the group’s 
strategy and principles.  

No 
template 
available

Agreements & 
contracts

Read all funding agreements carefully before 
signing!  These are legally binding 
agreements.  Take careful note of what you 
have promised to deliver.  Make sure the 
wording is clear and you understand 
everything that you have agreed to.  

Contracts developed with the best of 
intentions can sometimes become 
complicated due to lack of clear direction or 
ambiguity of wording. This may lead to 
problems such as on-ground works not being 
completed and working relationships being 
compromised, or worse. Careful reading at 
the start can help to avoid these problems.

If you have an issue with a contract, talk to 
your funding contact.

No 
template 
available



Contracts and project management
Implementation

32

Relevance Template Further 
info

Recognition of 
funding body

Funders like to know they are getting value 
for money.  Make sure that any publications 
contain their logo.  Also ensure that they are 
credited in any media release.  Groups like 
the Australian Government use services like 
media monitor and are sure to receive a 
copy of the media release.

No template 
available

Deliverables These will be set out in your contract.  Make 
sure they are delivered on time. If they are 
not, a variation may be required.  Copies of 
any deliverables must be provided to the 
funding body.  

No template 
available

Reporting Reporting obligations will differ between 
funders. Due dates of reports will be set out 
in the contract.  Reports should be approved 
by the Chair of the group before submitting 
to the funder.  Reports are a great 
opportunity to tell your story!  Make sure you 
make the most of it.  

No template 
available

GPS/GIS data GIS and GPS data will be required for on 
ground projects. This information is valuable 
when reporting to highlight where works 
have been achieved and future priority 
areas.  South Coast NRM has specific GIS 
requirements.

No template 
available

Project reviews It’s a good idea to review project progress at 
regular intervals throughout the 
implementation.  It’s a good idea to check on 
the progress towards achieving the 
deliverables, budget, etc.

No template 
available

Variations Variations to a contract may be required if a 
project is behind schedule.  A variation 
should be applied for as soon as it becomes 
evident that there is a need for it.  Speak to 
your funding body contact as soon as you 
think you might need a variation.

No template 
available



Contracts and project management
Contract Closure
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Relevance Template Further info

Report to 
funding body

As part of the contract you will be required 
to provide a final report to the funding body.  
This should outline everything you have 
done as well as include copies of all of the 
project deliverables (media releases etc).  

This report is a great way of showcasing 
your achievements and why you are a good 
investment.  Good idea to make two copies 
of this report and keep one for yourself.

No template 
available

Contract 
closure

Closing a contract will involve auditing the 
finances of the project.  This will need to be 
done by a qualified auditor.  Contract 
closure requirements will differ between 
funding bodies, so make sure you ask your 
funding contact if you have any questions.

No template 
available

Archiving Corporate knowledge is really critical. It’s a 
good idea to safely and securely archive 
any documents relating to the project for 
future reference.  Make sure that any 
electronic copies are backed up in multiple 
locations.   

No template 
available



Contracts and project management 
checklist

34

Our group has…….. Yes No

A process that is consistent with our scheme of delegations when applying 
for funding

The chair signs off on all reports before they are submitted to the funding 
body

A process for archiving completed projects

A process for regularly reviewing contracts and project progress
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Contracts and project management
Further information

Organisation Information Contact details

South Coast NRM There’s a good chance that 
whatever problem you 
have, we have probably 
experienced it too!

The Regional Agriculture 
Landcare Facilitators will 
be able to put you in touch 
with someone who will be 
able to help you with your 
issue.

• Letisha Newman (Albany 
office) 
letishan@southcoastnrm.
com.au

• Kylie Fletcher 
(Esperance office) 
kylief@southcoastnrm.co
m.au



LEGAL & 
FINANCES

36

Legal and finances



The committee is legally responsible for a number of areas.  
These include:
• Meeting obligations with funders
• Complying with relevant legislation
• Monitoring progress with implementing the strategy

The information presented in this section is a guide and should not 
be interpreted as legal advice.

Interested in legal jargon?

The most up to date copies of legal acts can be accessed online 
from the Western Australian State Law Publisher  
http://www.slp.wa.gov.au/

Legal and finances
Overview

37



Legal
Key areas

• Public liability insurance
• Professional indemnity insurance
• Directors and officers liability insurance
• Workers compensation Insurance
• Personal Accident Insurance
• Comprehensive Vehicle Insurance

Insurance

• Budget
• Scheme of delegations
• Profit, loss, balance sheet
• Statement of cash flow
• Auditing

Finances

38



Legal
Insurance

39

Relevance Template Further info

Public liability 
insurance

Protects an organisation against claims 
relating to bodily injury or property damage 
suffered by a third party (not an employee) 
as a result of an unexpected event. For 
example – someone injuring themselves at 
an event.

No 
template 
available

• Consult your 
insurance 
provider for 
more 
information.

Professional 
indemnity 
insurance

Where an organisation provides advice, or 
holds itself as having a special skill, a duty 
of care arises. This includes any person 
providing advice or special skills, including 
project management, advisory and 
consultancy services, machinery 
manufacture etc.

No 
template 
available

• Consult your 
insurance 
provider for 
more 
information.

Directors and 
officers liability 
insurance

Indemnifies individual directors and officers 
for their personal liability arising from the 
management of an organisation. Decisions 
made at a management level, including 
business strategy, employment relations, 
policies, standards, insurance and public 
statements are examples of issues covered 
under Directors and Officers insurance. 
Staff members (Officers) acting on 
instruction from management, due to 
decisions made at management level, are 
also covered under this insurance.

No 
template 
available

• Consult your 
insurance 
provider for 
more 
information.

Workers 
compensation 
Insurance

This insurance protects an organisation 
from claims made by employees of the 
organisation, from accident, injury or 
trauma (mental and physical) caused as a 
result of their employment. It generally 
DOES NOT cover employees travelling to 
and from their workplace, however whilst it 
may cover a worker injured when travelling 
on behalf of the organisation in their private 
vehicle, it is unlikely to cover damage to 
their private vehicle.

No 
template 
available

• Consult your 
insurance 
provider for 
more 
information.
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Relevance Template Further info

Personal 
Accident 
Insurance

Covers individuals acting as volunteers 
for an organisation. It covers for the 
actual time acting as a volunteer—not 
the time taken to travel to or from their 
volunteering job. It does NOT cover 
individuals who are visiting a work 
environment who may have been 
volunteers in the past or are intending to 
be volunteers in the future. Until signed 
on as a volunteer, an accident or injury 
experienced by the visitor would require 
Public Liability cover.

No template 
available

• Consult
your 
insurance 
provider for 
more 
information.

Comprehensive 
Vehicle 
Insurance

Covers vehicles for damage caused by 
accident or mishap. This insurance 
provides more than third party coverage, 
which covers only the ‘other person’ in an 
accident, and not their vehicle. 
Comprehensive Vehicle Insurance 
covers the vehicle insured and should 
cover any other vehicle or person in 
which it comes into contact, under certain 
circumstances (e.g. driver responsibility, 
alcohol and drug consumption etc). 
Comprehensive Vehicle Insurance may 
provide for the acquirement of a new 
vehicle in circumstances whereby a 
vehicle is written off as the result of an 
accident or incident. 

No template 
available

• Consult
your 
insurance 
provider for 
more 
information.

Always Check Your Insurance Requirement Or Policies With Your 
Insurer. 

If in doubt about the contents and coverage of an insurance 
policy, ask for clarification from your Insurance body or Agent, in 
writing.



Legal
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Relevance Template Further 
info

Budget Useful tool for assessing the group. Can be 
broken down into subsets to make them less 
confusing.  Good accounting ensures that the 
committee can make sound financial decisions 
on the basis of solid facts.

Not for profits can still hold cash in reserve to 
meet obligations like staff long service leave.

No 
template 
available

Scheme of 
delegations

Who gets to spend the committee’s hard won 
money?  Do you have any rules around it?
A scheme of delegations sets out who can 
spend what and how much of a group’s money. 

Profit, loss, 
balance sheet

Profit is the difference between income and 
expenses (or loss if it’s negative).
Calculates profit or loss over the entire 
accounting period. Usually shown in financial 
years with last year’s to compare it to.  

Balance sheet provides a snapshot at a point in 
time –very useful!  
Also known as a statement of financial position 
– shows assets, liabilities and equity.

An incorporated group must present the 
financial statements to the members at an 
AGM. 

Statement of 
cash flow

Basically shows the movement of cash for the 
reporting period.

No 
template 
available

Auditing Basically, auditing is an independent check of 
the group’s finances.  Do you have to have one 
every year?  Check your constitution and your 
funding agreements to find out.

The auditor is appointed by the members at the 
AGM.

No 
template 
available








SAMPLE Community Landcare Group

Project Profit and Loss Statement

July 2014 through December 2014



Date produced

Time produced



Account Name 					Selected Period 				Year to Date

Project Number  	Project Title





		Income

		

		



		Grant funding

		   $     500.00

		$ 15,500.00



		Credit Interest

		$  1,827.76

		$  1,827.76



		

		

		



		Total Income

		$  2,327.76

		$17,327.76



		

		

		



		

		

		



		Expenses

		

		



		Materials 

		 $          51.59 

		 $          51.59 



		Professional Development 

		 $                 -   

		 $                 -   



		Stationery & Consumables 

		 $          18.63 

		 $          18.63 



		Photocopying 

		 $        106.91 

		 $        106.91 



		Postage 

		 $          38.95 

		 $          38.95 



		IT / Internet 

		 $        345.45 

		 $        345.45 



		Minor Equipment Purchases 

		 $    2,087.27 

		 $    2,087.27 



		Promotions 

		 $    5,144.68 

		 $    5,144.68 



		Revegetation 

		 $    1,930.46 

		 $    1,930.46 



		Catering 

		 $        246.69 

		 $        246.69 



		Venue Hire 

		 $        415.23 

		 $        415.23 



		Vehicle fees 

		 $    1,272.12 

		 $    1,272.12 



		Travel Expenses - Staff 

		 $    4,018.04 

		 $    4,018.04 



		Travel Expenses - Other 

		 $    1,590.92 

		 $    1,590.92 



		Total Expense 

		 $  17,266.94 

		 $  17,266.94 



		

		

		



		Net Profit (Loss)

		($14,939.18)



		$60.82


















SAMPLE Community Landcare Group

Balance Sheet

Financial report for the year ended June 30, 2015.

Date produced

Time produced

							2014			            2015

		ASSETS

		 

		 



		Current assets

		 

		 



		Bank account

		 $      952,000.00 

		 $      234,540.00 



		Term deposit

		 $  1,000,000.00 

		 $  1,502,776.00 



		Petty cash

		 $                92.00 

		 $              645.00 



		Accounts Receivable

		 $        73,447.00 

		 $          6,579.00 



		Prepaid Expenses

		 $        10,652.00 

		 $          8,790.00 



		Accrued Income

		 $         17,218.00 

		 $         13,335.00 



		 

		 

		 



		Total Current Assets

		 $   2,053,409.00 

		 $   1,766,665.00 



		 

		 

		 



		Non-current assets

		 

		 



		Plant & Equipment at Cost

		 $      357,681.00 

		 $      354,221.00 



		Less Accum Depreciation

		-$     295,409.00 

		-$     327,252.00 



		Total Plant & Equipment

		 $        62,272.00 

		 $        26,969.00 



		Vehicles at Cost

		 $      138,263.00 

		 $      138,262.00 



		Less Accum Depreciation

		-$     113,330.00 

		-$     134,695.00 



		Total Vehicles

		 $        24,932.00 

		 $          3,567.00 



		 

		 

		 



		Total Non-Current Assets

		 $      174,409.00 

		 $         61,072.00 



		 

		 

		 



		TOTAL ASSETS

		 $   2,227,818.00 

		 $   1,827,737.00 



		 

		 

		 



		LIABILITIES

		 

		 



		Current liabilities

		 

		 



		Credit Cards   

		-$          8,516.00 

		 $          2,000.00 



		GST Collected   

		 $      161,209.00 

		 $        49,020.00 



		GST Paid   

		-$     145,825.00 

		-$     159,830.00 



		Total GST Liabilities  

		 $        15,384.00 

		-$     110,810.00 



		PAYG    

		 $        48,548.00 

		 $        86,949.00 



		Workers Comp Insurance  

		-$             848.00 

		-$       11,303.00 



		Superannuation Contributions   

		 $        63,526.00 

		 $        14,010.00 



		Pre-paid Revenue   

		 

		 $        30,000.00 



		Committed Project Funds  

		 $  2,114,547.00 

		 $      100,000.00 



		Provision for Long Service Leave

		 $      287,498.00 

		 $      361,209.00 



		Provision for Annual Leave 

		 $      125,631.00 

		 $      116,238.00 



		Accrued Expenses   

		 $      133,170.00 

		 $      294,994.00 



		Trade Creditors   

		 $      283,854.00 

		 $      458,112.00 



		 

		 

		 



		TOTAL LIABILITIES

		 $  3,078,178.00 

		 $  1,230,589.00 



		 

		 

		 



		Net Assets

		-$     850,360.00 

		 $      597,148.00 



		 

		 

		 



		EQUITY

		 

		 



		Retained earnings

		 $  1,146,575.00 

		 $      296,215.00 



		Current earnings

		-$     850,360.00 

		 $      597,148.00 



		 

		 

		 



		TOTAL EQUITY

		 $      296,215.00 

		 $      893,363.00 














Staff Position Financial Delegations

Current as of:

Last modified:

Author:

Approved by:



		Position

		Area of budget responsibility

		Delegated authority to sign off  within approved budget (GST exclusive)



		Executive officer

		· Organisational budget

· Organisational payroll expenses and liabilities 

		



		Administration officer

		· Budgeted administration expenses (e.g. stationary, etc).

		



		Project officer

		· Budgeted project expenses

		




















Financial Statements 101

Prepared by Joanne Headlam

South Coast NRM





Why do we need them?

-South Coast NRM is required through statutory obligations to provide accurate and timely financial information to both the federal and state governments. 

The information your organisation provides us helps in fulfilling those obligations

It helps to maintain a strong relationship with our funding bodies which hopefully means an opportunity of further funding (or at least not losing any)

It also helps to demonstrate to both South Coast NRM Inc and the various funding bodies effective stewardship and accountability in the allocation of those funds











What do they provide me?

Answers the question “how much money does my project have left?”

Helps compare your expenditure against planned expenditure (budget)for performance purposes. “Am I spending what I said I would?”

Helps to detect any problems within a reasonable time so adjustments can be made. Eg perhaps an expense has been allocated that isn’t actually for your project





Components of Financial Statements

Consists of two elements:

Income & Expenditure Statement

Statement of Financial Position







Components of Financial Statements

Income & Expenditure Statement

Aka Profit & loss

Reports the difference between revenue earned (money in) and expenses incurred (money out) during a given period

Best indicator for how your project is tracking financially. This may come out of programs such as MYOB, your treasurer should be able to provide this

Income:  Project funding received from sources such as South Coast NRM

Expenses: Costs incurred for the project

Net Profit: difference between income & expenses, your net funding position (how much money you have left to spend)

















This is how much money the project has left



How much the project has spent

How much the project has earned





Components of Financial Statements

Statement of Financial Position

Aka Balance Sheet

Most relevant on an annual basis (at AGM) most probably won’t be used for day to day tracking

Shows a snapshot of the organisation, its ability to pay its’ debts.

Assets: economic resources owned by the organisation that expect to raise future benefits (for example a tractor purchased to help with revegetation works)

Liabilities: financial claims over the organisation (that need to be repaid over time) For example: Bills owing to creditors, annual leave accrued for an employee or GST owing to the ATO

Equity: The excess of assets over liabilities, that represents the organisations net wealth. Liabilities should never be more than assets!













		ASSETS				 		 		 

		 				Current Assets		 		 

		 				Cash		$		20,000

		 				Accounts receivable		$		15,000

		 				Inventory		$		   150,000

		 				Total Current Assets		$		     185,000

		 				 		 		 

		 				Non-Current Assets		 		 

		 				Plant and equipment		$		50,000

		 				Business premises		$		650,000

		 				Vehicles		$		    70,000

		 				Total Non-Current Assets		$		  770,000

		 				 		 		 

		TOTAL ASSETS						$		   955,000

		 		 				 		 

		 		Current Liabilities				 		 

		 		Accounts payable				$		25,000

		 		Bank overdraft				$		10,000

		 		Credit card debt				$		5,000

		 		Tax liability				$		 30,000

		 		Total Current Liabilities				$		  70,000

		 		 				 		 

		 		Non-Current Liabilities				 		 

		 		Long term business loan 1				$		450,000

		 		Long term business loan 2				$		  50,000

		 		Total Non-Current Liabilities				$		 500,000

		 		 				 		 

		TOTAL LIABILITIES						$		 570,000

		 		 				 		 

		NET ASSETS						$		  385,000

		 		 				 		 

		OWNERS EQUITY						$		  385,000



Example Statement of Financial Position

XYZ Company Pty Ltd





How can I make this work for me?

Make sure your purchase orders indicate which project the expense is for

Ask for regular updates on your project (Income & Expenditure statements) so you can track your project, reduces the risk of surprises later on

Follow up on any anomalies in a timely manner









Where can I go for support?

Firstly, your treasurer or bookkeeper to help with any queries on your project expenses

CPA Australia has some great accounting resources for not for profits www.cpaaustralia.com.au















image1.emf

Income


South Coast NRM Inc$400,000.00 


Credit Interest$5,000.00 


Total Income$405,000.00 


Expense


Project Materials$30,000.00 


Project Officer Wages$110,000.00 


Project Officer Superannuation$10,450.00 


Project Officer Workers Comp Insurance$580.00 


Costs of Employment$1,200.00 


Professional Development$500.00 


Accrued Leave$6,500.00 


Stationery & Consumables$50.00 


Photocopying$10,000.00 


Postage$20.00 


Minor Equipment Purchases$3,000.00 


Telephone$2,000.00 


Equipment Lease$260.00 


Promotions$2,000.00 


Catering Steering Committee$3,000.00 


Motor Vehicle Expenses$800.00 


Travel Expenses - Staff$2,800.00 


Sitting Fees$1,800.00 


Consultancy$20,000.00 


Office$25,000.00 


Audit & Accounting$800.00 


Total Expense$230,760.00 


Net Profit (Loss)$174,240.00 


EXAMPLE COMPANY PTY LTD


Income & Expenditure Statement


Project XYZ


For the period 1 July 2013 to 30 June 2014









FINANCIAL DELEGATIONS POLICY

1. FINANCIAL DELEGATIONS POLICY



1.1 The Financial Delegations Policy relates to ([Insert organisation here]) and, where relevant, operates in conjunction with other policies relating to minimum standards of behaviour and conduct, the Contract of Employment or Contract for Services.



2. COMMENCEMENT OF THE FINANCIAL DELEGATIONS POLICY



2.1 This policy will commence from [insert date here]. It replaces all other Financial Delegations policies of [Insert organisation here], if any (whether written or not).



3. SCOPE AND APPLICATION



3.1 The policy applies to all employees, including contract employees, of [Insert  organisation here], collectively referred to as “workplace participants”.



3.2 The policy does not form part of any person’s contract of employment, nor does it form part of any other workplace participant’s contract for services.



4. DEFINITIONS



4.1.	Delegation



The act of delegating or the state of being delegated specific powers or authority.



5. PURPOSE



5.1 [Insert organisation here] recognises the importance of a work environment which actively promotes continual improvement.



5.2 As part of the business operations of [Insert organisation here], employees need to undertake day-to- day activities on behalf of the committee. This is facilitated with the use of delegations to allow the conduct of the business of the committee within an adopted framework of principles.



5.3 This policy describes the financial delegated limits set by the committee that are to be applied to specific positions of the organisation structure. The authority is delegated to the occupier  of the position at the time the delegation is exercised. The aim is to ensure that the  committee and employees are provided with concise guidelines regarding the [Insert organisation here] approved delegated responsibilities.



5.4 The Chair is responsible for the implementation of the policy and the development and implementation of associated procedures that support the principles of the policy.

 (
SAMPLE ONLY
)
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6. POLICY REQUIREMENTS AND PROCEDURES



6.1 PRINCIPLES



The following principles apply for financial delegations:

· Employees with financial delegations are responsible for ensuring that they comply with their delegated financial authority within approved [Insert organisation here] and project budgets.

· It is an unacceptable practice to split a particular procurement need into smaller parcels in order to circumvent the need to conduct a competitive process.



6.2 RESPONSIBILITIES



6.2.1 The Committee is responsible for:

· Ensuring that properly authorised delegations are provided to enable the organisation to operate consistent with its obligations under the Incorporations Act.

· Ensuring the committee’s delegations of authority is properly documented.



6.2.2 The Chair is responsible for:

· Ensuring that committee delegations are administered in an appropriate manner.

· Ensuring compliance with delegations is maintained.

· Ensuring all staff are informed of delegations and trained in the requirements of their positions.



6.3 DELEGATIONS



The committee delegates the following delegations to the person for the time occupying or acting in the following position.



6.3.1 Purchasing Delegations - Budgeted

The following delegation is approved for the procurement of goods or services within approved budget/project allocations:

Chair	- $X



6.3.2 Purchasing Delegations – Unbudgeted emergency expenditure

The following delegation is approved for the procurement of goods or services without approved budget allocations in emergency situations where a delay in the expenditure will incur further costs or result in another unacceptable risk:

Chair	- $X



6.3.3 Funding/Business Case Application Delegations

The following delegation is approved for application of funding/business case applications:

 (
FINANCIAL DELEGATIONS POLICY
)







The committee delegates to the Chair authority to approve/submit funding/business case applications that are consistent with [Insert relevant documents here] and where there is no commitment of unbudgeted [Insert organisation here] equity funds.



All funding/business case applications that are not consistent with [Insert relevant documents here] or where there is a requirement to commit unbudgeted [Insert organisation here] equity funds, these are to be approved by the committee before submission.



This delegation is to be reviewed annually.



6.4 OPERATION OF THE POLICY



6.4.1 Responsibilities



6.4.1.1 [Insert appropriate position title here] is responsible for:

· Implementation and monitoring compliance of the financial procedures.

· Ensuring that the procedures are appropriately implemented and reviewed from time to time.

· Ensuring that breaches of delegated authority or improper use of delegations are reported to the Chair and Committee as a matter of urgency.



6.4.1.2 Employees with Delegated Authority

· Officers with financial delegations are responsible for ensuring that they comply with their delegated financial authority and approved budgets.



6.4.1.3 Purchasing Delegations - Budgeted

· The Chair will review and recommend financial delegations to the person(s) for the time occupying or acting in the specific position(s) to the committee for approval on a quarterly basis.



6.4.1.4 Payment Delegation – Cheque Signing

The following delegations are approved for payment by cheque:

· All cheque payments must have any two of the authorised signatories.

· All cheques must be presented for signature accompanied by an invoice.

· The invoice must contain evidence of approval or verification by an authorised delegate.

· No payment of an invoice is to be made out to cash under any circumstance.







6.4.1.5 Payment Delegation - Electronic Funds Transfer (EFT) using Online Banking

The following delegations are approved for the payment by EFT:

· All EFT payments must have any two authorised electronic signatures..

· All payment files must be presented for electronic signature accompanied by an invoice.

· The invoice must contain evidence of approval or verification by an authorised delegate.



6.4.1.6  (
The following limits are approved on each credit card:
Chair
$X
[Insert appropriate position
 
title
 
here]
$X
7.
BREACHES OF THIS
 
POLICY
7.1
A breach of this policy may lead to disciplinary action including, but not limited to, termination of employment or
 
services.
VARIATIONS
[Insert organisation here]
 reserves the right to vary, replace or terminate this policy from time to time.
)Payment – By Credit Card - Limits







POLICY VERSION AND REVISION INFORMATION:



		Policy Number:

		



		Policy Title:

		Financial Delegations Policy



		Current version:

		



		Policy Authorised by:

		



		Title:

		



		Original issue date:

		



		Policy Maintained by:

		



		



		Approved by:

		



		Approval date:

		



		



		Review date:

		























WORKPLACE PARTICIPANT ACKNOWLEDGEMENT:



I acknowledge:

· receiving the [Insert organisation here] Financial Delegations Policy;

· that I must comply with the policy and that there may be disciplinary consequences if I fail to comply, which may result in the termination of my employment or contract for services.





Workplace Participant:



Name:	 	



Signed:	 	



Date:	 	



Legal and finances checklist
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Our group has…….. Yes No

Adequate insurance

A process for reviewing insurance requirements on a yearly basis

Knows their auditing requirements

Has an auditor appointed by the members at the AGM

Presents members with the financial statements at the AGM

Has financial information presented in a format that allows for sound
financial decisions to be made.

Has a scheme of delegation that outlines who can spend the group’s 
money.



43

Legal 
Further information

Organisation Information Contact details

Albany Chamber of 
Commerce and Industry, 
Esperance Chamber of 
Commerce and Industry &
Denmark Chamber of 
Commerce and Industry.

They offer a range of 
services to members and 
have partnerships with CCI 
WA and other 
organisations.

South Coast NRM is a 
member

South Coast NRM There’s a good chance that 
whatever problem you 
have, we have probably 
experienced it too!

The Regional Agriculture 
Landcare Facilitators will 
be able to put you in touch 
with someone who will be 
able to help you with your 
issue.

• Letisha Newman (Albany 
office) 
letishan@southcoastnrm.
com.au

• Kylie Fletcher 
(Esperance office) 
kylief@southcoastnrm.co
m.au



OTHER 
INFORMATION

44



Other resources

45

Group Info Website

Our community A great resource for any 
community not for profit groups.

It’s worth considering signing 
up to their grant newsletter.

www.ourcommunity.com.au

Idealist An American organisation that 
have a great list of web 
resources that you may find 
useful.

http://www.idealist.org/info/Volu
nteerMgmt/Best

Volunteering WA A Western Australian
organisation that has a lot of 
useful web resources

http://volunteeringwa.org.au/re
sources.aspx

Australian Institute 
of Company 
Directors (AICD)

AICD provide leadership on 
director issues and promote 
excellence in governance to 
achieve a positive impact for 
the economy and society.

http://www.companydirectors.c
om.au/
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