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Introduction

Purpose and Scope of the Manual

This policy and procedures manual is produced with the Authority of the Council of Kidsafe NSW Inc.

Its purpose is to provide guidance to the Council, Management and Staff of Kidsafe NSW on the management and administration of Kidsafe NSW.
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Section 1

Governance
Introduction

Kidsafe NSW is an Incorporated Body registered under the NSW Associations Incorporations Act 1984. The Constitution list the objects of the organisation, its legal powers, composition of the Council, office bearers, conduct of elections and general meetings, membership, and so on. Copies of the Constitution are held in the office and are available to all members and staff of the organisation.

This section explains in more detail:

· The Role of the Council
· Council meetings and decision-making

· Committees of the Council, co-option of Council members, and orientation for new members

· Conflict of interest

· Strategic Planning
· The election of the Council, the Annual General Meeting, Annual Report, compliance with Association Incorporations Act 1984 requirements and public officer 
· Membership
· Membership fees 
· Membership register

Back to Contents
1.1
The Role of the Council

Outcome

Successful and sustainable performance of Kidsafe NSW.
Policy Statement

The Council:

· sets strategic directions and Council policies

· provides leadership in the positioning and culture of the organisation

· promotes Kidsafe NSW achievements

· seeks updated advice and monitors performance and risk

· delegates authority

· approves and monitors contractual and reporting arrangements

· approves and monitors the budget and financial position

· monitors statutory and regulatory compliance

· appoints, terminates and reviews the performance of the Executive Officer

· determines the remuneration of the Executive Officer 

· reviews and improves its own performance

· provides an induction for new Council members

· determines the relevant skills set for Council positions.

Process

To implement this policy the Council ensures:

· the development and regular review of the Kidsafe NSW Strategic Plan

· establishment and reporting on performance indicators

· budget and financial reporting processes are in place

· periodic reporting on compliance and corporate risk is completed

· opportunities for continuing engagement with key stakeholders and identification of key issues related to the work of Kidsafe NSW
· key delegations are identified and reviewed

· a performance review process is agreed with the Executive Officer

· a Council development and performance plan is in place.

Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.2

Role of the Chair

Outcome:

· Effective leadership and functioning of the Council.

· Successful representation of the Kidsafe NSW at all levels.

· Effective relationship with the Executive Officer.

Policy Statement:

The Chair has the same duties and responsibilities as any director of the Council, although for practical purposes the chair is regarded as primus (prima) inter pares i.e. ‘first among equals’. The Chair may also have specific delegated responsibilities from the Council. In addition to the Chair’s role as a director, the Chair: 

· will act in and promote the interest of Kidsafe NSW
· provides leadership in external negotiations and representation

· chairs Council Meetings

· establishes the agenda for Council Meetings in consultation with the Executive Officer

· is the spokesperson for Kidsafe NSW
· promotes an understanding of the work of Kidsafe NSW
· takes steps to ensure the Council is fully informed

· exchanges information among directors

· regularly reviews progress on important initiatives and significant issues facing Kidsafe NSW with the Executive Officer and other directors

· directs the Executive Officer on behalf of the Council

· provides mentoring for the Executive Officer

· initiates performance monitoring of the Executive Officer and the Council

· ensures that true records of Council business are maintained.

Process:

To implement this policy the Chair ensures:

· a Council development and performance plan is in place

· a process for the annual review of the performance of the Executive Officer and Council

· a process for ongoing consultation with directors and the Executive Officer

· meetings are conducted according to agreed meeting procedures

· stakeholder consultation is maintained as required.

Guidelines:

The Council acknowledges that the Chair may be required to respond to changing or pressing matters between scheduled Council meetings. In the event of a matter requiring immediate response the Chair will reasonably attempt to consult with other directors but if not possible, will consult with other directors as soon as practicable thereafter.

Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil

	
	
	


1.3

Representing Kidsafe NSW
1.3.1
Representing Kidsafe NSW in the Media

The Chair and Executive Officer are the nominated media representatives of Kidsafe NSW. The Chair and Executive Officer shall negotiate their respective roles in relation to media comment, depending on their respective skills. The Executive Officer may authorise other staff as representatives as appropriate to their role/skills. 
1.3.2
Representing Kidsafe NSW on Committees

There is a role for Council members to represent Kidsafe NSW on external committees and in various consultative forums. Representing Kidsafe NSW takes place in accordance with the following principles:

· statutory and ministerial appointments are to come to the Council for a decision on who will represent Kidsafe NSW ;
· cases where Kidsafe NSW has been invited to nominate a Council representative are to be brought to the Council for a decision; and,

· other cases where Kidsafe NSW  is asked to nominate a staff representative are at the discretion of the Executive Officer.

1.3.3
Representing Kidsafe NSW in lobbying

Council members may also represent Kidsafe NSW in delegations to politicians as follows. The representative should be approved by the Chair and Council.
· where this is strategically useful;
· where Council members are available;
· based on skills and expertise of Council members in relation to the topic of the delegation.

Council members may also be involved in joint delegations, on the understanding that they participate in their capacity as Kidsafe NSW representatives. Council members need the authority of the Council to represent Kidsafe NSW in delegations.

Participation in delegations should be used as an opportunity to train new Council members and develop skills of Council members.
Authorised by:    Resolution of the Council

Effective Date:    7th February 2012
Review date:       February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.4

Code of Conduct
Rationale

The Council has a legal and moral responsibility to manage the organisation in accordance with the constitution and in the best interests of the community it serves.

Outcome

The Council ensures that corporate accountabilities and responsibilities are clear and managed in the best interests of Kidsafe NSW.

Practice

The Directors of Kidsafe NSW agree to:

· Act honestly, ethically and in good faith in the best interest of Kidsafe NSW and perform Council duties impartially.

· Exercise fiduciary duty and due diligence in undertaking Council duties in the interests of Kidsafe NSW as a whole. Maintain absolute confidence and use information obtained as a Director for Kidsafe NSW business only.

· Use the powers of office for a proper purpose. Ensure that personal interests or the interests of any associated persons or sectional interests do not conflict with the interests of Kidsafe NSW.

· Declare interests that may, or are perceived to be, in conflict with the operations of Kidsafe NSW or the objectives of the Council.

· Engage in activity or conduct, bringing credit to Kidsafe NSW.

· Be clear and understand the roles, responsibilities and reporting relationships of the Council and professional staff.

· Attend all Council meetings. Where attendance is not possible submit an apology. If absence is likely to extend for several consecutive meetings, obtain a leave of absence.

· Seek to resolve conflict positively, openly and preferably by consensus
Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.5

Conflict of Interest

From time to time Kidsafe NSW Council members may encounter conflicts of interest when participating in Kidsafe NSW decision-making processes, as other professional or personal roles intersect. Potential areas where a conflict of interest may arise include:

· recruitment of staff or contractors
· decisions to undertake projects or enter into partnerships
· representing Kidsafe NSW  in other forums
In general, a conflict of interest can be said to arise if:
· It is likely that the performance of a person’s duties as an Kidsafe NSW  Council member could be prejudicially influenced by that person’s other interests (private, personal or professional), or that a reasonable person would believe that the person could be so influenced; or 

· If a person’s participation in the Kidsafe NSW Council could be prejudicially influenced by the interests of the organisation the person is representing, or that a reasonable person would believe that the person could be so influenced.
Kidsafe NSW expects that Council members will be mindful of potential conflicts of interest (or the likely perception of a conflict), and declare a conflict of interest before it arises. Appropriate action can then be taken in consultation with colleagues. For instance, a Council member will usually be expected to withdraw from a particular selection panel or lobbying delegation, or absent him/herself from discussion about particular issues if it presents a conflict of interest. Minutes of the meeting should note the conflict of interest.
Please refer to the Conflict of Interest Policy in Section 4.

Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.6

Election of the Council
The process for the election of the Council and the appointment of office bearers is set out in detail in the Constitution. This document should be consulted for further information. The process covers matters such as calling for nominations (Council members must be fee paying members – refer to Kidsafe NSW Membership Form Appendix 1 and Kidsafe NSW Council Nomination Form Appendix 2), eligibility for nomination, the appointment of a Returning Officer, conduct of elections and announcement of results. Nominations must be called (six weeks) before the Annual General Meeting, and ballot papers should be posted out to members (four) weeks prior to the meeting.
Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.7

Delegations

Outcome: 



Corporate accountability and responsibilities are clear

Policy Statement: 


The members of Kidsafe NSW Council agree to delegate to the Executive Officer or hold for Council approval matters related to the following as outlined below:

a.  
Expenditure

b.  
Financial Management / Investments

c.  
Human Resources

d.  
Legal/Contracts

e.  
Representation

f.  
Key Relationships

g.  
Policies

Process:

To implement this policy the Council approves the following:
	Policy Area
	Delegation



	a. Expenditure
	

	· Electronic payments
	Electronic payments:

· NSW

< $25,000 and within approved budget Executive Officer approval

> $25,00 Council written approval (email or fax) – Chair or Treasurer

	b. Financial Management / Investments
	

	· Cash management account (4-6 months depending on need and product type)


	· Invest funds not needed for immediate expenditure – Executive Officer approval

· Transfer of funds:

< $25,000 Executive Officer approval

> $25,00 Council written approval (email or fax) – Chair or Treasurer

	· Other investments (none at present)


	· Council approval


	c. Human Resources
	 

	· Appointment and termination of Executive Officer
	· Council approval

	·  Performance monitoring and remuneration of Executive Officer
	· Council approval

	· Appointment and termination of other Council employees
	· Executive Officer

	· Performance monitoring and remuneration of other Council employees
	· Executive Officer within approved budget

	· HR Policy Framework
	· Council approval



	d.  Legal/Contracts
	

	· Funding Agreements – budget, KPIs, Performance Outputs/Targets, Risks
	· Council approval (Executive members)– Chair or delegate to sign



	· Signatory of sponsorship contracts 
	· < $25,000 Executive Officer, following consultation with Council (Sponsorship Subcommittee)

· > $25,00 Executive Officer, following Council written approval (email or fax) (Sponsorship Subcommittee)

	· Exclusive sponsorship arrangement / contracts (Sponsorship Policy – Appendix A, item 5)
	· Council approval

	· Signatory of other contracts 

     (other than funding and sponsorship  contracts)
	· < $25,000 and within approved budget Executive Officer approval

· > $25,00 Council written approval (email or fax) – Chair or Treasurer

	· Contracts for high risk initiatives (to be defined)


	· Council approval

	· Memorandum of Understanding 

· Sponsorship <$5,000

· Other


	· Council approval

· Executive Officer

· Council approval

	· Use of Kidsafe name/logo by other organisations

	· Council approval

	e. Representation
	

	· Media


	· Chair, Chief Executive, subject area expert Council member or staff member

	· National Kidsafe Organisation


	· Chair represents Kidsafe NSW with CAPFA

	· Other organisations
	· Chair, Chief Executive or delegate approved by Chair or Executive Officer

	f. Key Relationships
	

	· Key donors/sponsors


	· Executive Officer, following consultation with Council (as per SponsorshipPolicy)

	· Key stakeholders
	· Chair and Executive Officer

	g. Policies
	

	· Council policies
	· Council approval



	· Risk Management policies / framework
	· Council approval



	· Quality Management policies / framework
	· Council approval

	· Sponsorship Policy
	· Council approval

	· Workplace Safety Policy (OHS)
	· Council approval

	· Kidsafe NSW operational policies
	· Executive Officer


Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2016

	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2018
	Nil
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1.8

The Annual General Meeting

The Annual General Meeting (AGM) is a legal requirement. The AGM is usually held in October once the audited statement is received from the auditors. Notice of the AGM is provided in the Kidsafe NSW newsletter, and in a mailing to members.
The standard agenda for the AGM includes:

· minutes of the previous AGM 

· presentation of the Annual Report and the Chair’s report 

· Treasurer’s report 

· election of the returning officer 

· election of Council members 

· appointment of the auditor 

· lists of resolutions made by the Council during the year

A quorum for the AGM comprises 4 of Kidsafe NSW members.
Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.9

Council Meetings

The Council has adopted the following strategies in order to ensure efficient and effective decision-making at Council meetings. Council meetings are held every second month. A quorum for a Council meeting is 3 members.
1.9.1
Agenda planning

The Executive Officer and Chair plan the agenda before each meeting in order to:

· Allocate issues to be included for decision making, discussion or information only (based on the input of staff and Council members);
· Ensure that the purpose for inclusion of issues is clear; 

· Plan time allocation for different issues on the agenda.

1.9.2
Structure of meetings

The following strategies will be used to ensure productive Council meetings:

· The agenda will be structured to clearly identify items for decision, items for discussion and items for information only. 

· Time will be allocated at the beginning of each meeting for reordering and prioritisation of the agenda.
· Council meetings will regularly include time for major discussion on key or emerging issues. These topics will be planned in advance. 

· Items for the next agenda will be identified at the end of each meeting. 

· The meeting is chaired by the Chair, or his/her absence, the Vice-Chair.

1.9.3 
Decision-making in Council meetings

The following strategies will be used to facilitate and record decision making:
· Items requiring Council decision will be clearly indicated on the agenda, and supporting papers will include clear options, cost, risk analysis and recommendations. 

· As a decision is made the chair will clarify to the meeting what the decision is and ensure this is clearly recorded by the minute taker.
· A register to be established recording all decisions made by the Council (cross referenced by topic) – to ensure all decisions are captured and available for reference. 

· Details of Council decisions will be captured and included in this policy and procedure manual, where appropriate.
1.9.4
Minutes
Minutes are taken at each Council meeting. Once ratified, the Chair signs the minutes. Copies are stored in the relevant file and can be made available to Council members on request. Hard copies of Council meeting papers and minutes are maintained by the Administrative Assistant. Usually the minutes from current and previous year are held in the office, and older records are archived.
1.9.5
Reporting and presentation of materials

The Council papers will ordinarily include:

· Minutes of the previous Council meeting
· Minutes of sub-committee meetings
· Financial Reports
· Report on new and lapsed memberships
· Papers provided for discussion, including the staff report
· Papers provided for information, including the calendar of events
Papers should be provided on all issues so that the Council members can make informed decisions. Papers should indicate whether they are being provided for decision-making, for information only or for discussion. Minutes from the Sub committees are to be circulated with the Council papers, so as to allow Council members time to read them in advance. Major items or issues that need discussion or decisions from the Council should be separately listed on the agenda.

The Executive Officer’s Report and Unit Reports should identify:
· Progress and outcomes against the Operational Plan 

· Major developments in ongoing policy issues 

· Emerging policy issues that may need to be addressed in policy work in future.

The Executive Officer’s and Unit Reports should not be seen as a report of activities undertaken in the previous month – these are more appropriately reported in the calendar of events.
Procedure

The Executive Officer (or nominated staff member), prepares the papers, compiles Council papers each month. Papers are emailed to Council members to arrive at least 5-7 working days prior to a meeting.
1.9.6 
Role of staff in Council meetings
The Executive Officer and minute taker attend all Council meetings unless otherwise directed by the Chair. Staff may be required to attend sections of Council meetings related to areas where their expertise is requested or related to papers for discussion. 
Kidsafe NSW is required to maintain records for seven years.
Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
	Nil

	1.1
	Feb 2016
	Nil
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1.10

Attendance at Council Meetings

Council members are expected to regularly attend meetings. The following circumstances indicate an attendance problem:


1. The member has two un-notified absences in a row (“un-notified” means the member did not notify the Executive Officer, Chair or delegate of their absence prior to the commencement of the meeting).
2. The member has three notified absences in a row.

When an attendance problem is identified, the Chair will promptly contact the member to discuss the problem. The member’s response will be shared by the Chair at the next Council meeting. In that meeting, the Council will decide what actions to take regarding the Council member’s future membership on the Council. If the Council decides to terminate the Council member’s membership, a letter regarding the Council’s decision will be sent to the Council member. The Council will promptly initiate a process to begin recruiting a new Council member.

Council member attendance is published in the Kidsafe NSW Annual Report.

Authorised by:    
Resolution of the Council

Effective Date:    
7th February 2012
Next Review date:     February 2018
	Version 
	Date Initiated
	Changes Made

	1.1
	 7 Feb 2012
	Initial implementation

	1.1
	26 Feb 2014
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	1.1
	Feb 2016
	Nil
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1.11

Recruitment of Council Members

Introduction

The nomination and selection of Council members is the prerogative of the members of Kidsafe NSW through the election process. However, given the responsibilities of the Council, there is a need for the Council to have an appropriate mix of expertise and experience. Policies and procedures must facilitate the election of those people who best meet the needs of the Council.
Purpose

Council members should provide an appropriate mix of skills to provide the necessary breadth and depth of knowledge and experience to meet the Council’s responsibilities and objectives. Council also aims for a composition which will appropriately represent the interests of the various groups contained within the organisation’s common bond and which will include a diversity of Australia’s peoples.

Policy

The Council should attempt, using its network of contacts within and without the organisation’s membership, to identify appropriate individuals with needed skills and interests as potential Council members. When vacancies arise among the elected Council positions, such individuals should be encouraged to nominate for election. Such individuals may also be appointed by the Council, where the Constitution provides, to vacant Council positions.  

Process
1. Maintain an up-to-date list of potential Council candidates, including the particular skills they can bring to the organisation.
2. Provide a Council Membership Application Form to prospective Council members. Also request biographical information, why they want to join this Council, what they hope to bring to the Council, what they would like to get from their Council membership and any questions they might have. 
3. Per any scheduling in the By-laws and/or after strategic planning, reference major strategic goals for the organisation and the Executive Officer to identify what skills would be highly useful to the Council, e.g., if new people will be employed, the Council may desire people with human resource skills, etc.
4. Reference the list of potential candidates to recruit for Council membership and ask to meet with them.
5. Prospective Council members should meet with the Council chair and the chief executive, hear an overview of the organisation and receive relevant organisational materials describing the organisation's products or services, receive a Council member job description and a Council member application form. The prospective new member should hear about how the organisation orients new members. Provide names of several Council members whom the prospective new member might contact with any questions.
6. Identify if there are any potential conflicts of interest with the candidate, e.g., is he or she on the Council of a competing organisation, a vendor of the organisation, etc.
7. Invite the prospective new member to a Council meeting. Notify current Council members that a potential new member will be attending. Consider name tags to help the potential new member be acquainted with Council members. Introduce the member right away in the meeting and, at the end of the meeting, ask the potential new member if they have any questions. 
8. Schedule meeting with designated group of Council members, decision by Council following recommendation from Chair and members who have met proposed new member.

9. Notify new members (those who have been elected) and invite them to subsequent Council meetings and the Council orientation.
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Honorary Council Members

The Constitution allows the Council to appoint honorary members. Honorary members do not however, have the right to vote on any motion or poll at a Council meeting.
The term of office for an honorary member is the same as an elected Council member (i.e. one year), although in practice this is likely to be slightly less once the person is selected. In order to select people for honorary membership, the Council will:
· Identify the areas where they are likely to need expertise (in accordance with our Strategic Plan priorities);
· Identify the expertise on the Council (following the election process); 

· Identify any gaps in expertise on the Council in identified key areas; 

· Consider whether honorary membership is the best way to address these gaps.

When a decision is made to approach a person to become a Honorary member of the Council, a Council member will be given the role of inviting that person.
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Induction for New Council Members

New Council members are provided with an induction kit which includes the Kidsafe NSW Council Handbook (Appendix 3), Kidsafe NSW Policy and Procedures Manual, copy of the Constitution, Strategic Plan, Annual Report and other useful documents. An induction session is provided each year after a new Council is elected. Council members appointed at other times will be provided with an individually scheduled induction session.
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Council Performance Review

Kidsafe NSW promotes regular evaluation and feedback to the whole Council on its effectiveness. One of the best ways the Council can strengthen its governing capacity is to periodically assess its own performance. Such an assessment provides the Council with an opportunity to stand back from its usual preoccupations and reflect on how well the Council is meeting its responsibilities with regard to its mission.
Monitoring the Council’s performance and getting feedback on how well the Council is doing is a crucial part of Council and organisational learning. Some of the performance areas that may be evaluated include:
· Roles and responsibility

· Planning

· Financial management

· Accountability

· Teamwork and Communications
To evaluate achievements, strengths and weaknesses, the Council may initiate an agreed assessment instrument, such as a survey (Refer to Kidsafe NSW Council Performance Review  Appendix 4 or seek external expertise such as a consultant.

This process should occur at least annually and the responsibility rests with the Chair or delegated person to organise the appraisal.
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Committees of the Council
The Kidsafe NSW Council may establish and delegate to one or more sub-committees (consisting of such member or members of the Association as the Council thinks fit) and delegate to these sub-committees such functions of the Council determines from time to time. 
Terms of Reference for each sub-committee will be approved by the Council.

1.15.1 Executive Sub-Committee

Powers of office management and financial management are delegated to the Executive Officer. 

The Executive Sub-Committee is comprised of:

· the Chair (ex-officio);

· the Treasurer (ex-officio);

· one Council member, who would normally be elected at the first meeting following the Annual General Meeting;

· the Executive Officer;

· (OTHERS)

Quorum for the Executive Sub-Committee is three persons, of whom at least one must be a member of the Council.

1.15.2
Finance Sub-Committee

The Finance Sub-Committee is comprised of:

· one Council member, who would normally be elected at the first meeting following the Annual General Meeting;

· the Treasurer;

· the Executive Officer

· (OTHERS)

Quorum for the Finance Sub-Committee is three persons, of whom at least one must be a member of the Council.

1.15.3
Governance Sub-Committee

The Governance Sub-Committee is comprised of:

· Two Council members, who would normally be elected at the first meeting following the Annual General Meeting;

· the Executive Officer

· (OTHERS)

Quorum for the Governance Sub-Committee is three persons, of whom at least one must be a member of the Council.

1.15.4
Communications Sub-Committee

The Communications Sub-Committee is comprised of:

· Two Council members, who would normally be elected at the first meeting following the Annual General Meeting;

· (OTHERS)

Quorum for the Communications Sub-Committee is three persons, of whom at least one must be a member of the Council.
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Council Conflict/Grievance Procedure
Complaints/grievances against a Council member should be referred to the Chair. The Chair, or an approved delegate, will attempt to resolve the issue to the satisfaction of the complainant. The Chair or delegate will advise the person about whom a complaint/grievance is being made of the notification and the nature of the complaint/grievance. Where the Chair is the subject of a complaint/grievance, the complaint should be referred to another Executive Member of the Council.
If the matter remains unresolved, the Chair or notified Council Member will raise the matter at the next Council Meeting following notification. Depending on the seriousness of the complaint, the Council may:

· deal with the matter at this Council Meeting by determining appropriate action to resolve the issue to the satisfaction of the aggrieved party and the Kidsafe NSW  Member; or 

· defer the matter to a special meeting of the Council or to a Sub Committee of the Council.
Under the Constitution, the Council has powers to suspend or terminate the membership of any member who wilfully ‘refuses or neglects to comply’ with the provisions of the Constitution, or who is ‘guilty of conduct prejudicial to the interests’ of Kidsafe NSW. Such action must be taken in accordance with the process described in the Constitution, which provide for proper notice and rights of appeal.
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Strategic Planning

The Strategic Plan is developed on a tri-annual basis and reviewed annually. It is developed after a process of consultations with the Council, staff, members, and other stakeholders. Production of the Strategic Plan and regular progress reporting is the responsibility of the Executive Officer. Approval and regular monitoring of the Strategic Plan is the responsibility of Council.
The Strategic Plan outlines the key goals and objectives of Kidsafe NSW, as well as broad strategies to meet these objectives. As a key document of the organisation, the Strategic Plan is available to be distributed to all members and to the public. Copies of the current Strategic Plan are available from the office and is also posted on the Kidsafe NSW website.
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The Annual Report

The Annual Report is published each year for the AGM. Typically, the Annual Report will include:

· a report from the Chair
· a report from the Executive Officer
· progress report against the Kidsafe NSW  Strategic Plan
· a report from the Treasurer
· audited financial statements

Responsibility for producing the Annual Report and organising the AGM resides with the Executive Officer. The Executive Officer will liaise with the auditors and coordinate contributions from relevant staff, and coordinate production of the report by the Administrative Assistant (or nominated staff).

The Annual Report will be on the Kidsafe NSW website.
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Public Officer

The Public Officer has responsibility for signing formal correspondence with NSW Fair Trading, and may delegate signing duties to the Executive Officer, such as the Annual Return. The Kidsafe NSW Public Officer is usually appointed from among Council members or may be the Executive Officer.
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Risk Management

POLICY STATEMENT

Kidsafe NSW Council has ultimate responsibility for safeguarding the organisation and its personnel and for ensuring that adequate risk management processes are in place. Risk management processes will be designed in order to prevent injury or harm to individuals, to protect the assets and interests of the organisation and to limit the impact of any unavoidable risk.

Kidsafe NSW Council will ensure that adequate resources are made available within the budget to implement all risk management processes.

Kidsafe NSW Council delegates the monitoring and reporting of risk management to the Executive Officer.

The Executive Officer will be responsible for the day to day implementation of risk management procedures and for ensuring that all staff are aware of these procedures.

PROCEDURES

Risk management plan

The Executive Officer will oversee the risk management plan for the organisation. The risk management plan will cover all aspects of the organisation’s activities and:

· Document all potential risks and their risk rating according to the following:

	Impact

	
	Very high
	High
	Medium
	Low

	Very high (almost certain)
	1: Extreme
	2: Very high
	3: High
	5: Medium

	High 

(probable)
	2: Very high
	3: High
	4: Significant
	6: Low

	Medium 

(may happen)
	3: High
	4: Significant
	5: Medium
	Negligible

	Low 

(unlikely)
	4: Significant
	5: Medium
	6: Low
	Negligible


· Identify actions to manage risk, time frames for any tasks and responsibility. This will include compliance checks to be conducted. 

The Executive Officer will provide a report against the risk management plan to the Kidsafe NSW Council. Refer to Kidsafe NSW Risk Register Appendix 22.
The Executive Officer will review the risk management plan as required.

Compliance checks

The Executive Officer will monitor the following:

· Currency and adequacy of insurance cover

· Probity and security of financial management

· Compliance with contractual arrangements, and funding agreements in particular

· Compliance of all Kidsafe NSW procedures with relevant legislation

· Compliance with the following Kidsafe NSW procedures:

· OHS 

· Fire Safety Policy

· Accidents and Injuries Policy 

· Critical Incidents

The Executive Officer will report to the Kidsafe NSW Council to confirm compliance checks and report any irregularities. 

Staff responsibilities

All staff are responsible for maintaining an awareness of potential risks in their areas of responsibility, ensuring that procedures are followed and notifying Kidsafe NSW Council of any potential or actual risk.

Items to consider for Physical risks
Festivals/Events
· Remotely dangerous activity such as acrobatics, bungy-jumping, crowd surfing, diving, exorcism, fireworks, gliding, horse riding, javelin tossing, line dancing, parachuting, rugby, swimming, trampolining, wrestling, etc.) activities that might expose people to risk

· Crowd/traffic control 

· Emergency procedures for fire, violence, accidents etc.

· Emergency services or other authorities

· Special equipment/materials

Fire
· Active alarms in place

· Extinguishers in place and regularly checked

· Emergency Evacuation procedures in place

Food and drink
· Food storage safe from contamination or deterioration

· Food areas clean

Machines
· Machinery in good working order 

· Work safety procedures in place

· Maintenance records

Vehicles
· Vehicle used for work related purposes properly maintained and serviced

· Driver adequately trained and licensed 

· Driving limits in place eg. how long or how far someone can drive in the one day

(See also Environmental Risks, below).

Items to consider for Professional Risks
· Screening of new staff (including volunteers) to ensure that they're  professionally competent, law-abiding, and safe
· Orientation process in place

· Systems ensure the services and information are reliable and/or accurate 

· Volunteers are adequately supervised

· Complaints policy and procedures in place

Items to consider for Environmental Risks
· Disaster plan in place

· Paths, stairs, steps, and public areas non-slippery, free of obstacles, well signposted 

· Environment is checked for hazards

· Air conditioning filter cleaned/serviced

· Unshielded drops or falls

· Hazardous objects or substances on the premises

· Trees regularly pruned or inspected

· Surfaces meet required standards
Items to consider for Employee Risks

· Clients (or anybody else) liable to attack, infect, or insult staff or volunteers

· Staff/volunteer absences or departures don't adversely affect your organisation 

· Prejudice and harassment policy in place

· Procedures so everyone is treated equally and fairly

· Complaints policy and procedures in place

· Termination policy in place

Items to consider for Financial Risks 
· Financial procedures in place to prevent or expose fraud etc.

· Spending limits in place

· If forced to close, adequate budget for paying all employee entitlements/all outstanding debts

· Budget reporting system in place 

· Adequate information is provided to Council to make informed decisions (properly prepared balance sheets, profit and loss statements, cash flow reports, etc.)

· Audit process in place

Items to consider for risk against Crime 
· Protection against theft (from your organisation or from others on your property or under your control)? 

· Adequate security

· Safety procedures in place to ensure the safety of staff/volunteers/public etc.

· Proper lighting 

· Fraud prevention policies and procedures in place 

Items to consider for working with Regulations
· Council decisions do not pose a conflict of interest

· Activities  are within objectives under the constitution

· Returns and reports required by legislation or funding agreements are filed
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Strategic Risk Management and Compliance 

Kidsafe NSW is committed to meeting all NSW Fair Trading requirements in a timely and efficient manner.
Standard reporting requirements include:

· advising of any changes to the Kidsafe NSW  Council Members
· proper conduct of the AGM and any General Meetings 

· advising of any changes to the Organisation’s Constitution 

· lodging annual returns 

· maintaining the register of members.

Generally the Executive Officer is responsible for coordinating compliance with ASIC requirements, and delegates tasks to other staff members as necessary.
The Council is responsible for ensuring the organisation complies with all relevant laws and regulations.
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Legal and Compliance 

POLICY STATEMENT

Kidsafe NSW operates within the requirements of the legislation and legal regulations of the state of NSW and Commonwealth of Australia. Kidsafe NSW is committed to complying with all applicable laws and requires that all staff and Council members act within the law at all times in the course of their duties for the organisation. 

The Council delegates the responsibility for monitoring legal compliance to the Executive Officer.

PROCEDURES

Legal compliance register

The Executive Officer will maintain a register (refer to Appendix 23) of the relevant specific legislation and other legal requirements that Kidsafe NSW is subject to. The register will identify the legal requirements and document for each:

· the name of the Act or regulation

· the body administering the requirement

· the actual requirement or link to Kidsafe NSW document with the information about the requirement

The Executive Officer will be responsible for reporting any breach of procedure related to legal requirements and overseeing any investigation.

The Executive Officer will determine whether specific auditing of compliance in particular areas is required.

The Executive Officer will report to the Council on the completion of compliance checking and on any breaches of legal requirements.

Staff responsibilities

 All staff will:

· ensure that they are aware of any legal requirements that apply to their areas of work and that they comply with them

· report any breaches of legal requirement

· where appropriate, suggest ways in which practices, systems and procedures could be improved so as to reduce the likelihood of a breach occurring.
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Membership

Full membership - open to individuals, groups and organisations (non-government, not-for-profit organisations) involved in or have interest in child safety and based in NSW. 

Refer to Appendix 1 – Kidsafe NSW Membership Form
2.5.1 
Membership fees

Membership fees are determined by the Council and revised from time to time according to changes in costs. 

Membership fees for full members are charged according to the size of an organisation.

Membership fees for individuals are charged at a fixed rate. 

	Individual

$44.00 (
	Community Group / School / Education and Care Service $44.00 (
	Organisation

$165.00 (


Finance/Administration of memberships and membership renewal is managed

by the Administrative Assistant, who sends out reminder letters and receives payments.
2.5.2 Membership Register

A register of Kidsafe NSW members is kept in the office, and is updated regularly. Membership information is subject to privacy legislation and is not made public.
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Section 2

Management
Introduction

This section outlines Kidsafe NSW management and planning processes.
This section explains in more detail:

· The role of the Executive Officer

· Executive Officer Performance Appraisal

· Succession Planning

· Operational Planning processes
· 
Back to Contents
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The Role of the Executive Officer
The Council delegates day-to-day management of the organisation to the Executive Officer. Within guidelines set by the Council, the Executive Officer has responsibility for management of the organisation, including:

· Implementation of the Strategic Plan, including development of and reporting against the Operational Plan
· Recruitment, management and supervision of staff 

· Liaison with stakeholders   

· Overseeing financial management of the organisation, including approving expenditure within delegation and budget 

· Reporting to the Council
· Acting as the public spokesperson for the organisation, as agreed with the Chair.

The Executive Officer is accountable to the Kidsafe NSW Council.
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Executive Officer Performance Appraisal
Purpose 
The Executive Officer shall manage the operations of the organisation effectively, so that the organisation meets the objectives set out in its Strategic, Operational and Business Plans, and complies with all contractual and legislative requirements. The Executive Officer shall not cause or allow any practice, activity, organisational circumstance, or decision that is in any way unethical, unlawful, and imprudent or that violates a Council policy or expressed Council value, or any commonly held business or professional ethic. 

Principles 
To ensure the Executive Officer’s performance is monitored and assessed on a regular basis (at least annually). 

Procedure
The performance of the Executive Officer will be assessed annually by the Council, in the context of overall organisational performance against Strategic, Operational and Business Plans, and compliance with contractual and legislative requirements. 

Executive Officer performance appraisal will be carried out by The Council Chair and at least one other Council member or the Council may appoint a sub-committee of the Council to be responsible for conducting the Appraisal. The assessment of the Executive Officer’s performance appraisal will be against performance indicators set by the Council. 

Information to assess the Executive Officer’s performance will be collected through the following means: 

· Review of the organisation’s performance against its Strategic, Operational and Business Plans over the past 12 months, as evidenced in relevant six-monthly and annual reports and other reports to the Council 
· Completion of a self-appraisal by the Executive Officer against the performance indicators set by the Council 
· Information provided by other Council members, stakeholders, and staff members who have completed the  Performance Appraisal Form – Executive Officer (Appendix 5) and/or interviewed confidentially by the Council Chair (or representative). 
· After compiling this information, the Council Chair (or representative) will develop a draft rating of the Executive Officer’s performance against the relevant performance indicators. 
· The Council Chair (or representative) will meet with the Executive Officer to discuss the draft rating. 
· Following this discussion, the Council Chair (or representative) will finalise the rating of the Executive Officer’s performance and provide it to the Executive Officer. The Council Chair (or representative) and Executive Officer will sign this rating document. 
· The Council Chair (or representative) will then present the signed Executive Officer performance review rating to a closed meeting of voting Council members. The Council will be asked to ratify the rating. 

· 

· Any disputes that arise with respect to Executive Officer performance review will be managed in accordance with the dispute resolution clauses in the Executive Officer’s employment contract. 

Responsibility
Executive Officer 
Participate in annual Executive Officer performance appraisal as outlined above, including completing a self-assessment questionnaire, and participating in an interview with the Council Chair (or representative). 

Council Chair
Ensure that Executive Officer performance appraisal is carried out annually as outlined above. 

Council 
Provide a representative to undertake annual Executive Officer performance review, and consider the report of the Council Chair (or representative).
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Executive Officer Succession Planning
Purpose
To ensure replacements for key job incumbent in executive, management, and professional positions in the organisation. This policy covers middle management positions and above.

Desired Results
The desired results of the succession planning program are to:
· Identify high-potential employees capable of advancement to positions of higher responsibility than those they presently occupy. 

· Ensure the systematic and long-term development of individuals to replace key job incumbents as the need arises due to deaths, disabilities, retirements, and other unexpected losses. 

· Provide a continuous flow of talented people to meet the organisation’s management needs. 

Procedures
The succession planning program will be carried out as follows:
Step 1 - Identify Key Positions
1. Identify key positions - identify the specific positions in each area of the organisation where planned replacement action is essential. It is not normally intended that this process maps potential replacements for every position. 
2. Obtain general background on the present incumbent of each key position and complete the Succession Planning Position Profile template (Appendix 6)
3. Assess the likelihood, and possible timing, of the need to fill the position due to possible departure of the present occupant. A guide to identifying the likelihood that key staff may leave can include the amount of time an incumbent has been in their position; their age as a guide to possible retirement intentions; and any other information that may be provided through discussions with staff during their support meetings or annual performance review. 

 
Step 2 - Identify Potential Successors
4. Consider the possible successors that might be suitable to fill the position within a range of timeframes such as: 

· immediately 

· within say 1 year 

· within 2-3 years 
5. Depending on the potential successors identified, determine the urgency and nature of development or targeted recruitment action needed:

· If no successors then external recruitment is most likely necessary. If the availability of external candidates is low, then a specific recruitment replacement strategy should be developed for the position. 

· If it appears that potential successors are likely to need considerable development, then an accelerated development plan, linked to the individual's Performance and Planning Review should be developed for these individuals. 

· If a full range of successors, both short and longer term are available, then no specific actions may be needed - simply monitor the situation in case it changes. 

6. A succession plan does not replace individual performance planning and discussions, or even budgeting and financial planning. Workforce and succession plans support the Kidsafe NSW strategic objectives and resource decisions to ensure that future staffing arrangements are sustainable and integrated, rather than merely opportunistic or ad-hoc.

Step 3 - Identify Relevant Development Strategies
7. Development strategies for ‘potential' successors may include: 

· formal leadership/management or technical skills training (internal or external) 

· opportunities to act in the role or other similar roles 

· working on identified projects 

· mentoring or coaching 

· provision of additional responsibilities to build skills/confidence 

· planned ‘on-the-job' training 

Linking to Performance and Planning
8. Development plans for individuals should be included in their Performance and Planning Review.
9. Care must be taken to ensure that potential ‘successors' are not given the expectation that they will be appointed to a key position. The normal competitive and merit-based selection and approach process will apply.
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Operational Planning

Operational planning develops the Business Plan, an internal document  is designed to support the implementation of the Strategic Plan. It includes key strategies, actions, and areas of responsibility for staff members.
The Business Plan is developed and reviewed annually. The Executive Officer reviews the Plan quarterly, to evaluate progress against targets and consider emerging priorities.
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Section 3
Stakeholder Relationships and Services

Introduction

This section outlines Kidsafe NSW policies and procedures relating to its functions and relationships with stakeholders with whom it works.

Included in this section is:

· Funding agreements
· Project management
· Consultation
· Conferences
· Publications
· Website
· Media and parliamentary liaison 

· Sponsorship 

· Complaints handling 

· Privacy

Back to Contents
3.1 
Funding Agreements

Kidsafe NSW is committed to maintaining positive working relationships with stakeholders and meets all funding agreement requirements in a timely and efficient manner.
Liaison with funding agencies is the responsibility of the Executive Officer and Unit Managers in the first instance. The Executive Officer manages compliance issues.
Kidsafe NSW funding agreements are filed in the Executive Officer’s office and access to the funding agreements is by permission of the Executive Officer. Staff or Council members may take a copy of the original for their own records.
3.1.1 
Funding Agreement Terms and Conditions

The terms of funding agreements commonly include some or all of the following:

· performance monitoring and evaluation arrangements
· specific function and performance indicators
· service specifications outlining goals and targets for the current funding period 

· compliance with relevant service standards and statutory requirements 

· reporting requirements
· management arrangements
· staffing and volunteer arrangements
· confidentiality
· asset management, insurance and indemnity
· procedures in the event of a dispute or termination of the funding agreement

Kidsafe NSW is fully committed to meeting the performance targets specified in the agreements, and complying with reporting requirements.
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3.2 
Projects
Specific projects are an important part of Kidsafe NSW work, and the organisation is usually involved in several projects at any given time.
In deciding whether or not to pursue a particular project, Kidsafe NSW will consider:

· Policy priorities. This involves an assessment of the project in terms of Kidsafe NSW policy priorities and strategic plan, the likely outcomes and impact of the project, the urgency of the issue, and possible benefits for the organisations’ client base.
· Appropriateness of Kidsafe NSW involvement. It is important to consider whether Kidsafe NSW can add value to the project or whether another agency may be more appropriate, and what participation offers to Kidsafe NSW  in terms of staff development, resources, organisational profile. Any potential risks to Kidsafe NSW should also be considered. 

· Effectiveness of our involvement. It is also necessary to consider whether Kidsafe NSW  has the networks, resources, capacity necessary to support the project and ensure that our participation is effective, as well as any opportunity costs that may arise from participation

3.2.1 
Project Development

Staff members proposing a project should discuss the idea with the Executive Officer in the first instance. If it is agreed to investigate the project further, the staff member will usually prepare a short options and issues paper to inform internal considerations. If it is decided to pursue the project, the staff member will develop a project submission.
When developing a submission, the impact on other parts of the organisation needs to be considered. These include:

· impact on other staff,
· impact on administration, including conferences, and
· impact on communications, including publications and website
These impacts should be reflected in the submission, particularly within costing, and timing of activities. In developing a budget for the project, advice should be sought from the Executive Officer.
All new projects require approval from the Executive Officer and in some instances from the Council. Staff members need to factor in the time necessary to gain approval when developing new projects.
3.2.2 
Project Management

The following policies and procedures apply to projects that have been successful in obtaining funding.
Project Manager

Every project is to have a project manager. The project manager is the central contact person for the project.
The project manager is responsible for, and will liaise closely with the Executive Officer to ensure:

· That the project is completed on time, within budget and to a high standard.
· Appropriate supervision to project staff (if any) and providing appropriate oversight and support to consultants (if any).
· That the relevant financial and performance requirements are met.
· Assistance from the Executive Officer is sought if they are facing any difficulties.

Project Plan

At the commencement of the project the project manager is to submit a project plan. This plan is to list project milestones and funding and performance requirements. The project manager is to maintain an up-to-date report on the status of the project against this plan.
Central Project File

The project manager will provide the Administration Assistant with a file containing the following information:

· The original submission, including the budget submitted to the funding agency;
· The budget developed by Kidsafe NSW  (using the Kidsafe NSW  categories of expenditure);
· The funding and performance agreement;
· Consultancy agreements (if any); and,
· Any other relevant correspondence.

The project manager will ensure that copies of any correspondence with the funding agency and any consultants are added to this file as the project progresses.
The Administration Assistant will ensure that all correspondence received by them in relation to the project is copied to the project manager.
Keeping Staff Informed

The project manager will ensure that all relevant parts of the organisation are kept informed about their role in the project, including timing of their work. This includes publications, conferences, financial reports, mail-outs, and other tasks.

Reporting Progress

The project manager will report regularly to the Executive Officer on the progress of

the project.
Finalising the Project

The project manager will ensure that all obligations under the funding and performance agreement have been met and that all reports and publications have been finalised. They are to prepare a short evaluation of the project.
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3.3 
Conferences and Seminars



Conferences and seminars provide a useful forum to exchange information, build networks, and enhance professional development. Kidsafe NSW manages an ongoing program of conferences and seminars according to priorities identified in the Strategic Plan.
Responsibility for the organisation and implementation of a conference and seminar is delegated within the planning process. Often this may involve different staff members taking responsibility for different tasks (e.g. speakers, venue, and promotion). Tasks usually include:

· developing a budget
· liaising with the Executive Officer

· approaching potential speakers
· seeking sponsorship where appropriate
· arranging the venue for the conference or seminar

· promoting the conference or seminar

· organising registrations
· preparing conference or seminar papers and kits
· organising materials to be taken to the conference or seminar

· collecting papers for printing and distribution after the conference or seminar

· conducting an evaluation
The Executive Officer is responsible for coordinating conference or seminar budgets, in consultation with the staff organising the event. The final budget for a conference must be approved by the Executive Officer before registration fees are publicised. The final program should also be approved by the Executive Officer before being publicised.

Evaluation

Kidsafe NSW routinely conducts an evaluation of each conference or seminar that it organises / hosts as a matter of good practice and continuous improvement. Frequently this is also a requirement of funding agreements. The specific form of evaluation may vary according to the nature of the conference or seminar, or the requirements of funding agreements. Staff members who take responsibility for organising conferences and seminars need to take evaluation into account in the planning process.
Welcome to the Land

Kidsafe NSW acknowledges the traditional owners of the land at all public events that it conducts. For conferences and seminars, Kidsafe NSW seeks a representative from the host Local Aboriginal Land Council to welcome the visitors. If no representative is available, Kidsafe NSW nonetheless acknowledges the traditional owners of the land with the following statement:
· I would like to show my respect and acknowledge the traditional custodians of the land, of elders past and present, on which this meeting takes place.
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3.4 
Publications

Kidsafe NSW produces a range of publications; some for sale and others available free of charge. For example, conference papers or reports may be published if there is significant demand for them. A publication may be the result of a specific project or as part of a larger project.
Staff members should consult their Executive Officer before developing any material to be published on behalf of Kidsafe NSW. The Executive Officer manages the design and desktop publishing of Kidsafe NSW publications. The Executive Officer must approve all publications before being sent to print. Staff members writing publications need to factor timeframes for gaining approval into their planning processes.
3.4.1 
Newsletters

Kidsafe News is the organisations regular safety newsletter. The Executive Officer (or delegated staff) manages production and distribution of the newsletter. The newsletter is produced quarterly and distributed to members and affiliated organisations. The Executive Officer seeks staff and members submissions of articles for the newsletter.
Once contributions are received, the newsletter is desktop published using existing templates. The proofs are approved by the Executive Officer before printing. Currently, the newsletter is in “e” version only.

Organisations can sponsor or advertise in the newsletter. Advertising inserts can also be included in the newsletter. Sponsorship and advertising is managed by the Executive Officer, who receives requests and liaises with customers. Standard rates are applied for advertising. The Executive Officer reviews sponsorship and advertising rates from time to time.
Playground News is the regular newsletter for the Playground Advisory Unit. The Program Manager (or nominated staff) manages production and distribution of the newsletter. The newsletter is produced quarterly and distributed to the Playground News subscriber list. The Program Manager seeks submissions of articles for the newsletter.
Once contributions are received, the newsletter is desktop published using existing templates. The proofs are approved by the Executive Officer before printing. The Program Manager (or nominated staff), is responsible for liaising with the printer (currently the print run for Playground News is 2000 copies).

Organisations/suppliers can sponsor the newsletter. Advertising inserts can also be included in the newsletter. Sponsorship and advertising and is managed by the Program Manager, who receives requests and liaises with customers. Standard rates are applied for sponsorship and advertising. The Program Manager (in consultation with the Executive Officer) reviews sponsorship and advertising rates from time to time.
3.4.2 
Kidsafe NSW Website

The Kidsafe NSW website is an important means through which Kidsafe NSW can provide information to the community. For many stakeholders the Kidsafe NSW website is their first contact with the organisation.
The website provides public information on Kidsafe NSW, including information about the Council, staff, Strategic Plan, safety issues and information, upcoming events, membership, and contact details.
The site provides a range of links to other organisations and government agencies. Publications for purchase are advertised on the site, and visitors can download order forms.

The Executive Officer (or nominated staff) is responsible for all web design, site content and maintenance. The webpage submission form that all staff must complete and send along with the relevant file, is available. A protocol explaining the process of placing material on the website and the format in which it should be provided is available in the G drive. All material published on the website must be approved by the Executive Officer.
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3.5 
Working with the Media

Kidsafe NSW regularly uses the media to advocate the importance of child safety. The Executive Officer generally acts as media spokesperson for Kidsafe NSW. In some instances the Chair will also act in this role (see Representing Kidsafe NSW in Section 1) and in some cases the Executive Officer may delegate this role to another staff member. All requests from journalists for comment by Kidsafe NSW should be referred to the Executive Officer.
Other staff members, Council members, and Kidsafe NSW members are not to represent Kidsafe NSW or provide information to journalists without authorisation from the Executive Officer (or in the Executive Officer’s absence, the Chairperson). Staff members can provide background information to journalists provided that they will not be quoted. Wherever possible, approval from the Executive Officer should be sought before providing such information. 

Similarly, liaison with politicians should only take place with the approval of the Executive Officer.
When seeking or responding to media coverage of issues, the Executive Officer considers Kidsafe NSW strategic priorities, capacity to influence public debate, and the effects of media coverage. The Executive Officer may delegate other staff members to speak to the media, or seek background information, or consult with other organisations. Kidsafe NSW does not respond to issues that are outside its brief, and will not normally make critical comment on government policy unless the issues have been previously raised with government.
Refer to 1.3.1
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3.6 
Sponsorship Strategy
Background

There are various types and levels of support that foundations, corporations and individuals can provide to Kidsafe NSW with varying expectations over recognition and linkage to Kidsafe NSW’s name and image.  This document attempts to create a more standard practical approach for Kidsafe NSW when creating funding partnerships with organisations.  It is meant to be used in conjunction with the Kidsafe NSW Sponsorship Policy when entering into sponsorship arrangements with organisations. 

Underlying Principles for Sponsorship Strategy

This document is written using the approach that sponsorship is a partnership negotiated with individual sponsors.  The benefits provided to the sponsor are tailored, based on their needs in line with an internal list of benefits for offer and consideration of sponsor parity.  

The relationship between organisations and Kidsafe NSW will vary.  Examples include:

· A donor/foundation makes a philanthropic donation to Kidsafe NSW with minimal expectation for recognition.  This type of donation would be tax deductible as a charitable donation.

· A company/donor makes a donation to Kidsafe NSW to fund a specific project with the expectation for basic recognition on the website and newsletter.  This type of donation would also be a tax deductible charitable donation.

· A company enters into a sponsorship or partnership arrangement with Kidsafe NSW with expectations of specific benefits negotiated and written into a contractual agreement.  This type of support would not be a tax deductible charitable donation, but potentially tax deductible to the company through their marketing program (in consultation with a tax accountant).  

When considering donor/sponsor parity, Kidsafe NSW will need to consider the type of donation made and the expectations of the donor/sponsor.

Companies to Approach

In accordance with the Kidsafe NSW Sponsorship Policy, Kidsafe NSW should attempt to align itself with organisations that share the vision of making the world a safer place for kids or have business models aligned with safety, especially when entering into a sponsorship arrangement formalised with a contract.  The sponsorship policy lists exclusions as well as a checklist for researching potential partners.  The checklist does not apply to charitable donations made to Kidsafe NSW by companies, foundations or individuals (although the principles can act as guidance), which shall be accepted at the discretion of the Executive Officer in consultation with members of the Council if appropriate.

Based on experiences of not-for-profits consulted for this creation of this document, Kidsafe NSW, in seeking sponsorship as a state-based organisation, will have greater success targeting medium sized, local and NSW based companies.  Experiences show that global or national companies favour national organisations and there is currently work being done by the National Council to create a national sponsorship program for Kidsafe Australia.  By targeting local or NSW state based companies, Kidsafe NSW will be less likely to conflict with the strategies of the National Council or other Kidsafe state branches.

For a proactive approach, Kidsafe NSW should compile a target list of companies in various industries directly or indirectly related to child safety with initial research about the companies to create a short list of companies to approach.  Any company who has previously donated or currently donates to Kidsafe NSW should be considered.  It is recommended that a review of the MOU with AV Jennings be performed with the aim of approaching them for a more formalised agreement with financial benefits to Kidsafe NSW.

Based on the experiences of NSW Ambulance Service and Sydney Children’s Hospital Foundation, sending out an unsolicited, generic proposal for sponsorship is a less effective approach to personal, face to face discussion with the sponsor, determining their needs and tailoring a package to meet those needs within the guidelines of Kidsafe NSW’s sponsorship program. It is recommended that Kidsafe NSW, when speaking with a potential sponsor find out first how much the company wants to spend and what sort of arrangement/benefits they are looking for.

Note on exclusivity:

From time to time, companies may want exclusivity of sponsorship within a certain industry (e.g. home construction, pool construction, playgroup equipment, etc.), for display of a product in the Kidsafe House or at an expo, as major sponsor of an event, etc.  As a guiding principle, Kidsafe NSW should avoid exclusivity in contracts, but if there are exceptional circumstances that provide significant benefits to Kidsafe NSW, Kidsafe NSW will need to consider the sponsorship policy guidelines carefully, especially when the potential exists to appear as if Kidsafe NSW is endorsing a specific product or brand.  If Kidsafe NSW agrees to any form of exclusivity, the sponsor will be expected to pay for the opportunity cost to Kidsafe NSW as part of the sponsorship terms and the arrangement must be for a fixed term. Before exclusivity is written into a contract or letter of agreement, the Kidsafe NSW Council Chair or Sponsorship Subcommittee should be consulted for approval or otherwise.

Kidsafe NSW Wish List for Sponsorship and Cost

In order to tailor a prospectus for a potential sponsor who wants to be linked to a specific project, Kidsafe NSW will need to keep a prioritised “wish list” of projects and their costs, including staff time and any costs of managing the sponsorship relationship.  Sponsorship of these projects will give the sponsor some benefits specific to the project and potentially some general benefits like logo inclusion on the website.  

A table with an initial wish list of projects is attached for Kidsafe NSW to complete in more detail.

Potential Sponsorship Benefits – Full List

After discussion with Kidsafe E.O., the following is a list of the potential benefits and sponsorship types Kidsafe NSW could offer to a sponsor when negotiating a sponsorship agreement.  Review and approval of the list by Kidsafe NSW is essential.

Sponsorship types:
· Naming rights sponsorship Kidsafe NSW House – sponsor is given full naming rights to Kidsafe NSW house and/or external and internal spaces/rooms within the house (Note:  Leonie Leonard, Community Relations Manager at Westmead will consider external signage for Kidsafe House at Westmead – follow up required).  External signage on Kidsafe NSW house and visible signage at Westmead would require major sponsor commitment (to be discussed further). 
· Naming rights sponsorship open days or expos 
· Major sponsorship and levels of support – can be tied to a financial amount whether sponsor is linked to a specific project or Kidsafe NSW in general 

· Preferred supplier status – Kidsafe House Materials or playground materials

Exclusivity (please refer to note above – only in exceptional circumstances)

· Sponsor is given exclusivity within an industry (no competitors) at a given level for a limited period – expected to be a major sponsor or supporting partner

Licence 

· Sponsor can use Kidsafe NSW logo and image, but use of and restrictions will need to be clearly written into the sponsorship agreement (see policy)

On-Site

· Sampling opportunities at expos, Kidsafe House, open days

· Demonstration/display opportunities at same

· Opportunity to sell product on-site (exclusive or non-exclusive)

· Coupon, information or premium distribution

· Merchandising

Signage at Kidsafe House, open days, expos

· Venue signage (full, partial or non-broadcast view)

· Inclusion in on-site event signage (exclusive or non-exclusive)

· Inclusion on pre-event street banners, flags, etc.

· Press conference signage

· Vehicle signage – funded by DOCS

· Event participant uniforms/pinnies/number tags

· Event staff shirts/caps/uniforms

Hospitality (if applicable)

· Tickets to the event 

· VIP tickets/passes

Information technology

· Provision of content for sponsor Internet site

· Links to sponsor Internet site from Kidsafe NSW Internet site 

· Inclusion of sponsor content on CD or DVD produced for Kidsafe NSW

Database Marketing

· Opportunity to provide inserts in newsletter or other mailings

Employees/Shareholders

· Participation in the event/expo by employees or shareholders

· ‘Ownership’ of part of the event by employees (e.g. an employee run barbeque as part of an Aboriginal expo)
· Creation of an employee donation or volunteer program

Public Relations

· Inclusion in all press releases and other media activities

· Inclusion in sponsor project related media activities

Other Promotional Opportunities

· Custom-design and administration of media promotions

· Custom-design and administration of sales promotions (consumer and trade)

· Custom-design of a new event, program, award or other activity that meets the sponsor’s specific needs and aligns with Kidsafe NSW goals and business plan 

· Design of on-pack promotion (packaging and distribution) (requires legal advice)

· Proud supporter of Kidsafe NSW at a specified level – product packaging (needs approval and legal advice) but no endorsement of specific products

Media profile

· Inclusion on Kidsafe NSW brochures, CDs, DVDs, promotional pieces (posters, fliers, brochures, buttons, apparel, etc.—logo or name)

Expertise

· Opportunity to provide expertise to sponsor (e.g. Kidsafe NSW hold a child safety talk at sponsor workplace to boost staff morale and involvement, Kidsafe NSW provides playground advice to company that helps improve design)

Exclusions and Restrictions (Guidelines from Kidsafe National Council Draft Sponsorship Policy).

As a general rule, website homepages should only incorporate the names or logos of principle sponsors or partners and should not advertise sponsors products. Otherwise sponsors should be acknowledged on publications (including web based publications) linked to the service, event or activity they sponsor. 

Where permitted, a sponsor's name or company logo should not be larger than the Kidsafe NSW logo. 

Levels of Sponsorship

Based on experiences from other not-for profits (including SafeKids) and to maintain sponsorship parity, it is recommended that there be recognition to sponsors at different levels based on the financial assistance provided to Kidsafe NSW.  In the case of philanthropic donations that fall within one of the levels, the donor can be recognised on that level in the annual report, on the website and given the benefits they desire.  

A name for the program is recommended like Kidsafe NSW Child Safety Supporters at the Diamond, Platinum, Gold, Silver, and Bronze levels.  For the sponsors who partner on the highest level and maintain a long term relationship with Kidsafe NSW, they can fall into the Supporting Partner category.  Other partners can include companies that don’t easily fall into the other categories (e.g. in-kind assistance that is difficult to quantify). The amount given does not need to be stated with the levels.  

As a guiding principle, Kidsafe NSW should aim to gain a 2 year contract with sponsors who fall into the supporting partner, diamond or platinum levels. 

The website logo page could have the following headings:

Sponsors: 

Kidsafe NSW Supporting Partners ($50K+)


Kidsafe NSW Child Safety Supporters:  Diamond ($25-50K), Platinum ($10-25K), Gold ($5-10K), Silver ($1-5K), Bronze (<$1,000)


Other Partners

Benefits for Sponsorship Levels

Although each sponsorship partnership will be tailored to fit the specific needs of the sponsor and Kidsafe NSW, a general guideline is provided to give an indication of some generic benefits at each level.  Consult the full list of offerings when negotiating any sponsorship agreement.
Kidsafe NSW Supporting Partner (50K+)

At this level or above, the sponsor would be a major partner of Kidsafe NSW and would negotiate the highest levels of benefits.  The benefits of naming rights and license to use Kidsafe NSW logo and image could be negotiated into the package for the highest levels of sponsorship.  Consulting the full sponsor benefits list and tailoring the package to the sponsor’s needs is important, as well as consideration of sponsor parity.

Naming rights:

· Naming rights to external signage on Kidsafe NSW house if sponsorship is related to upgrade of Kidsafe NSW house

· If Westmead Hospital allows signage in prominent area of hospital, Kidsafe NSW would need to value the signage to a company, raising the levels of financial commitment to Kidsafe NSW (e.g. $50K each year for 3 years for signage or $100K for external signage for two years)

License:

· In consultation with a legal advisor, Kidsafe NSW can negotiate the terms for a supporting partner to use Kidsafe NSW logo and image on its packaging, website, materials, etc.

Advertising and Promotional Examples: 

· Sponsor logo featured in full colour on Kidsafe NSW promotional materials (to be negotiated)

· Sponsor logo and contact details featured on home page of Kidsafe NSW website (with link, if applicable) 

· Sponsor logo included on Kidsafe NSW letterhead 

· Sponsor logo included in each edition of Kidsafe NSW Newsletter 

· Sponsor logo and contact details featured on ‘sponsors’ page of Kidsafe NSW website (with link, if applicable) 

· Tailored promotional media opportunities

· Tailored promotional product marketing opportunities

Kidsafe NSW Child Safety Supporters:

Diamond ($25 – 50K)

At this level, naming rights to rooms and spaces within the Kidsafe NSW house could be considered.  The Kidsafe NSW logo could appear on promotional material related specifically to the sponsorship.  Kidsafe could also tailor promotional media opportunities with a sponsor around a specific event or activity related to the sponsorship. This sponsor could receive the same range of benefits as sponsors in the Supporting Partner category, but they would be scaled down through a specific project, component or event of Kidsafe NSW, rather than covering Kidsafe NSW as a whole. 

Platinum ($10 -25K)

At the platinum level, the sponsor benefits would be tailored down again from the Diamond level, with little or no license offers and offering only the smallest level of potential naming recognition (i.e. a plaque) on a specific area of the house or playground upgraded through the sponsorship.  The sponsor’s logo could appear on signage related to a specific expo or event they have sponsored.  The same range of advertising and promotional benefits could be offered to a platinum sponsor, but specific to their involvement in Kidsafe programs and less than higher level sponsors.

Gold ($5 – 10K)

At the gold level, sponsors would not be offered naming rights or license, but a range of advertising and promotional benefits from the list above would be tailored for the sponsor. 

Silver ($1 – 5K)

At this level, the sponsorship is more of a moderate donation.  Since sponsorship requires time and effort from Kidsafe NSW to manage and maintain the relationship, sponsorships at this level usually don’t pay off except to be given a level of basic recognition.

At this level, sponsors can receive benefits like a certificate of appreciation, inclusion on the sponsor page of the website, inclusion in the annual report, and potentially some inclusion of the logo on brochures or materials produced through the sponsorship.

Bronze (<$1,000)

At this level, sponsors would receive a minimal range of recognition, from inclusion of their logo on the sponsor’s page on the website and recognition in the annual report.  At this level, the support is more of a donation than a sponsorship, but recognition at this level is still important.

Please note:  These sponsorship levels, benefits and guidelines are intended to initiate further discussion within Kidsafe NSW.  Once Kidsafe NSW begins speaking with potential sponsors about their needs and expectations, Kidsafe NSW may modify the financial expectations and benefits to fit the current economic climate, Kidsafe NSW’s specific needs and potential sponsor’s expectations.  The sponsorship levels and expectations were based on experiences of other NPOs, the consultant’s past experience, and the financial needs for Kidsafe NSW (specifically for the funds to place a home safety officer).

Consultation

This document was prepared through consultation with Kidsafe NSW E.O., Sydney Children’s Hospital Foundation, NSW Ambulance Service (Shelley Conasch 9320-7795), and Westmead Children’s Hospital.

Additional References

www.kic.com.au – Kids in Community

www.adi.org.au – Australian Doctors International

www.playgroupaustralia.com.au – Playgroup SA

www.swim4kids.com.au – Royal Children’s Hospital Brisbane

Follow Up

Leonie Leonard, Community Relations Manager, Children’s Hospital Westmead – 9845 3583, leonie@chw.edu.au – email her with information about potential signage for Kidsafe House at the hospital – where Kidsafe NSW would like the sign and how it will look (e.g. how big, what printed on it, possible colours, etc.)
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3.6.1
 Sponsorship Policy and Guidelines
PURPOSE

Kidsafe NSW is a non-government, not-for-profit organisation in NSW with the vision to make the world a safer place for kids.  In order to implement programs to reduce accidental injury to children 0-15, Kidsafe NSW relies on generous funds from donors, government and philanthropic bodies, members and sponsors.  

The purpose of this policy is to establish the framework and guidelines within Kidsafe NSW for the creation of productive partnerships between Kidsafe NSW and the private sector, i.e. sponsorship alliances with corporations, foundations, individuals and other non-government organisations. A sponsorship is about relationship building and is a powerful way to build and strengthen partnerships. It is recognised that such alliances can provide important financial and marketing support to potential partners of Kidsafe NSW while at the same time generate additional revenues to support Kidsafe NSW's mission and mandate.  This policy is intended to provide accountability and transparency through this process.

Sponsorship is defined as a commercial agreement in which a sponsor provides a contribution of money or in-kind to support an activity in return for certain specified benefits. The selling of advertising space, joint ventures, consultancies, grants, or charitable donations are not included as part of this sponsorship policy.

The Council of Kidsafe NSW is committed to ensuring that its financial arrangements are carried out in an ethical manner.  
PUBLIC DOCUMENT
This document will be made available to the public and potential sponsors through distribution on request and publication on Kidsafe NSW website (excluding appendices).

DOMAIN

This policy only applies to Kidsafe NSW.  It does not attempt to define relationships between Kidsafe NSW, the National Council of the Child Accident Prevention Foundation of Australia or other Kidsafe State affiliates with commercial organisations.  However, this policy will guide the response of Kidsafe NSW to projects developed by the National Council of Kidsafe or other state affiliates who seek Kidsafe NSW’s participation in such projects.

GUIDING PRINCIPLES

The ICAC, in its publication Sponsorship in the Public Sector, advocates the following sponsorship principles for public sector agencies that are applicable to Kidsafe NSW.

1. A sponsorship agreement should not impose conditions that would limit, or appear to limit, an agency’s ability to carry out its functions fully and impartially.

2. There should be no actual conflict between the objectives/mission of the agency and those of the sponsor.

3. An agency with regulatory responsibilities should not seek or accept sponsorship from organisations which may be subject to regulation or inspection during the life of the sponsorship. However, where adhering to this would unduly limit the agency’s sponsorship prospects, the agency should manage the risks by employing specific techniques detailed in the ICAC publication.

4. Sponsorship should not involve explicit endorsement of the sponsor or its products.

5. Where sponsorship involves the supply of a product, the agency should measure that product against objective criteria.

6. Staff of the agency should not receive personal benefit from the sponsorship.

7. Sponsorship should be sought and granted by an open process.

8. Sponsorship proposals should be assessed against predetermined criteria.

9. A sponsorship agreement should be in writing.

10. Sponsorship arrangements should be approved by the EO and described in the annual report.

All potential sponsorship arrangements should be assessed against the above principles.  Adhering to these principles will help Kidsafe NSW assure they are developing positive sponsorship arrangements consistent with the values and mission of current partner organisations (i.e. NSW Government departments and Children’s Hospitals).

SPONSORSHIP ATTRIBUTES

Kidsafe NSW will not engage in any sponsorship arrangement if the sponsor:

· Is deemed to have a conflict of interest with Kidsafe NSW

· Is perceived to have an influence over Kidsafe NSW 

· Is undertaking any advertising that is deemed inappropriate for Kidsafe NSW publications and its audience

· Is engaging in activities which contravene Kidsafe NSW’s principles, constitution, vision, mission or strategic goals

· Discriminates against a person or section of the community, directly or indirectly, on the basis of race, ethnicity, nationality, sex, gender, age, sexual orientation, religion, disability or political belief

· Is considered to be misleading or deceptive or is considered to engage in misleading or deceptive conduct

Kidsafe NSW should engage with sponsors who share common goals and the values of reducing accidental childhood injury and making the world a safer place for kids.

All event and project sponsorships must have significant financial commitment (or result in significant marketing exposure or means to enhance core activities) from the sponsor to help offset the costs associated with the activity.  A cost/benefit analysis for each proposal will be evaluated by Kidsafe NSW.

Attributes that will be sought and evaluated for in an acceptable sponsor include:

· The sponsor is reputable, including the parent company and subsidiaries

· The objectives and products of the sponsor (or parent and subsidiaries) do not conflict with the values and objectives of Kidsafe NSW

· The sponsor has an acceptable sponsorship record with organisations

· Goods or services provided by the sponsor are beneficial to Kidsafe NSW or its members and are of high quality

SPONSORSHIP PROCESS
A process for Kidsafe NSW to assess the risk, manage the arrangement, and provide a mechanism to facilitate appropriate decisions over whether to enter into or withdraw from a sponsorship arrangement is outlined below.  The tool to facilitate this process is included in Appendix 8.2 - Corporate Sponsorship Decision and Information Guide (referred to as Guide).
The process includes:

· An initial consideration of purpose, benefits, costs using Guide

· Preliminary discussions between the company and Kidsafe NSW EO in consultation with Kidsafe NSW Council Sponsorship Subcommittee

· Assessment of potential partner including detailed research and full risk analysis according to Guide

· Approval by the EO in consultation with Board if sponsorship is valued at less than $25K; approval by the EO and either the Chair or a member of the Board Sponsorship Subcommittee in consultation with the Board if sponsorship is valued at more than $25K 

· Formalising the agreement 

· Sponsorship arrangements valued at more than $5,000 will require a written contractual agreement between Kidsafe NSW and the sponsor 

· Sponsorship arrangements valued at less than $5,000 will require a letter of agreement or MOU

· Management, review and reporting of the sponsorship arrangement according to contract, letter of agreement or MOU

Appendix 8.1 details information to include in a sponsorship contract between Kidsafe NSW and a sponsor. 

Note:

· Sponsorship arrangements proposed by the National Council affecting Kidsafe NSW will require EO approval in consultation with Kidsafe NSW Council.
· The Kidsafe NSW Council is responsible for the implementation and review of this policy.

MANAGING THE SPONSORSHIP/CONTRACTS

Kidsafe NSW will manage sponsorship arrangements for sponsorships covering NSW; National Council is implementing procedures and policies for managing national sponsorships. 

Management practices for Kidsafe NSW will include:

· Cash sponsorships will be receipted, reported and audited in accordance with ATO requirements and financial reporting guidelines by Kidsafe NSW EO

· Accurate and up to date copies of all sponsorship agreements will be maintained by Kidsafe NSW EO in files available for audit or inspection

· Information about sponsorship arrangements will be made available to the public on request

· The EO will communicate information about sponsorship arrangements to staff and the Kidsafe NSW Council

· Information about sponsorships will be included in Kidsafe NSW annual report

· Kidsafe NSW will make clear in the contract/letter of agreement and follow through with any requirements for managing the sponsorship, including communication, evaluation, or reporting to the sponsor.  Kidsafe NSW will consider the cost of managing the sponsorship in the total cost to the sponsor.
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3.6.1
 Sponsorship Policy

3.7 
Complaints Handling

Internal

Kidsafe NSW recognises that complaints, grievances and disputes may occur within an organisation. It is also recognised that external bodies may need avenues to raise complaints with Kidsafe NSW .Complaints will be handled fairly and efficiently in order to promote high organisational standards and to maintain a positive work environment.

General principles

All complaints and disputes will be addressed promptly and within the guiding principles of:

· transparency
· fairness 

· respect
· accountability

All members and staff of Kidsafe NSW are expected to work cooperatively as a team, to acknowledge any dispute at an early stage, and to resolve any dispute in the most constructive manner possible.
Any conflict of interest arising from a dispute will be declared and all steps will be taken to ensure persons working to resolve a dispute are impartial. Members and staff are expected to maintain confidentiality in relation to complaints and disputes.
3.7.1 
Complaints involving staff

The Council delegates responsibility for resolving complaints or disputes involving staff members to the Executive Officer, in their capacity as managers of staff.
Where a staff member makes a complaint concerning another staff member, this will be dealt with in accordance with the grievance procedure set out in Section 4.22 – Staff Grievance.
Where a member or external agency makes a complaint against a Kidsafe NSW staff member, the Executive Officer will:

· notify the employee about whom a complaint is being made and the nature of the complaint; 

· investigate the complaint and provide the staff member with an opportunity to respond to any issues raised; 

· attempt to mediate the dispute (if appropriate) and/or attempt to resolve the matter to the satisfaction of the outside party; 

· take any other action necessary to resolve the issue

Any disciplinary action against a staff member arising from a complaint will be taken in accordance with the procedures contained Section 3 Human Resource Management.

3.7.2 
Complaints/Grievances involving Council Members – refer to 1.16. 
3.7.3 
Complaints or Disputes Involving the Executive Officer

Complaints or disputes involving the Executive Officer should be referred to the Chair. The procedural format for complaints involving the Executive Officer is the same as for complaints involving other staff excepting it is the Chairperson facilitating resolution.
Authorised by:    
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3.8 
Kidsafe NSW External Complaints and Feedback
Standard for Managing Complaints

Kidsafe NSW offers service users, members, stakeholders and the public the opportunity to provide feedback on their experiences with Kidsafe NSW. We value this feedback and aim to manage complaints in a prompt, fair transparent and consistent way.
Kidsafe NSW Complaints and Feedback Policy – Principles

Any person or organisation using Kidsafe NSW services or affected by its operations has the right to complain.
Complaints procedures and a commitment to consider all complaints are simple and easy to use and are effectively promoted, so that all people using Kidsafe NSW services have the opportunity to make a complaint if they wish to do so. Service users, stakeholders and members are entitled to be heard and have their concerns addressed in ways that ensure access and equity, fairness, accountability and transparency.
Kidsafe NSW recognizes that the issue of complaint is important to the complainant and must be taken seriously. Resolving complaints, where possible, to the satisfaction of the complainant is the goal of the complaints policy process.
Complaints will be dealt with in a timely manner and parties to the complaint will be kept informed of progress of the complaint. Kidsafe NSW procedures will reflect principles of natural justice.
Feedback data (both positive and negative) is considered in organisational reviews and follow up.
Council members, staff, volunteers and students are aware of Kidsafe NSW procedures for managing client feedback and complaints. Kidsafe NSW takes a pro-active approach, through its communications strategy to ensure all service users, stakeholders and members are aware of the complaints policy and procedures. In particular the service user complaints policy brochure is available on the Kidsafe NSW website.
Complaints Handling Procedure

All Council members, staff, volunteers and students are given information about the complaints procedure as part of their induction.
· How to make a complaint to Kidsafe NSW 
· Who to complain to
· How Kidsafe NSW  will deal with the complaint – complaints process and timelines
· Rights to a support person and interpreter 

· How to make a complaint to an external body including contact details

Complaints Initiation Process

Service users, stakeholders and members may make a complaint in writing or verbally to:

· The staff member they were dealing with at the time, or
· The Executive Officer of that worker, 

· The Executive Officer, or 

· An outside body

If the complaint is about the Executive Officer, or a Council member, the complaint will normally be dealt with by the Chairperson of the Kidsafe NSW Council. 
How Kidsafe NSW Deals with Complaints

A staff member (the “complaint handler”) will look at the complaint within seven days of the complaint being received. They may contact the person for more information.

The staff member investigating the complaint will decide how to respond to the complaint and make sure action is taken.

A letter will be sent to the person within 14 days of the complaint being received explaining what is being done to investigate and resolve their complaint. If the complaint has not been resolved by this stage the person will be asked to formalise their complaint in writing (if this has not already been done).
Kidsafe NSW aims to investigate and resolve all complaints within a further 28 days of receipt of the formalised written complaint. If this time frame cannot be met, the person will be informed of the reasons why and of the alternative time frame for resolution. All complaints must be dealt with:

· Seriously
· Quickly
· Confidentially; and
· Without stopping the persons right to use Kidsafe NSW  services
Service users, stakeholder and members have the right to access a support person at all stages of the complaints resolution process.
Copies of all complaints and details of actions taken are centrally filed in the Complaints File, held in the Executive Officers office. This file is confidential. Within six months of the complaint being resolved, the Executive Officer must review the actions taken to ensure adequate follow up.
Complaints Flowchart

Complaint verbal or in writing

Staff member allocated as complaint handler, must review complaint within 7 days

Letter to person confirming receipt of complaint and informing them of action to date

Within next 7 days contact client with proposed resolution, if not acceptable to client, invite written complaint
Within next 28 days investigate and resolve written complaint, inform person of action taken, include opportunity for/offer of mediation
Within 6 months, Executive Officer must review actions taken and ensure follow up
What to Do if You Want to Make a Complaint About Kidsafe NSW 
Our Commitment

Kidsafe NSW wants to give you the best quality service possible. If you have found our service helpful or have any ideas on how something can be done better, please let us know.
We also want to know if you are not happy or have concerns about any part of our  service.

Can I comment on anything?

Yes! You do have the right to express your comments about any part of any service at Kidsafe NSW. A comment may be:

· a compliment 

· a suggestion 

· an idea
· a fear
· a concern
· a complaint
If you have a complaint read this brochure about what you can do.
Making a complaint can be difficult, so if you do have a complaint about Kidsafe NSW this is a guide to help you…

What do I do first?

First it is best to talk to the person concerned. If you do not feel comfortable about this, you can speak or write to their Executive Officer.
If the complaint is about a staff member, please contact the Executive Officer. 

If the complaint is about the Executive Officer, or member of the Kidsafe NSW Council please contact the Chairperson of the Kidsafe NSW Council by sending an email to: kidsafe@chw.edu.au 

Please contact the Executive Officer of Kidsafe NSW on 02 9845 0890.

What happens after that?

Your complaint will be recorded in a separate file so that the problem can be dealt with sensitively and quickly.
You will receive a letter within 14 days of making your complaint. This letter should:

· restate your comments to ensure Kidsafe NSW  understands your complaint.
· give the name of the person who is managing your complaint and how they may be contacted.
· state the time and the steps the worker will take to deal with your concerns.

What happens after I get my letter?

Once you have received your letter the Kidsafe NSW worker handling your complaint will contact you to talk about what you want to do and the next steps.

If we have not been able to resolve the complaint within the 14 days we will ask you to formalise the complaint in a letter (if you have not already done so).
Kidsafe NSW aims to investigate and resolve all complaints within a further 28 days of receipt of the written complaint. If this not possible we will write to you and explain why.
All complaints will be dealt with:

· Seriously
· Quickly
· Confidentially; and
· Without stopping your right to use Kidsafe NSW  services
Can I have someone to help me?

Yes! It is OK to have a friend or person you trust to help you in any of your dealings with Kidsafe NSW. This person can help you put your comments in writing, be with you when you put forward your comments or attend any meetings.
What if I need an interpreter?

Kidsafe NSW will assist you if you need an interpreter. There will be no cost to you for this service.
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3.9 
Privacy
Background

Kidsafe NSW does from time to time collect personal information relating to clients or members, or in the performance of its consultation or research functions.
Personal Information is defined by the NSW Privacy and Personal Information Protection (PPIP) Act (1998) as:
“any information or opinion about an individual or which is reasonably capable of identifying an individual”.

Purpose

The purpose of this policy is to protect the privacy of individuals and organisations about whom Kidsafe NSW collects and/or holds information.
This policy outlines the guidelines which must be observed when collecting, storing and using personal and confidential information.
3.9.1 
Privacy Legislation

The NSW PPIP Act governs the collection, use and storage of personal information across all NSW Government agencies. The terms of Kidsafe NSW funding agreement with:

· NSW Health

· NSW Department of Community Services

· NSW Sport and Recreation

· NSW Department of Education and Training

· Motor Accident Authority (NSW)

· Road and Traffic Authority (NSW)

state that Kidsafe NSW  must observe the Act as if it were a government agency.
This agreement entails Kidsafe NSW adhering to and enacting the following principles and preparing a Privacy Management Plan detailing: 

· Policies and practices to ensure compliance to the requirements of the Act;
· Dissemination of those policies and practices to persons within the agency; 

· Proposed procedures in relation to internal reviews; 

· Other matters considered relevant by the agency in relation to privacy and the protection of personal information held by statutory, professional or other legal obligations of privacy.
3.9.2 
Privacy Principles

The PPIP Act sets out 12 specific Information Protection Principles to guide the collection and use of personal information. Kidsafe NSW adopts these principles:

Collection

1. Lawful - when an agency collects your personal information, the information must be collected for a lawful purpose. It must also be directly related to the agency's activities and necessary for that purpose.
2. Direct - your information must be collected directly from you, unless you have given your consent otherwise. Parents and guardians can give consent for minors.
3. Open - you must be informed that the information is being collected, why it is being collected and who will be storing and using it. The agency should also tell you how you can see and correct this information.
4. Relevant - the agency must ensure that the information is relevant, accurate, up-to-date and not excessive. The collection should not unreasonably intrude into your personal affairs.
Storage

5. Secure - your information must be stored securely, not kept any longer than necessary, and disposed of appropriately. It should be protected from unauthorised access, use or disclosure.
Access

6. Transparent - the agency must provide you with enough details about what personal information they are storing, why they are storing it and what rights you have to access it.
7. Accessible - the agency must allow you to access your personal information without unreasonable delay and expense.
8. Correct - the agency must allow you to update, correct or amend your personal information where necessary.
Use

9. Accurate - agencies must make sure that your information is accurate before using it.
10. Limited - agencies can only use your information for the purpose for which it was collected, for a directly related purpose, or for a purpose to which you have given your consent. It can also be used without your consent in order to deal with a serious and imminent threat to any person's health or safety.
Disclosure

11. Restricted - the agency can only disclose your information with your consent or if you were told at the time they collected it from you that they would do so. The agency can also disclose your information if it is for a related purpose and they don't think that you would object. Your information can also be used without your consent in order to deal with a serious and imminent threat to any person's health or safety.
12. Safeguarded - the agency cannot disclose your sensitive personal information without your consent, for example information about your ethnic or racial origin, political opinions, religious or philosophical beliefs, health or sexual activities or trade union membership. It can only disclose sensitive information without your consent in order to deal with a serious and imminent threat to any person's health or safety.
3.9.3 
Responsibilities for Managing Privacy

Responsibilities for the management of personal information are the domain of any individual within Kidsafe NSW with access to, or responsibilities for, such information. However Kidsafe NSW promotes specific responsibilities to certain individuals / positions. Those individuals will then be in a position to ensure that all staff are suitably instructed either through training or the introduction of policies and procedures, as to their obligations in relation to the protection of personal information in their handling.
Privacy Contact Officer

As a matter of good practice, Kidsafe NSW should have a designated officer to whom members of the public can direct any queries or complaints in the first instance. 
Privacy Contact Officers are also the primary point of contact for liaison with Privacy NSW.
Kidsafe NSW appoints this role and responsibilities to the Executive Officer.
Web Manager

Web managers need to recognise that consideration of privacy issues will affect web content in a number of ways:

· Personal information of staff presented to the public or other staff;
· Personal information of members of the public included in web documents; 

· Obtaining personal information from the public through their visit to the website.
Managerial Responsibilities

It is the responsibility of the Executive Officer, in their capacity as manager of the organisation, to put in place procedures to ensure that these principles are observed in the collection, use, storage, or disclosure of personal information.
Personal information also applies to information relating to staff and employees of agencies. Human resource (HR) and workplace managers are responsible for:

· Ensuring training practices are in place for employee training in privacy requirements; 

· Protecting staff and employee privacy in the workplace.

Employee Responsibilities

Staff members should also observe these principles when dealing with personal information in the conduct of membership information, conducting research, or undertaking consultation or advocacy work. Staff members are encouraged to raise any concerns they may have regarding privacy issues that arise in the conduct of their work, and to report any breaches of privacy that they may observe to their Executive Officer.
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Section 4

Human Resources Management

Introduction

Kidsafe NSW is committed to providing a positive work environment in which employees feel that they are valued, treated fairly and given recognition for their contribution to the Council’s success. Kidsafe NSW aims to provide an environment that fosters good working relationships at all levels and offers flexible and supportive work practices.
Kidsafe NSW is committed to providing employees with working conditions that comply with relevant legislation and which are comparable with industry standards. 
All Kidsafe NSW staff work under standard working conditions such as salaries, superannuation, and leave entitlements.

This section outlines Kidsafe NSW policies and procedures in relation to:
· Kidsafe NSW Code of Conduct
· Ethical Conduct

· A Fair and Equitable Workplace 

· Conflict of Interest

· Flexible and Supportive Work Practices 

· Working from Home 

· Flexible Leave/Working Arrangements 

· Managing Leave 

· Occupational Health and Safety 

· Return-To-Work Policy 

· Recruitment and Selection 

· Recruitment Process 

· Contractors 

· Higher Duties 

· Orientation Procedures 

· Professional Development and Performance 

· Performance Appraisal 

· Performance Counselling 

· Professional Development 

· Grievance Procedure 

· Disciplinary Procedure 

· Staff Meetings 

· Work-Related Travel 

· Volunteers

4.1
Code of Conduct

Aim
To provide the guidelines by which Kidsafe NSW and its employees should conduct themselves within and without the organisation, when undertaking any activity associated with Kidsafe NSW.
Who is effected by this Policy


All Kidsafe NSW employees, Council/Council Members, Contractors and Volunteers working for or on behalf of and/or representing Kidsafe NSW.

Policy
When conducting the business of Kidsafe NSW, individual employees deal directly with a variety of people and organisations on a state, territory or national basis. The relationships we must foster and improve continually include those with government departments and agencies, customers, associated organisations, various communities, the general public and the media. Conducting ourselves with honesty and integrity benefits Kidsafe NSW relationships and ongoing viability.

Guidelines

Conduct yourselves with honesty and integrity.

What do we mean by honesty and integrity? Honesty includes telling the truth without deception, omission or silence, not misrepresenting circumstances, not misleading another, ​keeping promises, being straightforward and not evasive. Conducting ourselves and our business with integrity begins with each of us complying with all pertinent laws and the values and goals of the organisation. 

Maintain high legal and ethical standards of personal conduct.

Each of us at Kidsafe NSW should endeavour to conduct Kidsafe NSW business in accordance with ethical and legal standards. Adherence to this standard of conduct and to the Conflict of Interest Policy is the foundation for developing and maintaining a good reputation. Also, it is expected that all employees conduct themselves in accordance with the National Constitution, the Licence Agreement with CAPFA and with individual State and Territory Constitutions. 

We have carefully worked to achieve respect and a reputation for honest practices. By maintaining our high ethical and legal standards, we can continue to make Kidsafe NSW a better place to work; we can attract and retain loyal and committed employees; and we can enhance our position as the leading child unintentional injury prevention organisation in Australia.

Establishing policies alone will not convey Kidsafe NSW reputation and integrity to others. Honest judgment and courteous performance executed daily and continually by Kidsafe NSW employees, are essential to our reputation. Mistakes will occur, but they should be corrected when possible and repetition of the mistake should be avoided.

Customer Service 
Customer refers to all individuals, communities, businesses and government departments and agencies with whom we at Kidsafe NSW interact and provide guidance, advice and information.
The needs and satisfaction of all people and organisations we deal with are of paramount importance. At all times, employees should focus on customers needs and provide the highest possible level of service with diplomacy, good judgement and courtesy. Any query that cannot be answered or requirements that cannot be met should be referred to another person or organisation who has the appropriate expertise. Misrepresenting our expertise to customers is to be avoided. 

Personal Behaviour

Our ability to carry out work with integrity and in an effective manner must not be compromised. To ensure this is the case the following are considered to be behaviours that are not in keeping with our Kidsafe objectives and are not to be practiced: 

· Providing guidance, advice and information on topics or issues where we do not have the relevant expertise 

· Providing guidance, advice and information on topics or issues that are not in keeping with the objectives of Kidsafe NSW
· Unauthorised consumption of alcohol or being under the influence of alcohol during work hours 

· Substance abuse of medically and non-medically prescribed drugs 

· Smoking in any non - smoking zone

To ensure we treat customers, fellow employees and Kidsafe NSW with honesty, courtesy and respect, the following are unacceptable:

· Verbal or physical abuse exercised by any employee or between employees

· Sexual or other discrimination, harassment or intimidation

· Theft, attempted theft, unauthorised possession or  intentional damage to the property of customers, Kidsafe NSW or fellow employees

Conflict of Interest

Employees should avoid not only a conflict of interest but also the appearance of a conflict of interest. While there is no absolute test to determine what constitutes a conflict, or the appearance of a conflict, employees should consider how an outsider could view the activity or interest. 

The Code of Conduct requires the person to notify the Executive Officer, State/Territory Chair and/or the National President, as appropriate, of an apparent conflict of interest. If an approval seems to be required, it should be requested in writing to the National Council or State/Territory Council/Council before entering into or continuing the transaction or relationship.
Please refer to Conflict of Interest Policy 4.2
Confidential Material

Employees entrusted with confidential material are responsible for its safekeeping. Confidential material must be kept securely in desks, cabinets and file cabinets when not in use and under lock and key when employees are absent from their offices.

Employees are required to keep confidential, during and after their employment, all information they obtain about the business and affairs of Kidsafe NSW.  Any document or written material provided by the organisation or used in connection with the organisation’s business is the property of Kidsafe NSW and must not be removed, passed on, copied or disclosed to third parties except with the authority of Kidsafe NSW. 
Employees are not to allow any outside agency or individual not employed by Kidsafe NSW direct access to Kidsafe NSW computer records, information or data bases without the specific and formal approval of the Executive Officer, State/Territory Chair or Council/Council and/or the National President and/or National Council as appropriate.

Other Employment
Kidsafe NSW does allow employees to pursue other opportunities outside of their employment with Kidsafe NSW.  This is only providing that employees meet and continue to meet any and all of their allocated commitments to Kidsafe NSW.  Any secondary employment must take second priority to all existing job requirements of Kidsafe NSW.

Obviously, Members of the various State/Territory Councils/Councils and possibly Contractors do hold employment external to Kidsafe NSW.  However, if involvement in another organisation, organisation or business is seen as interfering with or unduly leveraging off the objectives and interests of Kidsafe NSW then any employee, Council/Council Member or Contractor may be asked to terminate such relations or risk being required to terminate their employment or association with Kidsafe NSW.
Reporting Questionable Acts

If an employee discovers a possible violation of the Code of Conduct, it must be reported in confidence to the Executive Officer, State/Territory Chair or Council/Council and/or the National President and/or National Council, as appropriate. This information is to be disclosed so that action may be taken to protect the interests of Kidsafe NSW.

Compliance

Employees who violate this Code of Conduct may expect to be disciplined in a manner commensurate with the violation. Such discipline may include, in appropriate cases, restitution, reassignment, demotion or termination of employment. Each employee has a serious obligation to adhere to this Code of Conduct, including an obligation to seek clarification and prior approval of questionable acts, relationships or transactions.

Kidsafe NSW Code of Conduct

As Employees, we will:

· Respect every employee’s dignity, rights and freedoms

· Provide/maintain a working environment that is safe, challenging and rewarding

· Recognise the work that each of us do

· Adhere to the highest standards of business ethics

· Treat customers and fellow employees with honesty, courtesy and respect

· Respect and safeguard the property of customers, Kidsafe NSW and fellow workers

· Maintain confidentiality of all customer, Kidsafe NSW or other parties’ information gained through our work

· Perform our duties, as best we can, taking into account our skills, experience, qualifications and position

· Do our jobs in a safe, responsible and effective manner

· Ensure our personal business and financial interests do not conflict with our duty to Kidsafe NSW
· Work within Kidsafe NSW policies and rules

· Obey the law
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4.2 
Conflict of Interest Policy 

Aim
To provide guidelines by which employees should conduct themselves when dealing with businesses, organisations and individuals associated with or seeking association with Kidsafe NSW.

Applicability

Kidsafe NSW employees, council members, contractors and volunteers working for or on behalf of and/or representing of Kidsafe NSW.
The term “employee” refers to all persons directly employed, a council member, volunteer or working under a contractual arrangement and representing Kidsafe NSW in meeting its objectives.


Policy
Conflicts of interest refer to situations where an employee’s ability to act with total objectivity when exercising his/her judgment to promote Kidsafe NSW best interests, can be in doubt.  The importance of employee involvement in outside business, political and community activities is recognised.  Whilst Kidsafe NSW encourages employees to engage in such activity, it does so on the basis that the activities are legal and do not interfere with the proper performance of the duties of employees. 


Guidelines 
Each employee is expected to avoid or disclose any, activity, investment, interest or association of the employee or members of his/her immediate family which interferes, or appears to interfere, with the employee’s ability to exercise proper judgement in the advancement of Kidsafe NSW business and best interests.

Conflict can arise in many situations. For example, a conflict of interest exists when an employee, or family member, obtains a personal benefit at Kidsafe NSW expense or contrary to Kidsafe NSW best interest. While it is impossible to identify every type of relationship, activity or interest which constitutes a potential conflict, there are certain types of conduct which must be avoided or disclosed when encountered.

Examples of potential conflicts which must be avoided or disclosed, include:

1. Ownership by an employee or immediate family member of a substantial financial interest in a business which maintains a relationship with, or is a competitor of Kidsafe NSW.  A relationship exists, among others, with a business, which is:

(i) a partner, joint venture partner or shareholder, including an officer, director, shareholder, partner or agent thereof, of a business in which a subsidiary of Kidsafe NSW is an investor;

(ii) a vendor of services, supplies, or inventory to a business owned or managed by a subsidiary or affiliate of Kidsafe NSW.
2. Employment of direct family member by immediate Executive Officer or other Executive Officer within the same business unit.

3. Employment or significant affiliation with an organisation which does or seeks significant business with or is a competitor of Kidsafe NSW.
4. Extension to, or acceptance by, an employee or immediate family member of compensation, loans (other than from an established bank or financial institution under customary terms and rates), gifts of more than token value, or substantial benefits or favours to or from a customer or an organisation or individual which does or seeks to do business with, or is a competitor of Kidsafe NSW. 

5. Representation of Kidsafe NSW by an employee in a transaction in which the employee, immediate family member or business associate of the employee has a substantial interest in the transaction or the property involved.
6. Disclosure of confidential Kidsafe NSW information. Disclosure may be made to a person who is employed or retained by Kidsafe NSW if such person is required to know such information to properly perform his/her duties. Confidential information includes but is not limited to:

· Kidsafe NSW, Kidsafe National, State or Territory financial information

· Business Plans

· Computer records

· Data bases

· Contractual arrangements with funding organisations

Confidential information is not to be released to 3rd parties without specific approval from the Executive Officer or Council Chairperson.

7. An employee's use of confidential Kidsafe NSW information for personal profit or advantage.

8. Competition with Kidsafe NSW by an employee, directly or indirectly, in any purchase, sale or other transaction in which Kidsafe NSW is a party.

9. Kidsafe NSW does not permit former employees to use information gained, whilst employed by Kidsafe NSW, for business or commercial purposes or in competition with Kidsafe NSW. 

Employees should avoid not only a conflict of interest but also the appearance of a conflict of interest. While there is no absolute test to determine what constitutes a conflict, or the appearance of a conflict, employees should consider how others could view the activity or interest.

The employee is required to notify the Executive Officer and Council as appropriate of an apparent conflict of interest. If an approval seems to be required, it should be requested in writing to the Council before entering into or continuing the transaction or relationship.

Any employee who is found to be in breach of these guidelines may be asked to show cause why they should not be face appropriate action which may include dismissal or expulsion.
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4.3
Personal use of Kidsafe NSW resources

Staff members and volunteers are generally permitted to use Kidsafe NSW equipment for personal use provided that this does not impact negatively on their work, or on Kidsafe NSW resources. Staff members can use Kidsafe NSW phones, fax machines, or computers for personal use within reasonable limits. Where team members or managers feel that a staff member’s personal use of Kidsafe NSW resources is unreasonable, they should attempt to negotiate a solution with the person concerned.
Staff members are asked to pay if they are using the photocopier for large

documents (over 50 pages). Staff members are asked to attach stamps to personal correspondence and not use the Kidsafe NSW mail system. 
Staff members are permitted to use Kidsafe NSW computers for personal use within reasonable limits. Staff are asked not to post attachments to their email accounts at work, or bring in floppy disks which have been used elsewhere, as this presents a virus risk to the Kidsafe NSW network.
Kidsafe NSW staff that are doing computer-based work from home must have adequate virus protection software installed on their computers at home.
Using the internet for personal use is acceptable within reasonable limits; however, using Kidsafe NSW computers to access pornographic or gambling-related material is not permitted.
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4.4
Equal Opportunity

Purpose

Kidsafe NSW is an equal opportunity employer.  All employees are treated on their merits, without regard to race, age, sex, relationship status or any other factor not applicable to the position.  Employees are valued according to how well they perform their duties, and on their ability to maintain the organisations standards of service.  

Kidsafe NSW believes that all employees should be able to work in an environment free of discrimination, victimisation, sexual harassment and vilification.  We consider these behaviours unacceptable and they will not be tolerated under any circumstances
Legislative Framework

Anti-Discrimination Act, 1977 (NSW))

Sex Discrimination Act, 1983 (Cth)

Racial Discrimination Act, 1975 (Cth)

Disability Discrimination Act, 1975 (Cth)

Equal opportunity

Under the NSW Anti-Discrimination Act 1977, (the Act) discrimination, victimisation, sexual harassment and vilification are illegal.

Discrimination in employment on the following grounds or attributes is against the law under the Act :

· sex

· relationship status

· pregnancy

· parental status

· breastfeeding

· age

· race

· impairment

· religious belief or religious activity

· political belief or activity

· trade union activity

· lawful sexual activity

· gender identity

· sexuality

· family responsibilities

· association with someone with an attribute above

Victimisation because a person has made a complaint, agreed to be a witness or has had a complaint made against them is against the law.

Sexual harassment is prohibited under both state legislation and the federal Sex Discrimination Act 1984.  

Vilification on the basis of a person’s race, religion, gender identity or sexuality is also unlawful.

Federal anti-discrimination legislation prohibits discrimination on the basis of criminal record, medical record or social origin.

What is Equal Employment Opportunity?

Equal Employment Opportunity is when everyone, irrespective of a person’s race, sex and so on, is given a fair go. It is when there is no discrimination or harassment.

Essentially, it is about:

· Fair and equitable workplace practices;

· Management decisions being made without bias;

· Recognition of and respect for the socially and culturally diverse backgrounds of all employees and customers;

· Fair and equitable employment practices based upon merit.

Vicarious liability

Under state and commonwealth anti-discrimination law, Kidsafe NSW can be liable for discrimination, sexual harassment and/or vilification which happens in the workplace, unless we can show we have taken reasonable steps to prevent it.  

Managers and Executive Officers therefore must ensure that all employees are treated fairly and are not subject to any of these behaviours. They must also ensure that people who make complaints, or who are witnesses, are not victimised in any way. 

Any reports of discrimination, victimisation, sexual harassment and vilification will be treated seriously and investigated promptly, confidentially and impartially. (Refer to the staff grievance policy for more information) 

Disciplinary action will be taken against anyone who discriminates against, victimises, sexually harasses or vilifies a co-worker.  Discipline may involve a warning, counselling, demotion or dismissal, depending on the circumstances.

What is discrimination?
Discrimination occurs when someone is treated unfavourably because of an attribute under the Act. Discrimination may involve:

· Making offensive ‘jokes’ about another worker’s racial or ethnic background, sex, sexual preference, age or disability.

· Expressing negative stereotypes about particular groups eg. “married women shouldn’t be working”.

· Judging someone on their political or religious beliefs rather than their work performance.

· Using selection processes based on irrelevant attributes such as age, race or disability rather than on skills and merit.

What is harassment?

This is any form of behaviour that you do not want, that offends, humiliates or intimidates, and targets individuals because of race; sex; pregnancy; marital status; sexual preference; physical, intellectual or psychiatric disability or illness; age; transgender (transexuality); carers’ responsibilities; and personal association with a person who is identified by reference to any of the above attributes.

There is no onus on the person being harassed to say he/she finds the conduct objectionable.  Many people find it difficult to speak up.  All employees are responsible for their own behaviour.  If you think the behaviour may offend, then don’t do it!

What is vilification?

Vilification is behaviour that:

(a) happens in a public place; and

(b) incites others to hate, to have serious contempt for or to severely ridicule individuals or groups because of their race, religion, sexuality or gender identity.

Workplaces can be considered public places.  This means that any conduct which can possibly be observed by the public or any sort of communication either verbal or in writing to the public can be considered to have happened in a public place.

Some examples of vilification are:

· Placing a poster or sticker on the customer service counter which incites others to hate people because of their race, religion, sexuality or gender identity.

· Hate graffiti written on work toilet walls which incites hatred because of race, religion, sexuality or gender identity.

· Wearing of symbols, badges or clothing in the workplace with slogans that incite hatred.

· An employee abusing a person because of their race, religion, sexuality or gender identity in the workplace which encourages others to hate people of that race,  religion, sexuality or gender identity.

· A work colleague making a speech in the work cafeteria that incites hatred of people because of their race, religion, sexuality or gender identity.

What is Affirmative Action?

This is when an employer decides to provide extra help from groups who have been disadvantaged at work in the past to help in ensuring that everyone starts from what is called a level “playing field”.

What to do if you are discriminated against, harassed or vilified

There are a number of options.  Choose the course of action you feel most comfortable with.  Don’t ignore discrimination, harassment or vilification, thinking it will go away - often it just gets worse.

Contact one of the following people in Kidsafe NSW who have been nominated to give information and /or investigate complaints:

Name:

Christine Erskine

Position:

Executive Officer

Name:

Position:

Location:

Contact details (telephone, e-mail):

Contact the NSW Anti-Discrimination Council for information:

Sydney Office
PO Box A2122, Sydney South 1235
Level 4, 175 Castlereagh Street
Sydney NSW 2000 
General office number - (02) 9268 5555
General Enquiry Service & Employers Advisory Service - (02) 9268 5544.  

lawlink.nsw.gov.au 

Responsibilities

Executive Officer

The Executive Officer has a legal duty to do their best to ensure that every employee and prospective employee is treated fairly – with no discrimination and no harassment. The Executive Officer has the ultimate responsibility for not only ensuring that their own behaviour complies with this policy but that the policy is implemented within the organisation. They will support all under their direct control and will hold them accountable for their specific responsibilities.

Managers
· To ensure that their own behaviour complies with this policy;

· To ensure that their employees are aware of the policy;

· To actively monitor their work environment;

· To take reasonable steps to prevent discrimination and/or harassment in the work place;

· To act to resolve incidences of harassment and/or discrimination when they become aware of a problem, even if no complaint has been made;

· To respond to complaints of harassment and/or discrimination quickly and effectively; and

· To ensure that all complaints are treated seriously, equitably and confidentially.

Those who fail to comply with the responsibilities outlined above could be the

subject of disciplinary action which could result in dismissal.

Employee
· To ensure their own behaviour complies with this policy.
Kidsafe NSW is committed to providing an environment which is safe for all employees. You will not be disadvantaged in your employment conditions or opportunities as a result of lodging a complaint.
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4.5
Recruitment and Selection of Staff Policy

Purpose
The purpose of this policy is to set out Kidsafe NSW management principles on recruiting and selecting quality staff. To assist Kidsafe NSW to meet its mission, priorities and objectives. 

Equal opportunity principles are integral to the recruitment and selection processes of the organisation. 

Any requirements for staff under the Children’s and Young Persons Act 1989 and other relevant Acts or Regulation will be met by Management to the best of their ability.

Policy 

Kidsafe NSW is committed to providing high quality programs and services to our community. To support the achievement of this objective we recognise the importance of employing the most suitable applicant for all vacant positions.

Kidsafe NSW will ensure it has the best opportunity to attract the best available staff by broadly advertising all vacant remunerated positions. 

Kidsafe NSW will also internally advertise all vacant positions to current staff and volunteers to encourage career advancement, promote local opportunities and increase participation.

Scope

This policy applies to all paid employees on continuing and fixed-term appointments on either a full-time or part-time basis. 

This policy does not apply to the appointment of casual staff.

Definitions
Recruitment refers to the process of attracting the best available applicants for employment at Kidsafe NSW.

Selection refers to the process of identifying the best candidate(s) from a particular field for employment at Kidsafe NSW.

Procedures

When it becomes necessary for the recruitment of staff, management will determine the selection criteria for the position and develop an information package including position description prior to the position being advertised. Management may decide to engage the service of an employment agency to advertise the position. 

Selection criteria describe those specific capabilities (knowledge, skills and abilities) needed to do the job. 
Selection criteria should be listed in priority order and must be limited to eight criteria. All criteria should be written in plain English. Avoid using jargon, particularly terms that would be unfamiliar to applicants who have not worked in a similar industry.

Qualifications should be required only if they are essential to effective performance in the position.

Management should consider a wide variety of evidence of knowledge and experience in assessing applicants. For example, experience in voluntary or community groups, raising a family, coaching sports teams all provide evidence of generic knowledge, experience and skills relevant to paid employment. 
Management need to look beyond the attributes of the present or previous incumbent in specifying the capabilities (knowledge skills and abilities) needed as selection criteria for a position. This will ensure consideration of a wider range of applicants as suitable and prevent bias towards an acting incumbent.
All permanent remunerated positions will be advertised through relevant networks, on relevant websites, through local employment services, and in at least one local newspaper. 
All advertisements must be approved by the Executive Officer and, if necessary, by the Council.
A selection panel which includes the Executive Officer shall be established to shortlist applications and to interview and recommend applicants for employment. If an applicant is a family member or friend of staff then the panel will be selected accordingly to protect the process and declaration of interest. 

The role of a selection panel is to assess the relative merit of the applicants for a vacant position and to advise Council of the applicant judged to have the greatest merit. 

The members of a selection panel must be knowledgeable, experienced and well trained in employee selection. They must at all times be independent, thorough, conscientious, fair and professional in exercising their responsibilities. Kidsafe NSW should support selection committees with adequate resources for their task. 
The Executive Officer is legally responsible for determining the applicant with the greatest merit and does not have to accept a selection panel’s recommendation. 

Selection panels must at all times act, and be seen to act, ethically and independently in exercising their duties.
Applicants will be provided with an application package and asked to provide a resume and answers to the selection criteria prior to interview.

Letters of acknowledgment will be posted to all written applications prior to the short-listing of final suitable applicants. 

Applicants who do not meet the key selection criteria and are not suitable to be short-listed for an interview will be sent a written rejection letter.

The selection panel will determine who will be selected for an interview based on information gained from resume and any necessary experience, skills, training, etc. for the relevant position.

Applicants will be notified by telephone of interview time and place.

Applicants shall not be questioned in relation to age, gender, marital status, pregnancy, family responsibilities, racial or ethnic origin, religious or political affiliation, disability, sexual preference or transgender status, except where the position is an identified position (that is, a particular characteristic such as ethnic origin or language background is included in the selection criteria).

The same question format will be asked for all applicants.

Applicants will be informed of wages, superannuation and leave entitlements, and job description etc. for relevant position.

Basic records of the recruitment process are to be maintained. Records should include information about position descriptions sent, applications received (including applicants’ names, addresses and contact numbers), a list of applicants short-listed and interviewed, applicant responses to interview questions and a record that applicants have been notified of outcomes.
Applicants will be given the opportunity to ask questions at the end of interview.

The selection committee will discuss and determine who is the successful applicant.

The responsibilities of selection panel members include all of the following: 

·   examining the written application of each applicant in detail. The applications of applicants who are not short listed should be re-examined; taking notes carefully and conscientiously of salient contents and deficiencies in the application, reports of other selection processes, during each interview, of references and of referee feedback

·   taking appropriate action if the process is unfair

·   referring to notes to assist in accurately assessing of each applicant’s relative merit on the basis of the requirements of the position and the agreed selection criteria 

·   making an alternative report if in disagreement with the selection panel report 

·   independent members must ensure that their views are based solely on the evidence and that they are in no way inappropriately influenced by the opinions of the other panel members 

·   keeping their notes for six months after the selection in case an unsuccessful candidate appeals against the decision and the panel is required to substantiate its recommendation.

Selection shall be based on merit, which is determined through an assessment of an applicant's qualifications, experience, standard of work performance and personal qualities relevant to the selection criteria for the position and relative to the credentials and attributes of other applicants.

Referees will be contacted to confirm applicant’s details and work practices. A direct supervisor with experience of the employee’s work is often the most useful. Such work need not be paid employment. Ideally a preferred applicant’s current or recent supervisor would be contacted. 

Written references that do not specifically consider the selection criteria are not as useful. 

Consent of the applicant is required to contact a referee. You can seek the applicant’s approval to contact people who may not have been nominated in the first instance. 

Prepare structured questions to ask the referees which relate to the selection criteria. As in the interview, behavioural questions are the most effective. Include questions to clarify any areas of concern or confirm information provided by the applicant. The convener (usually) should take accurate notes from the conversation and discuss these with the rest of the panel. In some cases, it may be appropriate that all panel members participate, such as through a conference call. Asking referees to provide written responses is also an option. 

Reference checks can also be used to confirm facts offered by the applicant in the application or interview. 

If a member of the selection panel is also a referee provided by an applicant, in the interests of transparency and fairness the applicant should be asked to provide the name of an additional referee. 

For privacy reasons, contact should not be made with a current employer or supervisor without the applicant’s permission. When referees are contacted they should be asked to answer reasonable questions that are expressly deemed relevant to the job.
The successful applicant will be notified by phone of their recruitment.

A letter confirming applicant’s success, position description, employment details, superannuation membership form and Working with Children Check will be forwarded to the applicant.

Employment will be subject to the approval of the Working with Children Check.

A probation period will be subject to the relevant award for the position.

Unsuccessful applicants will be notified in writing.

At the conclusion of the recruitment process, all applications will be filed for five years in a secure file. 

Ethics 
Ethics in recruitment and selection comprise impartiality, accountability, competition, openness and integrity. 

Management must ensure that appropriate accountabilities are in place for resolving ethical issues arising from selection panels. 

Panel members are to be advised that the merit selection principles and standards include ethical behaviour. Any breach could lead to disciplinary action and may constitute corrupt conduct under the Independent Commission Against Corruption Act 1988. 

Conveners must, and panel members should, be familiar with the Independent Commission Against Corruption’s case study selection, Best practice, best person: Integrity in public sector recruitment and selection (May 1999). These case studies are intended to promote the values the Commission believes should apply to recruitment and selection, namely: 

· Impartiality All stages of the recruitment process must be conducted impartially and objectively. 

· Accountability Those involved in the recruitment process must be accountable for all their decisions and must ensure proper records are kept to support those decisions. 

· Competition The pool of potential applicants must be maximised to the extent practicable and appropriate. 

· Openness The factors impacting on recruitment and selection decisions must be clear to those involved. The process by which decisions are made must be transparent. Confidentiality must be maintained. 

· Integrity Recruitment and selection practices must be carried out in accordance with any guidelines, codes or rules that govern such practices and the behaviour of public officials performing public official duties.

Confidentiality 
All panel members as well as employees managing and assisting the recruitment program must be aware of and respect the confidentiality of the recruitment and selection process. Members must not jeopardise the integrity of the process by divulging information to anyone outside the selection panel. 

Conflict of interest 
Each selection panel member is required to disclose in a written declaration any professional or personal relationship with any candidate or other panel member, or any conflict of interest, and signify that they will respect the confidentiality of candidates and outcomes. 

A panel member who becomes aware that a person with whom they have a relationship or connection is an applicant for the position must advise the convener of the panel immediately, or if the member is the convener, must advise the department head. It may be unavoidable, or even desirable, for a person who has a connection or relationship with an applicant to be the convener or a member of the selection panel, but fairness and transparency demand that the circumstances be declared to the convener or the department head.

The applicant who has the relationship or the connection with the panel member could be either advantaged or disadvantaged as result. It is important that the risk of either outcome is minimised and that the fairness of the outcome remains apparent and open to scrutiny. 

If there is any doubt about the fairness of the outcome, the department head should review the panel’s procedures and recommendation and, if appropriate, convene a new panel or re advertise the vacancy or both. 
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4.6
Staff Induction and Support

Prior to commencing work with Kidsafe NSW, all staff members are given a letter confirming the offer of employment and a position description and a copy of the staff handbook. New employees are asked to sign the letter of offer and position description. Copies of these documents are then placed on file. New staff members are subject to a probationary period of six months, with a performance appraisal to be conducted at the end of that time (this requirement may not apply for short term projects).
On commencing work, each staff member will have an orientation session with his or her Executive Officer. It is the Executive Officer responsibility to organise this. An orientation checklist is available on the system to assist the Executive Officer in providing information to new staff. The checklist covers matters such as:

· introduction to the organisation and other staff members, 

· location of amenities and equipment, 

· employment conditions,
· occupational health and safety procedures, 

· Kidsafe NSW Code of Ethics

· Kidsafe NSW Policy and Procedure Manual

Managers should also arrange a meeting with the Children’s Hospital Westmead, to

arrange IT access. The Finance Officer assists with tax declarations, timesheets,

superannuation details, and pay arrangements. 
A Personal Information Form – Appendix 9 is to be completed and forwarded to the Administration Assistant.
All new staff including trainees and temporary staff must be given regular formal support. For example this can be a 10-minute catch up with a staff member who is settling in well. Time will be planned in advance and new staff members will be encouraged to discuss progress and professional development needs. These meetings are an opportunity to discuss what is going well, as well as what still needs to be learned. These meetings will assist in the development of trust and a well rounded functioning staff team.

Fortnightly support sessions should be used to provide the training required in the induction package. These fortnightly support meetings can continue for up to 3 months, at which time the new staff member and the supervisor will review the time frame for support/supervision. If appropriate formal support meetings can continue on a monthly basis. 

Any issues, which may arise and needs to be addressed immediately, will be dealt with discreetly and with a mind to confidentiality. The supervisor will be expected to address issues immediately and will provide assistance to the employee.
Once a staff member has been inducted into the organisation and has become familiar with all requirements under relevant policies including OHS, then the staff member may be scheduled for support meetings as required.
See Appendices

10.
Induction Checklist
11.
AGENDA AND NOTES ON SUPPORT MEETING
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4.7
Flexible Working Time Policy

Purpose
To improve the productivity, effectiveness and efficiency of the organisation and assist employees to balance their work commitments with personal commitments, through the operation of flexible working time arrangements which can be reasonably accommodated by the requirements of the organisation.

Guidelines

The introduction of flexible working time arrangements should:

· improve workplace flexibility, productivity and efficiency;

· obtain greater flexibility to meet variable workload demands;

· improve the organisations ability to attract and retain skilled employees, reduce staff turnover and minimise absenteeism; and

· assist employees balance work and personal commitments.

Personal commitments may include family and carer responsibilities, study, research, emergency services, Councils or committees, local council, volunteer work, community activities or service, retirement planning, competitive sport, or general health and wellness activities.

Flexible working time arrangements should:

· be consistent with the short and long term objectives of the organisation, and be integrated into corporate plans, business plans and human resource policies;

· be tailored to suit the operational needs of the organisation and the needs of employees;

· be available to all employees on a fair and equitable basis, subject to work  requirements; and

· be adaptable to meet the changing needs of the organisation and employees.

All conditions which apply to the flexible arrangements should be clearly articulated in policy documents.

The following issues should be considered when negotiating flexible working time arrangements:

· work and job requirements;

· needs of clients;

· flexible needs of employees;

· peaks and troughs in the workload throughout the year;

· critical core working hours, days and months;

· minimum staff level requirements;

· upper and lower limits of working hours in a day or week;

· when and how overtime might apply;

· occupational health and safety of employees;

· notice of leave or absence requirements for staffing arrangements;

· the suitability and availability of flexible arrangements to all staff;

· procedures for varying or reviewing flexible working arrangements;

· procedures for withdrawing from an agreed arrangement during the life of an agreement; and

· the impact on salary, superannuation and leave entitlements.

Staff shall be required to elect the option they prefer and such election shall be approved by the Executive Officer before implementation. The options are: 

Full Time Employees-

Option 1: 
Standard hours, Monday to Friday, which are from 9.00 am to 5.00pm with a 40 minute lunch break taken between 12pm and 2pm. 20 minutes per day will accrue a rostered day off every 19 days. Other standard fixed hours approved by the Executive Officer. 

Option 2: 
Flexible working hours, Monday to Friday. Staff select their own starting and finishing times within the band width 7.30 am to 6.00 pm and shall work for a core period each day. Staff may build up credit hours or may have debit hours within specific limitations. Credit hours may be accumulated to be used for approved absence during core time. Staff must take a minimum 30 minute lunch break per day.

Part Time Employees-

Option 1: 
Standard hours on agreed contracted days, which are from:

· 9.00 am to 5.00pm with a 60 minute lunch break OR 

· 9.30 am to 5.00 pm with a 30 minute lunch break OR 

· 9.00 am to 4.30pm with a 30 minute lunch break. 

Other standard fixed hours approved by the Executive Officer. 

Option 2: 
Flexible working hours, which can be worked Monday to Friday as agreed by the Executive Officer. Staff select their own starting and finishing times within the band width 7.30 am to 6.00 pm and shall work for a core period each day. Staff may build up credit hours or may have debit hours within specific limitations. Credit hours may be accumulated to be used for approved absence during core time. Staff must take a minimum 30 minute lunch break per day.

Definitions

Flexible Full-Time Employment: employees work full 7 hour days on an ongoing basis for at least 35 hours per week, with flexible starting and finishing times.

Flexible Part-Time Employment: employees work within the core period on any working day on an ongoing basis for at least their contracted hours per week, with flexible starting and finishing times. A minimum start of 4 hours (not including lunch break) per day is required.

Part-Time Employment: employees have discrete jobs but work less than full-time

hours on a regular ongoing basis, accruing leave and being paid on a pro-rata basis.

Job Sharing: two part-time employees share a full-time job. The actual days and

hours of work for each employee are fixed by agreement with the employer.

Casual: employees engaged for short periods on a casual basis for workload peaks

or staff absences, paid only for hours worked with a casual loading in lieu of accruing

leave entitlements. Hours of work can be irregular and “as required”.

Approved Leave: Leave of a particular type as provided in the conditions of employment. Examples include annual leave and sick leave. 

Band Width: The interval between the earliest permissible starting time and the latest permissible finishing time each day Monday to Friday inclusive. The band width is 7.30 am to 6.00 pm. 

Absence During Core Time: Absence, other than approved leave, during the core period utilising credit hours. Absence during core time shall be approved prior to being taken, by the Unit Manager or Executive Officer. 

Core Period: Working periods, Monday to Friday inclusive, when staff shall be on duty unless on approved absences during core time. 

Full Time Employees: The core period includes hours between 9.30am and 
3.30pm Monday to Friday. Staff are required to commence work between 
7.30am and 9.30am and finish work between 3.30pm and 6.00pm

Part Time Employees:  The core period includes hours between 9.30am and 
1.30pm Monday to Friday. Staff are required to commence work between 
7.30am and 9.30am and finish work between 1.30pm and 6.00pm


In the case of part-time employees who are approved to work additional hours within the core period, i.e. between the hours 7.30am to 6.00pm, Monday to Friday, accrue flex time on a 1:1 basis.

Credit Time: Time worked in excess of 70 hours (pro rata for part time employees) per pay period, within the band width. Credit time may be accumulated and used for leave purposes but no more than 10 hours at the end of each pay period may be carried forward to the next period. Credit time in excess of 10 hours at the end of each period is forfeited. 

Debit  Time: Debit time may be used for approved leave purposes but must not exceed more than 10 hours at the end of each pay period. A staff member who has debit hours at the end of the pay period will enter into an arrangement to clear the debit hours over the next two pay periods. Excess debit hours at the end of the second pay period will be debited against the staff member’s recreational leave. Where there is no recreational leave available the time will be accounted as leave without pay.

Banked Time (applies to full time staff only): Credit time in excess of 10 hours per pay period may be banked with approval of the Executive Officer. Banked time may be accumulated and used for leave purposes but no more than 35 hours can be banked. Banked time may accrue for staff not eligible for time in lieu if their unit manager requires additional time worked which may exceed the maximum flex time of 10 hours per pay period. Note: banked time can not be accrued in addition to time in lieu.

Time In Lieu (refer to Time and Lieu and Additional Hours Guidelines): Under some circumstances, approved by a manager or Executive Officer, staff may be required to work away from the office or outside normal (ie core) working hours. This relates only to particular positions within the workplace or for approved special events. An arrangement for additional hours worked to accumulate as time in lieu must be approved before the work/event is undertaken. Staff are requested to complete the Time in Lieu and Additional Hours Form (Appendix 13) and submit to the Executive Officer for preapproval.
Lunch Break: A staff member working flexible hours shall take a meal break between 12 noon and 2.00 pm of not less than 30 minutes. A lunch break shall not exceed 90 minutes. 

Required Hours: Staff are required to work 70 hours (pro rata for part time employees) per pay period subject to allowance made for credit and debit time. The maximum number of hours which may be worked in a day is 10. No more than two 10 hour days may be worked in any one week. Staff are not permitted to work for longer than five hours without a meal break of at least 30 minutes duration. Part time staff are required to work a minimum of 4 hours (not including lunch break). Actual hours of work between the hours 7.30am to 4pm or 9.30am to 6.00pm etc. is to be negotiated with the Executive Officer or Unit Manager. The agreed hours of work must then be communicated effectively to all staff.
Pay Period: For recording purposes there shall be a pay period which shall consist of two consecutive Monday to Friday periods (70 hours). 
Flexible Working Hours Option
Staff select their own starting and finishing times within the band width 7.30 am to 6.00 pm and shall work for the core period each day. 

Flex hours may be accumulated to enable absence during core time in accordance with an approved pattern suitable to the organisation, such as one half day per week or one full day per pay period. 

Individual daily time records shall be maintained by staff. 

Staff must be able to effectively manage their work load and be a good communicator for this to be successful. 

Staff should be at work in peak/busy times and would be expected to attend all team meetings provided satisfactory notice is given. 

Responsibility and Supervision

Staff must adhere to their agreed standard hours each fortnight. Any additional hours worked is considered voluntary time worked unless approved by the Executive Officer.

No member of staff should be permitted to be absent from duty as a result of flexible working hours where the organisation shall, as a result, incur additional costs or an unacceptable reduction in service. 

Where a staff member intends to work longer hours to accumulate time credits towards flexible working hours leave it is the responsibility of the Executive Officer or Unit Manager to ensure that: 

· additional work is available and is required to be performed during those longer hours; and 

· satisfactory arrangements can be made for the time to be taken as leave. 

A staff member granted flexible working hours leave shall take the leave in accordance with an approved roster arrangement. Staff should be treated equitably so that, subject to work requirements, their preference for certain days to clear the leave is taken into account in the overall allocation of days off.

The supervision of flexible working hours is the responsibility of the Executive Officer or Unit Manager.

Any abuse of the flexible working hours provisions may result in the withdrawal of flexible working hours option and the reintroduction of standard hours for that person, as judged appropriate in the overriding interest of the organisations efficiency.

Records to be kept for Flexible Working Hours 
Staff shall be required to keep a Personal Time Sheet.

The Personal Time Sheet shall be filled in at the time when an employee commences each day, leaves for lunch break, returns from lunch, and finishes at the end of each day or at any other time an employee commences or ceases duty. The sheet shall not be filled in retrospectively. 

Staff members found deliberately falsifying entries on the Personal Time Sheet shall be subject to disciplinary action. 

Personal Time Sheets shall be conveniently located for easy access by both staff completing them and authorised personnel reviewing the records. 

At the end of each fortnight period, staff are required to check thoroughly the

accuracy of their own Personal Time Sheet before signing and dating them. 

The Unit Manager or Executive Officer or nominee shall certify the validity of

each Personal Time Sheet by signing and dating it. 

Certified Personal Time Sheets will be retained by the organisation.

Leave for Staff on Flexible Working Hours

Rostered Time Off: Staff who wish to use the flexible working hours option to accumulate flex time for one half day a week or one full day per pay period off may do so subject to the prior approval of the Executive Officer or Unit Manager. 

Annual Leave: Each day of Annual Leave shall be credited and debited as 7 hours.
Public Holidays: Each Public Holiday shall be credited as 7 hours. 
Sick Leave: Sick Leave shall be recorded in hours and minutes and the maximum credit, and debit, for a full day's sick leave is 7 hours. 
When a staff member reports for duty and subsequently leaves because of illness, the staff member shall be credited for the time worked and with sick leave up to a total time of 7 hours for that day. 

Where a staff member takes sick leave and subsequently commences work on the day, the staff member shall be credited with sick leave and with time worked up to a total time of 7 hours for that day. 

Absence During Core Time: Absence during core time shall be granted only in advance utilising credit hours.
All Other Leave: All other leave shall be recorded in hours and minutes. The maximum credit, and debit, for a full day's leave is 7 hours. 
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4.8
Staff Leave

All staff are required to complete timesheets. These are forwarded to the Finance Officer each fortnight, the day before pays are processed. If staff members take leave in the fortnight, the timesheet should be accompanied by a leave approval.
Annual leave and flex leave should ordinarily be approved in advance, and personal/sick leave in retrospect. Personal/sick leave should not go into debit without the prior approval of the Executive Officer. Leave request forms are stored on the G:\DATA\FORMS & TEMPLATES\Staff Forms. Staff should complete the form and seek approval from their Unit Manager or Executive Officer before submitting their timesheet to the Financial Officer for payment. A Leave Application Form (Appendix 12) must accompany time sheets if leave has been taken.
Staff members taking personal/sick leave are requested to phone in and advise their Unit Manager or Executive Officer if at all possible. If their Unit Manager or Executive Officer is unavailable, staff can advise another team member, who will pass on a message.
4.8.1
Summary of Leave Entitlements 

	Leave
	Accrual
	Comment

	Annual/Recreational Leave
	4 weeks annually
	Four (4) weeks written notice of intended leave must be provided.

	Sick Leave
	15 days annually 

(pro rata for part time staff)
	Sick leave is cumulative. Employees absent for more than two (2) days are required to present a medical certificate. Not more than five (5) single days in any one year may be taken without a medical certificate.

	Personal Carer’s Leave
	Access accrued sick leave
	Used to look after a family member. Satisfactory evidence is required e.g. medical certificate.

	Special Leave
	Up to 3 days per calendar year, not cumulative.
	To be used for parental leave, attending a funeral of a relative (extended family), to move house, confinement or adoption, or other special circumstances, subject to Executive Officer approval.

	Bereavement Leave
	2 days
	Death of immediate family member. Evidence of death will be required by the Executive Officer. Bereavement leave is granted only when no other leave has been granted.

	Long Service Leave
	Employees are entitled to 13 weeks long service leave after 10 years of continuous service for staff employed prior to July 2010

Employees are entitled to 8.67 weeks long service leave after 10 years of continuous service for staff employed after July 2010
	Refer to Long Service Leave Policy.  Written notice of intended leave must be provided. For extended periods of leave greater than 4 weeks, then a minimum 8 weeks written notice is required where possible. 

	Parental Leave
	Leave must not exceed 52 weeks.
	Employees must have completed 12 months service to be eligible for parental leave. Includes maternity, paternity and adoption leave.

	Grace and Favour Leave
	
	Subject to approval by the Council, 2 days paid leave may be applied to the shutdown period between Christmas and New year.

	Jury Service
	
	Employees will receive their normal pay, providing that all monies paid to the employee for Jury Service are paid to Kidsafe NSW (except travel allowance).


4.8.2 Personal Leave
Notice of personal leave must be given, either the night before or as early as possible on the day of intended absence, to the Executive Officer.

If any set pattern in sick leave or extended sick leave is observed, the Executive Officer will seek further explanation regarding this observation.

Kidsafe NSW shall not be liable for sick pay to any employee whose illness is due to accident covered by Worker's Compensation.

4.8.3 
Long Service Leave

Purpose

To inform staff of their entitlement and the procedures for the taking of long service leave.

Procedure

Long Service Leave Entitlements

Staff employed prior to 30th June 2010 - Employees are entitled to 13 weeks long service leave after 10 years of continuous service.

Staff employed after 1st July 2010 - Employees are eligible for 8.67 weeks long service leave after ten years of continuous service. 
A staff member may take all or part of their accrued long service leave entitlement upon accrual of long service leave (that is, after 10 years' continuous paid employment). Accrued long service leave may subsequently be taken at any time subject to notification, minimum period requirements and the organisation's operational requirements. 
Kidsafe NSW is required to grant long service leave as soon as practicable after it has become due, taking into account the needs of the organisation. 

Kidsafe NSW must give the employee one month's notice of the commencement date of the long service leave. 

If agreed, long service leave may be postponed to a mutually convenient date.
Qualifying for Long Service Leave

To qualify for long service leave the employee must have continuous service (10 years' continuous paid employment) even if the employee’s duties or position has changed during that time.
Employer-approved absences from work do not break the continuity of an employee’s service. However, some absences, such as parental leave, are not counted as time worked. These absences are not included in an employee’s period of service when calculating long service leave.

Minimum Period Requirements

At any time, Long Service Leave must be taken in periods of no less than 1 week. The terms of Long Service Leave will be negotiable with the Executive Officer according to what is suitable. This will take into account all practical and operational aspects of the position.
Long service leave can be taken in one continuous period of leave or, if the employee and employer agree, as follows: 

· where the leave owing is two months – in two separate periods
· where the leave owing is between two months and nineteen and one-half weeks – in two or three separate periods
· where the leave exceeds nineteen and one-half weeks – in two, three or four separate periods.
Payment

An employee with an entitlement to long service leave may elect to access the entitlement on full pay or as a lump sum payment.

An employee who has completed five years (but less than ten years) of service is entitled to a long service pro-rata payment if he or she: 

· resigns as a result of illness, incapacity,
· domestic or other pressing necessity 

· is dismissed for any reason except serious and wilful misconduct 

· dies.

Long service leave pay is based on whichever is the highest rate: 

· the employee’s ordinary pay for the last pay period prior to the leave being taken
· the average weekly ordinary rate of pay earned during the previous five years. 

The long service entitlement must be taken as leave. Payment for long service leave entitlements is only made on termination of employment.

Leave taken in Advance

Long service leave may be taken in advance as long as the employer and employee both agree. Long service leave taken in advance must not be less than one month.
Termination

On termination of employment, an employee shall be entitled to receive the monetary value of all long service leave accrued and not taken at the date of termination. Employees who have completed at least five years’ service and less than seven years service and whose services are terminated by the employer for any reason other than serious and wilful misconduct, or who resign their employment on account of illness, incapacity or domestic or other pressing necessity, are entitled to a pro rata payment for long service leave on the basis of two months leave for ten years’ service.
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4.9
Annual (Recreational) Leave

Aim

The primary purpose of paid annual leave is to allow and encourage every employee to renew their physical and mental capabilities and to remain a fully productive employee.
Procedures 

Employees are encouraged to request annual leave in advance during each year. Four (4) weeks written notice of intended leave must be provided by completing the Leave Application Form (Appendix 12).
Annual Leave will be applied over the Christmas closure. Management will notify staff in writing 4 weeks prior to closure date.
Annual leave may also be requested for other periods of absence for personal reasons, absences due to personal illness or illnesses in the immediate family, in lieu of sick leave. 

Annual leave will be exhausted before an employee goes on leave without pay.

Accumulation of annual leave is not encouraged. Employees are expected to take annual leave within 6 months of accrual unless pre approval for accumulated leave is given. 
Maximum Accumulation - An employee may accumulate a pre approved amount of leave equal to that earned in two (2) service years at the employee’s current earnings rate, but upon reaching this accumulation will cease to earn leave except when the accumulation is reduced.

Employees are responsible for monitoring the accrual of annual and personal leave in order to avoid problems that may arise if an employee reaches the maximum hours of accrual.

Leave for vacation purposes will be arranged with due regard for operating needs of the organisation. Each unit manager is responsible for leave scheduling within the unit that will best meet work requirements with leave preferences of employees.

Unit managers can approve vacation usage only up to the amount accumulated by an employee. An employee cannot borrow from, use, or loan another employee earned benefits (e.g., annual, sick leave),

Lump sum payment for leave is made only at the time of separation. An employee shall be paid in a lump sum for accumulated leave when separated from the organisation due to resignation, dismissal, reduction-in-force, death or retirement. 
Responsibilities of the Executive Officer/Program Manager:

· Ensure that the employee is fully informed of available leave and is notified in writing when accumulated leave has exceeded 6 weeks or the part time equivalent;

· Ensure that annual leave is taken each year to avoid accumulation from one year to the next unless specifically approved;

· Take into account the wishes of the employee;

· Ensure leave is taken at a time convenient to the organisation;

· Consider the leave requirements of all staff and manage accordingly;

· Ensure that both the employer and employee provide at least 1 months notice of the need to take leave;

· Unless other wise approved or due to extenuating circumstances, accumulated leave is not to be taken in periods greater than four weeks or the part time equivalent.
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4.10
  Time in Lieu and Additional Hours

Aim

To promote fairness and equality for all staff these guidelines inform staff and managers when actual hours of work differ from contracted hours of work.


Policy

This policy is intended to provide information to all staff members and outline the different options available to staff to appropriately compensate for any additional hours worked.  To promote safety in the workplace by being able to track staff easily, especially those staff working outside traditional work hours.
Where a staff member undertakes work out of normal hours that does not have the manager's prior approval compensation will not be automatic.

Time taken in lieu will be taken at a time mutually agreed between the manager and the staff member. In determining when time in lieu is taken the manager must try to accommodate the preferences of the staff member. Where there is no agreement, time in lieu is to be taken at a time determined by the manager. 

The organisation will not pay accrued time in lieu when an employee ceases work with Kidsafe NSW.

Definitions

Time in Lieu is defined as time taken off work to compensate for planned (or occasionally unplanned) time worked in addition to contracted hours. There is no additional payment.

Additional Hours Payment (overtime) is defined as the additional pay claimed as a result of additional hours worked to contracted hours. It can be planned or occasionally unplanned. There is no automatic entitlement to additional hours payment.
Procedures 

Under some circumstances, approved by a Unit Manager or Executive Officer, staff may be required to work away from the office or outside normal (ie core) working hours. This relates only to particular positions within the workplace or for approved special events. An arrangement for additional hours worked to accumulate as time in lieu must be approved before the work/event is undertaken. Staff are requested to complete the Time in Lieu and Additional Hours Form (Appendix 13) and submit to the Executive Officer for preapproval. 
Whenever possible staff should not work additional hours and only then if it has been agreed in advance by their manager or the Executive Officer (It is recognised that there are occasional exceptional circumstances, eg when a member of staff is delayed during an inspection or presentation and is not able to access a phone or contact their manager or the Executive Officer, in which case authorisation in advance may not be possible).

If any staff member regularly works additional hours, then working hours may need to be formally amended to reflect this. 
Additional hours should be recorded on a Time in Lieu and Additional Hours Form (Appendix 13) in fifteen minute blocks. The reason for any additional hours should be clearly stated. If the extra time worked is fifteen minutes or less, this does not need to be documented on a Time In Lieu and Additional Hours Form  or can be included as flex time to a maximum of 10 hours thereby eliminating the need for TIL approval in some cases. This should be dealt with informally by agreement with the program Manager or Executive Officer.
It may be the case that the additional hours can be recorded within the allowable flex time and do not require separate approval.

Any time in lieu accrued should be taken within 28 days.  If this is not possible, staff should inform their manager or the Executive Officer and agree a suitable date for taking time in lieu at the discretion of the manager or Executive Officer.  In the case of full-time staff (and pro-rata for part-time staff) ,time can be banked to a maximum of contracted hours per week (refer to the 4.7 Flexible Working Time Policy). If in excess of contracted weekly hours plus time banked, the time will be lost.

Taking time in lieu must be agreed by a manager or Executive Officer according to organisational needs and should be recorded on the timesheet. 

It is preferable that one - two days be taken at a time however arrangements are at the discretion of the manager or Executive Officer. Taking time in lieu should not be used and accrued as an alternative to taking annual leave.

Additional Hours payments (over time) should also be documented on a Time in Lieu and Additional Hours Form (Appendix 13) and claimed on the timesheet. Any additional hours payments must first be discussed before they are worked and authorised by the Executive Officer. Payment of additional hours is not an automatic entitlement. Time in Lieu is the preferred option.

Staff should submit Time in Lieu Forms with their Timesheet to their manager or Executive Officer at the end of the pay period.  The leave application form should also be submitted if this is applicable.

Part-time staff who may be attending approved meetings or study leave, on days not usually worked may use the Time in Lieu Form to record additional hours worked.

Calculating and Recording Time in Lieu 
Time in lieu accrued outside bandwidth hours (before 7:30am and after 6:00pm) is calculated at time and a half, and is assessed to the nearest quarter hour. 

Examples of calculating and recording TIL:
	Travel to event – week day 7:30am to 9am 
	Travel time during core hours is hour for hour (1:1)
	Recorded on time sheet as flexible hours 

	Travel from event – week day 7pm to 9pm
	Travel time outside bandwidth hours (7:30am-6pm) is calculated at time and a half (1:1½)
	Recorded on time sheet as TIL

	Travel to an event – weekend 7am to 9am 
	Travel time outside bandwidth hours (7:30am-6pm Mon - Fri) is calculated at time and a half (1:1½)
	Recorded on time sheet as TIL 

	Part time employee working at event on week day not normally worked 9am – 5pm
	Work during bandwidth hours (7:30am-6pm) is hour for hour (1:1)
	If unable to swap days (preferred) then recorded on timesheet as TIL (NB: staff will have to manually adjust calculation on timesheet to 1:1)

	Full time or part time employee working any part of weekend or outside bandwidth hours 7:30- 6pm M-F
	Work outside bandwidth hours (7:30am-6pm) is calculated at time and a half (1:1½)
	Recorded on time sheet as TIL


Advice

Staff members who require further advice on the procedures involved should consult with the Executive Officer.
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4.11
Professional Development and Training

Introduction

Kidsafe NSW is committed to providing a supportive and rewarding environment for employees and recognises that the quality, responsiveness and professionalism of its staff are inextricably linked to the organisation’s achievement of its mission and strategic directions.

Purpose

The purpose of the Professional Development and Training Policy is to encourage and support employees in their professional and career development as an integral part of their employment with Kidsafe NSW. Kidsafe NSW acknowledges that professional development is integral to personal job satisfaction, workplace productivity, reward and recognition, and is critical to the achievement of the organisation’s mission and continuous improvement in the quality of its programs and services.

Policy

This policy applies to all Kidsafe NSW employees, and sets out the principles that underpin the provision of professional development at Kidsafe NSW, and the provision of various professional development activities that are available for employees.

Professional Development includes the provision of development opportunities and activities to extend and broaden the scope of professional capabilities of employees in relation to their role and responsibilities. Professional development processes build on the collective knowledge and experience of employees, and provide employees with opportunities to acquire, practice and adopt new knowledge, thereby enhancing individual, group and organisational learning and capabilities.

Kidsafe NSW employs caring, loyal and capable staff who bring to the organisation different qualities, qualifications and experiences to implement the organisation’s mission statement and goals.

Staff will have relevant experience and expertise.

Ongoing professional development, training and support for staff will enhance the organisation.

Regardless of previous training, experience and education, staff are expected to continue to update and extend on their knowledge in their area of expertise. Staff will share their own expertise in child safety by organising workshops for their colleagues and in discussion at team meetings etc. Short courses and training can be accessed through a variety of recognised training organisations. Kidsafe NSW will ensure equity of access to professional development programs and resources and support for particular groups and individuals.
Regular conferences and seminars will be arranged and staff will be encouraged to attend.

Performance reviews will be completed regularly and this will be used to provide future planning for professional development and training needs. Responsibility for professional development is shared between individuals, supervisors and managers for the planning and undertaking of professional development and training relevant to their roles and responsibilities.
Procedures

Employees and their supervisors should consider the various professional development activities that enhance organisational and individual development and capabilities. 

The Executive Officer will support an employee's attendance at an external training course or conference which is directly relevant to the employee's work or career development. Support will be in the form of granting work time to attend the course or conference and/or a contribution towards the registration fee and travel costs to be met from the Unit budget.
Formal and informal activities, processes and programs include:

· Provision of resources for professional development including allocation of funding for professional development in all unit budgets.

· Opportunities for career development within organisation through internal vacancies or the temporary appointment of employees to a higher classified position.

· Professional development programs including orientation, induction and on-the-job training; career development and transition programs; teaching and learning support and programs; research supervision and support; undertaking research or project work; participating in internal or external committees; and networking, coaching and mentoring programs.

· Planning processes including organisational unit planning; identifying professional development plans and priorities by supervisors; ensuring equity of access to professional development for all employees; and individual development plans prepared as part of the organisation’s Performance, Planning and Review process.

· Provision of professional development funding including support for attendance at professional development courses and conferences; support for ongoing accredited education; study and exam leave and study visits.

The Executive Officer has a responsibility to ensure the effective planning, support, monitoring and implementation of individual professional development and training plans. The Executive Officer or nominee, as part of the performance, planning and review process, must approve and support agreed individual development plans in line with organisational unit plans and budgets.
Study Leave 

Study leave for "approved formal award courses" will be negotiated with the employee. In the event that an application for study leave to undertake an "approved formal award course" is not approved, reasons for the decision are to be provided to the employee.

Study leave may be used on a per week basis or accumulated and used in a block period. Study leave must have prior approval of the Executive Officer.

An employee undertaking an "approved formal award course" is entitled to take up to five hours paid leave per week to attend classes. Study leave will be calculated on the basis of one 0.5 hour for each hour of face-to-face learning for each subject undertaken. The maximum grant of study leave per subject undertaken is 2.5 hours per week, and the total maximum grant per week is five hours. This time may be accumulated to a maximum of 35 hours in any semester. Arrangements for taking leave are to be agreed between the employee and their supervisor and approved by the Executive Officer.

Eligible employees enrolled in an "approved formal award course" will be granted paid leave to attend examinations. Exam leave will be limited to the time necessary to complete the examination. Exam leave is additional to any study leave granted.
Definitions

Approved Formal Award Course - is a structured combination of approved units which when completed qualifies the student for an award from a recognised training organisation.
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4.12 
Termination of Employment Policy

Purpose:

To provide guidelines for the termination of employees.

Policy:

Terminations should be handled consistently pursuant to the guidelines that follow. Before proceeding with any termination action, a supervisor should review all appropriate policy statements and consult with the Executive Officer and Council.

Guidelines:
1. Reasons for staff employee terminations include: 
A. Resignation 
B. Discharge for violation of Kidsafe NSW policies*: 

· Attendance (Absenteeism, Tardiness, and Job Abandonment); 

· Conflict of Interest; 

· Treatment of Confidential Information; 

· Substance Abuse; 

· Unlawful Discrimination and Harassment (including Sexual Harassment) 

· Sexual Assault; 

· Workplace Violence; 

· Personal Leave of Absence (i.e., failure to return to work); and 

· Progressive Corrective Action (refer to 4.13 Managing Performance Issues) 
C. Other involuntary termination*: 

· Redundancy; 

· Long-Term Disability; and 

· Unsuccessful completion of probationary period

D. Retirement 
E. Death

* This is not an exhaustive list.
2. All involuntary terminations must be approved in advance by Council. 
· When an employee voluntarily resigns from Kidsafe NSW, it is expected that he/she will give sufficient notice in advance. A staff employee who fails to give sufficient notice as part of his/her voluntary termination may not be eligible for re-employment.
Sufficient notice constitutes:

· At least one (1) month advance notice for all employees 

· No stated advance notice is required (although notice would be appropriate) for casual employees.

· An employee’s voluntary resignation is effective as soon as it is submitted. 

· A terminating employee is required to turn in all Kidsafe NSW  property, including I.D., keys, gate passes, electronic equipment, and electronically stored data prior to the date his/her final pay cheque is issued. 

· Upon termination of employment, a benefits-eligible staff employee shall be paid for his/her accrued annual leave. Accrued sick leave is not paid upon termination. A terminating employee must be paid no later than the next regularly scheduled payday. 
· For a terminating employee, including a laid-off employee, an exit interview may, on occasion, be appropriate. The Executive Officer conducts exit interviews upon request. 
· An employee who becomes unable to work due to an illness or injury should be encouraged to consult with their Doctor prior to making a decision to terminate employment. 
· When an employee terminates, the Executive Officer should ensure that IT access codes are disabled in a timely manner. 
Redundancy

Redundancy occurs when the work performed by an employee is no longer required to be done by anyone.

This can happen because:

· the job is replaced by technology 

· the business is restructured and the job no longer exists 

· the business can no longer afford to retain the employee due to economic circumstances. 

Most awards require employers to consult with their employees or their representatives if the redundancies are going to occur as a result of the workplace being restructured.

Suggestions put forward by employees to discuss the changes and ways to avoid redundancy, such as re-training (for a different job within the organisation) or                 re-deployment (changing job roles) should be considered by the Executive Officer.

Termination or severance pay

Severance pay can apply to full-time or part-time workers who has been with the organisation for over one year and if 15 or more workers are employed by the organisation. The amount of severance pay is based on how long the employee has worked for the organisation. 

At the time of termination, payment will include:

· any wages owed;

· any annual leave and/or long service leave entitlements not taken; and 

· any severance pay that might apply.
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4.13
Managing Performance Issues

Introduction

Kidsafe NSW undertakes to assist employees to maintain and if necessary improve their performance through counselling and support systems. These systems are aimed at ensuring employees are treated fairly and that they are provided every opportunity to meet the standards required in their work areas.

Purpose

The purpose of this policy is to ensure that a consistent approach is followed for managing performance issues for all employees.

Policy

Kidsafe NSW is committed to providing all employees with prompt counselling aimed at addressing poor employee behaviour.

Kidsafe NSW Executive Officer undertakes to assess each individual case on its merits and to provide adequate opportunity for employees to respond to allegations. Any proposed disciplinary action will be fair and reasonable, taking into consideration the severity and nature of the offence and the employee's work record.

Kidsafe NSW will also maintain its integrity and service to its customers by ensuring operational requirements are met. Consistent with this, employees who fail to respond to counselling after due process has been followed, may have their employment terminated. Staff whose performance is unsatisfactory will be given clear instruction as to the reasonable expectations of them in their job.

Responsibility

It is the responsibility of Management to ensure that:

· they are aware and understand the principles of fair counselling and due process and that they are applied in the workplace; 

· the Executive Officer and staff are aware of their obligations and responsibilities in relation to counselling and fair treatment of employees; 

· ongoing support and guidance is provided to all employees in relation to counselling principles and practice.

· all decisions relating to counselling are made taking into consideration the facts of the matter and ensuring the employee is provided with due process. 

It is the responsibility of the Employee to ensure that:

· they respond positively to counselling and attempt to improve behaviour and performance to acceptable levels at all times.

Definitions
Informal Counselling refers to a verbal discussion between the Executive Officer and/or Manager and an employee over a performance, work standard or other issue.

Formal Counselling refers to a counselling session that results in a written document to record the incident and its outcomes.

Witness means any person nominated by the employee to provide support during a formal counselling session.

Procedure

This procedure is designed to ensure all employees are treated fairly and equitably, while at the same time protecting the interests of Kidsafe NSW from claims of unfair treatment or unfair dismissal.  It should be remembered that the primary purpose of counselling is to help employees achieve the desired performance or to improve their conduct to acceptable standards.  

Within the workplace there are a range of ways an employee will signal that he or she has a problem.  Some examples may include, but are not limited to:

· increased absenteeism;

· isolation from co-workers;

· stopping to provide work-based information to management;

· decreased hours of attendance;

· poor physical appearance and/or poor presentation;

· poor work performance;

· incomplete tasks;

· accidents;

· insubordination;

· verbal and/or physical abuse.

It is the responsibility of the Executive Officer and/or Manager to recognise negative behavioural change in their staff in early stages and to intervene so that the problem may be prevented from escalating. The level of intervention will depend upon the seriousness of the problem.


Where a performance problem exists the Executive Officer and/or Manager must follow the process outlined below before consideration is given to terminate employment. The process should be approached from the perspective that the optimum outcome is one in which there is a change in behaviour, not the administration of some form of punishment.

Investigation


Upon finding out about a specific incident, or at the recognition of a pattern of unacceptable behaviour, the Executive Officer and/or Manager must undertake a full and prompt investigation to ascertain all of the relevant facts.  This must be done with sensitivity. The investigation may involve and include, but not be limited to:

· witness interviews and statements;

· documentary evidence;

· electronic/system evidence;

· employee background and history;

· previous employee appraisals;

· employee’s attendance (if relevant);

· employee’s personal circumstances (if relevant);

· any other information considered relevant to the issue.

It is important that all relevant facts are uncovered during the investigation. Ultimately the employee may be in a position where their continued employment is under review and decisions must be based on the full facts. Rumour and innuendo will not be relied upon.

The Executive Officer and/or Manager should compile all available evidence as soon as practicable after the initial identification of an issue and use the material gathered to determine the next step in the process.

In cases where termination of employment may be the outcome, it may be appropriate to stand down the employee with pay.  

Informal Counselling

The Executive Officer and/or Manager should arrange to speak to the employee privately to discuss the concerns and explain any changes in behaviour. This should be done as soon as possible after the investigation.


The Executive Officer and/or Manager should outline the expected standards of behaviour, inform the employee that they should amend their behaviour to comply with these standards, as well as outline what the possible ramifications of not complying might be. This discussion should have a relaxed atmosphere and must convey to the employee that the Executive Officer and/or Manager is concerned about the employee’s welfare. It should be an exploratory discussion between Executive Officer and/or Manager and employee to rectify a situation before it becomes a serious problem.

If the employee does not wish to discuss any problem, states that there is no problem, or says that he or she is unaware of any change in behaviour, the Executive Officer and/or Manager should simply re-affirm the concern and invite the employee back should there be a need to talk at a later time. The Executive Officer and/or Manager is then responsible for reviewing the situation to ensure that the problem is resolved.


This meeting should not result in a formal document placed on an employee's file, but should be documented in the Executive Officer and/or Manager’s diary as a future reference should it be needed.

Formal Counselling – First Warning


If the behaviour continues the Executive Officer and/or Manager may deem formal counselling appropriate. The purpose of formal counselling is to notify the employee that there is a serious concern, and that they should endeavour to amend their behaviour to comply with expected standards or risk disciplinary action.


The Executive Officer and/or Manager should arrange a private interview with the employee, providing the employee with the opportunity to nominate a third party to be present to support them and to act as a witness, ensuring a fair hearing is given. Please see Appendix A for useful information on conducting counselling interviews.


The Executive Officer and/or Manager must clarify reasons for poor performance or unacceptable behaviour, outline to the employee the allegations or concerns, the expected standards of performance or behaviour, and include the possible ramifications of not complying with these standards.


The Executive Officer and/or Manager should remind the employee of any commitments made in the informal counselling, and set a review date, which will be determined by the critical work cycle, by which time the performance problem must be remedied or employment will be seriously questioned.


This meeting must be documented, which will be signed by all parties and placed on an employee's file.  The notice, written by the Executive Officer and/or Manager should be concise and directly relate to the text of the conversation with the employee.

Formal Counselling – Second Warning


A second formal warning is to be performed by the Executive Officer and/or Manager when unacceptable behaviour continues and a current first warning exists.  The details of the interview are to be recorded as with a first warning.

Final Warning


If, after first and second warnings have been given, the performance or behaviour does not improve to an acceptable standard, a Final Warning will be appropriate. The purpose of a Final Warning is to notify the employee that the behaviour is now of such concern that if behaviour is not amended to comply with expected standards, employment will be terminated.

A final counselling will follow this process, however the employee must understand that if behaviour is not amended to comply with expected standards, employment will be terminated.  It is advisable that a Management witness be present during this interview.


A Final Warning notice should be issued following this meeting. A warning note is a final directive and should not be used unless you are prepared to terminate the employee if he/she does not follow that directive.  

Termination


If, after all of the above steps have been taken, the performance or behaviour does not improve to an acceptable standard, termination of employment may be the final step.


Terminations will be carried out with compassion and with due consideration to the employee, their colleagues and any other affected parties. When a decision has been made to terminate an employee, all necessary documentation, payments and other issues will be fully prepared to ensure the action is taken with as little fuss as possible.  

Severe Behaviour and/or Incidents

There may be occasions where the employee's behaviour or the incident is so severe as to warrant either summary dismissal or proceeding immediately to steps second or final warning.  These instances are rare and careful consideration and consultation will occur prior to more serious discipline being invoked. 

Appendix 8
‘Guide to Conducting a Counselling Interview’
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4.14
Meals, Accommodation and Travel Related Expenses

Policy


This policy recognises that Kidsafe NSW staff and members on occasions must travel on behalf of the organisation. Staff will be reimbursed by Kidsafe NSW for approved expenses incurred while on business for Kidsafe NSW, such as mileage, accommodation and meals. 

Scope

Where Kidsafe NSW staff are travelling away from the office or their residential address and representing Kidsafe NSW, they are entitled under this policy to receive travel reimbursements for actual expenses, meals and accommodation. In addition, all travel allowances and costs incurred by staff shall be approved by a manager or the Executive Officer. The events covered by this policy include travel to and from; 

· Inspections and consultations 

· Presentations

· Conferences and committee/working party meetings 

· Council meetings 

· Work related errands eg mail run

· Other approved functions 

The Executive Officer or manager may give approval for travel to specific types of meetings such as Annual General Meeting or Council Meetings. Items not specifically mentioned in this policy or approved by the Executive Officer, or delegate cannot be claimed from Kidsafe NSW. 

Procedures 


Bookings 

Staff are required to complete the Travel Arrangements and Expenses Request Form (Appendix 14) prior to arranging visit/event. On all occasions travel (eg. air fares/car rental etc.) and accommodation should be booked as early as possible to minimise expenditure. 

Unless previously approved, flexi air fares (which cost more) are not approved unless by the Executive Officer. If a flexi fare is obtained without approval, then the staff member may be reimbursed for an equivalent of the cheapest fare (for example 21 day advance plane fare) and may be requested to contribute to the total fare. 

When booking rental car hire, consideration must be given to size and use of the car. Premium insurance cover and unlimited kilometres must be included in the booking.

Where possible all bookings should be paid with the Kidsafe NSW corporate credit cards.

Accommodation

Where approved travel accommodation is not directly paid for by Kidsafe NSW, then a receipt for the accommodation needs to be provided for reimbursements.

Meal Allocation

The cost of meals required whilst on approved overnight work trips will be paid at actual cost to a maximum of the following amounts per day:  

	Breakfast 

	Lunch 

	Dinner 

	Meal Related Incidentals (such as morning/afternoon tea, water, fruit)

	$15*
	$20
	$35
	$10


*In most cases accommodation will be booked to include breakfast. It may be the case that this exceeds the allocation but may be pre-approved. 

Staff are however, requested to be reasonable with meal purchases in an attempt to keep expenses at a minimum.

Departure times from or return to office/home for acceptable meal claims:

Lunch – Where the person departs for work with overnight stay earlier than 1.30 pm or returns later than 1.30pm. 

Dinner – Where the person departs earlier than 6.30 pm or returns later than 6.30pm. 

Note: In the case of breakfast, a person is not eligible for reimbursement of the meal upon departure from home base, however, the meal allowance is payable for each subsequent breakfast during the period of absence. 

Own Vehicle Use Reimbursement

Where staff members vehicles have been used to travel to work related activity such as inspections, meetings, functions etc. reimbursement of kilometres will be paid based on the ATO "rates per work-related kilometre" schedule

The following examples provide guidance on calculating kilometres. Please note home to work travel and work to home travel is generally treated as a private expense and not claimable. Staff can claim any travel undertaken between temporary location/s during the day that is necessary for them to perform their duties.

	Where the employee travels directly from home (H) to the temporary location (TL) then from temporary location to their home 
	Km’s are calculated minus the km’s from the staff’s home to the office at Westmead
	Example:

H to TL = 102km minus

H to O = 15km

Time both directions

Claim 174km

	Where the employee travels directly from the office (O) to the temporary location or from the temporary location to the office
	Total Km’s of travel between office and temporary location/s
	Example:

O to TL = 42km 

Claim 42 km

	Where the employee travels directly from home to the temporary location then to the office
	Km’s are calculated minus the km’s from the staff’s home to the office at Westmead
	Example:

H to TL = 102km minus

H to O = 15km

plus 

TL to O = 28km

Claim 115km

	Where the employee travels from the office to the temporary location then home
	Km’s are calculated minus the km’s from the staff’s home to the office at Westmead
	Example:

O to TL = 16km 

plus

TL- H = 43

minus

H to O = 15km

Claim 44km

	If the employee is required to stop temporarily at the office to collect or return items
	Km’s are calculated minus the km’s from the staff’s home to the office at Westmead
	Example:

H to TL = 102km minus

H to O = 15km

Claim 87km (one way)


Rental Car Use 

Refuelling and associated costs for rental cars must be paid with the Kidsafe NSW corporate credit cards. Where payment is made by the staff member, then a receipt for the purchase needs to be provided for reimbursement.

Communication Allowances 

Kidsafe NSW business telephone calls and postage can be claimed as actual costs during travel, dependent on provided proof of expenditure. Whilst working away from home the employee may be reimbursed for one phone call per day to the employee’s home. The duration of the call shall be for a reasonable length of time. It is preferred that this type of call is made on the Kidsafe NSW mobile phone.

It is preferable that a Kidsafe NSW mobile phone is used by staff when off-site. Personal calls should be handled in a reasonable fashion. All calls are logged on organisation’s account and are checked by user and approved for payment by Executive Officer or delegate. 

Alcohol 

Consumption of alcohol will not be reimbursed or paid for. 

Taxi and other fares 

Fares associated with travel will also be reimbursed, however, alternative transfer arrangements like bus and train travel are recommended where feasible to minimise cost of claims. If appropriate, staff are encouraged to share costs of travel for same destinations e.g. transfer to airport. 

Parking and Tolls 

Parking and tolls associated with approved travel or official meetings etc. will be reimbursed by Kidsafe NSW. 

Fines or Parking Infringements 

On no occasion will traffic, parking or other fines incurred by a member of staff be paid for or reimbursed by Kidsafe NSW even if they are on official Kidsafe NSW business. 

Insurance Excess

In the event that damage occurs to a rental car or member of staff’s own vehicle (used for work related purposes) and the staff member is at fault, the insurance excess must be paid by the staff member. Extra insurance cover to cover excess for rental cars will be paid at time of booking or car pickup.

General 

As an organisation concerned with the protection of the environment , transport and travel pooling is encouraged. 

If a member of staff, travelling for Kidsafe NSW business, wishes to travel earlier or stay longer than the meeting etc. requires, then the accommodation and meals allowance policy does not apply for the extended period or stay. In the case that a staff member attends to a personal activity on either side of Kidsafe NSW business, then the accommodation, meals and use of own vehicle allowance policy also does not apply. 

Claims for Costs Incurred

All claims are to be submitted in writing on the Claim for Expenses form (Appendix 15) to the Executive Officer or manager and include the following details:

· Items and their costs

· Amount being claimed per item

· Odometer and kilometres

· Total cost of claim

· Verification attached of cost (receipt, itemised statements etc)

The Executive Officer assesses all claims for payment. The claim must be submitted on the claim for expenses form.

Payment

All reimbursement payments will be provided as an electronic funds transfer to the nominated account of the payee, unless petty cash has been paid.


Authorised by:  Executive Officer

Effective Date:  26th June 2012

Review date:     June 2016
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4.10.1    Travelling Time

When employees are required to perform duties at a location other than their normal workplace (eg. the office), Kidsafe NSW compensates them as follows for time spent travelling to and returning from the temporary location.

Travelling undertaken within the bandwidth hours of 7.30 am to 6.00 pm should be recorded as flex time. For travelling time outside these hours and/or on weekends, the employee is entitled to accrue Time in Lieu for the time spent travelling to and returning from the temporary location. Please note home to work travel and work to home travel is generally treated as a private expense and not claimable. Staff can claim any travel undertaken between temporary location/s during the day that is necessary for them to perform their duties.

Start and end time of official duty when travelling

Fee for Service/Presentations/Meetings/Conferences/Training within the Sydney Metropolitan and Surrounding Areas - Where the employee travels directly from home to the temporary location or from the temporary location to their home, travelling time will be assessed on travel undertaken between the employee's home and the temporary location less the normal time taken to travel to the usual workplace (eg. home to office), or the time taken to travel to the event (whichever is the lesser).  

Calculation of travelling time from the employees home to the usual place of work will be based on the most practical and economical form of transport available for the journey and quickest route or can be determined using online mapping tools (eg Google Maps). 

When travelling to the temporary location where the direction of travel takes the staff member in close proximity of their home if leaving from the office , approval may be given by the Executive Officer to calculate travel directly from home.

Regional NSW or within Australia - Where the employee travels directly from home to the temporary location or from the temporary location to their home, travelling time will be assessed on travel undertaken between the employee's home and the temporary location. Where the employee travels from their usual workplace to the temporary location or returned from their temporary location to their usual workplace, travelling time will only be assessed on travel undertaken between the employee's usual workplace and the temporary location. 

Work Health and Safety

Staff must ensure that they organise their work schedule when it involves travel in a way that minimises fatigue. It is preferred that staff work within their nominated daily hours (eg. 7 hours) to reduce the risk of harm from fatigue particularly from driving distances. Management recognises that additional hours worked in a day may be necessary therefore each event will need to be risk assessed.

Trip schedules should: 

· Take into account actual work times of the staff member 

· Take into account time taken for travel to and from temporary location/s

· Plan for adequate breaks 

Trip scheduling also needs to take into account delays and disruptions that may be encountered during travel, and contingency plans should be factored in.

Calculating and Recording Travel Time

The following examples provide guidance on calculating and recording travel:

	Travel to event – 

week day 7:30am to 9am 
	Travel time during bandwidth hours is hour for hour (1:1)
	Recorded on time sheet as flexible hours 

	Travel from event – 

week day 7pm to 9pm
	Travel time outside bandwidth hours (7:30am-6pm) is calculated at time and a half (1:1½)
	Recorded on time sheet as TIL 

	Travel to event – 5:30am to 9am week day
	Travel time outside bandwidth hours (7:30am-6pm) is calculated at time and a half (1:1½)

Travel time during bandwidth hours is hour for hour (1:1)
	Recorded on time sheet as TIL and flexible hours 

	Travel to an event – weekend 6:30am  to 9am 
	Travel time outside bandwidth hours (7:30am-6pm Mon - Fri) is calculated at time and a half (1:1½)
	Recorded on time sheet as TIL 


Relevant/Supporting Policies
· 4.10 Time in Lieu and Additional Hours Policy

· 4.14 Meals, Accommodation and Travel Related Expenses V1.2

Advice
Staff members who require further advice on the procedures involved should consult with the Executive Officer.

Authorised by:  Executive Officer

Effective Date:  
Review date:     June 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	Dec 2014
	Initial implementation
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4.15

Working from Home

Introduction

The Working from Home policy allows a staff member to work from home for periods of time under certain conditions which are described below.

 

The opportunity to work from home is not an entitlement or a right, and can only occur by formal agreement (the Agreement) between Kidsafe NSW and the staff member.  Either the Executive Officer or the staff member can initiate discussion about formalising a Working from Home Agreement, but unless both parties ultimately agree an employee cannot be directed to work from home and Kidsafe NSW is under no obligation to approve a request from an employee to enter into a working from home arrangement.

'Once off' or occasional work from home for a few hours does not require formal application although approval must be obtained from the Executive Officer. The Executive Officer and Unit Managers need to be mindful that duty of care responsibilities still apply.

 

Kidsafe NSW, when asked to approve a working from home request will consider issues such as:

· the type of work and the amount of work 

· can the work be completed efficiently? 

· can the work be completed without direct supervision? 

· will there be an adverse effect on the provision of customer service? 

Positions which may be considered inappropriate for home based work include those:

· which carry full-time supervisory responsibilities 

· that are part of a team and require regular face to face contact on a daily basis with other team members 

· which provide face to face client service to staff or others 

Conditions Governing Working from Home

The duties to be performed while working from home should be clearly detailed and formalised in the Agreement prior to commencing the work arrangement.

In the case of occasional working from home episodes, the duties/tasks should be clearly specified along with the anticipated time frame(s).

 
Hours of work

A record of hours worked at the home based site must be maintained.  These hours will be within the staff member’s normal span of hours. A minimum start of 4 hours (not including lunch break) per day is required.

 
Workplace Health and Safety

Kidsafe NSW must ensure that the work site conforms with acceptable Workplace Health and Safety (WHS) standards, and the staff member working from home is aware of the need to maintain a safe working environment. Kidsafe NSW is required to provide staff with a basic WHS checklist.

 
Equipment

Kidsafe NSW must ensure

·  agreement of ownership of furniture and equipment 

·  agreement of maintenance of furniture and equipment 

Maximum Period of Time for Working from Home Agreements

The amount of time spent weekly working from home needs to be negotiated and agreed, but rarely should it be a full time working from home arrangement.

 

A home based work site agreement will generally be for a maximum of 6 months in the first place, after which time it will be reviewed.

 

Approval

Before the Executive Officer will approve a Working from Home Agreement (Appendix 16) the staff member must comply with requirements set out in the Agreement.

 

4.15.1
Working from Home Agreement

 

PRINCIPLES

 

· Working from home should be a voluntary and consensual arrangement.

· The terms and conditions of employment between Kidsafe NSW and employee that apply at the employee's place of work also apply at the home based work site eg. regular days and work times.

 

Implementation procedures

Prior to an employee being granted approval to commence working from home Kidsafe NSW and employee will designate the home based work site and note this in the schedule to this Agreement.

The employee agrees to cooperate with Kidsafe NSW in all measures to ensure that the home based work site conforms with acceptable Workplace Health and Safety standards. The employee will complete a Working from Home Self-Assessment Checklist (Appendix 17).
Kidsafe NSW is responsible for the health, safety and welfare of the employee at work and whilst working at the home based site. The employee will monitor that the site and equipment to be used is in accordance with the provisions of the Workplace Health & Safety Act 2011 and Kidsafe NSW WHS requirements. The employee is responsible for all costs associated with compliance, unless directed to work from home. If directed to work from home Kidsafe NSW is responsible for all costs associated with compliance.

All Workplace Health and Safety policies which apply at the employee's usual place of work shall, as far as practicable, apply in carrying out work at the home based work site.

The employee will complete the Working from Home Self-Assessment Checklist (Appendix 17) as soon as possible after the approval to work from home.

The employee is required to describe the nature of the home based work to be performed in order that any risk to health and safety can be assessed by the Executive Officer.
The employee agrees to notify the Executive Officer of any work related accident, injury, illness or disease arising out of home based work and complete an incident reporting form.

Kidsafe NSW is required to ensure that the employee has a first aid kit type C as defined by Workcover NSW. The employee agrees to ensure that the kit is kept at the home based work site and to notify Kidsafe NSW if any item requires replacement.

The employee agrees that Kidsafe NSW is not responsible for any liability on the part of a third party who is not an employee of Kidsafe NSW at the home based work environment.

 

Equipment

Kidsafe NSW and the employee will compile a list of equipment used by the employee in the course of carrying out work at the home based work site. This list will specify who owns the equipment and/or software. This list will be attached to this Agreement.

Equipment belonging to Kidsafe NSW and for use by the employee at the home based work site will be used solely for the purposes of Kidsafe NSW work by the employee only. All equipment owned or leased by Kidsafe NSW will remain the property of Kidsafe NSW or leasor.


The employee agrees to notify Kidsafe NSW if any problems or difficulties arise with the operation of the equipment and allow access as required to replace, service or repair the equipment.


If it is agreed that the employee's equipment is to be used at the home based work site for Kidsafe NSW work, the percentage of costs of maintenance, repair and insurance of the equipment will be agreed between Kidsafe NSW and the employee. The manner in which consumables will be supplied will also be agreed. These agreements will be documented and attached to this Agreement.
 

Security of assets and information

Security of information shall be maintained at all times. It is agreed the employee shall take all reasonable precautions necessary to secure the organisation’s equipment and information.

 

Conditions of employment and variations in the conditions of employment

The terms and conditions of the employment between Kidsafe NSW and the employee that apply at the employee's usual place of employment also apply at the home based work site. 

 

Kidsafe NSW and the employee engaged in work at the home based work site may agree to vary any of the terms and conditions of the home based work agreement. Any variation must be agreed to by both Kidsafe NSW and the employee and must be in writing and attached to this Agreement .

 

Hours of work

The employee agrees to maintain an accurate and up to date record of hours worked at the home based work site. The hours to be worked will be within the normal span of hours of the employee's hours of work, and shall be agreed to and attached to this Agreement. A minimum start of 4 hours (not including lunch break) per day is required (refer to 4.7 Flexible Working Hours Policy).

 
Communication

The employee agrees to be contactable and available for communication with Kidsafe NSW during the periods in which home based work is carried out. The employee is required to email or telephone the Executive Officer when commencing and finishing work. 

 

Performance

Kidsafe NSW and the employee agree to establish and implement an agreed procedure, appropriate to the work, by which the performance of the employee at the home based work site can be monitored. A copy of this must be attached to this Agreement.
 

Termination of the home based work arrangement

The agreement may be terminated by either party prior to expiry, provided that the party wishing to terminate gives reasonable notice.


It is agreed that reasonable notice shall be four weeks if the previously agreed period for home based work was for six months: or two weeks if the previously agreed period for home based work was less than six months.

Authorised by:  Executive Officer

Effective Date:  26 June 2014

Review date:    June 2016 
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4.16
Timesheet Policy and Procedures

Aim
To provide all employees of Kidsafe NSW with guidelines for the proper completion of timesheet.

Policy
This document contains the organisation’s policy regarding bi-weekly timesheets. Because of the unique work schedules of this organisation, an accurate timesheet is crucial to ensure the efficient use of the organisation’s time and resources. This policy is intended to provide information to all staff members, which will allow them to monitor timesheet completion in a professional manner.

Acronyms
TIL
Time In Lieu

OT
Over Time

Flex
Flex Time

SL
Sick Leave

PL
Personal Leave

CL
Carers Leave

STL
Study Leave

AL
Annual Leave

SPL
Special Leave

Procedures 
All staff members when completing their time sheet will adhere to the following procedure:


1. All time worked must be entered on the time sheet.

2. Time sheets are to be completed in the electronic format provided (please note that a 24 hour clock is used in the calculations. The spreadsheet will convert to AM or PM automatically eg. If entering 5pm, 17:00 must be entered. Colons (:) must be used. Fullstops and commas are not accepted).
3. The timesheet must be completed daily and record AM and PM start and finish times including meal breaks. See Diagram 1.


4. The start and finish times, for any approved time in lieu must also be recorded on the Overtime/TIL accrual section of the timesheet. A manual adjustment to the total if time in lieu is worked on a weekend (at time and a half) is required. See Diagram 2.

5. While no justification is necessary for normal work time, time in lieu will be explained in the notes section of the timesheet listing the date and reason for the accrued time. See Diagram 2.




6. Flex time taken must be recorded in the Leave and Public Holidays (incl Flex & TIL Taken) section. It will be necessary to adjust the Daily Flex Hours total by amount of flex time taken eg: if 7 hours flex time taken then Daily Flex Hours would be 0:00, if 2 hours and 30 minutes flex time taken then Daily Flex Hours would be 4:30. See Diagram 3.



7. Any other leave taken during all or part of the day must be recorded. See Diagrams 4 and 5.







8. Claims for approved overtime hours worked are to be recorded on the approved timesheet. Once certified by the Program Manager or Executive Officer the claim will be paid in the fortnightly pay cycle. Otherwise, if the staff member is to be given leave as time in lieu for approved overtime hours worked, leave hours granted must be at the applicable overtime rates and be recorded on the timesheet under the TIL accrual section.

9. In addition to completing the timesheet the staff member must apply for the relevant type of leave or absence from duty. This requirement includes any taking of leave for time in lieu, personal, carers, annual leave etc. or voluntary banked time takings of 7 hours or greater. Except in the case of taking personal or sick leave at short notice, this would normally be done in advance of the leave taking.
10. Timesheets must be fully completed, including a signature, by each staff member prior to 9.30am on the Wednesday morning following the end of the timesheet period to allow the Program Manager and /or Executive Officer time to complete his or her duties. If the staff member is on annual leave it is his/her responsibility to fill out the timesheet prior to leaving. 
11. The Program Manager or Executive Officer are responsible for checking the accuracy of the entries on each timesheet submitted to them and must sign and date to certify the timesheet correct each fortnight.
12. If anyone else (Program Manager, Executive Officer, payroll clerk, etc.) makes a correction on a timesheet, they must place their initials next to the correction and advise relevant staff member of change. 
13. Falsifying a timesheet by failing to add time worked, adding time worked when such work was never performed or by failing to subtract time from the time sheet when the staff member was not present to work is a violation of this policy. 
14. Timesheets must be retained for audit purposes for seven years, after which time they may be destroyed. 

Instructions for Correcting Timesheet Errors 

If a mistake is made after reporting time and not realised until after the payroll process has been completed the following procedure will be followed:

The staff member will write a memo to the Executive Officer stating the staff member’s name, date of the error and the error itself. The Executive Officer will then notify the pay roll clerk of the error. 

Carrying Over or Banking Flex Time

Staff must adhere to their agreed standard hours each fortnight. Any additional hours worked is considered voluntary time worked unless approved by the Executive Officer. The aim is to have a nil balance in the Flex Balance Carried Forward section at the end of each timesheet period. See Diagram 6.



If there remains an approved carry over balance for flex time, the time can be carried over to the following week by entering the balance amount in the Flex Carry Over Balance + or – column. See Diagram 7. A maximum of 10 hours flex time can be accrued.



To carry over TIL from the previous week, the amount must be entered in the TIL carry over section. See diagram 8. The total will automatically adjust for the pay period.



With approval from the Executive Officer, flex time and time in lieu can be banked (up to a maximum of individual’s standard hours per week eg. if working a standard 35 hour week then 35 hours can be banked, if working a standard 28 hour week then 28 hours can be banked etc.  A manual adjustment will need to be completed on the timesheet and a comment made in the Notes section. See Diagrams 9 and 10.

 

Recording Voluntary Time Worked

Staff can monitor voluntary time worked by recording in the OT/ TIL accrual section. A * inserted before TIL will prevent time being added on to total. See Diagram 11.


Advice

Staff members who require further advice on the procedures involved or who are experiencing difficulty in the completing the timesheet should consult with the Executive Officer.

Authorised by:  Executive Officer

Effective Date:  26 June 2014

Review date:    June 2016 
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4.17
Confidentiality

Purpose

This policy is to address the issues of privacy and confidentiality of the Council, staff, volunteer workers and customers/clients. It aims to protect the privacy and confidentiality by ensuring that all records and information about individuals, organisations, staff and management are kept in a secure place and are only accessed by or disclosed to those people who need the information to fulfil their responsibilities at the organisation or have a legal right to know. 
Procedures
· Personal information will only be collected in so far as it relates to the organisation’s activities and functions, and in line with relevant legislation. (National Privacy Principle 1.1 - Privacy Act 1998.)

· Collection of personal information will be lawful, fair, reasonable and unobtrusive. (National Privacy Principle 1.2 - Privacy Act 1998.)

· Individuals who provide personal information will be advised of the name and contact details of the organisation; the fact that they are able to gain access to their information; why the information is collected; the organisations to which the information may be disclosed; any law that requires the particular information to be collected; and the main consequences for not providing the required information. (National Privacy Principle 1.3 – Privacy Act 1998).

· The use or disclosure of personal information will only be for its original collected purpose, unless the individual consents or unless it is needed to prevent a health threat, or is required or authorised under law. (National Privacy Principle 2.1 – Privacy Act 1998).

· The organisation will take steps to ensure the personal information collected, used or disclosed, is accurate, complete and up to date. Sunscribers will be required to update their details annually, or whenever they experience a change in circumstances. Computer records will be updated as soon as new information is provided. (National Privacy Principle 3 – Privacy Act 1998).

· Personal information will be kept in a secure and confidential way, and destroyed by shredding or incineration, when no longer needed. (National Privacy Principle 4 – Privacy Act 1998).

· Individuals will be provided with access to their personal information and may request that their information be up-dated or changed where it is not current or correct. (National Privacy Principle 6 – Privacy Act 1998).

· Individuals wishing to access their personal information must make written application to the Executive Officer, who will arrange an appropriate time for this to occur. The Executive Officer will protect the security of the information by checking the identity of the applicant, and ensuring someone is with them while they access the information to ensure the information is not changed or removed without the Executive Officer’s knowledge.

· The Executive Officer will deal with privacy complaints promptly and in a consistent manner, following the organisation’s Grievance Procedures. Where the aggrieved person is dissatisfied after going through the grievance process, they may appeal in writing to “The Director of Complaints, Office of the Federal Privacy Commission, GPO Box 5218, Sydney NSW 1042, or phone the Commissioner’s Hotline on 1300 363 992. (Privacy Act 1998) or via the website: privacy.gov.au
· Every employee is provided with clear written guidelines detailing:



-  what information is to be kept confidential and why



-  what confidential information they may have access to in order to fulfil their  




 responsibilities and how this information may be accessed.



-  who has a legal right to know what information.



-  where and how the confidential information should be stored.

· Every employee and Council member is required to sign a Confidentiality Statement.

· Every subscriber is provided with clear information about:



-  what personal information is kept, and why.



-  any legal authority to collect personal information.



-  third parties to whom the service discloses such information as usual practice.

· Confidential conversations that staff have with their Manager or the Executive Officer will be conducted in a quiet area away from other staff or visitors. Such conversations are to be minuted and stored in a confidential folder.

· Personnel forms and employee information will be stored securely. (Workplace Relations Act 1996).

· Applicants, students or volunteers will be informed that their personal information is being kept, for what reason, for how long, and how it will be destroyed at the end of the time period.

· Applicants will be asked for their consent before their references are checked. Unsuccessful applicants will be advised of when and how their personal information will be destroyed.

· Information about staff members will only be accessed by the Executive Officer and individual staff member concerned. (Workplace Relations Act 1996.)

· All matters discussed at Council and staff meetings will be treated as confidential. (Privacy Act 1998.)

· No member of staff may give information or evidence on matters relating to a customer/client to anyone other than the customer/client, unless prior written approval by the customer/client is obtained.  Exceptions may apply regarding information when subpoenaed to appear before a court of law. Not withstanding these requirements, confidential information may be exchanged in the normal course of work with other staff members and may be given to the Executive Officer and Council, when this is reasonably needed for the proper operation of the organisation (Division 2; and Privacy Act 1988).

· Reports, notes and observations must be accurate and free from biased comments.
· Staff will protect the privacy and confidentiality of other staff members by not relating personal information about another staff member to anyone either within or outside the organisation.

· Council members, staff, students and volunteers will not make staff or organisational activities, an object for discussion outside of the organisation (eg. college, school, home etc).
· Council members, staff, students and volunteers will only use information gained from the organisation upon receiving written approval from the organisation to use and/or divulge such information, and will never use or divulge the names of persons.

What is personal information?

In the Privacy Act personal information is defined as information about an individual whose identity may be worked out from that information. This includes names, addresses, phone numbers etc.

What is sensitive information?
Sensitive information refers to information such as a person’s racial or ethnic origin, religious or health information and requires a higher level of protection because of the sensitive matters it relates to.

Authorised by:  Executive Officer
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4.18
Higher Duties

This document sets out the organisation’s procedure to be followed for the payment of a higher duties allowance to staff temporarily required to perform the duties of a higher level position
Introduction

Staff directed to temporarily perform duties normally performed by a staff member of a higher classification should be recompensed during the period that they perform these higher duties. Kidsafe NSW is committed to providing staff with the opportunity to broaden their skills and knowledge and also promoting career development prospects. 

Scope

General staff who temporarily perform the duties of a higher level position are eligible for payment.

Procedures
Staff may from time to time temporarily perform duties normally undertaken by an employee of a higher classification level.

Payment for acting in a higher position, or for performing additional higher duties, may be made as a result of: 

· the absence of a staff member on leave

· a delay in the commencement of a new appointee after the resignation of a staff member

· the extended absence of a staff member due to illness

· undertaking additional higher level duties on a temporary basis; or 

· undertaking a project or planned staff development exercise

Eligibility

Higher Duties Allowance (HDA) will be paid to a staff member performing higher duties in the following circumstances:

a) where the position in which the staff member performs those higher duties for a period of 2 or more consecutive working days; or

b) where the position in which the staff member performs those higher duties for a period of 5 or more consecutive working days.

Possession of Skills
The Executive Officer may direct an employee to carry out any duties that are within the limits of the employee’s skill, competency and training. An employee who is required to relieve in a position, which is at a higher level in the salary system, must have the skills and knowledge required to perform the higher duties. The Higher Duties Allowance recognises the basic skills that a relieving person brings to the job and allows parity with permanent staff in the same job.
Equal Employment Opportunity when selecting Staff for HDA

An opportunity for higher grade allowance should be used for staff development purposes, wherever practicable. Managers must consider EEO principles when determining who relieves in a higher grade position. Care must be taken to ensure that no one staff member is the sole source of relief for any particular position. All suitably qualified staff should be given the opportunity to act in a higher position when the opportunity arises. However, it may be appropriate to select the most readily available person in cases where a short absence occurs without prior notice.

Amount Payable

Having met the threshold criteria, as described above where a staff member performs higher duties for a period of between one half of a day and one full day, the period of higher duties will be regarded as a full day for the purposes of payment of the allowance.

The HDA will be the difference between the salary rate for the staff member’s and the base salary rate at which the higher duties are being undertaken.

A staff member undertaking higher duties will be entitled to be paid at 100% HDA unless it is specified at the commencement of the HDA that the staff member has only been appointed to undertake part of the duties of the higher position.  In such circumstances, a percentage of the full amount will be paid on a pro-rata basis.

Shared Higher Duties

If the duties of a higher position are shared between two or more staff members, the Executive Officer shall determine in advance the proportion of the allowance payable to each staff member that will not exceed 100% of the allowance payable for the period.

Payment of Higher Duties Allowance whilst on leave

Time in lieu and sick leave taken during a period of higher duties will be paid at the higher duties rate, provided that the staff member is acting in the higher position both before and after the period of leave.

OR

The Higher Duties Allowance will not be paid when the relieving staff member is absent on a Rostered Day Off or absent due to time off in lieu.

An employee who is receiving a Higher Duties Allowance on days either side of a Public

Holiday(s) will be entitled to be paid the Higher Duties Allowance for that Public Holiday(s).

Superannuation
Higher duties allowance is not superannuable.

Recording HDA on Timesheet

Where an employee is required to act in a higher level position, this must be entered on the timesheet in the “Notes” section stating number of hours worked by the employee in the higher level position. 

Letter of Appointment
The Executive Officer/Manager will prepare a letter of appointment for the relieving employee. The letter will acknowledge the employee’s engagement and state the relief period and conditions. The employee must sign and return this letter as confirmation of their acceptance of the conditions of their relief in another position. A copy of this letter will then be kept on the employee’s personnel file.
Delegated Authorities

The approval of higher duties allowance claims is the responsibility of the Executive Officer.
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4.19 Professional Development and Performance

4.19.1
Performance and Planning Review Program

During the first three months of an employee’s commencement in a role, the Executive Officer and/or manager will work with the employee to develop a Professional Development Plan (Appendix 18) and performance objectives which may be updated during the year. The professional development plan and performance objectives will outline the employee’s goals and objectives for a 12 month period in line with strategic/business plans.

The professional development plan will outline the individual’s development priorities for the following 12-month period as well as reviewing any for the previous 12 months.  Consideration should also be given to the individual’s long-term career objectives.

Formal performance and development plan reviews are to occur on an annual basis with an interim review to be conducted at 3 months after commencing employment. Progress reviews may be conducted on an informal basis more frequently throughout the year and will enable both the employee and Executive Officer and/or Manager to discuss progress, make any required changes to the employee’s objectives and professional development plan and to reinforce a suitable direction and challenges appropriate to each employee.

Employees are strongly encouraged to discuss job performance and plans on a regular informal basis with the Executive Officer and/or their Manager. It is important that employees are provided with continual feedback and are recognised for positive and proactive performance. Where applicable, employees are to be given guidelines to help them improve their performance.  

It is important to develop and maintain both informal and formal communication relating to job performance and plans.  

Performance reviews are designed to give employees feedback on their job performance, identify individual strengths and limitations and to identify potential training and development requirements. The reviews, both informal and formal should be conducted in a constructive way to highlight not only positive performance but also to address any problems or issues an employee may be having within the position. Each employee will be encouraged to respond to and discuss any comments or documentation made regarding job performance.

The performance review program will involve each employee, together with the Executive Officer and/or Manager, discussing and agreeing on the objectives to be achieved for their position. These objectives are to be achievable and may be altered, with mutual agreement, where changing priorities or business circumstances arise. The review process will not only consider the achievement of specific job objectives, but will also include the competencies and characteristics each employee brings to their position.

At Kidsafe NSW, it is recognised that the purpose of the performance review process, both informal and formal, is to have a positive and motivating impact on individual and team performance. 
Employee performance and planning review information including documents relating to the review will be kept confidential and stored in a restricted file. The employee will be given a copy of their completed document. 

4.19.2
Professional Development and Training

Introduction

Kidsafe NSW is committed to providing a supportive and rewarding environment for employees and recognises that the quality, responsiveness and professionalism of its staff are inextricably linked to the organisation’s achievement of its mission and strategic directions.

Purpose

The purpose of the Professional Development and Training Policy is to encourage and support employees in their professional and career development as an integral part of their employment with Kidsafe NSW. Kidsafe NSW acknowledges that professional development is integral to personal job satisfaction, workplace productivity, reward and recognition, and is critical to the achievement of the organisation’s mission and continuous improvement in the quality of its programs and services.

Policy

This policy applies to all Kidsafe NSW employees, and sets out the principles that underpin the provision of professional development at Kidsafe NSW, and the provision of various professional development activities that are available for employees.

Professional Development includes the provision of development opportunities and activities to extend and broaden the scope of professional capabilities of employees in relation to their role and responsibilities. Professional development processes build on the collective knowledge and experience of employees, and provide employees with opportunities to acquire, practice and adopt new knowledge, thereby enhancing individual, group and organisational learning and capabilities.

Kidsafe NSW employs caring, loyal and capable staff who bring to the organisation different qualities, qualifications and experiences to implement the organisation’s mission statement and goals.

Staff will have relevant experience and expertise.

Ongoing professional development, training and support for staff will enhance the organisation.

Regardless of previous training, experience and education, staff are expected to continue to update and extend on their knowledge in their area of expertise. Staff will share their own expertise in child safety by organising workshops for their colleagues and in discussion at team meetings etc. Short courses and training can be accessed through a variety of recognised training organisations. Kidsafe NSW will ensure equity of access to professional development programs and resources and support for particular groups and individuals.
Regular conferences and seminars will be arranged and staff will be encouraged to attend.

Performance reviews will be completed regularly and this will be used to provide future planning for professional development and training needs. Responsibility for professional development is shared between individuals, supervisors and managers for the planning and undertaking of professional development and training relevant to their roles and responsibilities.
Procedures

Employees and their supervisors should consider the various professional development activities that enhance organisational and individual development and capabilities. 

The Executive Officer will support an employee's attendance at an external training course or conference which is directly relevant to the employee's work or career development. Support will be in the form of granting work time to attend the course or conference and/or a contribution towards the registration fee and travel costs to be met from the Unit budget.
Formal and informal activities, processes and programs include:

· Provision of resources for professional development including allocation of funding for professional development in all unit budgets.

· Opportunities for career development within organisation through internal vacancies or the temporary appointment of employees to a higher classified position.

· Professional development programs including orientation, induction and on-the-job training; career development and transition programs; teaching and learning support and programs; research supervision and support; undertaking research or project work; participating in internal or external committees; and networking, coaching and mentoring programs.

· Planning processes including organisational unit planning; identifying professional development plans and priorities by supervisors; ensuring equity of access to professional development for all employees; and individual development plans prepared as part of the organisation’s Performance, Planning and Review process.

· Provision of professional development funding including support for attendance at professional development courses and conferences; support for ongoing accredited education; study and exam leave and study visits.

The Executive Officer has a responsibility to ensure the effective planning, support, monitoring and implementation of individual professional development and training plans. The Executive Officer or nominee, as part of the performance, planning and review process, must approve and support agreed individual development plans in line with organisational unit plans and budgets.
Study Leave 

Study leave for "approved formal award courses" will be negotiated with the employee. In the event that an application for study leave to undertake an "approved formal award course" is not approved, reasons for the decision are to be provided to the employee.

Study leave may be used on a per week basis or accumulated and used in a block period. Study leave must have prior approval of the Executive Officer.

An employee undertaking an "approved formal award course" is entitled to take up to five hours paid leave per week to attend classes. Study leave will be calculated on the basis of one 0.5 hour for each hour of face-to-face learning for each subject undertaken. The maximum grant of study leave per subject undertaken is 2.5 hours per week, and the total maximum grant per week is five hours. This time may be accumulated to a maximum of 35 hours in any semester. Arrangements for taking leave are to be agreed between the employee and their supervisor and approved by the Executive Officer.

Eligible employees enrolled in an "approved formal award course" will be granted paid leave to attend examinations. Exam leave will be limited to the time necessary to complete the examination. Exam leave is additional to any study leave granted.
Definitions

Approved Formal Award Course - is a structured combination of approved units which when completed qualifies the student for an award from a recognised training organisation.
4.19.2
Work Plans

Individual work plans are developed by each staff member in consultation with the Executive Officer. Work plans include major and ongoing areas of work, as well as agreed timeframes. Meetings concerning progress against work plans generally take place on a quarterly basis. Priorities for professional development and processes for reviewing the work plan should also be agreed. 
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4.20
Staff Meetings

Staff meetings provide an opportunity for staff to share information and discuss issues relevant to all staff. Meetings are held bi-weekly and all staff are expected to attend as a matter of core duty. Guest speakers may also be invited for particular issues that concern staff. Chairing of meetings and minute taking are shared among staff on a rotating basis. Action items are to be communicated to staff following the meeting.
Sample Agenda

1.
Minutes from Previous Meeting (2mins) - please read prior to meeting and check ACTIONS have been attended to.

2.
Business Arising (5 mins)

3.
EO Report (10mins)

4.
Unit Reports (5 mins per unit)

5.
WHS: WHS Liaison should lead discussion (5-15mins)

·
Identified hazards

·
Information received and ongoing updates/reminders/handbook/responsibilities/solutions

·
Maintenance Issues
6.
QMS update (5 mins)

·
Information and updates received 

7. 
Other Business - please note that items not included on the agenda prior to meeting will only be discussed time permitting. Items may not necessarily be discussed in listed order. 5 minutes will be allocated for each item.
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4.21
Volunteers

Introduction

Kidsafe NSW recognises that volunteers make a valuable and vital contribution to the effective operation of services.
Kidsafe NSW also recognises that when based on sound principles, volunteering benefits the volunteers, the organisation, its projects and the community which benefits from these services. This policy is designed to meet the needs of Kidsafe NSW and its volunteers and to ensure positive outcomes for both parties.

Recruitment

The recruitment of volunteers is at the discretion of the Executive Officer. Volunteers will not be used to replace paid workers in any service offered by Kidsafe NSW. 
Kidsafe NSW recruits volunteers for one-off tasks and for ongoing work, as well as offering placements to students on work experience.

Conduct

Volunteers are expected to conduct their duties in a cooperative and honest manner. Kidsafe NSW expects volunteers:

· to be reliable
· to arrive on time
· to notify the supervisor if you are running late
· to respect confidentiality
· to represent the interest of the organisation - not yourself
· to give feedback, communicating relevant important information
· to be accountable and accept evaluation
· to be committed to the program, where relevant
· to acknowledge decisions made by staff
· to undertake training and have a good understanding of the program, where relevant
· to address areas of conflict with the appropriate staff member 

· to ask for support when it is needed

· to operate within access and equity principles
Responsibilities of a Volunteer

When working for Kidsafe NSW, volunteers are expected to:

· undertake voluntary work according to training, the policies and practices of Kidsafe NSW, participate in the co-operative team effort to achieve the goals of the organisation

· fulfil the individual agreement with the organisation in a reliable and dependable manner

· be willing to accept direction from the supervisor 

· accept the privacy and dignity of staff, clients and fellow volunteers, and follow the organisation guidelines for privacy , confidentiality and access and equity
· advise the supervisor as soon as possible with respect to any change in availability

· maintain a positive, optimistic and non-judgemental attitude, and

· undertake training, evaluation and participation in support groups as required.

Kidsafe NSW responsibilities

Kidsafe NSW recognises its responsibilities toward volunteers, and undertakes to:

· Treat volunteers with respect as co-workers - not just free help

· Provide the volunteer with information about the organisation and its policy on volunteers

· Provide the volunteer with work that is appropriate to their skills, abilities, availability and individual interests

· Provide volunteers with the resources, information, training and support they need in order to do their work

· Provide continuing education on the job as a follow up to initial training, providing information about new developments

· Provide sound guidance and direction - from someone who is experienced and who has the time to invest in giving guidance

· Provide the volunteer with opportunities to offer feedback and express concerns that arise during their work with Kidsafe NSW
· Provide the volunteer with adequate insurance cover

· Ensure volunteers are aware of the boundaries/limits of the service

· Provide financial reimbursement to volunteers for out-of-pocket expenses where appropriate

Orientation and Training

Kidsafe NSW will provide volunteers with work that is appropriate to their skills, abilities and availability. Kidsafe NSW will ensure that volunteers receive appropriate training prior to commencing work with the organisation. Volunteers recruited through the Children’s Hospital Westmead also receive training from that agency.
All volunteers recruited to Kidsafe NSW have a specific supervisor appointed to them. The supervisor acts as a primary point of contact between the volunteer and Kidsafe NSW. The supervisor is responsible for:

· assessing the volunteer’s training needs and arranging training where necessary

· providing information about the organisation and its volunteer policy, providing orientation to the workplace 

· providing work that is appropriate to the volunteer’s skills, capabilities, availability and wherever possible to their personal interests

· undertaking administrative tasks related to volunteering (e.g. liaising with volunteer agencies)

· providing feedback to the volunteer about their work and resolving any issues that arise

Volunteer Agreement

Volunteers do not have the status of employees of Kidsafe NSW. To facilitate effective accountability all volunteers assisting Kidsafe NSW on an ongoing basis will have a written agreement with Kidsafe NSW. This agreement will refer to the commitments that Kidsafe NSW makes to the volunteer, and expectations that Kidsafe NSW has of volunteers. The agreement will refer to an individual volunteer description.
Complaints Procedure

Volunteers who have a complaint or grievance should raise the matter with their immediate supervisor in the first instance. If this is not appropriate or not successful, the volunteer should approach the Executive Officer. 

Reimbursement of Out-of-Pocket Expenses
Kidsafe NSW recognises that volunteers incur expenses when providing a service. Reasonable expenses will be reimbursed by prior agreement with their supervisor. This means volunteers anticipating claiming such expenses should discuss the matter in advance.

Confidentiality

Kidsafe NSW upholds the rights of volunteers to dignity, privacy and confidentiality of information regarding their background, health status and other personal information and will take steps to ensure that privacy is maintained under all reasonable circumstances. 

All volunteers should be aware of and understand the Kidsafe NSW policy on privacy and confidentiality.
Workplace Health and Safety

All volunteers are covered by the Workplace Health and Safety Act (2011). All volunteers are covered by necessary personal accident insurance. Volunteers recruited through the Children’s Hospital Westmead are already covered by insurance.
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4.22

Staff Grievance 

Kidsafe NSW is committed to ensuring that staff’s work related problems, concerns or complaints are resolved to ensure and maintain a work environment that is productive.

Procedure:
In the instance that you have a grievance you must speak with the person with whom you have the grievance as soon as possible so as to solve the problem or dispute so it does not affect staff performance or moral. 

The Executive Officer encourages staff to first try and address the grievance and  work with the other party concerned. If unresolved, seek further advice from the Executive Officer.

If it is an industrial dispute it would be appreciated that the Executive Officer is consulted before action is taken.

Council nominates a member as a staff liaison officer. If the grievance cannot be resolved and staff would like further assistance, the staff liaison officer is available to assist staff to resolve any issues and concerns. 
Confidentiality

Confidentiality will be maintained with all staff, management and Council. Grievances are to be only discussed with those concerned. All staff members involved will be treated EQUALLY and no bias given.

When is it Resolved?

When the staff members agree on a course of action to correct the grievance.

Recorded

The grievance may be documented with the staff’s permission and at the discretion of the Executive Officer.

Six Step Plan for Conflict Resolution




Step 1: 
Identify the problem



Step 2:

Acknowledge feelings



Step 3:

Brainstorm solutions



Step 4:

Decide on a solution



Step 5:

Decision is clearly understood by all involved



Step 6:

Review the situation 

Authorised by:  Executive Officer

Effective Date:  26 June 2014

Review date:    June 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	Dec 2014
	Initial implementation

	1.1
	Nov 2014
	Nil

	
	
	

	
	
	


Back to Contents
Section 5
Financial Management 

Introduction

This section outlines Kidsafe NSW procedures in relation to financial matters including:
· Delegations
· Kidsafe NSW Budget Management
· Annual Audits
· Project Budgeting
· Records Management
· Petty Cash
· Cheques and EFT
· Credit Cards
· Bank Accounts
· Accounts
· Sitting fees
· Insurance
· Assets
· Payroll
· Personnel Files
· Correspondence
· Information Technology
· Library
· Meeting Rooms
· Equipment Hire
· Photocopiers
· Stationery
· Keys
· Telephones

· Building Security, Cleaning and Maintenance
· Fire Safety
· First Aid
· Vehicles

5.1 Delegations

Delegations represent the different acts of authority designated or assigned to different Kidsafe NSW Council, management or staff positions and roles. There are two key types of delegation. The first are operational delegations, which bestow authority to take or approve actions on behalf of the organisation. Examples are having authority to approve all published materials or being the approved signatory for all official correspondence. The second are financial delegations such as the authority to approve expenditure up to certain limit.
Refer to 1.7
	Position


	Operational delegations
	Financial delegations

	Chairperson
	· can authorise staff, Council or members to represent Kidsafe NSW or speak to the media

· authorised to sign cheques on behalf of Kidsafe NSW
	

	Vice President
	· authorised to sign cheques on behalf of Kidsafe NSW
	

	Treasurer
	· authorised to sign cheques on behalf of Kidsafe NSW
· ratifies cheque and EFT register
	

	Council Members
	· Approves organisational budget 

· Approve Finance/Administration

· Reports

· Approve budget variations

· Ratify cheque and EFT listings
	· Council members who are

· signatories to the bank accounts authorise expenditure over $15,000

	Executive Officer
	· approve all published material including website (excepting job advertisements)

· authorises and signs all official Kidsafe NSW
· correspondence

· can authorise staff, Council or members to represent Kidsafe NSW or speak to the media approves all liaison with politicians 

· approves final media release

· authorised to sign cheques on behalf of Kidsafe NSW
· approves final conference or seminar budget before registration fees are publicised

· approves final conference or seminar program before being publicised

· authority to enter into contracts (funding or operational)
	· approve expenditure up to $15,000

· authority to overspend budget by up to $2000 or 10%

· in consultation with the Chairman may approve funding submissions, applications or expressions of interest for projects of up to $50,000, and notify the Council of any other submissions above that amount.

	Finance Officer
	· authorised to sign cheques and EFTs on behalf of Kidsafe NSW
· manage bank accounts
	· approve expenditure up to $15,000

· authority to overspend budget by up to 10%

	Administration Assistant
	· 
	· cheque transactions and EFTs pre approved by management

	All other permanent staff
	· Staff members can provide background information to journalists provided that they will

· not be quoted
	· approve expenditure up to $50
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5.2 Kidsafe NSW Budget Management

The Executive Officer prepares the overall budget for the organisation for the calendar year. The Kidsafe NSW financial year operates from July to June. Once prepared, the Council must approve the Budget. Financial reports are then prepared in relation to the Budget.
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5.3 Annual Audits

As an organisation, registered under the Corporations Act, Kidsafe NSW is required to have an annual audit of its accounts. The Kidsafe NSW auditor is agreed to by the membership at the Annual General Meeting. The Finance Officer is responsible for overseeing the annual Audit.
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5.4 Project Budgeting

Budgeting for specific projects is undertaken separately. In most cases, the Program/project manager will prepare a budget in consultation with the Executive Officer. The Executive Officer must approve the project budgets before it is included in a submission.
Kidsafe NSW ‘charges’ a management service fee to projects in order to cover its costs in managing and supporting a project. The management service fee is charged according to a standard formula which takes into account:

· Operational costs (e.g. utilities, stationery, insurance)
· Labour costs (project management, supervision, publications & administrative support)
5.4.1 Project Acquittals

The Project Manager and Finance Officer are responsible for acquitting project funds and where required, arranging an audit of project financial reports. The Executive Officer is responsible for final approval prior to public declaration and/or submission to funding bodies. In some instances, the funding body may accept a copy of Kidsafe NSW’ annual audited financial reports, which includes an audit of all project activity in the Kidsafe NSW financial year. Acquittals, along with audited financial reports, are then submitted to the relevant funding body. Use of any surplus funds is negotiated with the funding body. Equipment purchased for a project (e.g. computers) remains the property of Kidsafe NSW unless the funding agreement states otherwise.
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5.5 Records

5.5.1 Records Management

In general, Kidsafe NSW staff are responsible for maintaining files relevant to their own projects. Copies of key documents should be forwarded to the Administration Assistant for inclusion on the project file.

The documents kept in the central file include:

· the funding submission
· the funding agreement
· the project budget
· any correspondence with the funding agency
· copies of all reports and acquittals
· copies of any agreements with contractors involved in the project

In order to ensure centralised record keeping, the Administration Assistant also maintains copies of:

· copies of statutory documents (e.g. the certificate of incorporation)
· copies of source documents such as insurance policies

5.5.2 Archiving Files

Kidsafe NSW does not maintain a centralised filing system for policy and project-related files. Staff are responsible for keeping files relevant to their own projects.

The Administration Assistant is responsible only for maintaining the central file(s) on each project as specified above. All financial records are kept for a minimum of 7 years.
On an annual basis, policy staff will cull documents from their filing cabinets. This ensures filing systems are current and unnecessary storage is reduced. Regular review of the files also assists in the transfer of relevant information in the event of staff turnover. When culling files, staff members should make a decision as to whether material should be:

· archived at Kidsafe NSW
· sent to a secure location for storage; or

· disposed of
Copies of all Kidsafe NSW publications are stored in the Library. Some historical Kidsafe NSW documents are stored in the Library.
5.5.3 Disposal of Files

Project managers and officers are responsible for disposing of information and files as necessary to maintain their own records. Once no longer required, confidential documents are to be shredded. Generally this includes Council papers, financial information, and job applications. Any personal information about individuals that is acquired (e.g. while conducting research) should also be shredded. General information that is not considered sensitive can be placed in the paper recycling.
Any material which is more than ten years old is usually discarded in order to save storage space, except for Kidsafe NSW publications which should be archived.
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5.6 Petty Cash

A petty cash float is maintained in the office. To claim petty cash (see delegations), a staff or Council member needs to provide receipts, fills out a petty cash voucher and is reimbursed in cash up to $50.00. Amounts above are to be paid by electronic funds transfer. If unable to provide a receipt, they must provide appropriate documentation (expense claim form) stating the amount to be claimed, what the expense was, and the date it was incurred.
The Finance Officer balances petty cash and replenishes the float as necessary. 
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5.7 Cheques and Electronic Funds Transfers (EFT)

Two signatories are required for all cheques and electronic fund transfers. The

Financial Officer is responsible for ensuring that documentation accompanying a cheque is correct, and will seek approval from the Executive Officer for large or unusual items.
The Finance Officer and Administration Assistant maintains a register of cheques and electronic fund transfers issued by Kidsafe NSW, and cheque and EFT listings are presented to the Council for ratification. The Executive Officer reviews the financial reports and cheque and EFT listings.

5.7.1 Cheque Signatories

Those authorised to sign cheques on behalf of Kidsafe NSW are the:

· Council Chairperson

· Treasurer
· Executive Officer
· Finance Officer
The Finance Officer is responsible for ensuring cheque signatory information with banking institutions is up to date.
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5.8 Kidsafe NSW Corporate Credit Card
Introduction

This document sets out policy covering the allocation and use of Corporate Credit Cards by employees of Kidsafe NSW. The document also outlines procedures for acquitting and processing monthly Cardholder Statements.

Allocation of Corporate Credit Cards

Corporate credit cards will only be issued to nominated Kidsafe NSW staff to aid in the effective and efficient exercise of their official duties. Factors that will influence the decision to issue a card to a particular staff include:

· the nature and extent of minor purchases of goods and services that may be undertaken (including internet purchases); 

· the frequency and nature of domestic travel that may be undertaken in the course of official duties; and 

· the need to meet the cost of official “out of pocket” expenses (including certain approved entertainment/hospitality costs).

The Executive Officer will maintain a Register of Card Holders. This register will record the details listed below, and will be signed by the card holder to acknowledge receipt of the card:

· the name of each card holder;

· card account number;

· credit limit and any other cash withdrawal limits (where established); and

· card expiry date.

Card Holder Responsibilities

When taking delivery of a card each cardholder is to be provided with a Statement of Responsibilities – refer to Appendix 21. 

Acceptable Use of Corporate Credit Cards

Listed below are examples of the type of official expenditure that can be incurred using a Corporate Credit Card following approval of expenditure by Executive Officer or Manager:

· Domestic travel related expenses, including – taxi fares, parking expenses, actual cost of meals (up to the limits specified within the Kidsafe NSW Staff Travel and Accommodation Policy), accommodation and hire cars (including the purchase of fuel for a hire car); 

· Prepayment of course / conference fees; 

· Payment of subscriptions; 
· Cost of official “out of pocket” expenses (including certain approved entertainment /hospitality costs)

· Please note – When paying by credit card is not appropriate to add a “tip” to the value of the account being paid.

Cash Advances

Cardholders are not permitted to use their card to obtain cash advances. This prohibition similarly extends to cash equivalents such as bank cheques, travellers cheques and electronic cash transfers.

Internet Purchasing

In making an approved internet purchases the cardholder should exercise caution. A credit card payment should only be made where the provider has encryption on their site – this can be established by checking if there is a padlock image at the bottom of the browser when visiting the merchant’s site. Encryption ensures that information sent (e.g. the Credit Card Number) cannot be intercepted over the Internet.

Cardholders using the Internet must carefully scrutinize their credit card statements for any suspicious transactions. If a suspicious transaction is noted the bank needs to be notified within fourteen days from the date of the statement. If a transaction is found to be invalid the Institute will not be held liable for the payment. A copy of all online transactions (including Tax Invoices) should be printed out as proof of purchase to facilitate validation of amounts listed on statements.

Return of Goods

All refunds for goods/services originally purchased on the corporate credit card are to be credited back to that card account. A cash refund is not to be accepted.

Recording Transactions

After making a credit card transaction/s, staff are to record transactions under their name in the Staff Visa Expense Register (G:\DATA\ADMIN\Credit Card Expense Register\Staff Visa Expense Register) and place tax invoices and receipts etc. in the relevant sleeve in the ‘Staff Visa Receipts’ folder (located on the Finance Officer’s desk). 

Acquittal of Monthly Cardholder Statements

Cardholder Statements itemising transaction activity are issued on a monthly basis. Statements are received by the Executive Officer, a copy will be distributed to each cardholder. Cardholders must reconcile and acquit their monthly statement within 7 days of the Statement Date. (Repeated failure to acquit monthly statements in a timely fashion may result in the credit card being cancelled).

As part of the acquittal process the cardholder is to:

· examine each transaction and attach supporting transaction dockets and Tax Invoices. Where documentation in support of a transaction is not available the cardholder should notate (on the statement) the reason and describe the nature of the expense and include correct code;

· highlight any transactions “in dispute” and so notify the Executive Officer, who will pursue such charges with the Bank; 

· attach a copy of the approved “Expenditure Request” form where a transaction relates to travel for which approval has been granted; 

· make notations on the statement (or attached Tax Invoice/s) where a transaction relates to entertainment/hospitality expenses as to the nature of the expense/s incurred, the purpose and details of the individuals to whom the expense relates (both employees and non-employees);

· certify the statement by signing and dating the statement, that all charges shown are correct, were incurred for official purposes and are in accordance with policy; and

· return the certified statement to the Executive Officer.

The Executive Officer will ensure that all cardholder statements are returned in a timely fashion and are properly supported, annotated and certified. Any expenditure that looks to be questionable in terms of its business nature will be highlighted by the Executive Officer and the staff member questioned.

The Executive Officer will then reconcile each statement and allocate expenditure shown across the relevant accounting codes and determine possible Fringe Benefits Tax liability.

A copy of this documentation is to be retained and placed on file.

Executive Officer Accountability Requirements

The Executive Officer is accountable for the proper use and management of corporate credit cards, including the development of a corporate credit card policy that specifies controls consistent with the Council’s directions.

To ensure the effective implementation of the above accountability requirement the following procedures are required to be carried out:

· the Executive Officer will monitor reports on card usage (by all card holders) highlighting – expenditure for the period; instances where the use of credit cards is contrary to policy guidelines (for example, credit limits exceeded, acquittal documentation not received on time, and any inappropriate use of a card) and action taken in relation to any such matters raised; 

· the Executive Officer is to certify (annually) that credit card use by all card holders has been in accordance with this policy. 
Authorised by:  Council
Effective Date:  26 June 2012
Review date:    Sept 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2013
	Initial implementation

	1.1
	Nov 2014
	Nil
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5.9 Bank Accounts

Two authorised signatories are required to approve a transfer of funds between any two Kidsafe NSW accounts. The Finance Officer is responsible for ensuring that all bank accounts are reconciled on a regular basis. The Treasurer is required to review and sign the bank reconciliation statements. The Treasurer also reviews and ratifies the cheque register, including electronic funds transfers.
Authorised by:  Council
Effective Date:  26 June 2012
Review date:    Sept 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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5.10 Accounts

5.10.1 Accounts Receivable

Kidsafe NSW sells a range of goods and services including:

· Sponsorship of Playground News and Kidsafe News 
· Kidsafe NSW publications
· Membership
· Conference registration

· Seminar registration

· Workshops and presentations

Accounts receivable are managed by the Finance Officer and invoices are sent out fortnightly. Reminder letters for renewal of membership are also sent out monthly. Payments received are managed by the Administrative Assistant, that is, processing payments and bank deposits. Documentation is maintained by the Administrative Assistant. Cheques and credit card are deposited separately.
5.10.2 Accounts Payable

Kidsafe NSW is committed to promoting and maintaining positive business relations with its suppliers and accordingly, seeks to ensure payment within the agreed terms.

All purchases over $50 and less than $15,000 must have prior authorisation from the Executive Officer or the Finance Officer. The Executive Officer has authorisation to spend up to $15,000 within the limits of the approved budget. Purchases over $15,000 require approval from the Council. Exception to this is payroll transaction, PAYG, Superannuation and BAS payments which are signed off by the Finance Officer (see Delegations).
The Finance Officer is responsible for ensuring all purchases have the necessary approval before processing purchases. Payments to creditors may be made either by cheque or electronic funds transfer (EFT).
When a creditor is paid by EFT, a remittance advice will be completed.

Authorised by:  Council
Effective Date:  26 June 2012
Review date:    Sept 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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Section 6
Administration
Introduction

This section outlines Kidsafe NSW procedures in relation to administration of the organisation including:
· Insurance
· Assets
· Payroll
· Personnel Files
· Correspondence
· Information Technology
· Library
· Meeting Rooms
· Equipment Hire
· Photocopiers
· Stationery
· Keys
· Telephones

· Building Security, Cleaning and Maintenance
· Fire Safety
· First Aid
· Vehicles

· Record Retention

6.1 Insurance

Kidsafe NSW maintains adequate insurance cover at all times. This includes:

· Personal accident insurance for staff & volunteers

· Public liability insurance

· Building and contents insurance policies
· Association liability (this includes Executive Officers liability and professional indemnity) 
· Directors and Officers Insurance

· Workers’ Compensation insurance
In addition, Kidsafe NSW annually reviews its policies and is responsible for providing its insurer / broker with a detailed and accurate schedule of activities and inclusions to be covered. All insurance policies must be sighted by the Council on an annual basis.
The Executive Officer is responsible for ensuring all insurance policies are current and adequate documentation maintained.
Workers Compensation insurance is provided directly through QBE.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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6.2 Assets Register and Depreciation

The Finance Officer is responsible for maintaining the Assets Register and Depreciation Schedule. All assets must be listed on the Register with original purchase documentation – copy only to be kept with creditors documentation. 
Kidsafe NSW depreciates all capital purchases over $1,000 at the rate of 37.5% over a four-year period. Assets purchased for specific projects are entered on the Asset Register and depreciated as Kidsafe NSW assets, however, the full cost of the purchase is charged to the project budget.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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6.3 Payroll
Kidsafe NSW payroll is run on a fortnightly basis. Staff are paid by EFT. If an employee is taking annual leave or flex leave, a leave request form must accompany the timesheet. The Finance Officer is responsible for entering details onto the payroll system. Payroll is approved at Council meetings. Funds are then transferred electronically and pay advice slips issued to staff.
Payment of annual leave in advance is to be by mutual agreement. The Executive Officer has authority to approve annual leave payments in advance. Should annual leave commence between the end of a pay period and prior to the next pay period, the Executive Officer may give approval for advance payment.
Groups certificates are to be issued by the Finance Officer within the time frame as directed by legislation.
Staff may choose which superannuation fund they pay into.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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6.4 Personnel Files

A personnel file is held for each staff member and volunteer. Information held on file includes contact details, a copy of the employee’s contract, and contact details in case of an emergency. The file shall also include all correspondence relating to job description changes, salary changes, leave entitlements such as long service leave, continuous service leave, unpaid and parental leave. Personnel files are confidential and are kept in a locked cabinet in the office of the Executive Officer. Access to the ‘Staff Confidential’ folder on a external hard drive is restricted to the Executive Officer.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Confidential storage on external hard drive

	
	
	

	
	
	


6.5 Correspondence

All incoming correspondence is directed to Kidsafe NSW’ postal address:

C/- Children’s Hospital Westmead, Locked Bag 4001, Westmead NSW 2145. The Administrative Assistant is responsible for distributing incoming correspondence to relevant staff. Any publications are usually forwarded to the relevant unit, while correspondence addressed to the Chairperson or the Council is passed to the Executive Officer.
All incoming faxes are directed to the Kidsafe NSW central fax number.

The Administrative Assistant will distribute the faxes into staff in-trays.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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6.6 Information Technology

All Kidsafe NSW desktop computers are networked and have internet access. The Children’s Hospital Westmead maintains the server in the first instance and provides Kidsafe NSW with IT support and backup services.

All software owned by Kidsafe NSW is kept in a nominated secured cupboard, to which

access is limited. Virus protection updates are provided by CHW IT. 
Staff members are responsible for their own data storage on the system – that is, organising and culling disused files. Material more than 12 months old is archived electronically and stored in the J drive.
The Executive Officer has responsibility for liaising with technicians, and providing advice to staff regarding IT issues. 
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil

	
	
	

	
	
	


6.6.1     Kidsafe NSW Web Content Management Policy 

The intent of the policy is to establish a common framework for the management of web-based content available from Kidsafe NSW Inc. The policy applies to all staff responsible for web-based content and services available via the Kidsafe NSW web Content Management System (CMS).

Authoring access

Staff granted 'authoring' access to the website are permitted to create, safe-edit, and delete web content. 

Administrator access

Staff granted 'administrator' access automatically inherit the permissions above (create, safe-edit, delete), but also gain the ability to manage web functions on behalf of Kidsafe NSW. 

Level of access
The Executive Officer will determine the level of access for each staff member. Areas of access can be checked by each user when they log on.

Top of Form

Bottom of Form

Gaining access to the Kidsafe CMS

To gain access to the Kidsafe CMS staff must complete the in-house basic training. Once training has been completed, the Executive Officer will determine level of access. The Administrator will issue a username and password.

Corporate web style

Web content author/editors are requested to keep to a consistent format throughout the website. A corporate web style has been developed to ensure the Kidsafe NSW website provides a quality, consistent and appealing platform for providing information, promoting our services and our brand.

Writing for the web

People visit the website with a very clear purpose – to acquire information quickly. A visitor’s perception of Kidsafe NSW is significantly influenced by their interaction with our website. Writing for the Web is a specialised writing style aimed at ensuring the online content produced is accessible and user friendly. This will ensure a positive experience of Kidsafe NSw for the website visitor.

Managing web content

As a web content author/editor, you are responsible for ensuring that the content you maintain is timely, accurate and complete.

Content on the website must be managed in compliance with the Kidsafe NSW Web Content Management Policy.

Role of web content author/editor

Web content author/editors are only concerned with the content contained within web pages for which they are responsible. Specifically, web content authors/editors are responsible for:

· The correctness, relevance and completeness of their content. 

· Maintaining their knowledge and understanding of accessibility, usability best practice. 

· Ensuring that all published content fulfills policy requirements. 

· Monitoring statistics and key performance indicators for online information and services to ensure ongoing improvement. 

Proof Reading and Approval

Web content including newsletters and emails/enews to the database, new pages/content and images must be proof read are subject to the approval of the Executive Officer/Program Manager prior to publication. Revised content may be subject to approval from the website administrator.

Currency of Information

Information will be periodically reviewed for currency and relevance and removed from the website as required:

· Safety Alerts – after 12 months

· Newsletters – after 2 years

· Events – after event

Problem Reporting

Staff are to report operational problems to the administrator.  The Administrator will routinely monitor and resolve reported problems in a timely manner.

 

Logging On to Kidsafe NSW CMS

	Administrator
	http://www.members.stralia.com.au/ 
	Enter username and password.

	Web content author/editor
	http://www.new.straliaweb.com.au/kidsafe/

	Click on the admin link on the bottom navigation bar. 

Enter username and password.




Advice
Staff members who require further advice on the procedures involved should consult with the Executive Officer.

Authorised by:  Executive Officer

Effective Date:  
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	
	

	1.1
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6.7 Databases

All staff have access to the Kidsafe NSW ‘contacts’ database. All staff are able to make changes however must ensure that information is accurate. Staff are responsible for advising the team of changes to database content by email, as they become aware of them.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Change of responsibility from admin assistant to all staff
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6.8 Stationery

Kidsafe NSW (Westmead Office) maintains a regular account with Office Max. Staff can order stationery by entering requests on the excel spreadsheet (Stationery Shopping List) located G:\DATA\ADMIN\Suppliers\Office suppliers.
Ordering and receipt of stationery is handled by the Administrative Assistant.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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6.9 Keys

Keys to all doors and filing cabinets in the building are held in the key cabinet. All staff members are issued with keys to Kidsafe NSW offices. The only files to which access is restricted is the finance and restricted files. Only the Executive Officer, and Finance Officer can access the finance file. The Executive Officer only has access to restricted files.

Westmead Office: A key cabinet is kept in the bathroom. Kidsafe NSW maintains a key register, which is located on the G drive. 
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete requirement for signing and Hunter details

	
	
	

	
	
	


6.10 Telephones

All calls to Kidsafe NSW come to the main office number and are then referred to each staff member’s/unit extension.
The Executive Officer and certain staff positions are allocated mobile phones. Staff members who use their own mobile phone or land line for work can claim for reimbursement of costs, but this needs to be negotiated in advance with the Executive Officer.

It is preferable that a Kidsafe NSW mobile phone is used by staff when off-site. Personal calls should be handled in a reasonable fashion. All calls are logged on organisation’s account and are checked by user and approved for payment by Executive Officer or delegate. 

Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Inclusion of Kidsafe mobile phones
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6.11 Building Security

The last person to leave the building each day must ensure that the building is secured. Lights, air conditioner and computers must be turned off at the end of the day. Staff members are requested to close windows and blinds near their desk when leaving at the end of the day. 

Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Inclusion of Kidsafe mobile phones
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6.12 Cleaning

Westmead Office: Kidsafe NSW has an arrangement with the Children’s Hospital Westmead to clean the premises.
Staff are required to empty bins at the end of each day. Recycling and shredding is emptied as required. The Administration Assistant has responsibility for liaising with cleaner and managing arrangements.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details

	
	
	

	
	
	


Back to Contents
6.13 Rubbish and Recycling

Westmead Office: Rubbish is collected from the Kidsafe NSW premises as required by the Children’s Hospital Westmead contractors. The Administrative Assistant manages arrangements for collection.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details
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6.14 Building Maintenance

Westmead Office: At times, the Children’s Hospital Westmead will assist Kidsafe NSW with some maintenance issues, however, it is expected Kidsafe NSW is responsible for day-to-day and major maintenance of the building. Kidsafe NSW has a number of regular trades people who carry out maintenance as necessary. Records are kept in the Maintenance Book, which is stored on the system. Liaison with trades people is the responsibility of the Executive Officer.

Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details
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6.15 Fire Safety

The Kidsafe NSW building is well equipped with fire safety equipment. There are smoke and fire detectors installed all around the Kidsafe NSW building. Fire extinguishers are located in the demonstration kitchen and the upstairs office area. There are two fire escape doors, being:

· Demonstration House front door

· The garage door

Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details
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6.16
Evacuation Procedure
Purpose

To demonstrate what to do in case of an emergency and the procedure to follow for evacuation.

Introduction

Employees, volunteers, contractors and visitors at Kidsafe NSW may at some time, be placed at risk by circumstances which create an emergency situation.  While it is not possible to predict what form an emergency will take, elements such as fire, criminal threat and disasters of natural or man-made causes must be considered, and every measure must be taken to safeguard life and protect property, should an emergency arise.

Emergency Situations

In the event of an alarm all staff are to return to their rostered place of work if possible and wait for instructions from the Executive Officer.

In the event of no audible Alarms and becoming aware that an emergency situation exists the Executive Officer is to be notified immediately by the staff from the area affected. The Executive Officer or staff representative shall then immediately notify the following, depending on the type and severity of incidents:


.
Fire Brigade 


.
Ambulance


.
Police


.
The Children’s Hospital Westmead

Evacuation Procedures

Emergencies, which could require evacuation of the building, include fumes, smoke, fire, gas and explosion or Security. 

In an emergency, all personnel will obey the directions of the Executive Officer or staff representative until emergency personnel take control of the area.

Location of Equipment

A fire extinguisher is located in the kitchen on the ground floor and on the wall near the kitchenette on the first floor. 

Employees: On receiving the order to evacuate from the Executive Officer or staff representative, employees will quickly proceed to evacuate themselves as directed to designated “safe area”.

Contractors: are to go to the “safe area” as directed by the Executive Officer or staff representative.

Visitors and Volunteers: are to proceed to “safe area” as directed by the Executive Officer or staff representative.

All personnel are to remain at their safe area until directed to return to work.

Emergency Evacuation for Key Personnel

Executive Officer or representative

The Executive Officer will oversee any Emergency Evacuation that may

occur.

Tasks are as follows:

(a) Ascertain the nature of the emergency and determine appropriate action;

(b) Delegate someone to inform the appropriate authorities of current situation ie. Police, Fire Brigade, etc.

(c) Decide if evacuation is necessary e.g. in case of fire or bomb threat.

(d) Ensure that all staff are informed of situation;

(e) Executive Officer will ensure that the progress of any actions is recorded in Incident Log;

(f) If total evacuation is necessary ensure all staff, visitors etc. assemble in “safe area”;

(g) Brief the emergency services personnel upon arrival on type, scope and location of the emergency and status of the evacuation and thereafter act on the senior officer’s instructions.

Employees

On hearing an alarm or on becoming aware of the emergency staff shall take the following actions:

(a) Implement the emergency procedures for the area;

(b) Check for any abnormal situation and assess problem;

(c) Check to ensure doors are properly closed;

(d) Decide on appropriate action. 

(e) Report situation to Executive Officer and keep informed of progress;

(f) Remove persons adjacent to threat when advised as need arises. May         

   include evacuation of area if appropriate;

(g) Conduct sweep of all floor area (including rooms, toilets and confined areas);

(h) Ensure evacuation complete;

Evacuation Drill
A drill will be held at least twice a year in each area and upon completion of same, a review of this procedure will be conducted by the Executive Officer.

Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details
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6.17.1
Office Floor Plan
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Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details

	
	
	

	
	
	


6.18 
Motor Vehicle Policy

Introduction

Kidsafe NSW maintains a motor vehicle (van) to support the work of staff and volunteers to extend the Kidsafe message to the local community. The use of the van is subject to the terms and conditions outlined below. It is every driver of the van responsibility to understand and comply with this policy. It is the responsibility of the Regional Manager to oversee the implementation of this policy.

Definitions

· “Fringe Benefits Tax” (FBT) is a tax levied on benefits obtained by employees in respect of their employment. Volunteers do not incur FBT. 

· “Log books” are books used to record details of all trips undertaken including the driver’s name, journey date, starting and ending odometer readings, and purpose of the journey.

· “Personal use” refers to the use of the van for non-business purposes. It generally

includes travel to and from work.

Purpose

The primary purpose of this policy is to ensure the effective and efficient use of the van. The policy is intended to ensure:

· the integrity, reliability, and good performance of the motor vehicle;

· that drivers have access to appropriate training and support;

· that the motor vehicle is appropriate managed.

Authorised Drivers

Only authorised drivers are permitted to drive the van. It is the responsibility of the Regional Manager to authorise individuals to become authorised drivers. In order to be authorised, all drivers must first complete a Nominated Driver Agreement Form (Appendix 19) and supply a photocopy of their current drivers licence.

An up-to-date Register of Authorised Drivers will be maintained. 
If at any time the licence of an authorised driver expires or is revoked, or the driver is otherwise disqualified from driving, it is the responsibility of the driver to notify the Executive Officer so that their name may be removed from the register.

Under no circumstances is a driver authorised to drive without a valid driver’s licence.

Except in cases of genuine emergency, the authorised driver will not permit any other person who is not an authorised driver to drive the vehicle. Any emergency which requires another person to drive the vehicle shall be reported to the Executive Officer as soon as possible. Unauthorised use of the van may result in disciplinary action.

Vehicle Management

The Executive Officer is responsible for:

· overall vehicle management

· registration of vehicle

· the servicing of the vehicle

· insurance claims for damage to the vehicle

All faults must be reported to the Executive Officer as soon as possible.

Vehicle Log Books must be used to record information on all journeys undertaken. 

The van is to be used and maintained in accordance with the manufacturer’s requirements and specifications. The owner’s manual is stored in the van’s glove box and drivers are encouraged to familiarise themselves with the features and correct operation of the van by reviewing the contents of the manual.

Drivers are required to refuel the van when necessary or when the fuel indicator displays ¼ of a tank. Drivers will be reimbursed fuel purchases for the van. Refer to Kidsafe NSW Staff Handbook 5.6 Expenses and Refunds.  

Vehicle Allocation

The van is available to be allocated to any employee or volunteer provided they are an authorised driver. 

To book the van, staff and volunteers are required to record the booking on the electronic calendar. In the event that there is a clash in booking times, the Executive Officer will decide which is the priority booking.

In the event that a vehicle is not able to be returned within the specified period, it is the responsibility of the authorised driver to notify the office off the reason for the delay and of the expected time of return. Such notification should be made as soon as possible and must occur before the specified return time.

It is the responsibility of the employee to ensure the van is available in a clean and useable condition (including petrol level) by the nominated time of return. 

Van keys will be stored together in a secure and accessible location in the office.

A separate spare key for the van will be kept in a locked key cabinet, which is to be used in emergencies only.

Garaging of the Van

The van is required to be garaged or parked off the street whenever possible.
Executive Officer Responsibilities

It is the Executive Officer’s responsibility to ensure that: -

· Vehicle manufacturer and safety standards meet Australian Design Roles and Australian Standard Requirements;

· Servicing of vehicles in accordance with manufacturer’s requirements as well as safety checks; 

· Vehicles damaged or requiring repair will be assessed to determine the appropriate action, including replacement if necessary; 

· Vehicles are provided with an emergency first aid kit; 

· Vehicles are provided with a log book.

Employees Responsibility

To ensure their own safety, and the safety of others, employees who drive the van are required to: -

· Not operate the vehicle when under the influence of intoxicants such as alcohol and other drugs, or while impaired by prescribed medication, illness or injury. 

· Check the van for damage and report any apparent defects (e.g.,: dents, worn tread and low tyre inflation) to the Regional Manager.

· Any damage or defect identified whilst driving, which is a hazard (e.g.: windscreen wipers, indicators not working, oil light remains on etc.) should be reported to the Regional Manager.

· Ensure windscreen and windows are clear;

· Drivers must ensure that road safety limits are adhered to at all times. Any speeding fines incurred whilst driving the van will be paid for by the employee responsible;

· Any parking fines incurred whilst using the van will be paid for by the employee responsible;

· Ensure goods are stored securely in the van and no loose items are on front dashboard ledge or in the back of the van;

· Adjust seat to suit driving position and then adjust exterior/interior mirrors; 

· Wear seat belt at all times when driving; 

· Fill the van with petrol to ensure an adequate amount of petrol is in the van at all times; 

· Be aware of the inflation level of tyres, temperature gauge, and any warning lights that could indicate an area of concern with the van. 

· Ensure the exterior/interior of the van is kept clean (where the van is used for business only, costs of a car wash/vacuum can be reimbursed – where used for business and private the cost is borne by the designated user); 

· Use the log book provided to record date, total number of kilometres travelled and destination; 

· Notify the Executive Officer by SMS when they have arrived at and leaving destination (if required).
· Ensure vehicle keys are returned to the office.

· The van is to be driven by authorised employees only. Family members and friends are not permitted to drive the van. An exception to this, would be in the case of an emergency or in case of repairs the van would need to be driven by a mechanic or authorised person.
· Employees whose driver’s licence has been suspended or revoked must immediately notify the Executive Officer of this situation and must not continue to drive the van. 

· Failure to do this will result in disciplinary action and potential dismissal.
· All accidents involving the van are to be reported to the Executive Officer and immediately or as soon as practicable. 
· Employees involved in an accident, no matter the severity, are required to stop at the scene. 
· Police are required to be contacted if a person is killed or injured; the other driver doesn’t stop and/or give you their details; a vehicle involved has to be towed away; or a driver seems to be affected by alcohol or drugs. For other incidents, employees are required to report it to the police within 24 hours by calling the Police Assistance Line (PAL) on 131 444.
· Employees must record names and addresses of the other drivers involved in an accident, along with details of any witnesses.

· Employees must not discuss the accident with anyone on the scene (other than police in attendance). Employees should not accept responsibility for the accident.

Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Delete Hunter details – change to reflect van at Westmead.
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6.19

Records Retention and Disposal Guidelines

Introduction
Archive records are kept for legal, historical or research purposes, and are no longer needed for day-to-day use by the organisation. Records that need to be archived, that is, kept for an extended period even though they are seldom, if ever, used in core business activities, require special storage conditions. Because of the difficulty in maintaining paper-based records and the storage space required, conversion of paper to digital form is to be used where possible.

Policy

Disposal

Kidsafe’s policy is to adopt and implement a records disposal schedule in accordance relevant legislation. 

Storage

Records shall be stored in appropriate locations or form until disposal is permitted in accordance with this policy.

Retention Obligations/Statutory Periods

Various State and Commonwealth legislation impose minimum periods on organisations to retain their documents. The length of time required to hold a document, before destroying it, will generally depend on the nature of the document and its content.

Main statutory periods that may be relevant to Kidsafe
Private Records

Currently, there is no general statutory obligation which requires organisations to maintain their records. Instead, there are various Acts which apply differently to certain types of records. 

Tax requirements

The Income Tax Assessment Act requires the retention of records that explain an organisation’s transactions and other acts that are relevant to the Act. This obligation is for a period of 5 years from the tax year in relation to which the information relates.

In relation to the Goods and Services Tax you must keep records if you:

a) make a taxable supply or importation, or make a creditable acquisition or importation;

b) make a GST-free or input taxed supply;

c) are entitled to transitional input tax credits for sales tax;

d) liable for wine equalisation tax; or

e) make a taxable supply or importation of a luxury car.

There is an obligation to keep records that record and explain transactions and other acts that are relevant to the above issues for 5 years. There are similar requirements for capital gains tax, fringe benefits tax and payroll tax.

Corporations Act requirements

The Corporations Act requires a company to keep financial records that correctly record and explain its transactions and financial performance; and which would enable true and fair financial statements to be prepared and audited for 7 years.

Financial records includes invoices, receipts, cheques, orders and other documents which evidence the recording of money. This will also include working papers that are needed to explain the methods by which financial statements are prepared and

adjustments to financial statements.

The Corporations Act specifically allows for electronic storage, provided that the records are available and can be converted into a hard copy within a reasonable time. 

Companies must take all reasonable precautions for guarding against damage, destruction or falsification of any book or part of a book that it is required to keep or prepare under the Act. In this context “book or part of a book” includes electronic communication and recordings.

Electronic records must also be available for inspection. There are severe fines and/or prison terms for conduct that results in the concealment, destruction, mutilation or falsification of any securities of the company or any books that relate to the affairs of the company. If electronic records are recorded or stored in an ineligible form, it will be a contravention of the Corporations Act.

Workplace Relations

While generally there is no specific requirement to retain records under the various legislation impacting upon Workplace Relations, it is prudent to do so from a Risk Management and compliance perspective. Retention of appropriate evidence and records, whether in hard copy or electronic format, will often be necessary to establish compliance with statutory obligations such as:

a) workers compensation and rehabilitation; 

b) equal opportunity and sexual harassment;

c) unfair dismissal;

d) employment and independent contracts;

e) applicable awards and enterprise agreements; and

f) remuneration, benefit and entitlements obligations.

From a Risk Management and compliance perspective, it is generally advisable to retain all records for at least 7 years. Relevant legislation also imposes obligations with respect to the retention of certain records such as time and wages records and

employee registers for defined periods (generally 6 years). While these records are commonly kept in hard copy, in some cases they may also be stored in electronic format. 

Privacy Act

The Privacy Act imposes obligations on certain organisations that collect, use or store personal information about individuals. Generally, the Privacy Act requires those organisations to inform individuals as to how their personal information will be used and the security measures taken to protect that information. All personal information held must also be accurate, complete and up to date. Information that is no longer of use to the organisation must be destroyed and cannot be kept indefinitely (provided that any minimum retention periods are also met). Importantly, the Act gives individuals rights to access their personal information on request. 

Other Minimum Retention Periods

In the context of general overall good corporate it may not be sufficient to systematically destroy all records after a defined period of time. To achieve an holistic organisational policy, identify the information and content of records and extend the retention periods as necessary.

It should be recognised that this Guideline is not all inclusive.

Legislation 

· Archives Act 1983

· Income Tax Assessment Act 1997

· A New Tax System (Goods and Services Tax) Act 1999

· A New Tax System (Fringe Benefits) Act 1999

· Corporations Act 2001

· Privacy Act 1988

· Workplace Relations Act 1996

· State Records Act 1998

· Privacy and Personal Information Protection Act 1998

· Electronic Transactions Act 2000

· Limitations Act 1969

· Public Finance and Audit Act 1983.

The relevant Australian Standard is: AS ISO15489

Sources

State Records Regulation 2005 (NSW)

Records Management Association of Australasia

www.records.nsw.gov.au/recordkeeping 

	Governance All records created and used by senior ‘management’ of Kidsafe. Evidence of strategic directions, major decisions, and regular activities of senior management and council

	Category
	Types of Records
	Duration Hard Copy
	Duration Electronic
	Action
	

	Council Correspondence
	Letters received by or written by Council concerning major issues
	2 years
	2 years
	Destroy
	

	Special Reports of Council
	Commissioned by Council, presented to Council by Outside bodies
	
	
	
	

	Appointment to Council
	Records of activities related to

appointment of Council members nominations, etc.
	
	
	
	

	Executive Officer’s

Correspondence Files
	General Correspondence – greetings etc
	
	
	
	

	Executive Officer’s

Reports to Council
	Formal reporting to the organisations governing

body
	
	
	
	

	Annual Report
	Annual Report
	
	
	
	

	Team

Minutes and papers
	Weekly (daily? Fortnightly?) Meeting

minutes, agendas and papers
	
	
	
	

	Team

Correspondence
	Any other files Management Team creates as evidence of activity or accountability –

to be listed according to function within Governance
	
	
	
	

	Special Reports/Projects
	Copies of reports commissioned by or presented to this team
	
	
	
	


	Strategic Planning Administration Records created and used by those ‘running’ the organisation at a practical and everyday level. Relates to management of staff, grounds, facilities and finances.


	Finance

	Category
	Types of Records
	Duration Hardcopy


	Duration Electronic
	Action
	

	Accounts
	
	7 years
	
	Destroy
	

	Accounts Payable
	
	7 years
	
	Destroy
	

	Financial Statements and

Records
	
	7 years
	
	Destroy
	

	Payroll Records
	
	7 years
	
	Destroy
	

	Funding Records
	
	7 years
	
	Destroy
	

	Other funding – bequests,

corporate sponsorship
	
	7 years
	
	Destroy
	


	Grounds and Facilities

	Category
	Types of Records
	Duration Hardcopy


	Duration Electronic
	Action
	

	Insurance Records
	Papers proving insurance of buildings and contents; also public liability and other insurances taken out by the organisation.
	2 years
	
	Disposal
	

	Grounds and Facilities

Management
	Includes Maintenance reports Architectural Drawings, Plans and sketches, building specifications, tender

(successful) and contract documents, and installation manuals. Also BA / DA

submissions to local government, and Certification authorising construction and

use.
	
	
	
	


	Assets

	Category
	Types of Records
	Duration Hardcopy
	Duration Electronic
	Action
	

	Asset Register
	Inventory

Depreciation Schedule
	2 Years after disposal of furniture and equipment or fully depreciated
	
	Disposal
	


	Staff Includes Contractors and Volunteers

	Category
	Types of Records
	Duration Hardcopy


	Duration Electronic
	Action

 
	

	Personnel Records
	Individual files each member of staff. May include : Letter of application, letter of appointment, variations to

position/employment contract, position description, leave requests, appraisals, qualifications, professional development details, etc
	7 years after

reference ceases

	7 years after

reference ceases

	Destroy


	

	OH & S Committee
	Committee Minutes, Reports etc
	
	
	
	

	Accident/Incident Records (Staff)
	Records relating to staff accidents or incidents

NB. It is recommended that all records relating to any accident/incident be maintained together – e.g incident report,

treatment/rehabilitation, insurance
	
	
	
	

	Position

Descriptions
	Details of each role or position, outlining duties and accountabilities
	
	
	
	

	Staff Appraisals
	Staff appraisal and assessment reports – especially re: classification and progression
	
	
	
	

	Staff Professional

Development
	Course details (internal or external), programmes run, seminars, inservice details
	
	
	
	

	Time Sheets
	Electronic and hardcopy
	
	
	
	

	Industrial Relations records
	Reports and correspondence re: particular incidents that may involve a Union. Also

includes Workplace Agreements, Enterprise Bargaining records etc
	
	
	
	

	Grievances and Appeals
	Records of Grievances and/or appeals.

Will most likely be attached to Personnel File.
	
	
	
	

	Harassment / EO
	Records of Harassment and Equal Opportunity issues.

Will most likely be attached to Personnel File.
	
	
	
	


	Other

	Category
	Types of Records
	Duration Hardcopy
	Duration Electronic 
	Action


	

	Newsletters
	Newsletter

May be issued electronically
	Of Archival interest
	
	
	

	Brochures and pamphlets
	Any small publications created 
	Of Archival interest

	
	
	

	Marketing Campaigns
	Programmes and Display material for promotional events such as Expos etc
	Of Archival interest

	
	
	

	Advertising
	Copies of editorial, advertising,

promotional activities etc
	Of Archival interest
	
	
	

	Open Days / Information
	Programs, flyers and other information supporting Open Day style events
	Of Archival interest

	
	
	

	Web site/pages
	Electronic method of communicating the organisations position, services etc
	Of Archival interest
	
	
	

	Logos and Crests
	Specific logos and/or crests which are used to identify the organisation. May be subject

to copyright issues
	Of Archival interest
	
	
	

	Diary
	Appointment Diary or daily journal/record of daily events. May exist in electronic format
	1 year
	
	Destroy
	

	Submissions
	
	1 year
	7 years if required for financial audit  purposes
	Destroy
	

	Inspection Reports
	Playground 
	1 year
	3 years
	Destroy
	

	Reports
	Funding etc.
	
	
	
	

	Evaluations
	Training, tours etc.
	1 year
	3 years
	Disposal
	

	Training Records
	Attendance, course outline etc.
	1 year (non accredited course)
	3 years 
	Disposal
	


Do not destroy documents that could potentially be relevant to future litigation. Where possible, review documents before they are destroyed.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Nov 2014
	Nil
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6.20

Environmental Sustainability

Aim

This sustainability policy statement provides a framework for sustainable and responsible operations, activities, and practices for Kidsafe NSW. It aims to demonstrate leadership as a professional organisation in sustainable development and to work towards developing a sustainable organisation that will foster sustainability values and principles.

Policy Statement

Kidsafe NSW is committed to working towards sustainable development and establishing, promoting and maintaining a culture in sustainability and environmental responsibility within the organisation.

Kidsafe NSW Council, management and staff will foster governance and leadership in sustainability and work collaboratively to avoid and minimise adverse impacts of the organisation’s activities on the environment, reduce the organisation’s carbon footprint and work towards being a more sustainable organisation.

Policy Principles

The following principles underpin the sustainability policy statement in undertaking Kidsafe NSW commitment towards sustainability:

· Leading and influencing by example by implementing sustainability actions detailed in this policy; 

· Demonstrating good governance by incorporating sustainability principles into all Kidsafe NSW activities and decision making processes;

· Continuing to identify and implement alternative business practices to minimise Kidsafe NSW environmental and carbon footprint;

· Creating and promoting an environmentally sustainable and responsible culture by leading by example;

· Engaging with our suppliers and stakeholders to improve the sustainability performance of our supply chain;

· Enhancing the communities in which we operate by acting sustainably;

· Pursuing continual improvement in corporate responsibility and sustainability management and performance; 

· Achieving objectives and implementing actions identified across the following sustainability priority areas:

· energy, waste, water, social and economic, office and venue buildings, procurement, HR and administration.

It is Kidsafe NSW policy to:

· Comply with all relevant environmental legislation, regulations and requirements.

· Recycle all waste material possible.

· Reduce the amount of waste material produced.

· Avoid the use of paper wherever possible.

· Avoid the use of postal services, saving on transportation and on paper. For example, emailing invoices where possible.

· Recycle equipment that is no longer of use to the organisation. For example, Kidsafe NSW gives away items such as car restraints no longer required for demonstration purposes.

· Keep energy usage low. For example, making use of low energy light bulbs throughout and using schedules to ensure computers and lights are turned off after work.

· Reuse waste paper (from the printer) where possible, making use of the blank side for notes etc. 

· Always make use of recycling schemes available (to recycle toner cartridges and drums).

· Purchase products made with recycled paper.

· Purchase products with a lower environmental impact.

· Avoid unnecessary travel by making use of instant messaging, video and audio conferencing, telephone and email.

Accountability

Kidsafe NSW Council, management and staff are accountable for the implementation of this policy.

Authorised by:  Executive Officer

Effective Date:  
Review date:    August 2016
	Version Number
	Date Initiated
	Changes Made

	1.1
	
	

	1.1
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Section 7
Work Health and Safety
Introduction

This section outlines Kidsafe NSW procedures in relation to work health and safety matters including:
· Reporting an Injury/Incident

· Rehabilitation

· Return to work
· Critical Incidents

· Contractors

Refer to the Workplace Health and Safety Handbook for:

· Hazard Identification

· Risk Assessment

· Controls

· PPE

7.1
Work Health and Safety Policy

This policy is also located in the following documents:

· Staff Handbook

· WHS Handbook11.1. Training
Back to Contents
7.2
Hazard Identification, Risk Assessment and Control
Refer to WHS Handbook
7.3
Rehabilitation and Return-to-Work Policy

Kidsafe NSW is committed to the return to work of injured workers.

· We will seek to prevent injury and illness by providing a safe and healthy working environment.
· We will ensure that injury management activities commence as soon as possible after a worker is injured and that every effort is made to provide suitable and meaningful duties consistent with the nature of the injury/illness, and after seeking appropriate medical judgment.
· We will provide an injured worker with support to minimize the effects of the injury and to ensure that an early return to work is a normal practice and expectation.
· We will provide suitable duties/employment for an injured worker as soon as is safely possible, as an integral part of injury management.
· We will consult with our workers to ensure that this return-to-work policy operates effectively.
· We will ensure that participation in a return-to-work program will not, of itself, prejudice an injured worker.

Follow-Up After Injury

Employees are not permitted to return to work until they have medical clearance. At this point, management and the injured worker will cooperate with the workers compensation insurance company in developing and complying with an injury management plan for that injured worker.
Finding Suitable Duties

When the injured worker is, according to medical judgment, capable of returning to work, an individual return-to-work program will be developed offering suitable duties.

Management will consult with the injured worker, the workers compensation insurance company and the treating doctor to develop a written return-to-work program.
Appropriate assistance will be given to workers from a non-English speaking background and to those permanently unable to return to pre-injury duties.

Involving a Rehabilitation Provider

We use an accredited rehabilitation provider(s) to assist when required in the injury management of those workers who suffer a work-related injury or illness. Injured workers have the right to nominate an accredited rehabilitation provider of their own choice.
Consultation

Ongoing consultation about the organisation’s return-to-work policy will take place in Council and staff meetings. Workers will be informed of their rights and responsibilities at this time, at point of orientation, and again following any injury.
Disputes

If there are disputes about suitable duties or the return-to-work process, management will work with the injured worker to try to resolve the disputes. Assistance might be sought from the workers compensation insurance company, WorkCover, or an injury management consultant.
This policy complies with the NSW Occupational Health and Safety Act 2000, in conjunction with the consolidation of all associated regulations into the Occupational Health and Safety Regulation 2001.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    March 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation
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7.4
Critical Incidents

Kidsafe NSW aims to provide a workplace which is safe and without risks to health. However, it is not impossible that a critical incident may take place in the workplace.

A critical incident could include:

· death or serious injury to a staff member, 

· violence in the workplace (e.g. assault), 

· emergency evacuation of the workplace (e.g. a fire).

In the event of a critical incident, the Executive Officer may need to:

· ensure the immediate safety of staff members, 

· ensure the provision of first aid, 

· call emergency services as necessary, 

· contact the family of staff members affected,  

· remove workers/volunteers from their duties,
· arrange a debriefing, 

· respond to media queries,
· notify worker’s compensation.
· organise a debriefing for staff members, if they wish to participate. It may be necessary to engage external professionals to conduct debriefing or follow-up counselling.
Further information on handling critical incidents is available in the Workcover NSW Community Safety Pack.
Authorised by:  Executive Officer

Effective Date:  26 June 2012
Review date:    March 2016 

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation
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7.5
 Engaging Contractors

	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Feb 2017
	Deleted as incorporated in HR policies
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7.6
Working Offsite Guidelines
	Version Number
	Date Initiated
	Changes Made

	1.1
	June 2012
	Initial implementation

	1.1
	Feb 2017
	Moved to WHS Manual
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Likelihood of happening
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Diagram 4 – recording sick leave





* Bandwidth:  7:00am - 6:00pm�
Name�
Pay Number�
�
* Core Time:  9:30am - 3:00pm�
C U Later�
0�
�
My standard hours are:�
DAY�
Mon�
Tue�
Wed�
Thur�
Fri�
Sat�
Sun�
�
35 hrs per week�
DATE�
1-Jul-08�
2-Jul-08�
3-Jul-08�
4-Jul-08�
5-Jul-08�
6-Jul-08�
7-Jul-08�
�
Morning�
Start�
�
�
�
�
�
 �
 �
�
�
Finish�
�
�
�
�
�
 �
 �
�
�
Total�
0:00�
0:00�
0:00�
0:00�
0:00�
 �
 �
�
Afternoon�
Start�
�
�
�
�
�
 �
 �
�
�
Finish�
�
�
�
�
�
 �
 �
�
�
Total�
0:00�
0:00�
0:00�
0:00�
0:00�
 �
 �
�
Leave and Public Holidays (incl Flex & TIL Taken)�
Type�
AL �
AL�
AL�
AL�
AL�
 �
 �
�
�
Hours�
7 :00�
7:00�
7:00 �
7:00 �
 7:00�
 �
 �
�
Daily Flex Hours�
7:00�
7:00�
7:00�
7:00�
7:00�
 �
 �
�
Diagram 5 – recording annual leave
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Diagram 9 – Before manual adjustment
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Diagram 10 – Following manual adjustment








Overtime /             T.I.L.(accrual)�
OT or TIL�
 �
 *TIL�
 �
TIL�
*TIL �
�
�
Start�
 �
 17:00�
 �
18:00�
 8:40�
�
�
Finish�
 �
 17:15�
 �
20:00�
 9:00�
�
 �
Total�
0:00�
0:15�
0:00�
2:00�
0:20�
�
TIL Carry Over Balance�
 5:20�
5:20�
5:20�
5:20�
7:20�
7:20�
�
Cost Code for overtime�
 �
 �
 �
 �
 �
�
Supervisors Authorisation:�
 �
 �
 �
 �
 �
�
Diagram 11








�Move to Governance Section


�On advice from industrial lawyer


�Moved to Section 1 Governance
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